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How to be successful with SafeRide Health

To Update Rides
1. Select Export Rides Tab
2. Filter by dates of rides
3. Select All
4. Uncheck all 3 boxes
5. Click “Next Select Fields”
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How to be successful with SafeRide Health

Updating Ride Cont.
1. Select Dot to Create 

Template
2. Name Template 

“Billing Import”
Note: 
Template will Saved for Future Use
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Updating Rides Cont.
1. Select Listed Fields for Export
2. Verify Format is MM/DD/YYYY 

HH:MM
3. Click “Next: Rename Data
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Updating Ride Cont.
1. Click “Next: Split Data”
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Updating Rides Cont.
1. Click ”Next: Arrange Data”
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Updating Rides Cont.
1. Click “Next: Preview”
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Updating Rides Cont.
1. Click ”Export”
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Updating Rides Cont.
1. Email Will be Received by Person 

who Requested Export
2. Click Blue Download Button
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Updating Rides Cont.
1. Confirm Ride ID from Export
2. Switch Status to ”Completed”
See next slide
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Updating Rides Cont.
1. Enter Driver Name
2. Enter Vehicle Name
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Updating Rides Cont.
1. Populate ”InboundDate”

Vehicle goes towards ride

2. Populate “arrivedDate”
Vehicle arrives at pick up

3. Populate “startedDate”
Vehicle Leaves Pick up Location

4. Populate “completedDate”
Vehicle Arrives at Appointment

Note: 
Format should match 
MM/DD/YYYY | 10:00
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How to be successful with SafeRide Health

Important Notes
• Date on cell will equal 1:15pm
• Date on cell will convert to military time
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Updating Rides Cont.
1. Go to “SafeRide portal”
2. Select “Import Rides”
3. Click “Choose File”
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Updating Rides Cont.
1. Rename document to unique 

Identifier
2. Document must be saved as a 

.csv
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Updating Rides Cont.
1. Verify File is correct
2. Click “Upload & Preview”
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Updating Rides Cont.
1. Select Create a New Template

How to Update Rides

1



c

18

How to be successful with SafeRide Health

Updating Rides Cont.
1. Map Excel Columns to below 

fields
2. Change ”Verify Date Format” 

to DD/MM/YYYY
3. Click Next at bottom of 

screen

Note: 
After you set up mapping. The 
Template is saved.
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Updating Rides Cont.
1. Map your “Vehicle Name” to 

SafeRide Vehicle Name
2. Map your “Driver Name” to SafeRide 

Driver Name
3. Map “File Status” to Completed
4. Map ”Confirmation Status” to 

Confirmed
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Updating Rides Cont.
1. If Ride have Check mark, click 

“Import”
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5. Adjustment Status

• Once adjustments are 
approved, you can see 
the amount it was 
approved for, and it 
is now considered eligible 
for payment.

• Total Supplier Cost for the ride 
updates incrementally when 
the adjustment is approved.



5. Adjustment Status

• Once adjustments 
are  approved, you can see 
the amount 
it was  approved for, and it 
is now considered eligible 
for payment.

• Total Supplier Cost for the 
ride updates incrementally 
when the adjustment is 
approved.

• The adjustments can be 
paid out on the same invoice 
or separately to not hold up 
invoicing for the original ride.
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