Qvia

Get to know the new and improved bookings
page

What's hew

A central page to view all your rides in one place - featuring faster performance, new &
helpful filters, the ability to export rides over multiple days, and the option to bulk cancel
rides.

How does it work

Viewing and finding rides
You can find the new Bookings page on the left hand menu under “Rides.”

The Bookings page shows all rides in one table. Each row represents a ride. The page will
open to show you rides today, sorted from earliest to latest rides. You can always click on
the date filter to view all rides for a specific day or range of days.
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By default, you will see 250 rides per page - you can flip to the next page to continue
viewing additional rides.

Search
Click on the search bar to search a specific ride or group of rides. Start typing at least
three characters, and the table will automatically display matching results.

You can search by:
Rider ID
Rider Name
Rider External ID
Ride ID
Shift ID

o Searching for a shift ID will show all rides assigned to that shift
e Shift Name

o Searching for a shift name will show all rides assigned to that shift

e Address

If you know exactly what you're looking for, you can
narrow your search by clicking the “Filter” button
within the search bar.

( ®

Filter results by:

For example, let's say I'm searching for “John” - and
there's a rider named John AND a street named
John. I know | am looking for rides with addresses Rider ID | | Ridername | | External ID

on John Street, so I'll go ahead and click on Ride = ShiftID  Shiftname = Address
“Address” when I'm searching, to ensure I'm only

getting the results I'm looking for.
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Filter
You can also easily filter rides by Date, Ride Status or Service (if relevant). Note that you
can filter for 10 weeks of rides at a time.

To use more advanced filters, click on "Add Filter.”

Es 01/13/2025 +1  Status v & Services v + Add Filter

This will open various additional filters, including:
e Assignment status: Indicates whether the ride is assigned or 4+ adadFiter
unassigned.
Booking date & time: Displays when the ride was booked.
Booked by: Shows whether the ride was booked by an agent

through the VOC or directly by the rider through the app. C Assignment status
e Cancelled by: Shows whether the ride was cancelled by an £2 Booking date & time
agent through the VOC or directly by the rider through the
& Booked by
e Travel reason: Allows filtering by travel reasons associated < Cancelled by
with the rides. 3 Travel reason
e Shift tag: Filter rides based on shift tags to view all rides & Shift tag
assigned to shifts with that tag. For example, if you have a
2. Ride group

shift tag named "Zone A" filtering by this tag will display all
rides assigned to shifts with that tag. % Ride type
Ride group: Filters rides that belong to a specific ride group.
Ride type: Indicates whether ride is one time or recurring.

e Vendor: Filter rides by vendor to see all rides assigned to
shifts with the selected vendor.

@ Vendor

Eh Institution

Note that only attributes relevant for your service will be displayed in the filters - for
example, if travel reasons do not exist, this will not show as a filter option.

Single ride actions

Just like in the Rider Management page, you can click on the three dot menu for a single
ride to take various actions - for example, cancel the ride, duplicate the ride, edit the ride,
and more. This functions just like the Rider Management page.
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Bulk actions
Beyond single ride actions, the Bookings page allows you to take multiple bulk actions.

Bulk Cancel

Need to cancel multiple rides at once? This can be helpful in situations like inclement
weather requiring the cancellation of all rides for the next day, or when a specific location
is closed for a holiday, and you need to cancel all rides to and from that location.

Simply select some or all rides on the page, then click the “Cancel” button at the top right
to bulk cancel them. You can cancel rides one page at a time, with a maximum of 250
rides per operation.

Important notes

1.

You cannot cancel rides that are already cancelled, past rides, or rides that failed
to book due to errors. These rides will not be cancelled, even if included in your
selection.

No cancellation fees will be applied to rides cancelled using the bulk cancel
feature.

If your selection includes recurring rides, only the selected instances will be
cancelled - this feature does not cancel an entire recurring series.

If you choose the option to “Communicate the cancellation to the rider,” the rider
will receive the same SMS or call notification they would normally get when
cancelling a single ride with that checkbox selected.

Il And most importantly, this action is not reversible. Once you bulk cancel
rides, you cannot “undo” that action. Please use this with caution, and only

when certain that you'd like to cancel the selected rides !!

a. As a precaution, we'd recommend exporting the rides within your selection

(see next section) before cancelling.

[Coming soon] After clicking bulk cancel, you can click the “cancel” button in the
progress bar to stop the cancellation operation. Some rides may already be in the
process of being cancelled, and those will still be cancelled. You will see a
summary of cancelled rides versus “skipped” rides.
The bulk cancel capability requires a specific user permission in the VOC. If you
don't see it and need access, please reach out to your PSM!
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Export

You can export all rides within your filtered range by simply clicking “Export.”
Alternatively, you can export rides within a selection by selecting all (or some) rides within
a page and clicking "Export.” This export will look very similar to the Ride Plan CSV export
- the main difference is that you are able to export rides over multiple days through the

Bookings page.
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As mentioned in the Bulk Cancel section, we recommend exporting rides before bulk
cancelling, to ensure you have a record of the rides you cancelled.

Import

Before selecting any rides, you will see the “Import” option - this allows you to import
rides in bulk - the import feature has been available in the older version of the bookings
page, and functions the same in the new page. When you click on import, you can
download the template to view the necessary fields to import rides.

Rides Upload

Create Recent uploads

&

Drag & Drop or Choose File...
Supported file type .CSV

B Download template For best resuits, open in Excel or Sheets Close

Use Case Spotlight . - when would | use the new bookings
page?

Here are some use cases where the bookings page can help you get the info you need,
when you need it.
e | wantto see all completed rides assigned to Shift A (example shift name) for
today, in a table view.
o Search for “Shift A," and filter for Ride Status "Completed.”
e | want to quickly see all rides booked with travel reason “medical” for next week.
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o Filter by travel reason “Medical” - you can scroll through the rides, and also
see the total number of rides at the bottom of the page.

e Due to a snowstorm tomorrow, | need to cancel all rides. | want to filter for rides
tomorrow, select all, and cancel them.

o Filter for tomorrow, select all, and click cancel. If relevant, select a
cancellation reason. If there are more than 250 rides booked for tomorrow,
cancel the first page, and then move onto the subsequent pages.

e A major facility is closed for a holiday next week, and | want to cancel all rides
going to/from this location.

o Search for the address of the facility - select all, and cancel.

Next steps

The new and improved Bookings page will be coming soon! Please share any feedback
with us through Zendesk - we'd love to hear your thoughts.
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