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FLEETOHIO

Introduction

FleetOhio is a client server application that allows organizations to capture and analyze all costs
associated with owning and operating a fleet of vehicles, including equipment tracking, work order
processing, preventive maintenance scheduling, parts and fuel inventory, and vehicle component
warranty costs.

Installing the FleetOhio Client

The FleetOhio client must be installed on a local computer and configured to communicate with the
FleetOhio server. This may require the assistance of the organization’s MIS department if the user does
not have sufficient privileges.

The client software may be downloaded from the following ftp site:

ftp://ftp.das.ohio.gov

Contact the FleetOhio administrator (614-466-6607) for the access id and password.

The installation instructions, FLEETOHIO INSTALLATION INSTRUCTIONS.pdf, are located on the ftp
site.

How to use FleetOhio

Logging in "

Log into FleetOhio using the User Id and
Password provided. The password will not expire,
but may be changed by going to the Change
Password Screen. (System Management —
Setup — Access Rights — Change Password).

&

p=p - ol :[uef |

I I I = s Sl | DAS Office of Fleet Muthitgement
o 4200 Surface Road

Columbus, OH 43228

Change Password 1

Change and verify passward

0ld passward

Mew password

Werify

Upon logging in, the FleetOhio backsplash will be displayed until the user requests a specific screen.




Menus

The FleetOhio menu structure is similar to most Microsoft Windows based applications. The main menu
bar leads to individual screens or submenus.

File Edit Action

Queties/Reparts  System Mgmk  Wiew  Preferences  Window  Help

[m

L

Equipment Units
Equipment Activity
Equiprment Managerment

7.
Service Requests/Defects
Equiprent Skatus Change - Customer

Meter Update

Shop Ackivity 3
Production Planning » Fueling r
Call Cenker 3
IUsage Tickets
Parts Ikems b ) Meter Readings - Assignments
o Testing 4 ]
Parts Ackivity b Multi-skate Usage
D wrbacifn b Crmmial Cmme

Graphical User Interface

All screens contain the following components:

Action Buttons

FlEdifde P}

Menu Bar —>

ﬁFiIe Edit Action Data

ueries/Reports  System Mgmt  View  Preferences  ‘Wind Help

Communication Indicator —>

e8|

(Indicates connection to the FleetOhio server)

B 80| B

Th e Grl d 1 2000 FORD TRURUS FFY 93101 E
> 2 93102 2004 FORD TALRUS FRY 93102 DASTRNING 80000
(Displays requested data) 3 93103 1959 FORD CROWNWICTO.. 93103 DASTRNING 82000
4 93-104 2000 FORD TAURUS FRY 935-104 DASTRMING FEron |
g v ]
L
|. Clagz PM Program I Individual PM Program I Inspections I Codes I Recurring Costs I Credit Cards I Acquisition I Fiegistration
Sp Itter Bar Multi-jurisdictional I Ownership/Depreciation I \Warranty I Feplacement/Disposition I Motes I Position Info I Additional Data I FRelationships
(Can be moved to dlsplay more Basic Info Meter Infa I Classes | Locations I Assignments I Accounts | Status | tator Poal | Authorization I Comments
information) EqubmentiD [701 []  [ZO00FoRD ARG FFV 2000 FORD TAURD
Model year F' program lype
Manufactuer 10| g
Mads! ID | [FORD 17
Equipment type |1 [FORD TALF
Description | 2000 FORD TaURUS
Th T b Color |E=L|.'E
€ 1abs (For data entry) Serial rumber |11
> Assetnumber | Asgsociated file
Path and file name | E
Deszcription |
Status Bar (Ermor messages and
notification of successful task "
completion) > Ak
p Ready C o uom | Yy




Action Buttons

Action Buttons are used to o ; ’—‘ wig| i

- ?{ - =] -
perform tasks and are grouped by 'ﬁ||il|| =|E|‘ﬁ'| |‘='| | 'ﬁ| & §| | E
their function. These tasks include inserting information, retrieving information, updating information or
copying information. All FleetOhio screens include these buttons.

Retrieve Information

sl Fl OB

Get Data Filter Define Sort

Get Data — Used to retrieve all data available to the user.
Filter — Used to retrieve data base upon criteria set by the user.
Define Sort — Sorts data based upon user defined selections.

Insert or Update Information

g &

Prepare for Prepare for Prepare for
Insert Copy Update

Prepare for Insert — Used to insert a new record.
Prepare for Copy — Used to copy an existing record.
Prepare for Update — Used to update data on an existing record.

Complete a Task

e e

Process Delete Cancel



Process — Saves records to the database provided there are no errors. If errors exist, they must
be corrected and the Process button clicked again until successfully saved.
Delete — Deletes the selected record. Not available on all screens.
Cancel — Stops the current action. Data entered on the screen will be lost.

Keyboard Shortcuts

There are a number of useful shortcut keys that aid in data entry. They are as follows:

£ = FesthociEsy Fadannali el ickets]|

455 File Edt Action Data Queries/Reports System Momt  View Preferences ‘Window Help

B=—p [ - o

| 22| & (5a0) = F .2 e8|

| || o] Ll elsla| wm k| Sl0] ®-

Ctrl + F for the Filter
Ctrl + N for Prepare for Insert
Ctrl + U for Prepare for Update (Unlock)

Row

Ctrl + S for Process (Save)
Ctrl + Z for Cancel

Extemal Fuel Ticket Entry

Extemal fuel tickets

Ctrl + [SPACE] to move into the group
fields

Shift +* (Shift + Quote) to copy the value in
the field above.

Ctrl + B to remove an entire line of data
BEFORE you process (you cannot remove

Row | Equipment ID | Transaction date

:
Use the TAB key to

these columns or

License nurmber

move forward through

\ear - mandFacturer - model - meter readings

:

Use SHIFT-TAB to
move backward
through these columns

or change the line of data AFTER you fields. or fields.
process)
Ready
Filter Request Form
i i

FI Iterl ng e GetData |  Chse | Cear || Cancel |

Filtering allows for targeted data retrieval. On any 5 S

screen, use the Filter action button to look up data vodelves -

that is already in the system. Clicking this button Model ID

brings up a “request form” that you fill out in order to limit the
data displayed. Click the Get Data button to fill the grid with
matching data. The example to the right limits the retrieved data
to Fords at repair location 01.

Wildcards may also be used in the “request form”. Examples
are listed below. The FleetOhio wildcard is a % symbol

All equipment IDs starting with FOO:
[Fons

Equipment 10

m

All equipment with serial numbers containing 1X05:

714055 |

Sernal number

All equipment with asset numbers ending with 01:

Azzet number =01

Equipment tupe

Serial number

Asset number

Meter tupes class
Maintenance class

PM program class
Standards class

Rental rates class

Shop scheduling class

SLA equipment category
Assigned PM lacation |0
Azsigned repair location 1D
Station location 1D

Operator 1D

Operator name

Department 1D

Campany 1D

Account |D

Pracurement status code 1D
Unit available for repair or Pk
Motor poal dispatch lacation D
Paal wehicle type

License number

01

%

= “anything”




Understanding Security Groups
Security groups provide and restrict user access to specified screens and related information

Levels of Access

There are two basic levels of access
1. Fleet manager access — includes agency level access to the following screens:
Fleet Equipment — page 7
Users Screen (Motor Pool) — page 33
Operator Screen — page 17
Meter Readings — page 19
External Fuel Tickets — page 20
Work Order Short Form — page 22
Historical Costs Screen — page 25
Motor Pool Center — page 28

S@mPao Ty

2. Data entry access — includes location specific level access to the following screens:
a. Fleet Equipment — View only page 7
b. Meter Readings — page 19
c. External Fuel Tickets — page 20
d. Work Order Short Form — page 22
e. Historical Costs Screen — page 25
f.  Motor Pool Center — page 28

Entering Information

Data Requirements

All vehicles and related expenditures must be entered into FleetOhio. It is recommended that information
be entered on a monthly basis. Most vehicle related expenditures are uploaded to FleetOhio; however,
agencies are responsible for entering the following items:

New vehicle entries.

Vehicle operators (drivers)

Vehicle mileages.

Vehicle fuel usage not purchased via the fleet card (on-site fuel tanks).
Maintenance and repairs not purchased via the fleet card.

agrwdhE

Entering Vehicles — FLEET EQUIPMENT SCREEN

There are two methods for entering vehicles. The first involves entering a vehicle by using the Prepare
for Insert action button. This requires entry of all mandatory fields. The second method uses the Copy
action button to copy a similar vehicle and change only those fields that are different. Instructions for
both methods are listed below. Please note that not every field is covered; only those areas that require
further explanation. All mandatory fields and tabs are highlighted. Attachment C is a worksheet that can
be used to gather the required information for the new vehicle.



Method 1 - Entering a vehicle using the Prepare for Insert action button

BaSIC |nf0 Tab £ File Edk  Action Data Queries/Reports  System Mamk  Miew  Preferences Window Help
B—a (] | ol =gl 3w w\w JELETT
1. Click Prepare for |« <> ] v E2(mlE = J
|nsert bUtton Row Equipment D | Model year | Manutacturer [0 Licenze number | Operator ID | Department ID | Latest meter
Mandatory fields
will be highlighted.
(=] I ||
2' ASSIQnEqUIpment Class PM Program ] Individual PH Program I Inspections I Codes ] Recuring Costs ] Credit Cards } Acquisition I Registration
ID Thls IS Usua”y Fulti-urizdictional I Ownership/Depreciation I ‘wWarranty ] Replacement/Disposition I Notes ] Pasition Info ] Additional D ata ] Relationships
the |IC€‘I’]S€ plate B asic Info I Meter Infa I Classes ] Locations ] Agsighments } Accounts } Status } Motor Paal } Autharization } Comments
E.g. 32-101. caipnents | me
todel year P program type
*For non Manufacturer |0 | CLASE
Madel ID INDIVIDUAL
passenger NONE
. . Equipment type ’—e
vehicles with
plates like S32- Dspin |
olor
1011 the Serial rumber |
Equ|pment |d |S Azset nurnber Azsociated file
Fath and file name |
328-101 Drescription I
**Undercover
vehicles** it is recommended that the license plate not be used for the Equipment ID.
3. The Equipment Type field is used to identify the vehicle according to the State Purchasing Vehicle

contract.

E.g. 2006-FORD-A-1. 2006 FORD FOCUS
- The model year is 2006
- The manufacturer is Ford
- ‘A’ refers to the automobile / passenger vehicle contract
- ‘1’ refers to the 1% item on that contract.

Don't see the proper equipment

ﬁF\Ie Edit  Action Data Queries/Reports  System Mgmt  View Preferences Window Help

type? Contact the FleetOhio Bd | [ -] ol d=sl el s8R sl e s
administrator to add it. L vl BlElE] o Bl elflal Bl e 88| B
Row Equipment ID | Madel year | Manufacturer ID todel 1D License number | OperatorID | Department 1D | Latest meter]
For equipment that does not warrant
an Equipment Type, choose NONE al I
Class PM Program | Individual PM Program | Inspections | Codes | Recuming Costs | CreditCards | Acquision | Registration
Meter Info Tab e CHEH G | Lok | st | ot | S | Wi | st | oot
EqupmentD | LI T
4. Choose the proper method of
tracking utilization. For most e AT
vehicles it will be MT-MILES. T Metorresas
T:t::;t::‘j\:::.dm :i \’7 550 [ NG Meter number | Reason Hew me
For trailers choose MT-NONE. t::z::::z::s ' ‘
Maximum meter value
5. The Maximum meter value e
indicates the number of digits in
the odometer. All new vehicles Hletota < | B

have 6 digit odometers — this is

the default setting so no need to change



Classes Tab

Clazz Ph Program ] Individual Pt Program ] Inspections ] Codes ] Recuring Costs ]
tulti-jurisdictional ] Ownerzhip/D epreciation ] Warranty ] Replacement/Dizposzition ] Mates ] P
6. The Maintenance Class Basic Info ] Meter Info Clazzes l Locations ] Assignments ] Accounts ] Status ]
indicates the type of vehicle. .
Choose from t)r/1pe list. Equipment D L] R
7. The PM program indicates Equipment ciass for
how frequently the vehicle Maintenance BER
should receive a PM program |
preventative service (PM) Sl
i.e. oil changes. Rentalrates | = P
Resources | A |
Choose from the list.
SLA equipment category | El |
If there is a preventative
maintenance schedule that Benchmarking class type | E|
is needed, but does not
appear in this list, contact Azset category D | E] |
the FleetOhio administrator.
Locations Tab
Clazs PM Program ] |ndividual Pk Program ] Inzpections ] Codes ] Recuring Costz ]
8. Choqse the proper F ulti-jurisdictional ] Ownership/Depreciation ] Warranty ] Fieplacement/Disposition ] MHotes ] P
Ioca_tlon code for the Baszic Info ] teter Info ] Classes | i Azzighments ] Accountz ] Status ]
Assigned PM and
Assigned Repair Equipment (D | IZI |
Location type
Azzigned P [ A Prefered P
Azsigned repair [ |F
9. Choose the same Azsigned mobile | AT
location code for access
rights. Station | A |
Stored | AE
This determines who can ERTent | IEN
see and do data entry on L ast fuiel | [
this vehicle
Access rights | ! |




Assignments Tab Clazz Ph Program ] Individual PR Program ] Inzpections ] Codes ] Recurring C
kLlti-jurizdictional ] OwnershipdDepreciation ] W arranty

Bazic Info ] keter [nfo ] Clazzes ] Locations

ent/Dizpozition ] i
l Accounts ] 9

10. Enter the Department Id EatirrenE I—El |

to which the vehicle
Operator D |

belongs
Operator name |

[ First operator for this

Departrent |0 | A
Department to notify far Phd | JF r@
[ Ontemporary loan to department | A~
11. The Company Id =
Agency code. Choose ——
from the drop down list. Taw code D I:l
Campary 1D IZI |
Azzociated equi o | Izl |
GPS equiprment (D |
Fleet number
Accounts Tab Clagzz PM Program ] Individual Pk Program ] Inzpections ] Codes ] Recuring Costs ] Credit Cards ] Acquiziti
Fultiurizdictional ] Ownership/D epreciation ] W arranity ] Replacement/Dizposition ] Motes ] Pazition Info ] Additional D
Bazic Info ] Meter Info ] Classes ] Locations ] Agzignments Accounts l Statug ] Mator Pool ] Autharizi
12. Account Ids are not
required, but may Equipment D | E [ Hew equipme
be chosen. @
Account D | !
Frevenue account 1D | l |
Account apportionment for billing
Row | Delete Account ID Account name Percentage
*
|;| il |;|

Status Tab

13. Choose the proper Life cycle Status Code

Legend:
Codes beginning with A are ACTIVE vehicles.
Codes beginning with S are vehicles in some type of up fitting or inactive status.

The ‘S’ code may be used for new vehicles not yet in service or vehicles awaiting transport to salvage.



14. Enter the fund
code used to
purchase the
vehicle. This is
used by OBM

Motor Pool Tab

Class Pk Program ] Individual Pk Pragram ] Inzpections ] Codez ] Recurming Costs ] Credit Cards ] B

Multi-jurizdictional ] Ownerzhip/Depreciation ] W arranty ] Replacement/Dizpozition ] Motes ] Position [nfo ] Addi

Bazic Infa ] teter Info l Claszes l Locations ] Agzignments l Accounts Slalus totar ool ] B
Equipment D | El [ e
Life cycle statuz code (D B [ Statuz St
Service statuzs ‘B |dser statuz 1 Co
MNumber of open wark orders l_ |Jzer statuz 2 R4
[iate and time of last ward check Idzer statuz 3 F4
[ Unit available for repair or PM
Equipment status [R5 ERAIR: I Has tachometer

E\L;I 'JI E&FEEE F:_\SIHE EF‘M [~ Ready for disposition

NOT FOUMD ™ Usage tickets posted since last End of Period E quig
IN SHOP [ Meter readings posted since last End of Period Equi
WwWORK FIMISHED

AWWAITING TRAMNSFER - SHOP

AWWAITING TRANSFER - USER

*ONLY enter information on this tab if the vehicle is assigned to a motor pool and your agency
uses the FleetOhio Motor Pool Module

Authorization Tab

to be entered on this vehicle

Class PM Program ] Individual P Program ] Inspections ] Codes ] Recuring Costs ]
b ulti-urizdictional ] Owrership/D epreciation ] Wwiarranty ] Replacement/Dispozition ] Motes ]
Basic Infa ] Meter Info ] Claszes ] Locations ] Aszignments ] Accounts ] Statuz

Equipment 1D [ El |

Credit Cards

M otor pool dispatch status

Mator poal dispatch location 1D I Pl |
|

Pool vehicle bype . |
Last reservation [0
Date teter 1
Last out | |
Lastin | |

Class PM Program ] Individual P Program ] Inzpections ] Codes ] Rec

Multi-jurizdictional ] Ownership/D epreciation ] W arranty ] Feplacement/Dizposition
Bazic Info ] Meter Info ] Claszes ] Locations ] Azzighments ] Accounts
E quipment 1D | El |

|Jzage tickets

15. Check these three boxes to allow data ™ \Work orders @
-
-

Fuel tickets Fuel card 1D
[~ Off road uze 0ff road pet

[T Test equipment

“Work arder approval level

i i

.

Exclude from

Exclude from g
Exclude from i
Exclude fromm 1

Track meter 1

11



Class PM Program Tab

On the Classes Tab, you
indicated what the frequency in
which the vehicle should receive
PM services e.g. every 4,000
miles or 6 months. On this tab
you are indicating where to start
counting. This allows FleetOhio
to track when a vehicle is due for
service.

16. Enter the next PM Service
Number. Enter 1 in this field
17. Enter the date the vehicle
would be due for a PM
service according to what

Bazic Info ] teter Info ] Clagzzes ] Locations ] Agzignments ] Accounts ] Statuz ]
ulti-jurizdictional ] Owrership/Depreciation ] W arranty ] Replacement/Dizposition ] Motes ] P
Clazz PM Program l Individual Pt Program ] |nzpections ] Codes ] Recuring Costs ]

I

E quiprent 1D

— @

Mext PM zervice number

P zervice
Mesxt PR due date
Lazt performed

| I
L4 4
Service

Wwiork order 1D |_

|
Meter 1 Meter 2 Fuel gty
PM overides | |
Lite meter at lazt Pk |
Mext PR due at meter reading |

—

(uantity fuel uzed zince last P

you chose in the PM Program field on the Classes Tab.

E.g. 6 months from purchase date

18. Enter the mileage at which the vehicle will be due for a PM service. If a new vehicle enter 0

Codes Tab

19. Choose the proper fuel
type for this vehicle

NOTE:

If this is a flex fuel vehicle,
also enter the second type of
fuel in Fuel type 2.

- e.g. many vehicles are
capable of using gasoline or
ethanol.

- If this is a diesel vehicle,
add biodiesel as well.

Ownership/Depreciation ] Warranty ] Replacement/Dizpozition ] Motes ] Files ] Poszition Inf

Basic Info ] Meter Info ] Classez | Locations ] Aszsignments ] Accounts ] Statug ] Muator Pool ] &
Individual PM | | Credit Cards |

Recurmng Costs ] Acguisition ]

Inzpections

E quipment D |

nl

Default priorty 1D for equipment unit on work orders [I |

—
Biingcade |
Cuantity of tires

Oil type

[ Supports any fuel or fuid type
Supported fuel/fuid types

Raow | Delete FuelfFluid bvpe Description Capacity

12



Recurring Costs Tab

The only mandatory field on this tab is the Insurance Id. This information is required by the Office of Risk
Management. There is
a report in InfoCenter B asic Info ] Meter Info ] Claszes ] Locations ] Azzignments ] Accounts ] Staf
that can be run to meet
the Risk Management'’s
annual reporting
requirements.

b ulbi-junizdictional ] Dwnerzhip/Depreciation ] YWarranty ] Replacement/Dizpozition ] Mote

Clazz Ph FProgram ] Individual Pk Program ] Inzpections ] Codes | Recuring Cost

E quiprent 1D |:| |

The other fields may be

used to track fixed Fized maonthly cost
monthly costs. E.g. Fixed insurance cost
parking fees, insurance Fired replacement cost
costs, etc. Fixed licenzing cost

Other fived cost 1
Other fised cost 2
Other fiwed cost 3

[nzurance rate (O | IZI |

Credit Cards Tab

While this is not mandatory, it is recommended that you enter the Voyager credit card assigned to this
vehicle.

Basic Info ] Meter Info ] Classes ] Locations ] Agsignments ] Accounts ] Status ] kotor Pool ] At
Fulti-unizdictional ] Owinership/Depreciation ] W arranty ] Replacement/Disposition ] MHotes ] Position Info ] .-’-‘«ddltlo
Clazs PM Program ] |ndividual PM Program ] |nzpections ] Codes ] Fecurring Costs !
Equipment D | I:l |

Row | Delete Issuing companty Card number Issue date | Expiration date

*

1]l I || B

13



Registration Tab

Fuilti-jurisdictional ] Dwnership/D epreciation ] Warranty ] R eplacement/Dizposition ] Muatg
Bazic Info ] teter Info ] Clazzes ] Locationz ] Agzignmentz ] Accountz ] Sty

20. Enter the license plate Clazz PM Program ] Individual Pk Program ] Inzpections ] Codes ] Recurring Cos

number as it appears on

the vehicle. Equipment I | B |
Licenze number @ |zzuIng government Lizensy
NOTE: Onginal registration date _f

If this vehicle has a cover plate,
enter that information here.

The license plate mform_atlon 1S [ ate of permission to operate onroads |/ /4
not released to the public

R eqistration expiration date

Certificate of roadworthiness number |

D ate of certificate of madwarthiness )

Reztricted area pass number

Ownership / Depreciation Tab

Clazs PM Program ] Individual Pk Program ] Inzpections ] Codes ] Recurming Cozts ] Credit Cards ] Acquizition ]
21. Enter the number of Basic Info ] MeterInfo | Classes | Locations ] Azsignments ] Accounts ] Status ] tator Pool ] Autharization
months the agency Multijurizdictional | W arranty ] Rieplacement/Dizposition ] Mites ] Pazition | nfio ] &dditional 0 ata ]
exp_eCtS to keep the Equipment (D | B | w
vehicle.
DN e | M OF YEARS DIGITS R vy
The current mlmm_um CANADIAN DECLINING CUSTOMER
replacement criteria is EJHDHI'ESH DECLINING _
6 years or 90,000 Leased uni
) Lease D | .
miles. Depreciation e |
Life months b arthiy rent
Manths remaining Lease expiration date |_¢__/
22. Enter the number of Salvage value Regidual value

.. Salvage value pct

mo,nt_hs _remalnlng' Current declining balance

ThlS IS Ilkely the same Accumulated depreciation

number of months as

the Life months. Each
month this number will
decrease and FleetOhio will calculate the accumulated depreciation for this vehicle.

14



23. While this is not mandatory, you may wish to enter the vendor id where the vehicle will be taken for
warranty repairs

Clazz PM Program ] Individual Pk Program ] Ihzpections ] Codes ] Recurring C
Basic Info ] Meter Info ] Clazzes ] Locations | Assignments ] Accounts ]

b ulti-urisdictional ] Ownership/D epreciation Replacement/Dizposition ] M

Equipment [D | B |

' arranty infarmation

Wendor 1D E@
Expiration date S

Expiratian life meter 1 | |

Expiration life meter 2 [ |

Deductible

24. Final Step: Click the Process key and verify that the vehicle was successfully inserted. Should you
receive an error message, correct the errors and click the process key.

B o Equipment I | Model year | Manufacturer ID kodel D F‘Eess )

15



Method 2 - Entering a vehicle using the Prepare for Copy action button

G =1|[%] |
M':'EJ De! Fine Filter {”
200 L

If there is a similar vehicle already entered in
FleetOhio, the information may be copied.

To Begin, use the Filter to display a similar vehicle.
1. Click on the Define Filter Action Button.

2. Enter information to retrieve a similar vehicle
and Click Get Data

Get Data | Cloze | Clear | Cancel | Q
Equipment [D ,7 D
Model year 2006
M anufacturer |D [pobGE D
Model 1D [sTRATUS D .
Equipment type: [15TRATUS DODLESTRATUS SEDAN
et T M STRATUS FRY STRATUS FRY
Azzet number e [
teter types class |—
Maintenance class I
PM program class I
Fiental rates class I
Aszzet categary D |— o
Stored location 10 [ D
Azsigned PM location (D l— D
Aszzigned repair location [D li D
Station location 1D [ D
Wehicle location [
Building location [
Other location data [
Operator |0 — |Z|
Operator name [ =

Fulti-unizdictional ] Dwhership/D epreciation ] Warranty ] Replacement/Disposzition ] Motes ] Fozit
Basic: Info l teter Info ] Clazzes ] Locations ] Azzignments ] Accounts ] Status ] I

[] |

Equiprment 1D |

Model vear 2006

Manufacturer (D |DODGE ¥

bade 1D [STRATUS FRY A ]

Equipment type | 2006-DODG-A-2 A

Description |2006 DODGE STRATUS FRY
Color "WHITE

Serial number |

fzoat myimbier [

deenriatad fle

3. Highlight a similar vehicle

4. Click the Prepare for Copy action button

Those fields that must to be unique are removed; the remaining fields remain populated.

16

D DDl el [ o @l el w e
R Equipment D' | Model vear | Manufacturer 1D Model I0Prepare For Copy [ize number Operat]
49 14-33 2006 DODGE STRATUS FRV 14-33
i — __ 50 14-382 2006 DODGE STRATUS FRY 14-382
52 14384 | 51 14-383 2006 DODGE STRATUS FFY 14-363
I;_I = — q" B 14334 2006 DODGE STRATUS FRY 14:384
I —
Clazz PM Program ] Individual P4 Program ] Inzpectionz ] Codez ] Recuring Costz ] Cre




Enter information in the blank fields and modify other fields where the information is different for the new

vehicle. E.g. Locations, Assignments, Title, etc.

Entering Drivers — OPERATOR SCREEN

The Operators Screen records driver information for
those employees who utilize agency motor pools or

who are assigned state vehicles on a long-term basis.

These instructions address the mandatory items only.
Your agency may utilize other areas of this screen

Path to Operators Screen:
Data - Equipment Units - Setup - Operators -
Primary Information

Personal Info Tab

r&.“ GiEeL oIS P evaior ST nTanyal niprnraiaei|

ﬁ:F\\e Edit Ackion Data QueriesfReports System Mamt  View Preferences ‘Window Help

Ba [ -] e slmlel 2| sleeEmEa0seE s

Pager nurber
—

Fax number

Ll <[ | w]n] 22|r|E -] LlEs| slxla) @ # o S| B-
Rowe Operator D Operator name Jobtitle

1 DASJMS  JANET STACKPOLE

2 DAS-RUSS  RUSSELL PERAY

3 DASSHO1  SHA&NE HARDING
al i j
] Employment Info | Lioense Info | Credit Cards | Authority | Motor Paol | Comments |

Operatar 1D | |:| |

Name [ Sacial security number

Address [ Salutation

Line 2 [

Line 3 [ Date of bith

Line 4 [

Gender N
e giens FEMAE |

Personal Irfo l Employment Infa ] License Info

Credit Cards | Autharity ] Mator Poal ] Comments ]

1. Click on the Prepare for

) Operator D [ I:l [
Insert action button.
Mame Social gecurity number
2. Enter an Operator Id for Aess : e Saliation
this driver. The format is Lire 3 [ Dats of bitth 7
as follows: Line 4 [
Gender
Home phone Pé&hli.iLE

Three digit agency code “-*
first letters of the driver’s last
name.

Fax number
E.g. DAS-SMITH
BWC-JOHNS

Pager number
——

This Id must not match an existing Operator Id. It is the unique identifier for this driver.

3. Enter the full name of the driver.
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Employment Info Tab

4. Choose the Department Id where the driver is assigned

5. Choose the account id that is associated with the driver's department

Personal Info Employment Info l License Info ] Credit Cards ] Authority ] Motor Pool | Comments ] Files ]

6. Choose the Operator D [DASSTACK [] |
agency code
Job title | W Active
7. Enterthe Dccupation | ° El |
driver's email | Depatmentid  [DASGDFT || |
address dccountlD  [OODASTRANDD L] e

Cormpany D DAS-OH |

Station location 10 6 |
8. This Active IS I

I ail drop

_Che_CkbOX Erail addrezs |ianet. stackpolef@das. state.oh.us

indicates Emploprment date |__/_ 7 I Receives taxable bensfits
whether the Termination date  |_ /74

driver will Statuz [ Assigned equipment D |
appear on

other

FleetOhio screens. Check if this is a current employee of your agency. Uncheck if the employee
information is no longer active.

License Info Tab

9. Enterthe Personal Info | Employment Info License Info | Credit Cards | Authority | Motor Pool | Comments
driver's
license Operator (D | |:| [
number and
license License number [l
expiration |zzLing government e
date. License expiration date  |__/__/
Clazsification

Last licenze check _

Safe driver information

Start date A
Renewal date A

R eviewed by | |:I |
Cornment

Steps 1 -9 apply to both assigned drivers and motor pool drivers. If the current driver is not a motor
pool user, there is no need to go further. Save the driver information by clicking the Process action
button.
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The following instructions relate to those drivers who will be utilizing motor pool vehicles.

Motor Pool Tab

This tab should be completed if the FleetOhio motor pool module is used. It assigns the driver to one or

Perzanal Info ] Emplayment Info ] Licensze Infa ] Credit Cards ] Autharity

Operator 1D | D |

Motor Paoal l Comments ] Files ]

Preferred dispatch location I [DASMPZ |ZI|
[ Allowed to rent from all locations 0

Preferred pool wehicle type |DAS-MS4DR AF E|
[ Allowed ta rent from all poal vehicle wpes e

Allowed to rent from thesze locations in addition to the prefemred location

Row | Delete Location ID Location name )
1 e CASMPL A5 - S0T- MOTOR POOL
* “
£ >

Allowed to rent these types in addition to the preferred type

Row | Delete Pool vehicle bype Descripkion -
1 DAS-05 P WaAN EIGHT PASSEMGER. 4

Z DAS-MPY MIMI PASSENGER. W 2
= AT RAS S RAT ST CTATTAMALY

£

Paool unit preferences |

more motor pools and associated vehicle types. This is essential if the agency is utilizing the web motor
pool module to allow motor pool customers to manage their own reservations (see motor pool module

section for more details).

1. Choose the preferred dispatch location Id. This is the motor pool that the driver will use most often.

2. Additional motor pools may be added as ‘back up’ motor pools.

3. Select a preferred pool vehicle type for this driver. These are specific to each agency.

4. Add the remaining vehicle types available at the locations listed in step two
If these additional types are not listed, they will not be displayed to the motor pool user when he or

she makes reservations.

5. Save the driver information by clicking the Process action button.

Entering Mileage Information — METER READINGS SCREEN

The Meter Reading screen is used to reflect vehicle usage. In most cases meter will refer to odometer
readings; however FleetOhio is also capable of tracking vehicle usage by hours. See Instructions for

entering a new vehicle

Screen Location: Data — Equipment Activity — Usage — Meter Readings-Assignments-Usage
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FFJ Flazr (lamgzmann - [ilziar fasdines - Adsignman s - U]

1 Clle on the ﬁq.Fiié Eciit A.ction lD..:‘.uta Q.ueriés,l;Report.s Swstem Mgmt  Yiew Preferences l\n.\éinciow Help

Prepare for . f - 2] 28| &5 =|Fse

insert action | [ o o[+ [l v] feleili] [ =l(e)elas] eslil i) i
N

o}
EQF

button.
Row c °

2. Enter the
vehicle’s

Equipment

Id. This will Meter Readings ] Assignments | Usage |

display the Default dete and fime 0371772003 16:08
vehicle’s

deSCrlptlon Row | Equipment ID | Year-manufacturer-model-meter readings End date and time Meter 1 reading Meter 1 walidation

7 1) . 09T

meter
reading.

and current B -

Current Meter
3. Enter end of Reading

the period
meter
reading.
This could

be end of the
month or
end of the

fiscal year.

4. Select EQ UPD in the meter validation. This updates the vehicles mileage record. Meter validation is
discussed in greater detail in the following section.

Multiple vehicles may be entered on this screen. To do so, go to the next line and repeat steps 2 — 4 as
necessary until all vehicles are entered.

5. Click the Process action button to save.

Entering Fuel — EXTERNAL FUEL TICKETS SCREEN

Fuel purchased using the state fleet card is uploaded to FleetOhio. Fuel purchased by other methods
must be manually entered in FleetOhio. This includes fuel obtained from on-site fuel tanks and fuel
obtained from other agencies (ODOT etc.).

Screen Location: Data — Equipment Activity — Fueling — External Fuel Tickets
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Click on the
Prepare for

Insert action
button.

Enter the
vehicle’s
Equipment
Id. This will
display the
vehicle’s
description
and current
meter
reading.

Enter the
fuel
transaction
date

B ManaEEmEnte e el ioketsy|
ﬁFiIe Edit Action Data Queries/Reports  System Mgmt  View Preferences ‘Window Help

= AENEELTEEE
T Y (e )Eln| elXlal @ & slo| B

o

External Fuel Ticket Entry

External fuel tickets

Row | EquipmentID | Transactiondate | Year - manufackurer - model - meter readings Meter 1 reading Meter 1 validation

" 3 7 03 2000

1557 EQUPD

Current meter
reading

Enter the meter reading at the time of the transaction. If this is not known, enter the mileage
displayed on the screen.

Choose the appropriate
meter validation.

= Floot i sni=ali - TE sl Fudlfle i |

£ Flle Edit Action Dats Querles/Reports SystemMamt View Preferences window Help

e N I I o 1 314 sl - T
Lo <[> [ ] n] el o] LlElE slxlol B slo| B

b °

Extemal Fuel Ticket Enty

External fuel tickets

Fuel bype Fuel gky Fuel cosk Fluid type Fluid gty Fluid cost Misc cosk Account [D

1]} b 15,22 QDALADONNDT
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If the transaction meter reading is greater i.e. newer than the current meter, choose EQ UPD.
This records the meter reading for the transaction and as the new current meter reading.

If the transaction meter reading is less i.e. older than the current meter, choose NO EQ UPD.
The meter reading is recorded for the transaction only. The current meter reading will remain the
same.

6. Select the fuel type
7. Enter the fuel quantity.
8. Enter the fuel cost

Multiple fuel transactions may be entered on this screen. To do so, go to the next line and repeat
steps 2 — 8 as necessary until all transactions are entered.

9. Click the Process action button to save.

Entering Preventative Maintenance and Repairs — WORK ORDER SHORT FORM

Vehicle maintenance / repairs purchased using the state fleet card are uploaded to FleetOhio; all other
maintenance / repairs must be manually entered into FleetOhio.

FleetOhio records vehicle repair costs separately from preventative maintenance (PM) costs to allow
managers to evaluate fleet expenditures more effectively. FleetOhio accomplishes this by using task
codes; each code is designated as either a repair or PM task. This also allows for one work order to
comprise both repair and PM work and still capture each cost separately. The following instructions
provide an example of entering expenditures where the vehicle received repair and PM work during the
same shop visit.

In the example invoice a vehicle had the following services performed:

1. Tire replacement 3. Wiper blade replacement
2. Lube oil and filter (LOF) 4. Front disc brake pads replaced

BILL TO: DEPT OF ADMINISTRATIVE SERVICE
4200 BURFACE RD
COLUMBUS, OH 43228

PHONE 1....... 6141166—5384 VEH_YEAR/MAKE. 00 FORD

PHONE 2....... 614)466-6611 vm-ucu: MODEL. TAURUS LX

DATE nzpuxsm 12/05/03 VEHICLE COLOR. BROWN

TIME REQUEST LICENSE/STATE. 32-194 /

gﬁhmm pmu's.. ND - onom :m ouUT oss%gg / 5311.94
ESMAN...... 002 / 026 = ENG, SIZE..... OHV

VEHICLE ID #. 1FMP5321Y6198239 PRIOR INVOICE 035654

ACCOUNT # COB 10 GVT  TYPC/STATE
632409775 4 ni 09775 3 o

SLSM  TECH PRODUCT CODE BC QTY  DESCRIPTION CORE PARTS LBR/EXCISE LINE TOTAL
i 187-009-016-0 G 4 PIIS/EORIG AT 51 REGATTA 2 BOSRPTL 67.09 .60 26636
65 NUVBER, 60336042 OTY. 4 NO.  MKEBNTHRAZD3
a0z 058 043263 R & HEW VALVE STEM 2.99 .06 11,36
Tires [ 044-275 R 4 WHEEL BALANCE - AUTD - LIFETIME 5.95 10.00 63,80
902 a1 R4 SCRAP TIRE DISPOSAL AUTO 2.50 o0 10.00
o2 058 077-205 R 1 LUBE-DIL CHANGE-DIL FILTER (UP 70 & GV5) 10,00 9,00 19,00
ARTS WEIGHT
PHADOBULY 1.00 DI FILTER
‘A’ Service oz 058 046105 R1 BECYCLABLE FLUIDS obm FEE .00 1.00 1.0
oo 058 046900 i JEHIELE WAINTEMANCE HEPECT] o0 .0t .ot
S oer- oo FLbios: Tsren: Shikes. Rk TIAES, HEADLIGHTS.
BULES . WHEEL BEARING LOOSENESS. St CABLEL {VISUALI, AIR FILTER, ExtAlST,
IFEas STRLTS & SUSPERSIOH
]
Wiper oo 058 058202 R 1 REPLACE WIPER BLADES .28 2.24 .52
3124 1.00 WIPER BLADE
Blades 31-20 1,00 WIPER pLant
age 058 052-218 R 1  REPLACE FRONT DISC BRAKE PADS 113,08 72,55 185,56
Brake PEDSO1CS 1.00 F 0.E. CERMMIC PADS
Pads

22



Screen Location: Data — Shop Activity — Work Order Short Form

Basic Info Tab

1. Click on the Prepare for Insert action button.

2. Leave Job Type at REPAIR for all entries. This simplifies data entry and does not affect the separate
expenditures for PM and repair work.

3. Enter the Equipment ID for the vehicle

4. Enter the Meter at time of Service

5. Choose the appropriate meter validation.

If the transaction meter reading is greater than the current meter, choose EQ UPD. This records
the meter reading for the transaction and as the new current meter reading.

If the transaction meter reading is less than the current meter, choose NO EQ UPD. The meter
reading is recorded for the transaction only. The current meter reading will remain the same.

6. Enter the date of service. Also check the 3 boxes and complete the dates. The 3 dates represent
when the work was finished, when the work order was closed and when the vehicle was returned to
service. This is used to track down time for the vehicle. If your agency is not interested in tracking
this, then put the same date and time in each box.

B azic Info l Commentz ] Hotes ] Labar ] Partz ] Commercial ] Output Contral ] Files ]

Wwhork arder (D |DASWO2 El 2005 |123 Equiprnent |0 Job status

edob type Equiprnent |0 |32-194 License number
P |
Meter 1 |BE134 teter 1 validation |MO EQ UPD I e Life: meter 1 usage

Meter 2 ’_° tdeter 2 vahdatlon Employes [0 |II
Yendor ID |Z|
Repair reazon (D b ! |
Wwork, class [ l | Date and time in 12/06/2003 0842
“wharanty wark [[YES Date and time finished W 2-"'05-’2003 [ 4 e
W Date and time closed 12 00
Date and time in service W |12/05/2003 08:4

P service El
PM scheduled |_/_ -/ Estimated cost
[+ &pproved
Reference arder 1D |
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Basic Info Comments l Motes ] Labor ] Parts ] Commercial ] Output Control ] Files ]

Woork order (D |DASWO2 B 2005 123 Equipment [D Job status

Comments  LOF Agzociated file
REPLACE TIRES -
wWIPER BELADES Path and file name
FRONT DISE PADG [ F

0 Description

Comments Tab

7. Enter a brief description of the work.

Commercial Tab

8. Select the appropriate Task Id. See list of task codes in Appendix A. Each line item reflects work
done in the above invoice.

9. Enter the date of service

Bazic Info ] Comments ] Muotes ] Labar ] Fartz Commerczial l Output Control ] Files ]
work order [0 [DASWO2Z [ [2008 [123 Equipment 1D Job status
Standard jab ID | | [ Apply standard job template
Mew tranzactions
Task ID w'ork accomplished code Dake ‘endor ID Currency ID | Wendor conkrack ID Reversal Labor cost
oz 12/06/2003 COL-GOODYEAR., .,  USD 0.00
h e 1z2j05/2003 COL-GDODYEAR., .,  USD 0.00
30 12/06/2003 COL-GOODYEAR., .,  USD 0.00
20 12)05/2003 COL-GDODYEAR., .,  USD 0.00

Paozted transactions Cozt posted Dizplaying _of TaE Show mare
Row | TaskID ‘Wark accomplished cade Date Yendar ID Currency ID | Vendor contract ID R Show all
*
Sont by
r
— = 1
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10. Select the vendor who performed the work. Vendors are arranged by the city in which they are
located. The city is abbreviated to 3 characters.

11. Enter the cost for each line item

Commercial ] Output Contral ] Files ]

Equipment |0 Job gtatuz

Basic Info ] Comments ] MNotes ] Labor ] Faits

Work order 1D [DASWO2 [.] [2005 [123

|

Standard job D |
MNew transactions

[ Apply standard job template

s | Parts cost Parts cosk kaxable Sales kax rake Miscellaneous cost Yendor invoice Vendor work order Account ID ~
354, 0,00 00ACA000001
20.00 0.00 035654 00aCA000001
30,52 0.00 035654 O0ADWO00001
155,93 0.00 035654 00aCA 000001
v
< >
Fosted trangactions Cogt pozted Diizplaging _of Tows Shaw mare
Roww | Task ID Work accomplished code Date Wendor 10 Currency ID | Wendor conkrack 1D R Shaowy all
*
Sart by
12. When all lines of data are entered, click the Process Key
Historical Cost Screen
The Historical Costs screen displays costs associated with vehicles by month and year. It is particularly
useful when seeking information for only one vehicle. The data is organized by tabs.
Screen Loc_a'tlon: lﬁ" Fla=tfueis - [Equiynizut - Rlltpdel Coged| JJ@
Data - EqUIpment ﬁ File Edit Action Data Queries/Reports  System Mgmb View Preferences  Window Help is, E‘ x
gggf —Historical 1 g @ [ < @ ulelel 2l b5 =@l el
wol o [olo] piEE T o] climl el g e sl B
Row Equipment D' | Month | Wear | Cument meter 1 usage Current meter 2 uzage Current fuel usage Current fuel cost Eurrerf:,j_'
. . 23 32107 3 2004 1586 1} B3570 .24 oo
To begin, click on 2 32107 2 2004 1016 0 19.400 00
the Filter action & S S — i

button. Complete

the geléjs as Meters and Fuel l Fiepair and P ] Fluid ] Hours ] Other ] Cost Summary
neededaq.
Equipment |D | [] 1 Maonth l_ Year |
Current Mew I
Meter 1
[ | [
Mster 2 Get Data | Close | Clear | Cahcel |
| [ [
i Equipment 1D [32907 |Z|
Units | | Maonth
Cost [ | Year l_
CNG
Units [ |
Cost [ [
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Customizing FleetOhio

Toolbar Shortcuts
Shortcuts buttons may be setup to display commonly used screens. These shortcuts allow access to
screens without navigating through the menu bar.

&

&
g=g|[ g AL D il Rl
<)o) ] EiEE) | Sl cl2lo M 80 B

To create shortcut buttons, go to the Preferences menu — Toolbar - fgmt Yiew Window  Help
Setup § g Sates * )l miEnl ol
. . . = P | Wi 3 s LE
1. The Available Screens area is set up like the menu. | K F:;:;;Zrt'ew S = |

Navigate to the screen for which a toolbar button is needed. nd time requit — Colar Setup of expected return
F2006 08:30 Refresh Screen 00
2. Click Add. The screen will appear in the Selected Screens
area |
3. When all the screens are selected, click OK. Then go back to the Preferences menu and save
the toolbar

TouliGyd=ey
Awailable Screens Selected Screens
- Data | Screen Menu Path Cancel
+- Equipment Linits - e Fleet Equipment D ata | Equipment Linits
=1+ Equipment Activity - Fenumbering Data | Equipment Unitz
Service Requests/Defects Automated Fuel Ticket:  Data | Equipment Activity | Fu...
Equipment Status Change - ci— Add > b ator Paal Center [rata | Equipment Activity | Ma...
Meter Update f whork Order - Short Forme Data | Shop Activity Move up
Fuel SIS S End of Period Systern Magmt
rhising ’ Elged i [lzer Groups Syztern Mamt | Setup | Access. Move dovin
_In.h.a:rnal Fuel T'er_tS Uszers Syztern Mamt | Setup | Access...
crtemal Fuel ficke Frimary Infarmation Data | Equipment Unitz | Setu...
Autornated Fuel Tickets Historical Costs Data | Equipment Lnits
+- Setup
+ lsage : The order can be changed by
= : = selecting the screen and

clicking the Move up and Move
down buttons
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Saving Filters and Sorts

Commonly used queries may be retrieved quickly by saving the data entered in the Filter. The following

are some common uses

- Confirmed motor pool reservations
- Active vehicles at a particular location

1. On Any screen, use the filter button to retrieve information. Use the sort action button if needed to

change how the data is sorted.

2.  On the menu, go to Preferences — Filter/Sort — Save Current

3. Enter a name for the saved Filter/Sort and click OK

Fool vehicle type for awvailability
Pool vehicle type for rental rates

Dispatch location |0 [DASMPZ |:|

Date and time reserved I
Date and time required .
Date and time of expected return [ .
Primary operator [0 |7 |_|

Filidy
Get Data | Cloze | Clear | Cancel |
Feservation |D III G

&5 FlagiFueus - [oliay Hadl Cayiiay]

Equle Edit Action Data QueriesfReports System Mamb  View Preferences  Window Help

| 2% |62 ™| 5] ] 0] 32

e < LY

R =i e N = N N T SR

4. To use this saved filter choose from the drop down

list and click Get Data

Row FReservation 10 Poal vehicle type for availability
1 23560 DAS-MEADR AF
2 238595 DAS-MS4DR AF
3 24031 DAS-MS4DR AF
4 24260 DAS-MEADR AF

Mame of primary operator

JESSIE SCOTT

JEMHMIFER DAMMEYER

KEITH "WILLIAMS

=148=DALE PALMER

Reservation 1D D

Row | Delete of ylaie Filiyddore
1

e Fleaze enter a name for this entry:

M ame: |GSD Mator Pool - Confirned Res

%]

l “Wehicle Requirements ] Status/Other Info ] Accounting Info ] Comments ] Dispatch ] Retumn ] u]

Pool unit pi

k. | Cancel |

5 FlodiFeus - [hluiug Bogle sy

ﬁq File Edit Action Data Queries/Repor\s  System Mgmt  Wiew Preferences ‘Window Help

2 -8 5 ECE AL s Rl (T2l =aleel el
L[ » [ ] w] t2[FIjEE] -] LlEln] clx]o| s sl | B -

Row Hese_rvati)ﬂ/IEJ Poal wehicl GSD ME irmed ratar Equipmet
1 5 DAS-MS4D..G. D MP Dispatched o _

2 2§ DAS-MS4DR AF JEMMIFER DAMMEYER

3 2 DaS-MS4DR AF KEITH WILLI&MS

4 24260 DAS-MSADR AF =148=DALE PALMER
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Motor Pool Module

Introduction

FleetOhio offers real-time motor pool management, including booking, tracking, dispatching, and
billing. Setup may be customized to meet agency business rules. The motor pool module

consists of two components.

1. The Motor Pool Center screen in FleetOhio — This screen is used to book reservations, dispatch

and return vehicles.

2. The Motor Pool Web module — This is a customer access point for motor pool customers to book

their own motor pool reservations.

Setup

The Office of Fleet Management will assist in all aspect of establishing an agency motor pool. To

summarize, the setup consists of the following:

Identify vehicles that will be dedicated to the motor pool

1.

2. ldentify the agency business rules, i.e. will the agency charge for vehicle use?

3. Identify the employees who will utilize motor pool vehicles. This information is used to create
driver profiles and is needed for the web module. (See section entitled Entering Drivers)

Reserving, Dispatching, and Returning Vehicles

Reservations are simple to manage; the following instructions detail the reservation cycle.

Screen Location: Data — Equipment Activity — Motor Pool — Motor Pool Center

Reserve a motor pool vehicle for a future date

Reservations may be made for an advanced date. These are placed in a CONFIRMED status. This
means a vehicle is available for the required time frame; a particular vehicle is not assigned at this time.
The following information is entered for an advanced reservation: 1) who will be driving the vehicle, 2)

what type of vehicle is needed, 3) when will the vehicle be picked up and returned.

Operator Info Tab

Fﬁ FlaaiFoe s = [hlotay ol oy

1. Enter the driver's Operator

ID. This will display much of geg [ - @

ﬁFiIe Edit Action Data Queries/Reports  System Mgmt  Wiew  Preferences ‘Window Help

(e 2| w5 = Al

ue |38

the required information D

FlE A ezl elzlel 2 ] sl B

Row Feservation |0 Fool vehicle twpe for availability

**|f the customer does not yet
have an Operator Id, go to the
Operator Screen to create one.

Mame of primary operator

E quiprnent [T

Diate and

See section on entering drivers.

Operatar Infa | ‘Wehicle Requirements ] Statuz/Other Info

Reservation |D d D

Accounting Infa | Comments

Dizpatch

Retum | Output Control

Operatar I
DiAS-STACK

Operator name
JAMET STACKPOLE

Row | Deled
*
*

Fhone

614-644-1730

Pool unit preferences
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Vehicle Requirements Tab

2. The pool vehicle
type for availability
fills in with the
default vehicle type
for the driver. If an
alternate vehicle
type is required,
replace with the
appropriate type.

fﬁ! hilest Eocie MotorPoollGentary
= Fle Edt Action Date QueriesfReports  System Mamt  Wiew Preferences Window Help

B | [ - el iulel 2N b8 = AlEElFleE
Ll >l il o] LlFw] clxlal | Slo| F

Row Reservation |D Pool wehicle type For availability Marne of primary operatar

Equipment 1D

Date and

Operatar Info Dispatch ] Return | Output Contral

Reservation ID 4 |:|

Wehicle Requirements | Status/Other Info ] Accounting Info | Comments

IRE []

Pool vehicle tpe for availabily [0S

Screen message [

Pool vehicle type for rental rates  [DAS-MSADR AF E\

Haurly rate
Daily rate

wieekly rate
Manthly rate

—
—
P
i

Status/Other Info

3. Several pieces of information

are gathered on this tab.

a.Dispatch Location Id — this
will be filled in according to
driver defaults. Change as
needed.

b.Date and time the vehicle
is required and date and
time it is expected back.
Adjust as needed.

Accounting Info

4. The Department Id and Account Id
fill in according to the Operator Id

for the driver.

This is all of the required
information for an advanced
reservation.

To complete this reservation,
the Process action button.

[& e i e
4= Flle Edt Action Dsta QueriesiReports System Mamk  View Prefersnces Window Help
2 a8 B I .1 | el A S sl <<=l P 1=
o
el a| > | »] v| E2lEE - Ll gl &lu|
Fiow Feservation D Poal vehicle tupe for availability Name of primary operator Equipment 1D | Date and|
|
Operator Info | Wehicle Requirements Status/Other Info Accounting Info | I:Dmments] Dispatch Fetum | Output Control
Fisssrvstion 101 O
Dispatchlocation 1D [FEEITEA ] Fe Status [NONE
COMMITTED
Calendar ID 2| STANDEN
REFUSED
Date and time reserved HIERATEHED
Date and time required 05/11/2006 03.00
Date and time of expected rstum  [09/11/2006 17:00
Destination city COLUMELS /50T e
Destination state [OH []
Oty of passengers |1
I~ Meter only Primary aperatar (D | [T B
: Zikleethoeuse MotorPopliGenter|
ﬁFlle Edit Action Dats CQueriesfReports System Mamt  Wisw Preferences ‘Window Help
1| m| =
& | - @ s 2 s s ] s 33
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Row Reservation |0 Pool vehicle bype for availability Mame of primary operator

Equipment |

Operatar Info | Wehicle Requirements ] Status/Other Info Accounting Info Comments Dispatch

Retun } Output Contiol ]

Feservation ID D °

Department (D |[EEE0EE
Account D |DODASTRANDD

Cost center

E

Account apportionment for billing

Account info 1 | Row | Delete Account 1D Account name

Account info 2 *
Account info 3
Account info 4
Account info 5

click
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Note: A successful insert indicates the reservation is confirmed.

If there are insufficient vehicles for that time, it will display a message. If there is another vehicle type
available for the requested time period, FleetOhio will indicate this as well.

Reserve and dispatch a motor pool vehicle

A reservation may also be entered and

&
dispatched at the same time. To do this, first |&
follow the steps 1 — 4 above then continue | 2—1# | - Sl ] 7|5 = 8 038
with the following instructions. I = 5 Y Llxlal Bl & sle| B
.F!ow Hesgrvatmn [1] .F'ool Yah\cle_ ty!:e far availability Narm_e.of primary operatar Equipment |01 Da?e ans
Dispatch Tab 3 2158 e e e
4 24442 DASHMSADR AF PAUL LEHMAN 09413721
5 24444 DAS-MS4DR AF KEWIN PALICK| 09/14/2
B 24445 DAS-MSADR AF PETE GUMNELL 0941421
1_ C“Ck the D|Spatch nOW Checkbox Th|S T 24385 DAS-MS4DR AF JAN FITZPATRICK 03/15/2
will fill in the date and time out. = .
Operatar Info ] ehicle Requirements ] Status/Other [nfo ] Accounting Infa ] Comments Dispatch | Retun Output Control
. Reservation ID D
2. Select a vehicle from the drop down box.
W Dispatch now
3. Click the Process action button. A Dateandumeqwzwsﬁrzﬂ
successful insert indicates the Equipment ID BEI |
H H H H 32148 i 4DR AF 2006 DODGE STRE
reservation is complete. This reservation | . . A p) rakigsal
is now in a Dispatched status
If there are insufficient vehicles for that time,
it will display a message. If there is another 1

vehicle type available for the requested time
period, FleetOhio will indicate this as well.

Dispatch a motor pool vehicle for a confirmed reservation.

To dispatch a reservation that has been confirmed, use the filter to pull up the reservation and then

dispatch.

1. Use the filter to retrieve the
confirmed reservations for the
motor pool location

Get Data | Cloge | Clear | Cancel |
Fieseryation 1D |7|:|
Foal vehicle type far availability li
Poal vehicle type far rental rates li l
Dispatch location 1D [DaSMPz |:|
Drate and time reserved -
[rate and time required —r
Date and time of expected retun [ G
Primary operatar 10 - |:|
Mame of primary operator [
Department [0 li m
Date and time out s
License number [
Equipment 1D lim
Fieturm location 1D ,7 IZI
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2. Highlight the reservation to be dispatched and click the Update action button. This will unlock the

record.
3. Gotothe
Dispatch tab. |7
Click the £ ﬂ
Dispatch now 2 @ - @ flEe 2 s || e8| = |2 [a8
checkbox. | ] «| »[ ] n] E2|F|2 [esDMP o el = 8| sle] B

h- . ” f” . Row Reservation ID Pool vehicle type for availabilit Mame of primary operatar E gquipment I Drate and time required Date and time of ex... | Status
This will fill in 1 24471 DASMSADR AF e JIM HUNLEY 03/13/2006 1200 03/13/20081600  CONFIRMED
2 23550 DAS-MS4DR AF JESSIE SCOTT 09/13/2006 1200 09/13/2006 15:30 COMFIRMED
t- t 4 24444 DAS-MS4DR AF KEWIN PALICKI 09/14/2006 08:00 09/14/2006 17:00 COMFIRMED
Ime out. 5 24448 DAS-MS4DR AF PETE GUMMELL 091472006 1330 09/14/2006 16:30 COMFIRMED
E 24385 DAS-MS4DR AF JisH FITZPATRICK 08/15/2006 10:00 09/15/2006 17:00 COMFIRMED
7 24386 DAS-MS4DR AF STEWE HUMTER 09/15/2006 10:00 09/15/2006 17:00 COMFIRMED
4 I g 24383 DAS-MS4DR AF PETE GUNMELL 09/18/2006 05:00 05/20/2006 13:30 CONFIRMED
. Se eCt a 9 23895 DAS-MS4DR AF JEMNIFER DAMMEYER 09/20/2006 07:30 09/20/2006 14:00 COMFIRMED
vehicle from |
the drop
Operator Infa | Vehicle Requirements | Status/Dther Info | Accounting Info ] Comments  Dispatch ‘ Retumn | Output Contral
down box.

Reservation ID D

W Dispatch now

5. Click the Dt and fime out [03/1272006 0325

PI’OCGSS Equipment 1D | | License number
action button. 2148 DAS-MSADR AF GE STRE
Th |S Meter 1 reading [ 32178 DAS-MPY 2002 DO CARAVAN | Parking stall
reservation is
now in a
Dispatched
status.
Return a dispatched vehicle.
Filizy
Get Data | Cloge | Clear | Cancel |

1. Use the filter to retrieve the
dispatched reservations for the motor
pool location

Reservation [D

Pool wehicle bype for availability
Pool wehicle bype for rental rates
Dizpatch location 1D

Date and time reserved

Date and time required

[rate and time of expected retum
Statug

Primary operator 1D
MHame of prirmary aperatar
Department 1D

Date and time out
License number

E quipment 10

Retum location 1D

[]
K
K
DASMPZ ]
A

COMMITTED

| [.]
—

[ ——
L]
[
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kﬁ fileethocus SfMotoriBool Center

£ File Edt Action Data QuetiesiReparts  System Mamt View Preferences Window Help

2. Highlight the 7 S - @ J L hﬁm A eS| = £5]..2 58
reservation to be .
: L«| <[ » | »| n| 2lIET [esomproi-] E|E|E| eaf£la] 2 & - Slo]| B

returned and click
the Update action Fow Reservation D Fool vehicle type for availability Mame of pimary operator | Equipment ID | Date and time required
button. This will 2 24480 DASMSSAW e ROGER GRIME 32150 09/11/2006 15:30

3 24464 DAS-MS4DR AF DAWN 32143 09/12/2006 08:00
unlock the record. 4 24455 DAS-ME4DR AF OSCAR 32411 051242006 03 00

5 24458 DAS-MS4DR AF KIRK SCHMEIDER 32211 0941242006 0900

3. Go to the Return

Operator Info ] ‘Wehicle Requirements ] Statuz/Other Info Accounting Info Comments Dizpatch Returmn Output Control ]

tab. Click the
Return how Fesereation [0 D
Checlkpox' This M Retum now Calculated Usage Charge
will fill in the date Meter TR T
and time out. Diate and time originaly due  [09/14/2006 03.00 S
Date and time retumed 09/12/2006 10:29 Days
Weeks 0
4. Er.]ter the returned Meter 1 reading 72000 peter 1 validation  |=ERAIEE D Months I
mlle_age for the Persomal meter usage |0 ° Late hours
vehicle. Choose Late days I
EQ UPD to update Fetum location 1D |DASHP2 B [ Maoezhow
H One-way
theh.l"ﬂllleage for the Parking stall Other 000
venicle / Tatal

5. Click the Process action button.

This area displays charges for the reservation. These
are set according to the agency’s business rules.

Web Motor Pool Module

FleetOhio also has a web customer interface to allow motor pool customers to reserve, cancel and modify

their own motor pool reservations using the internet. The dispatching and returning process remain the
same.

There is additional setup involved to create user accounts for the customers. The following explains this
setup process.

The account setup involves two screens:

1. Operator Screen — (See section entitled Entering Drivers)
2. User Screen — This screen is used to establish a user id and password for the customer.

These two screens work in conjunction to establish a user id and set motor pool defaults. The User
screen establishes a user id and password that the motor pool customer will use to log into the web
reservation portal. The Operator Screen records information regarding the employee’s license
information, department assignment, billing information and motor pool defaults. These two screens are
linked by the operator id (see screen shots below).

The address for the web motor pool module is:
http://fleetohio.das.ohio.gov/CustomerAccess/FAMotorPool/MotorPool.aspx
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User Screen

ﬁFi\e Edit Action Data Queries/Reparts  Systern Mgmb  View Preferences  ‘Window Help

B || i O = T e 2 el s = 2l
T «| dl » »IM' @I. al | 'I LIE@E i n|J;|H “‘J IJH !j

Raw | UgerlD | User name | Phone | User employee D | User DpelatorID | Sess

JENET STACKPOLE B18-455-5607 A5 5TA Op erator Screen

ﬁFlIe Edit Actlon Data Querles,l'Reports SystemMgmt Wiew Preferences ‘Window Help

Basic Info | Groups Curently Assigned I Comments | Security Options | Frir. ——-J | i _I |L} |_| ?lkﬂi !—Hl ml_‘_lﬁlgﬂlﬁ‘n
UserID [GASIANETS ] [IANET STACKFOLE "‘l “l ‘| “I _|_| ai.l!l I I |Elk| |u=u|:=.=‘.| _I F'LEJ | | |

Fiow | Operat ID | Operatar name | Job title | Occ
Mame |Ja-|IEI > TACKPOLE = Lt
Phane
Paszword
Email address I.I.ﬁliET STACKPOLE@DAS STATE OH.LUS

<]

clated employes 1D
Associated operator D [D50 S TAC

[ STACKFOLE

Perzanal Infa | Emplayment Info I Licenze Info I Credit Cards I Autharity I tator Pool I Comments I Filez |

150

:ZZLT:U;::%D HHIH OperatoriD D00 100 [ IJD KFOLE

Assovisted vendor D | e

FéS uite InfoCenter URL [1110 FLEE ORI e 00 G Mame [JANET STACKPOLE Social securty rumber |

Supported web applications

Address [3Z00 SURFACE ROAD Salutation [

Line 2 |
Line 3 | Date of birth ===
Line 4 |COLUMBUS OH 43228

Gender [
Home phone |

Pager number I
Fax number |

Setup procedures

Operator Screen Setup

1. Determine if the motor pool customer has an Operator Id. If the customer has used a motor pool or
has had an assigned vehicle in the past, there may already be an entry on the Operator Screen.

a. Go to the Operator Screen — I

b. Click on the Filter action Filt=
button to search by the | Get Data I Cloze | Clear | Cancel |
customers name

c. Ifthere are no entries, follow EEZ[:EE[ ':ame II B
the steps for creating a new DepattmentD [ []
driver on the Operator Account [D -]

Company (D
Screen, page 17. Active = B

User Screen Setup
1. Go tothe User screen - System Mgmt - Setup - Access Rights - Users
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There is a template that should be used to create motor pool users

2. To access this template, click on the
Filter action button and Enter GetDala |  Close |  Clea |  Cancd
TEMPLATE for the User ID and click
Get Data. This will display the e 1D TEWPLATE _[.]
template that will be copied. SR :75

3. Click the Prepare for Copy action Vendor ID ——
button. This will allow you to copy this
template.

4. Inthe User ID field - enter the Operator ID that was used on the Operator Screen. This will be

the motor pool user's USER ID

5 FlaaiFueis - [U5]
5 Enter the £ File Edit Action Data QuetiesfReports  SystemMgmt  View Preferences  Window Help
customer's full |- Z=—==0 | - e s 2 b (8] =@ g e .0 38
name T Y e 5 o ElEE| elxlel B & sl B
Fow User 1D Uszer name Ph Uszer emplayee 10 User operator ID Sess
6. Enter a 1 TEMPLATE TEMPLATE FOR MOTOR POOL USERS
password.
7. To link this Basic Info ] Groups Currently Azzigned | Comments | Securty Options | Printers
information to Userlp [DASSTACK []
the Operator
ID Screen, Name IANET 5T/
enter the Phare
Operator Id in Sl
h . t d Email address
the a'SSOC.Ia' e Associated employee 1D |
0pel’at0r id Associated operator [ [DAS-STACK, l e
field. In this Seszion location D |
example it is Uszer currency ID st B |:|
Fieport group I [
DAS-STACK Associated vendor 1D |
F&Suite InfaCanter URL |
8. Choose USD Supported web applications
as the
Currency Id

9. Click the Process action button to save.

Distribute the user id and password to the customer. The motor pool customer is how ready to access

the motor pool module.
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InfoCenter Reporting

] &
Introduction

£
InfoCenter is an - @ | | | ?|k‘9| Cien m| ﬁ|@|¢ﬁ|ﬂ?|al§|

additional feature to
FleetOhio; it allows | | | | | | %|E‘|| - -=-| | | | | | @ | | E
users to run reports via Row Operator 10 Operator name Job title

the internet. To
access InfoCenter, go
to http://fleetohio.das.ohio.gov or click on the world icon in FleetOhio.

@'F}f-juiie Infotentenshicrisoftalennetdxploer

File Edit Wiew Favorites  Tools  Help
e ¥ ) i & h™ - ‘ g
i - © - (B [@ G| P e @ 25 B -[JEL B

Address ;Ej http:f fleetohio. das. ohio. gow/DesktopDefault. aspi

bt

Y_, i g'. Ql SearchWeb ~ &7 B- -(%:}:' @ EIMail ~ G LAUNCHzast - [ Reference ~ WP ¥ahoo! ~
Log in u_SIng yoyr [ 1 Fasis Infocenter || 4+ et et
FleetOhio user id _
and password. ' - 0&090& Office of Fleet
ik -GM“’M’&-‘ Management
Reports are located  [[FESENIEE -
on the Reporting Ascel Solution: ey Announcements Reporting
Tab.
B Please Log In... Eils Welcome |
User I0:
Ldecjnet Welcome to the InfoCenter Home Page!
anoons]
' Check the Announcements tab for report updates
Lag |
Flease use the window on the left to log in with your FleetOhio User 1d.
© | Ifyou have any problems with your User Id, please contact the FleetOhio Administrator.

How Reports Are Organized
Reports are organized by the following categories:

Cost Analysis — Reports associated with fleet expenditures including fuel, maintenance, and repairs
Equipment Info — Reports that provide inventory and utilization information

Fuel Info — Reports relating to fuel activity
Operations Info — Contains reports relating to motor pools, vehicle assignments etc
Shop Operations — Contains reports related to maintenance and repairs.
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Running Re

ports

1. Click on
the
category
to display
available
reports.

2. Click on
the About
button to
learn
more

gL_Reporting |

¥y Favorites

Repaorts:
Cost Analysis G
Equipment Info
Fuel Info
Incident Info
Linear Info
Operations Info
Parts Info
Purchasing Info
Shop Operations

Cost Analysis

Operational Cost Analysis by Department
Operational Cost Analysis by Equipment
Operational Cost Analysis by Maintenance Class
Operational Cost Summary by Department
Operational Cost Summary by Maintenance Class

about a
report

3. Click on View

click Add.

Displayed Report

to run a report

A parameter screen will be displayed to
restrict the information. For each report
criteria select the desired parameters and

Click Show Report to run.

€] ReporiVieverscrosolidnienieiixpioner

‘File Edit Wiew Favortes Tools  Help

Oaack -q @ @ lj () search *Favurltes @ [_-zv E’\, [ - D “

Address ‘@ httpij/fleetabia,das ohio, goviReporting/Reportviewer , aspx?ReportMame=0perations%: 20Info\ Equipment %:20/Assig
! - ¢v| H»saarchw'eh - R E #@ H Amal + Gial

‘ L" Reportyiewer

|[ 4 add Tab)

|‘ Show Report ||Equ|pment Assignments Utilization tn Add to FGVDHTES] ||

Remmm Al
Enter Baginning and Ending Dates
From
2000
[ FElmwoomrry
to [Select a date function..]

[ Fivmoomy

| Show Filter ||Operatiuna| Cast Analysis by Depart|[ Add ta Favarites | ”

ml:mah!
000 OO0 Q@0 Q5 E-eka
Operational Cost Analysis by Department I
12112005 T 419005
e oy Departuert- DAS —
Manrtxtrers: AL Mock | ALL
SRS - DES-OT T ECF FLEET WRTTEGTTENT
0108 - M-0IZE SEDAN
Total Malnt - oo
Exuip K “fear Manutactursr Modsl Usage Fusl Gty Fusl Cost Repalr Cost PN Cost Coit NP CFR =] ol Caty
azzes 2000 reRD TANRUS PRV ET0 1837 e finm Flsss FI34s A 010 2m ex152001
EERNE E TaNRUS FR (=4 oo om0 om o om om som 000 oateznz
ChassTehls 4862 15307 darear fe s fa1a £ 4007 4200
ceparimentiois: 6.862 18397 78,07 #1180 o5 H1E148 .43 007 207
D543 OFT - OFFICE OF FLEET MANAGERENT
0108 - M-0IZE SEDAN
Total Malnt - oo
Exuip K “fear Manutactursr Modsl Usage Fusl Gty Fusl Cost Repalr Cost PN Cost Coit NP CFR =] ol Caty
o E TANRUS PRV hazz 16250 30130 HEEY Flsss £zi08e @2 o1z 210 0152000
= 2 roRp TRURUS FFY 531 18322 35050 Foaz w0 Foaz ET] fom 207 szl
= E TRURUS FFY T4 msz S fenm #3850 s maT o8 208 OV I52000
w2 2003 poRD TRURUS FFY s8I 15131 Fmsm fe200 #335 FHsss mos soms 201 OHOTIZ003
s 201 hoRD TRURUS FFY 5254 EoT fezzan Eecs Flsss Floeos a0 010 204 os152001
Cha e Tehln: 22,291 san 120318 R e [Ty 8 $0.08 $2.00
0110 - IE-GIZE STATION WacoH
Tatal Malnt .o
Equip K ‘ear  Manutacturer HModel Usage Fuel Gty Fusl Cat Repalr Cost PR Cost (=L ] =2 =] [sl Cats
a21m ESTIT TanRUZEW =0 1203 samm 15350 o flsas0 o oz 203 owzrzonl
Caclauc L aars 1 4337 iy i iy e sy £
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Printing and Exporting Reports

The upper left corner of the displayed report has buttons that will allow you to print or export the report.

“ Show Filter | Operational Cost Analysis by Depar’[" Add to Favarites

OO0 OO11Q@Q0 | 1O (1%

Print button — The report will be
displayed as a PDF document that may
be printed.

Export button — There are several
export format options — PDF document,
Excel, etc.

Customizing Report Access
Frequently used reports may be added to your report home page.

Show Filter | |Dperatinna| Cost Analysis by Depar’[" Add to Favarites | |
Q00 OO1:4QQ0 | 1@ [+ @~

Click on Add to Favorites to add to the report home page.

Wgop Office of Fleet

By Dty Management

US
OIS Home Announcements
s Reporting
My Faverites
Reports: Ity Favorites
Cost Analysis Operational Cost Analysis by Department [Fiew]  [Remove]

Equipment Info
Fuel Info
Incident Info
Linear Info
DOperations Info
Parts Info
Purchasing Info
Shop Operations
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Vehicle Assignment Application

Introduction

Agencies’ long term vehicle assignments require DAS Fleet Management authorization. These should be
submitted using the online Vehicle Assignment application.

This application does the following:

1. Allows agencies to submit vehicle assignments online.
2. The application updates FleetOhio as assignments are approved / terminated.
3. Provides data validation
1. Ensures all required information is submitted.
2. Does not allow for a vehicle or driver to have more than one active assignment.
4. Generated email notifications sent as assignments are reviewed.
5. Query / Search functionality

Because this application is integrated with FleetOhio, the following must be entered into FleetOhio prior
to entering an assignment request.

1. The vehicle must be entered in FleetOhio — See instructions for entering a vehicle.

2. The Operator (driver) must be entered using the Operator Screen — See instructions for entering a
driver.

To access the application go to http://fleetohio.das.ohio.gov/vehicleassignment/defaultpage.aspx or from
the InfoCenter home page — Look for Quick Links. - :
Pad o Quick Links

| 2 Otfiee-of Festitarmmement

< ALong-Term %ehicle
Log in using the assigned FleetOhio USER ID and PASSWORD Assignment Application
in UPPER CASE and click Log in A

A Mational Conference of State
Fleet Administrators

Ohi®AS

General Services
Office of Fleet Management

Login Screen

J—

Usger Mame: DASJANETS

Password: ......|

Login Quit Application Goto G5D Home Page
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Main Page

The main page displays all assignment history and has links to perform various tasks.

Ohid)AS

General Services
Office of Fleet Management

To Sort click on the column heading.
Company Enuip 1D Diiver D Driver lame Submit Date Status ~
Edit  SO0A0H 73101 504-BRANS DON BRANSON 04/28/2004 APPROVED Delete Print
Edit  SO0AOH 73-103 S0A-GROOM CHRISTOPHER GROOMS 04/28/2004 APPROYED Delete Print
Edit  SO0AOH 73102 S0AYOLLE ED YOLLBORM 04/28/2004 APPROVED Delete mo
Edit  RSC-OH 16-211 REC-BAKER WILLIAM BAKER 09/29/2005 TERMINATED Delete Print
Edit  RSC-OH 16-182 RSC-BRECK ROBERT BRECKENRIDGE 03/10/2004 TERMINATED Delete Print
Edit RSC-OH 16-214 REC-BRECK ROBERT BRECKEMRIDGE 03/09/2006 APPROVED Delete Print
Edit  RSC-OH 16-174 REC-CARTW BARBARA CARTWRIGHT 0B/03/2004 TERMINATED Delete Print
Edit RSC-OH 16-173 RSC-DRESS LAURA DRESSLER 11/08/2004 TERMINATED Delste Print
|Edit  RSC-OH 16-213 RSC-DRESS LAURA DRESSLER 03/09/2006 APPROYED Delete print ||

omimute Code Quit Application

1. Click to edit an assignment. 3. Link to the Search existing assignments

2. Link to the New Assignment Page 4. Click to print an assignment

Enter a New Assignment Request

It is important to note that a driver may only be assigned to one vehicle at

Edit ~ RSC-OH 16-214 3 time. Likewise a vehicle may not be assigned to more than one driver at
Edit REC-0H 16-174 one time. Should an active vehicle assignment change, first terminate the
Edit  RSC-OH {6173 active assignment and then enter a new assignment request.
Edit ~/RSC-OH o 162139 Click on the Add New Assignment Link on the main page

Equipment Assignment Input/Edit Screen

Agency: |BWC-0H

Driver: D e “ehicle/Equipment |0 D
Tatal Annual hiles: |

Annual Commute Miles:

Met Business Miles: O Commute Code: D
Comments
Submitte's Mame: |PAT COOLEY Job Title:

E-mail Address: e
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2. Enter driver, vehicle and mileage information — Driver and Equipment Id are drop down menus from
FleetOhio. Comments may be used to provide additional information / justification.
3. Click Submit

The completed assignment will be placed in a PENDING status. Once reviewed by the Office of Fleet
Management, an email will be sent to the email address listed.

Commute code descriptions are listed in Appendix B

Terminate an Existing Assignment

Highlight the
assignment and . o o ' - S
click Edit. Lany Eubn B mier D - e
Edit DAS-CH 32116 CAS-DCHE CARRELL CI-[:ENAULT
Edit DAS-0OH 32116 DAS-DCHE DARRELL CHEMALLT

Click Terminated.
This will remove
the Operator from
FleetOhio.
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Search Assignments

Ohid)AS

General Services
Office of Fleet Management

1. Click Query Data on the

. To Sort click on the column heading

main screen. Driver 1D Driver Name Submit Date Status &
BRANS DON BRAMSON 0412812004 APPROVED Delete Print
2. Use the columns to GROCM CHRIETOPHER GROOMS 04128/2004 APPROVED Delete Print
. . OLLE EDYOLLBORM 04i28/2004 APPROVED Delste Print
restrict data! then click BAKER WILLIAM BAKER 09/29/2005 TERMINATED Delete Print
Search BRECK ROBERT BRECKENRIDGE 0361 0/2004 TERMINATED Celete Print
BRECK ROBERT BRECKENRIDGE 03/05/2006 APPROVED Delete Print
CARTW BARBARA CARTWRIGHT 0610312004 TERMINATED Delete Print
DRESS LAURA DRESSLER 1110812004 TERMINATED Delete Print

To obtain a report of DRESS LAURA DRESSLER G 03109/2006 APPROYVED Delete print |

assignments, use the
FleetOhio reporting tool.

Query Data

—_—

omrmute Code

Quit Ay

To Sort click on the column heading.

Agency Equip ID Operatar 1D Diriver Mame Status
Select All » || Select All | SelectAll | SelectAll | Select All
Company Driver 10 Driver Mame Submit 03 Status
Edit DMR-0OH 15-252 DMNR-EDGA e 12/29i2008 APPROVED
Edit DMR-0H 15-600 OMR-BORL MIKE A BORLAND 121292006 APFROVED
Edit DMR-0H 165-312 DMR-DAYI DARRELL DAVIDEON 1202802006 APPROVED
Edit DMR-0H 15-144 DMR-CLAR DAYVID A CLARK 07i27i2008 PEMDING
Edit R3C-0H 16-217 RSC-GEARS JAMES GEARS 06192006 APFROVED
Edit DMR-0H 1685-435 DMR-HURL RICHARD HURLEY 0411 22006 APPROVED
i RSC-0H 16-211 RSC-KEEGA MARY KEEGAN D4i11/2008 TERMINATED
RSC-OH 16-196 RSC-KEEGA MARY KEEGAN 04/11/2008 APPROVED
AGR-OH 14-362 AGR-BEMNED HEMRY BEMEDICT 024272006 APPROVED

ommute Code
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Appendix A

Work Order Task Ids

Repair Task Ids

Task ID Description

Task ID Description

00
01
02
03
04
05
06
07
08
09
10

MISCELLANEOUS / OTHER
TOWING SERVICES

CHANGE AND REPAIR TIRES
SUSPENSION SYSTEM
WINDOW / GLASS - VEHICLE
SOFT TRIM AND UPHOLSTERY
AUTO BODY / CAB BODY
ELECTRICAL SYSTEMS
BATTERY AND SERVICES
LIGHTING SYSTEM
INSTRUMENTS AND GAUGES

11
12
13
14
15
16
17
18
19
20
30

HEATING AND AIR CONDITIONING
MOTOR / ENGINE

POWER TRAIN

IGNITION SYSTEM

COOLING SYSTEM

FUEL SYSTEM

EMISSION SYSTEM

EXHAUST SYSTEM

FRAME AND CHASSIS
BRAKES / PARKING / ABS / AIR
ACCESSORIES

Preventative Maintenance Task Ids

Task ID Description

A LUBE OIL AND FILTER

B A SERVICE + COOLANT CHECK

c A + B SERVICES + FUEL FILTER, AIR
FILTER, DIFFERENTIAL LUBRICANT
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Appendix B

Commute Codes

N/A — Assigned vehicle not used for commute purposes and is parked on state
property during non-business hours. The mileage exceeds the break-even.
HBE — Employee’s home is his/her headquarters and does not commute. The
mileage exceeds the break-even.

HSE — Employee’s home is his/her headquarters and does not commute. The
assigned vehicle has specialty equipment that would not be practical to install on
a personal vehicle. The mileage does not exceed the break-even.

BE — Employee has a designated headquarters and the vehicle is used for
commute purposes. The net business mileage exceeds the break-even.

BOC - Employee has a designated headquarters and the vehicle is used for
commute purposes. The employee is on-call 24/7 to meet non-business hours
emergencies for a significant portion of the state. The vehicle is used for
commuting. On-call status must be designated by the appointing authority,
supported by duties in the employee’s position description, and must occur with
such frequency to merit commuting. A pool vehicle is either unavailable or
securing the use of a pool vehicle would be impractical.

OTH — Other. A written explanation is required and can be included in the
Comments section.

cove oommre] FAc | T [ o0 [ oo
N/A N Y

HBE N Y Y

HSE N N Y Y
BE Y Y

BOC Y N Y

OTH
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