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DOCUMENT PURPOSE 

The purpose of this document is to describe basic functionality of UTA’s EFC web interface for 

Human Services coordinators. This document covers the following features of the web interface: 

• UTA Contact Information 

• Institutions 

• User Management 

• Card Account Management  

• Reporting 

• Reduced Fare applications 

CONTACT UTA INFORMATION 

Do you have a question, comment, or concern to share?  Do you need to request additional 

cards?  Are you looking for a copy of the most recent Human Services User Guide to help 

manage your cards online?  Go to www.tap2rideuta.com and enter your login information.  Then 

click on the Contact UTA tab in the left-hand navigation bar. 

We are happy to help! 

 

 

 

 

 

 

 

http://www.tap2rideuta.com/
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INSTITUTIONS 

View Contract Information 

After logging into the web interface, an institution admin, institution rep, or human services rep 

may view contract information. Click Institutions on the left-hand navigation bar and the list of 

institution(s) that the user is associated with will be displayed.  

The row displays details of the contract - Product Name, Contract Type, Contract Limit and 

Active Card Count.  

Click on the Institution Name or Edit button         to view the details associated with the 

institution account.  (You can only see the institutions you have access to.)  

 

To view a copy of the institution’s record of cards, click on the button displaying the number of 

active cards 1. This view includes an EXPORT button to download the file for further analysis. 

Please note that while the button number is only active cards, the exported file includes all cards 

- both active and inactive. 

 

USER MANAGEMENT  

Please contact UTA (using the EFCX Operations link in Contact UTA tab) to request changes 

(add or remove) to any users in your institution. 
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Change your own password 

To change your personal password click your institution email at the top right of the screen, 

which displays the Manage your account form. Select PASSWORD and follow the criteria 

below for a strong password. 

 

 

 

 

 

 

 

CARD ACCOUNTS MANAGEMENT 

Card Lookup 

After logging into the web interface, a transit coordinator may look up card information. First 

click Card Accounts on the left-hand navigation bar, enter the face number for the card, and click 

GO!  

 

 

To view card details, click the UID number or Edit button         on the far-right edge of the row 

of the card account you wish to view.  

Card Replacement 

Transit coordinators can easily replace cards that are reported lost, stolen or damaged. Transit 

coordinators perform card replacements in the Card Account Management feature by first 

looking up the lost card then clicking the card replacement button near the top-right corner of 

page. 
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In the dialog box, enter the New Face Number of the card 

being replaced, click inside the New Card UID box (the UID 

associated with the face number will appear), enter Reason 

and click SAVE. The replacement function automatically 

activates the valid replacement card (transferring the 

subscription and other information) and deactivates the 

replaced card. To check that the replacement card is active and 

the replaced card is inactive, click Card Accounts on the left-

hand navigation bar. An institution using it’s own media may 

enter the new card face number, then input the UID by 

scanning the new card with an RF reader. 

Comment 

Transit coordinators may record notes for a card using the Comment button. Clicking the 

Comment button reveals this simple form. Click OK and the entry is saved and stored with the 

Card Account Log in the Action Reason column (see below). 

 

 

 

 

 

REPORTS  

Action History Report 

All actions on card accounts (Activate, Deactivate, Replaced, Supersedes) are logged by the 

system. Click Reports on the left-hand navigation bar to see the list of available reports.  

 

1. Click on Action History Report. 

2. Enter the Institution Name (the user’s institution). 

3. Select Actions provides further filtering aids. 

4. Select Date Range. 

5. Click the SHOW RESULTS button for results. 

6. Click EXPORT to view the results in Excel. 
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Aggregate Ridership Report 

The Aggregate Ridership Report provides a ridership history for cards registered with your 

institution. Click Reports on the left-hand navigation bar to see the list of available reports. 

1. Click on Aggregate Ridership Report. 

2. Enter the Institution Name (the user’s institution). 

3. Type of Report Results select either Service or Card. 

4. Select Date Range. 

5. Click the SHOW RESULTS button for results 

6. Click EXPORT to view the results in Excel.   

Specialized report filtered by Card 

 

 

 3  2  4 
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Specialized report filtered by Service    

 

 

 

 

 

 

 

 

 

UTA Web Interface Quick Start Guide 

 

 

 

 

1. UTA Partner Web Site Login 

Go to: www.tap2rideuta.com 

• Enter your email address as the User Name 

• Enter your password and click ‘Log in’ 

2. Search Card Accounts 

Click Card Accounts on the left-hand navigation bar. 

 

Type in the face number for the card to be found and click 

GO!.  

3. Run Reports 

Click Reports on the left-hand navigation bar. Two 

reports are available. 

To view the aggregate ridership activities for your 

institution, select Aggregate Ridership Report. 

Enter your selection criteria and click SHOW 

RESULTS. Use the EXPORT button to export 

results to a CSV file. 

To view an audit trail of activations and 

deactivations performed using the UTA Partner 

Web Site, select the Action History Report. Enter 

your date selections and click SHOW RESULTS. 

Use the EXPORT button to export results to a CSV 

file. 

 

http://www.tap2rideuta.com/
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Reduced Fare 3rd Party Approval Process 

• Go to website: Reducedfare.com (link in Contact UTA tab) or select from left margin of 

EFCX 

 

• To Create an account click “Sign up now.” 

• First enter in the same address used to access EFC Partner Portal, then click “Send 

verification code.” 

• Enter code that was emailed to you and click “Verify code.” 

o Once you enter in that code you will be allowed to create a new password. 

If this is your first time accessing 

the portal you need to create an 

account by clicking “Sign up 

now”. 

If you have previously accessed 

this portal and already created an 

account enter in your login 

information and “Sign in”. 
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• On the Home page fill out required fields on behalf of the qualified applicant: 

o First Name 

o Last Name 

o Date of Birth 

 

• Include Applicant phone number and email if available. 
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• Check verification box and click “Next.” 

 

• Review Application – if information is correct click “Submit.”

 
• Once you submit you can search all applicants in the “Client Portal”. 
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o You can search by First or Last Name or Expiration date. 

 

• At this point Client can be sent to a customer service center to have picture taken and 

their card issued. 

More steps are needed if the client would prefer to have the card mailed. 

• Click “Mail Card” this will require you to add a mailing address and upload a picture. 

o Note* if Client doesn’t have a mailing address you can mail to your organization 

and the Client can pick it up from your location. 

 

• Click “Next”. 
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• Add a picture by either dragging or clicking in top box to choose a file.  You can also 

remove selected picture before submitting by clicking “remove”. 

 

• Add Mailing Address and click “Next”. 

 

• Verify the name and address is the one you want then click “Submit”. 

o Note mailing the card will take up to 7-10 business days.  For any questions you 

can contact the UTA Fares Department at 801-287-FARE (3273) or email 

reducedfares@rideuta.com.  
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• UTA will process the request and mail their card within 10 business days.  “Mailed Card” 

button will change from blue to black and read “Card Mailed”. 

 

• Approved applications are good for one (1) year and will need to be renewed each year. 

• When a card is available to be renewed the “Renew” button will be green instead of gray. 
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• Click “Renew” and it will ask if you are sure you want to renew the application 

 

• Click “Yes” 

• This will change the expiration date to one year from today’s date and the “Renew” 

button will turn from green to gray 
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• OPTIONAL: Removing Client Application 

o This optional function can be utilized if the Client is no longer participating in 

your programs, or if they no longer need assistance.  UTA will keep record of any 

“Removed” applications 

• To remove an application click on “Remove” and then select “Yes” to confirm you want 

to delete the application. 

• Client Application will no longer be visible or searchable in the Client Portal.  However, 

UTA will still keep record of any “Removed” applications. 
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