Using the Rideshare App on a
Mobile Device

Uber for Business
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DOE Forrestal
1000 Independence Ave SW

o 6000 Connecticut Ave
Chevy Chase, Maryland

1) Open the Uber app Suggestions See Al
<> Leromo )
Q ‘ ) e LD 3
2) Click on the ‘Where to’ box to enter your K“" Bl -

trip details

Ways to plan with Uber
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Reserve and relax = For XL groups =
Book up to 90 days ahead Room for the whole

Home Services Activity Account
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3) Enter your Pickup Location and Destination
in the appropriate fields
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& Plan your ride
© Pickup now ~ —> Oneway +~
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MWhere to?

Saved places

DOE Forrestal

1000 Independence Ave SW

6000 Connecticut Ave
Chevy Chase, Maryland

DOE Germantown
19901 Germantown Rd
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4) Select the most cost-effective option that
meets your needs while adhering to the

@ 4% promotion applied

latest approved Business Rules G, BusinessComfort @3558
5) Ensure the slider is set to your Business -

Qs

UberX 24 @ $45.2
12:51pm - 5 min away $4416

profile

UberX Share & $35-$44.18
12:50-12:56pm - 4 min aw... $46:63
Save if shared

6) Click ‘Choose Uber’

UberX Priority @ $49.59

DOE - MA - Office of Mana...

Billed to company

Choose UberX a°
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7)

If prompted, confirm your pickup spot and
click ‘Confirm Pickup’
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Confirm the pickup spot
Forrestal Building Search

[ Forrestal Building ]

Confirm Pickup
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Add an expense code

Q Search expense codes

All Expense Codes

THE USE OF THIS SERVICE IS ONLY FOR
LOCAL TRAVEL FOR OFFICIAL
PURPOSES THAT SUPPORT THE MISSION

8) To complete the Expense code field, read A e N e TN
. . . INDIVIDUAL'S PLACE OF RESIDENCE
and click on the disclaimer language to » AND PLACE OF WORK IS NOT FOR

OFFICIAL GOVERNMENT PURPOSES
AND IS PROHIBITED BY LAW. BY

accept and proceed H BOOKING THIS TRIP YOU ARE HEREBY
ACKNOWLEDGING THAT YOUR USE OF
THIS SERVICE IS LOCAL TRAVEL,
SPECIFICALLY FOR OFFICIAL
GOVERNMENT PURPOSES.
INAPPROPRIATE USE OF THIS SERVICE
WILL REQUIRE REPAYMENT OF MISUSED
FUNDS AND MAY RESULT IN
DISCIPLINARY ACTION.
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Edit expense details

E THE USE OF THIS SERVICE IS ONLY F...

Meeting with John DOE for XYz ®

Your company requires a memo. 131

9) Enter the actual purpose of your trip in the “
‘memo’ field and click ‘Done’
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Your ride has been
reserved

Upcoming Trip

Mon, Jun 19 at12:30 PM
EDT

@ Forrestal Building
‘ Pickup at12:30 PM

10) Your trip is now booked. Verify the details
of the trip including date, time and address
are accurate

@ 19901 Germantown Rd

Details Terms & Cancel Info

Reserve another ride -
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