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CTA Trip Booking is a web-based tool that allows customers to view, book, change, and

cancel trips online. This manual is a supplementary guide to our online help pages.

CTATrip Booking Support: 403-537-7777, option 7



Table of Contents

HOW t0 Create @ MYID ACCOUNT....... oottt sses st s s e e st s s s s e e s e s s s ssss s e s aasssssssssssesassssssssstteesssssssssssstesnssssssssssseennnnnss 3
Register Your mylD Account wWith CTATIIP BOOKING.....ccoiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiniiiinisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 6
How to LOGin tO CTA Trifp BOOKING ACCOUNT .......oeoeeeeeeieeeeeeeeeeee e ettt e ettt e et a e et e e e sasteaeaasaeaeesseaaeasssaaeaasseasassesansassassssnssasasssanannns 8
“AT @ GlANCE” OVEIVIEW ..eeriiiiiiiiiiinrreiiiiiiisssssseesiisssssssssssssssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 9
“BOOK @ THIP” OVEIVIEW ...cciiiiiiiiiiiiiiiieiiiiiieissseseeseeessssesssssse s e s ses s s e sseseseseeeesessesesesassesesseseeseeeeeeeeeeeeeseeseeeeeeeeeseeeeeeeeeeeeeeeeeeeeeeseesessesseesnnns 11
“BOOK AN OCCASIONAI THIP” OVEIVIEW ....eeeeeeeeeeeeee e eeeetteeae e e e ettt e e e e e e ettt a e e e e e ettt aeaaaeaasatsasaaaaeaasstsaseaaaeaasasssssasaaeeasssssssesaaaeasases 12
“BOOK G REGUIGK TIiD” QVEIVICW ...t ettt e e ettt e e e e e e ettt a e e e e e et sa s e aaaeaasstsasaaaseaasastsaseaaseeassssssenasesasssssssesaaaeassses 18
“IVIY THIPS” OVEIVIEW .eiiiiiiiiiiiiiiiiiiiiiiiiiiniiiisssssessssessesesssssssssssssssssssssssssssssssesssesssessesssesessssssssesssseeeseeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeemeeemnn 24
B I o300 T T S0 L= PP PPPPPS 26
My Trip “Add INTerrUPtioNS” OVEIVIEW . ..cciiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 27
My Trip “Add INTerrUPtioNS” OVEIVIEW . ...ciiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiesisisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 28
“My Profile and SEtHINGS” OVEIVIEW .....ccciiiiiiiiiiiiiiiiiiiiiiiniiisisesssssssssesssesssesseseessssesseaeseeeseeseeseeeeseeseeseeeeeeeseeeeeeeeeeeeseseeeeseeeseeeseesessassanns 30
Edit COMMUNICATION PIEFEIEINCES..........eeeeeeeeeeeieeeee e eeeeeeeeee e e e e ettt e e e e e et e ettt eeaeeasa st s e aaeeaaassssaaaaeeaassssesaaaseaassssssaaaseeasssssssesaaeaesanses 31
“IMY AdAresses” (FAVOIItES) OVEIVIEW .......ccccceeerieiiiiessseeeriesiesssssnseesssssssssssnssssssssssssssnsessssssssssssnsessssssssssssnsesssssssssssnnseessssssssssnnnasssssss 33
Yo Lo o WA =2V oo oY g (= o Lo Lol PRSPPI 34
How t0 BOOK @an OcCCasioNal TriP:.ccciiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisisiisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 35
(0 otolo K30 Yo 1o 1 @ 1= |V SRS 35
(0 otolo K3 loY g Lo 1N aTo 1 I Lo I I |« SRS 37
(0 otolo Ky To Yo Lo 1N 1Y 1V I [ < USRS 39
HOW 0 BOOK @ REBUIAE TriP: i iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 41
REGUIGE: ONE WY ...coooaiaeeee et ettt e e e e e ettt e e e e e ettt e e e e e e s e tts s e s aaeeaasssssesaaaaeaasasssesaaaeeaasssssassaaaeaasassssssaaseeasssssssesaaeeesases 41
Lo TV o 2 (o1 [ Lo I g < PSPPI 44
REGUIGE: IMIUIEI T .eveeeeeeeeeeee ettt e ettt e e e e ettt e e e e e ettt b e e e eeesaatts s e s aaaeeasssssesaaaaeaasasssesaaaesaaasssasaaaseaasasssasaaaseeassssssssaaeassases 47
HOW 0 CaNCI @ THP cooiiiiiiiiiiiiiiiiiiiiiiiiiiiiisiisisisisssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 50
LA LA VO Lol | [=To I g Xy SRS 50
How to Add a Trip Interruption t0 @ REZUIAE THIP iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisnnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssans 51
How to Add, Edit, Or Delete @ FAVOIte AGArESS.....ccccieireeuiirrreniirrreniereensieseesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnsssses 52
TrOUDIESNOOTING ....eueii s ssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssnnsnnnnnns 53
Waitlisted Trips (NO SOIULION FOUNG).............ueeeeeeeeeeeee ettt e ettt e e ettt e e ettt e e e ettt s e e et e s e eaass e e e e atsaaeaaseaeasssaaeastesaeasssesensses 53
Lo TR AV Lo @) 1] o] =2 (= TP UPUPN 54
GlOSSAIY ceeeeeeennnnnnnnenneeennneeenneeeeeesssesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnns 55
CTJA Trip Booking User Manual Page 2

Calgary Transit Access



How to Create a myID Account

In order to book trips through online CTA Trip Booking, you will need to either:
1. Have a preexisting myID account.
2. Create a myID account.
(1) If you already have a preexisting myID account, you will need to register your account with CTA Trip
Booking; skip to “Register for Calgary Transit Access Trip Booking” on page 6.

(2) If you do not have a myID account, follow the steps below for help creating one:

How to Register for a myID Account:

1. Go to www.calgary.ca.

2. Scroll to the bottom of the page and click “myID” under Other City of Calgary websites.

e Note: This is the myID login page, we recommend bookmarking this page as this is where you

will login to book trips through CTA Trip Booking.

3. Select “Create a myID account”

Calgary |#8

myID sign up or sign in

myID

Sign in with social media New to mylD?

nopoRo

Learn more

e mylD personal accounts

Sign in with your mylD account

e mylD business accounts

Username (required
(req ) Create a mylD account

The user ID and/or password you have entered is invalid or blank. Please try again.

Password (required)

The user ID and/or password you have entered is invalid or blank. Please try again.

FIG 1: myID sign up or sign in.
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4. Enter all the required information as indicated on the form:

First name (required)

John

e Note: myID will require you to validate your email e neme beired)

Doe

with a “One time passcode”, please make sure the Email address (required)

your_email@email.com

email you entered is correct and accessible.

Confirm email address (required)

your_email@email.com

Username (required)

e If you receive an error code for the username e ——
entered reading “Username is not valid or has been | ]

New password

claimed by another user...” please re-enter avalid ...

username until you receive the confirmation

“Username is available”.

5. Read and agree to the “Terms of Use” and “Privacy
FIG 2: myID sign up; New account form.

Policy”.

e Check the box once completed.

6. Check the box and follow the prompts to confirm

™
\/I‘mnolarobot -
“I'm not a robot”. e
7. Review the information for any errors then: FIG 3: myID; Sign-up; New account form > “I'm not a robot/create account”.

e Select “Create” to submit your myID account.

8. A “VERIFY E-MAIL” window will pop up; this indicates you have successfully signed up for a myID

account.

< Signin

A VERIFY E-MAIL

We have sent a message to your new mylD account e-mail address (madison.woodhead@calgary.ca) containing a validation code. Enter the validation code from the message into the form below to complete myID account
registration.

One time passcode

FIG 4: myID; Sign-up; New account; Verify Email; One time passcode verification.
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9. Check your email for the “One time passcode”:

e This will be called the “Validation Code” in your email:

The City of Calgary — mylID - Verify new account e-mail address

: Repl
mylID@services.calgary.ca € Reply
To ©

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear mylD User,

You have initiated the process of creating your a new City of Calgary myID accour

| To complete this process, please enter the below validation code on myID to verify A VERIFY E-MAIL
Validation Code: )
We have sent a message to your new m
€0001fb64c registration.

Please note that this code will only work in the web page displayed immediately af

If you no longer haveaccess to that web page, please start with new account regi
One time passcode

e0001fb64c

Thanks,

The City of Calgary

) | Submit Cancel

FIG 5: Your email; Validation code.

10. Copy the “Validation Code”.

FIG 6: myID; Sign-up; New account; Verify Email; One time

passcode verification entry.

11. Return to the myID window to paste it into the “One time passcode” section.

12. Select “Submit” to finalize your myID account.

You have now successfully created and verified your myID account, proceed to registering your

account with CTA Trip Booking.

CTA Trip Booking User Manual Page 5
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Register Your myID Account with CTA Trip Booking

Register your myID account with CTA Trip Booking so you can start booking trips online. Follow the steps

below if you already have a myID account:

How to Register Your myID Account with CTA Trip Booking:

1. Once you are logged in, you will see the “myID dashboard”:

myID Hello. Username # Dashboard 82 Services & Account ® Sign out

Calgary |#8

Username’s dashboard

+ %

Get your personalized information Open a service

Add multiple services to get your information in one spot. Direct links to all myID-related services

This can include information from: Animal Licences, Fair Entry Applications , and more... Personalized informatjgi¥ can't be added to mylD for every service (yet). But you can still get
access tg&ach one here - and you'll already be signed in through myID.

Setup your mylD account N N
I)élr services I | Account settings |

FIG 7: myID; Logged into myID account; Usernames dashboard > Open g4ervice.

2. Click on the “Open a service” box.

myID Service Links

3. “mylD Service Links” page:

Follow any of the links below to services to access a service.

As long as you have an account, using myID means you'll automatically be signed in!

4. Select “Transportation” from the
. . Jump to a service category:
service category list. e General services

#-M;w

¢ Building, planning and business

e orscroll down to the e Social programs and services
. . o Animal services
“Transportation” section. o Parks and recreation

e Taxes and property assessments
e Calgary Public Library

FIG 8: myID; Logged into myID account; myID Service Links > Transportation.
CTA Trip Booking User Manual Page 6
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5. Locate “Transit Access Trip Booking” from the list of services:

Transportation

LT
Rt N

Calgary Transit(CT) Right-of-way Management Roads ePermits Roads Notifications Street Light Outage

Reserved Parking Reporting
© More details © More details © More details © More details © More details

° a4 P ] 2
e - ~. 7z .
# Transit Access Trip Booking Transit eStore

Requires a linked account

© More detalls

FIG 9: myID; Logged into myID account; myID Service Links; Transportation > Transit Access Trip Booking.
6. Select the “Transit Access Trip Booking” heading:
e You will be prompted to create a link between your myID account and your Calgary Transit
Access Trip Booking account.

¢ You will only need to complete this connection once.

7. Enter your Calgary Transit Access customer “registration number”, followed by your Calgary

Transit Access “PIN number”

Enter registration number

8’ SeIeCt ”Smeit”-' Enter your registration numk
e A message will appear in a green box indicating your account has been
Enter PIN
linked successfully.
9. Select “Go to Transit Access Trip Booking” to complete the process: cﬂ@ o

e It may take a few seconds to load, but eventually you will be brought to . , A
FIG 10: Transit Access Trip Booking

the “At a Glance” homepage: mylD login > Submit.
CTA Trip Booking

Transit Access

At a Glance Book a Trip My Trips Regular Trips Trip History e TripBooking TEST - 134... v

At a Glance
FIG 11: CTA Trip Booking; At a Glance (Homepage).

Note: we recommend bookmarking this page for future logins.
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How to Login to CTA Trip Booking Account

If your myID account has been successfully registered with CTA Trip Booking, proceed with the
following login steps below. Otherwise, review the steps above on “How to Create a myID Account” and

“Register Your myID Account with CTA Trip Booking”.

How to Login to Your CTA Trip Booking Account:

10. Go to www.calgary.ca

11. Scroll to the bottom of the page and click “myID".

12. Login to your myID account.

13. Select “Open a service” .

14. Select “Transportation” from the service category list.

15. Select “Transit Access Trip Booking” .

You will be brought directly to your “At a Glance” homepage on the CTA Trip Booking site.

Note: we recommend bookmarking this page for future logins.

CTA Trip Booking User Manual Page 8
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“At a Glance” Overview

The “At a Glance” homepage shows your overview of trips for today and tomorrow.

Calgary |# CTA Trip Booking n

At a Glance Book a Trip My Trips Regular Trips Trip History

e TripBooking TEST - 134... v

At a Glance a

=
e Today Monday, July 10, 2023 v
No trips planned
e Tomorrow Tuesday, July 11, 2023
n Outbound trip & scheduled
Requested arrival: 0
Home - 123 100 RIVERSIDE ME SE, CALGARY
6:00 AM
e Pick-up time between: O
6:00 AM - 6:20 AM
CITY HALL - 800 MACLEOD TR SE, CALGARY
‘ [™) occasionAL |
View Details ‘ Z Modify v ‘ * cancel Trip
Return trip Q Scheduled

Requested departure:
8:00 AM

Pick-up time between:
8:00 AM - 8:20 AM

(%) occasiona

CITY HALL - 800 MACLEOD TR SE, CALGARY

Home - 123 100 RIVERSIDE ME SE, CALGARY

View Details /' Modify v X cancel Trip

CTA Trip Booking Help

Calgary Transit Access:
403-537-7777, option 7

8:30 a.m. - 4:30 p.m.
weekdays (closed holidays)

Email Calgary Transit Access Info

Terms & Conditions  Accessibility

View all upcoming trips

Calgary Transit Accessible Transit

News
Events
Careers

About Us

Park & Ride
Plans & Projects
311 Online Services

Developer Resources

Copyright © 2017 Calgary Transit. All rights reserved.

FIG 12: CTA Trip booking; At a Glance (Homepage).

CTA Trip Booking User Manual
Calgary Transit Access

Page9



n Customer Account — This tab shows the customer’s name and customer ID number. This is also

where you can access “My Profile and Settings”, “My Trip”, "My Addresses”, and “Logout”.
a Print - The “At a Glance” page can be printed or saved to your computer in PDF format.

Trip Dates — Trip dates will show for “today” and “tomorrow” . To view more scheduled dates/trips,

select “View all upcoming trips” at the bottom of the “At a Glance” page.
n Trip Booking Details:

© Trip Times - Shows the “Requested arrival” or “Requested departure”time of trip, and the
“Pick-up time between” window: you should be ready to be picked up at the beginning of
this window.
(@ Occasional - This indicates whether this is an “Occasional” trip or “Regular” trip.
e See page 11 for more details on “Occasional” and “Regular” trips.
@ Pick-upand Drop-off Locations — The first (top) address is where you'll be picked up from,
and second (bottom) address is where you'll be dropped off at.

@ Trip Status — “Scheduled” with a green check mark means the trip is booked.

(o)

View Details - This will allow you to view more details of your scheduled trip.

() Modify — The “Modify” option allows you to “Modify Trip Request” or “Modify Contact
Info and Instructions Only”. Note: The deadline for making changes to a scheduled trip is at
11:59 p.m., the day before the trip is scheduled.

© cancel Trip — Cancel your trip at least two hours before the start of the pick-up window to

avoid a late cancellation.

B CTA Web Footer - This allows you to access the CTA Trip Booking Help link, shows the CTA
Customer Servicer phone number and hours, CTA email, and links to Calgary Transit pages. The footer

is on the bottom of every page.

CTA Trip Booking User Manual Page 10
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“Book a Trip” Overview

The “Book a Trip” page allows you to “Book an Occasional Trip” or “Book a Regular Trip”. See

descriptions below.

CTA Trip Booking

Transit Access

At a Glance Book a Trip My Trips Regular Trips Trip History e TripBooking TEST - 134... v

Book a Trip

Select a booking option:

Book an Occasional Trip Book a Regular Trip

This option lets you beok recurring trips. These
trips can be for specific days of the week or can
have various recurrences. They can be one way
trips, return trips or multi-stop trips.

Occasional Trip Regular Trip

This option lets you book a trip that will happen
only once. This can be a one way trip, a return trip
or a multi-stop trip.

CTA Trip Booking Help Calgary Transit Accessible Transit

Calgary Transit Access: News Park & Ride

403-537-7777, option 7 Events Plans & Projects

8:30 a.m. - 4:30 p.m.

Careers 311 Online Services
weekdays (closed holidays)

About Us Developer Resources
Email Calgary Transit Access Info

Terms & Conditions  Accessibility Copyright © 2017 Calgary Transit. All rights reserved.

FIG 13: CTA Trip booking; Book a Trip.

n Book an Occasional Trip - This option lets you book a trip that will happen only once. This can be

a one-way trip, a return trip, or a multi-stop trip.

a Book a Regular Trip — This option allows you to book recurring trips. These trips can be for specific
days of the week or can have various recurrences. They can be one-way trips, return trips or multi-

stop trips.

CTA Trip Booking User Manual Page 11
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“Book an Occasional Trip” Overview

An “Occasional Trip”is a trip booking that will only occur once. This overview section will explain the
different features and functions for booking an “Occasional Trip”. For step-by-step instructions for how to

book an Occasional: One Way, Round Trip, and Multi Trip; please see pages 35 — 40.

Book a Trip

n m Round Trip Multi Trip

Q Specify an origin and a destination:

[@ Home - 123 100 RIVERSIDE ME SE, CALGARY ] 0

(a)
a [ CITY HALL - 800 MACLEOD TR SE, CALGARY 0 ] [I]
Tl Reverse 0

Show on Map

From: Home - 123 100 RIVERSIDE ME SE. CALGARY
To: CITY HALL - 800 MACLEOD TR SE, CALGARY

= Outbound

Date and Time

Eo Service hours are from 6:00 AM to 11:59 PM. ]
[ O  Tuesday, july 18,2023 El]
[ G Arrive By v] [ 06 v : 00 ~ @ PM O]

Riding Options

e 0 Additional Passengers o No assistive device o

C] Companion

@ 0 Passenger Assistive Device(s)

Add devices: | Choose a device to add v [+

Search Trip B

FIG 14: CTA Trip booking; Book a Trip; Occasional Trip; One Way Trip.

CTA Trip Booking User Manual Page 12
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n Trip Request — One Way/Round Trip/Multi Trip — This indicates what type of trip you are requesting.

A “One-Way Trip”is from an origin to a destination.

a Origin and Destination Address Section:
(&) © “A” Origin - The location you will start from. Your pick-up address.

(® “B” Destination - The location you are requesting to go to. Your drop-off address.

O O Favorites - Saved addresses that you frequent.

£ @ History - This is a list of the last ten recent locations that you have entered into Trip Booking.
X @ “X" - Clear/delete the address entered.

0o Map - Find the address you're looking for on a map.

1. € Reverse - Switch your pick-up location (A) with your drop-off location (B).

Show on Map - Once both Origin (A) and Destination (B) addresses are entered, you may view the

locations of “A” and “B” on a map.

e To close the map, select (hide map) located at the bottom of the map.

n Outbound or Return Trip Details:

Service Hours — Calgary Transit Access hours of service.
Date - Select the date of your desired travel.

Arrive By or Depart At — Book a trip by either your desired arrival time or departure time.

@ 0 60

Time - Select time of desired travel. This will be your tentative arrival or departure time

depending on what was selected in section.

(o)

Additional Passengers - If travelling with another person, check the “Companion” box.

Assistive Device - Please indicate any assistive devices here.

e Usethe '+ (add)icon to add more than one device.

B Search Trip — Once all the information is entered, please review to confirm everything is correct, then

proceed to “Search Trip”to continue to “Review Occasional Trip Request” page.

CTA Trip Booking User Manual Page 13
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Round Trip & Multi Trip Specifics

Below are details that are specific to “Round Trip” and “Multi Trip”; please see the “Occasional Trip

Overview” section for general booking assistance.

Round Trip:

. From: CITY HALL - 800 MACLEOD TR 5§
Book a Trip Ta:  Home - 123 100 RIVERSIDE ME 58

Date and Time

¢©) Same as outbound trip - Leave

box checked if “Rider Options” are

Service hours are from 6:00 AM to 11:55 PM

ey oy 14, 2025 - the same for your as “Outbound”
Depart Ar = 05 - 00 - Pl o . ya . .
— : © and/or “Trip 1” rider option details.
Date and Time Date and Time —4 Riding Options
d .j ik & AR T | Same as outhound trip 9:]
sy = [ | [ - @ - s SRER -1 e 0 Additional Passengers L] NOteZ In ”MU/ﬁ Tl'l;D”thIS |S

—— ) No accompanying passengers

B some sz oo 0 Assistive Device(s) .
No assistive device named: “Same as Trip #1”

o 0 Passenger Assistive Device{s)
No assistive device

FIG 15: CTA Trip Booking; Book a Trip; Occasional Trip; Round Trip.

Multi Trip:
Book a Trip
a Trip 1, Trip 2 etc. — Click these headings to
expand the itinerary for that trip, the €9
(expand) icon indicates the current trip itinerary %" (2)
. (B) CALGARY TOWER - 115 5 AV SE EAST DOGRS EAST OF CENTRE ST, CALGARY X
you are looking at:
€© Delete - Delete a trip by clicking the 6
(delete) icon. ST —
uesday, July 18, 2023 =)
Departhr = OF = . OO = o =
e Note: The trip itinerary details must be iy

e

expanded for the delete icon to appear.

Add Another Trip - Click the “Add Another | |

Trlp button to add to your trlp Itmerary' FIG 16: CTA Trip booking; Book a Trip; Occasional Trip; Multi Trip.

CTA Trip Booking User Manual Page 14
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Review Occasional Trip Request Overview

Review Occasional Trip Request

Please confirm your trip orjmodify your request
-

\ Show on map \

=+ OneWay

Date
Tuesday, July 18, 2023

Requested arrival:
6:00 AM

Approx. duration:
0h23

Pick-up time between:
6:00 AM - 6:20 AM

No solution was found at the requested time for this trip, a solution using an alternate time was found. )
o Requested time: Arrive by 6:00 AM
@  Suggested time: Arrive between 6:20 AM - 6:40 AM
O Accept the alternate time for this trip
O Keep my initial requested times - Add all trips on the waiting list /

Pick-up time between: 6:00 AM - 6:20 AM
Home - 123 100 RIVERSIDE ME SE, CALGARY

e Drop-off by: 6:40 AM
CITY HALL - 800 MACLEOD TR SE, CALGARY

| B ===8)

FIG 17: CTA Trip Booking; Occasional Trip; One Way Trip; Review Occasional Trip Request.

n Trip Details — Review all information pertaining to your trip itinerary.

© No Solution Found - If the requested trip time is unavailable, an alternative “suggested time”
may be shown. You can either:

e “Accept the alternative time for this trip”, or “keep my initial requested times”

and be placed on a waiting list.

a Show on Map - Visually review your trip addresses (“A” & “B") in the map view:

¢ Note: Close map view by clicking the 3; ' (close window) icon in the top left corner.

Modify Request - If modifications to your trip are required, select either “Modlify Request” or

“modify my request” to make changes to your itinerary before continuing.
n Cancel - Cancel your current trip request.

B Continue - If everything is correct, “Continue” to complete your trip request.

CTA Trip Booking User Manual Page 15
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Complete Your Occasional Trip Request

Complete your occasional trip request

Please review the following informations before submitting your request.

From To

Home - 123 100 RIVERSIDE ME SE, CALGA... CITY HALL - 80O MACLEOD TR SE, CALGAR...
PRI O Pick-up Instructions (Building Type and Drop-off Instructions (Building Type and
Tuesday, jUIy 18, 2023 Entrance 0ol OQptonal Entrance Omy) Op[,lonﬂf

3 Phone Optional

403-123-4567

Riding Options

Requested arrival: Front door
6:00 AM

e Additional Passengers: N
None before your pick-up.

e Passenger assistive devices:
None

@ Assistive devices:
None

[n Cancel Submit Request B]

FIG 18: CTA Trip Booking; Book a Trip; Occasional Trip; One Way Trip; Complete Your Occasional

n Pick-up and Drop-off Instructions - (optional) Leave specific instruction for “Pick-up” and “Drop-
off”. Keep them short and concise, for example: “front door”.
¢ Note: instructions are only available for non-landmark locations. Landmark locations
will have predesignated pick-up/drop-off areas.
a Phone Number - (optional) Leave a phone number to be notified before your pick-up time.
Back - Return back to the “Review Occasional Trip Request” page.

n Cancel - “Cancel” booking your trip.

Submit Request — Review all information, then select “Submit Request” to continue booking.

CTA Trip Booking User Manual Page 16
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Your Occasional Trip Has Been Booked Successfully

Your trip has been booked successfully!

| n { Send trip details by email I
Book another trip a j

Your trips will be visible in "My To get more information and view
trips' page your trip detail

Go to my trips Go to trip details

FIG 19: CTA Trip Booking; Book a Trip; Occasional Trip; One Way Trip; Complete Your Occasional Trip

n Email Your Trip Details — Email yourself your trip details.
a Book Another Trip — Need to book another occasional trip? Click here.
My Trips - Click here to view all your scheduled trips on the “My Trips” page.

n Trip Details - Click here to view your “Trip Details”.
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“Book a Regular Trip” Overview

A “Regular Trip”is a recurring trip that you can schedule to repeat on select days of the week, weekly

or monthly. This overview section will explain the different features and functions for booking a

“Regular Trip". For step-by-step instructions on how to book a Regular: One Way, Round Trip, and Multi

Trip, see pages 41 — 49.

Plan Regular Trip

n Round Trip Multi Trip

Q Specify an origin and a destination:

Haome -
a von

123 100 RIVEREIDE ME 5E, CALGARY x

M Reverse

Arrive By = 06 = ;| 00 - @ FM

B Time Period & Frequency

From: Home - 123 100 RIVERSIDE ME SE, CALGARY

= Outbound o

Date and Time

Service hours are from 6:00 AM to 12:00 AM

Riding Options

e 0 Additional Passengers No assistive device

O companion
@ 0 Passenger Assistive Device(s)

Add devices: | Choose a device to add - |

Start date: Repeat on:

Sunday, July 23, 2023 H MON TUE WED THU FRI  SAT SUN

End date:
Repeat evel 1 = |week(s)
[ (b) E!J [ N o]

[D Fresarve service during holidays ]

o -

| ©® Notripcan occur during the chosen period. You must either extend the period or define a different repetition

a Search Trip

FIG 20: CTA Trip booking; Book a Trip; Regular Trip; Plan a Regular Trip.
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n Trip Request — One Way/Round Trip/Multi Trip — This indicates what type of trip you are requesting. A
“One-Way Trip”is from an origin to a destination. A “Round Trip” is from an origin to a destination, then

back to the origin. A “Multi Trip” is three or more trips in one day.

a Origin and Destination Address Section - See pages 12 — 13 if clarification is needed.

Outbound or Return Trip Details:

Service Hours - The Calgary Transit Access hours of service.

Arrive By or Depart At — Book trip by either your desired arrival time or departure time.

Time - Select time of desired travel. This will be your tentative arrival or departure time depending
on what was selected.

Additional Passengers - If travelling with another person, check the “Companion” box.
Assistive Device - please indicated any “Assistive Devices” here:

e Usethe '+ (add) to add more than one device.

n Time Period & Frequency:

@ Start Date - Select the starting date for your regular trip.
(@ End Date - Option to select the end date, or “Never” for your regular trip.

© Weekly/Monthly — Select to schedule your recurring trip(s) to happen on a “Weekly” basis, or
“Monthly” basis:
e See page 20 for more details for the “Weekly” and “Monthly” frequency setting.
(d) Repeat On - Select the days (Monday — Sunday) of the week for your recurring trip.

(o]

Repeat Every __ Week- Repeat your trip every one, two, three, or four weeks.
O Preserve Service During Holidays — Check this box if you require your recurring trip(s) to preserve

their schedule on holidays. If left unchecked, trips will be paused on holidays.

B Search Trip — Once all the information is entered, please review to confirm everything is correct, then

proceed to “Search Trip”to continue to the “Review Regular Trip Request” page.
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Time Period & Frequency: Weekly

Select the “Weekly” frequency
to schedule multiple days, or
a single day to recur on a

weekly basis.

B Time Period & Frequency

Start date: Repeat on:
sunday, July 23, 2023 | MON TUE WED THU FRI  SAT SUN

I
- 0 = D Frezerve sarvics during holidays

Monthhy

o

Preserve service during holidays

| @ Notrip can occur during the chosen period. You must either extend the period or define a different repetition

FIG 21: CTA Trip booking; Book a Trip; Regular Trip; Round Trip; Time Period & Frequency: Weekly

@ Select the days of the week you would like to schedule your recurring trip(s).

© Select whether you would like to repea

t this schedule:

e Every week (1), two weeks (2), three weeks (3), or every four weeks (4).

© Check the “Preserve service during holidays” box if you wish for service to not be disrupted on holidays.

Time Period & Frequency: Monthly

B Time Period & Frequency

Select the “Monthly”

Start date:

(2]

frequency to schedule one Sunday, July 23, 2023 @)
day per month as your =nd dete
y p y 0 MNever E ) ] ]
recurrmg trlp. Preserve service during holidays
60 - CEZED J
| @ The first occurrence will be on Sunday, July 23, 2023

FIG 22: CTA Trip Booking; Book a Trip; Regular Trip; Round Trip; Time Period & Frequency: Monthly

© select the day of the week you would like to schedule your recurring trip(s).

© Select to schedule this trip to occur:

e Every first, second, third, fourth, or last selected day of the month.

O Check the “Preserve service during holidays” box if you wish for service to not be disrupted on holidays.

CTA Trip Booking User Manual
Calgary Transit Access

Page 20



Review Regular Trip Request Overview

Review Regular Trip Request

Please confirm your trip or modify your request

Start date End date Repeat . Holidays
n 5 2023-08-30 &) Never & Wegne;day(Weekly) @ \nterrup¥;erviceduring holidays

=+ Outbound trip a ( Showonmap ) + Return trip ( Showonmap )
Requested arrival: 9:00 AM Requested departure: 12:00 PM
Approx. duration: 0h18 Approx. duration: 0h22
o Pick-up time between: 8:05 AM - 8:25 AM o Pick-up time between: 12:00 PM - 12:20 PM
Home - 123 100 RIVERSIDE ME SE, CALGARY CHINOOK CARE CENTRE - 1261 GLENMORE TR SW MAIN

DOORS, CALGARY

Drop-off by: 9:00 AM
9 CHINOOK CARE CENTRE - 1261 GLENMORE TR SW MAIN 9 Drop-off before: 12:40 PM
DOORS, CALGARY Home - 123 100 RIVERSIDE ME SE, CALGARY

< Modify Request Continue B

FIG 23: CTA Trip booking; Regular Trip; Round Trip; Review Your Regular Trip Booking.

n Frequency Details — Review the start date, end date, repeat frequency, and holiday settings.
a Trip Details — Review the details for your outbound and return trips.
© Show on map: Visually review your trip addresses (“A” & “B") entered in map view

¢ Note: Close map view by clicking the 3t (close window) icon in the top left corner.

Modify Request - If you want to modify your request, select either “Modlify Request” or “modify

my request” to make changes to your itinerary before continuing.
n Cancel - Cancel your current trip request.

B Continue - If everything is correct, “Continue” sending your trip request.
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Complete Your Regular Trip Booking

Complete your regular trip request

Please review the following informations before submitting your request.

From To

. i (=]
OUtbound trlp Home - 123 100 RIVERSIDE ME SE, CALGA... QITY HALL - 800 MACLEOD TR SE, CALGAR...

Entrance Only) Optional Entrance Only) Optional

Requested arrival: E:O(IAMn O Pick-up Instructions (Building Type and o Drop-off Instructions (Building Type and

Front door

Riding Options

e Additional Passengers e Phone Oprional

None
03-809-2506
e Passenger assistive devices: 403-809-2506
None This phone number will be used to natify

you before your pick-up.

@ Assistive devices

5 PT Harness

N From To
-
Return tri p CITY HALL - 800 MACLEOD TR SE, CALGAR... Home - 123 100 RIVERSIDE ME SE, CALGA...
Requested departure: 2:00 AM o Pick-up Instructions (Building Type and o Drop-off Instructions (Building Type and
Entrance Only) Optional Entrance Only) Optional
Front door

Riding Options

e Additional Passengers e Phone Optional

None
e Passenger assistive devices: 403-808-2508
None This phone number will be used to notify

you before your pick-up. )
@ Assistive devices
5 PT Harness

I
CE === B
L 3 )

FIG 24: CTA Trip booking; Regular Trip; Round Trip; Complete Your Regular Trip Request.

n Pick-up and Drop-off Instructions - (optional) Leave specific instruction for “Pick-up” and “Drop-
off”. Keep them short and concise, example: “front door”.
e Note: instructions are only available for non-landmark locations. Landmark locations
will have predesignated pick-up/drop-off areas.
a Phone Number —(optional) Leave a phone number to be notified before your pick-up time.

Back - Return back to the “Review Occasional Trip Request” page.

Cancel - Cancel your trip booking request.
Submit Request - Review all information, then continue by clicking “Submit Request”.
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Regular Request Booked Successfully

This page indicates your “Regular” (recurring) trip has successfully been booked. For further help on “How to

Book a Regular Trip” that includes “One Way”, “Round Trip”, and “Multi Trip”, see page 41 of this manual.

Regular request booked successfully!

[n B Send trip details by email
Book another trip a ]

‘Your trip details are available on To get more information and view
the Regular Trips page your regular trip details
Go to my regular trips Go to regular trip details

FIG 25: CTA Trip booking; Regular Trip; Round Trip; Regular Trip Booked Successfully.

Send Trip Details by Email — Email yourself your trip details.

Book Another Trip — Need to book another occasional trip? Click here.
Go To My Regular Trips - Click here to view all your scheduled trips on the “My Trips” page.

n Go To Regular Trip Details - Click here to view the details of your trip booking.

CTA Trip Booking User Manual Page 23
Calgary Transit Access



“My Trips” Overview

The “My Trips” page is similar to the “At @ Glance” page but with more features and settings. You can view
your trip history, show cancelled trips, schedule a regular trip interruption, or email yourself your trip schedule.
This overview section will give you a broad generalization of the different features and functions for the “My

Trips” page.

My Trips

o (d) ()

Q O show cancelled trips ™ Interrupt Regular Trips & ||

©

View Trip History

b

a e Wednesday, July 19, 2023
Mo trips planned
o Thursday, July 20, 2023 ~ A
Mo trips planned

e Friday, July 21, 2023 ~

B Outbound trip [ (d) QScheduled]

e Requested arrival:
9:00 AM o Home - 123 100 RIVERSIDE ME SE, CALGARY
Pick-up time between:
7:45 AM - B:05 AM

CITY HALL - 800 MACLEOD TR SE, CALGARY

(© [ owom ] )

( Y4

o | © o

View Details u 2 Modify ~ M’ cancel Trip

Return trip & scheduled

Requested departure:

10:00 AM CITY HALL - 800 MACLEOD TR SE, CALGARY

Fick-up time between:

10:00 AM - 10:20 AM

] occasional

Home - 123 100 RIVERSIDE ME 5E, CALGARY

View Details H & Modify ~ || ¥ cCancel Trip

FIG 26: CTA Trip Booking; My Trips.
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n My Trip:

View Trip History — Click here to view your previous trip history.
Show Cancelled Trips — Check the box to view trips you have cancelled.
Interrupt Regular Trips — Schedule a temporary interruption (pause) on a regular trip.

Print — Print your upcoming trips.

00 06 0

Email - Email your next upcoming trips.

a Trip Dates — Show trip information for your upcoming trips.
Trip Details:

Trip Times - Shows the “Requested arrival” or “Requested departure” time of trip, and the
“Pick-up time between” window: you should be ready to be picked up at the beginning of
this window.
Occasional - Indicates whether the trip is “Occasional” or “Regular”.

e See page 11 for more details on “Occasional” and “Regular” trips.
Pick-up and Drop-off Locations — The first (top) address is where you'll be picked up from,
and second (bottom) address is where you'll be dropped off at.
Trip Status — “Scheduled” with a green check mark means the trip is booked.
View Details — View the details for the selected trip.
Modify - Allows you to “Modlify Trip Request” or “Modify Contact Info and Instructions
Only”. Note: The deadline for editing a trip is at 11:59 p.m. the day before your scheduled trip.
Cancel Trip — Cancel your trip at least two hours before the start of the pick-up window to

avoid a late cancellation.
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“Trip Details” Overview

Trip Details

Tuesday, August 29, 2023

B (0]

STATUS

& scheduled e

REQUEST TYPE:

REQUESTED ARRIVAL:

6:00 AM a

PICK-UP TIME BETWEEN:
6:00 AM - 6:20 AM

Duration:

0h17

4-A

#+ Outbound trip

sa0am (B)

(d)

Trip identifier:

- . Passenger assistive
Assistive devices: e

@ devices:
MNone

MNan=

Additional Passengers: o

None

Itinerary Detail

Pick-up time between: 6:00 AM - 6:20 AM

0 6004 (A) |i5rme 123 100 RIVERSIDE ME S CALGARY AB T2€ 3X9

Report 3 lste vehicle.

Drop-off by: 6:40 AM

CITY HALL - 800 MACLEOD TR SE CALGARY AB T2G 2M3

[ O | /" Modify Trip Request

QI‘-}KC[J-’\ Calgary

RENNCE S
Island|Park: o |
e s L =

Rty B

Map

DOWNTEWN

Calgary, che'
t Calgary O
A 5

3 ave 51 (8}
RADISSO
1. Calgary (¢ S o
BEL” SO T L Pearcel |
0 Mg Cane W £ Estate Park:
Scotiabank Saddledome \
LOWER i \
© MOUNT ROYAL @ | 3 {1]
2 INGLEWDOD gy s0)
mission | CrosSoads Ma'kele o Q
| Inglewond
Wildiands

2 pig umplics

ot BESW [z] DOVER
&h, Stanley Park pugen Tried
FELADYA ALYTH/ E ¥ @
) 0 7 druek Stop!
F BONNYBROOY) Roadking Truek Stof
Sandy, MANCHESTE
e Park:

BT of Tans MANCHESTER

f VALLEYFIELD 50 A 5
o,

INDUSTRIAL
%
BECE MILLICAN
MEADOWLARK ESTATES
FARK Q The Home Dapot
e
il-Haspital {3} - m e %&'
] L CcPR
70 Avs SW Gosten \‘Jf}.’;lnﬂ:\lc‘@ LYNNWOOD ﬂ;
TRT Superiarkel
KINGSLAND
k& serfoat Sidge

£ & FAIRVIEW Dearfa csio asoEN A AwsE

IE:‘ IKEA Calgar Q &
& 2alg
£ gary %, )
Huitaga D &V CR ) i
%

HAYSBORO i'-_;a‘ Carburn Park gIVERBEND ‘f L

ACADIA - C: % =

g
i

Italian Centre Shop Lid

Contact Info and Instructions

From

Home - 123 100 RIVERSIDE ME SE, CALGARY, T2C3X9

To
CITY HALL - 800 MACLEOD TR SE, CALGARY, T2G2M3

n[e:o

Pick-up Instructions (Building Type and Entrance Only)
Front door

Drop-off Instructions (Building Type and Entrance Only)
None

XS

Phone

403-809-2506

FIG 27: CTA Trip Booking; Trip Details
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n Trip Details (header):

©

@ 06

My Trips - Select (My Trips) to exit trip details and go to the “My Trips” page.
Modify — Modify your trip: “Modify trip request”, or “Modify contact info and instructions only”.
Print — Print your “Trijp Details”.

Email - Email yourself your “Trijp Details”.

a Trip Details:

©

(b)
()

Trip Status — “Scheduled” with a green check mark means the trip is booked.

e For "Waitlisted” trips, see page 35 for more info.
Trip Type - Indicates whether the trip is “Occasional” or “Regular”.
Trip Times - Shows the “Requested arrival” or “Requested departure” time of trip, and the
“Pick-up time between” (Please be ready to be picked up at the beginning of this window).
Duration/Trip Identifier - “Duration” is the estimated travel time from “A”to “B”. “Trip
identifier” is the assigned number and letter combination that identifies a trip in the system.
Rider Options - This section displays your “Rider Options”. (i.e. Assistive devices, Additional

passenger’s, etc.).

Trip Itinerary:

Trip Details — This section will display: Outbound (or Return), and "A” & "B" addresses.
View On Map - View the locations of “A” & “B"” on a map.

Modify Trip Request — Modify your trip itinerary.

n Contact Info and Instructions:

© Pick-up / Drop-off Instructions — Your personalized pick-up and drop-off instructions.

@ Phone - The number you will be contacted at before your trip.

Modify — Modify your contact information and instructions.
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My Trip “Add Interruptions” Overview

This is an overview of the “My Trip > Interrupt Regular Trip > Add Interruptions” page, where you

can temporarily pause Regular (recurring) trips by adding a trip interruption.

Add Interruption

n £ My Regular Interruptions

Start date: End date:
a wednesday, July 26, 2023 wednesday, July 26, 2023
Trips
[ Select all trips o ] [ 0 Cancel “ e ]
)
o Day From To
Home - 123 100 RIVERSIDE ME SE, CALGARY, CITY HALL - BOO MACLEOD TR SE, CALGARY,
Tuesday
T2C3K9 T2G2M3
CITY HALL - B0O MACLEOD TR SE, CALGARY, Home - 123 100 RIVERSIDE ME SE, CALGARY,
Tuesday
T2G2M3 T2C3K9
Eride Home - 123 100 RIVERSIDE ME SE, CALGARY, CITY HALL - B0OO MACLEOD TR SE, CALGARY,
y T2C3%90 T2G2M3
Eride CITY HALL - B0O MACLEOD TR SE, CALGARY, Home - 123 100 RIVERSIDE ME SE, CALGARY,
y T2G2M3 T203%9
—J
[Reason: Hospital - e ] [ 0 Cancel

FIG 28: CTA Trip booking; Regular Trip; Round Trip; Regular Trip Booked Successfully.

n My Regular Interruptions - View all currently scheduled interruptions.

a Start Date — Select the starting date to view your “Regu/ar” scheduled trips from that date.

End Date - Select the end date to view your “Regu/ar” scheduled trips until that date.
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@ Select all trips — Check this box to select ALL regular scheduled trips between the selected
start and end dates to temporarily be interrupted.

® Select days - Individually check the box(es) to schedule a temporary interruption for a
specific day/trip.

@ Reason - Select the reason for the temporary trip interruption.

@) Cancel - Click here to “Cance/” adding a new trip interruption; you will be redirected to the
“My Regular Interruptions” page.

© Add - Click “Add” to submit the trip interruption.

My Regular Interruptions

0 =i~ )]

From: Reason:
Thursday, July 27, 2023 Hospital

To:
Thursday, July 27, 2023

Trips
Day From To
. Home- CITY HALL - 800 MACLEOD TR SE, CALGARY,
uesday T2G2M3
__ CITYHALL- 800 MACLEOD TR SE, CALGARY, Harme
uesddy  ragoms
- Home CITY HALL - 800 MACLEOD TR SE, CALGARY,
4 T2G2M3
- CITY HALL - 800 MACLEOD TR SE, CALGARY, Harme
Y T2G2M3

v ¥
# Edit ¥ Delere | n]
N -

FIG 29: CTA Trip Booking; My Trips; Add Trip Interruption.

n Add - “Add” another “Trip Interruption”.

a Print — “Print” your current “Trip Interruptions”.
Edit — “£dit” your current “Trip Interruptions”.

n Delete - “Delete” the current “Trip Interruptions”.
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“My Profile and Settings” Overview

The “My Profile and Settings” page includes your “Profile Details” and “Communication Preferences”.
Please note: the “Profile Details” section is based on the information provided to us through Eligibility or

Customer Service; to make any changes to this section you will need to contact Eligibility Services.

Calgary CTA Trip Booking

Transit Access

AtaGlance  BookaTrip  MyTrips  RegularTrips  Trip History B pofile Name - Customer D

e Profile Name - CustomerID A

@ My Profile and Settings

n How to get there:
1. In the top right corner, click on your “profile name - ID #”

@ My Trip Interruptions

© My Addresses
2. From the dropdown menu, select “My Profile and Settings”

Logout

My Profile and Settings

a Profile Details

Name: ] 5 r Receiving Person: Not required
a Birthdate: Saturday, June Assistive devices: None
Mailing address: Accompanying passengers: Companion (1)
Eligibility type: Conditional
Emergency contact: None
Eligibility end date: 2026-06-29

. Communication / Edit |

Home phone: 403-
Cellular phone: 403-
Email: Dcalgary.ca

Notifications

No notification was set up. You can edit your settings to configure your notifications service subscription.

Trip reminders
Upcoming Trip reminder: None

For regular trips: Don't be notified

FIG 30: CTA Trip Booking; My Profile and Settings.
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a Profile Details - The “Profile Details” section includes your personal information. This section

cannot be updated online:

e To update any of this information in the section, please contact Eligibility Services.

Communication - The “Communication” section includes your contact number(s), email address,

and notification preferences. This section can be updated online:

e To edit, select the (edit) button in the top right corner of the block.

Edit Communication Preferences

Edit Communication Preferences

e Home phane: e Cellular phone: O Emiail:

403- 403- @calgary.ca

MNotifications

Vocal
Customer alerts
Subscribe to receive details and updates about your trip requests. This includes trip confirmations, trip cancellations, and ]
information related to service disruptions or delays.
Call ahead 0
Subscribe to receive an alert just before the vehicle arrives at the pick-up location.
Agency messages 0
Subscribe to receive general announcements from the transit agency.
Trip reminders

Vocal

Trip reminders
Subscribe to receive a reminder the day before your trip. For regular requests, be reminded for all trips or only for the first ip. If ]
you modify the request, 8 first-trip reminder will be sent again.

Cance' m

FIG 31: CTA Trip Booking; My Profile and Settings; Communication > Edit; Edit Communication Preferences
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Edit Communication Preferences:

"o

Contact Information - “Home Phone”, “Cellular Phone”, and “Email”

Customer Alerts - Subscribe to receive details and updates about your trip requests. This
includes trip confirmations, trip cancellations, and information related to service disruptions
or delays.

Call Ahead - Subscribe to receive an alert just before the vehicle arrives at the pick-up
location.

Agency Messages — Subscribe to receive general announcements from the transit agency.
Trip Reminders - Subscribe to receive a reminder the day before your trip. For regular
requests, be reminded for all trips or only for the first trip. If you modify the request, a first-

trip reminder will be sent again.

Trip reminders
Subscribe to receive a reminder the day

you modify the request, a first-trip remi

ip. For regular requests, be reminded for all trips ar anly for the first trip. If

be sent again.

Be reminded for upcoming regular trips

@ Only for new or updated

FIG 32: CTA Trip booking; My Profile and Settings; Communication > Edit; Edit Communication Preferences; Trip reminders; Be

reminded for upcoming regular trips > (1) All Trips, (2) Only for new or updated.

Cancel - “Cancel” editing your communication preferences without saving.

Save - “Save” edits made to your communication preferences.
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“My Addresses” (Favorites) Overview

The “My Addresses” page allows you to review, add, edit, and delete your favorite addresses. Favorite saved

addresses allow you to add commonly visited addresses for quick and easy entry when booking a trip.

CTA Trip Booking

Transit Access

AtaGlance  BookaTrip  MyTrips  Regular Trips  Trip History

e Profile Name - Customer ID  +

e Profile Name — Customer ID A

e My Profile and Settings

n How to view your “My Addresses” page:

. o “ o ” @ My Trip Interruptions
1. Top right corner, click on your “profile name - ID #

2. From the dropdown menu, Select “My Addresses” e

My Addresses

[a ‘ < My Profile and Settings ‘

| & You have successfully added this favorite place.

Registered Addresses

n Type: Home Main phone: None

Address: 123 100 RIVERSIDE ME SE, CALGARY Secondary phone: None

Favorite Places

Type: Favorite 1

B Address: CITY HALL - 800 MACLEOD TR SE, CALGARY

Phone: 403-123-4567 ( o Q

I 7 Edit X Delete

< >4

N

FIG 33: CTA Trip Booking; My Profile and Settings; My Addresses

a My Profile and Settings - Click here to go to back to the "My Profile and Settings” page.

Add - Click here to add a new address to your favorite addresses list.

e See page 33 for additional help adding a new favorite place.
Registered Addresses — This is your personal profile information: address, contact number(s), etc.

Favorite Places - This is a list of addresses added to your favorites list.

© Edit - Select “Edit” to update your favorite saved address.

© Delete -Select “Delete” to remove an address from your favorites list.
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Add a New Favorite Place

Have an address that you frequently visit? Add it as a favorite place for quick access when booking your next trip.

Add a Favorite Place

€ My Addresses

g AE W Looko(t Point Y_ S
5 - Map Satellite
s
Type: ,\ - L e b
) . . 2
Favorite 1 - O“alDwa ME”“O“H’D(NW Sunnyside = z I e
- E 5 Ave
e Bank Farky Rotary Park
IYSIDE 'y i 4 Ave NE
; g 3 Y
Address: ‘:.QL‘{ - Prince's - L
s L Island Park_ i - ISKCO!
2 "9 - LN & ,
-t 2 Ave NE
| =
Specific phone: Optional _ EAU CLAIRE . v Ui
ire” Eau CIalrEMarke‘.Q - o fsty
Sheraton Suites @ SterfloK P"[,k
Calgary Eau Claire k
¥ 2 Avesw = a oW
z 5 e SW CHINATOWN g
Cancel ‘ o z O e
& Delta Hotels by Marriott Rivg:

o The Westin Calgary @ Calgary Downtown

4 Ave S .
WY OEB Breakfast Co @ 4'Ave SE

FIG 34: CTA Trip booking; Regular Trip; Round Trip; Regular Trip Booked Successfully.

My Addresses - Click here to go back to “My Addresses” page (see page 33).

Type - Select from "Favorite 1” — “Favorite 8” in the dropdown menu.

Addresses - Enter the “Address” for your new favorite place entry or click the 9
(recent) icon to view your recently visited locations.

Specific Phone - (optional) Add a contact number for your new entry.

Map - View the address on a map.

Cancel - Cancel your new favorite place entry without saving.

Add - Click to “Add” the new address to your favorite places.

& You have successfully added this favorite place.
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How to Book an Occasional Trip: E]

An occasional trip is a trip booking that will only happen once. For an overview of the Occasional Trip booking
features, go to page 12.
This can be a:

e One-way Trip (page 35)

e Round Trip (page 37)

e Multi Trip (page 39)

Occasional: One Way

An occasional one-way trip is one trip from an origin to a destination that will only occur once. Please note: a
one-way trip does not include a return trip. This trip itinerary will only occur once (occasional). If you wish

to book a regular (recurring) one-way trip, please see page 41.

How to Book an Occasional One-Way Trip:

1. Select “Book a Trip” from the top menu bar.
Ul
2. Select “Occasional Trip”. B
3. Select the “One Way” option located below the “Book a Trip” title. RoundTrip Wi Trp

4. Enter your “Origin” (starting) address, labelled (&) (A). Your home address will be entered by default but can
be changed.

5. Enter your “Destination” (ending) address, labelled (B)
e Click the © (heart) icon to select from your list of favorite addresses.
e Click the “© (recent) icon to select from your address history list.

e Click the IO (map) icon to select the address on a map.

Date and Time:

6. Select the “Date” for your one-way trip:

e Clickthe B9 (calendar) icon to select the trip date from a calendar.

7. Select either “Arrive By” or “Depart At” from the dropdown menu:
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o ARV T (arrive by): I want to arrive at my destination by a certain time.

Depart At ~ (depart at): I want to leave my origin at a certain time.

8. Select the time: Select the “hours” and “minutes” from the dropdown menus, then select "AM“ or “PM”.
Riding Options:

9. Additional Passengers (Companion):
e If you are travelling with another person, check the “Companion” box. Companion

e If you are travelling alone, leave this box unchecked.

10. Assistive Device(s):

e Select from the dropdown menu if you are travelling with an assistive device. Cchoose a device to add -

e C(lick the '* (add) icon to add more than one assistive device.
11. With everything entered correctly; click “Search Trip”.

Review Occasional Trip Request:

12. Review all the information for your one-way trip and ensure all details are correct.
13. Select “Continue”to “Complete your occasional trip request”.

Complete Your Occasional Trip Request:

14. Enter specific “Pick-up Instructions” Q (optional).

15. Enter a “Phone” @ number (optional).

¢ Note: This phone number will be used to notify you before your pick-up.

16. “Submit Request” to finalize your one-way trip booking.

Your trip has been booked successfully!
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U U
Occasional: Round Trip B

An occasional “Round Trip”is a trip from an origin to a destination then destination back to the origin. This
trip itinerary will only occur once (occasional). If you wish to book a regular (recurring) round trip, see

page 44.

How to Book an Occasional Round Trip:

1. Select “Book a Trip” from the top menu bar.
U
2. Select “Occasional Trip”. B
3. Select the “Round Trip” option located below the “Book a Trip” title on the left. One Way Multi Trip
4. Enter your “Origin” (starting) address, labelled (&) (A).

5. Enter your “Destination” (ending) address, labelled (B):
e Click the © (favorite) icon to select from your list of favorites.
e Click the O (recent) to select from your address history list.

e Click the I (map) icon to select the address on a map.

Outbound: Date and Time: Badiielli{-l110 1

6. Select the “Date” for your "Outbound” return trip:

e Clickthe B9 (calendar) icon to select the trip date from a calendar.

7. Select either “Arrive By” or “Depart At” from the dropdown menu.

Arrive By ~

o (Arrive by) meaning: I want to arrive at my destination by “X" time.

Depart At =

(Depart at) meaning: I want to leave my origin at “X" time.
8. Select the “hours” and “minutes” from the dropdown menus, then select "AM” or “PM”.
Outbound: Riding Options:

9. Additional Passengers (Companion):
e If you are travelling with someone else, check the “Companion” box.

e If you are travelling alone, leave this box unchecked.
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10.Assistive Device(s):

e Select from the dropdown menu if you have an assistive device with you.

e C(lick the * (add) icon to add more than one assistive device.
Return: Date and Time:
11.The return “Date” will automatically be the same as your “Outbound” trip.

12.Select either “Depart At” or “Arrive By” from the dropdown menu.

o EMT (Arrive by) meaning: I want to arrive at my destination by “X" time.

PP T (Depart at) meaning: I want to leave my origin at “X” time.

13.Select the time: Select the “hours” and “minutes” from the dropdown menus, then select “AM” or “"PM”.
Return: Riding Options:

14.1f the riding options are the “Same as outbound trip” leave this box checked.

e If they are not, uncheck this box and repeat steps 9 - 10. Same as outbound trip

15.With everything entered correctly, click “Search Trip” to “Review Occasional Trip Request”.

Review Occasional Trip Request:

16.Review all details of your round-trip booking and ensure everything is correct.

¢ Note: Select “Modify Request” to go back if any changes are required.
17.Select “Continue” to “Complete your occasional trip request”.

Complete Your Occasional Trip Request:

18.Enter specific “Pick-up Instructions” o (optional) for your “Outbound” and “Return” trip.

19.Enter a “Phone” o number (optional) for your “Outbound” and “Return” trip.

¢ Note: This phone number will be used to notify you before your pick-up.

20. “Submit Request” to finalize your round-trip booking.
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I
Occasional: Multi Trip B

An occasional “Multi Trip” booking is a trip itinerary that includes more than one scheduled trip,
example: Trip 1, Trip 2, Trip 3, etc. This trip itinerary will only occur once (occasional). If you wish to

book a regular (recurring) multi trip, please see page 47.

How to book a Multi Trip:

1. Select “Book a Trip” from the top menu.
Ul
2. Select “Occasional Trip”. B

3. Select the “Multi Trip” option located below the “Book a Trip” title on the left. OneWay  Round Trip m

Trip Details:

4. Enter the “Origin” (starting) address, labelled: (&) (A) for trip “X".

5. Enter the “Destination” (ending) address, labelled: (B) for trip "X".
e Click the © (favorite) icon to select from your list of favorites.
e Click the ©© (recent) to select from your address history list.

e Click the I (map) icon to select the address on a map.

Date and Time:

6. Select the “Date” for your multi trip, Trip “X":

e Clickthe B9 (calendar) icon to select the trip date from a calendar.

7. Select either “Arrive By” or “Depart At” from the dropdown menu.

frve sy (Arrive by) meaning: I want to arrive at my destination by a certain time.

PR T (Depart at) meaning: I want to leave my origin at a certain time.

8. Select the “hours” and “minutes” from the dropdown menu(s), then select "AM” or “PM”.

Riding Options:
Please note: If riding options are the same for all trips, leave the “same as Trip 1” checked.
9. Additional Passengers (Companion):
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e If you are travelling with another person, check the “Companion” box.

e If you are travelling alone, leave this box unchecked.

10. Assistive Device(s):
e Select from the dropdown menu if you have an assistive device with you. ~ cheoseadevicetoadd — ~

e C(lickthe * (add) icon to add more than one assistive device.

11. Select “Add Another Trip” to add to your multi trip itinerary:

Add Another Trip

Repeat steps 4 - 11 until all trips are added.
12. With everything entered correctly; Select “Search Trip”to “Review Occasional Trip Request”.

Review Occasional Trip Request:

13. Review all the information for your multiple trips, ensure everything is correct.
14. Select “Continue” to “Complete your occasional trip request”.

Complete Your Occasional Trip Request:

15. Enter specific “Pick-up Instructions” Q (optional).

16. Enter a “Phone” 0 number (optional).

e Note: This phone number will be used to notify you before your pick-up.

17. “Submit Request” to finalize your multi trip booking.

Your trip has been booked successfully!
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U U
How to Book a Regular Trip:

A Regular Trip, also called a subscription or recurring trip, can be scheduled to repeat weekly or monthly.
A Regular Trip can be booked as a:

e One-way Trip (Pg. 41)

e Return Trip (Pg. 44)

e Multi Trip (Pg. 47)

Regular: One Way

A regular one-way trip is one trip from an origin to a destination only. This trip itinerary will be recurring
(Regular). If you wish to book a one-way trip that will happen once (occasional), please see page 35.

Please note: a “one way" trip does not include a return trip.

How to Book a Regular One-way Trip:

1. Select “Book a Trip” from the top menu bar.
I

2. Select “Regular Trip”.

3. Select the “One Way” option located below the “Plan Regular Trip” title on the left. m AT iy
4. Enter your “Origin” (starting) address, labelled: (&) (A).

5. Enter your “Destination” (ending) address, labelled: (B).
e Click the O (favorite) icon to select from your list of favorites.
e Click the O (recent) icon to select from your address history list.

e Click the I (map) icon to select the address on a map.

Date and Time:

6. Select either “Arrive By” or “Depart At” from the dropdown menu.

o M (Arrive by) meaning: I want to arrive at my destination by a certain time.

PP T (Depart at) meaning: I want to leave my origin at a certain time.

7. Select the “hours” and “minutes” from the dropdown menu(s), then select “"AM” or “"PM”.
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Riding Options:

8. Additional Passengers (Companion):
e If you are travelling with another person, check the "Companion” box.

e If you are travelling alone, leave this box unchecked.

9. Assistive Device(s).

e Select from the dropdown menu if you have an assistive device with you.

e C(lickthe * (add) icon to add more than one assistive device.

10. Select the “Start Date” and “End Date” for your regular one-way trip:

e Clickthe B9 (calendar) icon to select the trip date from a calendar.

11. Time Period & Frequency: Weekly

The “Weekly” frequency setting is for those who wish to schedule multiple days, or a

single day to recur on a weekly basis.
11a. Select the days of the week you would like your regular trip to “Repeat on”.

11b. Select whether you would like to repeat this schedule:

e Every week (1), two weeks (2), three weeks (3), or every four weeks (4).

12. Time Period & Frequency: Monthly

The “Monthly” frequency setting is for those who wish to schedule one day per month as

your recurring trip.

12a. Select to schedule your trip to “Repeat on”:

e Every first, second, third, fourth, or last ___day of the month.

13. Check the “Preserve service during holidays” if you wish for service to not be disrupted during

holidays.
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14.Review all the information entered, then select “Search Trip”.

Review Reqular Trip Request:

This is the review page for your one-way regular trip, ensure everything is correct before proceeding.
15.Select “Continue” to “Complete your regular trip request”.

Complete Your Regular Trip Request:

16.Enter specific “Pick-up Instructions” Q (optional).

17.Enter a “Phone” @ number (optional).

¢ Note: This phone number will be used to notify you before your pick-up.

18. “Submit Request” to finalize your regular one-way trip booking.

Your trip has been booked successfully!
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U U
Regular: Round Trip

An regular “Round Trip”is a trip from an origin to a destination then destination back to the origin. This
trip itinerary will be recurring (Regular). If you wish to book a round trip that will occur once (occasional),

please see page 37.

How to Book a Reqular Round Trip:

1. Select “Book a Trip” from the top menu bar.

it
2. Select “Regular Trip”.

3. Select the “Round Trip” option located below the “Plan Regular Trip” title on the left.
4. Enter your “Origin” (starting) address, labelled: (&) (A)

5. Enter your “Destination” (ending) address, labelled: (®) (B)
e Click the © (favorite) icon to select from your list of favorites.
e Click the O (recent) to select from your address history list.

e Click the I (map) icon to select the address on a map.
Date and Time:

6. Select either “Arrive By” or “Depart At” from the dropdown menu.

Arrive By . . ; inati i
o 77 (Arrive by) meaning: I want to arrive at my destination by “X” time.

AT (Depart at) meaning: I want to leave my origin at “X” time.

7. Select the “hours” and “minutes” from the dropdown menu(s), then select "AM” or “PM”.
Repeat steps 6 and 7 for your return trip time.
Riding Options:

8. Additional Passengers (Companion):
e If you are travelling with another person, check the “Companion” box.

e If you are travelling alone, leave this box unchecked.
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9. Assistive Device(s).

e Select from the dropdown menu if you have an assistive device with you.

e C(lickthe * (add) icon to add more than one assistive device.
Return: Riding Options:

10.If the riding options are the “Same as outbound trip” leave this box checked. same as outbound trip
e If they are not, and you need to add a “Companion” or “Assistive Device”, uncheck this box and

repeat steps 8 and 9.

11. Select the “Start Date” and “End Date” for your regular one-way trip:

e Clickthe B9 (calendar) icon to select the trip date from a calendar.

12. Time Period & Frequency: Weekly

The “Weekly” frequency setting is for those who wish to schedule multiple days, or a

single day to recur on a weekly basis.
12a. Select the days of the week you would like your regular trip to “Repeat on”.

12b. Select whether you would like to repeat this schedule:

e Every week (1), two weeks (2), three weeks (3), or every four weeks (4).

13. Time Period & Frequency: Monthly

The “Monthly” frequency setting is for those who wish to schedule one day per month as

your recurring trip.

13a. Select to schedule your trip to “Repeat on”:

e Every first, second, third, fourth, or last ___day of the month.

14. With everything entered; Click “Search Trip”to “Review Regular Trip Request”.
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Review Reqular Trip Request:

15. Review all details of your round-trip booking, ensure everything is correct.

¢ Note: Select “Modify Request” to go back if any changes are required.
16. Select “Continue” to “Complete your occasional trip request”.

Complete Your Occasional Trip Request:

17. Enter specific “Pick-up Instructions” o (optional) for your “Outbound” and “Return” trip.

18. Enter a “Phone” o number (optional) for your “Outbound” and “Return” trip.

¢ Note: This phone number will be used to notify you before your pick-up.

19. “Submit Request” to finalize your regular round trip booking.

Your trip has been booked successfully!
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U U
Regular: Multi Trip

A regular “Multi Trip” booking is a trip itinerary that includes more than one scheduled trip, example: Trip 1, Trip
2, Trip 3, etc. This trip itinerary will be recurring. If you wish to book a multi trip that will occur once

(occasional) , please see page 39.

How to Book a Reqular Multi Stop Trip:

1. Select “Book a Trip” from the top menu.

i
2. Select “Regular Trip”.

3. Select the “Multi Trip” option located below the “Plan Regular Trip” title on the left.

Trip Details:

4. Enter the “Origin” (starting) address, labelled: (&) (A) for trip “X".

5. Enter the “Destination” (ending) address, labelled: (B) for trip "X".
e Click the © (favorite) icon to select from your list of favorites.
e Click the “© (recent) icon to select from your address history list.

e Click the I (map) icon to select the address on a map.

Date and Time:

6. Select either “Arrive By” or “Depart At” from the dropdown menu.

o R (Arrive by) meaning: I want to arrive at my destination by “X" time.

o "7 (Depart at) meaning: I want to leave my origin by "X" time.

7. Select the “hours” and “minutes” from the dropdown menu(s), then select "AM” or “"PM”.
Riding Options:

Additional Passengers (Companion):
e If you are travelling with another person, check the “Companion” box.

e If you are travelling alone, leave this box unchecked.
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8. Assistive Device(s):
e Select from the dropdown menu if you have an assistive device with you.

e C(Clickthe '* (add) icon to add more than one assistive device.

Please note: for any trips after Trip 1, leave “same as Trip 1” checked, unless riding options are

different for each trip.

9. Select “Add Another Trip” to add to your multi trip itinerary:

Add Another Trip

Repeat steps 4 — 10 until all trips are added.

10. Select the “Start Date” and “End Date” for your regular multi trip:

a. Clickthe &9 (calendar) icon to select the trip date from a calendar.

11. Time Period & Frequency: Weekly

The “Weekly” frequency setting is for those who wish to schedule multiple days or a single

day to recur on a weekly basis.
11a. Select the days of the week you would like your regular trip to “Repeat on”.

11b. Select whether you would like to repeat this schedule:

e Every week (1), two weeks (2), three weeks (3), or every four weeks (4).

12. Time Period & Frequency: Monthly

The “Monthly” frequency setting is for those who wish to schedule one day per month as

your recurring trip.

12a. Select to schedule your trip to “Repeat on”:

e Every first, second, third, fourth, or last ___day of the month.
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13. With everything entered correctly; Select “Search Trip”to “Review Occasional Trip Request”.

Review Reqular Trip Request:

14. Review all the information for your multiple trips, ensure everything is correct.
15. Select “Continue” to “Complete your Regular trip request”.

Complete Your Regular Trip Request:

16. Enter specific “Pick-up Instructions” o (optional).

17. Enter a “Phone” e number (optional).

e Note: This phone number will be used to notify you before your pick-up.

18. “Submit Request” to finalize your multi trip booking.

Your trip has been booked successfully!
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How to Cancel a Trip X Cancel Trp

Trips must be cancelled at least two hours before the start of their “Be Ready At” time window. This
will allow other customers to have trips that otherwise may not be accommodated.
Please note: Regular trips can be paused with a “Trip Interruption”. See page 52 for instructions on

setting this up.
Trips can be cancelled through the “At a Glance” page or the “My Trips” page.

How to Cancel a Trip:

e Select either “At a Glance” or “My Trips” located in the top menu bar.
e Find the trip you want to cancel and select “Cance/ Trip”.

A “Warning”window of the trip itinerary will be displayed on the screen.

Review all the information to ensure it is the correct trip you want to cancel.

e Select “Yes” to cancel the trip.

e Select “No” or “X”if this is not the trip you want to cancel.

e A confirmation page will be shown “Transaction Details — Successful Trip Cancellation”.

Review Cancelled Trips Show cancelled trips

How to View Cancelled Trips:

1. Select “My Trips”located in the top menu bar.
2. Check the “Show Cancelled Trips” box (located directly below the “My Trips” title).

3. This page will show you the trips you have cancelled. The trip status on the right side of each trip

on this page will say “cancelled”.

One Way @ cancelled

FIG 34: CTA Trip Booking; Cancelled Trip heading example.
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How to Add a Trip Interruption to a Regular Trip

If you plan to be away for any length of time, you can temporarily pause your Regular (recurring) trips by adding a

trip interruption. Regular trips can be paused for a maximum of 4 weeks, or 28 days.

How to Add a Trip Interruption:
1. Select either “Regular Trips” or “My Trijps” located in the top menu bar.
2. Select “Interrupt Regular Trips”

3. Select the “Start Date” and “End Date” for your temporary trip interruption.
e You can “select all trips” between these dates to be temporarily paused,

e Orindividually select the trips you want to pause.

4. Select the “Reason” for the temporary pause:

e “Hospital”, “Short Term Pause”, “Vacation”.
5. Review, then click “Add” to complete your trip interruption.
If you have another trip interruption to add:
6. Select “Add” at the bottom of the page, then repeat steps 1 - 5.

How to View Your Trip Interruptions:

1. Click your profile name @ (top right).
2. Select "My Trip Interruptions” from the dropdown menu.

How to Edit or Delete Trip Interruption:

3. Complete steps 1 - 2 above to view your trip interruptions in “How to View Your Trip Interruptions”.
4. Find the trip interruption you'd like to delete or edit.
5. Click “Edit” to edit the trip interruption.

6. To delete the trip interruption, click on “Delete”. Then select “Ok” to delete the trip interruption.
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How to Add, Edit, or Delete a Favorite Address

This page allows you to add, edit and delete your favorite addresses. You can have up to 8 locations saved

in your favorites list.

How to Add a New Address to Your Favorites List:

1. Click your profile name @ (top right).

2. Select “My Addresses” from the dropdown menu.
3. Select “Add” to add a new address.

4. Select a pre-labelled name under “7ype” (Favorite 1 - 8).

5. Enter the “Address” of the location you'd like to add.

e Note: landmarks and addresses are accepted.

6. Enter an optional “Specific Phone” number for this address.
e This number will be used to notify you prior to pick up.

e If no number is entered the default will be the contact number on file.
7. Select “Add” to save your new favorite address entry.

How to Edit or Delete a Location from Your Favorite Places List:

1. Click your profile name @ (top right).

2. Select “My Addresses” from the dropdown menu.

3. Inthe “Favorite Places” section: Locate the address you would like to edit or delete.

e Select “Edit” to make changes to the address.

o Select “Ediit” to save your changes.

& You have successfully updated this favorite place.
e Select “Delete” to remove the address from your favorites list.

o Select “Ok” to delete address.

| & You have successfully deleted this favorite place.
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Troubleshooting

Waitlisted Trips (No Solution Found)

If a trip cannot be accommodated at the requested time, you may be given the option to waitlist your trip

request.

1. Upon clicking Search Trip you receive a notification that “No solution was found at the requested
time”.

2. You can choose to “"Modify”, “Cancel”, or “Continue” with your request:

No solution was found at the requested time.

You can keep your requested time, modify your request or cancel your request .

= Outbound trip ( showonmap + Return trip Show onmap )
Date Date
Saturday, December 3, 2022 Saturday, December 3, 2022
Requested arrival: Requested departure:
9:00 AM 10:00 AM
Approx. duration: Approx. duration:
N/A N/A
| © Nosolution was found | © Nosolution was found.

Home - BETHANY CARE CENTRE - 916 18A ST NW WEST

Y) DOORS, CALGARY WESTBROOK MALL - WALMART - 1212 37 5T SW, CALGARY

Home - BETHANY CARE CENTRE - 916 18A ST NW WEST

‘ WESTBROOK MALL - WALMART - 1212 37 5T SW, CALGARY DOORS, CALGARY

< Modify Request | Cancel

FIG 35: CTA Trip Booking; no solution found

a. Ifyou choose to: “Modify” or “Cancel” your request:
e You will be brought back to the “Book a Trip” page where you can modify as needed.
b. If you want your request to be waitlisted, click “Continue™
e You will be brought to the "Complete Your Trip Request” page where you can enter
pick-up/drop-off instructions.
3. Once you have filled in all required information and press Submit Request. You will see that your

request has been submitted successfully and the trip will now be placed on a waitlist.

CTA Trip Booking User Manual Page 53
Calgary Transit Access



4. Once a trip has been waitlisted, you will need to confirm the pick-up window after 7:00 p.m. the night

before.

Request Not Completed

Some landmark locations have set hours for drop off or pick up. If you receive an error message that says
"Your request could not be completed”, it may be because your selected drop off and pick up times are

outside of the set hours for your origin or destination.

Your request could not be completed.

At least one trip could not be booked. You can modify your request, cancel your request or contact customer service.

‘ Show on map ‘

Date
Thursday, September 14, 2023

Requested departure:
7:00 AM

Approx. duration:
N/A

| A The destination address doesn't allow drop-offs at this time. The next available time is at 9:10 AM.

@ BETHANY CARE CENTRE - 916 18A ST NW WEST DOORS, CALGARY

CHINOOK MALL - SE - 6455 MACLEOD TR SW, CALGARY

FIG 36: CTA Trip Booking; request not completed

If you receive this message, try adjusting your requested departure or arrival time to the next available time

presented. Please note — you may need to adjust your requested times for both the origin and destination.

If the error persists, please call our CTA Trip Booking help line at 403-537-7777, option 7.
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Glossary

Active trips — Requested trips that are booked.

At a Glance - This page shows the overview of your trips for today and tomorrow. On this page you can

also review, cancel, and print those trips.

Be Ready At - This time indicates the beginning of your 20-minute window. You must be ready at your

pick-up location at the beginning of this window.

Book a Trip — This page allows you make trip requests. There are two options for trip requests: Occasional (occurs

once), or Regular (recurring).

Confirm a Trip — This shows that you are aware of the time window that your vehicle will arrive at for
that trip. You will be asked to confirm a trip if your trip request could not be accommodated

immediately.

Destination — The location you are requesting to go to. Your drop-off address.

Favorite Locations — This is a list of locations that you frequently travel to and from. This list is based on

your customer profile. You can add, edit, or delete these on the My Places page.

Multi Trip — A multi trip is three or more trips in one day. For example:
« Trip 1 could be from your home (point A) to the grocery store (point B).
« Trip 2 could be from the grocery store (point A) to the mall (point B).
« Trip 3 could be from the mall (point A) to your home (point B).

Next Trips — This page shows the overview of your trips for today and the next four days. On this page you

can also review, cancel, and print those trips.

One Way - This is a trip from an origin to a destination.
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Origin — The location you will start from; your pick-up address.

Recent Locations — This is a list of where you have previously traveled.

Regular Trip — A Regular Trip, also called a subscription or recurring trip, can be scheduled to repeat

weekly or monthly. Regular trips can be one-way, return, or multi-stop trips.

Report a late vehicle - If your vehicle has not arrived within the 20-minute window, you can report the

vehicle as late. This will inform our Dispatch team that the vehicle is late.

Return Trip — This is the trip back to your origin from a destination.

Ride With — When making a trip request, you have the option to add a travel passenger to your trip or to

change your assistive device. Your options will be based on what is on your customer profile.

Round Trip — A round trip is from an origin to a destination, then another trip back to the origin.

Trip — A trip is from point A to point B. For example:
Booking a return trip:
« Trip 1 is from your home (point A) to the grocery store (point B).
« Trip 2 is from the grocery store (point A) to home (point B).

Booking multiple trips in one day:
« Trip 1 could be from your home (point A) to the grocery store (point B).
« Trip 2 could be from the grocery store (point A) to the mall (point B).
« Trip 3 could be from the mall (point A) to your home (point B).

Trip identifier — The assigned number and letter combination that identifies a trip in the booking system.
Trip interruption - Putting a pause on your subscription trips for a period of time. For example, if you have a

subscription trip for every Wednesday at 10:00 AM and you are going on vacation for three weeks, you can set

a trip interruption to this subscription trip for the three weeks you are away.
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