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OVERVIEW
iCommute is your gateway to commute choices in the San Diego region. The program is managed
by SANDAG. The goal of the iCommute program is to reduce traffic congestion in order to reduce
greenhouse gas emissions and other environmental pollutants that result from driving alone.
iCommute offers free ridematching services for commuters and free assistance to local businesses, helping
them develop and implement customized employee commuter benefit programs. Through a web-based
system, iCommute staff offer assistance and tools to commuters and employers to help facilitate these
services. This user guide will help you understand how to use the iCommute web-based system efficiently
and effectively at a network administrator level.
Network administrators are specifically responsible for the management of their own employer network
within the iCommute system. This guide will walk you through how to view full reports of individuals in your
network, help employees find ridematches, set up commuter incentives, and track your organization’s
financial and environmental savings. A separate guide is available for employees, which outlines how to log
trips, find ridematches, and claim incentives. Similar information is contained in this guide for your reference.
If you have questions or concerns not addressed by this guide, please contact your iCommute representative
at employerservices@sandag.org.
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ACCOUNT ACCESS AND SETTINGS
Register for a New Account
Fill out the requested information. You have the option to sign up through Facebook or use your email
address. When the form is complete, click “Sign Up!” to create your new account.

Optional: Click this button if you’d
like to sign up through Facebook

Fill out the information here if
you’d like to sign up with your
email address, and join your
employer’s network if applicable

Next, select “Sign
Up!” to create your
new account

Login to an Existing Account
Select “login” on 511sd.com/iCommute, then fill out the requested information. If you do not have an
iCommute account, please follow the instructions above to create a new account.

Enter
your
email
address and password
here,
and
select
“Sign In!”
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The iCommute Dashboard
Here, you will find user summary information and badges, TripPlanner, TripTracker, and the leaderboard.

Add a frequent
commute trip
to your favorites

User summary
area

TripPlanner - plan a trip or
find a ridematch here

The leaderboard
displays
top
commuters and
networks

TripTracker
Calendar

Log your trip(s) here

Edit Your Profile
STEP 1: There are two ways to edit your profile. Select “Edit Profile” under the “Welcome (First Name)” menu in
the upper right hand corner of the screen. Or, select the “Edit Profile” link next to your bolded name.

Edit profile
option here
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STEP 2: Click on “Edit Profile” to add or edit details for your account, including information that may be seen
by other users under the “Public Profile” page. You also can view aggregated commute statistics such as
total trips logged, carbon and money savings, and calories burned. You can change your password from the
“Login Credentials” page.

Edit profile
information

Select this option to view
personal commute statistics

Change a Password
To change your password, select “Edit Profile” from the upper right-hand corner of the screen. Then select
“Login Credentials” from the left menu. From here, you can select “Change Your Password.”
Next, select “Login
Credentials”

First,
select
“Edit Profile”

Finally, select “Change
Your Password”
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Join A Network
Select “My Networks” from the list of options in your profile settings menu. Next, select the drop down list
under “Search Networks” to search for and join a network. Your results will appear under the heading
“Network.”
If
you
still
cannot
find
your
network,
contact
the
iCommute
team
at employerservices@sandag.org.

Allows you to view and
manage your networks

Selecting this option
allows you to search for
and join networks

Please note: You also have the option of joining a network upon registration.

Select this option to bring
up a list of searchable
networks
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REQUEST TO BECOME A NETWORK ADMINISTRATOR
Contact the iCommute team to request access at the network administrator level. From the help menu, select
“Contact Us.” This will allow you to send an email requesting access as a network administrator. You also
can email employerservices@sandag.org directly.
Select “Help,”
“Contact Us”

then

USING THE NETWORK DASHBOARD
View Network Information
To access information about the network you have joined, select the “Network Admin” menu from the top
of the screen. In this menu you can access seven different options, including Overview, Edit, Subnetworks,
Managers, Members, Triplogs, and Trip Plans. The “Overview” tab is displayed below.

First select
this option

Description of Tabs
•

OVERVIEW: Allows you to see general network statistics such as members, managers, trips logged,
subnetworks, distance logged, calories burned, CO2 reduction, and money saved.

•

EDIT: Allows you to edit information about your network and gives you the option to make the
network public or private.

•

SUBNETWORKS: Allows you to view, edit, or add subnetworks associated with the main parent
network of your organization.

Network Administrator User Guide

8

•

MANAGERS: Displays the individuals who manage your network - the network administrators.

•

MEMBERS: Allows you to view and edit the members of your network. By clicking on the view option
next to a user’s name you are able to view that member’s statistics, including trips and miles logged.

•

TRIPLOGS: Displays the trips that members have logged in your network. This information includes the
date, mode, distance, CO2 saved, and money saved. You can filter results by date to see trips logged in
a particular time period by selecting “from” (the starting date) and “to” (the end date) and clicking
“Apply Filter.”

•

TRIP PLANS: Allows you to view all saved or “favorite” trips from members within your network on
one map.

Edit Your Network
Select the “Edit” tab to update or change information about your network and communicate with members
of your network. You also have the option to share a link with prospective members. Simply copy the link
under “Shareable Join URL” and send it to the individuals you would like to invite to your network.
In the “Edit” tab, you can message new members who are just joining your network and members who are
already a part of your network. The message to new members will be automatically sent when they join
your network.

Copy this link and send it to an
employee to allow them to join
your network

Use these boxes to write messages
to new and current members
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Create a Subnetwork
For networks with multiple sites, creating subnetworks allows network administrators to have site specific
reporting and incentives (if applicable). When a subnetwork is created, the network it falls under will become
a parent network.
STEP 1: Select the “Network Admin” menu, then select the network in which you wish to create a
subnetwork (if you have more than one network already created).
Select the network in
which you wish to create
a subnetwork

STEP 2: Select the “Create a New Subnetwork” option.

Select this option
to create a new
subnetwork

STEP 3: Fill out the requested information and click “Create Network” when finished. The new subnetwork
will be saved under the parent network.

Click “Create Network”
to save your network

Select this option if you want to
make the subnetwork public.
Networks are set as private by
default and only viewable by
network participants unless this box
is checked
Network Administrator User Guide
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STEP 4: The saved subnetwork will be viewable under “SUBNETWORKS.” If you wish to invite users to the
subnetwork, select the “Copy” option to get a shareable link. This link can be pasted into an email or other
document inviting employees to join your network.

Name of new subnetwork displayed here

Click here for a shareable link that can be used to
invite employees to join your network

Add or Remove Managers
The “Managers” tab displays all the managers of your network. Selecting “Add Member as Manager”
displays a list of all members in the organization, allowing you to select the member you wish to elevate to a
network administrator. You can remove a manager by selecting the “Remove” option.

Select this option to add managers
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View Member Information
STEP 1: Select the “Members” tab to view and export information about members within your network.
Exporting information will be explained in more detail in the “Reports” section of this User Guide.
STEP 2: Select the “View” option to bring up the individual members’ statistics. The statistics displayed are
shown below.

Select “View” to
display
information about the individual
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How to Use the Trip Logs Tab
Select the “Trip Logs” tab to display trips that have been logged within the past 60 days. The displayed
information will show the name of the Member, the date the trip was logged, the mode of transportation,
CO2 saved, and money saved. The option to filter the trips logged by date is also available if you wish to view
certain timeframes when trips were logged.
Select the “Trip Logs” tab

Select the “filter” option and
input a date range to filter
the “Trip Logs” by date

How to Use the Trip Plans Tab
Select the “Trip Plans” tab to view a list of saved trips for users in your network (example below). This will
give you a snapshot of potential ridematches within your network.

Select the “Trip Plans” tab

Network Administrator User Guide

13

CREATE REPORTS
How to Export a Report
STEP 1: First, select the “Network Admin” tab on the dashboard. Then, select your network.
First, select the Network
Admin menu

Next, select the network you
wish to pull the data from
STEP 2: From the network menu, select the “MEMBERS” tab.

STEP 3: You have the ability to export data with filtered stats, or export all of the data. Data can be exported
as a Comma Separated Value (CSV) file, or an Excel file. Here is some helpful information about CSV files:
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•

Definition: A CSV file allows data to be saved in a table structured format.

•

Usage: The CSV file will open in Microsoft Excel. It differs from other spreadsheet file types in that you can
only have a single sheet in a file; it cannot save cell, column, or row styling; and cannot save formulas.
o

•

The information on the spreadsheet represents the data in your network, including the users,
trips and miles logged, etc.

Important to note: Since you are exporting the file, the changes you make in the CSV file will not
affect the actual network. Any change you make to the file will be for your purposes only. Importing
information is currently not an available option.

To filter the dates for your report, follow these steps:
1.

In the “from” field, input the start date of your selected time period. Then input the end date in the
“to” field.

2.

When you have entered your dates, click “Apply Filter” to obtain the data for that specific time period.

Use these fields to
apply filters by date

By selecting the “Export”
button, you can choose to
export data in a CSV or an
Excel file. You can choose to
export all of the data, or the
data filtered by date

STEP 4: Once the file opens, make sure to rename and save it. If you downloaded the data in a CSV file, you
will need to save it in an Excel format to allow for edits. To save it as an Excel sheet format, select “Save As.”
Select the “Excel Workbook” option. Once you have finished, select “Save” at the bottom of the window to
save your changes. Now, you may edit the data and make any changes to it if needed.

Select this option
to save
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Reports on Individual Users
STEP 1: Select the “View” option in your network page under the “MEMBERS” tab to view the information
for an individual member.

Make sure you are in the
“MEMBERS” tab

Select “View”
an
individual
information

to display
member’s

STEP 2: Once you have selected “View,” the following information will be displayed. The “DETAILS” tab
shows you basic information about the user, and the “STATISTICS” tab allows you to view statistical
information about the user.

“DETAILS” tab provides basic
information about the user such
as Name, Email, and Display Name
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PLAN A TRIP USING TRIPPLANNER
To plan a trip, just enter your starting point in Box A and destination in Box B, then click “Let’s Go!”

Results show carpool, vanpool, transit, bike, and walk options. Estimated trip time, cost, and calories burned
(if applicable) will also be displayed. Click on each mode for details.
If there are carpool matches, they will
appear here. This is similar to vanpool
opportunities. A message can be sent to
express interest in the carpool.
NOTE: The user’s email address will be
used - no aliases or truncated email
addresses.
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To find a Ridematch, post your potential carpool trip in the iCommute database. Click “Post Your Own
Carpool.” You will be assigned a Carpool ID Code, which can be shared with people in your carpool or
people interested in joining your carpool. Other potential members of your carpool can enter this code in the
“Join” box to find and be associated with your carpool.
A pop-up will appear to post specific details about your carpool trip. The posted information will include your
“Trip A-to-B” and “Commute Information,” such as days traveled and any other extra details specific to the
trip. Your privacy detail will default to public, but can be changed.

Favorite trips appear on your dashboard. Depending on your privacy settings, favorite trips may be shown to
others in the employer or regional network.

Favorite trips are
shown here
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Transit opportunities, including directions, transfers, and commute time can be displayed by
clicking “Transit.”

Bike and walk opportunities, including turn-by-turn directions, average commute time, and estimated calories
burned can be displayed by clicking “Bike” or “Walk.”
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LOG A TRIP USING TRIPTRACKER
Select the date(s) traveled on the calendar, then select your start and destination address by clicking on the
“Where did you go?” dropdown. TripTracker will store your Favorite Trips to select from, or you can skip this
step. Enter the departure and return times, estimated miles, and transportation mode. Please note that
TripTracker will default to the information from your last trip logged in order to make it simple for you to log
frequent or routine commute trips.

Click on the calendar date that this commute took place (it is
possible to select multiple dates for repeat commute trips)
Deleting a Trip
Trips logged will be indicated on the trip calendar by dots under the corresponding dates.
To delete trips, click on the “History” tab and select the trip dates you wish to delete on the calendar. Click
the “X” next to the trip you wish to delete. Or, select the “blue pencil” next to the “X” if you would like to
make any changes to your trip.
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HELP MENU
From the Help menu, you can access the following options:
•

FAQs

•

Contact Us

•

Bike Parking

•

Guaranteed Ride Home

•

Privacy Policy

•

Terms & Conditions

INCENTIVES
Creating Incentives
STEP 1: Select the “Tools” menu, then choose “Incentives.”
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STEP 2: From the Incentives page, you can view all incentives and create a new incentive. To create a new
incentive, click “Add Incentive.”

Click this option to create a new incentive

STEP 3: In the “New Incentive” screen, fill out all fields pertaining to the incentive. Save the incentive after
you have filled in all required fields.
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This is a drop down menu; you
can select multiple options

Allows you to choose which
networks can view the incentive

Select your organization to allow
only your network administrators
to view reports

STEP 4: Once your incentives have been saved, you can view them by selecting “Tools” and clicking
“Incentives.” As a network administrator, you have the ability to download a user report by clicking “Users
CSV” to view in a spreadsheet format, or you can view the same information by selecting the “Report”
option. The report option shows the progress and status of users who have either started or completed
the incentive.

To view your incentives, first
select “Tools,” then select
the “Incentives” option
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Managing Incentives
How to Claim Available Incentives
This is how an iCommute user can view and claim incentives. (Sample incentives are provided below.)
STEP 1: Select the “Incentives” tab.

There are three sections in the incentives menu - Active, Completed, and Available. If there are any incentives
available, a description of the incentive(s) will be shown in the “Available Incentives” section. You are only
able to view incentives associated with your employer network(s) or regional incentives.

The three sections
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STEP 2: From the “Available” tab, select “Start Incentive” for the incentive you wish to start. A screen will
pop up reminding you to log your trips and informing you of deadlines associated with that specific incentive.
Select “OK.”

Select “OK”

STEP 3: To view your progress on incentives you have started, select the “Active Incentives” tab.

Select this option to view
your active incentives
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STEP 4: When trips eligible for the incentive are logged, a green progress circle around the required “trips”
starts to form. Once the incentive is completed, a full outline of the green circle appears and you will be
asked to “Claim” your incentive. Click the “Claim Incentive” button to notify the incentive manager to
approve or reject your incentive.

This will appear when an
incentive is completed

The outline of this circle
starts to fill as trips are
logged to complete the
incentive

STEP 5: After you claim your incentive, the information about that incentive will be displayed under the
“Completed” tab.
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CHALLENGES
The Challenges feature allows employer networks to construct competitions between users and subnetworks
to encourage employees to improve their commute. It is easy to set up and leaderboards make it easy to see
who is leading the challenge.
Select the “Tools” menu, then choose “Challenges.” Find the challenge you want to view, then click “View
Challenge.”

First, select “Tools” then
select “Challenges”

Next, select the challenge you want to
view by selecting “View Challenge”

If you want to create a challenge, click the “Create a Challenge” button.

Select this option to create a
new Challenge

Network Administrator User Guide

27

A blank template will appear. Fill out the fields to build your challenge.
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Within the blank template, the administrator has the option of selecting who can compete in the challenge
and who may edit the challenge.

This option allows the
administrator to select who
can
compete
in
the
challenge

This option allows the
administrator
to
select
which managers can edit
the challenge

Once the challenge is created, select the “View Challenge” tab to view the statistics of the challenge.

Select this option to view the
created challenge
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Selecting the “View Challenge” option allows you to edit the challenge, export the statistics from the
challenge, and copy the shortlink to share the challenge with other users. User CSV files can be downloaded
for customized reports.

Select the “copy” option to
create a shortlink to share
the challenge with other
users

Select “User CSV” to export
the
statistics
of
users
participating in the challenge

SURVEYS
How to Create Surveys
STEP 1: Select the “Tools” menu then choose “Surveys.” The surveys menu gives you several viewing options:
All Surveys, New Surveys, Open Surveys, and Closed Surveys. The “Survey Template” option allows you to
build a new survey.
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STEP 2: Click “Survey Template” and fill out the requested information to build and distribute a survey to
employees. While you are filling out the information, you can select the “Preview Survey” to review your
survey before finalizing. Once the information is filled out, select “Create Survey” to save.

Fill
out
user
information. When
completed, select
“Create Survey.”

STEP 3: The completed survey will not be available to your users until you select the “Start Survey” option
under the “Preview Survey” tab.

First,
select
the
“Preview” Survey tab

Next, select the “Start
Survey” option to finalize the
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STEP 4: Select the “Overview” tab, and copy the URL to send the survey to your members. To end the survey,
select the “Close Survey” option.

Select this option to copy the
survey URL. This allows you to
send the survey to other users by
copying and pasting the URL into
an email

Selecting “Close Survey” ends
the survey, stopping additional
responses. The “Survey Status”
will change from “OPEN” to
“CLOSED”

At the completion of the survey period, view and collect survey responses by filtering data fields or exporting
the CSV file by selecting the “View Responses” option.

Select this option to
responses to the survey

view

The survey information will be displayed in the following format with “Date Submitted, First Name, Last
Name, Email, and Home Address.”

Network Administrator User Guide

32

