
Using the Rideshare App on a 
Mobile Device



1) Open the Uber app

2) Click on the ‘Where to’ box to enter your 
trip details



3) Enter your Pickup Location and Destination    
in the appropriate fields



4)   Select the most cost-effective option that 
meets your needs while adhering to the 
latest approved Business Rules

5) Ensure the slider is set to your Business 
profile

6) Click ‘Choose Uber’



7) If prompted, confirm your pickup spot and 
click ‘Confirm Pickup’



8) To complete the Expense code field, read 
and click on the disclaimer language to 
accept and proceed



9) Enter the actual purpose of your trip in the 
‘memo’ field and click ‘Done’



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