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Web Motor Pool Reservation Instructions 
       
  

Navigating to the Login Page  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are two methods for Navigating to the Motor Pool 
Reservation Portal. 
 
Method 1 
 
Go to the Office of Fleet Management Website: 
 

http://das.ohio.gov/Divisions/GeneralServices/FleetManagem
ent.aspx 

 
And click on the Motor Pool Reservation link under Quick Links 
 
Method 2 
 
Using an internet browser paste the following address in to the 
address bar: 
 

https://fleet.das.ohio.gov/fawebprod/fareservationsportal/Rese
rvationLogin.aspx 

http://das.ohio.gov/Divisions/GeneralServices/FleetManagement.aspx
http://das.ohio.gov/Divisions/GeneralServices/FleetManagement.aspx
https://fleet.das.ohio.gov/fawebprod/fareservationsportal/ReservationLogin.aspx
https://fleet.das.ohio.gov/fawebprod/fareservationsportal/ReservationLogin.aspx
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Log In using the Operator / User ID and click Login 

 

 

 

 

 

Updating Your Personal Information 
 
Your information will be displayed.  For changes to contact information and license expiration date send an email 
to DASFleet@das.state.oh.us with the “Subject” line “Motor Pool User Update” 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:DASFleet@das.state.oh.us
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Making a New Reservation 

 

1.) Click on New Reservation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.) Choose Pick up Location 

3.) Choose Pick up Time 

4.) Click OK/Close 

5.) Choose Return Time 

6.) Click OK/Close 

 
Special Note: If you are using Internet Explorer, compatibility 
mode is not supported and you will need to turn it off to get the 

calendar function to work. To do so: 

• Open “Gear Icon” on the far Top Right of browser 

• Select “Compatibility View Setting”. 

• Remove fleet.das.ohio.gov or any fleet websites 
from Compatibility View. 

• Uncheck “Display Internet sites in Compatibility 
View”. 

• Then Click “Close” to save the changes. 
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If there are no vehicles available for the date / time you requested, you will need to make alternative 

transportation arrangements or change the date / time parameters. 

Standby Reservations will NO LONGER be accepted.  
 

 

 

 

 

 

 

 

 

 

 

 
  

7.) Choose a Vehicle Type 

You will see a screen 
indicating all vehicle types 
you are authorized to 
reserve. All vehicle types 
that have an available 
vehicle are shown in 
green and all vehicle 
types that currently have 
no vehicles available are 
shown in gray.  There 
may be an alternate 
vehicle type available.  
The screen will indicate 
the available vehicle type.   

8.) Click Select; or 

 

You may enter an additional e-mail 
address to send a copy of your 
reservation to someone else. 
 
9.) Enter your destination and any 
Reservation notes. 
 
10.) Click Confirm to complete the 
reservation. 
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Details of your reservation will be displayed.   
 
The reservation status is CONFIRMED and you will receive an email notification. 
 
You may print your Confirmation from this page by clicking on “Printer Friendly”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

11.) Click OK to finalize and create your 
reservation, or click CANCEL to make changes. 
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Canceling a Reservation 
 
1.) Log into the Motor Pool Reservation Portal  
 
2.) From the Home Page click on the Reservation ID that needs to be canceled 

 

 

 

 
 
3.) At the top of the Screen 
Click on “Cancel Reservation” 

 

 

 

 
 
4.) Click on “OK” 

 

 

 

 

 

 
Your Reservation is now cancelled. 
 
You will receive a Confirmation E-mail 
 
You may print your Confirmation by  
Clicking “Printer Friendly” 
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Changing a Reservation 
1.) Log into the Motor Pool Reservation Portal  
 
2.) From the Home Page click on the Reservation ID that needs to be changed / updated 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

5.) Click “Confirm” 

Your Reservation is now changed / updated 
   
You will receive a Confirmation E-mail 
 
You may print your Confirmation by Clicking “Printer Friendly” 

 

 3.) Click on 
[Change] 
 
 4.) Make needed   
Changes to 
Selected Time or 
Destination 
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Confirmation E-mail 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Attention State Office Tower motor pool customers: 

PLEASE PRINT THE CONFIRMATION EMAIL AND BRING IT TO THE MOTOR POOL TRAVEL PORTAL TO PICK UP YOUR VEHICLE. 
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WHEN PROMPTED ENTER THE CONFIRMATION CODE. PLEASE NOTE THAT VEHICLE KEYS MUST BE PICKED UP 15 MINUTES PRIOR TO OR 15 MINUTES AFTER THE 
SCHEDULED PICKUP TIME.  KEYS NOT PICKED UP 15 MINUTES AFTER THE SCHEDULED PICKUP TIME WILL REQUIRE A NEW RESERVATION.  RESERVATION 
PICKUP AND RETURN TIMES MAY BE EDITED PRIOR TO THE SCHEDULED TIMES USING THE RESERVATION PORTAL. 

Using the State Fleet Card 

 
The State Fuel Card can only be used at a participating vendor.  Before you begin any transaction verify 
that the fueling station you are at accepts the Voyager Fleet Card to obtain fuel. 
 
To purchase Fuel: 
 

➢ Swipe your card at the pump 
➢ If the pump terminal requires you to choose Credit or Debit, press the Credit key 
➢ Enter your Driver ID / Pin Number when prompted (Located on the Card Sleeve) 
➢ Enter the vehicle Odometer reading (Do Not enter tenths of a mile.) 
➢ Once information is confirmed begin fueling. 

 
❖ All terminals are different and may require the information to be entered in a different order.  Simply 

follow the instructions on the terminal to process your transaction. 
 

❖ If the pump card reader will not accept the card, take the card inside to the attendant and have him/her 
attempt to process the transaction electronically on the inside equipment. 

 
❖ For security purposes a card will become locked after three unsuccessful attempts to use it. 

 
❖ If a card becomes locked or you require assistance you can call Voyager Customer Service at the 

number located on the back of the card above the magnetic strip, or the Office of Fleet Management M-
F 7:00 am-4:00 pm at 1-800-686-1521. 

 

 

 

 

 


