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System Access/User Management

LogIn
1. Access Ridewise at https://ridewise.nzttl.govt.nz/

2. Enter your Username and Password and click Logon

ridewrse o~

Total Mobility Scheme
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Request New Password
1. Access Ridewise at https://ridewise.nzttl.govt.nz /

2. Click Forgotten Password

3. Enter your Username
4. Click Submit

. _________________________________________________________
ridewrse

FONAL ML ITY 10780 " M AED

v 1,00

Total Mobility Scheme

You harve requesiod a change of password

Please re-énter your Usemame and click Submil. Your now passwird will be omated 10 you shorly

Linperueme"

Submin | | Cancel

rid
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Copyright 2011 Eyede Solutions Ltd. This document is the property of Eyede Solutions Ltd. No part of this document shall be copied or duplicated or given
to other parties without written authorization.

Ridewise Detailed System Functionality Page 5



ridewr/se nz

TOTAL MOBILITY. TOTALLY MAMAGED

Change Password

1. Click the “Change Password” action link

2. Fillin the fields required ensuring that the new password contains 6 or more characters and at least
one number

3. Click Change Password

ridewrl"SE Welcome GWRAGPhIN Ervirsnment: Ridewise Mo Council Adminisbrator [ Loo CHE 1] Bt || Teome of Use |

B, o OERLITY TG M Al CR N A

Total Mobility Scheme

Homs Chants HAgencies Trarmpon Opecators Tranaaciiom Lisar Managemani Flasports SelSings

Croule Trarspor Opsuioe Lo

Edel [his user OYER Phone Mumber; Phd
Buspend IS user Rk Council TM Cogrdirator
A Phil Oesigrasan Eyocte Statt

Email il dyer@oyede. co.nz
SRt et [TH— eocrehil

4021 233 pm  gencphl Lhmr Crasbed

ASE MO By GWREERS Dy on STRT911 23826 B

Change Passwo

Usemn ane reguised 10 ohange wour password whin loggeg on for Bhe fiest lime.
Please enlsr your existng passwond and then your niw passwond and confimmalion

Paswnes must B M leasi 6 chameien i langth, must ba nigha-numese Bnd MUS] COMRIR A1 1ARL1 DRS FLmBST

Cumsni pasuwees*

Mo passwind”™

Comifleen nesw pas swoed”

Acceptance of Terms of Use

By accesaing this website and logging-on to your R you ack ledge that you have read, understand and sccept
the Tecms of Use. 1 you do not undemstand or accept hese Terms of Use, which you are required bo comply with, you shouwld
e iately axit this webstie

FParsonal Informatien

By acceuaing this webinils and logging-on 1o your , you ala g st you have read, usderatind and
accepl, the Privacy Statemant cantained in the Temms of Uss. The Privacy Stalemant is an integral part of the Terms af Use that,
by ing this webaits, yau are ds d to have dedged that you have resd, underaicad and accepled.
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Time out

After 20 minutes of inactivity, Ridewise displays a warning indicating that the user will be logged off in
30 seconds, and commences a 30 second countdown

2. If no action is taken, user is logged off after 30 seconds

- ¢ [P £ rdewna pyede. oo Home fnde - howbspaparr apeageials @ M@
el (1] BN Apgsie Bussaris Ovwiiash  Wislibors T

el CXT rwmem DAL Bhey s Dt i Aptimde Bt Uiy TP

TOUT SELEHIN I5 310 18 ENpHrE]

i will Be logged off in 11 secends
100 i WP 10 CONLINGE FOUF SES3i0nT

logoll  hasep werking
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Create a User
1. Click the “User Management” tab

2. Click the “Create Transport Operator User”
3. Fillin the fields as required

4. Click Save

Wkzoma PRl Ervdeonmont: Devebopmesei Folo: Tramsport Operstor Adminisarasor | Log OF 1] Help [ Toems of Use |

ridewrse

e Troresport Oporalon Transactions User Managoment Fiepoits

m Croate a Mew Aocount
Mo aotons avadibis

Lbsas thar T baadoww 4 Oreaalie: & radsw Gooount.

Foly B

Trarnpod Opealon Argon Stutties Denedinl B

User Dutalls

First Namaos*
Sumama*®
Contaot Phanae Numbar

Axnharitioaticn Dotalls

¥ LOLTOET

Copyright 2011 Eyede Solutions Ltd. This document is the property of Eyede Solutions Ltd. No part of this document shall be copied or duplicated or given

to other parties without written authorization.

Ridewise Detailed System Functionality

Page 8



ridewr/se nz

TOTAL MOBILITY. TOTALLY MAMAGED

Common Functionality

This section contains functionality that is common across Ridewise entities. The primary entities within Ridewise
are Client, Agency, Transport Operator, and System User. Functionality specific to these entities is documented
in later sections.

Find a Record

1. Click tab for the desired entity type (Driver, Vehicle, or Transaction)

2. Enter the default search item or click “more search options” and enter required search criteria*

3. Click Find
. Welooma Phll Ersrorrmant Devedopmam Fols Trenspor Sperator Ademinsvraies [ oo OF 11 HSen ] Tarea o Usa |
-
ridewrse P
PEEA MORLITY TETALLT MAR A
Homa Trarspon Cporsion Tennaacson Liser Managesment Rty
Findd Trarsgon Oparmon Find Vishaclos Corestter Drivad Crasgien ahaks

(s SR s o

Pirsustts for saarch | Shomes all civer visws:
c I 1

Firsl Prindoss 1 Nasd  Lass Shaowing 110 1 of 1 aniries
Trow 30 E-nhn

e T Fird
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View a Record

1. Click on the hyperlink in the first column of the Record you wish to view

ridewrse
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Findd Transpon Opension Find Vohicies
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Create an Entity (Driver/Vehicle)
1. Click the desired entity tab

2. Click the “Create (entity type)” link

w

Fill in the fields as required

4. Click Save

ridew/se
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m Create Driver
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Update a Record
1. Click the “Edit This (Driver/Vehicle)” action link

2. Edit details as required

3. Click Save

Wedoomio PRl Ervionmon: Developeent Aol Tranapon Opersior Admindsarator | Log OF | [ Help 11 Terme of Ve |

ridewrse o

TOTA, MOREITY TOTALLY BRI FD

Hewma Tennspes Dparmsn T tise. Linnr Manag Anpana
Firsd Trunspor Dporaiors Firad Drwvom Find Vohiclos Croala Dviver LCroatn Vorioo

Driver Detalls
Tranapar Dparsor: g Srwtte [Duneding Ortumr Licance Humbar:
TEET Orivor Muméar: OTAGO Dwivmr Licencs Extanmion:
Test Dviver Traiming: Uigenes Expiry Daie:
et Teniring Dase Dus: Pansenge Licenca Ronewnl Dus:
Cantscd Husber: 555

Drrtvar Histnry
Do
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Suspend an Entity
1. Click the “Suspend This (Driver/Vehicle)” action link

2. Select a Reason from the drop down list
3. Enter textinto the Notes field

4. Click Save

Wedoomo PRl Ervionmont: Development Foe: Tranapon Gpermior Admindsirator | Log OF | [ Help 1] Terme of Usa |

ridewrse

W R0 1TTOET
TOTA, MOREITY TOTALLY MaNAIFD
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Fired Trunsport Dporatiors Firad Drwvom Find Vohiclos Croala Dviver Croain Voo
Drivar Detalls
TEST Tranmpar Dparsior: i, Sevats [Duneding Orismr Licarcs Bumbar:
Orivor Muméar: OTAGO Drivmr Licancs Extenmion:
Test Dviver Traiming: Ligenee Expiry Dute:
Mt Trnirang Dase Dus: Paasengsr Livence Ronswnl Dus:
Cantscd Husber: 555
Dt Usor Feoton 5.
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B : Watcome PRIl Emdrnment Rk 0 e 81 [ i ] | T 0ol R ]
ridew-se -
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it o dirvm TEST Adrpor} Bhtiies [Dungding Drveper Liganos Mumies
- ke i bt OTAGD Bhivens Licenea Dnemsion
TP Tost Licerce Expiry Date
Frstrgen Liswnos Merewal Lo
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Un-suspend an Entity
1. Click the “Un-suspend This (Driver/Vehicle)” action link

2. Select a Reason from the drop down list
3. Enter textinto the Notes field

4. Click Save

Wefooma PRl Environment: Dewelopmant Aok Transport Operaor Admini | Lea O 11 Hole I [ Terme of Usa |

idew:
TOTAL MOGLETY. TOTALLY MM &ICD
Hizma Tranapor Operaton Transaciions User Managemeni Rapots
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Tranaport Operaioe: Airper] Braithes (Nuneding
[Driver Number: DA

Duiwer Training:

Figant Tradning Date Dus

Driver Histony

TTRANT 34008 pom.  phistagolo Buspend - Driver Buspand 1! Under Investigation
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LE LA
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Licence Expiry Date:
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Add Record Note
1. Click the “Add (Driver/Vehicle) Note” action link

2. Fillin the fields required

3. Click Save

- Wetoomma Pral Envieonment: Dewelopmant Aok Transport Operaos Admini | Leg S 11 Hole § [ Feme of Use |
-

ridewrse .

TOTAL MDY, TOTALLY MANATCD

Hizma Transport Operaiors Transaciions User Managemant Rapots
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Exdit this driver Transport Opermioe: Airper] Braithes (Duneding Dirivar Livenoe Humber

g g e [Driver Numbaer: DA Diriver Licanoe Extension:

ek e Bk Dwiver Trabning: Lipenoe Expiry Dats:

g Tradniing Davs D Fidsarger Lioencs Aanawnl Dug
Vimw frrmactons Contact Muamisr: S48

Driver Histony

TT0ANT 34008 pom.  phictagolo Buspend - Driver Buspend 1! Under Investigation
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m Driver Details
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Transport Operator Specific Use Cases
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Transaction Specific Use Cases

Create a Transaction

1. Click the “Transactions” tab

2. Click the “Create Transaction” link

3. Fillin the fields as required
4. Click Save
New Transaction

Vahicke Details

*Transpon Operaior
*Dirrvar Name

Transport Oparator Number:
*Vighizle Nurmber [%]

Transaction Type
© Vouchar “Voucher or Reference number
Mool Backup
Region® Operator Reference Mumber

Trip Details
Trip Date*

ey
Pickup Location® Stan GIS Co-ordinates Stan Tima®
| G000
Dropol Loontion® End GI& Co-ordinaten End Tima*
| OO0
£ Fame Pnld by Passongor® £ Diseount Ghapn® & Totnd Faro®

Number of Passengers Kilomelres

CHlant Details Ao client
Clinnt Musmber Climnl Farst Marme

Huoist Deployed® Cliant Surnarme
i¥oa [iNo
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Upload Transactions

1.

10.

11.

Click the “Transactions” tab

Click “Upload Transactions” link

Download the latest version of the Transaction File
Complete the spreadsheet as desired

Save the file as a .csv. If using Excel to edit the file, choose “File = Save As” from the Excel menu and
save the file as a .csv file

Back in Ridewise, click the Select button

Browse to the updated file and click Open. The filename should now appear in the small file window
Click Upload

Confirm upload by clicking Continue

Transactions will be processed one by one against the Transaction flagging rules and will begin to
appear in Ridewise once processed. This process takes approximately 2 seconds per Transaction so for
very large files, Transactions may take some time to appear

If other Operators are in the process of uploading files, your file will be queued to go after the last
current file is processed. Depending on how many files are queued, your Transactions may not appear
for a number of hours

Validation Failure

1.

2.

If any of the fields in the spreadsheet fail to pass validation, an error is displayed detailing the reason
for the failure and the row in the spreadsheet that has caused the error

No records will be uploaded in the case of a validation failure
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Automatically (System) Flag a Transaction

Ridewise will flag a Transaction as an Exception if the Transaction meets pre-defined business rules and will
usually be evoked by a Transaction entering Ridewise via the Web Interface (ie, transactions from
Smartpay). These rules are also applied to webform and csv upload, but in these cases, the business rule
may cause the Transaction to be rejected rather than just flagged. For a list of the business rules, see
Appendix 3.

e The Transaction will display a flag icon and the text of “System flagged for follow up. Refer to
Transaction History for details.”

e The Transaction will display a red flag icon in standard Transaction views
e The Transaction will appear in views designed to display Flagged Transactions

e The Transaction History will be updated to contain the flagging information

1. Transaction enters Ridewise

2. Ridewise checks the Transaction against the automatic exception flagging business rules

3. If the Transaction meets any of the Exception criteria, the Transaction is flagged as “System”. For each
rule that is met, the appropriate transaction exception text is recorded in a field within the
Transaction form

4. The Transaction History is updated with Date = date/time, User = system, Status = existing Transaction
status, Notes = System flagged for follow up due to: “Enter transaction exception text for all
exception/s”
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Manually (User) Flag a Transaction

Ridewise provides the ability to specific user types to manually flag a Transaction. If a Transaction has
previously been flagged either manually or automatically, this action replaces the existing flag [note the
original flag and reasons remain in the transaction history].

e The Transaction will display a flag icon and the text of “User flagged for follow up. Refer to
Transaction History for details.”

e The Transaction will display a red flag icon in standard Transaction views
e The Transaction will appear in views designed to display Flagged Transactions

e The Transaction History will be updated to contain the flagging information

A. User is viewing a Single Transaction record
1. User clicks “Add followup note” action
B. User is viewing Transactions in a Transaction view
1. User ticks the check-box for the desired Transactions

2. User clicks “Add followup note” action

User is presented with a text entry box

User enters desired text (limited to 500 characters) and clicks “Save flag” button

User is returned to the previous view of the Transaction(s)

The Transaction is flagged as “User” [i.e. Flag type = User (as opposed to System)] (this overrides
any existing flag type)

5. The Transaction History is updated with Date = date/time, User = username, Status =current
Transaction Status, Notes = User flagged for follow up due to: “Entered text here”

PwnNPE

Copyright 2011 Eyede Solutions Ltd. This document is the property of Eyede Solutions Ltd. No part of this document shall be copied or duplicated or given
to other parties without written authorization.

Ridewise Detailed System Functionality Page 25



ridewr/se

TOTAL MOBILITY. TOTALLY MAMAGED

ridew,;'se Wigcome GWRACFhII Ervironment: Ridewise Mole: Councll Administrator | Lo 010 ] ] ek | | Temms of Use |
FoONAl, i EELITY TG M AR w06
Famn Chwnle Agencey Trarsmparl Oeerators Lism Managemsni Plajicrts
Rdd lolowun nodo Tranapar Operaior: Trip Dainc 22
Drives Abysius Mg Pickup Location; Hospanl {1245 p.m.]
O Mamber: Drop Oif Location: Coarm BLE [12:58 pom.)
Wehicle Mumbes. Ern's Travelbed 20,0 km's (0 10m)
Wouchsr/fsd Number: 123006 Paasangar: 1
Voucher Haisl Depkayed: o
Dperatar Trans Ael Total Fare; 530,00
WorcherEniere Duinils Cancesséani $15.00
Client Number Fore Pald £16.00
Manually Enened Clisni Surnams: Tayles AL i be Inueized: £15.00
Cliend Flesi Mamse: Anthony Lee
Herlit Dastaiks
Elignd Numibar:
Cliem Burnamee! Tayhsr
Ellend Fleni Manse Anitharry Law
Eliend Enfflement: Independen
Drawy User Sumus Homs
LB 11340 pm  bophil [ I [Ty ———
ricle‘ A FH'S E Welcome GWRAGFhII Ervironment: Aldewise PMole: Council Administrator | Log OF0 ]| Bk || Teoms of Use |
FoONAl, i EELITY TG M AR w06
Total Mobility Scheme
Famn Chwnle Agencey Trarsmparl Oeerators Lism Managemsni Plajicrts
Tranapar Operaior: Trip Dainc 22
Driver: Aloysius Mo Pichoap Loowiion; Hospipl (1245 pom)
O Mamber: Drop Oif Location: Coarm BLE [12:58 pom.)
Wehicle Mumbes. Ern's Travelbed 20,0 km's (0 10m)
Woushar/fsd Number: 123006 Paasangar: 1
Voucher Haisl Depkayed: o
Dperator Trans el
Manually Eniered
Wi v Sede0ned B0 A RS ITAnSAcsion for tniliven
Flasse snier & reason in e box below.
Chigrt wnder mveitigation]

Copyright 2011 Eyede Solutions Ltd. This document is the property of Eyede Solutions Ltd. No part of this document shall be copied or duplicated or given
to other parties without written authorization.

Ridewise Detailed System Functionality

Page 26



ridew/se eyede nz

TOTAL MOBILITY. TOTALLY MAMAGED

. __________________________________________________
riwwf'se Welcome GWRACFhI Ervironenent: Ridewise Mol Council Admidnistrator [ Lo O10 ] ] Bk | | Teoms of | 'n-:
Total Mobility Scheme
Famn Chwnle Agencey Trarsmparl Oeerators Tranmaclinm Lism Managemsni Plajicrts Bettings

Add oliowun nodo I ; Tranapar Operaior: Trip Dainc 22
Fnmive ol g . Dty Aloysius Munnoe Pichup Loomion; Hosphaal {1245 pm)
Ciriwesr Mum B Drop O Location: Cans BEE [12:58 pum.)
- - Wehicle Mumbes. Ern's Travelbed 20,0 km's (0 10m)
LR L Vausherfel Humber: 123006 Passangaes: 1
Voucher Halsl Dephayed: Mo
Dperatar Trans Al Total Fare: 30,00
WoucherEntared Drinila Conceussan: $15.00
Client Humsber Faore Pald £15.00
Clisnl Surnams: Taylee At 45 e Inusiess: $15.00
Cliand Firsi Mame: Anthory Loee
Herlit Dastaiks
Elignd Numibar:
Cliem Burnamee! Tayhsr
Ellend Fleni Manse Anitharry Law
Manually Entered Client Entitiement: Indegenden
Draus User Samus Homs
TR 3270 pm  gwephd Pandirg Flagged lor follow up - Cland under invasdigalion
AR 21340 pu  Bophil Pranding Manisal Croation

Copyright 2011 Eyede Solutions Ltd. This document is the property of Eyede Solutions Ltd. No part of this document shall be copied or duplicated or given
to other parties without written authorization.

Ridewise Detailed System Functionality Page 27



ridewrse eyede Nz

TOTAL MOBILITY. TOTALLY MAMAGED

Manually Un Flag a Transaction

Ridewise provides the ability for specific user types to manually remove a flag from a Transaction. This
action completely un-flags the Transaction regardless of how a Transaction was originally flagged

e The Transaction will no longer display the flag icon or the flagged for follow up text at the top of the
record

e The Transaction will no longer display a red flag icon in standard Transaction views
e The Transaction will no longer appear in views designed to display Flagged Transactions

e The Transaction History will be updated to record the flag removal

A. User is viewing a Single Transaction record
1. User clicks “Remove followup flag” action
B. User is viewing Transactions in a Transaction view
1. User ticks the check-box for the desired Transactions

2. User clicks “Remove followup flag” action

User is presented with a text entry box

User enters desired text (limited to 500 characters) and clicks “Remove flag” button

User is returned to the previous view of the Transaction(s)

The Transaction flag is removed [but remains in history]

The flagged text reason is removed [but remains in history]
If the Transaction had previously been flagged, the Transaction History is updated with Date =
date/time, User = username, Status = current Transaction status, Notes = Flag removed due to: “Entered
text here” (Note: the Transaction History is not updated if the transaction is not currently flagged. This
check is done to compensate for the cases where a large number of Transactions have been selected in a
view, some of which are not currently flagged, and removes the need to check if all selected
Transactions are currently flagged before proceeding with the flag removal)

PN RW
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View Flagged Transactions from Transactions view

Ridewise allows users to view transactions that have been flagged and allows the user to toggle
visible/hidden the “Flag type” and “Flag description” columns and the additional Follow ups search criteria
as required.

Basic Flow

User clicks Transactions -> Find Transactions

User enters desired Search criteria (including Flag Details if required) and clicks Find
(Standard) View of matching Transactions is returned

User clicks “Follow ups view” link in top right of Search Results panel

Search results ‘re-loads’ with Flag type and Flag description columns visible

The “Follow ups view” link is now called “Standard View”

Clicking “Standard View” hides the Flag Type and Flag Description columns

Nouhswn e

Note: Ridewise will ‘remember’ the view selection type (“standard” or “follow ups”) and retain this
selection for the remainder of the user session.
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View Flagged Transactions from Dashboard

1. User clicks Home -> Follow ups
2. Dashboard view displaying all Flagged Transactions is displayed, sorted by Transaction number
3. User can;
a. Click on Transaction Number. This takes the user to the Transaction View, in “Flag View” mode,
and displays the Transaction Form
b. Click on “Go to followups view”. This takes the user to the Transaction View, in “Flag View”
mode, and displays the list of Transactions in Flag Type then Flag Description order
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Void Transactions

User must be of type Transport Operator
User must find a transaction with a status of “Pending”
1. Search for the Transaction(s) that you wish to Void
2. Either
a. View the Transaction and click the “Void Transaction” action link
or
b. Check the Transactions that you wish to Void
c. Click the “Void Selected” action link
3. Enter the reason for voiding
4. Click Void
5. The Transaction is flagged as ‘Void’
6. The Transaction no longer appears in transaction views by default

7. No further actions can be taken with the Void Transaction
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1 ‘e Welcoms PRIl Envisormenl Picle. Transpaort Oy r [ Lo € 1] Mk | | Teemy of Use |
ridewrse

B, o OERLITY TG M Al CR N A

Total Mobility Scheme

FHome Trans il Opsratons Trurmagliors Linerr Mansgmasn Plegeerts

Transaction Details

Tranapar Operaior: Trip Dain: TR0

Tra: o1 M bt Dl Do Hoah Hams Pichoap Loomtion; WELLINGTON (3222 am.)
180925 v Baamber Decp 01 Locstion: JVILLEMNEWLAMDS (3:38 am )
TeanaactionT Wehicle Mambes. Hen's Travelbed 0.0 ks, §0R 16m)
ansachon Type Waushsrisl Numbsr: Passangaea; 1
Manual Backup Halsl Dephayed: es
Dyperanar Trang Fel E1323137 Total Fare; .00
WoucherEntared Drinila Canceusan: S10.00
Client Number 1728 Fore Pald 10,00
Manually Entered Clisnl Surnams: P At 85 B8 Inveless: 71,00

Cliand Firsi Mame: Condefia Madoe
Herlit Dastaiks
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Ellend Fleni Manse Condelia Mados
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D User Susus Homs
2700 TE:ME1E aom, Bophil Pandirg Ugload lrem Excel/CV lil
201 192005 am. bophil Pending 1E0670;Paed:

1 ‘e Welcoms PRIl Envisormenl Picle. Transpaort Oy r [ Lo € 1] Mk | | Teemy of Use |
ridewrse
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Total Mobility Scheme

Transaction Details

Tranapar Operaior: Trip Dain: TR0

Tranaaction Nismber Driver. Derek hoah Harms Pichup Logation; WELLINGTON (5:22 a.m.)

180925 v Baamber Decp 01 Locstion: JVILLEMNEWLAMDS (3:38 am )
Wehicle Mumbes. Em's Travelbed 0.0 ks, §0R 16m)

Wauennn'Red Number: Paasangaea; i

Manual Backup Haisl Dephayed: Yes
Dyperanor Trans Fel E1323137

Tr clion Type

Manually Entered

Wi hurly ssbeched 80 ok this fmnsaction.
Flasae snier & reason in e box bulow.

Entered im grrar]

vaid | | Eanel
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skl plind, ] B3EE  Peding  Cospenlive Cab Company 2807011 $8.20 a0 a0 Irapandent Mo
R, m) 160515 Perdng  Gogpomive Gob Company 25072011 5270 §1355 51356 Indopendent Mo

Copyright 2011 Eyede Solutions Ltd. This document is the property of Eyede Solutions Ltd. No part of this document shall be copied or duplicated or given
to other parties without written authorization.

Ridewise Detailed System Functionality Page 36



ridewr/se

TOTAL MOBILITY. TOTALLY MAMAGED

Create a Reversal Transaction

User must be of type Transport Operator

User is viewing a Transaction with a status of “Paid” or “Approved” that does not currently have a Reversal

associated with it

Basic Flow
1. Click the “Reverse Transaction” action link
2. Enter areason
3. Click Create Reversal

4. A Reversal Transaction is created which is a duplicate of the original transaction but with the
Transaction amounts reversed

5. The transaction number is the same as the original transaction with suffixed with a “-R”

ridEWH'SE Welcome PRIl Envicorment Picke: part
Total Mobility Scheme

FHome Trans il Opsratons Trurmagliors Linerr Mansgmasn Mot

FOTAL MO ITY 1078w WAl

Ford Tenmaclions Find Imeoces Croatu Transschion Canato Irreoicu Upload Transaciiom

Transaction Details

Tranaporl Operator: Trip Daiw TS 1

Drives Hhran Jones HKorbut Pickup Looation; URPER HUTT (355 p.m.)

180896 Clrivsr Baamber Decsp O Locstion: UPPER HUTT (4:00 p.m.)
Wshlcle M bes Kmi's Travelbsd 0.0 ks, §0F Bm)

Oxnmratsr Trans Fel E131&E60 Paasangaea: i

Electronic WouchenEnlered Deinlla 1ol sl Dephayed: o

Cliend Numibier abd Total Fane: 11,00

Paid Cliand Surnanmss: Thampeon Cancessian 55 50

Client First Mama: Mark Richand Fore Pald 550

Autematic Hald Daealfs AmBant invelssd: 55,50

Cliant Numbar: L invoice Kambes

Clien Surnams: Luemigy Mismich

Cliand Firsl Mame Leorcra Etsenng Miamalch

Clien Entitiemant: Independant

Transachion Nimmber

Transacton Type

Transaction k

SOR2011 10748 aam,.  gercphl Paid Paid, SAP ks creabed for invoice INDFEOSZ
257011 40 pom.  gwrophd Approved Approved for payment on invosog INGFEGE
1SMARIT1 33293 pm. bophil Bowailing Approvsd Bubmilied lor paymsd approval on rvgice INDFEO?
TRMAMOTY 2205 pom.  baphil Alkecated Al abed b inwtice INDFEDZ

o A [ Lo EHT ] Hein | | T
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ridewrse

FOTAL MO ITY 57T M A

Total Mobility Scheme

Home Transpert Opssrators Trwrmaciions Liwer Mansgsmani Ragorts

Canafo Iiremicu

Frd Tenmadiion Firad I Crpate Transsciion

Transaction Details

Tranapar Operator:
Driver:

Oirtvesr Bamber:
Wehiche M betsr
Oparatar Trans Rt

Transachion Mismi
180896
Transaation Typa
Electronic
Paid

Automatic

Upload Transacliong

Welcoms PRIl Envisormenl

Kigran Jongs Hortet

E1316160

WO Nl SEHOCHE 10 CORBND & MIVETSE IFNSa0Tion 1or 1his MRnacTion

Fiasse snier & reason in e box below.*
Tevabd lrankaction pad in cirer

Trip Dainc

Pickup Looation;
Drop O Locstion:
Brn's Trawedlid
Paasangaea:

Moyl Dephayed.

[ Lo 41 ] bk | | Twwrmin it Ui |

v 1,08

TH0E2011

URPER HUTT [3:55 pm.)
UPRER HUTT (4:00 pm.)
0.0 s, 40 )

1

L]

Crmate Reeersal | | Cancel
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FOTAL MO ITY 57T M A

Total Mobility Scheme

Trirmaciions

FHome Trans il Opsratons

Linerr Mansgmasn Mot

Welcoms PRIl Envisormenl

[ Loxa OHE ] ko ] | Yoo oof Uit |

v 1,08

Ay 1o imeoioe Tranaporn Operator;
Dt pivversed lransaction s Vg P
Add Ciriwesr Mum B

Wehiche M betsr
Oparatar Trans Rt

Clignd Humiber
Cliand Surnamss:
Cliend Flest Marma:
Held Daealin
Cliand Nurmbaer:
Cligm Surnanmss:
Eliand Flrnl Mame:
Cliem Enthtieman:

FU201T AT S g Bophil Panding

WouchenEnlered Detnlla

Kigran Jongs Hortet

E1316160

G54

Thampeon
Mark Richard

L)

Lumigy Mismaich

Leorcra Etsenng Miamalch
Independant

Trip Dainc

Pickup Looation;
Drop O Locstion:
Brn's Trawedlid
Paasangaea:

Haisl Depkayed:
Total Fars;
Cancessian:

Fore Pald

AL %o b Invelesd:

TH0E2011

URPER HUTT [3:55 pm.)
UPRER HUTT (4:00 pm.)
0.0 s, 40 )

1

$11.00
-$5 50
&5 50
5550

Creabed a8 @ reversal of Iranssction numtsr 1808946 - Invald Iranaaction paid in emar
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Delete a Reversed Transaction

User must be of type Transport Operator

User is viewing a Reversed Transaction with a status of “Pending”

Basic Flow

1. Click the “Delete Reversed Transaction” action link

2. Enter areason
3. Click Delete Reversal

4. User is taken to the original transaction from which the Reversal was created

5. The Reversed Transaction is permanently deleted from Ridewise

ridewrse

FOTAL MO ITY 1078w WAl

FHome Trans il Opsratons Trurmagliors

Frd Tenmaciion Firnd Imeoeces

Welcoms PRIl Envisormenl

Picle: Ty part Oy

Total Mobility Scheme

Linerr Mansgmasn Mot

Canato Irreoicu Upload Transaciiom

Transacton Type

Electronic

W0 IAT S pm bophil

Transaction Details

Transachion Nimmber

180896-R

Tranapar Operator: Trip Dalw TS
Drives Hhran Jones HKorbut Pickup Looation; URPER HUTT (355 p.m.)
Cirtvast Bhambser Decp O Location: UPPER HUTT (4:00 p.m.}
Wshlcle M bes Kmi's Travelbsd 0.0 ks, §0F Bm)
Oxnmratsr Trans Fel E131&E60 Paasangaea: i
WouchenEnlered Detnily Hoisl Deplayed. ]
Cliend Numibier abd Total Fane: 11,00
Cliard Surnamss: Thasrm s Cancems:an K%
Client First Mama: Mark Richand Fore Pald &5 50
Hald Daeaifn AmL 1o Be Invelsed: 550
Cliant Numbar: L
Cllen Surnams: Luemigy Mismaich
Cliand Plrsl Mame; Leorcra Etsenng Miamalch
Cliem Entitiemant: Independant
Panding Creabed a8 @ reversal of Iranssction numtsr 1808946 - Invald Iranaaction paid in emar
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Total Mobility Scheme

o Transjcr! Opserators Trurmaslicen Lisenr Manssgssmsil Flegeorts

Conato Iiremicu Upload Transaetions

m Transaction Details
Tranapaorl Operator: Trip Daiec TR

Tr ot Nisrmbet Diriwe Wieran Jonos Mot Picaoap Looatlon: UPPER HUTT (355 p.m.)

180896-R Cirivesr beamber Do O Locstion: UPPER HUTT (400 pm.)
tehicle M ke Himi's Travelbed: 0.0 kn's. 40k B
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Transachon Typo
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Dielers Reeereal Carersl
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Total Mobility Scheme

o Transjcr! Opserators Trurmaslicen Lisenr Manssgssmsil Flegeorts

Frd Toarmaso|kem Find Imeoeces Crpatn Transachion Croato Imvoice

Transaction Details

Tranapar Operator:
Drives:

Oirtvsr MamBer:
Yeehic e M b
Oparatar Trans Rat:
WouwchenEnlered Duinily
Glierd Numiber
Cliard Surnamss;
Cliand Flaat Ranss:
Hald Dazaiin

Cliand Nurmbar:
Cilien Surnams:
Eliwnd Flrsl Mame:
Cliam Entitiemant:

S
180896

Nismiber

Transachon Typo
Electronic
Paid

Automatic

FUW2T 35000 pom
IR 24T e hophil

GOS0 190748 am.  gwrcphd

Upload Transaelion

Trip Dabe: THOsEN
ieran Jongs Kot Picioap Locatlon: UPPER HUTT (255 p.m.]
Drcgr Of Locstion: UPPER HUTT (400 pm)
Himi's Travelbed: 0.0 kn's. 40k B
E13&EGD Pagssngasd 1
Holsl Dephayed. Mo
G4 Tosal Fare; §11.00
Thimpuon Canceusinn; 3550
Mark Richand Fare Pakd: 550
Asmsant Inualesd: 550
L Invoice Bum b
Luwmibgy Mismatch
Leorcra Emmnng Mismalch
Independon

Branaaclion paid in e
Paid, SAP file creabed for ivosce BNDEEDZ
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Create an Invoice

1.

2.

Click the “Transactions” tab

“Search” for the Transactions that you wish to Invoice

Once they have been returned, click the “Invoice these Transactions” link (Note: if you only want to
add a couple of the Transactions in the view, you can click the select box next to each Transaction prior
to clicking the “Invoice these Transactions” action

Enter the Invoice details under “Create New Invoice”

Click Create

The newly created Invoice is displayed

Clicking on View Transactions will take the user to the Transactions view with only the Transactions

associated to that Invoice displayed
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Trnraacton Muember

T T -~ SETESEY PENDNG ARPORT SHUTTLES (DUNEDS
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Ener Trraport Oporoy Imeios numser
Invoice Mumbes* Mg Iwolce Dale' "Gy a i)
Errate |
Cancei

ﬁdEWH'SB Wiekome PRl Environmenl: Ridewise Pole: Transpon Op
Total Mobility Scheme
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Add Transactions to an existing Invoice

1. Search for the transactions you wish to allocate. Only “Pending” transactions can be allocated to an
Invoice

2. Check the transactions that you wish to allocate and click the “Add to Invoice” action link

a. Toselect ALL transaction in all pages, click the link that appears above the Transactions view
once any Transaction is selected

3. Select the Invoice from the drop down list under “Add to Existing Invoice”
4. Click Add

5. The updated Invoice is displayed containing the newly allocated transactions

ndeWr'.SB Welcome PRl Emvironmenl: Ridewise foke: Transpon Op w0 | Lon 0 | | Bt |
Total Mobility Scheme
Hamid Transpoe? Opedrabions Trardaolong Ui Managaman Regsits

Firdd Temraacikes Find insec s O TITnm (hon s Il o Timrigad tioerg

Add To Inveles
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Croats Kew Involon
Eminr Tearmpon Opsesior (nvosics nuemsse
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Create

Cancel
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Dwleis invoaza Irvales Numbar: TR
bl iwoics Irvolce Dale: Anon
Famove ansaclions Cummnt Shan:

Add A0 4:04:56 pom. gl
View transaclions
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Remove a Transaction from an existing Invoice

The Invoice with a status of “Pending” or “Referred Back”
1. Check the transactions that you wish to remove from the Invoice
2. Click the “Remove transactions” action link
3. The Transactions are removed from the Invoice
4. The removed Transactions have a status of “Pending”
5. The updated Invoice is displayed

Home Transpo Opsratons Trasgeliors Uetr Mansgament Flepirts

Crpalie lroicn

Firnt Tewragaiilong

Find [mvgsgos Corpabe Transastion Wpboad Transaciipns

I'want fo.. Invoice Details

Irrvaien Numbar: INMOS:
Irvoice Dale: anzon
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Delete an Invoice

The Invoice must have a status of “Pending” or “Referred Back”
1. Click the “Delete Invoice” action link
2. A warning message is displayed
3. Click Delete
4. The Invoice is permanently deleted from Ridewise
5. The Transactions are removed from the Invoice
6. Theremoved Transactions have a status of “Pending”

7. The default Invoices view is displayed
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Submit an Invoice

The Invoice must have a status of “Pending” or “Referred Back”
1. Click the “Submit Invoice” action link
2. The Invoice status is “Awaiting Approval”

3. The Transactions allocated to the Invoice have a status of “Awaiting Approval”
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Un-Submit an Invoice

The Invoice must have a status of “Awaiting Approval”
1. Click the “Un-Submit Invoice” action link
2. The Invoice status is “Pending”

3. The Transactions allocated to the Invoice have a status of “Allocated”
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Approve an Invoice (Council only)

The Invoice must have a status of “Awaiting Approval”
1. Click the “Approve for Payment” action link
2. The Invoice status is “Approved”

3. The Transactions allocated to the Invoice have a status of “Approved”
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Refer an Invoice back to the Transport Operator (Council only)

The Invoice must have a status of “Awaiting Approval”

1.

Click the “Refer Back Invoice” action link
Add a note

Click Save

The Invoice status is “Referred Back”

The Transactions allocated to the Invoice have a status of “Allocated”
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Reports

Viewing a Report

Pre-conditions

None

Post-conditions

The report is downloaded in Excel format

Basic Flow
1. Click the “Reports” tab
2. Click on the name of the report you wish to view
3. Enter any required parameters
4. Click “Download”
5. The report will run and will download automatically to your PC. Note: Some browsers will prompt you
to Save or Open the report, others will simply Save the report to your Downloads folder.
6. Open the reportin Excel to view

Report List

Client Age Report

Transaction and Hoist Count By Client Id Report

From 0B/O7/2014

To OBAOT/2015 Download

Transaction Count By Operator
Transaction Count By Type

Transactions By Invoice
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Other Functions

View Ridewise Help
1. Click the “Help” link in the top right hand of the screen

2. The Help File is displayed in a new browser window or downloaded (depending on browser settings)

Note: The Help files themselves cannot be modified via the Ridewise system

View Terms of Use
1. Click the “Terms of Use” link in the top right hand of the screen

2. The Terms of Use are displayed in a new browser window

Note: The Terms of Use file cannot be modified via the Ridewise system.
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Export Data Views

Pre-conditions

The user is currently in a data view that can be exported

Post-conditions

Basic Flow

1. Click the “Export This View” action link

2. Select whether to Open or Save the file

a. If Save, browse to the desired save location

b. Click Save

c. Data contained within the view is exported and either viewed or saved as a csv file

Else

a. Click Open
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Note: The Transaction views have a unique action called “Export Transactions”. This works in the same way as
Export this view, except it exports the Transactions in the same format as required by Transport Operators to
upload transactions, making it very simple for Transport Operators to export, modify, then re-upload any
transactions that they may need to void/modify.
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Status Flow

Various entities within Ridewise utilize status to indicate position in lifecycle and determine available actions.
This section details the various status’s of applicable entities and provides some information as to what each

status indicates.
Invoices and Transactions

Transactions have a status that is independent of, but tied to the status of an Invoice once the transaction has
been allocated to an Invoice. The following diagram details the various statuses of Invoices and Transactions,
and the actions that trigger the change of status.

A Transaction has an opening status of Pending, and remains at this status until allocated to an Invoice, at which
point it becomes Allocated.

Delete This Invpice

. e ——) et g
— - — -

Add ’ \| / \
—>Transactions —>4 d - } Refemd I
to Invoice ~ Pen “‘8 Remove Selected from Inv gy €

.55 £
Allocatad | { baCk ‘

: _ A
Submit Invoice
for Payment Add
Un-Submit 2 Transactions
This Invoice | Awamns l to Invoice

o B Refer invoice Back
' Approval |

Approve for
Payment

Revert to
Approved

Create SAP

Payment File ’\ I W-‘I
- - . o <
a2 P \ /\’Tnns::tions I
Create SAP >{ Paid ’ VR
L - i
payment file —— S "Am Action 1>
for Selected . |

muase invoices...

Copyright 2011 Eyede Solutions Ltd. This document is the property of Eyede Solutions Ltd. No part of this document shall be copied or duplicated or given
to other parties without written authorization.

Ridewise Detailed System Functionality Page 63



ridewr/se

TOTAL MOBILITY. TOTALLY MAMAGED

Dashboard

For most users of Ridewise, the Dashboard is the default landing or home page they see when they first log on
to the system, and is available under the “Home” tab. The Dashboard is a collection of views containing entities
that meet specific criteria. It is intended as a ‘quick look’ mechanism allowing users to quickly view any items

requiring action.

Each Dashboard item displays a name and the number of records that meet the preset criteria in brackets
alongside. Clicking on the name will display the records in the primary view whilst retaining the Dashboard

navigation, allowing users to quickly jump from one Dashboard view to another.
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The following describes the criteria set out for each of the Dashboard views.

Invoices

Awaiting Payment

Invoices with a status of ‘Approved’

Requiring Approval

Invoices with a status of ‘Awaiting Approval’

Pending or Referred Back

Invoices with a status of ‘Pending’ or ‘Referred Back’

Transactions
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Follow ups Transactions that have been Flagged for Followup
(System & Manually)

Invoiced Last 60 Days Transactions that have been invoiced in the last 60
days, regardless of Transaction or Invoice status
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Transaction Flagging Rules

Transactions are automatically flagged upon entering Ridewise, in accordance with the following business rules.
In the majority of cases, the following rules will cause Transactions to be Flagged however some cases will cause
the file to be Rejected. These are noted.

1. Pickup Location (Start Location) is missing - Rejected
2. Dropoff Location (End Location) is missing - Rejected

3. Driver is Suspended (Licence Number lookup) (The suspension is determined from the date the
Transactions occurs)

4. Driver record does not exist in System (Licence Number lookup). NOTE: If a Driver record is added that
matches the missing driver record for previously flagged transactions, that flag reason will be
automatically removed from these transactions

5. Vehicle is Suspended (Fleet Number lookup) (The suspension is determined from the date the
Transactions occurs)

6. Vehicle record does not exist in System (Fleet Number lookup) NOTE: If a Vehicle record is added that
matches the missing vehicle record for previously flagged transactions, that flag reason will be
automatically removed from these transactions

7. Transport Operator is Suspended (The suspension is determined from the date the Transactions
occurs)

8. Invalid Concession Amount

i. Calculated Concession <> Fare Discount (Concession amount entered for transaction)
Note: Ignores 6 cent variances

Calculated Concession Formula

Concession Percent

Supported: 100%

Independent, Independent Supported, Hospice: 50%
Taxi Fare (and anything else): 0%

Calculated Concession = Total Fare * Concession Percent /100

If Concession > $40 and Concession Type <> Supported
Then Calculated Concession = $40

9. Invalid Fare Total
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

Formula: Fare Total <> Fare Discount + Fair Paid
Note: Ignores 6 cent variances

Vehicle Hoist Anomaly
Hoist is used and Vehicle (Fleet Number) is not hoist capable

Client Hoist Anomaly
Hoist is used and Client is not hoist user. Note: This exception is FLAGGED for all transaction
input methods; i.e. Manual and csv entries will be flagged but not rejected as a result of this
exception

Client ID for manual backup transactions (i.e. where GW/ARTA card not worked)
Note: Does not apply to voucher no.s start with “491” and contain a total of 9 digits

Client is Suspended (This rule should only apply to manual and csv transactions, as the Client will not
be able to use their card in-taxi when they are suspended. The suspension is determined from the date
the Transaction occurs. The Transaction is FLAGGED ONLY; i.e. accepted and flagged, not rejected)

Start Time is missing - Rejected

Region Name is missing - Rejected

Client ID must accept intergers only and up to 10 digits - Rejected
Voucher Number must accept integers only and up to 10 digits - Rejected
End Time must be no more than 12 hours after start time.

Start location must be at least 3 characters - Rejected

End location must be at least 3 characters - Rejected

Transaction Type must be Electronic, Voucher or Manual Backup to ensure consistency in use across
Ridewise - Rejected

Expensive round trip — Same Pickup and Dropoff Location fare greater than $30

Fare is greater than 3x minutes spent in Cab

Clients 5™ or more trip in same day
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25. Manual Transaction greater than $60

26. Duplicate Transaction

a. Same driver name, vehicle number, trip date, trip start time, trip end time
b. Same Voucher Number and region

27. Overlapping Transaction
a. Same driver name, vehicle number, trip date, trip start time within 2 minutes of end time of
previous trip
b. Same Client number, trip date, trip start time within 2 minutes of end time of previous trip
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