10 Roads Connect — Driver Manual

10 Roads Connect is the new employee portal for 10 Roads Express drivers. It is available
on both Android and Apple phones and is intended to streamline communication between
you and the company. This document outlines how to log in and describes all the
application’s features.
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Logging in

The first page you will see when you open 10 Roads Connect will be a login screen.

You must log in to your account in order to use the App! The process goes as follows:

1. IT will automatically create your account, so you won’t have to worry about that.

2. When you click log in, you will be presented with the following screen. Note that
there is NO option to sign up for an account! This is because IT manages all driver
accounts.

3. When presented with this screen, click Forgot Password.

4. You will be prompted to “reset” your password. This will be how you set your
password for the first time.

5. You will receive an email which lets you set your password. Please use a password
that is secure and memorable. Please use a unique password and do not re-use a
password that you have used elsewhere.

6. If you ever forget your password, you will use this same service to reset it.

7. Once a password is set you will be able to use it to log in to your Connect account
and access the app.

ROADS
CONNECT F&‘O%E-
¥
Welcome CONNECT
Log in to 10 Roads Express, LLC to continue to Forg ot YOU r PBSSWOfd?

10 Roads Connect.

Enter your email address and we will send you

‘ Email address* ‘ instructions to reset your password.

‘ Password* @‘ ‘ Email address* ‘

Forgot password?

Back to 10 Roads Connect



App Features

Navigating
You will be able to navigate pages through either:

1. Usingthe side menu, which can be accessed either by swiping right on the app or
clicking the hamburger menu in the lower-right corner.
2. The mostimportant pages are available in the bottom bar.

Navigate

Schedule Sunday, August 25 17:55 CT
ip e Contracts: Tiip#s:
Pay Requesis 750 7502 TH2UE 5. 7502
Y JACKSON MS
Conmtacts SHREVEPOHT, PADC
Vacations Hide Stops

Payroll 55 10 ROADS SOUTH -

JACKSOM MS PEDC

SHREVEPORT PEDC USPS

10 ROADS SOUTH -
SHREVEPORT, LA

Monday, August 26 1756 CT
Contracts: Tiip #:
T52UE THN, 7502

10 ROADS SOUTH - JACKSON MS
SHREVEPORT, LA PaDC

Tuesday, August 27 17:55 CT

Contracts: Trip #s:




Refreshing content

You can refresh page content by doing the following:

1. Clicking the reload button in the top-left corner
2. Pulling down on the screen
3. Ifanerror occurs, you will be prompted to reload

2

An emmor has occuned conpzcing to our database. Try the
following:

1. Resohwe any user encr that may have caused this
MEesSage.
2. Ensure that your phone is connected to Cellular
Data or Wi, then reload the page.
. I the: abowve doesn't work, restart the app.
. Finally, reach out to your driver manager for

Error Message: "An emor has occumed™
CLICK HERE TC RELOAD




Schedule

The first page you will see upon logging into the app is the schedule page. This page will
show your routes for the next 2 weeks. The information on the schedule page breaks down
as follows:

e Everytrip has a card where basic information is prominently displayed:
o Contracts
o Trip Numbers
o Origin and Destination
e The trip cards have dropdowns which display the stops with scheduled
arrival/departure.
e The stops have a dropdown which displays the address. Clicking the address opens
itin Google Maps.

Schedule

Sunday, August 25 17:55 CT

Contracis: Tiip #=:
TH2UE 501, 7502

10 ROADS SOUTH - JACKEON MS
SHREVEPORT, LA PaDC

Hide Siops

10 ROADS SOUTH -
SHREVEPORT, LA

JACKSON MS PEDC

SHREVEPORT PEDC USPS

10 ROADS SOUTH -
SHREVEPORT, LA

Monday, August 26 17:55 CT

Contracis: Tiip #=:
TH2UE 51, 7502

10 ROADS SOUTH - JACKEON MS
SHREVEPORT, LA Pa0C

View Siops

Tuesday, August 27 17:55 CT
Contracs:

Schedule Pay Requesis Contacts




Extra Pay Requests

You have the option to request delay pay through 10 Roads Connect. To do so, you must:

1. Selectaround from no longer than 2 weeks ago
2. Supply an Exception Type, the number of hours, and list a reason.

¢ ExtraPay Requests 7eac ¢, Extra Pay Requests

NEW REQUEST PAST REQUESTS

Contracts: Trip #s:
Please Select a round from the last two weeks to submit T52UE 7501, 7502

an extra pay request
10 ROADS JACKSON MS
P&DC

SOUTH -
SHREVEPORT,
LA

Contracts: Trip #s:

Tl b Arrival- Tuesday, August 13 17-55 CT
10 ROADS JACKSON MS
SOUTH - P&DC
SHREVEPORT,
LA

Exception Type:
Amival: Tuesday, August 13 17:55 CT [Hen L

otion Type

SELECT ROUND
Hours:

Contracts: Trip #s:
T52UE 7501, 7502
10 ROADS JACKSON MS

P&DC

SOUTH -
SHREVEPORT,
LA

Amival- Sunday, August 18 17:55 CT
SUBMIT

SELECT ROUND CANCEL

When the request is approved or rejected, you will be able to see the status on the Past
Requests panel.

¢~ Extra Pay Requests

JACKSON
MS PADC

Amival: Wednesday, August 21 02:15 CT
2.00 Hours

Exceplion Type: POSTAL DELAY
Notes: Previous request was on wiong leg
Submitted: August 28, 2024

Amival: Monday, August 19 0215 CT
2 00¢4.00 Hours

Exceplion Type: TRAFFIC
MNotes: Stuck in fraffic
Decision: Parfially Approved by uhersshaumharding on

August 28, 2024
Decision Mote: Partial approval demonstration
Submitted: August 28, 2024

Amival: Wednesday, August 14 02-15 CT
0072 00 Hours

Exceplion Type: POSTAL DELAY
MNotes: Test request

Pcaricire- Bcicrdoe] bur i duarrbs mrbhcdinn o st 95




Contacts

You will be able to access the following contacts through 10 Roads Connect:

e Immediate manager

e Operations manager

e General manager

e Safety manager

e Regional Payroll

e 10 Roads - Accidents

e 10 Roads - Road Service

Each of these contacts will have a phone humber with their extension and an email
address listed, as applicable. Clicking these links calls or emails the relevant contact.

¢ Contacts

KELLY COLEMAN

STEPHEN FPRICE

Arthur Cobb

PAYROLL

Schedule Fay Requesis Contacts




Vacations

You can request vacations through 10 Roads Connect. To do so, you must specify:

e Startand end dates

e How many working days you are requesting off

e How many hours vacation pay you are requesting (at least 8 per working day)
e Thereasonyou are requesting time off

The following restrictions also apply:

e You cannot request days off during peak season (Thanksgiving-Christmas)
e You may request a retroactive vacation up to 2 weeks ago
e Vacation requests cannot overlap

Any submissions not following the points outlined above will be automatically rejected.

As with extra pay requests, you will be able to see the approval status of your vacation
requests.

Vacations ¢ Vacations #4532

NEW REQUEST EEUREG NS NEW REQUEST PAST REQUESTS

Start Date: End Date:
Oct 31, 2024 Oct 31, 2024

Working Days: Hours:

1 8 -
Reason: vacafion

Decision: Approved by beapson on March 21, 2024
Created: March 21, 2024

Reason:

Halloween!

Start: Oclober 12, 2024

SUBMIT

Vacation Balance: 10 hours

Next Vacation Accrual: January 27, 2025

End: October 18, 2024

Reason: vacafion
Decision: Approved by beapson on March 21, 2024
Created: March 21, 2024

Start: September 29, 2024
End: Sepiember 29, 2024

Reason: day off
Decision: Approved by beapson on August 23, 2024
Created: August 23, 2024




Payroll

The payroll page offers you a selection of your previous paystubs, which will then display
your earnings for that pay period. The table breaks down your pay stub by its individual
components and displays the relevant totals.

Payroll
coneECcT
Check Date: 20240719

Trip Contract Hours Rate Total
Date

06-30 752UE 575
06-30 752UE 525
07-01 752UE 575
07-02 752UE 525
0703  752UE 575
07-03  752UE 525
07-04 752UE 5.75
0704 752UE (H)8.00

07-07 752UE 525

oo lalel ol ol ol e

07-08 752UE 5.75

0708  752UE 525

©

07-09 752UE 575

| e

07-09 752UE 525

5.
0710 75UE 575 $
79.75 $

HEW:
Gross Eamings: $
Vacation Balance: ____ ___ _

Pay Type (V) - Vacation (B) -
Legend: Bereavement

Schedule Pay Requests Contacts
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Account

The account page displays your account information, and allows you to log out of the app.

Questions?

Please direct questions, comments, and concerns to your driver manager. If your app runs
into errors or exhibits behavior you believe is incorrect, please include as many details as
possible. Your driver manager will forward this information to our IT department.



