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 Overview  
This job aid details how to request Single Trips in TripCare. 
 
Note: Single Trips are trips that do not recur. They include one-way trips, round trips, and 
multi-leg trips. Ongoing treatments should be scheduled as Standing Orders. 

 

 Beginning the Trip Request  
Note: All information (Member names, addresses, etc.) shown in this job aid is fictional 
and used for demonstration purposes only. 

 

 
 

1. Click on the Request Trip tab. 

 
 

 
 
 
 

 
 

2. Select a Member from the 
list by scrolling or searching, or 
add a new member by 
entering their first and last, 
Member ID or birthdate, and 
selecting their insurance. 
 

 

 
 

 

 

3. Click Single Trip. 

 
 

 
 

 

 
 
 
 
4. Before starting the process, 
verify the Member’s plan 
details by clicking on the 
information button in the top 
right-hand corner. 
 
Note: If this member’s trip 
exceeds their mileage limit or 
their plan’s trip limits for the 
time period, it will likely be 
denied. Instead of using 
TripCare, these rides should be 
requested using Chat in the 
bottom left corner. 
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 Step 1  
Note: When completing a trip request, only the fields with a red asterisk are mandatory.  

 

 
1.   Select the ride date using 
the calendar icon. 
 
Note: The first available date 
will be circled in blue. Dates 
before it are outside of the 
Member’s advanced notice 
window and TripCare will not 
allow you to schedule. If you 
require an earlier ride, you 
must use chat to request it. 

 
 

 

 
 

 
 
 
 
 
2. Enter the Member’s address, 
if it does not automatically 
populate. You can either click 
on the address to see a list of 
recently used locations or use 
the manual entry function by 
clicking on the Manual Entry 
link, inputting the address, and 
clicking Save Location. 

 
 

 

 
 

 

3. In this optional field, input 
any pickup information such 
as gate codes, driving 
directions, meeting places, etc. 
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4. Indicate the appointment 
time. 

 
 

 
 

 

5. If a specific pickup time is 
needed, check the box to turn 
it blue. Then, input the 
requested pickup time. 
 
Note: If you leave the checkbox 
blank, Modivcare will assign a 
pickup time to ensure the 
Member will arrive on time. If a 
request time is input, 
Modivcare will also try to 
honor it but may provide a 
different pickup window 
based on driver/vehicle 
availability. 

 
 

 
 
 

6. Confirm the pickup date is 
accurate. In the vast majority 
of rides, you will not have to 
change this field.  
 
Note: In rare circumstances, 
like sleep studies, where the 
appointment is on a different 
day than the pickup, you can 
adjust the accordingly. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

7. Input (or update) the 
Member’s phone number, if it 
has not already populated. 

 

 
 

8. Select a location. You can 
search the Modivcare rolodex 
for approved locations, choose 
a recently used location, or use 
Manual Entry to input a new 
address. 
 
Note: Rolodex locations will 
populate based on the 
Member’s address. 
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9. In this optional field, enter 
any drop-off information. 

 

 
 

10. Enter the facility’s phone 
number. 
 
Note: The number should 
automatically populate if a 
rolodex facility is selected. 

 

  
 

11. Enter the treating doctor, if 
known. Write N/A if you do not 
know the doctor. 
 
Note: Entering a name in this 
field helps expedite the trip 
approval process. 

 
 
 
 

 
 

 

 Step 2  
 
 

 
 
 

 

1. Select the Treatment Type from the drop-down. 
 
Note: The displayed treatments have been approved by the member’s plan. 

 

2. In this optional field, input short details about the treatment. Any information gives 
Modivcare care context. 
3. In this optional field, add the patient’s condition. 

 

 

4. In this optional field, describe the nature of the appointment. 
 
 
 

 

5. Add Procedure Codes in this optional field. 
6. In this optional field, add any accommodations or special requests, such as service 
animals, mobility aids, or communication needs. 
 
Note: The driver will not see any of the medical information in fields 1-5, however, they 
will see the special requests section. 



TripCare: Requesting a Single Trip 

Copyright 2023. All rights reserved. This document contains trade secret, confidential, and proprietary information. 
Neither this document nor the information it contains may be further disclosed without written permission. 

5 

 

 Step 3  
 
 

 

1. Select the Level of Service 
from the drop-down. 
 
Note: The available selections 
will vary based on Member 
plan. 

 
 

 
 
 
 

 
 

2. If Wheelchair (or a more 
restrictive Level of Service) is 
selected, answer the additional 
questions. These questions 
ensure Modivcare deploys the 
appropriate vehicle for the 
Member’s needs. 
 

 

 
 

 

3. If the Member’s insurance 
allows it, and they wish to 
request mileage 
reimbursement, you can 
request it through TripCare by 
answering the pictured 
questions. 
 
Note: The first mileage 
reimbursement ride must be 
chatted or called in so 
Modivcare can set up the 
driver(s). Any subsequent ride 
can be scheduled with 
TripCare. 

. 
 

 
 

 

 
 

 

4. Answer whether the 
Member can sign the driver’s 
log. 

 
 

 

 
 
 

 

5. Indicate whether any 
passengers are joining the 
Member. 
 
Note: The Member must 
provide their own car seat if a 
child aged 6 or under, or 60 
pounds or less, is joining them. 
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 Step 4  
Note: This field is only visible if Forms are required by your market. If you have questions 
about Forms, please reach out to your Liaison/Healthcare Manager, as they are the 
expert in your market’s operations. 

 
 

 

1. View the Forms already 
uploaded, and click Add a 
Form if a new/updated Form is 
needed. 

 
 

 
 
 
 

 

 
 
 

 

2.  
a. Select the Form Type from the drop-down (available choices will vary by market). 
b. Use the Select File button to choose the form from your computer’s file explorer. 
c. Choose the member’s Level of Service (available choices will vary by market). 
d. Use the calendar icon to select the form start date. 
e. Use the calendar icon to select the form expiration date. 
f. Enter any optional notes. 
g. Use the Remove button if you no longer wish to attach the form to the trip request. 
 
Note: Once a Form is approved, it will automatically be added to every future Trip 
Request for the Member and will only need to be replaced if it expires. 
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 Moving On  
 

 

 
 
 

Click Make this a round trip to create a standard two-way trip.  

  
 

 

 
Use the Make this a round trip button to schedule a standard two-way trip. 

 
 

 
 

 

If you prefer to schedule a multi-leg trip, use the Add new leg button to 
add an additional stop after the appointment, such as a trip to the 
pharmacy. 

 

 
 

If you prefer a single leg trip, use the Complete Trip Request icon. 
 
Note: This will drop the member off at their appointment without 
scheduling a pick-up. 

 

 
 

 
For multi-leg trips, the Cancel Leg button allows you to cancel a single leg. 

 

 
 
 

 
To cancel the entire trip request, click on the Cancel Trip Request icon. 

 

 Finishing Up  
 
 

 

 
 
1. The Leg B information will 
automatically populate based 
on the details you entered for 
Leg A. Review it to ensure it is 
accurate.  
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2. Enter a pick-up time. You 
can enter a specific time if you 
know when the appointment 
will end. If the amount takes 
an undefined amount of time, 
you can schedule the B Leg 
pick-up as a Will Call. To 
schedule a Will Call, toggle the 
button to Yes.  
 
Note: For Will Calls, Members 
will need to call Modivcare 
when their appointment is 
finished. It can take Modivcare 
up to 60 minutes to deploy a 
driver. 

 
 

 
 
 
 

 
 

 

 
 

 
 
 

3. Complete the Treating 
Doctor field. This is the only 
other field you must complete 
for the B-Leg.   

 

 
 

 

 
4. Click Complete Trip Request 
to finish the process. 

 
 

 

 
 
 

 

 
 
 
 
5. You’ll see a confirmation 
screen displaying the Trip 
Request information. 

 

 

 

 
 
 

 

 

 


