Commute Better.
Commute Together.

Ditch the high cost of driving alone. Commuting together
in a METROQO Vanpool can save you thousands of dollars in

annual driving costs.

Monthly Ridership Report Instructions (Desktop Version)

1 ) Please visit our website at: https://METRO
Vanpoolapp.ridemetro.org/signUp/signin

2.) Your sign in screen should look like the screen in the picture below.
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3.) Click on Reports.
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4.) Then click on Desktop View to view our website in its original

desktop version by clicking on the gray Monthly Reporting button.

Desktop View
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5.) To open a new ridership log, click on New Monthly Report. This
will bring you to a screen to select which month you would like to create
the log.

Vanpools ¥ | Account ¥
L Talo NV (oa1ig [ \A R{ToTo Ly QU N STVALY (o]ul(a Al &= oels @l Reports Route - Roster - Rider Search  Mobile View

Find a Monthly Ridership Report

To search for a monthly ridership logs that you

Start Month / Year: 2026 v P have already started, enter search criteria below
End Month / Year: 2026 v and then click the search button.
If you have not already started the log for the

month and year, click "New Monthly Report" in
the menu above.

METRO VANPOOL

I Vanpools ¥ | Account ¥

Find Monthly Report BYEUAYIGIAC @l Reports Route - Roster - Rider Search  Mobile View
Open a New Monthly Ridership Report

To begin entering ridership data for the month,

Month / Year: 2026 ~ rd please select a year and month below and click
Vanpool (V2268A - Daikin Waller from Missouri City -] the "Open" button.
You will then be guided through a series of steps

after which you may review and submit your
completed ridership information.

6.) Once you click Open, this should bring you to the new mileage
screen and your van should be pre-populated for you. If your van is not
showing or if you changed your van (including loaner vans) you will need to
search for you vehicle by entering the Vehicle ID. (NOTE: You will only need
the Vehicle ID or sometimes referred to as the Unit ID on the van's
paperwork.) If your van is not showing up after you click Search, please call
METRO Vanpool Customer Service at (713)224-7433 or email us at
metrovanpoolcs@ridemetro.org and we will be able to assist you. Once
your van information is confirmed and your mileage is entered, click on
Save then Non-Revenue Trips.
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METRO VANPODL

I EpeE _

Find Monthly Report New Monthly Report Reports Route - Roster - Rider Search  Mobile View
V2268A - Daikin Waller from Missouri City Check Roster & Route  Rider Search
Monthly Report for V2268A - Jan 2026 Non-Revenue Trips Fares Ridership Distance / Time Submit

, For each vehicle that was used by this vanpool group, you must enter the starting and ending days and odometer readings.
H If a vehicle that was used is not listed, search for the vehicle by entering criteria and clicking the search button.

You may then click on a vehicle in the list to select it.
If a vehicle you used cannot be found in our database, please contact us right away.

Select a Vehicle

License: [ | Start / End Year:
Vehicle ID: | | Make:
Provider: Airport Van Rentals Model [ |

7)

VIN: [ ]

Alternatively, the next two (2) screens you can click on Next to

bypass. The first screen is "Non-Revenue Trips" which most routes do not
accrue during their lease. The second one is the "Fare" screen where you
can enter your subsidy and fare payment information only for your own
records. METRO Vanpool billing will continue to reconcile the invoices and
send them out to the primary drivers.

‘anpools ¥ | Account ¥

Find Monthly Report New Monthly Report Reports Route - Roster - Rider Search  Mobile View
V2268A - Daikin Waller from Missouri City Check Roster & Route Rider Search
Monthly Report for V2268A - Jan 2026 \ehicles BGLHEREY=hIENN«-8 Fares Ridership Distance/Time Submit

Please use the following form to record any trips that were taken with this vehicle for a reason other than commuting.

? Click on a vehicle below to record a non-commute trip for it. You must enter the start/end date/time and odometer readings for each trip.
Every vehicle you used during the month should be listed under "Vehicles assigned this month."
If any vehicles are missing from the list, you must return to the Vehicles page and add that vehicle.
Vehicles assigned this month

No vehicles are currently assigned to this vanpool. To record non-revenue trips for a vehicle you must first assign the vehicle to the vanpool using the
vehicle usage screen.

This month's non-revenue trips

No non-revenue trips are currently defined.

Save i Next

Vanpools ¥ | Account ¥

Find Monthly Report New Monthly Report Reports Route - Roster - Rider Search  Mobile View
V2268A - Daikin Waller from Missouri City Check Roster & Route  Rider Search
Monthly Report for V2268A - Jan 2026 Vehicles Non-Revenue Trips Ridership Distance / Time  Submit

© Non-|

Name

Revenue trips were successfully saved

Please enter fare/subsidy information for each person on the vanpool roster.

Role City / State / Zip Joined Company Subsidy Fare Paid

v v r 1
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8.) The next screen is where you will enter the daily ridership log

data for each commuter. The roles of the riders are listed, next to each
commuter's name. If these are not correct, please contact METRO Vanpool
Customer Service at (713)224-7433 so we can correct the change and
delete your current month to reflect the changes. Once you are finished,
you can click on Save and Next. Depending on the accessibility through
your internet browser, you can enter one code at the top line, and it will
make each commuter the same entry for that day. Also, please refrain
from using the “D”, “E”, "X", or "N" codes.

METRO VANPODOL

I Vanpools ¥ | Account ¥

Find Monthly Report New Monthly Report Reports Route - Roster - Rider Search  Mobile View
V2268A - Daikin Waller from Missouri City Check Roster & Route Rider Search
Monthly Report for V2268A - Jan 2026 \ehicles Non-Revenue Trips Fares BXG[EE)[o Distance / Time Submit

v+, Use the form below to record the daily 'ride code’ for each commuter.
The 'ride code' is a single character code that indicates if and how the commuter utilized the vanpool on a given day. See below for a list of valid codes.

Ride Codes
I Inbound O Outbound 2 Round Trip X Not on Roster H Holiday S Sick A Alternate Work Schedule
D Day Off J Jury Duty B Business N Unknown E Emergency V Vacation
Drive Codes
Indicate who drove on each day by clicking on the ride code for that person. Each time you click, the drive code will change.
n Drove Both Ways D Drove Inbound Only D Drove Outbound Only [:] Did Not Drive -
Day Complete Weekend Day Holiday I Weekend Day Complete

R F SaSuM T WR F SaSuMT WR F SaSuMT WR F SaSuM T WR F Sa

Name Role City/State/zip 1 2 3 4 5 6 7 8 9 10111213 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Set everyone ontis day tothe code you enter ||| ||| ||| |11

9. Then you will click on the Submit tab, this will bring you to the
confirmation screen where you can click on Submit and close out your
report for the month. There may be a verification question to ensure the
data submitted is correctly and the system will automatically verify that
your monthly mileage reported does not exceed your mileage tier. There is
a comment section available on this screen that you may fill out as you
wish, but your request will be taken care of more effectively if you contact
METRO Vanpool Customer Service at (713)224-7433 or
metrovanpoolcs@ridemetro.org.
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10.) When you click on the next arrow button, this will bring you to the final
confirmation screen where you click on “l confirm...” and Save. There may
be a verification question to ensure the data submitted is correctly and the
system will automatically verify that your monthly mileage reported does
not exceed your mileage tier. There is a comment section available on this
screen that you may fill out as you wish, but your request will be taken
care of more effectively if you contact METRO Vanpool Customer Service at
(713)224-7433 or metrovanpoolcs@ridemetro.org.

Comments

‘ The same vehicle was used for this entire reporting period.

Multiple vehicles were used during the course of this reporting period.

° | confirm that my vanpool roster is correct, and that no additions or deletions need to be made. All information in this report is complete
and correct.

The Save button will just save the data in this view.
The Submit button will save the data, validate the entire report, and if complete and correct, submit the report for staff review.

11.)  Click on Submit to close out your report for the month.

. The same vehicle was used for this entire reporting period.

Multiple vehicles were used during the course of this reporting period.

o | confirm that my vanpool roster is correct, and that no additions or deletions need to be made. All information in this report is complete
and correct.

The Save button will just save the data in this view.
The Submit button will save the data, validate the entire report, and if complete and correct, submit the report for staff review.
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Commute Better.
Commute Together.

Ditch the high cost of driving alone. Commuting together
in a METRO Vanpool can save you thousands of dollars in

annual driving costs.

Monthly Ridership Report Instructions (Mobile Version)

1.) Please visit our website at: https://METRO
Vanpoolapp.ridemetro.org/signUp/signin

Your sign in screen should look like the screen in the pictures below. Your sign in
information is the email address that you receive METRO Vanpool notifications
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https://metro/

2.) Click on Reports.
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3.) Then click on New Report and click on Select Vanpool.
METRO
VANPOOL

SWITCH ROLES HOME MY ACCOUNT FIND REPORT NEWREPORT RESOUR

Vanpool Selection

You have access to multiple vanpools.
Please select the vanpool you would like to create a new monthly report for.

4.) Click on “I confirm..” and Create.

If anything regarding the route, stops or roster is incomplete or incorrect,
please contact us by email immediately.

° | confirm that all of the information above is correct about this route

Create a new report for|January v| 2026 ¥

Create
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6.)

5.) Once you click on Create, this will bring you to a screen of the calendar.
Click on the first date of the calendar.

SWITCH ROLES HOME MY ACCOUNT FIND REPORT NEW REPORT RESOUI

Ridership for January 2026
Vanpool: V2268A - Daikin Waller from Missouri City

Sun Mon Tue Wed Thu Fri
28 29 30 31 1
0 0
people people

This screen is where you will enter the daily ridership log data for each
commuter. The roles of the riders are listed, by each commuter's
name. If these are not correct, please contact METRO Vanpool
Customer Service at (713)224-7433 or metrovanpoolcs@ridemetro.org

so, we can correct the change and delete your current month to reflect

the changes. Once you are finished, click on Save and Continue after
entering your data for each day throughout the month. You can enter
one code at the top line, and it will make each commuter the same
entry for that day. Also, every day the vehicle is active please click on at
least one driver. Please refrain from using the “Day Off”, “Emergency”,

’

"Not on Roster", or "Unknown" codes.

Travel Time to Work (minutes) Travel Time from Work (minutes)

60 70

Distance to Work (miles) Distance from Work (miles)

44.39 45.37

-- Choose to set all riders -

nbound

Qutbound
Round Trip

Not on roste
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7.) For the next screen you can click on next button. The screen is
"Non-Revenue Trips" which most routes may accrue during your
lease. Click on “Add Trip” to add non-revenue trips.

Non-Revenue Trips for January 2026

Vanpool: V2268A - Daikin Waller from Missouri City

This should NOT include mileage for trips to and from work!
Add Trip

Trip Start / End Start / End
Vehicle Purpose Date Odometer Miles

‘ No non-revenue trips are currently defined.

e C
8.) Once you click on the next arrow button, this will take you to the

mileage screen and your van should be pre-populated for you. If your van
is not showing or if you changed your van (including loaner vans) you will
need to search for you vehicle by entering the Vehicle ID. (NOTE: You will
only need the Vehicle ID or sometimes referred to as the Unit ID on the
van's paperwork.) If your van is not showing up after you click on Search,
please call METRO Vanpool Customer Service at (713)224-7433 or email us
at metrovanpoolcs@ridemetro.org and we will be able to assist you. Once
your van information is confirmed and your mileage is entered, click on

Save.
METRO SWITCHROLES ~ HOME ACCOUNT FIND REPORT NEW REPORT RESOURCES S
”HNHDUI- e Edit Vehicle: *
2022 CHR Voyager - AVR 07CR22121
Vehicles for November 2024 ctDaie. 11H2026

Vanpool: V2333A - Federal Detention Center from Mt Belvieu

EndDale  11/30/2024

start | End
Start Gdometer
End Date (Miles)

1172024 0
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9.) When you click on the next arrow button, this will bring you to the final
confirmation screen where you click on “I confirm...” and Save. There may
be a verification question to ensure the data submitted is correctly and the
system will automatically verify that your monthly mileage reported does
not exceed your mileage tier. There is a comment section available on this
screen that you may fill out as you wish, but your request will be taken
care of more effectively if you contact METRO Vanpool Customer Service at
(713)224-7433 or metrovanpoolcs@ridemetro.org.

Comments

‘ The same vehicle was used for this entire reporting period.

Multiple vehicles were used during the course of this reporting period.

° | confirm that my vanpool roster is correct, and that no additions or deletions need to be made. All information in this report is complete
and correct.

The Save button will just save the data in this view.
The Submit button will save the data, validate the entire report, and if complete and correct, submit the report for staff review.

10.)  Click on Submit to close out your report for the month.

' The same vehicle was used for this entire reporting period.

Multiple vehicles were used during the course of this reporting period.

° | confirm that my vanpool roster is correct, and that no additions or deletions need to be made. All information in this report is complete
and correct.

The Save button will just save the data in this view.
The Submit button will save the data, validate the entire report, and if complete and correct, submit the report for staff review.
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