
Case Manager Upload
Tutorial

If you have any issues with the Case Managers 
page or the Bulk Upload form, please email 

support@veyo.com. Thanks!

mailto:support@veyo.com


Begin by visiting the Case Managers 
page. You can access the page by 

clicking on the Case Mangers link at the 
top of the page. 



Download the form by clicking on the 
large button at the bottom of the page. 

An excel file will download to your 
computer.

If you haven’t downloaded the Bulk 
Upload form, you’ll need to do that first. 
The form can be found at the bottom of 
the page. Scroll to the bottom or jump 

there by clicking “here.”



Open the file in excel. Start by entering your 
contact information. This information will be 

used to contact you if there are any 
questions around the trip information. 

You can now add up to 100 trip requests to 
the form. Some columns will require you to 
write in information, while others may have 

a drop-down menu with options. 



1. Once your Bulk Upload Form 
is complete, it’s time to 
upload it. Start by filling out 
your contact information.  

2. Either drop the file into the upload 
area or click “Select Files” to upload 
your file. 

3. Once the file has been successfully 
accepted, it will be listed here. If you 
want to remove the file and upload a 
different file, click the small (x) next 
to the file name. 

4. When your contact information and 
file upload are complete, click the 
“Submit” button.



Once your form has been successfully 
submitted, you’ll be taken to the Upload 
Complete page. Congrats, you’re done!

If you forgot to submit a piece of 
information, you’ll see a red warning 

message. Please update your 
information and resubmit.



Frequently Asked Questions

• Q: How do I know if my trips have been recorded successfully?  
• A: You will receive a confirmation email when the trips have been added into the system. 

• Q: How do I enter a trip with more than two legs?  
• A: To submit a trip with more than two legs, please enter each leg on a separate line. (If 

the final leg is a return trip home, please use the trip purpose from the previous leg.) 

• Q: How do I enter trips with multiple passengers who need to travel together?  
• A: If you have multiple passengers that need to be grouped in one trip, you can let us 

know using columns U and V. After noting that the trip should be grouped with a “Yes” in 
column U, please let us know the MID of the participant the trip should be grouped with in 
Column V.    


