FleetOhio Web-Based
Navigation

A Tutorial in the Use of the
New Web-Based Fleet
Management System
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1) Web-Based: The primary change is in the ease of use with the browser-based interface.
The web version of FleetOhio is similar to visiting any web page on the internet.

2) More Defined User Roles: While user access has always been defined by the role the user
is expected to perform (i.e. Data Entry, Dispatcher, Managerial) the access rights are being
redefined and improved. Expanded location access will occur for certain roles and a more
consistent approach to role application will occur across the state which will minimize
setup and administrative time.

3) Faster Upgrades: With the web-based version of FleetOhio your local IT will not have to
come to your desk and install a piece of software. When future upgrades to the system
occur, no changes need occur on your desktop.

4) Customized Access: Pending improvements will simplify what you see on the screen. Your
menu choices will be reduced to only the screens you have access to which will result in
ease of use and faster access times.

5) Non-Operating System Dependent: The web-based version of FleetOhio is not dependent
on the operating system on your computer. As long as you can access the internet, you
will be able to access FleetOhio.
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The first major change of the new web-based FleetOhio is that you never use the short cut on
your desktop again (after Go-Live). From this point forward to access the upgraded FleetOhio
you will go to a specific website using your web browser (Internet Explorer).
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You can create a short cut or save the site as a favorite just as you would any other web site.

https://fleet.das.ohio.gov/fawebprod/FASuitelnfoCenter.aspx
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The web page is the same Infocenter web page you are used to going to for reporting.
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Please use the window on the left to log in with your FleetOtio User Id
If you have any problems with your User Id, please contact the FleetOnio Administrator,

SOT Motor Pool Reservation
I Request.

SOFTWARE

You will have to sign Fle Edt Wew Hgtory Bookmarks Took |
. . uite InfoCenter +
in using your User ID B &

\(_'/ | L) hkkepefffleet. test. das, ohio.gow)Fawe

and Password. These
are the same User ID AssetWORKS

and Password you CEERY AQuery | Reportng | chedr | Ne
have always used to
sign in to FleetOhio
and Infocenter. No
change here.

Userll'  [DMR-SAMP

Pazzword  |eesssee

User ID: Welcome
OMR-SAMP

Ywork Orders are now easier bo enter.
Click on the \wiork Order Changes at
hittp:/ Avaw. ged. daz. state oh,. uz/fleet/fleetDhio. htm
to find aut mare.

Password:




Office of

OhidYAS | ivarsgemens FleetOhio Access

General Services Division

Once you have signed in, two new links will appear on your screen in the upper left
hand corner. These are new and one of them is the key to using the new system.
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Using your mouse pointer, select the link
for the Web Screen. This will open a new
Menu screen over the existing Infocenter
screen.

Quick Links Welcome
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Request

That’s all there is to accessing the new system. You are now in and ready to learn how to use it.
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This section will go through and identify the basic elements of navigating and using the
new FleetOhio upgrade. You will find that while the initial appearance of the systemis
dramatically different, the functionality and where you find data has changed very
little.

We will start with the first thing that comes up when you enter the upgraded version,
the menu screen, known as the ENTERPRISE PORTAL.
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This menu looks a little different in appearance but it is functionally the same as the old Menu
selections across the top of the FleetOhio Screen.
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The majority of the activity you performed existed under the menu selection DATA. Instead of
looking for DATA first however, you will start by looking for the menu choices you would select
below DATA.

So if you wanted to open the Equipment Screen to look at a vehicle you would use your mouse
pointer to click on the “+” sign in front of the menu selection you want to see to expand your
choices.
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If you expand the Equipment Units choice you will see the sub menus below it. As you can see,
just like in the current version of FleetOhio, menu choices that you do not have access to are
greyed out as unavailable for selection. You will find the Fleet Equipment screen listed under
Equipment Units, exactly where it appeared in the menu choices in the current version of
FleetOhio.
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Double click on the Fleet Equipment name to open that screen.
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The biggest change you will notice on the screens is that the tabs at the bottom of the screen do
not overlap any more. There are all still there, they are just placed one below the next moving
down the screen. What fields are on which tab has not changed (i.e. Model Year is still on the
Basic Tab), only the layout of the tabs themselves have altered.
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Note: You may use the scroll bar on the right of the screen or the quick links on the left of the
screen to go to a specific tab for view or data entry.
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To call up a record in the current version of FleetOhio you would select DEFINE FILTER and it
would bring up a selection of fields to chose from for data entry. You would then GET DATA to
retrieve the records. Now if you select SEARCH you get the same field choices that you got

before using DEFINE FILTER.
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As you can see from the example above, the menu under SEARCH looks just like the menu under
DEFINE FILTER from the current version. In fact both are still called Filter. To retrieve a record(s)
you enter data into the fields you which to filter by and then select the Apply Filter button. All
records matching the criteria you entered in the SEARCH menu will appear in the Grid and the
highlighted record in the Grid will display data in the tabs below just like you are used in the
current version of FleetOhio.
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Once you are looking at the Menu screen select the
External Fuel Tickets option under Equipment Activity
and Fueling by double clicking on the name.

Now that you have finished reviewing
the vehicle records, lets look at the
External Fuel Screen. To do that you
need to return to the original Menu
selection window. To recall the Menu
window you simply use the mouse
pointer and click on the MENU choice in
the upper right hand corner of the
screen.
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In the old system you would select the Prepare To Insert button to create a new record.

Now you will use the mouse to select NEW to create a new record.
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Once a new record is created, entering the data uses the same procedure you performed in the
old version. Move down with your mouse and select the Equipment ID field and you will be able

to enter data directly.
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A small down arrow appears beside many of the entry fields. Clicking on this arrow will provide
an Open Choice list that allows you to chose from selections appropriate to this field. In the
current version the Open Choice list button had three dots on it but it performed the exact
same function.
You may use your mouse pointer to select an option from the Open Choice list by double
clicking on that selection.
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External Fuel Ticket

Entry External fuel tickets
A new feature in this upgrade provides a
Calendar VieW any time you Select the (R # |Ii:i.|1i§;"nentlD |E§TIS;C;E”D:Z: u||License number ||‘r‘ear—manufacturer-model—meterr
down arrow beside a date field. This T
i i Su Mo TuWe Th Fr Sa 07 %] :[20 ¥
provides you with another format to ML _j
enter your date and time information. 2345678 —
. . 9 10 12 13 14 15 (6}
However, you may still type in the data 1617 1. N 20 21 22
. . . . 23 24125 27 28 29 »
directly into the field as you previously < 203 193 45
did if you so choose.
S Once you have entered all

the data for this record, go
to the top of the screen

External Fuel Tickst
Entry External fuel tickets

and select the SAVE button
just as you used to select

External Fuel Ticket Entry
[Row#  [EquipmentID  [Transaction date [License number  [Year - manufacturer - model - meter readings [meter 1 reading [meter 1 validatic
[15-108 |+ [oastrjents o720 |v [15-108 | 24165 il
| v lo——— I~ | \ I

|l

the Process g button in
the current version. The
same rules of error

, checking exist for the SAVE
button.
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External Fuel Tickets
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Now that you have finished entering the fuel transaction, return to the main menu by
selecting the MENU button at the top of the page.
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Please note that each time you go to a screen during any particular session of FleetOhio usage,
the screen name is recorded under Screen History on the Menu screen. This list can be sorted
by Most Recent or by Most Used. You can also choose to clear this history by selecting the Clear
History button. Once you have visited a screen, you may move it from the Screen History box up
to the Favorite Screens box so that it is always available for quick selection rather than
maneuvering through the menu options each time you need to go to a screen.
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Beside the first screen name in the Screen History box is a blue star.

By selecting this star the first screen name will be transferred to the | Favorlte Scrcens
Favorite Screens box above. Only the screen beside the star can be !
selected for a favorite. You can manipulate the list by changing the
order under Most Used/Most Recent or you can Clear History, go to
the screen you want to favorite, then come back to the menu and it
will be the top choice so you can favorite it. Once a screen has been

selected as a favorite it will remain on that list until you delete it b M. S
using the “X” option beside that box. &

Fleet Equipment

Favorite Screens
4 |External Fuel Tickets
& |Fleet Eguipment
X

Clear Histary ] [ Windows

Once a screen appears on either the Favorite Screens list or the
Screen History Mot Recent ¥ Screen History list you may easily go to that screen by double

# . . . .
e P e g clicking on the screen name in the list.

Double click to open

Clear History ] [ Windows
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This completes the introductory tutorial on using the new Web-Based FleetOhio and how
to navigate the web version. We hope that you have learned that while the new system
has changed its looks, that its functionality and how to use the system has not
dramatically changed. All your training and experience with FleetOhio will still work for
you. The benefits of a Web-based application are numerous for access, functionality and

even ease of use. It will reduce the learning curve for new users while retaining the
knowledge of existing users.

Please contact your agency’s fleet manager or fleet coordinator with questions.

Thank You



