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Part 1. Booking with WebConnect 2.0

In this section you will learn the step-by-step process for starting and completing a reservation booking.

1.1 WebConnect Portal Overview

When accessing WebConnect, the main screen will have several options:

Basic Booking Access Advanced Options
Book Online, allows users to book rides without Price Quote, a dedicated screen used to quickly
requiring a login profile. retrieve the pricing for a trip.
Login, is for users with existing profiles who can access Special, primarily used for shuttle services such as
their accounts to make bookings. from a Hotel to a Landmark only.

Quick Receipt, a screen for easily obtaining a receipt.

M WebConnect can set any of these options to available or hidden based on the type of bookings your operation requires.

Click Book Online to start.

Welcome to online booking system

Alternat|\/e|y, C||Ck the Login Book your ride offline in a minute!

Please select an option below

Have an account with us?

button to access the site with

a booking profile.

SANTACRUZ | WebConnect 2.0 QuickStart Guide [3]



1.2 Booking a Ride

After the main screen, the booking page will be displayed and it’s the first stage of filling out the

reservation’s details. There are three stages in total which are outlined above the form:

1. Where & When, the main reservation details such as date time and location, passengers and baggage.
2. Select Vehicle, displays the available vehicles choices and their rates.

3. Payment & Confirm, submitting your payment and completing the booking.

As you make progress, the indicator will advance on the line starting from step 1 thru step 3.

BOOKA RIDE QUICK RECEIPT Login

(- ® o
A 4 A 4

WHERE & WHEN SELECT VEHICLE PAYMENT & CONFIRM

CREATE NEW RESERVATION
YHERE & WHEN S

Ride Now No

*Pickup Date: & *Pickup Time: ©
® *Pickup Point i v
Pickup At - v
*Dropoff Point i v v ; !
@ a u Map will be loaded once you specify any location...
Dropoff At — v
+ ADD STOP
*Passengers: Children: Bags:
- 1 + - + - +

Cance! m
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WHERE & WHEN

Let’s begin filling out the details for the first step, Where & When.

Booking Type

The first option allows you to select the type of booking; Transfer or Hourly
First try clicking Hourly, you will see two additional fields appear:

Trip Duration Hours & Trip Duration Minutes

Click the + or = buttons to increase or decrease the amount for Hours and Minutes. You may

also type the hours or minutes value manually in each field.

CREATE NEW RESERVATION (HOURLY)

*Trip Duration Hours: *Trip Duration Mins:
- : * ‘ - *
x
Ride Now | No |
*Pickup Date: Mon, Jan 21,2019 i) *Pickup Time: 12:24 PM ©

@ ‘*PickupPoint v ot oo ‘

‘PICkUpA( - v ‘

Map will be loaded once you specify any location...

® ‘ *Dropoff Point il v &1 t ‘

‘ Dropoff At - v ‘
+ ADD STOP
*Passengers: Children: Bags:
- s - v - +

m

Switch the Booking Type back to Transfer, and the Trip Duration fields will disappear.
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Ride Now or Later

The Ride Now setting is used to book ASAP, when the booking is not for a future date and time.

By default, the Ride Now option is set to No, which displays the Date Time options. See below.

Ride Now is No (Pickup Date and Time Fields Present)

WHERE & WHEN Q TRANSFER

Ride Now No

*Pickup Date: Mon, Jan 21, 2019 @ *Pickup Time: 03:19 PM © l
~ ~
® *Pickup Point ffh v
w1 @D
Pickup At = - 4 \/
@® *Dropoff Point il v
Dropoff At - v

M If you set the Ride Now option to Yes, the Date Time settings will disappear from the form as seen below.

Ride Now is Yes (Pickup Date and Time Fields Not Present)

WHERE & WHEN Q TRANSFER

Ride Now «

® *Pickup Point il v

Pickup At - v

® *Dropoff Point il v

Dropoff At - v
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Entering Locations

In the Pickup Point or Dropoff Point, begin typing your location information.

In the example below, the Pickup Point has already been added, and we are now searching for the

Dropoff Point. Suggestions from the system will appear as you type your location.

(O] *Pickup Point ﬁ v (RITZ -BATT) 2 West Street, New York, NY, 10004, US

Pickup At -

@ *Dropoff Point il v Empire|
i (Empire State) 350 5th Avenue, New York, NY, 10118, US

a
i
@ (Empire State Building) 350 5th Avenue, New York, NY, 10118, US

There are several location types you can use when searching locations. Click the icon to
change the type of location. Try switching the type to Airport.

® *Pickup | oin E

Q Search All
Pickup Al - "/

° Address

@ *Dropoff Poin + Airport jtat ) 350 5th Avenue, New York, NY, 10118, US

Dropoffit -

After switching the loction type to Airport, the available fields for flight details will appear.

When switching Location Type (icon) to Airport, flight details appear

® *Pickup Point = v

*Airline *Flight # Arrival Time: ©

(O] *Dropoff Point ﬁ v (Empire State) 350 5th Avenue, New York, NY, 10118, US

Dropoff At -

SANTACRUZ | WebConnect 2.0 QuickStart Guide [7]



Adding Stops

Use the + Add Stop button below the Pickup and Dropoff location fields to add stops.

When you add a Stop, each Stop will be numbered.

There are additional options on the right side of each Stop for editing or deleting.

Clicking +Add Stops creates location fields in the form.

® *Pickup Point x-)- v (JFK) John F Kennedy Intl

*Airline (AA) American Airlines *Flight # 125 Arrival Time: 12:00PM (O
It is not possible to adjust the order of
Stops once they have been entered.
L] *Stop #1 ° v Sheepshead Bay, Brooklyn, NY, USA ,{7 @
If you need to change the location order,
replace the information in each stop.
° *siop 2 Q v ‘ o w

® *Dropoff Point ﬁ v (Empire State) 350 5th Avenue, New York, NY, 10118, US

Dropoff At - v

+ ADD STOP

Clicking Edit (pencil icon) on a Stop opens Edit Location screen

EDIT LOCATION

*Street |

*City Brooklyn *State NY

*Postal Code USA Country Code US
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Additional Options

Below the location entries, you'll see additional ride options.

Use the (=) or (+) signs to increase or decrease the values for Passengers, Children, or Bags.

M When selecting the number of additional Passengers or Bags, this will affect the choices of available Vehicles in the next

stage of the booking. Only the vehicles that support the number of passengers and bags will be available.

*Passengers: Children: Bags:

—2E—o+—o+
m

After completing the Where & When form, click Continue.

In the next section, we'll cover selecting the vehicle for the booking.
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VEHICLE SELECTION

Selecting the desired transportation vehicle is the next step to booking a ride.

M Take a moment to review the Reservation Summary on the right side of the screen, it displays all the information set from

the Where & When screen.

Review the prices of available Vehicle Type for the trip.

WHERE & WHEN SELECT VEHICLE PAYMENT & CONFIRM
SHOW FILTERS v CREATE NEW RESERVATION (TRANSFER) v
SELECT VEHICLE
PICKUP DATE PICKUP TIME
Wednesday, January 23, 2019 ®© 12:00PM

Select vehicle type by clicking on vehicle image PICKUP POINT

,ﬁ (Empire State) 350 5th Avenue, New York, NY, 10118, US

SEDAN DROPOFF POINT
Q The Ritz-Carlton Residences, New York, Battery Park, West
14 @3 USD $51.85 Street, New York, NY, USA

VEHICLE

m&"‘ SEDAN USD $51.85
SHUTTLE

% 2212 - USD $15.85
m ESTIMATED PRICE USD $5'|,85

After choosing the Vehicle, click Continue.
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PAYMENT & CONFIRM

The final step to reserving the trip is to add the passenger’s personal details and set a valid

payment method.

You may also include Special Instructions to improve the quality of services.

WHERE & WHEN SELECT VEHICLE PAYMENT & CONFIRM
CREATE NEW RESERVATION (TRANSFER) v
PAYMENT & CONFIRM
PICKUP DATE PICKUP TIME
Passenger Info Wednesday, January 23, 2019 ® 12:00 PM
PICKUP POINT
*First Name Passsenger *Last Name Name # (Empire State) 350 5th Avenue, New York, NY, 10118, US

DROPOFF POINT
The Ritz-Carlton Residences, New York, Battery Park, West

Street, New York, NY, USA

*Mobile Phone =2 v 2012120022 *Email passenger@email.com °

VEHICLE

Contact Name Contact Phone B3 ~
SEDAN USD $51.85
' ) ) PASSENGER NAME MOBILE PHONE
Contact Emaif Alias/Name Sign Passsenger Name == (201) 212-0022

PAYMENT OPTION

Payment Option

*Payment Option  — v

Special Instructions

Instructions

) ESTIMATED PRICE USD $51.85

| agree to the Terms & Conditions
Cancel

M Any valid payment methods will appear in the Payment Option dropdown.

Payment Option

*Payment Option  -— A

Credit Card

Invoice

Voucher
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1.2 - Booking a Ride : PAYMENT & CONFIRM

Final Review of Booking

After entering the passenger’s details and payment. Review the reservation details on the right side

of the screen a final time.

CREATE NEW RESERVATION (TRANSFER) v

PICKUP DATE PICKUP TIME
Wednesday, January 23, 2019 (© 12:00PM

PICKUP POINT
ﬁ {Empire State) 350 5th Avenue, New York, NY, 10118, US

DROPOFF POINT
9 The Ritz-Carlton Residences, New York, Battery Park, West
Street, New York, NY, USA

VEHICLE
SEDAN USD $51.85

PASSENGER NAME MOEBILE PHONE
Passsenger Name == (201) 212-0022

PAYMENT OPTION
Invoice

ESTIMATED PRICE USD $51.85

[T agree to the Terms & Conditions

When you are ready, click the “I agree to the Terms & Conditions” checkbox. If you need to
review the Terms & Conditions, click the link before checking the box.

Click the Create button to reserve your trip. Afterwards, the Confirmation screen will appear.
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1.2 - Booking a Ride : PAYMENT & CONFIRM

Confirmation Email

After clicking the Create button to submit your ride request, the confirmation page will appear with

a prompt to send the trip details to an email.

Separate each email with a semi-colon ( ; ) before clicking Send. You may also click Cancel to
dismiss the prompt if you choose not to email the confirmation.

SEND TRIP CONFIRMATION

Please, specify recipients (emails) You can specify multiple email addresses.
Email addresses should be separated by ";" character.

ela@groundwidgets.com

m
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1.2 - Booking a Ride : PAYMENT & CONFIRM

Additional Options

After dismissing the email prompt, the confirmation page will provide an overview of the previously

booked ride. Take note of the Reservation Number.

CREATE NEW RESERVATION (TRANSFER)
z X = - Bernanfia|d
Map  Satellite e, L3 cd
:

RESERVATION NUMBER:

PICKUP DATE
Monday, April 15, 2019 [C)

PICKUP
Q 9209 Kennedy Blvd, North Bergen, NJ, USA

DROPOFF
Q 210 New Jersey 4, Paramus, N, USA
PASSENGERS CHILDREN

VEHICLE
suv
MOBILE PHONE

PASSENGER NAME
== (201) 923-6314

Johnny Blaze

EMAIL
rvela@groundwidgets.com

PICKUP TIME
04:00 PM

BAGS

usD $283.55

CONTACT NAME
JESSIE STORM

CONTACT PHONE
== (201) 626-4864

CONTACT EMAIL

SPECIAL INSTRUCTIONS

PAYMENT OPTION
Invoice

EMPLOYEE CODE DEPARTMENT CODE

PO/REFERENCE #

TEST3

TOTAL PRICE

m Create A Return Trip Create A Copy
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There are additional options at the bottom of the screen:

Print, sends the confirmation to the printer.

Create a Return Trip, will begin a new trip with pickup and dropoff locations in reverse.

Create A Copy, is used if you need to take the same trip at another time.

Close, returns you to the main site page.
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1.3 Quick Receipts

Use the Quick Receipt button on the main home page to get started.

Welcome to online booking system

Book your ride offline in a minute!

Please select an option below

Book Online m Quick Receipt

Current Customer

In the Quick Receipts screen, all fields are required. Enter the Reservation #, Last Name, in
addition to the credit card’s last 4 digits.

QUICK RECEIPT

*Reservation # *Last 4 Digits of CC

*Last Name Receipt Format @ PDF () HTML

Choose a Receipt Format and click Ok.

A new browser tab will open with the trip’s receipt.
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Part 2. Website Features

This part covers troubleshooting login issues, as well as setting up stored pickup or dropoff locations.

2.1 Logging into WebConnect

Use the Login button on the home page ] )
Welcome to online booking system

to get started. This will open the Login Book your ride offline in a minute!

Here window. See below.

Please select an option below

Have an account with us?

In the Login Here screen, enter your email address and password. Click Login.

Enter your credentials and click Login Using Forgot Password? Then Reset Password

FORGOT YOUR PASSWORD?

LOGIN HERE
To reset your password, please specify email that
*Email rvela@groundwidgets.com S yourp p . pecify
you used to register in system.
*Passwordfissess p New password will be generated and sent to your
e-mail address.
Remember Me FORGOT PASSWORD?

*Email | 2
m
Reset Password

Your user profile is enabled by the transportation provider. If they have enabled your profile, click “Forget Password?” to receive a
temporary password sent to your email.
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2.2 Dashboard & Search Features

In this section, we'll review the various features of having a Web Connect profile.

Dashboard, shows a list of active or upcoming rides for the profile.

Review Rides, allows you to search for past, present, or future rides.

Dashboard

The dashboard shows you a summary of ride activity, as well as a list of Active Reservations.

DASHBOARD BOOK A RIDE SPECIAL SEARCH RIDES QUICK RECEIPT SL ROGER RJ VELA (CORPTRVELAST) v

G select Language | ¥

RESERVATIONS SUMMARY

Period Active Reservations (Completed Reservations Cancelled Reservations
CURRENT MONTH 3 0 0
CURRENT YEAR 5 [} 0

ACTIVE RESERVATIONS

Reservation#  PassengerName  Pickup Date/Time Pickup Address Destination Address Vehicle Type Price  Status

6812*1 Johnny Blaze Apr17,201912:00PM 210 New Jersey 4, 9209 John F. Kennedy Boulevard,  SUV USD$16.05  ACTIVE @ @
Paramus, NJ 07652 North Bergen, NJ 07047 ©} 2

6821%1 Johnny Blaze Apr19,201912:00AM 401 Hackensack Avenue, 2 Palisade Avenue, Jersey City, Sedan USD$16.05  ACTIVE ®
Hackensack, NJ 07601 N) 07306 ©} @ @

Next to each Active Ride are icon buttons to take actions on Active Reservations.

View Details, shows the trip information and mapping. You can also book round trips or copy the ride.

Edit Ride Details, will load the trip information into the ‘Book a Ride’ screen to make changes.

Trip Confirmation, will show the ride details in HTML or PDF. You can also email the confirmation.

SHNRCIC

Cancel Trip, is used to cancel the ride. You may still get billed if you cancel too soon close to pickup.

You can always hover over an icon to see a tooltip in case you forget what the button does.
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2.2 — Dashboard & Search Features

Search Rides

When log in with a user profile, another tab appears on the menu bar called Search Rides which

lets you find past or future booked rides. You can search by the following parameters:

Customer & Profile, this parameter will only show up if your user profile is a Booking Agent profile.
Reservation #, search all rides with the same itinerary number.

Passenger, search for rides by any passing name in the booking.

From & To Date, searches by date range.

Date Range Type, searches by the booking date or the ride date.

Ride Status, filters by active, completed, or cancelled reservations.

Click search and your results will appear below. The search results also provide options on
each reservation to view, edit, cancel, or view a confirmation printout.

DASHBOARD BOOK A RIDE SPECIAL SEARCH RIDES QUICK RECEIPT S ROGER R] VELA (CORPTRVELAST) v

G Select Language | ¥

Q SEARCH RIDES IS LS &
‘ *Customer t 16 ‘ Reservation # From Date: 04/16/2019 & ‘ Ride Status — v ‘
‘ Profile — v ‘ Passenger To Date: 05/16/2019 & ‘ Date Range Type Pickup Date v ‘

SEARCH RESULTS

SHOWING 1:2 OF 2 SHOW 10 records on page v ‘

Reservation#  PassengerName  ContactName  Pickup Date/Time v VehicleType  Pickup Address Destination Address PO Reference /Event  Status
6821%1 Johnny Blaze JESSIE Apr 19,2019 12:00 AM Sedan 401 2 palisade Avenue, ACTIVE USD $0.00 ®
STORM Hackensack Jersey City, NJ ©\ @ @
Avenue, 07306
Hackensack,
NJ 07601
6812*1 Johnny Blaze JESSIE Apr 17,2019 12:00 PM suv 210 New 9209 John F. ACTIVE USD $0.00 ®
STORM Jersey 4, Kennedy @\ @ @
Paramus, NJ Boulevard, North
07652 Bergen, NJ 07047

SHOWING 1-2 OF 2
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TRAVEL ADVISORY FEATURE

In order to promote the wellbeing and safety of travelers and chauffeurs, a travel advisory may be

presented above the dashboard.

DASHBOARD BOOK A RIDE SPECIAL SEARCH RIDES PRICE QUOTE QUICK RECEIPT

Urgent: Travel Advisory for Employees  Show Details %

RESERVATIONS SUMMARY

Period Active Reservations Completed Reservations Cancelled Reservations

CURRENT MONTH 10 ]

©

CURRENT YEAR 10

-
N

Click the Show Details link and a new browser tab will open to provide more information about

your travel. Here is an example upon clicking the link:

To prevent infection and to slow transmission of COVID-19, do the following:

« Wash your hands regularly with soap and water, or clean them with alcohol-based hand rub.

« Maintain at least six feet distance between you and people coughing or sneezing.

« Avoid touching your face.

« Cover your mouth and nose when coughing or sneezing.

« Stay home if you feel unwell.

« Refrain from smoking and other activities that weaken the lungs.

« Practice physical distancing by avoiding unnecessary travel and staying away from large groups of people.

For more information on travel guidelines, please visit CDC website at - https://www.cdc.gov/coronavirus/2019-nCoV/index.html
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Part 3. User Profile Access

Learn about setting up stored pickup or dropoff locations as well as saving credit card info for future bookings.

3.1 Profile Menu Options

The website menu only appears when you are logged in with a profile.

The name of the user will appear on the top-right and serves as the profile menu.

DASHBOARD BOOK A RIDE SPECIAL SEARCH RIDES QUICK RECEIPT 5, Jack Snyder (CORPUSER)

Manage Profile
Change Password

Logout

Manage Profile, allows you to update basic personal information in addition to stored Credit Cards to save on file, as well as

Stored Locations which you can reuse in your bookings.
Change Passwords, for updating your login password.

Logout, to end your user’s session.

We'll review Managing Profiles and Changing Passwords in the next sections.
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3.2 MANAGE PROFILE

DASHBOARD BOOK A RIDE SPECIAL SEARCH RIDES QUICK RECEIPT S Jack Snyder (CORPUSER)

Manage Profile
Change Password

Logout

Use Manage Profile to keep personal information up to date in the Profile Details area.

Name & Last Name, Mobile Phone, and Email

Contact Name, Phone, and Email

Additional Emails, allows you to store more emails used by the system each time a confirmation is ready to be emailed.

Separate email using a semi-colon [ ; ).

Email Alerts, will send reservation status updates via email to either the Passenger’s Email address, or the Contact email.

SMS Alerts, will send reservation status updates to either the Passenger’s Mobile Phone, or Contact Phone number.

A HIDE PROFILE INFO

PROFILE DETAIL

*First Name Passenger *Last Name Name *Mobile Phone == v (201) 923-6314 *Email test@email.com
Contact Name *Contact Phone == v (201) 923-6314 Contact Email
Passenger Contact p
8 Additional Emails test1@email.com;test2@
Receive ride alerts via email: v v
Receive ride alerts via SMS/Text message: v v

Save

Click the Save button when you have finished.
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ADDITIONAL STORED INFORMATION

You can also choose to save Credit Cards and Locations for future use when booking.

CREDIT CARDS Add Credit Card A HIDE CREDIT CARDS (2)
Card Label Card Type Number Holder Name Expiry Date Billing Zip Is Default
Master Card i [ RJ 02/2022 07047 Yes @ .@
Visa FEFE1111 Test 02/2024 No @ @
STORED LOCATIONS + SHOW STORED LOCATIONS (4]

Saving Credit Cards

Click the Add Credit Card button to add credit card payment details.

Card Label, this is the nickname or alias of the credit card, such as Personal, Business, etc.

Credit Card Info, includes the Card Number, Expiration, and Security Code. Also, the Cardholder name, and Billing Zip Code.

Is Default, will automatically select the Credit Card when booking a reservation.

Clicking Add Credit Card

ADD CREDIT CARD

Card Label
*Credit Card Card Numbe MM / YY ow
*Holder Name *Billing Postal Code

Is Default

Save Cancel

Click Save to add the credit card to your profile. Remember, you can always edit credit card

details later from the list of Stored Credit cards using the Edit or Delete icons.
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3.2 — Manage Profile : Additional Stored Information

Saving Stored Locations

Click the Add Location button add and save locations to your profile.

1. Use Find Location field to search for a valid address location using internet mapping data.
2. Add a Location Code or alias for the stored location.
3. Enter the location details.

4. Make sure the Is Active checkbox is on. If you wish to disable a location temporarily instead of Deleting it from your
profile, you can uncheck this box to hide the location when booking.

ADD LOCATION

Find Location @ #nclocation

*Location Code ‘

*Street ‘

‘ Address Line2 ‘

*City ‘

*State ‘

*Postal Code ‘

*Country Code ‘ | Is Active Lacation
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3.3 CHANGE PASSWORD

The option to change password is in the User profile dropdown.

SL Jack Snyder (CORPUSER) A

Manage Profile
Change Password

Logout

When you click Change Password, the system will require that you enter your current password in

order to save any changes.

M When changing your password, follow the instructions above the fields to qualify your new password. You will be

required to use digits, upper and lower-case characters, and special characters.

CHANGE PASSWORD

New password must be longer than 6 characters and include:
- at least one digit
- at least one uppercase character
- at least one special character from *$-+2_&=I%{)/

*Current Password
*New Password

*Confirm New Password

Click Change when you're ready to update your password.
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