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your trip, your way.



Introducing the Improved Wheel Options website!
In response to your requests the Wheel Options website has been upgraded and improved.  Participants can now create permanent records for themselves and access them repeatedly to record their commute trips during Wheel Options campaigns.  The website also gives you, the Employee Transportation Coordinator, easy to use tools to manage the campaign at your worksite.  Please read the instructions below and contact your local coordinator if you have any questions.

Thank you for all that you do to encourage employees to use sustainable transportation choices to get to work!

Wheel Options – Online Entry for Employees
Entering Wheel Options online is designed to be intuitive and self-explanatory.  We’ve included these instructions to help you help your employees.  
1. Go to www.WheelOptions.org 

2. On the Home page, click Enter to Win in the top right corner.

3. On the Login page, click New User
4. Complete the New User Registration page.
5. Record commute trips on Prize Entry Form page.

6. Click on See how you’re helping the community and the planet in the lower right corner.

7. Click LOGOUT in the bottom of the side bar menu and you’ve submitted your entry.
To return to your record during this campaign or future campaigns:
8. On the Home page, click Enter to Win in the top right corner.

9. On the Login page, enter email address and password.
10. Record additional commute trips on Prize Entry Form page.
To edit your personal information during this campaign or future campaigns:

11. On the Home page, click Enter to Win in the top right corner.

12. On the Login page, enter email address and password.

13. Below the commute calendar on the bottom of the Prize Entry Form page, click on the link to Edit My Personal Data.

Participants Who Have Forgotten Their Password
14. On the Login page, click I forgot my password.
15. Get new randomly-generated password from email message. (Sent automatically by Wheel Options database.)

16. Enter email address and new password on the Login page.

17. On Prize Entry Form page, click Edit My Personal Data in the lower left corner.
18. Change randomly generated password to something easier to remember, by typing over the hidden password in both fields.
19. Click Submit.
20. Record commute trips on Prize Entry Form page.
Wheel Options – ETC Administration
Wheel Options ETC online administration allows you to:

· View eligible participants by promotion (e.g.: Spring, 2008, Fall 2009)

· View participants’ commute trip information, including: modes used, miles not driven, pollution prevented and fuel savings

· Export the list of participants to Excel for purposes of distributing coupons or thank you notes

· Draw randomly selected names from your list of eligible participants for purposes of awarding company prizes

· View a complete list of employees who have participated in past Wheel Options campaigns.  (This feature begins with this campaign. No historical data will be displayed until fall 2008.)

· Enter employee participation data from paper Wheel Options entry forms.

· View and download communication and other Wheel Options marketing tools.

Access Your ETC Admin Page
21. Go to www.WheelOptions.org 

22. Click on EMPLOYER TOOLS in the sidebar menu to the left.  

23. Login using your email address and password.  If you don’t know your password or cannot get it to work, contact your local coordinator.
24. On the Welcome page, click on a link to a worksite.

View Eligible Participants and Commute Information
To view all employees who have used a non drive-alone commute at least twice during a 2-week Wheel Options campaign:

25. Leave the Random Number field blank.
26. Select the campaign.
27. Click Run Report.

Save List of Participants
To save the list of names of eligible participants for purposes of distributing thank you notes and coupons:
28. Click Export to Excel.

29. Save the file onto your computer.

Draw Prize Winners

To draw randomly selected names from your list of eligible participants for purposes of awarding company prizes:
30. Type the number of prize winners to be selected in the Random Number field.
31. Select the campaign.

32. Click Run Report.

View Participants from Past Campaigns

Click View Eligible Participants to view a complete list of employees who have participated in past Wheel Options campaigns.  (This feature begins with this campaign. No historical data will be displayed until fall 2008.)

Enter Employee Data from Paper Entry Forms

To enter employee participation data from paper entry forms:

33. Click on Bulk Entry Forms.
34. Search to see if the employee is already registered.

Note:  In our new system, participants create permanent records for themselves by registering.  For each campaign, they access their records and add their commute information.  If you are entering data from a paper entry form, you follow the same process.

35. Type in all or part of the employee’s name or his/her email address and click Search.

36. If you find the employee you were looking for, click Choose Registrant and follow the instructions below to add the employee’s commute trips.
37. If you don’t find the employee, click Add New.

38. Register the employee by entering his/her name, an email address and their frequency of use of alternatives to drive alone commuting.

Note:  Each record must have an email address that is unique to that person.  If the person whose data you are entering does not have an email address at your company, create a fake one, such as firstname.lastname@companydomainename, e.g., john.smith@kingcounty.gov.  The Wheel Options database uses email addresses to recognize participants who are already in the system and to prevent duplicate records from being created. The email address that you create will not be usable except as a unique identifier in the Wheel Options database.  
39. Type in the employee’s commute information separately for each day or use the template to quickly fill in commute information that is the same for multiple days.
40. To use the template, select the employee’s commute mode and type in the number of miles.

41. Check the boxes for each day that the employee used this commute mode and click Paste Template to Checked Days.

42. You can also paste the template to all weekdays or to all days of the campaign.  You may use the template mode various times to enter multiple commute modes.
Note:  You may only enter one type of commute per day.  If more than one type of commute is used, you and employees should select the commute mode used for the longest portion of the trip.

43. Once all the commute trips are recorded, click Save and Enter New Form.
