
Instructions for Community Cars Volunteers on using the system to receive and 

record journey requests  

 

1. Open the Dynamics 365 application on your 
mobile phone that you have installed 
 

 

2. Log in with the credentials you have been 
provided 
 

 

3. Select the ‘Community Cars’ box 

 
 

4. Under the heading ‘My Support Activities’ you 
will see a list of Journey requests that have 
been assigned to you along with the dates and 
times that journey is required.  
 
If you have a number of journeys, you may find 
it easier to select the 3 dots in the top right 
hand side, and select Sort and then select by 
Due Date and it will put them in date order with 
the ones due first at the top.  
 
If you need to refresh your page at any time, 
you can also select the 3 dots at the top right 
hand side and select ‘refresh’.  
 

 
5. Select the first person from the list. 

 
 



6. Here you will see full details of the request, 
including the address and telephone number 
and any additional information you may need, 
such as any mobility constraints. You may 
need to scroll down in the comments field to 
get all of the information.  

 
7. Carry out the request following the guidance 

instructions that you have been provided. 
 

 

8. Once you have carried out the journey, in the 
comments field – please change the CC 
Journey Complete field to ‘Yes’  
 
If there is any other information you feel we 
should know, please add to the notes in the 
Comments field (be careful not to delete the 
existing notes that are there) and add your 
own comments to the top along with your 
initials.  

 



9. To submit your expenses claim for this 
request, scroll down to the ‘Expenses’ field. 

• Change ‘Claim Expense’ to ‘Yes’. 

• Select from the drop in the ‘Expense 
Reason field’ C Cars Journey 

• Select the date that you undertook the 
request for which you are claiming the 
expense for 

• Type in the number of miles in the CC 
Mileage field  

 
The system will automatically update the last 3 
fields for you.  
 
  

10. When you have finished updating everything, 
scroll back up to the top, select the ‘Save’ 
button and then click on the ‘Home’ icon at the 
bottom to go back to your list of requests. 
 
The journey request that you have just 
completed will now have disappeared from 
your list.  
 
Please note that the system will only allow you 
save a record once, so please make sure you 
don’t save the record until you have finished 
updating all the required fields.  

 
 


