How to Submit a Monthly Report in Ride Scheduler:

Select your Mileage Reimbursement amount. Use the dropdown box to select “$0.56” if you would like
to receive mileage reimbursement or “$0.00” if you do not wish to be reimbursed. Your mileage will be
considered an in-kind donation. After you make your selection, hit CLOSE. This will save your
reimbursement selection. If you decide to change your choice about mileage reimbursement, use the
“click here to change reimbursement amount” link on the bottom of the screen.
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*You can always change your mileage reimbursement amount by selecting the “Click Here to Change...”

Log into Ride Scheduler and click on the “Mileage Report” link on the left-hand menu.
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Click here to change Reimbursement Rate - Currently $0.560 per mile




Confirm the begin and end dates (choose the first of a month to the last day of a month) and click on
“Apply Dates”
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Then you go across the row for each ride and fill in Total Time and put your Total Miles under the
“Odometer End” column. Total Time and Total Miles include from the whole trip, from the time you leave
your home to the time you return.

Enter any extra stops and be sure to include the time and mileage involved in those extra stops.

Hit SAVE and you are done!
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Ride Scheduler will calculate your total miles and time for you.

We recommend you submit a mileage report after every ride while the information is fresh in your
mind. Otherwise, mileage reports are due at the end of every month. Mileage reimbursement checks are
mailed within the first 2 weeks of every month. Mileage checks can not be calculated until you enter your
data.

Thank you! Please call with any questions:
Susanne at 603-565-2409



