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Overview

This user manual work instructions on utilising the major features of OurFleet.

Technical Support

Additional support can be provided by emailing: support@ourfleet.com.au

The following information should be included in your support query:

A full description of the problem including; username, time of occurrence,

task being undertaken during the error and screen prints,

Advice on whether OurFleet is working for other tasks would also be

useful, and

Contact name and number for issue resolution.

Technical support response time will depend upon the severity.

All technical support will be provided during 8:30am — 5:00pm, Monday to Friday.
Technical support will be classified as follows:

Severity Description Initial Response Time | Update Frequency
One ;Te Product does not function at 2 business hours Daily until resolved
A major component of the Product
Two is not functioning causing a large | 3 business hours Daily until resolved
impact
A component of the Product is not :
M . . . Every two business
Three functlomng causing minor to 6 business hours days until resolved
moderate impact
Four Usage questions, clarification of 24 hours Weekly until resolved
documentation
. Suggestions, requests for new At the discretion of
Five features and enhancements 24 hours Natus Software
General Feedback

General feedback including suggestions and feature requests are welcomed and
can be submitted through the feedback form within the OurFleet application.
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Setting up

When setting up OurFleet initially, the following process is recommended:

1.

13.
14,

15.

Check your personal information as the first Administrator setup. This
information has been set up by us (within Employees),

Setup Departments (within General),

Setup Service/Repair Agents (within General),

Setup Insurance Brokers (within General),

Setup Company locations (within General),

Setup Vehicle Types (within General),

Setup Vehicle Manufacturers (within General),

Setup Vehicle Models (within General),

Setup Licence types (if required, within General),

Setup Registration Types (if required, within General),

Setup Vehicle Inclusions (within General),

Setup all Employees (within Employees). It is recommended that
network usernames utilised within your Company are used for
OurFleet usernames and a generic password is set initially, such as
‘password’,

Setup all Vehicles (within Vehicles),

Communicate to your Employees that OurFleet is now ready to be
utilised for vehicle bookings. Include in this communication, the
website address, username and generic password you have setup.
Please ensure you remind your employees to change their password
upon their first login.

Start using OurFleet!
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Bookings
Create a booking

1. Load OurFleet through the website address provided to you:

=3 Our Fleet - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

@BaCk ¥ @ z @ @ :\f;j|,OSearch *Favorites @| @, h,;\;‘ a- D @x\? ﬁ

Address @ http: fidemao. ourfleet, com, auf

Fassword

6 of 97
© 2008 Natus Software - Version 2



2. Log into OurFleet with the username and password provided — the
following screen loads after a successful login:

2 Our Fleet - Microsoft Internet Explorer

o =3
File Edit W¥ew Favorites Tools Help ‘ ﬂ’
eﬁack - o - D @ \k;j | pSearch *Favﬂrltes ®| [}2' :;f - i w_J @:? ﬁ
Address @ http: jfdemo.ourfleet, com. auf j G0
-

1e: admin | Feedback | £

B
3 = = 1| |
P© ¥ Ty £
5 §

Administration
Employees —_—
& vehicles

% General

Create a Booking View/Edit a Booking Cancel a Booking

@Fuei Import
@ Reports

E M=
Menu g _@ 3 @

= £ =

I:ﬂl‘.ﬂn!(mgq

e Manual (POF] Help and FAQ (PDF
&8 Change Password User Manual (POF) elp and FAG (FDF)

Ei
(& oone N I B 3= T

—
3. To create a new booking click on: ‘E_—

create

Create a Boaoking
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4. The following screen then loads:

New ¥Yehicle Booking - Booking Details

Date and Time Inclusions ‘&

Emplayes C]

GPS

Bnoking Start Date® M9 = = @
Ll | Nov z Aty Roof Racks
Booking Start Time* [Salect = = -
Booking End Date® ™ [noy =] [7 =] [z008 L
Menu Booking End Time*  [Select > =]
B Departure Location* [Select = = L]
] Mumber of o = @

Passengers*

m m) (m

5. Enter the required information as follows:

Field Name Description

Employee Employee name who will be driving the vehicle
Example: John Smith

Booking Start Date* |The date the booking commences from
[oct [w] [10]v] [2008] ™

Example:

Booking Start Time* |The time the booking commences
Example: 09:00 AM

Booking End Date* | The date the booking concludes

[oct [w] [10]w] [zo0e] B2

Example:
Booking End Time*  |The time the booking concludes
Example: 11:30 AM
Departure Location* |The office the booking departs from
Example: Head Office
Number of The number of passengers travelling with the driver
Passengers® Example: 2
Inclusions Select the inclusions required for your booking.
Example: Tow bar
=ubmit
Once completed, press:
6. The vehicles available for use will then be shown, as per the below.
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Administration

a
a8 Employees MNew Yehicle Booking - Yehicle Selection

® vehicles L8] Silver Ford Falean Sedan [TFo491]
% General o) Light Blue Toyota Corolla Sedan [TSU348]
@ Fuel Import [ Submit . BEee |

D reports

Menu
B pookings

& change Password

7. Select the vehicle you would like to use by clicking the radio button and
then submit. The following screen will then appear:

ne: admin | Feedb
Administration | G
a8 Employees MNew Wehicle Booking - Destination and Purpose
4 yehicles Destination™ |select --> |
%* General Purpose I ]
& Fuel Import (el e [select - = |

[T Reminder Periodi*  [gelect > =]
Menu Submit | Reset |

uﬂ Bookings

& change Password
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8. Enter the required information as follows:

Field Name Description

Destination* The destination you are travelling to
Example: Melbourne Office

Purpose The purpose of your trip
Example: AGM

Department* The department/program responsible for the travel
Example: Human Resources

Reminder Period* The interval at which you would like to receive an email
reminder regarding your booking
Example: 5 hours

Submit

Once completed, press:

9. A summary screen as shown below is then available. Review your
Submit

booking and press

s e e

Administration

z
& En e New ¥ehicle Booking - Booking Details Confirmation
& yehicle Employee Details Booking Details
T Booked By Andraw Martin Yehicle :  Light Bluz Toyots Corolls Sedan [TSU348]
bk additional Passen qers: 0 Leaving Fram: Wodonga
= Finding Solutions Start Dec 7th 200& 8:45am
Reminder: 1 hour befare the booking End: Dec Tth 2008 2:15pm
@ nep Destination: albury wemens centre
Purpose! Something
Menu
B - Submit Feset

& chang

10. A confirmation screen is then available outlining your booking:

Welcorne: admin | Feedback | E! Logout

2 Bookings
&
Bosking Date Retumn Date Employee Vehicle Purpase
%¥ Gener Cec 7th 2008 &45am Cec 7th 2008 2:15pm Andrew Martin TEUZ4E Something
(] Page 1
Menu
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E

11. From this screen you can then select to make
another booking, return to KRS or .
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View/Edit a booking

1. Load OurFleet and click on: =

edit

2. The following screen appears:

Administration

Bookings
w Booking [ view all Booking
Booking Date Retum Date Employee Vehicle Purpase
Dec Tth 2008 & 45am Dec 7th 2008 2:15pm Andrew Martin TSU34E Semathing
Page 1

From this screen, you can simply click on a booking to view the details.

Note: You will only be able to edit bookings made by yourself unless you
have Administrator access:

View Booking

Andrew Martin
Finding Solutions
0
Wadanga
Dec 7th 2008 8:45am

Dec 7th 2008 2:15pm

albury womens centre

Somsthing

Registration:

Light Blue Toyota Corolla Sedan
Key Tag ID

Tsuz48
s

Edit || Delete

4. Click Egit | 1O edit a booking.

5. The following screen then appears:

12 of 97
© 2008 Natus Software - Version 2



Administration . . . . .
- Edit Yehicle Booking - Booking Details
& Employees
Date and Time i @
Pa—— Inclusions ‘&
" Employes Andrew Martin - @
% General g GPS [ ]
Booking Start Date* 9 [oec o] [7 2] [zo0s 9
& Fuel Import pafRats L
— Booking Start Time* [nga5 amM |~ Tow Bar I
‘é’o Reports 3
Boaking End Date* ™ [Dec o] [7 = 2]
Menu A Booking End Time* 02:15 PM =
B pookings Departure Location* [wodangs 5 @
& change Pass o =1
“hange Password | Number of " =)
Passengers*®
Submit || Feset

6. Make the required changes and press Sl and the following

screen appears requesting you to select an available vehicle:

Administration

o
& Employees News Vehicle Booking - Vehicle Selection
B yehicles ol Silver Ford Falcon Sedan [TFO491]
& General o Light Blus Toyota Carolla Sedan [TSU346]
@ Fuel Import

- Submit | Reset |
LU Reports

Menu
B pookings

& Change Password
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: , Submit ,
7. Select a suitable vehicle and press M and the following

screen appears:

weelcame: admin | Feedback | B Logout

Administration 1

a8 Edit ¥ehicle Booking - Destination and Purpose
_ y Destination” [Slbury womnsns cantrs = |
-+ Purpose [Something |
=) Department® [Finding Solutions 3|
(] Reminder Period:*  [1Hoor -]
Menu Submit Reset
EB
&
8. Enter the required changes as follows:
Field Name Description
Destination™ The destination you are travelling to
Example: Melbourne Office
Purpose The purpose of your trip
Example: AGM
Department* The department/program responsible for the travel
Example: Human Resources
Reminder Period* The interval at which you would like to receive an email
reminder regarding your booking
Example: 5 hours
Submit

Once completed, press:
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9. A summary screen as shown below is then available. Review your
Submit

booking and press

Administration 2
& Employees Edit Yehicle Booking - Booking Details Confirmation
& yehicles Employee Details Booking Details
£ f Booked By: Andrew Martin wehicle:  Light Blue Toyota Corolla Sedan [TSU348]
Bnehd Additional Passengars: o Leaving From: wadonga
& Fuel Import Cepartment: Finding Selutions Start Dec Sth 2008 Z:45am
= Reminder: 1 haur hefare the boaking End: Dec Bth 2008 2:15pm
@ reports Daiurasan: (irmarans captia
Purpose: Something
Menu =
Submit Feset |

l:a Bookings

& change Password

10. A confirmation screen is then available outlining your booking:

ne: admin | Feed
Administration .
2 Bookings
Employ . i
BB new Booking [ view all Bookings
Sy
Booking Date Return Date Employee Vehicle Purpose
% General Dec 7th 2008 &:45am Dec 7rh 2008 2:15pm Andrew Martin TSU348 Something

& Fuel Import

&= Page 1
@ neports &

Menu
BB pookings

& change Password

11.  From this screen you can then select & sookings to make

another booking, return to Oor =
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Cancel a booking

1. Load OurFleet and click on:

cancel

2. The following screen appears:

Administration =
Bookings

Booking Date Return Date Employee ¥ehicle Purpose

Dec 7th 2008 8:45am Dec 7th 2008 2:15pm Andrew Martin Tsuz43 Something

3. From this screen, select the booking you would like to cancel by clicking
on the booking.
Note: You will only be able to cancel bookings made by yourself unless
you have Administrator access:
The following screen appears:

Administration . .
View Booking

Andrew Martin
Finding Selutions
o
Wadenga

Dec 7th 2008 8:145am
Dec 7th 2008 2:15pm
albury womens centre

Something

& ch
Edit || Delete
; Delete . . ]
4. Click to cancel a booking. The following screen appears:
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Administration

o Confirm Booking Deletion
& Employees

& vehicles Are you sure you want to delete the following booking?
&
* General Booking Details
& Fuel Import Booked By: Andrew Martin
o Department: Finding Salutions
W@ reports
# Passengars: i
Departing From: wodanga
Menu
Bosking Starm Dec 7th 2008 &:145am
B Bookings Booking Endi Dec 7th 2008 2:15pm
P=9 Change Password Destination: albury wemens centre
Purpose: Something
Vehicle Details
ehicle: Light Blue Toyata Corolla Sedan
Registration: TEUI4E
Key Tag ID

5

] Confirm H
Click

to confirm the booking deletion.

Confirm “ Cancel |

. I_“a Bookings
From this screen you can then select N

another booking, return to or 2

to make
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Employees

Create a new employee

1. Log into OurFleet as an administrator. The following screen loads:

File Edit W¥ew Favorites Tools Help

2 Our Fleet - Microsoft Internet Explorer o =3

eBack - Q - D @ ;-h | Jp Search *Favﬂrltes &4

- @ - R

Address @ http: jfdemo.ourfleet, com. auf

Administration
& Employees

@ VYehicles

create

%W General

& Fuel tmport

'5319 Reports

Menu

T
3
S
g
£

&) Bookings

&, Change Password

edit

help

|@ Done:

=l
T —

2.  Clickon 8 employees from the Administrator menu. The following

screen loads:

Employee Administration

&: Add Employee

Lastmame Firstmame Location

Yiew: &All | Active | Inactive

Depariment Usemame Active
Einfalt Leah Head Office Public Relations leaheinfalt N
Knights Cameron Head Office Hurnan Resources Cam b
Smith Jdohn Head Office Enginearing john W

© 2008 Natus Software - Version 2
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&

3. Select to create a new employee profile. The following
screen loads:

Administration
- New Employee

& e :
P System Login Details:
e, — User Mame* | | L2
i : Password® | | L2
= ue’? Werify Password* | | 2]
@ r Ernail* | | L2
Menu Access Level*® |Se|ect i ;I L2
FE Bookings Motifications v
i Monthly Reports ]
Employee Details
Department* |Se|ect - | L]
Location® [select --= | &
First Mame™* | | L2
Last Narne® | I )
Address* | | Ll
| | @
—
Postcode™® l:l L
State® [Select --= =] L2
Phone 1* |:| L2
Phane 2 [ ] L2 ]
Mabile |:| L2
Enabled v &
Submit | Feset
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4.

Enter the information as follows:

Field Name Description

User Name* The login name for the new user
Example: johnsmith

Password* The initial password for the new user
Example: password

Verify Password* [Retype the initial password for confirmation
Example: password

Email*

The business email address for the new user
Example: johnsmith@ourbusiness.com.au

Access Level*

OurFleet user or OurFleet Administrator
Example: 1. OurFleet User

Notifications

Select the checkbox if the user is to receive
notifications from OurFleet

Example:

Monthly Reports

Select the checkbox if the user is to receive
monthly reports from OurFleet

Example:
Department* The department the user belongs to
Example: Information Technology
Location* The home site for the user
Example: Head Office
First Name* The user’s christian name
Example: John
Last Name* The user’s surname
Example: Smith
Address* The user's home address
Example: 123 Jones Street
City* The user’s home city
Example: Albury
Postcode* The user’s home postcode
Example: 2640
State* Select the user’'s home state from the drop down
list
Example: NSW
Phone 1* The user’s work phone number
Example: 0260606060
Phone 2* The user’'s home phone number, if required
Example: 0260020202
Mobile* A mobile number for the user, if required

Example: 0414 121 121
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Field Name Description

Enabled* Ensure the check box is ticked to enable the user
to access the system

Example:
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Submit .
5. Once completed, press T and the following screen appears

showing all users:

Employee Administration

8 Yiew: | |

Lastname Firsthame Location Department Username Active
Einfalt Leah Head Office Public Relation= leaheinfalt ¥
Knights Carneron Head Office Human Resources Cam K
Smith Jahn Head Office Technical Support johnsmith i
Smith John Head Office Enginearing john N

6. Click on the user just added to enter driver licence details, if required. The
following screen appears:

3 Our Fleet - Microsoft Internet Explorer 7] x|

File Edit Wiew Favorbes Tools  Help ‘ :J'
egack - .\‘“D - \ﬂ Iﬁ h|f,_j Search \;}(Favﬂrltes £‘3| |"\),v :—% - o _J @:? ﬁ
.f | -
Address I@ http://demo.ourfleet. com.auf? a=editemployves/100 d Go
-

Administration
g Edit Employee

System Login Details: MNew Licence

Licence Type* Select --> 'I @
Expires* f m 18 = -ZEIEI9 o

@

User Hame®* emo

Password®

Werify Password*

@
Emai o s e |
Access Level™ W 2]
Motifications ] Submit Fieset
Monthly Reports I

Employee Details Kicehces
T lm @ Type Number Expires
Car 041111111 Feb 22th 2015

Location® lm 9
Lest Mo v
T @

—
v
Postcode* L2
State* HEWY 5 L7} =l

|@ Done ,7’7’7,7,7 # Internet
s 83 2 FWEIO G ARG com
~& Telstra Turbo Card Mana. .. @ Our Fleet - Microsoft L. @] OurFleet User Manual da.., I ﬁ untitled - Paint | kS U@ﬂ Saturday
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8.

9.

To enter licence details, enter the following information:

Field Name

Description

Licence Type*

Select from the drop down menu

Example: C

Licence No* Enter the employee’s licence number
Example: 11225912

Expires* Enter the expiry date for the licence
Example: Oct ] |10 [ (=

State* Enter the state in which the licence is held

Example: VIC

and the following screen loads:

Submit
Once completed, press
Edit Employee
System Login Details: Licence Mo.:
User MNarme™* |j0hnsmith | L2 Expires:
Fassword® [sasnnnne | & Caonfirm
Werify Password® [sessanse | &
Email* [iohn@somewhere.com | & Licences
Access Level* 1 OurFleet User o Type Number
Employee Details
Department* Technical Support |
Location® Head Office w| e
First Marme®* [30hn o
. . Confirm
To confirm the details, press
loads:
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1

Edit Employee

System Login Details:

User Marme*

Password*

Verify Passward®

Ermnail*

Access Level®

Employee Details

Department®

Location™

First Mame®

Last Name*

0.

From this screen, you can enter additional licences or return to

New Licence

|j0hnsmith | @ Licence Type® {EEE L .rv_ @
|ooooooo. | %] Expires® !Oct [vi 510 [v] |2DDS| : (=]
[{ohn@sarnewhere.cam | & State*® i'g'lect—[__} :’l @
|1 CurFleet User [v] &
Submit Feazet

|Technica| Support ] &

; T @ Licences
|Head Office gv] Type R e S
[10hn | & e 11225912 Dec 10th 2006
[Smith | @

::!- ogo
o

Sk Horne

Edit an employee

1.

Load OurFleet and click on

from the Administrator menu

to view all employees. The following screen loads:

Employee Administration

& Yiew: | |

Lastmame Firstname Location Deparitment Usemame Active
Einfalt Leah Head Office Public Relations leaheinfalt N
Knights Cameron Head Office Hurnan Resources Cam W
Smith John Head Office Enginearing john Y

2. Select an employee to edit by clicking on their name. The following screen

loads:
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Edit Employee

System Login Details: New Licence
i £ &I
User Mame™* [johnsmith | @ Licence Type Select --= v! =
FPassword* |.ooo.o.. | . Licence Ho.* l:l @
Werify Password* [sessssas | & Expifiest !_OEt "! |1_El I"I 2o0e] [} @
Ernail* [john@somewhere.com | @ State™ v @
Access Level™ | 1 Ourfleet User [v} L
Employee Details Submit Feset
Department™® |Technica| Support [vl L=
. Licences
Location® i w| &
|Head Hfice [ l Type Number Expires
First Name [10hn | & = 11225912 Dec 10th 2006
Last Mame* [Smith | &
Address* [1 Tanec <trast | &

3. Make required changes, including reallocating a password if required and
Submi
press L . The following screen loads:

Employee Administration

2 Yiew: | |

Lastnmame Firstname Location Department Usermame Active
Einfalt Leah Head Office Public Relation= leaheinfalt i
Enights Carneran Head Office Human Resaurces Cam ¥
Smith John Head Office Technical Support johnsmith b
Smith John Head Office Enginearing john N

4. Edit additional users or return to e s [y
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Archive an employee

Employee’s are not deleted in OurFleet they are simply ‘archived’ so their details
can be accessed in the future, if required or they can be re-instated as a user.

1. Load OurFleet and click on from the Administrator menu
to view all employees. The following screen loads:

Employee Administration

& Yiew: ] ]

Lastmane Firstmame Location Depariment Usemame Active
Einfalt Leah Head Office Public Relations leaheinfalt N
Knights Cameron Head Office Hurnan Resources Cam b
Smith Jdohn Head Office Enginearing john W

2. Select an employee to archive by clicking on their name. The following

screen loads:

Edit Employee

System Login Details:

User Name* |j0hnsmith | ] Licence Type® Salsct = v L2
Password® [sesussee | © Licence Mo, * Cl 2]
Verify Passward® [eesensee | & Epiinet _.OCt V 10 ] k@
Ernail* [ishn@somewhere.com | & State® Select ->v v
Access Level™ - 1 OurFleet User v =
Employee Details Submit Feset
Departrent™ ETe-:_hnicaI_Suppqr‘t v =
Location® [Head office (v & Licences

L — Type Number Expires
First Narme* [30hn | & o 11225912 Dec 10th 2006
Last Mame* [Smith | &
Address* |1 Jones Street | =

| K
°
Postoode® 2]
Stater v ] ©
Phone 1% L
Phone 2 [ e
Mabile [ 1%
Enahled =
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3. Deselect the checkbox next to E"*"'*% so it appears as below:

Enabled 0 &
| Submit | Feszet
submit .
4. Press and the following screen loads:
Employee Administration
8 Yiew: | |
Lastname Firsthame Location Department Username Active
Einfalt Leah Head Office Public Relation= leaheinfalt ¥
Knights Carneron Head Office Human Resources Cam K
Smith Jahn Head Office Technical Support johnsmith i
Smith John Head Office Enginearing john N

::! ogo
"

5. Archive additional users or return to
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Changing an employee password

Employees are able to change their own passwords or have their password reset
by the Administrator. Resetting an employee password is covered in ‘Edit an
Employee’. This section covers off employees changing their own passwords.

8

1. Select from the below screen upon logging in:

<3 Our Fleet - Microsoft Internet Explorer 18] x]

File Edit ‘iew Favorites Took Help ‘ :;'

@Back - -J ™ u @ ___h | /:) Search '*i‘\'_( Favorites €3| -Kt' ;?\, - iz _J @Z ﬁ

Address [&] http:/demo.ourfleet com.auf Bl =

» = 8 T =

=

"

=

-

ranual

©
help
©

=l
EToore T —

2. The following screen then loads:

Change My Password

Current Password* | |

Mew Password® [ |

Confirm MNew [ |
Password*

Subrmit Feset
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3.

4.

The employee then enters the following information:

Field Name Description
Current Enter the current password
password* Example: password

New Password*

Example: password2

Enter the new password you would like to use

Confirm New
Password*

Retype the new password for confirmation
Example: password2

Once completed, select

Submit

Change My Password
Your Password has Been Changed Successfully

Current Password®
Mew Password®

Confirmn Mew
Password*

From here you can return to

o Haome E Logaout

and the following screen loads:

Subrnit
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Vehicles

Add a new vehicle

1. Log into OurFleet as an administrator. The following screen loads:

2 Our Fleet - Microsoft Internet Explorer ==l x|
File Edit Miew Favortes Tools Help ‘ #
QO ¥ [ (] P oo @3- - B R
Address @ http:j/demo.ourfleet, com. auf d &
-
ety o
@%? L33
- I S 2
ol 113 =
1e; admin | Feedback 5 Logouf
Administration
‘QT - —x — =
Employees |—'_] _:J ‘:__:
o] == _— T |—
g 5 = 5
‘3: Yehicles e | K 3 g
% General . s
Create a Baoking wiew/Edit a Booking Cancel a Booking
& Fuel Import
'50 Reports
s a

L — g @ 2 ®

&) Bookings

=% Change Password User Manual (POF) jelp and FAQ (PDF)

=l
ISED T —
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& yehi . .
2. Select = "“"'“!** from the Administrator menu and the following screen
summarising all vehicles appears:

/2 Our Fleet - Microsoft Internet Explorer == x|

File Edit Yiew Favorites Tools Help "a&

eBack - Q - @ @ \:_:j /':jSear:h *Favurites @ B' F‘f - z _J @k ﬂ

Address IE http:)/demo.ourflzet, com. auf7a=vehicles j Go

Adm - e q
R ¥ehicle Administration
5 Employees

% add vehicle Yiew: All | Active | Inactive
& vehicles
Registration Model Colowr  Owner  E-Tag Insured Location Key Tag ID Actions
“ General Ho Registration Ford Focus - Sedan RED « #®  Melboume Office  ABC123
@ Fuel Import ABconn Holden Commadors - Sedan  Black  FaT Report 3¢ Brishans Offce
@ reports ABCLZE Holden Commodare - Sedan  White Dema User 3¢ & Sydney Office
ABCiZE Ford Focus - Sedan RED < 3 Melbourns Office

Menu
T EEE— ABCLZ4 Ford Falcon - Sedan Blue ® K Melbourne Office
uﬂ Bookings

carl Halden Commodare - Sedan  black X Harme Mursing
& change Password

carz BMW 325 - Sedan pink ® v Supply

car2 Toyota Corolla - Sedan white ® « Supply

card Ford Falcon - Wagen white  bob smith o o Home Suppart

cars Ford Focus - Sedan blue ® « Home Hursing Archive

caré Toyota Corolla - Sedan blue v | Home Support Archive | History

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

El
(& oone N I B 3= T

. @ add vehicl .
3. To add a new vehicle, select frd vemete and the following screen

appears:

Administration

News Vehicle
& Employees

@ yehicles Lkiey o l:l
e
% General Loceton Select --> =
Model* Select —> -
@ Fuel Import
. - o 9 » Service/Repair Details
@ Reports ki I:l i » Fuel Usage
Date Obtained* = [hov =] [o =] [coee @ » Odometer readings
Menu " » fccident Reports
. R E— @ oo e

@

Additional Vehicle Details
Additional Details, including:

©

©

& Reqgistration Details

o L e e — ® * tnfingement Report
& change Password o )
N o [— e may be completed after adding the new vehicle
Colour® 1 @
Ftaa —— @
Include In Bookings il
Submit | Reset |
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4.

Enter the required information as follows:

Field Name Description

Keytag ID If you have allocated a keytag ID to your vehicles, enter this
number here
Example: 56

Location* Enter the home location for the vehicle from the drop down
menu
Example: Head Office

Model* Enter the model of the vehicle from the drop down menu
Example: Holden Commodore Sedan

Year* Enter the year of manufacture

Example: 2005

Date Obtained*

Enter the date the business obtained the vehicle

10 v [

Oct [+
Example: —

Purchase Cost

Enter the initial purchase cost for the vehicle. If the vehicle is
leased, leave this blank.

Example: 30000

Initial Odometer*

Enter the initial odometer reading that the vehicle was
purchased/leased with

Example: 980

Seats* Enter the number of seats with seatbelts in the vehicle
Example: 5

Colour* Enter the colour of the vehicle for descriptive purposes only
Example: White

Etag ID If the vehicle is allocated an Etag ID, enter this ID here

Example: 6789

Include in bookings

Is this vehicle available for other people to book?

Example:
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Submit ,
5. Once completed, press = and the following screen loads:

Administration

New vehicle
&
& yohicle Keytag ID : ] Additional Yehicle Details
) Location : Wodongs Additional Details, including:
“ Madsl : Halden ¥Z Berlina - Sedan
= Year : 2008 e Registration Details
) Date Obtained 2008-11-01 * Service/Repair Details
(1] 2 Purchase Cost: 10000 ® Fuel Usage
Initial odometer 105100 & Odometer readings
Menu Seats : 5 s Accident Reports
Calour : Purple e Damage Reports
B Etag Id : o Infringement Reports
2 Includz In Bookings es
: . may be completed after adding the new Vehicle
Confirm Cancel

6. Review the data and if correct, select Sl and the following

screen loads:

me: admin | Feedback | 23 Logaut

Administration

&

Reagistration History

o P \H\dvzl:(!lel - Sed.
“® Ger T
ﬁ_ : t Registrations New Registration
L Reg. Type Starks Espires Cost Mumber* |:| Lz
Type* Salect --> - L=
id"""“ Stata® | ©
i ; Start Date* 2 Tuev =] o =
Expires* ™ v =[5 =1 L
Costr — ©
Submit Reseat
7. Enter the vehicle’s registration details as follows:
Field Name Description
Number* Enter the vehicle’s registration number
Example: ABZ123
Type* Enter the registration type from the drop down menu
Example: Car
State* Enter the state of registration from the drop down menu
Example: VIC
Start Date* Enter the date registration commenced
L
Oct [w| |10 |w| (2006
Example: |0 [¥] [10[¥] [2008]
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Field Name Description

Expires* Enter the date registration expires
¥ ¥ ]
Ot 10 2006
Example: I—M I—M -
Cost* Enter the fees paid for registering the vehicle

Example: 450.00

Notes Enter any relevant notes about the registration

Example: Temporary registration sticker received

submit .
8. Once completed, press M and the following screen loads:

wglcome: admin | Fesdback |D Logout

Administrati
ministration Registration History

¥ehicle
& vehicles Purple Holden V2 Berlina - Sedan
& Fuel Import Registrations New Registration
[ T, Reg. Type Starts Expires Cost Mumber: TUKE52
Type: Car
- Start Date: Moy 4th 2008
Expires: Mow 3rd 2009
B pooking Costi 450,00
& change Pas i blokasy
Confirm Cancel

9. Review the data and if correct, select Sl and the following

screen loads:

1e: admin | Fe

ad istrati
ministration Registration History

Yehicle
&
Purple Halden W2 Berlina - Sedan[TUK&S2]
&
% General
= I

Registrations New Registration
® neports Reg. Type Starts Espires Cost st 1 @

TUKSSZ Car Mow d4th 2002 Mow 3rd 2003 450,00 His Type* lm [*]
. Menu State* [select = =] i
i : : Start Date* = nov =] [0 =1

Motes

Submit Reset
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10.  Press and the following screen loads prompting you to enter
insurance details:

Administration
Edit Vehicle

The Basic details far this vehicle have not yet been completed
The following sections require atkention:

» Insurance Details

LeEtE D) 1 @ ‘Y Registration Details
" @ P
Location Wodonga - = 2 Insurance Policies
Model® Holden ¥Z Berlina Sedan = @
Yeart @ Mo Insurance Listed
Date Obtained* " [nov =] [1 =] [zooe @ : 2
, 9 | ease Information
Purchase Cost 10000.00 e
Initial Gdometer*  [Tg5100 @ © FBT Details
Seats* Lo 9 vehicle Maintenance Details
Calour* @ Y Fuel Usage
@ .
e R ? 9 Qdometer Readings
Include In Bookings WV @ x et T
‘2 Accident Reports
Submit || Reset © Damage Reports

&' Infringement Reports
2 Employee Reimbursements

©' Inclusions

Horme

11.  From here you can add the insurance detalils, return to

ago ut
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12. To add the insurance details click and the
following screen loads:

relcame: admin | Feedback | 28 Logout

Administration .
Insurance History

& =
® ver Purple Holden Y2 Berlina - Sedan[TUKS52]
%:w] Insurances | New Insurance
& Start Date Expires Policy Number Monthly Cost Broker® lm (2]
policy Numbert [ ] ©
& Menu Monthly Cost® — @
ry Start Date* B wev " 5 &
Expirss* = nov 2] [o =] [zo0s
Submit Reset
13.  Enter the insurance details as follows:
Field Name Description
Broker* Select the insurance broker from the drop down list
Example: RACV
Policy Number* Enter the insurance policy number
Example: SB7899GJX
Monthly Cost* Enter the monthly insurance cost
Example: 100
Start Date* Enter the start date of the insurance policy
L
Oot [w| |10 |%| (2006
Example: 0%t [¥] [101] [2008]
Expires* Enter the date the insurance policy expires
L
Oct | |10 |»| |2006
Exompie: |02t [¥] [10¥] [2308] 1
Description* Enter any additional relevant information here
Example: Windscreen cover included
Submit ,
14.  Once completed, press and the following screen loads:
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Admi

stration
& Employees

® yehicles

% General

Menu
® Bookings

& change Password

15. Review the data and if correct,
screen loads:

Insurance History

Vehicle

Insurances

Start Date Enpires Policy Number

Purple Holden V2 Berlina - Sedan[TUKE52]

New Insurance

Monthly Cost Cost! RACY
Policy
Nurmber: daniin
Monthly Cost: &0
Start Date: Now 4th 2008
Expires: Nov 3rd 2009
Brdainin: Includes windscreen
cover
Confirm || Edit

Confirm
select

Cancel

and the following

Administration
&

® vehicles

wployees

%¥ General
@ Fuel Import
&
@ peports
Menu
BB paokings

& change Password

Insurance History

Yehicle

Insurances

Start Date Enpires Policy Number

Monthly Cost

Purple Halden W2 Berlina - Sedan[TUK&S2]

New Insurance

Select --> -

Broker*

Mov 4th 2008 Mow 3rd 2008 123478

20,00 Histary

Folicy Murnber®

L 1
L 1

Monthly Cast*

Start Date* " nev =[5 =
Expires*® = Mov =l [5 B @
Description™
@
Submit ||
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and the followin

g screen loads:

Keytag ID 1 e
Location* Wadonga -

Model* Holden ¥Z Berlina Sedan d
Year* 2006 @

Date Obtained* = Tov =] [1 =

105100

Purchase Cost

Initial ©domester™

Seats* @

Solour®

Etag 1 —

Include In Bookings i
Submit

17.  If the vehicle has a permanent

& FBT Details

Y FRT Details
18.

Selecting

to continue otherwise, select

Edit ¥ehicle

& Registration Details

©

Y Insurance Policies

©

Y Lease Information

@ FBT Details

‘©' Yehicle Maintenance Details

©

Y Fuel Usage

©

&' odometer Readings

©

@ pccident Reports

©

& pamage Reports
& Infringement Reports
Reset 9 Employee Reimbursements
9 Inclusions

driver responsible for FBT, select

Horne

opens the following screen:

Administration

Location® Wadonga -
Model* Holden WZ Berlina Sedan i
Year* 2006 @

Date Obtained®

[E

d

1 =] [z008]

Moy

Purchase Cost
Initial Odometer*
HaLe Seats™ E 1 @
Colourt
Etaa 1d L 1
Include In Bookings il
Submit

Edit Vehicle

& Registration Details

©

9 Insurance Policies

©

& Lease Information

) FBT Details

Employee  FBT Yalue Date Commenced

& vehicle Maintenance Details
@ &' Fuel Usage
@ 2 odometer Readings
‘@ accident Reports
& pamage Reports
Reset |
‘@' Infringement Reports
Y Employee Reimbursements

< Inclusions
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19. Select

to continue. The following screen loads:

FBT History

a ¥ehicle
Purple Holden W2 Berlin - Sedan[TUKSS2]
w
|
b FBTs New FET
L] FBT Yalue Date Commence: d Private Days Employee Employee* Select - > = L2
FBT Walue® @
Menu =

B Date Commenced® =& [T o <] [zoos @

= S C R e— ¢

Submit Reset

20.  Enter the required information as follows:

Field Name Description
Employee* Select the employee responsible for the FBT from the drop
down list
Example: John Smith
FBT Value* Enter the FBT value for this vehicle. For a purchased vehicle,

this is the purchase price for a leased vehicle, this value is
supplied by the vendor.

Example: 30000

Date Commenced*

Enter the date the employee assumed FBT responsibility for
this vehicle

[oct [w] [10]v] [zo06] B

Example:

Private Days*

Enter the number of days the vehicle will be available for
private use per annum (i.e. subtract holidays, public holidays,
scheduled services).

Example: 250
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Submit ,
21.  Once completed, press = and the following screen loads:

Administration

FBT History
& Employees
= ¥ehicle
Reiles Purple Holden %2 Berlina - Sedan[TUKES2]
@ General
<< Back | Add FET
& Fuel Import D S
rgp Reports FEBT Yalue Date Commenced Private Days Employee Employee: Danielle Osmand
FBT Value: 1000
Date Commenced: Mo Sth 2008
Menu
- Date Concluded: [
[ Bookings Private Days: 50
- . m s
a8 Change Password Confirm Edit| Cancel

22. Review the data and if correct, select e and the following
screen loads:

Administration

FBT History
& Employees
o= Vehicle
vehicles Purple Halden Y2 Barlins - Sedan[TUKES2]
% General
<< Back | Add FBET
& Fuel Import FBTs New FBT
D reports FBT ¥alue  Date Commenced  Private Days Employee Ermployes® Select —» - @
1000.00 MNeu Sth 2008 50 Danielle Gsmand  History . ] @
e 8 e R | T =
= Date Commence Nov =] |9 =] |2008 =
BB sookings
& change Password

Subrmit 7‘ Fieset |
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23. Press and the following screen loads:

B, Edit Vehicle
® vehicles Keytag ID ] @ & Registration Details
7 L g Wodonga =l £ 9 Insurance Policies
el lm 2 Y Lease Information
Year - © FBT Details
Date Obtained* = o= [ 2 ©
o S e & © vehicle Maintenance Details
BB sookings sl G @ 2 Gl e
&, Seats* (7] ' odometer Readings
Colour* @ ‘Y accident Reports
Etag Id ] L2 & Damage Reports
Include In Bookings ird
‘© Infringement Reports
Submit E— ' Employee Reimbursements

9 Inclusions

H‘ -
24.  If the vehicle has any inclusions, e.g. a towbar, select ~ ["ClUsions 44

enter these now and the following screen loads:

stration

Edit Yehicle
Keytag ID [ @ 4 Registration Details
- @

Location IWDanga = = “ [nsurance Policies
Model* [Rolden ¥z Berlin Sedan = @

olden CHliliasscdan ©l | ease Information
@ - )

© FBT Details
Date Obtained* " [nev =] [T =] [zoos @
4 vehicle Maintenance Details
Jenty Purchase Cost 10000.00 @
BB Bookings Initial Odometer® 105100 o - G
& change Password e ] 9 odometer Readings
Colour* @ & pccident Reports
@
Etag 1d | = &' pamage Reports
Include In Bookings ~ 9
L] Infringement Reports
7 @ i
Submit Fioset 4 Employee Reimbursements

< Inclusions

Mo Incluzsions Listed

25.  Select to add inclusions and the following screen
loads:
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Administration

& Employees

Vehicle Inclusions

& vehicles ¥ehicle
Purple Holden W2 Barling - Sedan[TUKES2]

% General

@ Fuel Import

" - Inclusion Add Inclusion
eports
Inclusion® Select --= .I
Menu

@ Bookings T :
Submit || Reset

& change password

26.  Select an inclusion from the drop down list and then select
Subrnit

. The following screen loads:

Ad istration

- Vehicle Inclusions
5 Employees
® vehicles edifcdy
Purple Holden YZ Berlina - Sedan[TUK352]

% General

& Fuel Import
Inclusion Inclusion: Tow Bar

@ reports
Confim || Cancel
Menu =

[B Bookings

& change Password

] ] ] Confirm )
27.  Review your input and if correct, select . The following

screen then loads:

Welcome: admin | Feedback

Administration
i vehicle Inclusions
& Employees

® yehicles ¥ehicle
Purple Holden Y2 Berlina - Sedan[TUK852]

% General

& Fuel Import
Incusion Add Inclusion

Inclusion* Selact —-> =]

P reports o
i Bar

Menu
& Bookings
Submit || Feset
a Change Password _
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28.  From here you can add additional inclusions or select to return
to the following screen:

Administration
Edit Vehicle

Keytag ID ] @ & Registration Details
# L]

Location Wadanga =l i %/ Insurance Policies

Modsl Holden VZ Berlina Sedan = @

& | ease Information

Year* & ' FBT Details
Date Obtained* M o=l L = @
&' yehicle Maintenance Details
Purchase Cost 10000.00 L2
initil Odormster* @ il i
Seats* (7] & odometer Readings
Calour® @ ‘@ accident Reports
@

ey 1 £ ©' Damage Reports
Include In Bookings vl €@ Infringement Reports

Submit E— ¢ Employee Reimbursements

< Inclusions

arme :"__! Lo go ut

29.  From here you can return to

43 of 97
© 2008 Natus Software - Version 2



Vehicle Maintenance Details

Vehicle maintenance is used to

€ Schedule a service or repair appointment,
€ Enter service details, and
€ Enter repair details.

Service and repair details cannot be entered without first entering a service/repair
appointment. This is because the service/repair appointment removes the vehicle
from the database for use and updates the vehicle utilisation report.

1. Log into OurFleet as an Administrator. The following screen loads:
18]
File Edit ‘iew Favorites Took Help ‘ ﬂ'
@Back - -J - u @ ___h | /:) Search '*i‘\'_( Fawvorites €3| -Kt' ;?\, - 7 _J @Z ﬁ
Address [&] http:/demo.ourfleet com.auf Bl =
a8 B (= - -
. il 1 [T e
& ru e
@
:;n}u E (1) i @
& ch
=l
ED [ @
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2. Select "% from the Administrator menu and the following screen

summarising all vehicles appears:

/2 Our Fleet - Microsoft Internet Explorer == x|

File Edit VYiew Favorites Tools Help ‘#

@ - () - %] [Z] 0| s 5 aones €)| K- |- B

Address IE http:ffdema.ourfleet, com,auf?a=vehicles

Administration

¥ehicle Administration
& Employees

% add vehicle Yiew: All | Active | Inactive
& vehicles
Registration Model Colowr  Owner  E-Tag Insured Location Key Tag ID Actions
% General Ho Registration Ford Focus - Sedan RED « #®  Melboume Office  ABC123
& Fuel Import ABconn Holden Commadors - Sedan  Black  FaT Report 3¢ Brishans Offce
@ reports ABCLZE Holden Commodare - Sedan  White Dema User 3¢ & Sydney Office
ABCiZE Ford Focus - Sedan RED < 3 Melbourns Office

Menu
= ABCLZ4 Ford Falcon - Sedan Blue ® K Melbourne Office
I:a Bookings

carl Halden Commodare - Sedan  black X Harme Mursing
& change Password

carz BMW 325 - Sedan pink ® v Supply

car2 Toyota Corolla - Sedan white ® « Supply

card Ford Falcon - Wagen white  bob smith o o Home Suppart

cars Ford Focus - Sedan blue ® « Home Hursing

caré Toyota Corolla - Sedan blue v | Home Support Ar tory

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

El
(& oone N I B 3= T

3. Select the vehicle that requires service/repair by clicking the registration
details. The following screen appears:

Administration . .
3 Edit Vehicle
Employees
& yehicles Keytag ID - & Registration Details

" Location™ | =) .
% General Wadinga © Insurance Palicies
= Model* Holden VZ Berlina Sedan = @

9/ Lease Information

rear’ 2008 >
200 ] ‘9 FBT Details
Date Obtained* = o =] [1 =] [zoos @
A @' yehicle Maintenance Details
Purchase Cost 10000.00 @
il Odomster* o © Fuel Usage
& chan ge Password Seats* El () 2 odometer Readings
Colour* @ ‘Y pccident Reports
Etag Id l:l 12 & pamage Reports
Includs In Bookings 2 @' Infringamant REports
Submit I Reset. 4 Employee Reimbursements

< Inclusions
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4.

Ad stration
& Employees
@ vehicles
P General
@ Fuel Import

@ reports

Menu
BB Bookings

& change Password

5.

Admi

rati

n
5 Employees
® vehicles
% General
& Fuel Import
L] Reports
Menu
B Bookings

& change Password

Select

Select

s

Keytag ID
Location*

Model*

Tear®

Date Obtained*
Purchase Cost
Initial Odormeter™
Seats*

Colour*

Etag Id

Include In Bookings

Yehicle Maintenance Details

Edit Vehicle
[wodonga =] 9
[Holden vz Berlina sedan =] 9
@
v
Submit “_

Reset

WView All Maintenance Details...

and the following appears:

‘& Registration Details
& [nsurance Policies
© Lease Information

&/ FBT Details

‘@' yehicle Maintenance Details

Wiew Al

“ Fuel Usage
9 odometer Readings
© Accident Reports
9 Damage Reports
L] Infringement Reports
&/ Employee Reimbursements

‘9 Inclusions

and the following screen appears:

¥ehicle Maintenance Management
¥ehicle

Agent

Rurple Holden Y2 Berlina - Sedan[TUKBS2]
<< Back | Add

Odometer Reading

Comments
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6. Select and the following screen appears:

adrin | Feedback | 2¥ Lagout

Administration
¥ehicle Maintenance Management

&
¥ehicle
& Purpls Holden V2 Berlina - Sadan[TUKESZ]
. New Maintenance Appointment
%i@ - Agent™® [Select > =l @
: odomeser Reading® [ @
Menu Appointment Date®  H¥ [gy o] l__lg = @
5] Ex.zegted Return B nev =] [re =] @
a
Submit Back Delete
7. Enter the required information as follows:
Field Name Description
Agent* Select the servicing agent from the drop down list
Example: Blacklocks

Odometre Reading* |Enter the current odometer reading
Example: 9500

Appointment Date*  |Enter the appointment date

oct [w| [10]v] [z006] T2

Example:
Expected Return Enter the expected return date
Date*

txample: |0t [¥] [10[] [2008] =
Comments* Enter any relevant comments

Example: 10,000 scheduled service
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8.

Once completed, press

Submit ,
and the following screen loads:

Ad stration

8 Employees

Yehicle Maintenance Management

¥ehicle

& vehicles
S General
@ Fuel Import

&
‘ﬂo Reports

Menu
B Bookings

&echisnge Passwoed

9.
screen appears:

Review the data and if correct, press

Purple Holden W2 Berlina - Sedan[TUKES2]

Blacklocks Ford
115000
Mov 16th 2008
Mow 16th 2008
Mov 16th 2008

Agent
0Odometer Reading:
Appointment Date:

Expectsd Return Dats:

Actual Date:
Comments: 115000 service
Confirm Edit || Cancel Deleta |
Canfirm

and the following

Administration

& Employees

Maintenance Appointment Administration

Yehicle

& yehicles

| Import
Odometer Reading:

@ neports
Appointment Date:

Expected Return Date:

Menu

B pookings

Actual Date:

Comments:

8 change Password

Purple Holden V2 Berlina - Sedan[TUKE52]

¥Yiew Service Details

¥iew Maintenance Appointment

1isoon
Mow 16th Z008
Mow 16th Z008
Mow 16th 2006
115000 service

Mo Current Service Details.

T i | Mew Service
~ EditBooking s
view Yehicle Repairs | Add Repair

Description Cost
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<= Back
10.  Select - and the following screen appears summarising the
service/repair appointment:

Ad stration

¥ehicle Maintenance Management

& Employees Yehicle
& yvehicles Purple Holden WZ Berlina - Sedan[TUKSS2]
%¥ General == Bac
@ Fuel Import Date Agent Ddometer Reading Comments
& q D Mou 1éth 2008 Blacklocks Ford 115000 115000 servics Histary
T
Menu

8 Bookings

-& Change Password

11. Return tom or-

When the vehicle has returned from the service/repair appointment, perform the
following:

12. Locate and select the vehicle in the below screen:

2 Our Fleet - Microsoft Internet Explorer o =3
File Edit W¥ew Favorites Tools Help ‘ﬂ*
Q- © - =) (A (] Do orowm @3- L W - B

Address @ hitp://demo.ourfleet, com. auj?a=vehicles d &
=

Administration = e <
Bl ¥ehicle Administration
B Employees

& add vehicle Yiew: All | Active | Inactive
@ Yehicles
- Registration Model Colowr  Owner  E-Tag Insured Location Key Tag ID Actions
% General Ho Registration Ford Focus - Sedan RED v ¥ | Melbourne Office  ABC123 | Archive | Histary
& Fuel Import ABCOOD Holden Commodore - Sedan  Black FBT Report 3¢ Brishane Office Archive | History
D reports ABGLZE Holden Commodore - Sedan  White  Demo User 3¢ v Sydney Office Archive | Histary
ABC1ZZ Fard Focus - Sedan RED v I Welbourns Office

Menu
= ABC124 Ford Falcon - Sedan Blue "4 W Melbourne Office
uﬂ Bookings

cart Holden Commodore - Sedan  black x| Homs Mursing
& Change Password

carz BMW 325 - Sedan pink b4 v supply

car3 Toyota Corolla - Sedan white %X Supply

card Ford Falcon - Wagon white  bob smith o7 v Home Suppart

carg Ford Focus - Sedan blue b4 v Home Mursing

care Toyata Corolla - Sedan blue v v Homme Support Archive | Histary

Indicates a Vehicle that requires Reagistration and/or Insurance Infarmation to be Supplied

=l
ISED T —
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13.  The following screen appears:

Administration . .
Edit ¥ehicle

Keytag ID e 1 L°] © Registration Details
Location™ Wodonga =l & 9 Insurance Policies
Madel* [Holden vz Berlina Sedan =] @ @ Lease Information
Vear® 2l

Date Obtained* = Tew =] [1 2]
Purchase Cost @

il o @ ibuellzas
G @ € odometer Readings
Calour® @ 9 accident Reports
Etag Id ] @ @ pamage Reports

Include In Baakings ~

& FBT Details

©

vehicle Maintenance Details

& Infringement Reports

Submit Basat Employee Reimbursements

“ Inclusions

Yehicle Maintenance Details

14.  Select and the following appears:

Edit Yehicle

©

Keytag 1D (.
-

Locatian wodonga - & Insurance Policies

Madel* Holden vZ Berlina Sedan = i © Lease Information

= Yeart
@ reports o
Date Obtained®

@ Registration Details

' FBT Details

& vehicle Maintenance Details
Purchase Cast

Initial Odometer® Most Recent Maintenance Details

Seats* Date: Mo 16th 2008

Agent: Blacklocks Ford
Ellaur Odameter Reading : 115000
Etag Id Serviced? No

. Repairs :
Include In Bookings o
; Mo Rapairs Parformed
Submit Reset Wi All b

Y Fuel Usage
@ odometer Readings
9 pccident Reports
%' Damage Reports
& Infringement Reports
& Employee Reimbursements

2 Inclusions
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WView All Maintenance Details...

15.  Select and the following screen appears:

ome: admin |

T
i don ) ¥ehicle Maintenance Management

& Employees vehicle

Purple Halden V2 Berlina - Sedan[TUKES2]

& vehicles
& General <= Back | Add Maintenance Appaintrment
@ Fuel Import Date Agent Odometer Reading Comments
& reports Mow 16th 2008 Blacklocks Ford 115000 115000 service History
Menu

I:ﬂ Bookings

& change Password

16.  Select the service/repair appointment and the following screen appears:

Welcome: admin

Administration i ) . .
Maintenance Appointment Administration

- Employees
LA ¥ehicle
& yehicles Purple Holden V2 Berlina - Sedsn[TUKES2]
% General << Back
& Fuel Import ¥iew Maintenance Appointment Yiew Service Details
@D e odometer Reading: 115000 . ;
ports
Appointment Date: Nov 16th 2008 o Current Service Details.
E— Expected Return Date: Now 16th 2008
B Booki Actual Date: Now 16th 2005
il Comments: 115000 service
& change Password _
| | Mew Service |
Edit BDDklﬂg | -

view ¥ehicle Repairs | Add Repair

Description Cost
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. . Mew Sendce .
17.  To enter service details, select and the following screen

loads or to enter repair details, select (see step #21)

e admin | Feadhack | S8 Lagout

Administration . i . i
Service/Repair Administration

wehicle
L Burple Holden ¥Z Berlin - Sedan[TUKS52]
4
@ Mew Service Details
o —
]
Odometer Reading™
Menu Mext Service Date® ™ [uoo o] [o =] [zo0s L
&, Description®
a Standard Service =t

Submit Reset
18.  Enter the required information as follows:
Field Name Description
Cost* Enter the cost of the service
Example: 150
Next Service Enter the odometer reading that the next service will be due at
Odometre Reading”  |Example: 19500

Next Service Date*  |Enter the suggested next service date

[oct [w] [10]v] [zo06] B

Example:
Description* Enter the description of the service
Example: 10,000 scheduled service
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Submit ,
19.  Once completed, press = and the following screen loads:

Service fRepair Administration

Yehicle
®® vehicles Purple Holden WZ Berlina - Sedan[TUk=aS2]
% General
& Fuel Import Gt 20
SAues I Next Service Odometer Reading: 125000
<¥ Reports Mext Service Date: Mow 9th 2009
Description: Standard Service
Menu 3 1
Confirm || Edit| Cancel

B Bookings

& change Password

20. Review the data and if correct, press S and the following

screen appears:

Administration . . L
. Maintenance Appointment Administration

& Employees

Vehicle
® yehicles Burple Holden W2 Berlins - Sedan[TUKES2]
%* General -
& Fuel tmport view Maintenance Appeintment View Service Details
& . i
& Reports Odometer Reading: 115000 Cost: 500.00
Appointment Date: Nov 16th 2008 Next Service Odometer Reading: 125000
A Expected Return Date: Nov 16th 2008 Nert S orea e Nov oth 2009
B bookings Actual Date: Moy 16th 2008 Description: Standard Service
oorng Comments: 115000 service

& change Password
Edit Bionking Eclit Service |

view ¥ehicle Repairs | Add Repair
Description Cost
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i Home E! Logaoutk If

21.  To add repairs, select or return to or

you add repairs, the following screen will appear:

admin | Feedback | B Logout

Administration g N ety g
Service fRepair Administration

& ol Yehicle
& yehicle Purple Holden W2 Berlina - Sedan[TUK252]
@W‘ = P - New ¥ehicle Repairs Agent* [select = =l L]
B ook :
- —
Submit Feset Back
22.  Enter the required information as follows:
Field Name Description
Agent* Select the agent who carried out the repairs from the drop
down list
Example: Blacklocks
Cost” Enter the cost of the repairs
Example: 250
Description* Enter a description of the repairs conducted
Example: Aerial repaired
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23.  Once completed, press

Submit

and the following screen loads:

Administration

5 Employees

Service fRepair Administration

Yehicle

® vehicles

% General
New ¥ehicle Repairs

& Fuel Import g
Description

Purple Holden ¥Z Berlina - Sedan[TUK852]

Cost

D reports
Menu
BB pookings

& change Password

Confirm

24.  Review the data and if correct, press

screen appears:

Descriptionl:

Costi 250
Aerial repaired

Caonfirm Edit Cance\:

and the following

Administration

5 Employees

Service fRepair Administration

Yehicle

® yehicles

W General

Purple Holden W2 Berlina - Sedan[TUKE52]

[select - =1 L]

o New ¥ehicle Repairs Agent*
@ Fuel Import it
Description Cost N
& Caost
@ Reports Aerisl repaired 250.00 tory
Description®
Menu
\_'a Bookings

& change Password

@

Submit- Rersel.::. E}a:k“:

25.  From here you can add additional repairs or return to E or
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Fuel Usage

Fuel usage can be uploaded through % or entered manually. You
may wish to enter the data manually if you collect receipts and log books from
your vehicles regularly. To enter manually — follow the below steps:

1. Locate and select the vehicle in the below screen:

<3 Our Fleet - Microsoft Internet Explorer 18] x]

File Edit VYiew Favorites Tools Help ‘ al

@Back - I\D - \ﬂ @ \Lh /_/_j Search *Favurites €3|

Address I@ http:)/demo.ourflzet, com. auf7a=vehicles j Go

Administration . o :
¥ehicle Administration

Yiew: all | Ac 1
Registration Model Colowr  Owner  E-Tag Insured Location Key Tag ID Actions
Mo Registration Ford Focus - Sedan RED v b4 Melbourne Office  ABGC123  Archive | History
ABCOOD Holden Commodore - Sedan Black  FBT Report 3¢ Brizhane Office Archive | Histary
ABC1Z2E Holden Commodare - Sedan  White Demo User 3¢ v Sydney Office
ABC12E Ford Focus - Sedan RED v b'4 Melbourne Office
ABGC1Z24 Fard Falcon - Sedan Blue b4 b 4 Melbourne Office Arc
cart Holden Commoadars - Sedan  black %X | o Home Nursing Archive | Histor
carz BMW 325 - Sedan pink b4 v Supply Archive | History
car® Toysta Coralla - Sedan  white X Supply frchive | Hi
card Ford Falcon - Wagon white  bob smith o v Home Support Archive | Histor
cars Ford Focus - Sedan blue b4 v Horme Mursing archive
caré Toyota Corolla - Sedan blue v v Home Suppart Archive

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

El
(& oone N I B 3= T

2. The following screen appears:

Administration
Edit Vehicle

Keytag ID = & Registration Details

Location* = 9 i
Wodonga < Insurance Policies
Madel* Holden W2 Berlina Sedan @
© Lease Information

® repon eart ¢ o
Reports ‘© FBT Details
Date Obtained* = [nov =] [T =] [zoos @
Menu ©' yehicle Maintenance Details
Furchase Cost 10000.00 @
B aokings Inial Odometer* @ = Fuelhaane
& ch A E] @ ©' odometer Readings
Colour* @ 9 nccident Reports
Etag 1e — @ © Damage Raports
Include In Boakings I R
Submit Resel © Employee Reimbursements

“ Inclusions
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& Fuel Usage

and the following screen is displayed:

3. Select

Edit vehicle

keytag ID @ 9 Registration Details

R [Wodanga ] @ :
ocation wodonga © Insurance Palicies
Model* Holden VZ Berlina Sedan = @ @ | pase Information
Year® 2006 (=]

; EETT &/ FBT Details
Date Obtained* = Tnev =] [1 =] [zoos @
Menu o Y vehicle Maintenance Details

Purchase Cost 10000.00 @

% General

@ Fuel Import

@ reports

9 Fuel Usage

BB sookings il Odometer® o
a Change Password
LSR8 33 Seats* -5 @
EJ Ho Fuel Entries Listed
o :
Etag Id ] - “ odometer Readings
Include In Baokings I~ :
‘Y Accident Reports
(7}
Submit | Reset ¢ Damage Reports

Y [Infringement Reports
@ Employee Reimbursements

' Inclusions

4. Select 7" TeHE5 and the following screen is displayed:

inistration
Fuel Usage

ployees
Vehicle

Purple Halden V2 Barlins - Sedan[TUKES2]

&8

& Fuel Import il
Fuel History (Last 12 Months) New Fuel Data

Date Amount Cost Card No. Odometer &
Litres L 1 <
8 Book Odometsr Reading [ | o
& change Password Card No* [Goeat =] @
Fusl Date® = [vov =l [0 = @

@ neports

Submit Feset |
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5. Enter the required information as follows:

Field Name Description

Litres* Number of litres added to vehicle
Example: 60

Cost* Total cost of fuel
Example: 80

Odometre reading® |Odometre reading when fuel added
Example: 10200

Card No* Select the card number from the drop down list or select other
Example: 60

Other* Other is only available if other selected above. Enter a card
number of NA
Example: 1224

Fuel Date* Enter the date fuel was added to vehicle

[oct [v] [10]v] [2008] B
Example:
=ubmit .
6. Once completed, press and the following screen loads:

Welcome: admin | Feedback |F;‘[Lw_'wg|:wut

Administration

3 Fuel Usage
& . Vehicle
& Purple Holden Y2 Berlina - Sedan[TUKaS2]

=
& Fuel History {Last 12 Months) pate;‘ Now 8th 2006

Menu Odomei:enr'S:eadmg: 7570500
= Card No.: 12345
a Confirm Edit Cancel
. . Confirm .
7. Review the data and if correct, press and the following
screen appears:
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Administration

& Employees
® vehicles
% General

& Fuel Import

'Qﬁ Reports

Menu
BB bookings

& change Password

Fuel Usage

¥ehicle

Date

Purple Holden Y2 Berling - Sedan[TUKES2]

<= Back
Fuel History (Last 12 Months)

Amount Cost Card No. Ddometer

Now 8th 2008

itres*
s0 75.00 12345 75000 Wi

Histary
Cost*
Odometer Reading®
Card No.*

Fuel Date*

New Fuel Data

[Select = =] @
™ [nov =] [9 =] [2008] L]

. Submit|  Reset

8. Enter additional fuel usage for this vehicle or return to E or

=
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Odometre Readings

Odometre readings are entered out of vehicle log books. Odometre readings
assist in determining service dates and vehicle use.

1. Locate and select the vehicle in the below screen:

2 Our Fleet - Microsoft Internet Explorer o =3

File Edit W¥ew Favorites Tools Help ‘ a’

eBack E \J - \ﬂ @ Lh|JD search \;:L(Favﬂrltes €}| - Q__‘,’, A - _J @:? ﬁ

Address @ http: jfdemo.ourfleet, com. auf?a=vehicles j G0
-

Administration : o :
- ¥ehicle Administration

@ add vehicle View: &ll | Active | In
Registration Model Colour Ownar E-Tag Insured Location Key Tag ID Actions
Mo Registration Ford Focus - Sedan RED Y 4 x Melbourne Office ABC1ZZ
ABCOOO Halden Commaodare - Sedan Black FBT Report x Brishane Office
3@ e ports ABC123 Holden Commodore - Sedan  White  Demo User 3¢ o Sydney Office
ABC1ZE Ford Focus - Sedan REDr Y 4 x Melbourne Office
Menu
i ABC124 Ford Falcon - Sedan elue o ¥ Melbourne Office
cart Holden Commadars - Sedan  black % v Home Nursing
carz BMW 325i - Sedan pink b 4 v 4 Supply
card Toyota Coralla - Sedan white b4 v Supply
card Ford Falcen - Wagen white  beb smith 2 v Home Support
cars Ford Focus - Sedan blue b4 vy Harne Mursing Are
card Toyota Corolla - Sedan blue v v Hore Support Arc

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

Ei
(& oone N I B 3= T

2. The following screen appears:

Administration
& yehicles RS N 1] © Registration Details
. Location™ = | L] -

% General Wodoncs @ Insurance Policies
W Fuel Tmport Model* Holden ¥Z Berlina Sedan = @

Edit Vehicle

©

@' Lease Information

= vear* @
@ neports el ) Y FBT Details
Date Obtained* | o= [T = @
9@ vehicle Maintenance Details
Furchase Cost 10000,00 £
It Oometer* @ @ el izage
Seats* L7 @ odometer Readings
Colaur* @ 9 accident Reports
a2 — : © Damage Reports
Include In Bookings ¥ Y Infringement Reports
Submit || P ¢ Employee Reimbursements

Y Inclusions
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Odometre Readings

3. Select

and the following appears:

Administration Edit Vehicl
it Yehicle
rﬂa Employees
Keytag ID 1 L ‘& Registration Details
Location® -1 (2] e
Wodonga Y Insurance Policies
Madel* [Holden ¥z Berlina Sedsn <] Q@ -
Holden ¥Z Berlina Sedan i & | ease Information
. 5 = . © FBT Details
Date Obtaine B [wov = [1 =] [zo08] L
Mo . —— o 4 vehicle Maintenance Details
:
il Odemeter @ “ Fuel Usage
Seats* (%} ‘@ odometer Readings
. @ Mo Gdometer Readings Entered
¢ Odoreter Readings
Include In Bockings rd q
© accident Reports
7 Q)
Submlt_ ! Reset | = Damaos;Renorts
& Infringement Reports
© Employee Reimbursements
@ Inclusions
Wiew Odometre Readings... .
4. Select to enter odometer readings and the

following screen appears:

Administration Odometer History

& Employees
¥ehicle
& oye
2 Purple Holden V2 Berlina - Sedan[TUK&52]
Bac

& Fucl Import odometer Readings New Odometer Reading

@ reports Reading Start Reading End Date Start Date End Ernployee® Select - - L]

Department* [Zelect = = L)
Menu

Reading Start*

L — ®

® pookings

& change Password

Date Start* 2 Tov =] [10=] L]
Date End* ™ oy =] [104] [ @
Private
Submit Reset |

61 of 97
© 2008 Natus Software - Version 2



5. Enter the required information as follows:

Field Name Description
Employee* Select the employee from the drop down menu responsible
for the kilometres travelled
Example: John Smith
Department* Select the department responsible for the travel
Example: Human Resources
Reading Start* Enter the initial odometre reading
Example: 10200
Reading End* Enter the concluding odometre reading
Example: 10350
Date Start* Enter the date the travel commenced
Loct [w] [10[w| [z006] T
Example:
Date End* Enter the date the travel concluded
[oet [v] [10]v] [z0me] =
Example:
Private* Select the checkbox if the travel is considered private
Example: O
Submit .
6. Once completed, press and the following screen loads:

weloome: admin | Fesdback | B Logaut

Administration Odometer History

8
= Vehicle
ad Purpls Holden WZ Berlina - Sedan[TUKS52]
&
ack |
ad Odometer Readings Employee: John Smith
& Reading Start Reading End Date Start Date End Department : Finding Selutions
Reading Start: 125000
Menu Reading End: 125512
Date Start: MNow &th 2008
= Date End: Mov 10th 2008
a Private: Mo
Corirm Edit Cancel
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7. Review the data and if correct, press SR and the following

screen appears:

0dometer History

Yehicle

Purple Holden W2 Berlina - Sedan[TUKES2]

Odometer Readings New Odometer Reading
Reading Start Reading End Date Start Date End Employee* Select -- > - L
125000 125512 Mo 6th 2008 Mou 10th 2008 | History
G = Department* [Sotoct I=| @
e A E— s

Date Start* = [nov = |__|10 = @

8 thange Password

Date End* = [hev =] [102] £
Private r e

Submit Reset

8. Enter additional odometer readings for this vehicle or return to E

=
or
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Accident Reports

Accident reports are entered when a vehicle has been involved in an accident.
Organisational procedures should also be followed for recording the incident.

1. Locate and select the vehicle in the below screen:

3 Our Fleet - Microsoft Internet Explorer > il

File Edit Miew Favortes Tools Help ‘ al

eBack E \“D - \ﬂ @ Lh|frj search *Favnntes €}| - Q__‘,’, A - _J @:? ﬁ

Address Ia http: jfdemo.ourfleet, com. auf?a=vehicles j G0
-

Administration : o :
5 ¥ehicle Administration

Yiew: all | & e | Inactive
Registration Model Colour  Owner  E-Tag Insured Location Key Tag ID Actions
Mo Registration Ford Focus - Sedan RED v » Melbourne Office  ABC123  Archive | History
ABCOOD Holden Commodare - Sedan  Black  FBT Report 3¢ Brishane Office Archive
@ teports ABCLZE Holden Commadore - Sedan White Demo User 3¢ « Sudney Office
ABC1ZE Ford Focus - Sedan RED v b4 Melbourne Cffice
Menu
‘_d ABC1Z4 Ford Falcon - Sedan Blue b4 b4 Mzlbourne Office
2 cart Halden Commodare - Sedan  black % Hame Mursing
: carz BMW 325 - Sedan pink b4 V Supply
card Toyota Corolla - Sedan white b4 v Supply
card Ford Falcon - Wagon whita  bob smith o v Home Support
cars Ford Focus - Sedan blue b 4 v Home Mursing
caré Toyota Coralla - Sedan blue v 7 Home Support

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

Ei
(& oone N I B 3= T

2. The following screen is displayed:

Administration
Edit Vehicle

Keytag 1D Y & Registration Details

Lacation® - o ici
Wodonga 9 Insurance Policies
Madel* Holden YZ Berlina Sedan ~ L2

© Lease Information

o e
% FBT Details
Date Obtained* M nov =] [+ = @
Seht “' Yehicle Maintenance Details
- Purchase Cost 2
Initial Odameter® 105100 @ ©' Fuel Usage
Seats* @ Y odometer Readings
Colour* L2 &' Accident Reports
Etag Id [ & Y pamage Reports
Include In Bookings ¥ )
&' Infringement Reports
o J o :
Submit BEEe ¢ Employee Reimbursements

© Inclusions
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3. Select  AccidentReports 5.4 the following screen is displayed:

Edit Vehicle

Keytag ID I = ) Registration Details
- )

ot Wwodonga =l = ‘€ Insurance Policies

Model* Holden WZ Berlina Sedan = o

Tear*

©

Y Lease Information

©

Y FBT Details
Date Obtained*

:

Mov =] [1 =] [2008] @

@ yvehicle Maintenance Details

Purchase Cost @
o Initial Odometer* © ' Fuel Usage
& thange Passwore Seate* @ ©' odometer Readings
el @ & pccident Reports
Include In Bookings i Mo Accidents Listed

Submit Reset ' Damage Reports
‘Y [nfringement Reports
'Y Employee Reimbursements

9 Inclusions

4. Select to record an accident and the following
screen is displayed:

Accident History

¥ehicle

Purple Holden Y2 Berling - Sedan[TUKES2]

< | add ¢
Accidents New Accident

Date Location Reference Employee* I | L
Form Reference [ 2]
Timne™* IE IE m

Location®

Menu

©

Details of Damage*

Submit Feset
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5.

6.

Enter the required information as follows:

Field Name Description

Employee* Select the employee from the drop down menu who was
driving the vehicle at the time
Example: John Smith

Form Reference Enter an incident report reference number, if applicable
Example: 4567/2006

Date* Enter the date of the accident

[oct [v] [10]v] [2008] B

Example:

Time* Enter the time the accident occurred:
Example: 10 [v| [ 00| [ am[v]

Location* Enter the location of the accident.

Example: Cnr Dean & Kiewa Streets, Albury

Details of damage*

Enter any vehicle damage sustained

Example: Bumper slightly scratched

Once completed, press

Subrnit

Accident History

Yehicle

and the following screen loads:

Welcoms: admin | Feedback | 2¥ Logout

Date

Location Reference

Purple Holden 42 Berlina - Sedan[TUKES2]

Accidents MNew Accident

Employee : Danielle Osmand

Date : MNov &th 2008 12:00am
Reference : 4662

Cnr Smith and Janes

Location: Strest

Details of Damage
Minor damage to rear bumper.

Confirm Edit
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7. Review the data and if correct, press
screen appears:

Administration

Caonfirm

and the following

Accident History

Vehicle

Accidents
Date Location Reference
Mov &th 2008 10:00am cnr Smith and Janes Street 4662

8. Enter additional accident reports for this vehicle or return to

H ogo
N

Purple Holden %2 Berlina - Sedan[TUK2S2]

New Accident

Ermployeet® lm
Form Reference |

Location®

Details of Damage™*

Subimit
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Damage Reports

Damage reports are entered when a vehicle has sustained damage, not
necessarily through an accident.

1. Locate and select the vehicle in the below screen:

2 Our Fleet - Microsoft Internet Explorer o =3

File Edit W¥ew Favorites Tools Help ‘ a’

eBack E \J - \ﬂ @ Lh|JD search \;:L(Favﬂrltes €}| - Q__‘,’, A - _J @:? ﬁ

Address @ http: jfdemo.ourfleet, com. auf?a=vehicles j G0
-

Administration : o :
- ¥ehicle Administration

@ add vehicle View: &ll | Active | In
Registration Model Colour Ownar E-Tag Insured Location Key Tag ID Actions
Mo Registration Ford Focus - Sedan RED Y 4 x Melbourne Office ABC1ZZ
ABCOOO Halden Commaodare - Sedan Black FBT Report x Brishane Office
3@ e ports ABC123 Holden Commodore - Sedan  White  Demo User 3¢ o Sydney Office
ABC1ZE Ford Focus - Sedan REDr Y 4 x Melbourne Office
Menu
i ABC124 Ford Falcon - Sedan elue o ¥ Melbourne Office
cart Holden Commadars - Sedan  black % v Home Nursing
carz BMW 325i - Sedan pink b 4 v 4 Supply
card Toyota Coralla - Sedan white b4 v Supply
card Ford Falcen - Wagen white  beb smith 2 v Home Support
cars Ford Focus - Sedan blue b4 vy Harne Mursing Are
card Toyota Corolla - Sedan blue v v Hore Support Arc

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

Ei
(& oone N I B 3= T

2. The following screen appears:

Edit Vehicle
Keytag 1D 1 L2 & Registration Details
rer Lacaticns [wedenga i | & © Insurance Policies
Madal* - = @
port [Helden vz Berlina sedan @ | sase Information
+ @
@ reports rear : ' FBT Details
Date Chtainad* = uav =] [t =] [zooe 9
Menu @ yehicle Maintenance Details
. Purchase Cost i
' il Odormeter* o © Fuel Usage
Seats* L2 Y odometer Readings
Calour* (2] & pccident Reports
2] ?
Etag Id 1 = Y pamage Reports
Include In Bookings i Q) Infringement Reports
T Reset % Employee Reimbursements

© Inclusions
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Y Damage Reports
3. Select g P

and the following appears:

Edit Vehicle

@ T 3 :

Keytag ID B ] = 4 Registration Details
., @

Location Wodonga = = ‘@ Insurance Policies

Model* Holden ¥Z Berlina Sedan = @ & Lease Information

e

Date Obtained™ i CEVEE i FE @

&' FAT Details

9 vehicle Maintenance Details

oockings il odometer @ Sl
& char ssword Seats® (%] & odometer Readings
Colour* @ ©' accident Reports
121
Etag 14 L 1 : © Damage Reports
Include In Bookings 72

Mo Damage Listed

Submit Reset
el Infringement Reports

9 Employee Reimbursements

©' Inclusions

4. Select to add new vehicle damage and the
following screen appears:

Damage History

Yehicle

Purple Holden w2 Berlina - Sedan[TUka52]

Damages New Damage

G Date Reference Description Employee* Select --> = L]

Date* ™ [wov =] [10 =] [z008 @
Menu
&8 & Time" 10 =] Joo =] [am =
*0 Bookings
& Change Password
Description*
Submit | Feset
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5. Enter the required information as follows:

Field Name Description

Employee* Select the employee from the drop down menu who was
driving the vehicle at the time
Example: John Smith

Date* Enter the date the damage was incurred

[oct [v] [10]v] [2008] B

Example:

Time* Enter the time the damage was occurred:
Exompie: 101 [00¥] [an[¥]

Reference Enter an external reference number, if applicable
Example: 6789/2006

Description™ Enter a description of the damage
Example: Broken side mirror

Submit .
6. Once completed, press and the following screen loads:

weleome: admin | Feedback | B Logout

Administration Damage History

Vehicle
=
Purple Holden Wz Berlins - Sedan[TUK852]
w
|
= Damages New Damage
(] oo Date Reference Description Employee: Danielle Osmand
Date: Hov 9th 2006
Time; 10:00 AM
Menu
Reference: 4587
-:5 Description:
8¢ i ) Aerial broken,
Caonfirm Edit Cancel
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7. Review the data and if correct, press SR and the following

screen appears:

Damage History

¥ehicle

Purple Holden W2 Berlins - Sedan[TUKE52]

< Back | Add Damage

New Damage

Damages
Date Reference Description Employee* Select --= = L

Mow 3th 2003 4587 Aerial broken, History S ] m m @
Menu
B sookings Time* 10 =] [oo =] [am =
& chang
Description*

Subrmit Feset

e Horne

8. Enter additional damage reports for this vehicle or return to
o
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Infringement Reports

Infringements reports are entered when an employee receives a traffic
infringement in a company vehicle.

1. Locate and select the vehicle in the below screen:

2 Our Fleet - Microsoft Internet Explorer o =3

File Edit Miew Favortes Tools Help \?;‘

eBack - \J - \ﬂ @ ;h | ,p Search \;:L(Favﬂrltes €}|

Address @ hitp://demo.ourfleet, com. auj?a=vehicles d e
=

Administration : o :
- ¥ehicle Administration

@ add vehicle View: &ll | Active | In
Registration Model Colour Ownar E-Tag Insured Location Key Tag ID Actions
Mo Registration Ford Focus - Sedan RED Y 4 x Melbourne Office ABC1ZZ
ABCOOO Halden Commaodare - Sedan Black FBT Report x Brishane Office
3@ e ports ABC123 Holden Commodore - Sedan  White  Demo User 3¢ o Sydney Office
ABC1ZE Ford Focus - Sedan REDr Y 4 x Melbourne Office
Menu
i ABC124 Ford Falcon - Sedan elue o ¥ Melbourne Office
cart Holden Commadars - Sedan  black % v Home Nursing
carz BMW 325i - Sedan pink b 4 v 4 Supply
card Toyota Coralla - Sedan white b4 v Supply
card Ford Falcen - Wagen white  beb smith 2 v Home Support
cars Ford Focus - Sedan blue b4 vy Harne Mursing Are
card Toyota Corolla - Sedan blue v v Hore Support Arc

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

Ei
(& oone N I B 3= T

2. The following screen appears:

Edit Vehicle

Keytag ID

& Registration Details

Location* @ o
Wodonga ¥ Insurance Policies

Madel* [Holden vz Berling Sedan = £ o

Jﬂ

‘Y Lease Information

Tear® 006

@

2 y

@ reports 9 FBT Details
Date Obtained* ™ [nov = [T = @

2 yehicle Maintenance Details
Purchase Cast 10000,00 L*]
il Ot v © Fuel Usage
Seats* L] & odometer Readings
Calour* @ & pccident Reports
L2 5

Ereg 1 — . @ Damage Reports
Include In Bookings 72

& Infringement Reports
Submit Reset | 2 Employee Reimbursements

< Inclusions

72 of 97
© 2008 Natus Software - Version 2



Y Infringement Reports .
3. Select g P and the following appears:

ne: admin | Feec

Edit Vehicle

= R—— Keytag 1D ] 9 @ Registration Details
Location™® [Wodorga =] @ =
i Wedonga © Insurance Policies
E . Madel* Holden VZ Berlina sed - @

& Fuel Impor QCED crina.=ccan Y Lease Information

r — Wear® 2006 9 & FBT Detail
Reports 4 etails
Date Obtained* 2 [nov = [1 =] [zoos 9
©' yehicle Maintenance Details

k=il Purchase Cost 10000.00 @
BB Bookings Initial Odomster*  [105100 9

9 Fuel Usage

8 ¢ ge Password —_— @ & odometer Readings
Colour L= @ Accident Reports
@
Etag Id [ = Y pamage Reports
Include In Bookings ~ % >
“' Infringement Reports
Submit || Fiesst Mo Infringements Listed

& Employee Reimbursements

“ Inclusions

4. Select to enter a new infringement record and
the following screen appears:

Infringement History

Yehide

Purple Halden W2 erlins - Sedan[TUKES2]

New Infringement

Infringements
Date Number Obligation # Cost Description Employes® [select--> =] @
pete" | | @
mbar — @
Obligation Number |:| e

Description®

Subrnit Reset

5. Enter the required information as follows:

Employee* Select the employee driving the vehicle at the time from the
drop down list:
Example: John Smith
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Date* Enter the date the infringement occurred:

[oct [v] [10]v] [z006]

Example:
Number* Enter the infringement number quotes on the fine
Example: 6789006

Obligation Number Enter the obligation number listed on the fine, if applicable
Example: 467923

Cost* Enter the cost of the fine
Example: 150

Description* Enter any other relevant details
Example: Fine was for running a red light
Submit .
6. Once completed, press and the following screen loads:

welcome: admin | Feedback | &8 Logout

Administrati
ministration Infringement History

&
=y Vehide
Purple Holden YZ Berina - Sedan[TUKB52]
& G ‘
& ; ;
Infringements New Infringement
L] Date Number Obligation # Cost Description Emplayes: Danielle Osmand
Date: Now 9th 2008
— Mumber: 897513
Obligation
& o Humber:
& . Cost: 180
| ass e e Speeding in 60km
zane
Confirm Edit Cancel
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7. Review the data and if correct, press SR and the following

screen appears:

Administrati
LB Infringement History
& Employees
¥ehicle
& vehi
Purple Holden Y2 Berlina - Sedan[TUKE52]

< Back | Add In

New Infringement

Infringements
Date Number Obligation #  Cost Description Employee® lm L2
Now Sth 2008 897513 180,00 Speeding in 60km zone | Hiztor ot = [ov =] [oE] @
Number® — °
Obligation Mumber I:' L*]

Description™

Submit ._ Feset |

8. Enter additional infringements for this vehicle or return to m or
-
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Employee Reimbursements

Enter employee reimbursements when an employee is contributing to the running
costs of a vehicle.

1.

Eile:

Locate and select the vehicle in the below screen:

Edit  View

Favarites

Tools  Help

2 Our Fleet - Microsoft Internet Explorer

eBack - \J - \ﬂ @ ;h | ,p Search \;:L(Favﬂrltes €}|

Address @ http: jfdemo.ourfleet, com. auf?a=vehicles

Administration

¥ehicle Administration

@ add vehicle View: &ll | Active | In
Registration Model Colour Ownar E-Tag Insured Location Key Tag ID Actions
Mo Registration Ford Focus - Sedan RED Y 4 x Melbourne Office ABC1ZZ
ABCOOO Halden Commaodare - Sedan Black FBT Report x Brishane Office
3@ e ports ABC123 Holden Commodore - Sedan  White  Demo User 3¢ o Sydney Office
ABC1ZE Ford Focus - Sedan REDr Y 4 x Melbourne Office
Menu
i ABC124 Ford Falcon - Sedan elue o ¥ Melbourne Office
cart Holden Commadars - Sedan  black % v Home Nursing
carz BMW 325i - Sedan pink b 4 v 4 Supply
card Toyota Coralla - Sedan white b4 v Supply
card Ford Falcen - Wagen white  beb smith 2 v Home Support
cars Ford Focus - Sedan blue b4 vy Harne Mursing Are
card Toyota Corolla - Sedan blue v v Hore Support Arc

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

|@ Done:

2.

The following screen appears:

Ei

N I B 3= T

Administration
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Edit Vehicle
& Emplo

Keytag ID ] @ @ Registration Details

@
Location® wodonga - % Insurance Policies
Model* Holden WZ Berlina Sedan = @ & Lease Information
i 9 © FBT Detail

L] etails
Date Obtained* w | B @
2 wyehicle Maintenance Details
Purchass Cast s
Initial Odometer™ 105100 @ R
Seats® (7] & odometer Readings
Colour® @ ©@ Accident Reports
o ’
Etag Id l:l & & pamage Reports
Include In Bookings I @ Infringement Reports
= = G .
Submit - 2 Employee Reimbursements

@ Inclusions



.2 i
3. Select ° Employee Reimbursements

and the following appears:

Edit Vehicle
Keytag ID 1 @ & Registration Details
Location® | = (2] =
Wodonga 9 Insurance Policies
Model* [Holden vz Berlina Sedan = @
2ioen CriNa_ el ) 9/ Lease Information
Yeart 2006 2 @
Y FBT Details
Date Obtained* e =l [1 = L]
& vehicle Maintenance Details
Purchass Cost <
Initial Odometer™ 105100 L7 & Fuel Usage
Seats™ (%] Y odometer Readings
Colour* @ “ accident Reports
Eray 14 — ® & Damage Fapuss
Include In Boakings I . .
&' Infringement Reports
o Employee Reimbursements

Submit Feset

Mo Reimbursements Listed

< Inclusions

4. Select to add an employee
reimbursement and the following screen appears:

ad trati
ministration Reimbursement History

¥ehicle

Purple Holden Y2 Berlina - Sedan[TUKBS2]

Reimbursements New Reimbursement
Employes StartDate Amount KMs Ernployes® Select —» - L2
Amount* @

Menu

|

Total Krms* L]
Start Date* ™ nov =] [10= @

Description*

©

Subimit Reset
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5. Enter the required information as follows:

Employee* Select the employee reimbursing from the drop down list:
Example: John Smith
Amount* Enter the amount the employee is reimbursing
Example: 150
Total KM’s* Enter the total amount of KM’s travelled for this
reimbursement.
Example: 100
Start Date* Enter the start date the reimbursement begins at
Sk
End Date* Enter the date the reimbursement concludes at
Sk
Description™ Enter any other relevant details
Example: Covers private travel
=ubmit .
6. Once completed, press and the following screen loads:

Weleome: admin | Feedback |':_! Logout

Administrati
ministration Reimbursement History

&k
= ¥ehicle
b Purple Holden W2 Berlina - Sedan|TLKB52]
% Ge
|
@ Reimbursements New Reimbursement
L] ;s Employee Start Date Amount Kbis Amount: 180
Total Kms: 150
o Start Date: Mow 10th 2006
End Date: Mow 10th 2008
EB Description: Private use
& Caonfirm Edit Cancel

78 of 97
© 2008 Natus Software - Version 2



7. Review the data and if correct, press SR and the following

screen appears:

Administrati
ministration Reimbursement History

¥ehicle

Purple Holden V2 Ba

- Sedan[TUKES2]

ck | Add Reimbursement

Reimbursements New Reimbursement
Employee Start Date Amount KMs Ermployee® [select = - @
Smith, John Mou 10th 2008 180,00 150 rary e — @
e Total Kms* [ e
Start Date™ ™ nov =] [0 L2
End Date* = Thov = [10 =] &

Description®

Submit | Faset

M Home

8. Enter additional reimbursements for this vehicle or return to
o
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Archive a vehicle

A vehicle is archived when it has been traded in or sold. Archiving a vehicle
removes the vehicles availability from the booking system but retains important
information for historical reporting.

1. Select = from the left hand side menu and the following
screen loads:

<3 Our Fleet - Microsoft Internet Explorer 18] x]

File Edt View Favorites Tools Help ‘ >

@Back - @ - d @ \_h /:j Search *Favurites €3| L_'}",v :’7;\, - - _J @k ﬁ

Adress [] hetpej]demo.curflset com.aufzamvehicles B~
=

e admin |

¥ehicle Administration

& add vehicle Wiew: all | Active | Inactive
Registration Model Colowr  Owner ETag Insured Location Key Tag 1D Actions
Ho Registration Ford Focus - Sedan RED: y 9 Melbourns Office  ABC123
ABCOOO Holden Commodore - Sedan  Black | FBT Repart 3¢ o | Brishane Office
ABCLZE Holden Commodore - Sedan  White Dema User 3¢ v Sydney Office
ABCLZE Ford Focus - Sedan RED v 3 Melbourne Office
Menu
‘_d - ABCLZ4 Ford Falcon - Sedan Blus ® ¢ Melbourns Office
— cart Holden Commodore - Sedan  black X o | HomeNursing
e carz BMW 3250 - Sedan pink ® v Supply
carz Toyota Corolla - Sedan white X v Supply
card Ford Falcon - Wagan white | bobsmith  f o Homme Support
cars Ford Focus - Sedan bluz X v Home Nursing
cars Toyota Gorolla - Sedan blue v | Home Support

Indicates a Vehicle that requires Reagistration and/or Insurance Information to be Supplied

=l
EToore T —
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2. Select the vehicle you wish to archive by clicking on the corresponding
button. The following screen will then load.

Welcome: admin | Feadback | 28 Logaut

Archive Vehicle

& AL t 2005
Rad S 2005-05-26
wd it e :
) Seats: 5
) C;I;:r Blue
Menu Sold or Traded* m
s Date Sold/Traded® 2 [iiay =] [1002]
& ; SelefTrade alue* [ ]
Recipient® [ |
Canfirm Cancel
3. Enter the required information as follows:
Field Name Description

Sold or traded* Was the vehicle sold or traded?
Example: Sold
Date sold/traded* |Select the date the vehicle was sold or traded.

™ Inov [v] 29[+ [zo06

Example:

Sold/trade value* |Enter the value you received for the sold or traded
vehicle
Example: 20000

Recipient* Enter the recipient of the sold or traded vehicle

Example: McCrae White, Wodonga

81 of 97
© 2008 Natus Software - Version 2



Once completed, select |

File  Edit

Yiew  Favorites

Toals

Confirm |

Help

and the following screen loads:

3 Dur Fleet - Microsoft Internet Explorer

Q-0 -1 13 &

./'._/_j Search *Favurites @| UZV F‘f - 7 _J @k ﬂ

Address IE http:ffdema.ourfleet, com,auf?a=vehicles

Administration

& Employees
& vehicles

“* General

@ Fuel Import

@ reports

Menu
I:a Bookings

& change Password

@B add vehicle

¥ehicle Administration

Yiew: all | Active | Inactive

Registration Model Colowr  Owner  E-Tag Insured Location Key Tag ID Actions
Mo Registration Ford Focus - Sedan RED V #®  Melboume Office  ABC12E  Archive | History
ABCOOD Holden Commodore - Sedan  Black  FBT Report 3¢ v Brishane Office
ABCLZE Holden Commodore - Sedan  White  Demo User 3¢ « Sydney Office
ABCLZE Ford Focus - Sedan RED v 3 Melbourne Office
ABC1Z4 Ford Falcon - Sedan Elue ® 3 Melbourne Office
carl Holden Commodore - Sedan | black X Horne Mursing
carz BMUW 325 - Sedan pink 4 v Supply
card Tayota Corolla - Sedan white ® « Supply
card Ford Falcon - Wagon white  bob smith o .y Hame Support
cars Ford Focus - Sedan blue b4 v Hame Mursing A
carg Toyota Corolla - Sedan blue v « Home Suppart Archive | Histary

Indicates a Vehicle that requires Registration and/or Insurance Information to be Supplied

|@ Done:

El

N I B 3= T

To view all archived vehicles, simply select the button in the top right hand
corner titled ‘inactive’. This will then only show archived vehicles.

Archive additional vehicles or return to E or
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General Administration

Manage States

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration . .
General Administration

2. Select * and the following screen appears:

welcome: admin | Feedback | :'-! Logout

State Administration

States New State
State Name Abbreviation Full name* [ @
e —— ¢
QLo
REL]
NT distory Submit Feset

Wa
ACT
TAS

3. To add a new state, enter the required information and press
subrmit

B Home

4. From here you can add additional states or return to
- Logout
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Manage Departments

: e ]

1. Log into OurFleet as an Administrator and select from the
Administrator menu. The following screen is loaded:

Administration
General Administration

2. Select * and the following screen appears:
DU T

N2 s

Welcome: admin |

Administration

Department Administration

Departments New Department
*
Department Last Modified Modified By Cepartrnent Marne
Name
@
e[ Mar Z6th 2009 demnol =
11:31am
Supply Mar 25th 2009 S:26am cghs Submit Reset ]
Allied Health Mar 25th 2009 2:25am cghs 2 :
Home Support Mar 25th 2009 5:25am cghs
Finance Feb Sth 2009 11:52am admin
Marketing Feb 24th 2009 2:2%pm adrmin
yord
Home Mursing Mar 25th 2009 S:24am cghs
Sales Feb Sth 2009 11:51am admin

3. To add a new department, enter the department name and press
Submit

H: Horme

4. From here iou can add additional departments or return to

or

84 of 97
© 2008 Natus Software - Version 2



Manage Service/Repair Agents

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration
General Administration

2. Select * and the following screen appears:

General Administration

Service/Repair Agent Administration

Service/Repair Agents New Agent
Agent Name City Phone Agent Mame*
Alan Capp Mew Cars Wangarams 0357227222 Histony D ack I
Heffernan Ford Pry Ltd Wangaratta  D35T214428  Histor

Bsker Motors Py Ltd Albury 0260415400 Histor l:l
Blacklocks Ford Wadonga 0260245000 | Hiztor City™ |:|

Menu McRae Motors Wodonga 0260562333 History Postcode® l:l
onga

9

o @@

__E; i S Jacob Toyota 0260247100

. e @
0260229500 | Histo ali Select -->

d
2 donga
bl Wangaratta 0357215300 distor Phone 1* (I @
Wodanga 0260562258 Histor -
Wangaratta 0357222000 Histor thule l:l i
Wangarat 0357218624 o
Wadanga 0260241155 History Submit | BEea

3. To add a new service/repair agent, enter the required information and

press Submit

W Home

4. From here you can add additional agents or return to
- Logout
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Manage Insurance Brokers

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Welcome: admin | Feedback | B8 Logaut

Administration
&y

General Administration

& Fue
@ e

Menu

E8 Booking

2. Select * and the following screen appears:

welcome: admin | Feedback | ¥ Logaut

Administration

mpreves Insurance Broker Administration
® vehicle Insurance Brokers New Broker
B cinara Broker Name Phone Email Broker Nams®* @
@ : N Elders Insurance 0260412790 F g Contact Name* l:l (7
ks : Fard Roadside Assist 1800133673 Hista @
i ok L
D repor macy 131955 : il L 1 -
Menu Mitsubishi 0000 H C\ty* :l L
B nockin e — ©
& change Password State* Select > » L)
Phane 1* 9
it — @
zmai — @
Notes
©

Submit Feset

3. To add a new insurance broker, enter the required information and press
subrmit

i Home

4. From here you can add additional brokers or return to
- Logout
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Manage Company Locations

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration
General Administration

2. Select * and the following screen appears:

YIS T
et admin | Fee -

Administration

Company Location Administration

Company Locations New Company Location
Name Address City Site Narne™ |
Adelaide Office 123 Adelaide Road Adelaide  History ddrese

[
| | ©
Perth Office 123 Perth Road Perth -
Melbourne Office 123 Melbourne Road  Melbourne | | @
Sydney Office 1232 Sydney Road Sydney City™ | | 8@
Brishane Office 123 Brisbane Road Brisbane Basteod= | | \9,.
Canberra Office 123 Canberra Road Canberra =
Drarwin Office 123 Darwin Road Crarwin S ISelect e j' @
Horne Mursing cghs zale
Home Support cghs zale Submit Fesat |
Allied Health cghs zale - — =
Supply cghs zale

3. To add a new location, enter the required information and press
Subrnit

i Horne

4. From here you can add additional locations or return to
- Logout
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Manage Vehicle Types

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration
General Administration

2. Select * and the following screen appears:

Administration

& cmployees ¥ehicle Type Administration
Sy Types New Vehicle Type
Type Last Modified Modified By Type* /] @
Sedan Sep 21t 2006 1157pm admin i
= Wagon Sep 215t 2006 1:58pm admin
@ r Hatchback Mew 17th 2006 3:2Tam ETene Submit Reset
wan Sep 21st 2006 21 10pm admin

3. To add a new vehicle type, enter the required information and press
subrmit

® Home

4. From here you can add additional vehicle types or return to
- Logout
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Manage Vehicle Manufacturers

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration
a - General Administration

2. Select * and the following screen appears:

Manufacturer Administration

Manufacturers New Manufacturer
Manufacturer Last Modified Modified By Manufacturer® | &
Ford Sep 212t 2006 2:00pm admin
T e T S supmt || Fiocet
Toyota Sep 215t 2006 Z:01pm admin
3. To add a new vehicle manufacturer, enter the required information and
Submit
press
4. From here you can add additional vehicle manufacturers or return to
B Horme E Logout
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Manage Vehicle Models

1.

2.

Log into OurFleet as an Administrator and select
Administrator menu. The following screen is loaded:

Administration

3.

4.

Modal

Models
LastModified

and the following screen appears:

¥ehicle Model Administration

Modified By

General Administration

tration

Helden Commedors Sedan
Ford Falcon Sedan
Toyota Camry Sedan
Holden V2 Berlina Sedan
Toyora Camry Altize Sedan
Toyota Corolla Sedan
Mitsubishi 380 ES Sedan
Ford Falcon HRE Sedan
Holden Epica Sedan
Ford Falcon Wagan
Holden Commodare Wagan
Ford Focus Hatchback
Holden Astra Hatchback
Mitzubishi Starwagon Wan

Tayota Tarago Wan

Sep 215t 2006 2:12pm
Sep 215t 2006 Zi12pm
Sep 215t 2006 2:13pm
Mow 1 7th 2006 %:259am
Mow 17th 2008 10:32am
Mow 1 7th 2008 10:3%am
Mow 17th 2006 10:35am
Mow 17th 2008 10:36am
Jul 2nd 2007 Z:41pm
Mow 17th 2008 10:34am
Sep 14th 2007 3:26pm
Mow 17th 2008 10:34am
Mow 17th 2006 %:31am
Mow 17th 2008 10:35am

Jun 7th 2007 3:53pm

admin
admin
admin
glenys
alenys
glenys
glenys
glenys
glenys
glenys
glenys
glenys
glenys
alenys

glenys

Typet*

Model*

Manufacturer®

: e ]

from the

ne: admin | F

me: admin | Feec

New Model

sSelect --» =
Select --> = L=

Submit

To add a new vehicle model, enter the required information and

From here yo

i Harne

Submit

or

il | o ufu} ut

u can add additional vehicle models or return to

Feset

press
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Manage Licence Types

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration

& cmp

General Administration

2. Select * and the following screen appears:

Licence Type Administration

Licence Types New Licence Type
Car

MoterCycle
Heauy Articulsted Submit Reset
Heavy Combination

Light Ri;

Multi Combi on

a - Medium Rigid

3. To add a new licence type, enter the required information and press
Submit

4. From here you can add additional licence types or return to s
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Manage Registration Types

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration
General Administration

2. Select * and the following screen appears:

Registration Type Administration

Registration Types New Registration Type
Type Name Type Mame*
Car

Concessionar v Rebate 1
Submit Reset

3. To add a new registration type, enter the required information and press
Submit

& Home

4. From here iou can add additional registration types or return to

or
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Manage Inclusions

1. Log into OurFleet as an Administrator and select - from the
Administrator menu. The following screen is loaded:

Administration . i
General Administration

2. Select * and the following screen appears:

Administration

& employees

Inclusion Administration

Inclusions New Inclusion
Inclusion Name®

Subimit Reset

3. To add a new inclusion, enter the required information and press
Subrnit

B Home

4. From here iou can add additional vehicle inclusions or return to

or
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Import Fuel Spend Report

Use this function to import fuel spend reports from vendors such as Shell. Please
ensure your report is saved as .CSV file.

1. Log into OurFleet as an Administrator. In the Administrator menu select

and the following screen opens:

\e: admin | Feedback | B¥ Logout

Administration
Fuel Usage Import

&
Load known CSV type €
&
Select CSV File: [ | Browse.. | (2]
s ! csw indudes (m
& Column Headings
Format Fieldnames Column

Menu

B Booking Registeation Mumber Select > = @

3 : Fuel Quantity l—_sa\ect T L]
Cost (Including GST) m @

Card Number m @

Tranzaction Dite [Seie =] @

Reference Receipt Mumber [Selest = =] @

Cdometer Reading [Solest = =1 @

Submit Feset
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Browse and locate the .csv file on your computer. Ensure all fieldnames

Submit
are aligned with the appropriate column letter and select

The following confirmation is received noting how many lines have been
successfully imported:

L oa

Fuel Usage Import

Field ¥Yalue
Drate/Tirne 2008-11-10-11-42-05
Imported By admin
Filenarme [Local) importsfimport-20058-11-10-11-458-05,csw
Filenarme [Original) Shell Fuel Report Example.csw
Format
Rows Stared 121

Ensure the number of rows stored matches your .csv file and select

i Haorme

to import another file or return to
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Running a Report

1. Log into OurFleet as an Administrator. In the Administrator menu select
v

and the following screen opens:

System Reporting
& mployees

2. Select the report you would like to run by clicking on the report name. The
following screen will open depending upon the report selected:

eporting - KMs By Vehicle
Use Dates

Start Date: " [wov =] [10 =] [zo0s
End Date: ™ Tnov =] [10=
Select specific Select > i’
vehicles to report  [*[QUS015] Ford Falcon
on: [QZMS18] Mitsubishi Starwagan
[RvW101] Mitsubishi Starwagon
(* = Archived [RZxE74] Toyota Tarago =l
vehicle):
Include Archived [
Vehicles

Subimit Feset
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. . . Submit
3. To run a report with no restrictions, simply select or,

restrict the dates and vehicles that the report is generated upon. The
following screen will then be loaded:

Download This Report as a CSv(E)

Kilometres By Yehicle

Yehicle 1D Registration Number Manufacturer Model Total Kilometers Total Kilometers - Fuel Fuel kms Min Fuel kms Max Initial Ddomete
1 TWF9EZ Halden vz Berlina 64500 51674 12826 £4500 o

2 ucmasz Mitsubishi 3BOES 35700 31078 4822 25700 o

5 TREDZS Ford Falcan 61653 47230 14423 £165% o

7 ucmaes Mitsubishi 3BOES 65322 65154 168 £5322 o

2 TFO491 Ford Falcon EE95E 44454 22502 £E6956 o

El SWR430 Ford Falcon 53501 40332 13169 53501 o

10 TOBET4 Halden Commedare 85904 82501 3403 85904 o

11 Tos422 Ford Falcon 54404 31030 23374 54404 o

12 QIMS18 Mitzubishi Starwagen 132452 123160 9292 132452 o

13 RYW101 Mitzubishi Starwagen 28387 26554 61833 88387 o

14 REIEEES Tayors Corolla 20685 18138 2547 20685 o

16 UFOE92 Ford Falcon 38601 38231 370 3601 o

17 TT¥E43 Fard Focus 25348 16393 2447 25846 o

18 TkEDSZ Fard Falcan HRE 62150 3Ta97 24253 &2150 o

13 TRIZEE Halden Astra &0005 43805 16200 £0005 o

20 TLTEE4 Ford Falcan 52770 51350 1420 52770 o

23 RZRET4 Tayota Tarago £870 6526 48778 52304 48434
24 uwIs1z Halden Epica 7519 7360 159 7519 o

25 UxH418 Tayota Camry Altise 1878 1601 252 1953 75

26 Tzv 375 Halden Commadore 13358 12685 48672 £1358 48000
27 TUKEs2 Halden vz Berlina -30100 o 75000 75000 105100

4. The report can be printed from this screen by selecting = on the toolbar
or the file can be saved as .csv for data manipulation. To save the file,

Download This Report as a CSYIiExcel) File

click on , save the file and

open in Excel.

5. To close the generated report in internet explorer, simply click the in
the top right hand corner. This will then return you to the following screen:

TR e e A

Administration

2 - KMs By Vehicle
Use Dates r
& vehicle Start Date: ™ hov =] [10=
-] End Date: P [nov =] [10=] [z008
= Select specific Selact -- > ﬁl
vehicles to report |*[QUS015] Ford Falcon
» on: [QZM818] Mitsubishi Starwsaon
[RWW101] Mitsubishi Starwagon
(* = Archived [RZxB674] Toyota Tarago hs
T vehicle):
E Include Archived r
8 i i Yehicles

Feset

6. From here, you can select to run additional reports or
E[ Logout

return to or
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