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Overview

This user manual provides 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 where possible, screen shots,
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 ;ITe 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 .
S . . . Every two business
Three functioning causing minor to 6 business hours .
7 days until resolved
moderate impact
Usage questions, clarification of .
Four documentation 24 hours Weekly until resolved
Five Suggestions, requests for new 24 hours At the discretion of

features and enhancements

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. Check your personal information as the first Administrator set up. This
information has been set up by Natus Software and can be viewed
within Employees,

2 Setup Departments (within General),

3 Setup Service/Repair Agents (within General),

4. Setup Insurance Brokers (within General),

5. Setup Company locations (within General),

6 Setup Vehicle Types (within General),

7 Setup Vehicle Manufacturers (within General),

8. Setup Vehicle Models (within General),

9. Setup Licence types (if required, within General),

10.  Setup Registration Types (if required, within General),

11. Setup Vehicle Inclusions (within General),

12.  Setup Cost Centres (within General),

13.  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’,

14.  Setup all Vehicles (within Vehicles),

15. 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.

16.  Start using OurFleet!
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Bookings
Create a booking

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

Pl sab o

3
User Name
8 | @
Password
2 | @
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2. Log into OurFleet with the username and password provided — the
following screen loads after a successful login:

Welcome: admin | Fe=
Administration

-~
& Employees

& yehicles § ;'_o 3 _——_s\‘ E :9
=70 F= e
-
3. To create a new booking click on: = = |
b 'xb
[}

Create a Booking
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4.

The following screen then loads:

Welcome: leaheinfalt | Feedback | P | Logout

New Vehicle Booking - Booking Details

Date and Time Inclusions

Employec 9

costcentre*  [ppc =) 0 ore= ' i

Booking Start Date* 4 e

Booking Start Time*

Booking End Date* ™ [oc (]| [ 15[=] o

Booking End Time* Select = [=]

Departure Location* [ select > g

ek :

Submit Reset
5. Enter the required information as follows:
Field Name Description
Employee* Employee name who will be driving the vehicle

Example: John Smith

Cost Centre*

The cost centre is automatically populated by the employee’s
default cost centre (managed under Employees). If the cost
centre needs to be changed for a particular booking, the drop
down list of available cost centres can be used.

Booking Start Date*

The date the booking commences from

- . -
oot |w| |10 [+ [zo08]
Example: — —

Booking Start Time*

The time the booking commences
Example: 09:00 AM

Booking End Date*

The date the booking concludes

oct |v| |10 |v| [zo08

Example:

Booking End Time*

The time the booking concludes

Once completed, press:

6.

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
Submit

The vehicles available for use will then be shown, as per the below.
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e: admin |

Administration 0
& Employees Mews ¥ehicle Booking - Yehicle Selection
& vehicles (] Silver Ford Falcon Sedan [TFO491]
& General ol Light Blue Toyots Corolla Sedan [TSU345]

& Fuel Import Submit Fieset

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:

Welcome: admin |

Administration
New Vehicle Booking - Destination and Purpose

& Employees

Destination [ ]
=
vehicles E— | |
%* General Department™ Select =

=B Fuel Import Reminder Period:*

D reporis
Submit Reset

Menu
[58 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

Welcome: admin | Feedback | B8 Logout

Administration

2
a8 MNew VYehicle Booking - Booking Details Confirmation
& Employee Details Booking Details
™ Booked By: Andrew Martin icle:  Light Blue Toyota Corolla Sedan [TSU348]
- Additional Passen qers: o Wadanga
=) Department: Finding Selutions Dec Tth 2008 & 45am
Reminder: 1 hour befare the booking Dec 7th 2008 2:15pm
Ly albury womens centre
Something
Menu
B Submit Feset

a8

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

Welcome: admin | Feedback | ':_‘ Logout

Administration

2 Bookings
=1
Booking Date Retum Date Employea Yehicle Purpose
e Dsc Tth 2008 &:45am Dec 7th 2008 2:15pm Andrew Martin TsU348 Semething
(] Page 1
Menu
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11.  From this screen you can then select = to make

another booking, return to
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View/Edit a booking

B
1. Load OurFleet and click on: i — |

edit

2. The following screen appears:

wielcorne: admin | Feedback | E Logout

Administration .
2 Bookings

&

Booking Date Retum Date Employee Vahicle Purpose
s Dac 7th 2008 &:45am Dec 7th 2008 2:15pm Andrew Martin TsUz4s Somerhing
.éfﬁ Page 1
Menu

3.

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:

admin | Feedback | 2 Lagout
Administration B B
2 Yiew Booking
L Andrew Martin
o) Finding Solutions
o
= =
Wadongs
@ Dec Fth 2008 8:45am
Dec Tth 2008 2:15pm
Menu albury womens centre

Something

8

Light Blue Toyars Corolls Sedan
TsUz4s
E

Registration:
iCey Tag ID

Edit Delete

4. Click Eqit | 10 edit a booking.

5. The following screen then appears:
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Administration
Edit Vehicle Booking - Booking Details

& Employees
Inclusions &'

Date and Time
@ vehicles
Employec °
& General car seat al

Cost Centre* ABC

[£]

& Fuel Import

Booking Start Date*

E ]
©

I
W reports Booking Start Time*
oz Booking End Date® 49 e
B Bookings Booking End Time*  [05:00 PM
& Change Password | Departure Location® =
Number of @
Passengers®

Submit Reset

submi
6. Make the required changes and press St and the following

screen appears requesting you to select an available vehicle:

i
MNew Vehicle Booking - Vehicle Selection

Administration

& Employees

& vehicles [l Silver Ford Falcon Sedan [TFO491]
B General (o Light Blue Toyots Corolla Sedan [TSU348]
B Fuel Import Submit Reset
@ reports
Menu

n_-ﬂ Bookings

& Change Password
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. . submit .
7. Select a suitable vehicle and press M and the following

screen appears:

Welcome: admin | Feedback | 2 Logous

Administration
- Edit Vehicle Booking - Destination and Purpose

Destination [Albury ]

Purpose™® Meeting
- Department™ Innovations =]
hé"'w i Bt
: Submit Reset
e
-3
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 —

p—— | =

Administration s

8 Employees Edit ¥ehicle Booking - Booking Details Confirmation
& yehicles Employee Details Booking Details
Y Booked Byt Andrew Martin Vehicle:  Light Blue Toyora Coralla Sedan [TSUZ48]
% General
Additional Passengers: 0 Leaving Fram: wodonga
B Fuel Import Department: Finding Salutions Start Dec 8th 2008 8:45am
. Reminder: 1 hour befare the booking End: Dec Gth 2008 2:15pm
@ Reports Destination: albury womens centre
Furpose: Semething
Menu
j R Submit Feset
9 Bookings

a8 Change Password

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

welcome: admin |

Administration

2 Bookings
Employees 5 <
[ new Booking B view all Bookings
® yehicles
Booking Date Ratum Date Employee Vahicle Purpose
[+ ]
“# General Dec 7th 2008 &:45am Dec Fth 2008 2:15pm Andrew Martin TSU348 Something

B Fuel Import

& P, 1
gﬂa Reports age

Menu
BB Bookings

& Change Password

. B8 ook
11.  From this screen you can then select sooknas to make

ﬁ

another booking, return to or
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Cancel a booking

ey

1. Load OurFleet and click on:

cancel

Ui
l.—

2. The following screen appears:

Welcame: admin | Feedback | 28 Logaut

2 Bookings
=1
Booking Date Retum Date Employee ¥ehicle Purpose
[+ ]
" Dec 7th 2008 8:45am Dec 7th 2008 2:15pm Andrew Martin TSU34E Samething
b Page 1
Menu

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:

o: admin | Fesdback | ¥ Logout
Administration

2 View Booking
S Andrew Martin
e Finding Selutions
o
= Wedonga
@ Dec 7th 2008 8:45am
Dec 7th 2008 2:15pm
Menu albury womens centre
‘_.ﬂ Something
& ic
W Light Blue Toyota Corella Sedan
Registration; TSU348
Key Tag ID 5
Edit Delete
. Celete . . ]
4. Click to cancel a booking. The following screen appears:
16 of 97

© 2011 Natus Software - Version 3



e: admin |

Administration ) . .
Confirm Booking Deletion
& Employees

& vehicles fire you sure you want to delete the following booking?
% General Booking Details
& Fuel Import Booked By: Andrew Martin
I,,;o Department: Finding Solutions
9¥ Reports
# Passengers: [}
Ceparting From: wodonga
Menu
Booking Start: Dec 7th 2008 8:452m
EaBnnkings Booking End: Dec 7th 2008 2:15pm
=3 Change Password Destination: albury womens centre
Purpose; Semething

¥ehicle Details

wehicles Light Blue Toyots Corolla Sedan
Registration: TsU348
Key Tag ID 5]
Canfirm H Cancel

5. Click to confirm the booking deletion.

. E pooki
6. From this screen you can then select pookdnes to make

another booking, return to or k=
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Employees

Create a new employee

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

Welcome: admin | Feed

&8 & IS
&\ - ) = -
Dy
@ pe
jl‘lenu E @ f @
- g
2. Click on

from the Administrator menu. The following
screen loads:

Employee Administration

=N Yiew: | |

Lastmame Firstmame Location Department Username Active

Einfalt Leah Head COffice Public Relation= leaheinfalt i

Knights Cameran Head Office Human Resources Cam W

Smith Jahn Head Office Engineering jahn ¥
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& add Empl
3. Select mpreyes

screen loads:

to create a new employee profile. The following

Welcome: admin | Fe

Administration
New Employee

System Login Details:

User Name* l:l Q
Password™* 1 e
Verify Password* 1 ©
el ——
Menu Access Level* e
;87[:, okings Notifications ™
- - . , Monthly Reports |
Employee Details
Department® | Salagies E” @
Location® o
Cost Centre*
First Name* |:| @
Last Name* :l @
Address* l:l o
—
e  e— o
Postcode* l:' Q
State* o
Phone 1* l:l Q
Phone 2 : o
Mobile : %)
Enabled v @
Submit || Reset
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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

Cost Centre*

Select the cost centre that the user is associated to
from the drop down list

Example: ABC
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 Ul

showing all users:

and the following screen appears

Employee Administration

&) Yiew: | |

Lastname Firsinanie Location Department Usermame Active
Einfalt Leah Head Office Public Relations leaheinfalt Y
Knights Camaron Head Office Hurnan Resources Cam N
Smith John Head Office Technical Support johnsmith Y
Smith Jahn Head Office Enqginearing jahn N

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

Welcome: admin | Fe

— Edit Employee
& I s
=Y & System Login Details: New Licence
s - e
User Name= Tesheinfalt @ HiesnoeType .
S Veriy Password® 0 o 5[] ot o
P r = Email*® support@ourfleet.com.au & State™ Select --> [+ ]| 9
A Access Level® 2 OurFleet Administrator [ v 9
. - Notifications ] Submit Reset
” Monthly Reports [
&
Employee Details Licences
Department* [Management Admin =] @ Typ= Neuabres Exphes
Location* Wodonga = L
Cost Centre® ABC E’
First Name* 9
Last Name* Einfalt g
Address*® 1 Jones Street 4
—
Sta @
Postcode* 3000 9
State™ VIC =] o
Phone 1% 03030303 9
Phane 2 —
obi E—
Enabled v e
Submit Reset
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7. 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
=
Examp|e: |OI::t [V] |1I:I[V] |2DDE'| =
State* Enter the state in which the licence is held
Example: VIC
Submit .
8. Once completed, press and the following screen loads:

Welcome: admin | Fsedback | =¥ Logout

Administration -
Edit Employee

32
a System Login Details: Licence No.: 1234
e Ko Q Expires: 2012-10-15
Password* @ Confirm Edit Cancel
» Verfy Password* @
"1* Emair @
anu Access Level*® @ Type Number Expires
% Notifications )
& Monthly Reports (&}
Employee Details
Department* [Management Admin =] ©
Location*® @
Cost Centre* ABC
Lot Name 0
Address® @
—
e o
Postcode® Y
Phone 17 2
Phone 2 :] Y
Mobile ] (?)
Enabled V] @&
Submit Reset
. . Canfirm .
9. To confirm the details, press and the following screen

loads:
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Welcome: admin | Feedbac

Administration

—~ Edit Employee
& Empl s
=Y System Login Details: New Licence

Vehicles * L*

User Name* Jeaheinfalt L Liceocailype Select --> [+] -
_ veryPossmrd o w i50] o °
Wr Email* support@ourfleet.com.au Y State* Select --> ||| L
Meonu Access Level™ 2 OurFleet Administrator [ v | @
& ¢ - Notifications v Submit Reset
S = Monthly Reports (]
]
Employee Details Licences
Department™ [Management Admin =] ¢ Eves Nesrbs BgRe
Car 1234 Oct 15th 2012

Location* Wodonga [=] v
Cost Centre* ABC [+
First Name® -
Last Name* Einfalt L4
Address* 1 Jones Street @
City* @
Postcode™ 3000 o
State* VIC =] L
Phone 1* 03030303 e
prone 1 @
Enabled Vv e

Submit Reset

10.

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

Edit an employee

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

Employee Administration

=N Yiew: | |

Lastmame Firsimame Location Department Username Active
Einfalt Leah Head COffice Public Relation= leaheinfalt i
Knights Cameran Head Office Human Resources Cam W
Smith Jahn Head Office Engineering jahn ¥

2.

Select an employee to edit by clicking on their name.

loads:
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Welcome: admin |

Administration

-
- pl s
& veh
User Name™*
Password™®

Email*
Access Level*®

Notifications

Department*®
Location*
Cost Centre®
First Name*
Last Name™®

Address*

City*
Postcode™®
State®
Phone 1*
Phone 2
Mobile

Enabled

Verify Password*

Monthly Reports

System Login Details:

©

eaheinfalt

©

€

<

2 OurFleet Administrator [ v |

@ =

c

=]

o

o

3

]

o

c

Y

@

@
ERS 8

3

o

c

@©

Employee Details

a

| Management Admin

©

Weodonga

Py
o]}

!|
1]
©

B

©

infalt

<

Jones Street

©

v
@
v
0
L 1 &
L ] 2
EN
Submit Reset

Edit Employee

New Licence

Licence Type* Select —-> =] L*
Expires™ = [oat o] 2011 2
State® Select --> [+ @
Submit Reset
Licences
Type Number Expires
Car 1234 Oct 15th 2012

3. Make required changes, including reallocating a password if required and

press

Employee Administration

Subimit

. The following screen then loads:

=5 Yiew: |

Lasimame Firsinanne Location Department Usermame Active
Einfalt Leah Head Office Public Relations leaheinfalt N
Knights Cameran Head Office Human Resources Cam Y
Smith John Head Office Technical Support johnsrnith b
Smith Jahn Head Cffice Engineering john Y

4. Edit additional users or return to
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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 8 from the Administrator menu
to view all employees. The following screen loads:

Employee Administration

PN Yiew: | |

Lastname Firstnane Location Department Usermame Active
Einfalt Laah Head Office Public Ralatiansz leaheinfalt ¥
Knights Cameran Head Cffice Human Resources Cam ¥
Srith Jdahn Head Office Engineearing john b

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

Welcome: admin | Feedback | ¥ Logout

Administration <
Edit Employee

-
a System Login Details: New Licence
User Name* leaheinfalt 9 Licence Type* Select --> [=] @
= Veriy Passnord® v w HE ¢
» Email* Support@ourfleet.com.au @ State* Select > [+] @
Menu Access Level* 2 Ourfleet Administrator [+]] %
B Notifications v] Submit Reset
Y Monthly Reports (]
&
Employee Details Licences
Department* [Management Admin =] © Type Saber Expkes
Car 1234 Oct 15th 2012
Location® Wodonga E] Y
Cost Centre* ABC =]
First Name= 2
Last Name™ Einfalt L2
Address* 1 Jones Street
City* e
Postcode™ 3000 Y
State® VIC =] (%)
Phone 1* 03030303 o
prone 2 —
b 7 =@
Enabled V] e
Submit Reset
3. Deselect the checkbox next to E"*F'#¥ so it appears as below:
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Enabled ] &

Submit Feset
Submit .
4. Press and the following screen loads:
Employee Administration
=N Yiew: | |
Lastname Firsinane Location Department Username Active
Einfalt Laah Head Office Public Relations leaheinfalt i
Knights Cameran Head Office Human Resources Cam Y
Smith John Head Office Technical Support johnsrnith b
Smith Jahn Head Cffice Engineering john Y
H Y =] .i ogaut
5. Archive additional users or return to e Logout
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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.

1. Select 8 from the below screen upon logging in:

Welcome: admin | Fesdba

Menu a5

17

Welcome: leaheinfalt | Feedbac

2. The following screen then loads:

Change My Password

Submit Reset
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3. The employee then enters the following information:

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

New Password* |Enter the new password you would like to use
Example: password?2

Confirm New Retype the new password for confirmation
Password* Example: password?2

Submit .
Once completed, select and the following screen loads

advising the user that their password has been changed successfully:

Welcome: leahinfalt | Feedback | 2 Logout

Change My Password
Your Password has Been Changed Successfully

Conrmbew [

Password*

Submit Reset

o Haorne

4. From here you can return to
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Vehicles

Add a new vehicle
1. Log into OurFleet as an administrator. The following screen loads:

Welcome:

Administration

& Employees —t
s = $ i
& venicies : T i ;
: 3
%* General ~ 1 B
& Fuel Import

anual
e
help
©

2. Select = "*"“'** from the Administrator menu and the following screen

summarising all vehicles appears:

Welcome: admin |

Administration
Vehicle Administration
-9 Employees

@ Add vehicle view: All | Active | Inactive
® vehicles
Registration Model Colour Owner E-Tag Insured Location Key TagID  Fuel Card ID

“* General VKOS59 Toyota Tarage - Van Platimun 14 @9 willow 123456 Arc

& Fuel tmport TZ¥375 Holden Commodore - Wagon Silver 14 @p Wodanga 4 Arc

[ Reports UXH418 Toyota Camry Altise - Sedan Baige 14 @9 Wodanga Arc

wIuo18 Holden Commaodare - Sedan Silver x %y Wangaratta Arc

Menu WLL470 Ford Falcon - Wagon Silver b4 v Wodanga [3 Arc

| Bookings WNU7 54 Toyota Corolla - Sedan Silver b4 v Wadonga El Arc

& change Password w01918 Ford Falcon - Sedan Silver x v" wodonga 11 Arc

No Registration Holden Epica - Sedan Silver Brown x v" Wangaratta Arc

wsu3ss Holden Epica - Sedan Silver x V wodanga Arc

wTNB24 Toyota Aurion ATX - Sedan Silver x V Wodanga Arc

WUK275 Ford Focus - Sadan Silver x V Wodanga Arc

WWI7Z75 Toyota Aurion ATX - Sedan Silver x v; Wodanga 3 Arc

WWI?76 Toyota Aurion ATX - Sedan Tungsten x v; Wodanga 8 Arc

WWIZ?7 Toyota Aurion ATX - Sedan Sakana x v" Wangaratta Arc

WWI781 Toyota Camry - Sedan Sakana » .g wodanga Arc

WWI784 Toyota Camry Altise - Sedan Silver » .g wodanga Arc

WWI789 Toyota Aurion ATX - Sedan Tabasco 14 v Wadanga Arc

WYW4T L Hyundai Sonata Diesel - Sedan Silver » v wadanga Arc

XHF201 Kia Camnival - Van Gray » v Phaenix Arc

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

appears:
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Welcome: admin | Feedback | ¥ Logout

a New Vehicle
& Keytag 1D ] @ Additional Vehicle Details
Location* ?) Additional Details, including:
s . semieaiepai oo
@ Maodel* ‘55|E.3t > EH v * Fuel Usage
+ Odometer readings
Year™ 1 @ -DAccid:nt Repnrtz
Menu Date Obtained* o 15[=] L2 ° BEmzgs s
= o P « Infringement Reports
5 — - ‘I:l | N Q may be completed after adding the new Vehicle
Seats™® 1 LY
Colour® —
Eiag 1¢ —
Fuel Card ID l:l
Include In Bookings
Submit Reset
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
Cost Centre* Select the vehicle’s default cost centre from the drop down list

of available cost centres.

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

oct [v] [10[v] [z008]

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
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Field Name

Description

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

Fuel Card ID Enter the vehicle’s fuel card ID number

Example: 1234

Include in bookings

Is this vehicle available for other people to book?

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

New Vehicle

. Keytag ID : 107 Additional Vehicle Details
L= S Eim Additional Details, including:
& Cost Centre : ABC
Model : Toyota Camry - Sedan * Registration Details
= Year : 2010 + Service/Repair Details
[ Date Obtained : 2011-10-09 + Fuel Usage
Purchase Cost: 49939 + Odometer readings
Initial Odometer : 123 + Accident Reports
Menu Seats : s + Damage Reports
=8 Colour : Red = Infringement Reports
2 Etag I1d : 65 may be completed after adding the new Vehicle
Fuel Card ID : 6789
Include In Bookings Yes
Confirm Cancel

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

screen loads:

ome: admin | Feed
dmnisuation Registration History
-~
-
Vehicle
> Red Toyota Camry - Sedan

3 3
|
= Registrations New Registration
@ Reg. Type Starts Expires Cast Number®

U &
Menu
State™ Select -->

©

5 Start Date*® o LY
Expiras® o 2011
MNotes
)
Submit Reset

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
LAl
Oct [w| |10 |»| |2006
cxample: L0t [¥] [10]v] [z005]
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Field Name Description

Expires* Enter the date registration expires
LRl
Oct W | |10 |w| (2006
Example: I—u I—u -
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:

esmize i || Foelses | ) e

Administration

-3

Registration History

Vehicle
&
Purple Holden VZ Berlina - Sedzn
e |
@ Registrations New Registration
(] Reg. Type Starts Expires Cost Mumber: TUKE52
Type: Car
- Start Date: Wov 4th 2008

- eny Expires: Mov 3rd 2009

@ Cost: 450,00
a Motes:
Confirm Cancel
. . Canfirm .
9. Review the data and if correct, select and the following

screen loads:

e: admin | Feedhack | 28 Logaut

Ad istrati
ministration Registration History

Vehicle
=]
Purple Holden Y2 Berlina - Sedan[TUK252]
]
|
= Registrations New Registration
7] Reg. Type Starts Estpires Cost Mumber* L]
TUKESZ Car Moy dth 2002 Mov 3rd 2009 450,00 Type* lm \‘_;"
Menu
B State*® Select - x L]
A Start Date* ™ Tnov =] [¢ =] [2008] @
[ 7} 1l
Expires” = Thev =] [¢ =] 2008 @
Notes
v
o
Submit Reset
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10. Press and the following screen loads prompting you to enter
insurance detalils:

Administration

Edit ¥ehicle
&
£ The Basic details for this vehicle have not yet been completed
) The following sections require attention:
e » Insurance Details
L4 ey D) 1 @ & Registration Details
Location™ - @ L
Menu Wodonga “ Insurance Policies
] Model* Holden ¥Z Berlina Sedan = @
a Year® 2006 e Mo Insurance Listed
Date Obtained* £ |NDV -1 [ = £+
@/ | ease Information
Purchase Cost 10000.00 @
il Ot o © FaT Dol
Seats™* @ @ vehicle Maintenance Details
Calour* @ © Fuel Usage
(2] ;
Etag Id 1 T % Odometer Readings
Include In Bookings ~
‘Y Accident Reports
Subrmit Reseat ' Damage Reports

& Infringement Reports
& Employee Reimbursements

< Inclusions

11. From here you can add the insurance details, return to
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12. To add the insurance details click and the
following screen loads:

e: admin | Feedback | B Logout

Administration Insurance History

- Vehicle
Purple Holden W2 Berlina - Sedan[TUKE52]
G
|
@ Insurances New Insurance
7] Start Date Enpires Palicy Number Monthly Cost Broker* [select —> -1 @
policy tumber [ ©
Menu
. T — o
2 Start Date® " [wov =] [s =] [zoo8
Expiras* " Tnov =] o =] [zo0e 9

Description®

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
LAl
act w| |10 |w| [Z006
ceample. L0 [¥] [10[v] [Z005]
Expires* Enter the date the insurance policy expires
LAl
act w| |10 |w| [Z006
ceample. L0 [¥] [10[v] [Z005]
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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Insurance History

Administration

& Employees
& ¥ehicle
Vehicles Purple Holden VZ Berlina - Sedan[TUKESZ]
% General
<< Back | Add Insurance
= Fuel Import Insurances New Insurance
@ reports Start Date Expires Policy Number Monthly Cost Cost: RACY
Palicy
Number: et
Menu Monthly Cost: 30
[ Bookings Start Date: Havw 4th 2008
& Expires: Mow 3rd 2009
Change Password
9 Breseriism Includes windscreen
cover
Confirm Edit Cancel

15. Review the data and if correct, select oot and the following

screen loads:

Insurance History

Administration

& Employees
. ¥ehidle
Yehicles Purple Helden W2 Berlin - Sedan[TUKES2]
% General
=< Back | Add Insurance
= Fuel Import Insurances New Insurance
7] Reports Start Date Expires Policy Number Monthly Cost Broker* Selact > -
Now 4th 2003 Mow 3rd 2009 123478 50.00 History Palicy Number* ]
Menu 5
= Montniy Costr [ e
B Bookings B
2 Start Date® M [wov=l [0 = @
Change Password =
Expiras* B ev =) [o = @
Description®
-
e
Submit Reset
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16. Press and the following screen loads:

Administration

Edit Yehicle
8
a Keytag ID e ] @ Y Registration Details
. Location® B @ A
-] wodonga 9 Insurance Policies
Model® Halden VZ Berlina Sed - @
= olden =rina sedan &' Lease Information
& Yeart 2006 @ o .
@ FBT Details
Date Obtained* = Tev =] [1 =] @
& yehicle Maintenance Details
B Initial Odometer* 105100 ) ' Fuel Usage
& Seats® E ] @ Y odometer Readings
Colourt @ 9 accident Reports
L2
Etag 14 1 . 9 pamage Reports
Include In Bookings v g
o Infringement Reports
@ i
Submit Feset 2 Employee Reimbursements

' Inclusions

17.  If the vehicle has a permanent driver responsible for FBT, select
Y FBT Details

Hore

to continue otherwise, select

: & FBT Details .
18.  Selecting opens the following screen:

Administration

Edit Vehicle
8
P Keytag ID B ] @ @ Registration Details
s Location® = | (> -
& Wodonga ‘& Insurance Paolicies
Madel* Holden WZ Berlina Sed - @
=) olaen erlina sedan 9 | ease Information
@ Year® 2006 @ ’) il
‘Y FBT Details
Date Obtained* ™ ov =] [1 =] [zoos @
oV [2008] Employee  FBT Yalue Date Commenced Private Days
ey Purchase Cost 10000,00 9
@ il dometer® @
2 i =) < vehicle Maintenance Details
Calaur* L2 @' Fuel Usage
Etag Id 1 L*] 9 odometer Readings
Include In Bookings = 9 pccident Reports
Y pamage Reports
Subimit Reset

Y Infringement Reports
“ Employee Reimbursements

< Inclusions
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19. Select

Administration

to continue. The following screen loads:

FBT History

)
. Yehicle
Lo Purple Holden W2 Berlinz - Sedan[TUKE52]
- [
@ FBTs New FBT
] FBT ¥alue Date Commence: d Private Day: Employee Emplayee™ Im (*]
" FBT Walug® ] @
B end Dats Commenced® 98 [ 7o m L]
2 Private Days* |:| L]
Submit Feset
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[w] [z00e] &

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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21.

Administration

& Employees
& vehicles
& General

& Fuel Import

@ reports

Menu
[ Bookings

a2 Change Password

22.

Submit
Once completed, press

FBT History

¥ehicle

and the following screen loads:

FET Yalue

Purple Holden Y2 Berlina - Sedan[TUKES2]

<< Back | Add FBT
FBTs
Date Commenced

Private Days Employee

Review the data and if correct, select

screen loads:

Administration

New FBT
Employee: Daniellz Osmand
FBT Value: 1000
Date Commenced:  Nov Sth 2008
Date Concluded: M/A
Private Days: g0
Carifirrn Edit

Confirm

Cancel

and the following

A Employees
@ vehicles
& General

@ Fuel Import
':1;0 Reports
Menu
@ Bookings

& Change Password

FBT History

Vehicle

Purple Holden Y2 Berlins - Sedan[TUKES2]

<< Back | Add FBT

FEBTs
FBT Yalue  Date Commenced Private Days Employee Employee*
1000.00 Mow Sth 2008 50 Danielle Osmand Hiztan

i FET Walue*

Date Commenced®

Private Days*
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23. Press and the following screen loads:

Administration

Edit ¥ehicle

P Keytag ID B 1 @ & Registration Details

™ Losation* [Wodorga =] @ .
& wodonga Y9 Insurance Policies

([

Model* Holden ¥Z Berlina Sed - @ f
=5 alden erlina sedan Y Lease Information
g Year* 2006 @ 9 i
‘& FBT Details
Date Ohtained = [ =] [T = @
Menu @ yehicle Maintenance Details
Furchase Cost 10000,00 @
. it odormeter @ © Fusl usage
& Seats® | @ “ odometer Readings
Calaur* @ 9 accident Reports
@
i L 1 . &/ Damage Reports
Include In Bookings I .
> Infringement Reports
> i
Subrmit Reset 2 Employee Reimbursements

‘2 Inclusions

W'Ez' .
24.  If the vehicle has any inclusions, e.g. a towbar, select Inclusions to

enter these now and the following screen loads:

Edit Yehicle
&
a Keytag ID [ @ & Registration Details
3 Location® - @ ici
i wodonga | 9 Insurance Policies
Madel* Holden wZ Berlina Sedan = ©
=] olden eriina sedan @ | ease Information
i 0 @
@ e 2006 - © FBT Details
Crate Obtainsd* £ IND" - [1 = @
Menu Purchase Cost Q @ vehicle Maintenance Details
urchase Cos 10000.00 =
e Initial Odometer® 105100 (7] @ Fuel Usage
& Zeats® 7] ©' Odometer Readings
Colour* ©) Y nccident Reports
L]
Exsq 14 E— : @ Damage Reports
Include In Bookings I~

% [nfringement Reports
Submit Feset ' Employee Reimbursements

@ Inclusions

Mo Inclusions Listed

25.  Select to add inclusions and the following screen
loads:
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Welcome: admin | Feedback | "# Logout

Administration

- Vehicle Inclusions
-

& vehicle

Red Toyata Camry - Sedan[TYHE6S]

&

';W Inclusion Description Add Inclusion

4

aaaaaa t Toddler
Indlusion™ Select — [=]
L Description

26.  Select an inclusion from the drop down list and add any appropriate

Submit

comments if required (ie description of car seat, mobile phone number

associated with car phone etc) and then select Subt

screen loads:

Reset

. The following

Welcome: admin | Feedback |

Administration

1 Vehicle Inclusions
-
& Vehicle
Red Toyota Camry - Sedan[TYH6E5]
e ]
=
';W Inclusion Description Inclusion: car seat
WReports | T e Toddlar Description: Toddler car seat.
Menu Confim Cancel
]

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

screen then loads:

Welcome: admin | Feedback | ¥ Logout

Administration

' Vehicle Inclusions
8
& Vehicle
Red Toyota Camry - Sedan[TYH665]
W
=
@ Inclusion Description ‘Add Inclusion
L
aaaaaa 3 Toddler - .
aaaaaa 3 Toddler car seat. Select - [«]
Menu
Description
B
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28.  From here you can add additional inclusions or select

to the following screen:

to return

e ety || ez [ (2 ) usganit

e Keytag 1D
s Lacation*
e
=] Model*®
. e
,é@ Year
Date Obtained*
eny Furchase Cost
\i& Initial dometer®
5 Seats®
Colour*
Etag Id

Include In Bookings

29.  From here you can return to

Edit ¥ehicle

105100 @

Submit Reset

Y Registration Details
9 Insurance Policies
9 | ease Information
© FBT Details
@ vehicle Maintenance Details
9 Fuel Usage
¢ pdometer Readings
© accident Reports
£ pamage Reports
& [nfringement Reports
2 Employee Reimbursements

@ Inclusions

E Logout
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Vehicle Maintenance Details

Vehicle maintenance is used to

[J Schedule a service or repair appointment,
[l 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:

Administration

help
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2.

Select

&* vehicles

summarising all vehicles appears:

from the Administrator menu and the following screen

Administration
& Employees
& vehicles
& General
& Fuel tmport

@ reports

Menu
B8 Bookings

& change Password

3.

@ Add vehicle

Vehicle Administration

View: All | Active | Inactive

Registration Model Colour Owner  E-Tag  Insured Location KeyTagID  Fuel Card ID

YKO559 Toyota Tarago - Van Platimun b4 4 willow 123456 Arc
TYHE6S Toyota Camry - Sedan Red v v wodonga 107 6789 Arc
TZV375 Helden Commedors - Wagen Silver x s Wodonga 4 A
UXH418 Toysta Camry Altiss - Sedan Esigs x v Wodonga A
WIUD18 Holden Commoders - Sedan Silver x < Wangarztta A
WLL470 Ford Falcon - Wagon Silver x v wodonga 3 A
WNU754 Toyota Corolla - Sedan Silver x < Wodonga 9 A
w01918 Ford Falcon - Sedan Silver x v Wodonga 11 A

Mo Registration Holden Epica - Sedan Silver Brown x v Wangaratta A
wsu389 Helden Epica - Sedan Silver x < Wodonga A
WTNE24 Toyota Aurion ATX - Sedan Silver x v wodonga A
WUK275 Ford Focus - Sedan Silver x v wodonga A
WWIZ75 Toycta Aurion ATX - Sedzn Silver x < Wodonga 3 A
WWI776 Toyota Aurion ATX - Sedan Tungsten x v wodonga 8 A
WWIZ77 Toysta Aurion ATX - Sedzn Szkana x vy Wangarztta A
WWIZ81 Toyota Camry - Sedan Szkanz b4 vy Wodonga A

details. The following screen appears:

Select the vehicle that requires service/repair by clicking the registration

Ad istration

& Employees
® vehicles
“* General

& cuel Import

@ reports

Menu
5 Bookings

& change Password

Keytag ID
Location*

Cost Centre®
Model*

Year*

Date Obtained™
Purchase Cost
Initial Odometer*
Seats*

Colour*

Etag Id

Fuel Card 1D

Include In Bookings

Edit Vehicle

=)
©

=
II
4]

€

Wodonga

ABC [=]

@ |i|>—~a
o | |o
@ 5|8
[} )
il
o
]
<

Submit Reset
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& vyehicle Maintenance Details . .
4. Select and the following screen is
provided:

Administration ~ .
Edit Vehicle

& Employees
& Registration Details

 vehicles Keytag ID
™ Location*® @ o
“* General Y Insurance Policies
5 Cost Centre®
& Fuel 1mport Y Lease Information
o Model* @
¥ Reports Y FBT Details
Year®
Menu Date OBainad @ @' vehicle Maintenance Details
& Bookings Purchase Cost o e A
8 Change Password Initial Odometer* o @ @ Fuel Usage

* j 1
. - Y odometer Readings
@ §
©' Accident Reports
g 1 v
@
Fuel Card 1D Damage Reports

Include In Bookings

Colour*

% Infringement Reports
' Employee Reimbursements

Submit Reset < Inclusions

View All Maintenance Details...

5. Select and the following screen is provided:

Administration
¥ehicle Maintenance Management

& Employees Vehicle

@ yehicles Purple Holden WZ Berlina - Sedan[TUKB52]
% General <= Back | Add Maintenance Appointrient

& Fuel Import Date Agent Comments

Odometer Reading

@ reports

Menu
B Bookings

& Change Password
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6. Select and the following screen appears:

Welcome: admin | Feedback IE[ Logout

Administration R )
Yehicle Maintenance Management

)
Yehicle
& Purple Holden Y2 Betlina - Sedan[TUK852]
New Maintenance Appointment
@-“W g [Select = @
: Odometer Reading® [ ] @
Menu Appaintment Date® 2 m IE
B E;;?::;:tad Return = nev = [16 =] @
= Cormments®
L4 :
Submit Back Deleta
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 |v| |10 v [zo06] T

Example:
Expected Return Enter the expected return date
Date*

cxample: L0 [¥] [10[] [Z05E] £
Comments* Enter any relevant comments

Example: 10,000 scheduled service
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Submit .
and the following screen loads:

8. Once completed, press

Administration
VYehicle Maintenance Management
& Employees
Vehicle

® yehicles Purple Holden WZ Berlina - Sedan[TUKES52]

¥ General
& Fuel Import Agent : Blacklocks Ford
v Cdometer Reading: 115000

Appointment Date: Mov 16th 2008

@ neports
Expected Return Date: Mov 16th 2008
Rl Actusl Date: Now 16th 2008
= Comments: 115000 service
[ Bookings
Canfirm Edit Cancel Delete

& change Password

9. Review the data and if correct, press ot and the following

screen appears:

=

ne: admin |

Administration i i . .
Maintenance Appointment Administration
& Employees
Yehicle
& vehicles Purple Holden V2 Berlina - Sedan[TUKS52]
% General S
= Fuel Import ¥iew Maintenance Appointment Yiew Service Details
i darneter Reading: 115000
@ Reports @ d , ,
Appointrnent Date: Mov 1eth 2008 Mo Current Service Def&‘”&
Menu Expected Return Date: Mov 16th 2008
B sooki Actual Date: Now 16th 2008
puiinas Comments: 115000 service
& Change Password
MNew Service
Edit Booking

View ¥ehicle Repairs | Add Repair
Description Cost
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<= Back

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

Administration

¥ehicle Maintenance Management

8 Employees ¥ehicle
 yehicles Purple Holden ¥2 Berlina - Sedan[TUK352]
& ceneral <= Back | Add Maintenance Appointment
@ Fuel Import Date Agent Odometer Reading Comments
@ Reports Now 16th 2008 Blscklocks Ford 115000 115000 service History
Menu

ua Bookings

a Change Password

11. Return to E or -

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

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

Administration ) . )
Vehicle Administration
- Employees

& add vehicle View: All | Active | Inactive
& vehicles
Registration Madel Colour Owner ETag Insured Location KeyTagID  Fuel Card ID
%* General VK559 Toyota Tarago - Van Platimun x < willow 123456 Arcl
& Fuel 1mport TYHEES Tayota Camry - Sedan Red v y Wodanga 107 6789 Arcl
(7] Reports TZV375 Holden Commodare - Wagon Silver x y Wodonga 4 Arcl
UxHa1e Toyota Camry Altise - Sedan Baige x < Wodanga Arc
Menu wIuo18 Holden Commodore - Sedan Silver x v Wangaratta Arc
B Bookings WLL470 Ford Falcon - Wagen Silver x " Wodanga & Arcl
& change Password WNU754 Toyata Corolla - Sedan Silver x v Wodonga s Arcl
woJs1s Ford Falcan - Sedan Silver x v/ Wodonga 11 Arcl
No Registration Holden Epica - Sedan Silver Brown x " Wangaratza Arcl
wsuz8s Holden Epics - Sedan Silver X v Wodonga Arcl
WTNE24 Toyota Aurion ATX - Sedan Silver x v Wodanga Arcl
wuKz75 Ford Focus - Sadan Silver x " Wodanga Arcl
WWI775 Toyota Aurion ATX - Sedan Silver x v Wodonga 3 Arcl
w776 Toyota Aurion ATX - Sedan Tungsten x v Wodanga e Arcl
wWwI777 Toyots Aurion ATX - Sadzn Sakans x y Wangaratzs arcl
w781 Toyota Camry - Sedan Sakana x < Wodonga Arcl
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13.

The following screen is provided:

Administration

& Employees

& vehicles KevisaD
Location*
%“* General
- Cost Centre*
& Fuel Import
# Model*
@ Reports
Year®

Date Obtained*

Purchase Cost

Initial Odometer™
Seats*

Colour*

Etag Id

Fuel Card ID

Include In Bookings

=

14. Select

@
°
[Toyota camry sedan =] 7]
Q@

Liif @
o
123 @
@

Submit

Yehicle Maintenance Details

Edit Vehicle

& Registration Details
‘@ Insurance Policies
Y Lease Information
Y FBT Details
' vehicle Maintenance Details
9 Fuel Usage
Y odometer Readings
' Accident Reports
Y pamage Reports
' Infringement Reports
Y Employee Reimbursements

Y Inclusions
Reset

and the following is provided:

Administration

& Employees
& venices (e
Location®
%¥ General
- Cost Centre®
& Fuel Import
& Model=
@ reports
Year*

Menu

Date Obtained*

Purchase Cost

Initial Odometer*
Seats*

Colour*

Etag Id

Fuel Card ID

Include In Bookings

©

[

Toyota Camry Altise Sedan

=

o
>
|
Submit
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Edit Vehicle
% Registration Details
Y Insurance Policies
Y Lease Information
Y FBT Details
' vehicle Maintenance Details
Most Recent Maintenance Details
Date : Mar 4th 2008
Agent : Jacob Toyota
Odometer Reading : 7686
Serviced? Yes
Repairs :
Cost Description
Na Repairs Performed
Y Fuel Usage
Reset

' odometer Readings

9 Accident Reports
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View All Maintenance Details,..

15. Select and the following screen appears:

ne: admin |

Administration
¥ehicle Maintenance Management

& Employees Wehicle
Purple Holden Y7 Berlina - Sedan[TUKE52]

& vehicles

4# General << Back | Add Maintenance Appointment

@ Fuel Import Date Agent Odometer Reading Comments
Mou 16th 2008 Elacklocks Ford 115000 115000 service Histor:
59 Reports ¥
Menu

B Bookings

& Change Password

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

e admin |

Administration
Maintenance Appointment Administration

& Employees

VYehicle
® vehicles Purple Helden Y2 Barlina - Sedan[TUKB52]
¥ General <= Back
& Fuel Import Yiew Maintenance Appointment Yiew Service Details
'30 Reports Odometer Reading: 115000 . .
Appointrnent Date: MNow 16th 2008 No Current Service Deta"is‘
Menu Expected Return Date: Mow 16th 2008
= . Actual Date: Mow 16th 2008
Bookings Comments: 115000 service
& change Password
Mew Service
Edit Booking

view Vehicle Repairs | Add Repair
Description Cost
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. . Mew Service ]
17.  To enter service details, select and the following screen

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

welcome: admin | Feedback | 28 Logaut

Administration ) R . )
Service/Repair Administration

Yehicle
& Purple Holden ¥Z Betlina - Sedan[TUKES2]
-]
@ New Service Details
@
Odometer Reading®
Menu Hext Service Date® ™ [0, 7] [¢ =] [zo0s @
& Description®
&8 Standard Senice B

Subrnit 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

Next Service Date* Enter the suggested next service date

[oct [w] [10[w] [z00e] &

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

Administration

Service/Repair Administration
& Employees

¥ehicle
& vehicles Purple Helden W2 Berlina - Sedan[TUKaS2]
%* General
@ Fuel 1 . Cost; 500

uel Impo
B v Mext Service Odometer Reading: 125000
‘%‘9 Reports Mext Service Date: Mov 9th 2009

Description: Standard Service
Menu
Canfirm Edit Cancel

B pookings

& Change Password

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

screen loads:

Administration

Maintenance Appointment Administration
& employees

Yehicle
® yehicles Purple Holden WZ Berling - Sedan[TUKSS2]
W General << Back
& Fuel Import ¥iew Maintenance Appointment Yiew Service Details
@ reports Odometer Reading: 115000 Cost: 500,00
Appointment Date: Mow 16th 2008 Next Service Odometer Reading: 125000
Menu Expected Return Date: Mov 16th 2008 Next Service Date! Hav Sth 2009
ua N Actual Date: Moy 16th 2008 Description: Standard Service
Bookings
Comments: 115000 service
a8 Change Password
Edit Booking Edit Service

Yiew Yehicle Repairs | Add Repair

Description Cost
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21. To add repairs, select or return to

you add repairs, the following screen will load:

M Home el | ogout

Administration

Service /Repair Administration

¥ehicle
& Burple Holden WZ Barlins - Sedan[TUKE52]
o=
= New ¥ehicle Repairs Agent® [Select = =] @
Description Cost "
Description™®
Menu -
L2
Submit Reset 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

Subirnit

and the following screen loads:

Administration

& Employees

Service/Repair Administration

Yehicle

& vehicles

% General
New Vehicle Repairs

& Fuel Import o
Description

Purple Holden Y2 Berling - Sedan[TUKES2]

D reports
Menu
B Bookings

a Change Password

Confirm

24. Review the data and if correct, press

screen loads:

Descriptionl:

Cost; Z50
Aerial repaired

Confirm Edit Cancel

and the following

Administration

& Employees

Service /Repair Administration

¥ehicle

@ vehicles

% General

Purple Holden Y2 Barlina - Sedan[TUKES2)

|selzct - = L]

L 1

New Yehicle Repairs Agent*
& Fuel Import e ?

Description Cost: N
Cost’
@ Reports Asrial repaired 250,00 History

Description®
Menu

B Bookings

a Change Password

2]

Subrnit Resat Back

25.  From here you can add additional repairs or return to m 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:

Welcome: admin |

Administration i . i
Vehicle Administration

& View: 1 1

=

Registration Model Colour Owner E-Tag Insured Location KeyTagID  Fuel Card ID Actions

W VKOS59 Toyota Tarage - Van Platimun x v Willow 123456 1
= TYHEES Toyota Camry - Sedan Red v v Wodonga 107 5783 |
] TZV¥375 Holden Commodors - Wagon Silvar x v Wodonga 4 1
UXH418 Toyota Camry Altise - Sedan Beige x 4 wodonga |
Menu wiuoise Holden Commodore - Sedan Silver x v Wangaratta |
=8 WLL470 Ford Falcan - Wagon Silver b4 vy Wodonga 3 |
8 WNU754 Toyota Corolla - Sedan Silvar » v Wodenga 9 1
wol91s Ford Falcon - Sedan Silver x V Wodonga 11 I
No Registration Holden Epica - Sedan Silver Brown x v Wangaratta 1
WSUZ89 Halden Epica - Sedan Silver x ¥ 4 Wodonga |
WTNS24 Toyota Aurion ATX - Sedan Silvar x \,( Wodonga 1
WUK275 Ford Focus - Sedan Silver x ¥ 4 Wodonga I
wwWI775 Toyota Aurion ATX - Sedan Silver x ¥4 Wodonga 3 |
WW1776 Toyota Aurion ATX - Sedan Tungst=n »x v/ Wodonga 8 1
WWI777 Toyota Aurion ATX - Sedan Sakana b 4 v Wangaratta |

2. The following screen loads:

Welcome: admin | F=

Administration

- Edit vehicle
&
& Keytag 1D Y Registration Details
Location® @ .
e Y Insurance Policies
= Cost Centre*
= Y’ Lease Information
@ Model* @
d Y FBT Details
Year®
Menu T @ 9/ vehicle Maintenance Details
e Purchase Cost * Y Fuel Usage
8 Initial Odometer* [ @ 2 odometer Readings
Seats* E 1 9 ' Accident Reports
Colour= v
Silver © pamage Reports
Y Infringement Reports

Include In Bookings ¥ Employee Reimbursements

Y Indlusions
Submit Reset

Y Fuel Usage

3. Select and the following screen is displayed:
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Administral

n
8 Employees
& vehicles
%#* General
& ruel Import

@ reports

Menu
[® Bookings

& change Password

4. Select

Edit Vehicle

Keytag ID © Registration Details

odonga [=] ' Insurance Policies

Modsl= [Ford Falcon Sedan [-] Z

Ve 2
o=

Date Obtained*

©' Lease Information

' FBT Details

' vehicle Maintenance Details

Purchase Cost @ “ Fuel Usage
e — o st = =
@ February, 2009 a4 5388
Seats® )
1 January, 2009 as 5269
Colour* @ December, 2008 184 194,11
Etag 1d ) November, 2008 245 20258
October, 2008 173 266.12

LT —

Include In Bookings

% odometer Readings

“' Accident Reports

Submit” Reset

Y' pamage Reports

Wi All Fuel U . . .
ST TR and the following screen is displayed:

Administration

& Employees
® vehicles
% General

& ruel Import

@@ Reports

Menu

Bookings

& Change Password

Fuel Usage

Vehicle

Silver Ford Falcon - Sedan[w01318]

Fuel History (Last 12 Months) New Fuel Data

Date Amoaunt Cost Card No. Odometer
cost —
odometer Reang™ [ @

Card No.*

Fuel Date*

\ Subrmit ||

Reset
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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 [w] [10[s] [Zoos] B2
Example:
Submit .
6. Once completed, press and the following screen loads:

NN

Administration
Fuel Usage

-3
Y vehicle
. Purple Holden V2 Berlina - Sedan[TUKE52]
=S
@ Fuel History (Last 12 Months) Date: MNow 8th 2008
Date Amount Cost Card No. Odometer Litres: 50
Cost: 75
Menu Odometer Reading: 75000
E Card No: 12345
a Confirm Edit Cancel
. . Canfirm .
7. Review the data and if correct, press and the following
screen appears:
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Administration

8 Employees
@ vehicles
%8 General

B Fuel Import

@ reports

Menu
uﬂ Bookings

=% Change Password

Fuel Usage

Yehicle

Purple Holden Y2 Berlina - Sedan[TUKE52]

<= Back
Fuel History {Last 12 Months)
Date Amount  Cost  Card No. Odometer
itres*
Mow 8th 2008 s0 75.00 12345 75000 Hisrary Litres
Cost*

New Fuel Data

1
L 1

L —

Card No.*

Fuel Date*

ISE\ECt - 'I

2 Thov =] | [zo08]
* [rov =] [o =] [zoos

@

Subrnit ” Reset

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

Vehicle Administration

& View: 1 1

Registration Madel Colour Owner E-Tag  Insured Location Key Tag ID Fuel Card ID Actions
- ¥KO559 Toyota Tarago - Van Platimun »® v willow 123456 |
= TYHEBS Toyota Camry - Sedan Red v v wodonga 107 6789 |
] TZV375 Holden Commodore - Wagen Silver x o Wedanga 4 |
UXH418 Toyota Camry Altise - Sedan Beige b4 v wodonga |
Menu WIUD18 Holden Commodore - Sedan Silver x < Wangaratea |
=B WLL470 Ford Falcon - Wagon Silver x v Wedanga & |
a2 WNU7 54 Toyota Coralla - Sedan Silver x v wodonga 3 |
wolsig Ford Falcon - Sedan Silver x V Wodonga 11 |
Mo Registration Holden Epica - Sedan Silver Brown b4 < Wangaratta |
WsU389 Holden Epica - Sedan Silver x v Wedanga |
WTNS24 Toyeta Aurion ATX - Sedan Silver x v 4 Wodonga |
WUK27S Ford Focus - Sedan Silver b4 v wodonga |
WWIF7S Toyota Aurion ATX - Sedan Silver »x v wodonga 3 |
WWI776 Toyota Aurion ATX - Sedan Tungsten x v Wedanga 8 |
WWIF77 Toyota Aurion ATX - Sedan Sakana x o Wangaratta |

2. The following screen loads:

come: admin |

Administration

- Edit Vehicle
&
& Keytag ID Y % Registration Details
o Wodanga [] 9 Insurance Policies
- Cost Centre™ DEF
L [=] Y Lease Information
o Model* [ Helden Commodore Wagen =] @
i © FBT Details
Year* 2006 L]
) ¢ vehicle Maintenance Details
Menu Date Obtained™ = 2007 @
5 Purchase Cost 25990.00 o Y Fuel Usage
a Initial Odometer® 43000 @ ' odometer Readings
t )
Seats’ E 1 9 ' Accident Reports
Colaur ° @ Damage Reports
Etag 14 1 v
Y Infringement Reports
LT — e
L i
T B ¥ Employee Reimbursements
Y Inclusions
Submit Reset

¥ odometre Readings

3. Select and the following loads:
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Administration

& Employees
® vehicles
“* General

B ruel Import

@ reports

Menu
B8 Bookings

& change Password

4. Select

Keytag ID
Location*®

Cost Centre*
Model™

Year®

Date Obtained*
Purchase Cost
Initial Odometer™
Seats*

Colour®

Etag Id

Fuel Card ID

Include In Bookings

View Odornetre Readings...

©

!ﬂ

Wodonga

DEF [=]

Holden Commedore Wagen

2006
e
25990.00
48000
1 @
@
0
Submit

following screen loads:

Reset

Edit Vehicle

4 Registration Details

% Insurance Policies

¥/ Lease Information

Y FBT Details

Y vehicle Maintenance Details

Y' Fuel usage

Y odometer Readings

No Odometer Readings Entered

Y Accident Reports

“' pamage Reports

' Infringement Reports

[FTR -

“' Employee Reimbursements

to enter odometer readings and the

Administration

-3 Employees
® vehicles
% General

& Fuel Import

@ reports

Menu
Ea Bookings

& change Password

Odometer History

Yehicle

Reading Start

Odometer Readings
Reading End Date Start

Purple Holden ¥Z Berlina - Sedan[TUKS52]

<< Back | Add Odometer Reading

Date End

New Odoemeter Readin

Employes® Select --> VI

a

Department® |Se|ect >

Reading Start*

Reading End*

Date Start® =
Date End* =
Frivate
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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
[oct [w| [10[v] [zone] T2
Example:
Date End* Enter the date the travel concluded
(oct (w| [10|v] [2o08]
Example:
Private Select the checkbox if the travel is considered private
Example: [
Submit .
6. Once completed, press and the following screen loads:

welcomne: admin | Feedback | E[ Logaout

Administration odometer History

8
. Yehicle
L Purple Holden WZ Berlina - Sedan[TUKES52]
q,i‘
|
= Odometer Readings Employee: John Smith
(] Reading Start Reading End Date Start Date End Department : Finding Salutions
Reading Start: 125000
({Emm Reading End: 125512
Date Start: MNow 6th 2008
& Dats End: Moy 10th 2008
F=N Private; Ma
Canfirm Edit Cancel
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7. Review the data and if correct, press ot and the following

screen loads:

ne: admin | |ﬂ

Administrati
ministration Odometer History

& Employees
¥ehicle

& vohi
Vehicles Purple Holden Wz Berina - Sedan[TUKES2]
& General
<= Back | Add Odarmeter Reading

& Fuel Import Ddometer Readings New Odometer Reading

gﬁ Reports Reading Start Reading End Date Start Date End Ermnployee* Select - - @
125000 125512 Mou 6th Z003 Mov 10th 2008 History PepCRen [seloct = Q
Menu y
l:ﬂ Bookings

L R @
Date Start* " av =] [10=] L7
Date End* ™ Nev =] [10=] L7

Private r e

a8 Change Password

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:

Vehicle Administration

& View: 1 1
Registration Model Colour Owner  E-Tag  Insured Location KeyTagID  Fuel Card ID Actions
ad VKO553 Toyota Taraga - Van Platimun » o willow 122456 |
= TVHESS Toyota Camry - Sedan Red v o Wodanga 107 7839 |
[ TZva7rs Holden Commodara - Wagon silver x o wodanga 4 |
UxHa1E Toyota Gamry Altise - Sedan Beige ® v Wodanga |
Menu wIuo1s Holden Commadore - Sedan Silver » \,( Wangaratta |
B WLL470 Ford Falcon - Wagon Silver x < Wodanga B |
&8 WNU754 Toyota Corollz - Sadan Silver x v Wodanga s |
woIs18 Ford Falcon - Sedan Silver ® v Wodanga 11 |
Mo Registration Holden Epica - Sedan Silver Brown ® v Wangaratta |
UEEEE] Holden Epica - Sedan Silver x < Wodanga |
wTNE24 Toyota Aurion ATX - Sedan Silver x < Wodanga |
WUK275 Ford Focus - Sedan Silver % v Wodanga |
WWI775 Toyota Aurion ATX - Sedan Silver ® v Wodanga z |
WWI776 Toyota Aurion ATX - Sedan Tungsten » \/ Wodanga e |
ww1777 Toyota Aurion ATX - Sedan Sakana x o Wangaratta |
wwi781 Toyota Camry - Sedan Sakana Y4 v Wodanga |

2. The following screen is displayed:

Administration

- Edit Vehicle
&
a Keytag ID B ] @ @' Registration Details
3 Weodenga © Insurance Policies
= Select -—> [] © Lease Information
o Model* [Ford Falcon Wagon = - ©
Y FBT Details
Year® 2008 Lt
Menu e ——— P = @ ¥ Vehicle Maintenance Details
b Purchass Cost 30920.00 o Y' Fuel Usage
a8 Initial Odometer* L2 ' odometer Readings
. )
Seats’ E @ Y Accident Reports
Colour* = @ Damage Reports
g 19 — @
' Infringement Reports

Y Employee Reimbursements

<

Include In Bookings
“ Inclusions
Submit Reset

3. Select ¢ AccidentReports  anq the following screen is displayed:
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Administration

& Employees
® vehicles
% General

& Fual Import

@@ Rreports

Menu
8 Bookings

& change Password

4. Select

Edit Vehicle
Keytag ID ] @ 9 Registration Details
sesEm ¥ © Insurance Policies
S ' Lease Information
Model* [Ford Falcon Wagen [=l e © BT Details
Year® e
RU—— © &' vehicle Maintenance Details
Purchase Cost @ ' Fuel Usage
Initial Odometer* L2l Y Odometer Readings
Seats™ B @ Y Accident Reports
Colour® @
Etsg 1d |:| ) No Accidents Listed
Fusl Card 1 I
Include In Bookings faoonave Seponts
' Infringement Reports
Submit Reseat

ViewfEdit Accident Details, ..

screen is displayed:

Administration

Q Employees
@ yehicles
% General

& Fuel Import

D peports

Menu
B Bookings

& Change Password

Accident History

Vehicle

& Tnrinsinne

Y Employee Reimbursements

to record an accident and the following

Purple Holden Y2 Berling - Sedan[TUKS52]

<< Back | Add Accident

Accidents

New Accident

Date Location Reference Employes® Select --> =
L —

Date™ e

[tiev 2] [1a 2]

Location®

Details of Damage*
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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

Form Reference

Enter an incident report reference number, if applicable

Example: 4567/2006

Date* Enter the date of the accident
[oct [v] [10]v] [z008] =

Example:

Time* Enter the time the accident occurred:
10 0o aM

campte: 10131 [00[¥] [am[¥]

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

6. Once completed, press

Submit .
and the following screen loads:

ne: admin | Feedback | ':_I Logout

Administration
&
&

Accident History

¥ehicle

&

] Date

Location

Purple Holden ¥2 Berina - Sedan[TUKS52]

Accidents New Accident

Reference Employee : Danielle Gsmand

Menu

=
&

Date :
Reference :

Mov 8th 2008 12:00am
4662

Cnr Smith and Jones
Street

Details of Damage
Minor damage to rear bumper.

Location:

Canfirm Edit Cancel
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7. Review the data and if correct, press ot and the following

screen loads:

Welcome: admin | Feedback IE Logaout

Administrati
ministration Accident History

Yehicle
&
Purple Holden V2 Berlina - Sedsn[TUKES2]
=]
= ‘

Accidents New Accident

] Date Location Reference Employee™ Select -~ - @
How &th 2008 10:00am Crr Srmith and Jones Street 4662 I A— ] @
Menu -
& Date™* ™ Imov =] |10 =] [z008 @
= Time* 10=] [oo =] [am =

Location*

Details of Damage®

Submit Reset

Home

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

Administration

Vehicle Administration

&8 & View: All | |

=)
Registration Model Colour Owner E-Tag  Insured Location Key Tag ID Fuel Card ID Actians

P YKOS553 Toyora Tarzgo - Wan Platimun b4 v Willow 123456 |

=) TYHBEES Toyota Camry - Sedan Red v 4 v wodanga 107 5783 |

] TZV375 Helden Commoders - Wagon Silver x y Wodengs 4 |

UxH418 Toyota Camry Altise - Sadan Beige x v Wodongs |

Menu wIuois Halden Commodare - Sedan Silver x v Wangaratta |

= WLL470 Ford Falcon - Wagon Silver b4 4 wodanga 3 |

a8 WNU754 Toysta Corlla - Sadan Silver x < Wodanga a |

wolsie Ford Falcon - Sedan Silver x v’ Wodanga 11 |

No Registration Holden Epica - Sedan Silver Brown x v Wangaratta |

wsu389 Helden Epica - Sadan Silver * < Wodangs |

WTN824 Toyota Aurion ATX - Sedan Silver b4 v wodanga |

WUK275 Ford Focus - Sedan Silver x v Wodongs |

WWI775 Toyota Aurion ATX - Sedan Silver b4 v wodanga 3 |

WWI?76 Toyota Aurion ATX - Sedan Tungsten b4 v Wodonga 8 |

WWI777 Toyota Aurion ATX - Sedan Sakana b4 o Wangaratta |

2. The following screen loads:

me: admin |
Administration ) .
Edit Vehicle
8
=Y Keytag ID & Registration Details
Location™ @ S
e Y Insurance Policies
P Cost Centre*
= 9 Lease Information
7y Model" @
a Y FBT Details
ear*
Menu . @ Y vehicle Maintenance Details
2 Purchase Cost Q@ ' Fuel Usage
8 Initial Odometer™ ] @ Y odometer Readings
Seats™ 1 @ 9 Accident Reports.
colour v
puy Silver ¥ Damage Reports
etag 14 1 v i
¥ Infringement Reports
LI m— e e
o i
T —— Y' Employee Reimbursements
Y Inclusions
Submit Reset

¥ Damage Reports

3. Select and the following loads:
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Administration
& Employees
& vehicles
& General
& Fuel tmport

@ reports

Menu
B8 Bookings

& change Password

Keytag ID
Location™

Cost Centre®
Model*

Year*

Date Obtained*
Purchase Cost
Initial Odomater*
Seats®

Colour*

Etag Id

Fuel Card ID

Include In Bookings

Edit Vehicle

& Registration Details

% Insurance Policies
Y Lease Information

< FBT Details

Y Fuel Usage

@ Y vehicle Maintenance Details

Y odometer Readings

Y Accident Reports

9" pamage Reports

Submit Reset

No Damage Listed

% Infringement Reports

& Tnrlucinnc

“' Employee Reimbursements

4. Select “=v/EAt bemaas betallsn to add new vehicle damage and the
following screen appears:

Administration

& Employees
& yehicles
%* General

& Fuel Import

@ peports

Menu
B Bookings

a2 Change Password

Damage History

Yehicle

Purple Holden ¥Z Berlina - Sedan[TUKS52]

<= Back | Add Damage

Damages

New Damage

Reference Description Employes® ISa\aBt - =

Date™® &

Description®
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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] [2006] B

Example:

Time* Enter the time the damage was occurred:

10 % | (00 s | | aM |

cample: [101¥] [08[¥] [an (]

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

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

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

ot admin | Fesdback | 2 Logout

Administrati
ministration Damage History

Vehicle
&
Purple Holden W2 Berlina - Sedan[TUKESZ]
&
|
g Damages New Damage
'u@ Date Reference Description Employee: Danielle Osmand
Date: Now Sth 2008
Time: 10:00 AM
Menu
Reference: 4587
_'5 Description:
a Aerial broken.
Confirm Edit Cancel
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7. Review the data and if correct, press ot and the following

screen loads:

Welcome: admin | Feedback | E! Logout

Administrati
&mmls ration Damage History
Vehicle
=]
Purple Holden W2 Berlina - Sedan[TUKES52]
]
|

g New Damage

Damages
(] Date Reference Desaription Employes® Select --> - o
Mo 9th 2008 4587 Aerial broken, )
Date* "™ [uov =] [1o=] [z008 L*]
Menu
._-f] Time* 10 - |00 | [am -
Reference — o

Description™

Submit Reset

e Home

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:

Administration

Vehicle Administration

&8 & View: All | |

=)
Registration Model Colour Owner E-Tag  Insured Location Key Tag ID Fuel Card ID Actians

P YKOS553 Toyora Tarzgo - Wan Platimun b4 v Willow 123456 |

=) TYHBEES Toyota Camry - Sedan Red v 4 v wodanga 107 5783 |

] TZV375 Helden Commoders - Wagon Silver x y Wodengs 4 |

UxH418 Toyota Camry Altise - Sadan Beige x v Wodongs |

Menu wIuois Halden Commodare - Sedan Silver x v Wangaratta |

= WLL470 Ford Falcon - Wagon Silver b4 4 wodanga 3 |

a8 WNU754 Toysta Corlla - Sadan Silver x < Wodanga a |

wolsie Ford Falcon - Sedan Silver x v’ Wodanga 11 |

No Registration Holden Epica - Sedan Silver Brown x v Wangaratta archive |

wsu389 Helden Epica - Sadan Silver * < Wodangs |

WTN824 Toyota Aurion ATX - Sedan Silver b4 v wodanga |

WUK275 Ford Focus - Sedan Silver x v Wodongs |

WWI775 Toyota Aurion ATX - Sedan Silver b4 v wodanga 3 |

WWI?76 Toyota Aurion ATX - Sedan Tungsten b4 v Wodonga 8 |

WWI777 Toyota Aurion ATX - Sedan Sakana b4 o Wangaratta |

2. The following screen loads:

me: admin |

Administration

Edit Vehicle
8
=Y Keytag ID & Registration Details
Location™ @ S
e Y Insurance Policies
P Cost Centre*
= © Lease Information
7y Model" @
a © FBT Details
ear*
Menu . @ Y vehicle Maintenance Details
2 Purchase Cost @ ' Fuel usage

©

Y odometer Readings

— L ——

Seats™ Y ' Accident Reports

sz @
Silver © pamage Reports

S S 9»' ©' Infringement Reports
Fuel Card ID ]
Include In Bookings Y Employee Reimbursements
Y Inclusions
Submit Reset

Infringement Reports

3. Select and the following loads:
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Welcome: admin |

Keytag 1D
Location*®

Cost Centre™
Model®

Year®

Date Obtained™
Purchase Cost
Initial Odometer*
Seats*

Colour®

Etag Id

Fuel Card ID

Include In Bookings

4.

Select
the following screen loads:

Administration

Edit Vehicle
D @ Y Registration Details
@ Y Insurance Policies
DEF @ Lease Information
[ Helden Commedere Wagen [=] @ s
= (e o] [ @ ' vehicle Maintenance Details
e — Q@ Y Fuel Usage
@ £ odometer Readings
@ 9 Accident Reports
i" Y pamage Reports
1 - Y' Infringement Reports
I
Il No Infringements Listed
Submit Reset

Y' Employee Reimbursements

€ e beetae

to enter a new infringement record and

ne: admin | Fesdback | 28 Logout

Infringement History

8
= Yehicle
Furple Holden W2 Berlins - Sedan[TUK852]
& ;
= ; )
Infringements New Infringement
(1] Date Number Obligation # Cost Description Ermployee® Select --» - @
Date* " [nev =] [1o=] [zo0e @
Menu
B Hamber* — @
Obligation Mumber [ ] @
8
Cost* @
Description®
N
Submit Feset

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
Date* Enter the date the infringement occurred:
LAl
Example: (oct (w| [10|v] [zo08]
Number* Enter the infringement number quotes on the fine

Example: 6789006

Obligation Number

Enter the obligation number listed on the fine, if applicable
467923

Example:
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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 M and the following screen loads:

Administration

Infringement History

& Yehicle
Purple Helden W2 Berlina - Sedan[TUKES2]
-]
= |
Infringements New Infringement
] Date Number Dbligation # Cost Description Employee: Danielle Osmand
Date: Mov 9th 2008
Murnber: 897513
Menu
Obligation
[ Humber:
6% Cost: 180
Brang Speeding in 6km
zone
Corifirrm Ecdit Cancel
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7. Review the data and if correct, press ot and the following

screen loads:

t admin | Feedback | E Logout

Administration
2 Infringement History
Yehicle
=1
Purple Helden V2 Berlina - Sedan[TUKES2]
>
|

New Infringement

@- Infringements
& Date Number Dbligation #  Cost Description Employes* lm .7
Hou 9th 2008 397513 180.00  Speeding in 60km zone B = [wov sl [0 9
B som umbert — @
a Obligation Mumber [ ] >

Description®

Subimit Reset

M Home

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

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

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

Administration

' Vehicle Administration
£-3 - .
& View: | I
=)
Registration Model Calour Owner E-Tag Insured Location Key Tag ID Fuel Card 1D Actions

P YKOS553 Toyora Tarzgo - Wan Platimun b4 v Willow 123456 |
=) TYHBEES Toyota Camry - Sedan Red v 4 v wodanga 107 5783 |
] TZV375 Helden Commoders - Wagon Silver x y Wodengs 4 |
UxH418 Toyota Camry Altise - Sadan Beige x v Wodongs |
Menu wIuois Halden Commodare - Sedan Silver x v Wangaratta |
L] WLL470 Ford Falcon - Wagon Silver b4 4 wodanga 3 |
a8 WNU754 Toysta Corlla - Sadan Silver x < Wodanga a |
wolsie Ford Falcon - Sedan Silver x y Wodanga 11 |
No Registration Holden Epica - Sedan Silver Brown x v Wangaratta |
wsu389 Helden Epica - Sadan Silver * < Wodangs |
WTN824 Toyota Aurion ATX - Sedan Silver b4 v wodanga |
WUK275 Ford Focus - Sedan Silver x v Wodongs |
WWI775 Toyota Aurion ATX - Sedan Silver b4 v wodanga 3 |
WWI?76 Toyota Aurion ATX - Sedan Tungsten b4 v Wodonga 8 |
WWI777 Toyota Aurion ATX - Sedan Sakana b4 o Wangaratta |

2. The following screen loads:

me: admin |
Administration . .
- Edit Vehicle
-
- Keytag ID & Registration Details
Location™ @ S
"] Y Insurance Policies
B Cost Centre*
= Y Lease Information
7y Model* L
a Y FBT Details
ear*
e e e @ 9 vehicle Maintenance Details
= Purchase Cost @ Y Fuel Usage
2] Y/ Odometer Readings

— L ——

Seats™ Y ' Accident Reports

Colour 2
Silver © pamage Reports

S S 9" ©' Infringement Reports
Fuel Card ID ]
Include In Bookings Y Employee Reimbursements
Y Inclusions
Submit Reset

L2 i .
3. Select = Employee Reimbursements 5,4 the following loads:
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Administration
& Employees
® vehicles
%¥ General
& Fuel Import

e
@ reports

Menu
™ Bookings

& change Password

Keytag ID
Location™

Cost Centre*®
Model*

Year®

Date Obtained™
Purchase Cost
Initial Odometer*
Seats*

Colour®

Etag Id

Fuel Card ID

Include In Bookings

Edit Vehicle

o

[Toyots camry Sedan =] L

L

Le

- |i|“a[

< | e

@ Gl |8

o Ir:
bl
o
=1

©

Submit Reset

' vehicle Maintenance Details

' Employee Reimbursements

% Registration Details
‘Y Insurance Policies

Y Lease Information

Y FBT Details

Y Fuel Usage

© odometer Readings
' Accident Reports
Y pamage Reports

' Infringement Reports

No Reimbursements Listed

Y Inclusions

4 Select View/Edit Erployee Reimbursements. ., to add an employee
reimbursement and the following screen loads:

Ad

ration

& Employees
@ vehicles
% General

B Fuel 1mport

@ neports

Menu
ua Bookings

8 Change Password

Reimbursement History

¥ehicle

Employee

Purple Helden Y2 Berline - Sedan[TUKES2)

<< Back | Add Reimbursement

Reimbursements
Start Date Amount KMs
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End Date*

Description®

New Reimbursement
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|

B B
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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
eample: 02 [¥] [10[¥] [£o08] =

End Date* Enter the date the reimbursement concludes at
Example: loct [v] [10w] [zoos] B

Description* Enter any other relevant details
Example: Covers private travel

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

g edtiin || Fezlee | 2 ) egs:

Ad istrati
ministration Reimbursement History

8
& ¥ehicle
Purple Helden W2 Berlina - Sedan[TUK852]
-]
|
= Reimbursements New Reimbursement
(] Employee Start Date Amount KMs Amount: 180
Total Kms: 150
Menu Start Date: Mow 10th 2008
End Date: Mo 10th 2008
= Description: Private use
& Confirm Edit Cancel
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7. Review the data and if correct, press ot and the following

screen loads:

: admin | Feedback IE Logout

Administrati
ministration Reimbursement History

Wehicle
&
Purple Holden WZ Berlinz - Sedan[TUK352]
&
|
= Reimbursements New Reimbursement
'] Employee Start Date Amaunt KMs Emnplayes® Select --» - @
Smith, Jehn Mov 10th 2008 130,00 150 J— 1 @
Menu
= Total kms* — ¢
2 Start Date™ " [wov =] [10 =] [zo08
End Date* " o =] [0 =] [zo0s
Description®*
-
LY
Submit Feset

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:

Administration

- Vehicle Administration
£ 3 @ View: | I
&
Registration Model Calour Owner ETag Insured Lacation KeyTagID  Fuel Card ID Actions
ol VKOS58 Toyeta Tarage - Van Platimun » « willow 122456 |
= TYHEES Toyota Camry - Sedan Red o v Wodanga 107 5783 |
) Tzva7s Holden Commodore - Wagon Silver 4 v Wadanga a |
UxHa18 Toyota Camry Altise - Sedan Beige % v Wadanga |
Menu WIUo18 Holden Commodore - Sedan Silver x v Wangaratts |
=] WLL470 Ford Falcon - Wagon Silver x v Wodanga & |
a8 WNU754 Toyeta Corolla - Sedan Silver % v Wadanga s |
wo1s18 Ford Falcon - Sedan Silver x v Wodanga 1 |
No Registration Holden Epica - Sedan Silver Brown x v Wangaratta |
wsusgs Holden Epica - Sedan Silver x \, Wodanga |
wTNS24 Toyota Aurion ATX - Sedan Silver x v Wodanga |
WUK275 Ford Focus - Sedan Silver x v Wadanga |
Ww1775 Toyota Aurion ATX - Sedan Silver x v Wodanga E |
WWI776 Tayota Aurien ATX - Sedan Tungsten x v Wadanga B |
WWI777 Teyota Aurien ATX - Sedan Sakana ¢ QJ Wangaratta |
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2. Select the vehicle you wish to archive by clicking on the corresponding

button. The following screen will then load.

: admin | Feedback | 23 Logout

3.

Archive Yehicle

2005
2005-05-26

Tear:

Date Obtained:
Reference:
Initial Odometre:
Seats:
Colour:
E-taq:

Select --= 'I
" [hov =] [1o=
L 1

Recipient® | |

Sold or Traded*
Date Sold/Traded*

Sale/Trade Walue*

Canfirm Cancel

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.
B [nov [w] [29]+] [z008]

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
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Once completed, select Confi | and the following screen loads:

Welcome: admin | F

Administration

Vehicle Administration
a8 & View: All | 1
=]

Registration Model Calour Owner ETag Insured Location KeyTagID  Fuel Card ID Actions

o ¥KOSS59 Toyota Tarzge - Wan Platimun x v willow 123456 |

=] TYHEES Toyota Camry - Sedan Rad "4 ‘y Wodongs 107 5789 |

sw TZV3E75 Holden Commodore - Wagon Silver » g Wodonga a |

UXH4a18 Toyata Camry Altise - Sedan Beige x ¥ wodonga |

Menu WIUD18 Holden Commadors - Sedan Silver x v Wangaratz |

= WLL470 Ford Falcon - Wagon Silver x v Wodsongs 3 |

a WNU754 T Em b - Eer G » < Wodanga s |

wola1e Ford Falcon - Sadan Silver x v Wodongs 11 |

No Registration Holden Epica - Sedan Silwer Brown x ¥ Wangaratta |

wsu389 Holden Epica - Sedan Silver b4 « wodonga |

WTNE24 Toyota Aurion ATX - Sedan Silver x v 4 Wodanga |

WUK275 Ford Facus - Sedan Silver x ¥ wodonga |

WWI775 Toyota Aurion ATX - Sedan Silver x v Wodongs 3 |

WWI?76 Toyata Aurion ATX - Sedan Tungsten x ¥ wodonga ) |

wwiz77 Toyota Aurion ATX - Sedan Sakana b 4 v Wangaratta |

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

Horme or E Logout

5. Archive additional vehicles or return to
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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

a -
s :
@ . *
= r
= -
2. Select * and the following screen loads:

e: admin | Feedback | ¥ Logou

Administration

8 R
State Administration
had States New State
& State Name Abbreviation Full name* /1 @
= o e ©
@ S
NT Submit Feset
Menu e wa
) Australian Hitory acT
& TAS
3. To add a new state, enter the required information and press
Subimit
e '-".ﬁ.'i aOrme
4. From here you can add additional states or return to (O
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Manage Departments

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | =¥ Logout

General Administration

-
&
& .
i+ .
= .
.JW -
Menu .
= .
8 .

& B
Department Administration
e Departments New Department
9 Department Department Booking Servicing  Booking Amendment Deletion Department Name* |:| Q)
- Name Admin i i ificati ificati Natification
Department Admin* [ Select >
L
= S X X X x x
o - . = Booking Reminders
nnnnnnnnnnnnnn " "
Black v v M x v Service Reminders
Menu Finding x x x x x Booking Notification
Sol
= e Amendment
s X X X X X Notification
a ciss x X X x x Deletion Notification
—r X X X X X
willaw
ad a ) a ad Submit Reset
Themas x X X X x
Mitchell Dr
3. To add a new department, enter the department name,

4, Select the person responsible for the department’s administration from the
drop down menu of available employees,

5. Select the notifications that this department administrator should receive

submit
and press

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

or
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Manage Service/Repair Agents

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | ¥ Logout

General Administration

o
& .
= -
L] .
Menu .
= .
a8 .

2. Select * and the following screen loads:

welcome: admin | Feedback | E Logout

Administration

Service/Repair Agent Administration
- . .
Service fRepair Agents New Agent

i Agent Name City Phane Agant Name* L
@ Alan Capp Mew Cars Wangaratta 0357227222 Address* ] @
Heffernan Fard Pty Ltd Wangaratta | 0357214423 Q
L] Baker Motars Pty Ltd Albur 0260412400 l:l =
Blacklocks Fard Wadanga 0280245000 City* /7 L2

) Jacob Toyota Wodonga 0260247100

Y
q
Menu McRae Motors Wadonga 0260562333 P
9 L 1
State® — @
I 0260229500 Select -->

2 Jaceb Body & P ash Repairs wodonga
Wingaratta | 0357215300 Phane 1* |:| L
How wWodonga 0260562293
Fsila L 1 A
Wangarstta Motors Wangarstes | 0357222000
Pramier Panel Wangarstts | 0357218624
Grealy Motors Wodonga 0260241155 Submit Rasat

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

press Subirnit

Horme

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

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | =¥ Logout

General Administration

=1 . .
® :
L] —_—
-3 I
2. Select * and the following screen loads:

ot ettt || ot (|2 e

Administration

& Insurance Broker Administration
@ Insurance Brokers New Broker
% Broker Name Phone Email Broker Name® L=
= Elders Insurance 0260412790 Contact Namne* ] @
Ford Roadside Assist 1800133673
@ RACY 131955 (iilrest 7] @
Holden Assist ooao 1 @
Menu Mitsubizhi aooo City* l:l *]
. e E— @
é Staten [soee =] e
ki — o
Emai — ¢
Notes
-

Submit Feset

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

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

1.

Log into OurFleet as an Administrator and select

ciCha
i

Administrator menu. The following screen is loaded:

from the

Welcome: admin | Fesdback | ¥ Logout

Select *

General Administration

and the following screen loads:

iR P

Welcorme: admin | Feedback | H Logou

e e®

Feset

Administration
Company Location Administration
(=1
Company Locations New Company Location
&8 Name Address City Site Mame®* [ |
% Adelaide Office 123 Adelaide Road Adelaide address® | |
Perth Office 123 Perth Road Perth
@ Melbourne Office 123 Melbourne Road  Melbourne | |
Sydney Office 123 Sydney Road Sydney City* | |
Menu Brizbane Office 123 Brizhane Road Brizbans Postcode® | |
dﬂ Canberra Office 123 Canberra Road Canberra . @
State I - ,I L=
& Darwin Office 123 Darwin Road Crarwin Select -->
Home Mursing cghs zale
Home Support cghs zale Submit
Allied Health cghs zale
Supply cghs zale

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

Subirmnit

From here you can add additional locations or return to

- Home
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Manage Vehicle Types

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | ¥ Logout

General Administration

8
a R *
] .
L] .
e 5
= .
a8 .

Administration

& ¥ehicle Type Administration
= Types New Yehicle Type
& Type Last Modified Modified By Type* 1>
Sedan Sep 21542006 1:57pm admin
2 Wagan Sep 21502006 1:58pm sdmin -
L Harchback Moy 17th 2006 %27am glenys S et
Van Sep 215t 2006 2:10pm admin
Menu
B
8

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

Subirnit

o Horme

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

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | ¥ Logout

General Administration

- =
® :
L] i
& I
2. Select * and the following screen appears:

Welcoms: admin | Feedback | B Logout

Administration

& Manufacturer Administration
= Manufacturers New Manufacturer
5% Manufacturer Last Modified Modified By Manufacturer® |:| L7
= e 2082 o o
] Mitsubishi SeElet 2006 2;01:m admin STl et
Toyota Sep Z1st 2006 2i01pm admin
Menu
]
&
3. To add a new vehicle manufacturer, enter the required information and
Subimit
press
4. From here you can add additional vehicle manufacturers or return to

® Home

il | o ufu] ut
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Manage Vehicle Models

1. Log into OurFleet as an Administrator and select

ciCha
i

from the

Administrator menu. The following screen is loaded:

Administration

2. Select *

Welcome: admin | Fesdback

General Administration

Administration
&
=]

e

=S
Menu
B
&

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

4.

Model

Models
Last Modified

¥ehicle Model Administration

Modified By

o Haorne

Holden Commodore Sedan
Ford Falcon Sedan
Toyota Camry Sedan
Holden Wz Berlina Sedan
Toyota Camry Altise Sedan
Toyota Corolls Sedan
Mitsubishi 330 ES Sedan
Ford Falcon ¥Ré Sedan
Holden Epica Sedan
Ford Falcon Wagen
Halden Commodare Wagon
Ford Focus Hatchback
Helden Astra Hatchback
Mitzubizhi Starmagen Van

Toyota Tarago Yan

Subirmnit

Sep 21st 2006 2:12pm
Sep 215t 2006 2:12pm
Sep 21:t 2006 2:13pm
Mov 1Fth 2006 9:29am

Mow 17th 2006 10:32am

Mow 17th 2006 10:333m

How 17th 2006 10:353m

How 17th 2006 10:36am
Jul 2nd 2007 Ziddpm

How 17th 2006 10:343m
Sep 1dth 2007 3:26pm

How 17th 2006 10:34am
Mov 17th 2006 9:31am

How 17th 2006 10:353m
Jun Tth 2007 #S53pm

admin
admin
admin
glenys
glenys
glenys
glenys
glenys
glenys
glenys
glenys
glenys
glenys
glenys

glenys

New Madel

Select - = L]
Type* Select - = L]
Hoder ——

Manufacturer*

Submit Feset

press

From here you can add additional vehicle models or return to

E! L|:| |;| [n] IJt
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Manage Licence Types

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | ¥ Logout

General Administration

- =
S :
L] i
-3 f
2. Select * and the following screen loads:

Walsema: admin | Feedback | ¥ Logout

Administration

8 Licence Type Administration
= Licence Types New Licence Type
& Type Name Type Mame* |:| @
& R
L] Heav: Arti:ulated STl filcset
Hezvy Combination
Menu Light d
ﬂ‘; Multi Cambinstion
2 Medium Rigid
3. To add a new licence type, enter the required information and press

Subirmnit

o Horme

4. From here you can add additional licence types or return to
- L|:| go IJt
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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:

Welcome: admin | Feedba

Administration
General Administration

3 -
s :
@ . *
= 1
n -
2. Select * and the following screen loads:

Welcome: admin | Fssdback | BW Logout

Administration

Registration Type Administration
=]
Registration Types New Registration Type
o] Type Name Type Name*
S Car
Concessionary Rebate
) Submit Feset
Menu

a8

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

M Home

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

or
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Manage Inclusions

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | ¥ Logout

General Administration

= =
® :
L] —_—
-3 f
2. Select * and the following screen loads:

Welcome: admin | Feedback | ¥ Logaut

Administration

-
Inclusion Administration
® Inclusions New Inclusion
3 Inclusion Include in Bookings Name*
@
= @iz X Include In Bookings
ST carsea 3 v
@
Submit Reset
Menu
]

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

® Home

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

or
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Manage Cost Centres

ciCha
i

1. Log into OurFleet as an Administrator and select from the

Administrator menu. The following screen is loaded:

Welcome: admin | Fesdback | ¥ Logout

General Administration

= =
® :
L] —_—
-3 f
2. Select * and the following screen loads:

Administration

b Cost Centre e — New Cost Centre
s N
] GHI Submit Reset
—
&
3. To add a new cost centre, enter the cost centre name/number and press
Submit
.- Fl are
4. From here you can add additional cost centres or return to S
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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 | BF Logout

Administration
2 Fuel Usage Import

=]

Load known CSW type €

&

e
® Select CSW File: [ |[ Browse__ | @

CSW includes r e
(] Column Headings
" Format Fieldnames Column
enu
£ Registration Mumber Select --> x L]

2 Fuel Quantity [Select — =] @
Cost (Including 55T) [Setect— =] @

Card Mumber m (2]

Transaction Date m @

Reference J Receipt Mumber [Setect —» =] (%]

Sdometer Reading m (%]

Subimit Reset
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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:

Fuel Usage Import

Field Yalue
Crate/Tirme 2008-11-10-11-42-05
Imported By adriin
Filename [Local) importsfimport-20028-11-10-11-42-05.csu
Filename (Criginal) Shell Fuel Report Example.csw
Format
Rows Stored 121

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

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
L

and the following screen opens:

Welcorme: admin | Feedback | E! Logau
Administration

2 System Reporting
=)
E
o
l_ﬂﬂ!‘lenu
&8
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:

walsome: admin | Feedback | ¥ Logout
Administration

2 - kKMs By Yehicle
Use Dates r
& Start Date: ™ nor 10 -] [zooB @
w End Date: o =] [10 = @
=3 Select specific Select -- = il
7 vehicles to report  [*[QUS015] Ford Falcan
@ on: [©ZM518] Mitsubishi Starwagon
[RYW101] Mitsubishi Starwagon
{* = Archived [RZ%874] Toyota Tarago =l
Sleny wehicle):
= Include Archived r
-y vehicles

Subrnit Reset

97 of 97
© 2011 Natus Software - Version 3



. . . =ubmit
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 Reportas a CSW(E»

Kilometres By Yehicle

Yehicle ID Registration Number Manufacturer Model Total Kilometers Total Kilometers - Fuel Fuel kms Min Fuel kms Max Initial Odomete
1 TWFa82 Holden VZ Berlina £4500 51674 12826 £4500 o

2 UcMasz Mitsubizhi IBOES 35700 31078 4622 35700 o

8 TKEOSS Ford Falcon E1653 47230 14423 61653 o

7 ucMass Mitsubishi 2BOES 65322 £5154 168 65322 o

8 TFO491 Fard Filcon 66956 44454 22502 66956 o

9 SWK490 Ford Falcon 52501 an3zz 13169 53501 o

10 TORET4 Holden Commodore 85904 82501 3402 25904 o

11 TCs422 Fard Filcon 54404 31030 23374 54404 o

12 QZMS18 Mitsubizhi Starwagen 132452 123160 9292 132452 o

13 RWH101 Mitsubishi Starwagon 28387 26554 61823 28287 o

14 TS5U348 Toyota Coralla 20685 18138 2547 20685 o

16 UFDES2 Fard Filcon 38601 38231 370 38601 o

17 TTvedz Ford Focus 25846 16399 9447 25846 o

i TKEOSZ Fard Filcon HRE 621350 37897 24253 62150 o

19 TKIZES Holden Astra 60005 43805 16200 60005 o

20 TLTEES Ford Falcon 52770 51350 1420 52770 o

23 RZHET4 Toyota Tarago £870 E526 46778 53204 46434
24 uwIstz Holden Epica 7518 Ta60 158 7518 o

25 UxH418 Toyota Camry Altise 1878 1601 352 1953 75

26 Tzv 375 Holden Commodore 13358 12685 48673 £1358 48000
27 TUKeS2 Holden VZ Berling -30100 0 75000 73000 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,

click on Download This Report as a C5W(Excel) File

open in Excel.

, save the file and

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:

ne: admin | Feedback | B¥ Logout

Administration

8

- KMs By VYehicle

Use Dates
& Start Date: = [hov =] [102
& End Date: 2 [hov =] [10=] [zo08
=] Select specific Select > i’
vehicles to report |*[Qus015] Ford Falcon
@ on: [QZME518] Mitsubishi Starwagon
[RWw101] Mitsubishi Starwagon
{* = Archived [R2X274] Toyota Tarago ;I
ien vehicle):
B Include Archived r
Vehicles
&

Resel

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

H Logout

return to
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