
ETC Login to the Wheel Options Website

Select Employee Transportation Coordinator Tools in the left bar. 
 
On the Welcome to Wheel Options Tools screen login using your email address and password.  If you do not know your password, contact your local coordinator.  Then click on the big blue Login button.
 

 Access Worksite Information
The next screen will say Welcome, Your name!  This screen will display all the worksites with which your email address is associated.  If you see a worksite that is not yours or if there are worksites not listed, please contact your local coordinator.  
 
To access worksite information, click on the link for the worksite for which you want to view more information.  This will take you to the worksite Dashboard.  
 
From the worksite Dashboard you can:
         View eligible participants from your worksite
         View participant statistics
         Conduct prize drawings
         Download participant contact information
         Enter participants that have completed the paper form
         Access Wheel Options promotional tools
 

 

Section 1: View eligible participants' commutes and draw winners 
 

View Eligible Participants
To view all participants:
         Leave Random Number blank
         Select specific frequency (Example: to view all select all, to see only your new commuters select Not in the past 2 years)  
         Select the campaign from the drop-down box for which you would like to view participants (Example: Fall 2008, Spring 2009, etc.)
         Select Run Report
 
Participant Statistics
The View eligible participants report will list all the eligible participants from the selected worksite.  It includes participant:
· Identification number (for administrative use only) 

· Name 

· Email address 

· Frequency of commute option use as selected by participant 

· Number of times each commute mode was recorded by participant 

· Total number of trips 

· Total miles traveled 

· Carbon dioxide pounds prevented 

· Hydrocarbon pounds prevented 

· Carbon monoxide pounds prevented 

· Gallons gas saved 

· Money saved 

The bottom row of the report gives an overall worksite total for each of the above categories.  
 

Conduct Prize Drawing
To conduct a prize drawing: 
· Select number of winners to be drawn in the Random Number blank 

· Select frequency (system defaults to all) 

· Select campaign 

· Select Run Report 

The specified number of participants will be randomly selected from all your eligible participants.  
 

 
Section 2: View and download eligible participants' contact information
 

Download Participant Contact Information
From your Dashboard under View and download eligible participants' contact information:
· Select the campaign from which you would like to view or download your participants.  
· Place a check mark in the box above the campaign name if you would like to see everyone who signed up online regardless of whether they are eligible for Wheel Options or not (i.e. less than two times participating) 
· Select Run Report  
 
The next screen will give you a table that lists your worksite’s employees:
· Identification number (for administrative use only) 

· Name 

· Email address 

· Mail stop (if applicable) 

· Phone number 

 At the bottom of the screen is the option to export this information to Excel.  Click on this link to get a prompt to save the document to your computer or open the document for viewing.  
 

Section 3: Bulk Entry Forms
 

Bulk Participant Entry
This option allows you to enter paper entry forms you receive from your employees that do not have internet access.  
 
From your Dashboard next to Bulk Entry Forms:
· Select Enter Forms 

 This will take you to the Registrant screen.  From here you can search for an existing participant or enter a new.  
 
Entry for an Existing Participant
From the Registrant screen search for an existing participant by:
· Entering all or part of a first name 

· Entering all or part of a last name 

· Entering all or part of an email address 

Once you have found the participant you are looking for select Choose Registrant in the last column.  
 
Verify that you have the correct participant by checking participant:
· First name 

· Last name 

· Employer 

· Phone number 

· Email address 

Once verified you can enter Wheel Option participation information for this employee.  
 
· Select Frequency of use located directly under employee email 

· Select Campaign for which you are entering trips 

· Select Template Mode of travel from the drop down box (this mode will fill in for all dates selected.  If various modes are used, do not use this box) 

· Record One-Way Miles in Template Miles box 

 You now have four options for recording your employee’s trips from here.  
· Place a check mark beside all the dates that the template mode fits then select Paste Template to Selected Days, Or 

· Select Paste Template to all Weekdays, Or 

· Select Paste Template to Everyday, Or 

· Complete Mode of Travel and One-Way Miles for each individual day participated 

Once participation is recorded for each day:
         Select Save Changes, Or
         Save and Enter New Form if you have more than one employee form to enter
 
Note:  There are three other toggle buttons on the bottom of the form.  
         Use Select All to check all boxes next to all days on the form
         Use Unselect All to uncheck all boxes next to all days on the form
         Use Delete Selected Trips to remove participation information for dates selected
 
Entry for a New Participant
From the Registrant screen select Add New.  
Enter the participant information including:
· First name 

· Last name 

· Select employer from the drop down box 

· Phone number 

· Email address 

You’re ready to enter Wheel Option participation information for this employee.  
 
· Select Frequency of use located directly under employee email 

· Select Campaign for which you are entering trips 

· Select Template Mode of travel from the drop down box (this mode will fill in for all dates selected.  If various modes are used, do not use this box) 

· Record One-Way Miles in Template Miles box 

 You now have four options for recording your employee’s trips from here.  
· Place a check mark beside all the dates that the template mode fits then select Paste Template to Selected Days, Or 

· Select Paste Template to all Weekdays, Or 

· Select Paste Template to Everyday, Or 

· Complete Mode of Travel and One-Way Miles for each individual day participated 

 Once participation is recorded for each day:
         Select Save Changes, Or
         Save and Enter New Form if you have more than one employee form to enter
 
Note:  There are three other toggle buttons on the bottom of the form.  
         Use Select All to check all boxes next to all days on the form
         Use Unselect All to uncheck all boxes next to all days on the form
         Use Delete Selected Trips to remove participation information for dates selected
 
Section 4: Open Promotional Tools
 

Wheel Options Promotional Tools
Wheel Options Promotional Tools gives you everything you need to successfully promote Wheel Options at your worksite.  
 
From your Dashboard next to Open Promotional Tools select View Tools.
 
This will open a new screen that contains all the promotional items available to you for the current campaign.  All items are available in both a .pdf and Word format.  You may open the Word documents and update for use at your worksite.  Below is a brief description of each documents available to you.  
·  
· Instructions for running the promotion is a letter to the ETC with everything you need to know about the current Wheel Options promotion.  
· A timeline for important dates to remember is a handy calendar to help you remember campaign dates, online entry deadlines, and more.  
· A list of promotional ideas is just that!  A list of fun and easy things with little or no cost to you to help promote Wheel Options at your worksite.  
· Ready-to-send sample emails are waiting for you to cut and paste.  Just update the ETC information and send.  
· Letter to your CEO or president asking for his or her support for your upcoming campaign.  
· Letter from management to employees to encourage them to participate in Wheel Options.  
· Definitions to help us all talk the talk. 

· Wheel Options graphics and logos so you can create your own customized pieces for your worksite using our graphics. 

· Sample newsletter article ready to use in your company newsletter.  
· Paper entry form to print and give to your employees that don’t have internet access.  Use the Bulk Entry Tool to enter them online when you get them back.  
· State-wide prize list is a list of current prizes you and your employees could win by using an alternative to driving alone just two times during Wheel Options. 

· Reminder note is a little card you can send to your employees to remind them it’s time to enter their Wheel Options online. 

· Thank you note a little note from you, the ETC, that says Thank You to your employees for participating in Wheel Options.  
· Recognition certificates for you to prepare for all your participants to say Thank you.  Nice to have signed by your management.  
· Promotion poster is the current color pdf of the poster available for you to print and hang at your worksite.  
 
