Using The Self Service Portal
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Client Side: Using The Self-Service Portal

The client logs in to the Ecolane Self-Service portal using the following link.
hitps://agency.ecolane.com/selfservice/login Note: Please replace (agency).ecolane.com with the correct

agency name. A username and password is required once the clients sets the password they will be
redirected to this log-in page.

Password was successfully updated. Please use it and username 'cragucci' to log in.

—Please log in

First time here? Watch the video tutorial about how to use our Self Service
*** N requiredd) your Self-Service system user name Web Booking feature.

Password **! \(required) your password

Username:

+ Login forgot password? S -
\ Ecolane” | How-To SERIES
The client can use the forget password ;
link to reset their password SELF SERVICE WEB BOOKING

- =

Tip: The client should review the short how to video located on the log-in page
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Client Side: Using The Self-Service Portal

After logging in, the main Ecolane Self-Service Portal is available.

1.  Open, canceled and completed trips are displayed on the main page. Click on a trip # to
display the details of a current trip.

2. Click the [Book a new] trip link to book a new trips.
3. Click on future trips to see future trips in the system.
4. Click on past trips to see past trips you have taken.
5. Click on account details to reveal your account details.
6. Click exit to exit and go back to the main log-in page.
7. Clock logout or Exit to logout of the portal
Ecﬂlane'ﬂ: Uief e 3 20d6, 11080 AM | Legged in e oragued (Chades blonsmc] | ol
Welcome to Self-Service
You have 3 trips scheduled for today.
198726 & - Sl AWM about S Urs ago - - £ i (HGIMAL, 114 Maple St Delion 341 Mongan Hd, Nasiwille
19E725 0 e e TS AWM aboubd howsage 900AM - 2 EE ORIGINAL, 114 Maphe St Dafion 3041 Maorgan Rd, Nashwille
ASEFIF 0 e bwes. 0L AM about3hoursegqe - - CTAA BE OREGINAL, 114 Mapks St, Didton 3041 Morgan R, Neshille

Book a new trip
Future trips
Past trips
Account details

Exit
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Client Side: Booking A Trip

1. After clicking the [Book a new] trip link the trips details screen appears. The client can use the Home POI link to set the from
and to address as shown in section 1 & 2. From and To address is required. Also freehand typing in the address information
will work.

2.  PU & DO driver notes can also be added for any trip. [Not required]
3. A Funding and trip purpose is required and must be selected. Section 3
4. PU up and DO date is required
5. Time of the trip is [required.]
6. Aselection of a PU or DO is [required.]
Note: If a client has to be somewhere at a specific time a drop off must be selected. Click the [Book trip] button to book the
trip.
rlp ~ Please enter trip details — =
Fraam
| Streat sumber: h . ‘Samor Cartar
St o locabhec ShliE : | -‘-:-.“.-_-;muulbﬂimﬂ:rﬂ
ity Hastings
Modes to drivar for pickug
To
e — 3 - e
Sreet or cabion: 5 jefierson st e strast or Incation name
iy Hastngs o

Mobed Arop e off tn she fremc

i lmmdm Tor diopsfT

Fickup o drepall date
[infayaot | (st

Spansor: | [ valil eptions anks)

& Drnpodf tme

| ot g | Personal e =
Bemistant; || peronsl smmtaat sl ko be ravekng
Companims: [0 | nember of comzanons
Childenn: |0 -| merber of dikdren
fither passesgers; I_I:I-_-I ngmher of otkher pazsergers

v Hookrip | | Cancet
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Client Side: Booking A Return Trip

1.  When the first leg is booked
the details for that trip

appears. New trip accepted.
2. Review is needed to ensure _ _
correctness. Details for trip 202261 (Mon Oct 31 2016, 8:00 AM)

3. If the trip is incorrect cancel it

Trip #: 202261
and copy to rebook but

Ordered at: Fri Oct 28 2016, 12:40 PM

change the incorrect Status: “ ordered

information. o From: BE ORIGINAL, 114 Maple St, Delton, 49046
4. To book the return tl'lp click To: 3041 Morgan Rd, Nashville, Barry Mi 49073

the [O_rder return trlp] bUtt.OH Requested pickup: Mon Oct 31 2016, 9:00 AM

this will book the return trip. Negotiated pickup: Mon Oct 31 2016, 8:00 AM (in 3 days)

Confirm the trip on the next Current pickup estimate: 7:45 AM (in 3 days)

screen. Vehicle: CTAA

M . . Funding: Lighthouse

[Copy this t”p]- Coples the Trip purpose: Social/Senior Center

details of a trip. Can be used Assistant: yes

for the starting point of Companions: )

: Children: 0
another trip. Other passengers: 0

[Order return trip]: Creates
the PU trip from the previous
order.

[Cancel this order]: Cancels
the displayed trip.

= To main page

= Copy this trip

& Order return trip
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Canceling A Trip

To cancel an existing trip log into the Self-Service Portal. Click the [Future Trips
Button] from the list of trips select the trips you wish to cancel by clicking the trip #.
At the bottom of the trip details page click the [cancel this trips] button, click [OK].
The trip is canceled and displays a canceled status.

Details for trip 202261 (Mon Oct 31 2016, 8:00 AM)

Trip #: 202261
Orderad at: Fri Oct 28 2016, 12:40 PM
Status:  ordersd

From: BE ORIGINAL, 114 Maple St, Delton, 49046 Are you sure you want to cancel this trip?
To: 2041 Morgan Rd, Nashville, Barmy Mi 43073

Requested pickupt Mon Oct 31 2018, 2:00 AM
Negotiated pickupt Mon Oct 31 2018, 8:00 AM (in 3 days)
Current pickup estimate: 7:45 AM (in 3 days)

OK ‘| Cancel ‘

Vehicle: CTAA

Funding: Lighthouse

Trip purpose: Soclal/Senior Center Details for trip 202261 (Mon Oct 31 201

Assistant ves
Companions: 0
Children: 0
Other passengers: 0

Trip 202261 has been

~ Back to future trips list | i Copy this trip 2 Order return trip | X Cancel this trip Canceled ati Fri Oct 28 2016, 3:31 PM

From: BE ORIGINAL, 114 Maple 58, Delton, 49046
To: 3041 Morgan Rd, Mashville, Barry Mi 45073
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Reset Password

To reset your password click the [Forgot Password] link from the log-in page. You will receive an
email with instructions, follow the link to enter a new password.

Ecolane™

—Request password reset

wes|

Email I (required ) your email address

 Send request ‘ — Cancel |

Fri 10/28/2016 3:55 PM
noreply@ecolane.com
Self-Service: please set your password E mai I

To Charles Ragucci

@ We removed extra line breaks from this message.

Hello Chris Smith, either a new account has been set up for you at Self-Service, or you have requested a password reset.
Your username for the service is "charles".

Please follow this link to set your personal password:

https://usdemo.ecolane.com/selfservice/password resets/Efw3QzdU1PtFATCqGgFe/edit
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