[bookmark: _Toc112331709]View Balances and Look Up and Edit Information
[bookmark: _Toc112331710]Riders
1. On the Home page, type the rider’s name into the search box.  The rider’s name will appear below as a Contact.
[image: ]
2. Click on the name to open their Contact Record.
3. The quick information bar at the top of the page lists the rider’s phone number and status. 
4. The Contact Record page lists all the information about the rider, and you can edit any field that has a little pencil graphic next to it. (The pencils are grayed out until you hover over them, so they can be hard to see at first). 
[image: ]
5. The first column contains two tabs- Details and Related. 
a. Details are the personal details of the rider and their contact information.
b. Related shows their ride history, relationships to other accounts, and payments or donations.  
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[bookmark: _Toc112331711]Viewing Customer Accounts (Charges and Payments)
1. Open up the contact record for the rider.
2. Click on the Account in the contact record. The Personal Transportation Account will open.
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3. Click on related list, and the first item is Transportation Account Items.
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4. Click on View All for the full list.
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5. Click on the filter to filter by transaction type.
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Accounts > Nancy Swirlihy - PTA
Transportation Account Items

28items « Updated a few seconds 3go

Transportation Accou... v | Amount v | Type v | Date | CreditTLI Trans... \ | Debit TLI Transaction Type | Refundable Credit \ | Created Date M

Quick Filters @

1 TA-006085 $0.00 Ride Charge 7/30/2022 Debit Pre-paid fares Non-refundable 6/16/2022 1:41

‘Quickfilters can't be saved and apply only to your
current session. Quick filters that you apply don't affect.

2 TA-006086 5000 Ride Charge 8/6/2022 Debit Pre-paid fares Non-refundable 6/16/2022 1:41 "
‘anyone else's view.

5 TAM006087 50,00 Ride Charge 8/13/2022 bit Pre-paid fares Non-refundable 6/16/2022 1:41PM -
Amount
4 TAN0060SS 50,00 Ride Charge 8/20/2022 bit Pre-paid fares Non-refundable 6/16/20221:41PM v Min Max
5 TAM006089 50,00 Ride Charge 8/27/2022 bit Pre-paid fares Non-refundable 6/16/2022 1:41PM -
s TAI-006090 $0.00 Ride Charge 9/3/2022 bit Pre-paid fares Non-refundable 6/16/20221:41PM v e
Ride Charge
7 TAI-006091 50.00 Ride Charge 9/10/2022 bit Pre-paid fares Non-refundable 6/16/20221:41PM v Mileage Credit
Birthday Credit
s TAM006092 50,00 Ride Charge 9/17/2022 bit Pre-paid fares Non-refundable 6/16/2022 1:41PM v Referral Credit
Membership Fee
o TAM006093 50,00 Ride Charge 9/24/2022 bit Pre-paid fares Non-refundable 6/16/2022 1:41PM -

Show More

1 TAH00A094 snon Ride Charse 100172099 ekt Pra-naid fares Nn-refindahle. 411679009 1:41 PM -
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Transportation Account Items (6+) <: New

Transportation Account ltem Number Amount Type Date
TAI-006085 $0.00 Ride Charge 30/2022 v
TAI-006086 $0.00 Ride Charge 6/2022 v
TAI-006087 $0.00 Ride Charge '13/2022 v
TAI-006088 $0.00 Ride Charge 8/20/2022 v
TAI-006089 $0.00 Ride Charge 27/2022 v
TAI-006090 $0.00 Ride Charge 9/3/2022 v
View All
[E) Rides (site) (0) New
[} Recurring Rides (2) New
Recurring Rides Number Status. Start Date End Date
RR-000023 Active 6/25/2022 10/31/2022 v
RR-000022 Active 6/25/2022 10/31/2022

View All




