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1.0 Purpose: To allow a customer to view all trips scheduled for the current day and those 30 

days from today and cancel any trip up to 1 hour prior to the schedule pickup time. 

2.0 Scope: To allow a customer to view future trips and view current scheduled pick up times 

and cancel a trip that they do not want to take. 

3.0 Forms Required: 

3.1 None 

4.0 Responsibility:  

4.1 The following departments are responsible for the Self-Service Portal. 

4.1.1 Customer 

4.1.2 Customer Service Representative or designee  

5.0 Definitions: 

5.1 None 

6.0 Procedure:  

6.1 Once you login you will be taken to the main menu 

6.1.1 Select Future Orders 

 
6.2 Click onto the Future Orders and the module will open up showing you all trips 

entered and the following detail 

6.2.1 Order # - Unique trip number used by the shared ride system to assign it to 

a vehicle. 

6.2.2 Status – Will all you to see if the order is cancelled or scheduled and if it 

is running on time. 

6.2.3 Pickup – Informs you of the scheduled pickup date and time 

6.2.4 When – How many days from today that the trip will occur 

6.2.5 Drop off – Informs you of the scheduled drop off date and time 

6.2.6 From – where you will be picked up from 

6.2.7 To – Where you will be dropped off at 

6.2.8 Back – select the back button to return to the main menu 
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6.3 If you want to cancel a trip select the trip order number by clicking on it with your 

mouse. 

 
6.4 The trip details screen will appear that will allow you to perform the cancelation by 

clicking on the button “CANCEL THIS ORDER”.6.3 
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6.5 After you have canceled the order you will be taken to a confirmation page that will 

state that the selected trip has been canceled 

6.5.1 Confirmation message 

6.5.2 To main page – return you to the main menu 

 
7.0 Revision  

7.1 Revision A – Created work procedure 08/27/15 


