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Overview

This user manual has been designed to complement user training and contains
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:

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

task being undertaken during the error and screen prints,

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

useful, and

contact name and number for issue resolution.

Technical support response time will depend upon the severity.

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

Severity Description Initial Response Time | Update Frequency
One ;Te Product does not function at 2 business hours Daily until resolved
A major component of the Product
Two is not functioning causing a large | 3 business hours Daily until resolved
impact
Three ﬁjr?(c)trirc])zci)r?; gtelﬁfs,lt:g rlraurggtj f[:; s et 6 business hours Every two business
. days until resolved
moderate impact
Four Usage questions, clarification of 24 hours Weekly until resolved
documentation
At the discretion of e-
. Suggestions, requests for new fficiency Business
Five features and enhancements 24 hours Solutions and/or WEB
MATRIX
General Feedback

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

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

1.

13.
14.

15.

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

Setup Departments (within General),

Setup Service/Repair Agents (within General),

Setup Insurance Brokers (within General),

Setup Company locations (within General),

Setup Vehicle Types (within General),

Setup Vehicle Manufacturers (within General),

Setup Vehicle Models (within General),

Setup Licence types (if required, within General),

Setup Registration Types (if required, within General),

Setup Vehicle Inclusions (within General),

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

Setup all Vehicles (within Vehicles),

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

Start using OurFleet!
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Bookings
Create a booking

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

W

File Edit View Favorites  Tools  Help

@Back - @ - E] @ @ pSearch %Favnrites 6‘ @. % < D ﬂ 35

Address @ http: ffourfleet winxbox, comf

Our Fleet Login

User
A | |@
Password
| |@
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2. Log into OurFleet with the username and password provided — the

following screen loads after a successful login:

Our Fleet - Microsoft Internet Explorer

:  Edit View Favorites Tools  Help

,Back & 'J @ @ \-:H pSearch ‘*gr\\'{Favuntes @ Eggv hi_\?, I_J ﬁ .'ﬁ

lress @ htkp: ffourfleet, wxbox, carnf

. Go Links | Markon Anti

@ﬁf (8] "5,

Menu

= =
lﬂ; Bookings ‘

create
|Ir

edit

L‘ .ULI

cancel
l‘| |
A

Create a Booking View/Edit a Booking Cancel a Booking

rnanual

help
©

User Manual (PDF) Help

i

3. To create a new booking click on:

create
] 1
— i

|

Create a Booling
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4.

The following screen then loads:

welcorme: admin | Feedback | ':_! Lag:

Mews Yehicle Booking - Booking Details

&
& Date and Time Inclusions &
emplyee s> ] @
= Booking Start Date® 98 ; o ) Car Seat - Infant O
ookin a ate =

= g = Car Seat - Toddler [
& Booking Start Time* Cruise Control 0

Booking End Date® : L2 Power Steering ]
I:‘I;nu Booking End Tirne* UL EETe O
a Departure Location® .=

Murmb f | &

P;Isn;e:;:rs* “

Subimit Feset
5. Enter the required information as follows:
Field Name Description
Employee Employee name who will be driving the vehicle

Example: John Smith

Booking Start Date*

The date the booking commences from

[oct [w] [10[v] [zooe]

Example:

Booking Start Time*

The time the booking commences
Example: 09:00 AM

Booking End Date*

The date the booking concludes

[oct [w] [10[v] [zooe]

Once completed, press:

6.

Example:
Booking End Time* | The time the booking concludes
Example: 11:30 AM
Departure Location* |The office the booking departs from
Example: Head Office
Number of The number of passengers travelling with the driver
Passengers* Example: )
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] Our Fleet - Microsoft Internet Explorer

Fil= Edit View Favortes Tools Help

@Eack = -J E @ :h pSearch *Favnrites @ 8‘ I; l_J ﬁ ‘3

b |

Address @ http:ffourfleet, wmxbox, comf?a=createbooking/ tl Go Links = Maorton ¢
Ve’ o
@ L33 ]
e m il

Menu

— Newy Yehicle Booking - Yehicle Selection
I_“a Bookings
Green Ford Laser Sedan [TDBEST]

Bronze Holden Commodore Sedan [TMF304]

candle apple red Mitsubishi Lancer Coupe [AWEZ58]

Grey Holden Commodore Sedan [ABC-394]

o060

Red Holden Cormmodore Sedan [LEE7E9]

Submit || Reseat

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

Our Fleet - Microsoft Internet Explorer

Edit  Wiew Favorites  Tools  Help

.Back = -J @ @ ih )‘ﬁ Search ‘?:‘\?Favorites @ Bv .‘:_; I_J ﬁ :3

B55 @ http:f fourfleet . wixbox, comj?a=createbooking) M Go Links = Morton &

Bt

Menu

New Yehicle Booking - Destination and Purpose
Purpose™ Test amphibiousness

Department* |Se|ect .- M

Reminder Period:*

I:a Bookings

Subrnit || Reset i

9 of 101
© 2006 WEB MATRIX & e-fficiency Business Solutions — Version 1



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

New Vehicle Booking - Booking Details Confirmation

Employee Details

Booking Details

Booked By Leah Einfalt

Additional Paszengars: 2

Cepartrent: Hurnan Resources
Reminder: 5 hours before the boaking

Yehicle: Green Ford Laser Sedan [TDRBEST)

Leaving Frorm: Head Office

Start: Cct 12th 2006 9:00am

End: Oct 13th 2006 1:30pm

Destination:  Melbourne Office

Purpoze: AGM

Submit Feset
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10.  You are then returned to the view/edit screen where you can view all

bookings.

Qur Fleet - Microsolt Internet Explorer

Edit  “iew Favorites

Help

’Back 2 J @ @ :;j pSearch *Favorites @ ﬁ:’;g' :;

L 3

ESS @ hitkpe f fourfleet wzxboz, comf?a=bookings

EbE

Menu

l_"a Bookings

Bookings
l_“a New Booking

Booking Date

Retum Date

Employes

o

Yehicle

Purpose

Cct1ith 2006 £:20am
Ot 13th 2006 9:00am
Qe 13th 2006 10:00am
Ot 1dth 2006 9:00am
Cct 1dth 2006 9:00am
Ot 1dth 2006 9:00am
Cct 15th 2006 9:00am
Cct 17th 2006 1:00am
Cct18th 2006 11:30am

Dt 11th 2006 1003 0am
Ot 13th 2006 1:30pm
St 13th 2006 2:00pm
Ot 14th 2006 11:30am
Ot 14th 2006 11:30am
Ot 14th 2006 11:00am
Gt 15th 2006 1:00pm
Cct 18th 2006 2:00am
et 18th 2006 1:00pm

Cameran Knights
Leah Einfalt
Leah Einfalt
John Smith
Justin Pradier
Cameron Knights
Cameron Knights
Careron Knights

Leah Einfalt

AWEZSE
TDBSST
TMFZ04
TDBESST
TDBEEST
TDBSST
TMFZ04
333993
TMFZ04

11.  From this screen you can return to “ or

Test amphibiousness
AGM
Test amphibiouzness
AGM
AGM
AGM
Test
Test amphibiouzness

Test amphibiousness
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View/Edit a booking

1. Load OurFleet and click on:

edit

2. The following screen appears:

Our Fleet - Microsott Internet Explorer

Edit Yiew Favorites Tools  Help

,Back = J @ @ \_h //__) Search ‘f/:(Favoritas €‘3 [:::{v :\ﬂ _J ﬂ 'ﬁ

Bss |@ http:f fourfleet wmxbox, comf?a=bookings

Lirks | Markon Anki

.Go

f}? &Q'?,

Menu
‘_a I Bookings
Bookings |_21 R ——

Booking Date Return Date Employee Y¥ehicle Purpose
Crct 11th 2006 &:30am et 11th 2006 10:20am Cameron Knights AWEZSE Test amphibiousness
Qe 13th 2006 9:00am Ot 13th 2006 1:30pm Leah Einfalt TDE2ST AGM
Cet 13th 2006 10:00am Gt 13th 2006 2:00pm Leah Einfalt TMF204 Test amphibiouzness
Qe 1dth 2006 2100am et 14th 2006 113 0am John Smith TCEEST A
Qe 14th 2006 S:00am et 14th 2006 113 0am Justin Pradier TCBEST AGH
Qo idth 2006 S:00am Ot 1dth 2006 1 1:00am Zameron Knights TOESST AGH
Qe 15th 2006 S:00am et 15th 2006 1:00pm Cameran Knights TMF304 Test
Cct 17th 2006 1:00am Dt 18th 2006 2:00am Cameran Knights 99999 Test amphibiousness
Cct 18th 2006 11:30am et 18th 2006 1:00pm Leah Einfalt TMFZ04 Test amphibiousness

3. From this screen, you can simply click on a booking to view the detalils.
Note: You will only be able to edit bookings made by yourself.

Yiew Booking

Booking Details

Booked By: Leah Einfalt
Crepartment: Engineearing
# Pazzengers: 4

Creparting Fram: Head Office

Booking Start:

Cct 18th 2006 11:30am

Booking End: Oct 18th 2006 1:00pm
Destination: Hawaii
Furpose: Test amphibiousness

Yehicle Details

Vehicle:

Bronze Holden Commodore Sedan

Fegistration: THMFZ04

© 2006 WEB MATRIX & e-ffi

Edit Delete
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4. Click to edit a booking.

Edit

5. The following screen then appears:

Edit Vehicle Booking - Booking Details
Emplayee Leah Einfalt [v] @
Booking Start Date® oot [v] [18 [v] =
Booking Start Time™ [11.30 am [+

Booking End Date® Ot v 18 v zooe|

€

€

Booking End Time*  [p1.00 pM v

€

Departure Location® [ Head office v

Murmber of g4 || @
Passengers® .

Submit Feset

. Submi .
6. Make the required changes and press Ll and the following

screen appears:

Edit ¥ehicle Booking - V¥ehicle Selection

Green Ford Laser Sedan [TDBE57]

Bronze Holden Comrmodore Sedan [TMF304]

candle apple red Mitsubishi Lancer Coupe [AWEZ25&]

Grey Holden Commodore Sedan [ABC-394]

O00C®O0

Red Holden Commodore Sedan [LEETE9]

Subirmit Resat
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, , Submit :
7. Select a suitable vehicle and press M and the following

screen appears:

Our Fleet - Microsoft Internet Explorer

Edit Yiew Favorites Tools  Help

'Back . \ﬂ @ _;\J f._\J Search \i‘\':(Favnrites 6} .’a' L:\; @ _] ﬁ ‘3

es5 |€| http: jfaurfleet. wrnxbox. comj?a=createbooking [v] Go Links | Marton &

Ij;nu News Vehicle Booking - Destination and Purpose
: Destination* [Select —->  |w]
Purpose™ [Test amphibiousness [v]
Departrnent® |Se|ect S [v]
Rerminder Period:*
Subrmit Feset
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

booking and press Sl

New Vehicle Booking - Booking Details Confirmation

Employee Details Booking Details

Booked By Leah Einfalt Yehicle: Green Ford Laser Sedan [TDRBEST)
Additional Paszengars: 2 Leaving Frorm: Head Office

Cepartrent: Hurnan Resources Start ot 13th 2006 9:00am

Reminder: 5 hours before the boaking End:

Oct 13th 2006 1:30pm
Destination:  Melbourne Office
Purpoze: AGM

Submit Reset

15 of 101
© 2006 WEB MATRIX & e-fficiency Business Solutions — Version 1



10.  You are then returned to the view/edit screen where you can view all

bookings.

Qur Fleet - Microsolt Internet Explorer

Edit  “iew Favorites

Help

’Back 2 J @ @ :;j pSearch *Favorites @ ﬁ:’;g' :;

L 3

ESS @ hitkpe f fourfleet wzxboz, comf?a=bookings

EbE

Menu

l_"a Bookings

Bookings
l_“a New Booking

Booking Date

Retum Date

Employes

o

Yehicle

Purpose

Cct1ith 2006 £:20am
Ot 13th 2006 9:00am
Qe 13th 2006 10:00am
Ot 1dth 2006 9:00am
Cct 1dth 2006 9:00am
Ot 1dth 2006 9:00am
Cct 15th 2006 9:00am
Cct 17th 2006 1:00am
Cct18th 2006 11:30am

Dt 11th 2006 1003 0am
Ot 13th 2006 1:30pm
St 13th 2006 2:00pm
Ot 14th 2006 11:30am
Ot 14th 2006 11:30am
Ot 14th 2006 11:00am
Gt 15th 2006 1:00pm
Cct 18th 2006 2:00am
et 18th 2006 1:00pm

Cameran Knights
Leah Einfalt
Leah Einfalt
John Smith
Justin Pradier
Cameron Knights
Cameron Knights
Careron Knights

Leah Einfalt

AWEZSE
TDBSST
TMFZ04
TDBESST
TDBEEST
TDBSST
TMFZ04
333993
TMFZ04

11.  From this screen you can return to “ or

Test amphibiousness
AGM
Test amphibiouzness
AGM
AGM
AGM
Test
Test amphibiouzness

Test amphibiousness
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Cancel a booking

—
|
. [ - "
1. Load OurFleet and click on: E | (-
2. The following screen appears:
Our Fleet - Microsott Internet Explorer
Edit  Wiew Favorites Help
,Back = \_) |ﬂ @ \_h /:__j Search ‘51:(Favoritas @ [’ - :; _J ﬁ 'ﬁ

Bss |@ http:f fourfleet wmxbox, comf?a=bookings

EGE

Bookings

i

{$4337T

?]”tl'__' = e

Booking Date Retum Date Employee ¥ehicle Purpose

Crct 11th 2006 &:30am et 11th 2006 10:20am Cameron Knights AWEZSE Test amphibiousness
Qe 13th 2006 9:00am Ot 13th 2006 1:30pm Leah Einfalt TDE2ST AGM

Cet 13th 2006 10:00am Gt 13th 2006 2:00pm Leah Einfalt TMF204 Test amphibiouzness
Qe 1dth 2006 2100am et 14th 2006 113 0am John Smith TCEEST A

Qe 14th 2006 S:00am et 14th 2006 113 0am Justin Pradier TCBEST AGH

Qo idth 2006 S:00am Ot 1dth 2006 1 1:00am Zameron Knights TOESST AGH

Qe 15th 2006 S:00am et 15th 2006 1:00pm Cameran Knights TMF304 Test

Cct 17th 2006 1:00am Dt 18th 2006 2:00am Cameran Knights 99999 Test amphibiousness
Cct 18th 2006 11:30am et 18th 2006 1:00pm Leah Einfalt TMFZ04 Test amphibiousness

Lirks | Morkon Ant

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.
The following screen appears:

Yiew Booking

Booking Details

Booked By: Leah Einfalt
Crepartment: Engineearing
# Pazzengers: 4

Creparting Fram: Head Office

Booking Start: et 13th 2006 11:30am

Booking End: Oct 18th 2006 1:00pm
Destination: Hawaii
Furpose: Test amphibiousness

Yehicle Details

Vehicle: Bronze Holden Commodore Sedan

Fegistration: THMFZ04

Edit Delete
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4. Click

Delate

Confirm Booking Deletion

S

Are you sure you want to delete the following booking?

Booking Details

to cancel a booking. The following screen appears:

Booked By
Crepartrnent:

# Pazzengers:
Creparting From:
Boaking Star:
Booking End:
Drestination:

Purpoze:

¥ehicle Details

Leah Einfalt
Human Resources
2

Head Cffice

Qiet 13th 2006 2:00am
et 13th 2006 1:30pm

Melbourne Office
AGH

Vehicle:

Registration:

5. Click

Confirm

to confirm the booking deletion.

Green Ford Laser Sedan

TOREST

Confirm

Cancel

6. You are then returned to the view/edit screen where you can view all

bookings.

OQur Fleet - Microsott Internet kxplorer

Edit  “iew Favorites

’Back = J @ @

Help

\_h //__j Search i:(Favorites @ [:::{v :; _J ﬂ ﬁ

ESS |@ hitkpe f fourfleet wzxboz, comf?a=bookings

. GO Links | Markon Ank

fii 5.€§_,

Menu

uﬂ Bookings

Bookings
l—’ﬂ New Bo

Booking Date

Retum Date

Employes

Yehicle

Purpose

Cct1ith 2006 £:20am
Ot 13th 2006 9:00am
Qe 13th 2006 10:00am
Ot 1dth 2006 9:00am
Cct 1dth 2006 9:00am
Ot 1dth 2006 9:00am
Cct 15th 2006 9:00am
Cct 17th 2006 1:00am
Cct18th 2006 11:30am

Dt 11th 2006 1003 0am
Ot 13th 2006 1:30pm
St 13th 2006 2:00pm
Ot 14th 2006 11:30am
Ot 14th 2006 11:30am
Ot 14th 2006 11:00am
Gt 15th 2006 1:00pm
Cct 18th 2006 2:00am
et 18th 2006 1:00pm
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Cameran Knights
Leah Einfalt
Leah Einfalt
John Smith
Justin Pradier
Cameron Knights
Cameron Knights
Careron Knights

Leah Einfalt

AWEZSE
TDBSST
TMFZ04
TDBESST
TDBEEST
TDBSST
TMFZ04
333993

TMFZ04

Test amphibiousness
AGM
Test amphibiouzness
AGM
AGM
AGM
Test
Test amphibiouzness

Test amphibiousness
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7.

From this screen you can return to Home NS Logout
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Employees
Create a new employee

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

Our Fleet - Microsoft Internet Explorer L

Edit  Wiew Favorites  Tools  Help

,Back = J @ @ \h;j ):_) Search \‘; Favarites @ ﬁ%v "ﬁ | _J ﬂ ‘3

ress @ http:ffourfleet wmxbox, comf . Go Links  Morton Ankiy

@f 5:‘;"5;

Administration

& N [ Iy Y
Employees —_:J — :J - :J
2 — Tl (=

i =) b= e 5]
# vehicles g .@ > b § _@
% General

) Create a Booking Wiew/Edit a Boaking Cancel a Booking
@ Fuel Import
L] Reports
Menu ]
— 2 P & | A
:ﬂ Bookings g @ 2 @

User Manual {PDF) Help

. & enpl
2. Click on Mpmrees
screen loads:

from the Administrator menu. The following

Employee Administration

& add Employee View: All | Active | Inactive

Lastname Firstnane Location Department Usermame Active

Einfalt Leah Head Office Public Relations leaheinfalt ¥

Knights Camearan Head Cffice Human Resources Cam Y

Smith Jdohn Head Office Engineering john b
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3. Select & to create a new employee profile. The following
screen loads:

MNew Employee

System Login Details:

€

ser Marme®

=

Password®

-

-

Ernail*

| |
| |
Yerify Password® | |
| |

Access Level* Selact -- = v &

Employee Details
Department® Select -- = w| &

Location® Selact -- = -v L2

First Marne™*

Last Mame®

Address*

City ¥

€

Postoode®

|
L

State™ Select -->= [w| &

€

Phone 1* | |

€

Phone 2 | |

Maohile | |

Enabled o

b —

21 of 101
© 2006 WEB MATRIX & e-fficiency Business Solutions — Version 1



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

Department*

The department the user belongs to
Example: Information Technology

Location*

The home site for the user
Example: Head Office

*

First Name

The user’s christian name
Example: John

Last Name*

The user’s surname
Example: Smith

Address*

The user’'s home address
Example: 123 Jones Street

City*

The user’'s home city
Example: Albury

Postcode*

The user’'s home postcode
Example: 2640

State*

Select the user’'s home state from the drop down
list
Example: NSW

Phone 1*

The user’s work phone number
Example: 0260606060

Phone 2*

The user’s home phone number, if required
Example: 0260020202

Mobile*

A mobile number for the user, if required
Example: 0414 121 121

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 s

showing all users:

and the following screen appears

Employee Administration

&) Yiew: | |
Lasimame Firsinanne Location Department Username 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 John Head Office Enginezring john N
6. Click on the user just added to enter driver licence details, if required. The
following screen appears:
Edit Employee
System Login Details: New Licence
User Name® |Ieaheinfalt | 2 Licence Type™ Select --> |v| .
Password* [snee | @ Licence Mo, * Cl o
Verify Password* [se0e | @ Expires® oot v 10 v o e
Ernail* [leah@e-bs.com.au | & State* Select --= v @
Access Level* 1 CurFleet User v &
Employee Details Subrnit Reset
Department™ Public Relations [v] @
- 1 Licences
Location™® ] L=
iieadiCifice ] Type Number Expires
First Marne® [Leah w Ha 789 Mow Sth 2006
7. To enter licence details, enter the following information:
Field Name Description

Licence Type*

Select from the drop down menu
Example: C

Licence Number*

Enter the employee’s licence number
Example: 11225912

Expiry Date*

Enter the expiry date for the licence

© 2006 WEB MATRIX & e-fficiency Business Solutions — Version 1

1 1 | SaN)
Example: Oct [paf |10 o] —
State* Enter the state in which the licence is held
Example: VIC
Submit .
Once completed, press and the following screen loads:
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9.

Edit Employee

System Login Details:

ser Marne®

Password*

Verify Password®

Ernail*

Access Level*

Employee Details

Departrnent®
Location*

First Marme*

loads:

Licence Mo.: 11225912
|ju:|hnsmith | L2 Expires: 2006-12-10
[eennneee | & Caonfirm Edit Cancel
[sasennne | &
|jnhn@somewhere.cnm | @ licences
| 1 OurFleet User [v] o Type Number (ST
|Technica| Support [V] @
|Head Office [v] o
[10hn | &
Canfirm

To confirm the details, press

and the following screen

10.

Edit Employee

System Login Details:

User Mame®
Password®

Verify Password®
Ernail®

Access Level®

Employee Details

Departrment®
Location®
First Mame®*

Last Mame*

[johnsmith

|j0hn@somewhere.com

| 1 QurFleet User [v]

|Technica| Support [v]

|Head Office [v] 2

[30hn |

[Emith |

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

- EI

MNew Licence

(%] Expires™ [0t [v] [10]v] [2ong] B @
_H_’l
Submit Feseat
\‘!’I
Licences
Type Number Ezpires
L4 © 11225912 Dec 10th 2006
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Edit an employee
1. Load OurFleet and click on é from the Administrator menu
to view all employees. The following screen loads:

Employee Administration

=N Yiew: | |

Lastmame Firstmame Location Department Username Active
Einfalt Leah Head COffice Public Relations leaheinfalt b
Knights Carneran Head Office Hurnan Resaurces Carmn W
Smith John Head Cffice Enginearing john i

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

Edit Employee

System Login Details: New Licence

User Name™ [ighnsmith | & SR Select --> [v| &

Password® |.unuoun | L= Licence Mo * I:l L

werify Passward* [sannenes | @ Expires™ Ot v 10 v | @
Ernail* [ishn@sormewhers.com | & State® Select --= [v| &

Access Level® 1 OurFlest User [v] &

Employee Details Submit Feset
Departrnent® Technical Suppaort v =

Lozation® Head Office (] & Licences ]

Type Number Expires

First Mame™* [30hn | @ B 112259172 Dec 10th 2006

Last Marme® [Smith | &

Address* [1anes straat | &

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

Employee Administration

p-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
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M Home

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 Leah Head Office Public Relations leaheinfalt ¥
Knights Camearan Head Cffice Human Resources Cam Y
Smith Jdohn Head Office Engineering john b

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

screen loads:

Edit Employee

System Login Details: New Licence
b Ed T 5]
User Marme® |johnsmith | 2 Licence Type Select --> [w|
Password® |........ | L] Licence Mo.* I:l [*

. a. y . g 1]
verify Password*  [esseeses | @ Expires* oct [v| [10]v] [z00e] B2 €
Ernail* [iohn@somewhere.com | & State® Select - > v &l
Access Level® 1 DurFleet User [v] &

Employee Details Submit Feset
Department® Technical Suppart v =/
: - 5] Licences

Location® ] o

Head; Gfice s Type Mumber Expires
First Narns* [3ahn | & & 11225912 Diec 10th 2008
Last Mame* [Smith | @
Address® [1 Jones Street | &

| | ©
City* albury 4
Postocode™ 2641 Lo
State® | S V. v
Phone 1% 0260718485 g
s —
Enahled L]
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3.  Deselect the checkbox next to E"*®'*? so it appears as so:

Enabled ] &
Submit Feset
=ubmit .
4. Press and the following screen loads:
Employee Administration
&) Yiew: | |
Lasimame Firsinanne Location Department Username 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 John Head Office Enginezring john N
5. Archive additional users or return to or :
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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.

& o
1. Select from the below screen upon logging in:
ol £ A
QU;J;’ 331
Wwelcome: admin | Fr:e:lt:_.l-.. | '-_[ Logoy
- H el I -
E
@
Menu g a
E e §=re
-3
2. The following screen then loads:

Change My Password

Current Password™® | |

MNew Passward* [ |

Confirm Mew [ |
Password®

Subirmit Resat

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:
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Change My Password
Wour Password has Been Changed Successfully
Current Passwaord® | |

Mew Password® | |

Confirm Mew | |
Password*

Subrnit Reset

=

or k= Logout

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:

Our Fleet - Microsoft Internet Explorer L

Edit  Wiew Favorites  Tools  Help

,Back = d @ @ \h;j ):_) Search :?}\?Favorites @ ﬁ:’jg' .,; _J ﬂ '3

ress @ http:ffourfleet wmxbox, comf Links | Morkon Ankiy

P et gt o

> S

Administration

& Employees
# vehicles

=

create
edit

“ General
Create a Booking Wiew/Edit a Boaking Cancel a Booking

@ Fuel Import
@ Reports

Menu

©

help
(9]

rnanual

:ﬂ Bookings

User Manual {PDF) Help

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

summarising all vehicles appears:

Vehicle Administration

& add Yehicle

Registration Model Colour Owrner E-Tag Insured Location Key Tag ID Actions

234234 Ford Lazer - Sedan Red Cameran X Head Office 123456  Archive |
Knights Histary

ABC-394  Holden Commodore - Grey Cameran o Head Office A Archive |
Sedan Knights Histary

AWEZSE Mitsubishi Lancer - Coupe candle apple Cameran o o Head Office 5289 Archive |
red Knights Histary

LEE729 Halden Commodore - Red b 4 v Head Office 239 Archive |
Sedan Hiztary

TDREST Ford Laser - Sedan Green b 4 b 4 Haowie & IP123 Archive |
Davidson Hiztary

TKEDO9S Ford Falcon - Sedan Graen Carmeran b 4 b 4 Jdacab & Smith TES43IP  Archive |
Knights History

TMFZ04 Holden Cammedare - Branze b 4 b 4 Head Office ABC Archive |
Sedan History

TTYG43 Holden Commedare - purple b 4 b 4 Head Office Archive |
Sedan Histary

Indicates a Wehicle that requires Registration and/or Insurance Information to be Supplied
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&
3. To add a new vehicle, select and the following screen
appears:

& Home welcome: admin | Feedback

Administration )
New Vehicle

&
o _ Keytag 1D [ 1@ Additional ¥ehicle Details
] Lacation® Head Office ' @ &dditional Details, including:
= Model* |HOIden T el [v] L . Regisltration El)etails .
& s @ : ?:;’l\fljse;"z:palr Details
Date Obtained* o |N0v [v] [12 lv] B s Cdometer readings
Menu e Accident Reports
B Purchase Cast L s Diamage Reparts
& Initial Odometer® |150 | L7 e Infringement Reports
Seats* o may be cormpleted after adding the new Vehicle
Calour* red .-
Etog 1 [—
Include In Bookings
4, Enter the required information as follows:
Field Name Description
Keytag ID If you have allocated a keytag ID to your vehicles, enter this
number here
Example: 56
Location* Enter the home location for the vehicle from the drop down
menu
Example: Head Office
Model* Enter the model of the vehicle from the drop down menu
Example: Holden Commodore Sedan
Year* Enter the year of manufacture
Example: 2005
Date Obtained* Enter the date the business obtained the vehicle
Sak]
Qct |w| |10 |w| |2006
Example:  L0¢t [¥] [10]] [Z008]
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
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Field Name Description

Seats* Enter the number of seats with seatbelts in the vehicle
Example: 5
Colour* Enter the colour of the vehicle for descriptive purposes only

Example: White

Etag ID If the vehicle is allocated an Etag ID, enter this ID here
Example: 6789

Include in bookings |Is this vehicle available for other people to book?

Example:

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

welcome: admin | Feedback |

Administration i
Mew Vehicle

FoN Kewtag ID : additional ¥ehicle Details
1 Location Head Office sdditional Details, including:

il Model Daihatsu Charade - Coupe
=] Year : 2000 ® Registration Details
A Date Obtained : 2006-11-12 & Service/Repair Details
4 FPurchase Cost: 20000 » Fuel Usage

Initial Odometer : 150 e Odometer readings
Menu Seats 5 » Accident Reports
‘_,g Caolour : red e Damage Reports
2 Etag Id : e Infringement Reports

Include In Bookings Tes

may be cormpleted after adding the new Vehicle
Confirm Cancel
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Confirm

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

screen loads:

Registration History

Y¥ehicle

Siluer Mitsubizhi Lancer - Coupe

Registrations

New Registration

Req. Type Starts Expires Cost Number#® l:l L=
Type* Selact --> [w]| &
State™ Select --> v v
Start Date* Otk v 10 v M e
Expires* Oct v 10 v H e
Motes
o
Subrmit Reseat
7. Enter the vehicle’s registration details as follows:
Field Name Description
Number* Enter the vehicle’s registration number
Example: ABZ123
Type* Enter the registration type from the drop down menu
Example: Car
State” Enter the state of registration from the drop down menu

Example: VIC

Start Date*

Enter the date registration commenced

oct [v| [10]s] [zo0s] B

Example:

Expires* Enter the date registration expires
: : -
Oct [w| |10 |»| |2006

Example: | [10]v| [z006] TZ
Notes Enter any relevant notes about the registration

Example: Temporary registration sticker received
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Submit ,
8. Once completed, press M and the following screen loads:

Registration History

Yehicle

Silver Mitsubishi Lancer - Coupe

Registrations New Registration

Req. Type Starts Expires Cost Mumber: LEEGYS
Type: Car
Start Date: Aug 10th 2006
Expires: Cec 10th 2006
Cost: 150
Motes:
Confirm Cancel
. . Caonfirm .
9. Review the data and if correct, select and the following
screen loads:
Registration History
¥ehicle
Silver Mitsubizhi Lancer - Coupe
|
Registrations New Registration
Req. Type Starts Expires Cost Nurmber# l:l .2
Start Date” [oct [w] [10]w] [zo0s] B2 @
Expires® [oct [w] [10]v] [zooe] B2 @
Motes
-
Submit Feset
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10. Press

Edit ¥ehicle

" The Basic details for this vehicle have not vet been completed

and the following screen loads:

The following sections require attention:

» Insurance Details

Keytag ID
Location®

Model*

Tear®

Date Obtained*
Purchase Cost*
Initial 0dometer®
Seats*

Colour*

Etag Id

11.  From here you can add the insurance details or return to
- Logout

@

|Head Office

¥ @

| Mitsubishi Lancer Coupe

d

[oct ] [10]v] [zooe] B2 @

45000.00 e

Subrmit Resat

¥ ©

Y Registration Details

“ Insurance Policies

Mo Insurance Listad

) Lease Information
Y FBT Details

' ¥ehicle Maintenance Details

P
-

! Fuel Usage

P
-

' Odometre Readings

P
-

P

¥ Accident Reports

"o VR =
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12. To add the insurance details click

following screen loads:

Insurance History

¥ehicle

and the

Silver Mitzubizhi Lancer - Coupe[AEEETE]

Insurances

Start Date Expires Paolicy Number

New Insurance
Monthly Cost Braoker® Select -->

policy Numbert [
onthly costr [ @

Start Date® oct [v] [10]v] [Zooe] B2 @
Expires* oct [v] [10]v] [2ooe] B2 @

Description®

w/

L

Submit

13. Enter the insurance details as follows:

Reseat

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

[+ v
Oct |» | |10 (%) |2006
Example: v| [10]v] [2006] T

Expires*

Enter the date the insurance policy expires

[+ v
Oct |» | |10 (%) |2006
Example: v| [10]v] [2006] T

Description*

Enter any additional relevant information here

Example: Windscreen cover included
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Submit
14.  Once completed, press =l

Insurance History

Yehicle

and the following screen loads:

Silwer Mitsubishi Lancer - Coupe[AEEETE]

Insurances New Insurance

Start Date Expires Policy Number Monthly Cost Cost: RACY
Policy .
Murnber: GERE
Manthly
Cosh: el
Start Date:  May 10th 2006
Expires: Dec 10th 2006

windscreen

Description:

cover included

Canfirm Edit Cancel
. . Confirm .
15.  Review the data and if correct, select and the following
screen loads:
Insurance History
¥ehicle
Silver Mitsubishi Lancer - Coupe[AEEETE]
|
Insurances New Insurance
StartDate  Expires policy | Menthly Broker® | Select > [w] ©
May 10th Dec 10th 75990jn 30,00 Policy Humber* [ e
2006 2006
Monthly Cost* l:l 2]
Start Date™* [oct [w] [10]w] [z00g] B @
Expires® [oct [v] [10[v] [zooe] B @

Description™®
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16.  Press and the following screen loads:

Edit Vehicle

) | . . .
Keytag ID = % Registration Details
. + " \‘j‘-’:
Haleclalely |Head Office ] % Insurance Policies
Model* |Mit5'-'t'i5hi Lancer Coupe [V] . & Lease Information
Year* 2006 L
o - @ % FBT Details
Drate Obtained |o.;1; [v] |1|3 [v] |2I:|E|Eu| 1z =
& yehicle Maintenance Details
Purchase Cost* [45000.00 | @

. L7
Initial ©dometer® | | L2 2 Fuel Usage

Seats* Bl Y odometre Readings

590
B

Colour® ! Y pAccident Reports
4

Etag Id

o

©

L

Y pamage Reports

% Infringement Reports
Subrnit Reset
“ Employee Reimbursements

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

& FBT Details . . B Home
to continue otherwise, select BEEEIEN or Eela

Y FBT Details

18.  Selecting opens the following screen:
Edit ¥ehicle
Keytag ID @ & Registration Details
Jan® 3 )
Location | Head Office [w] © Y Insurance Policies
Model* Mitsubishi L E ~v| @
| e U e e [ ] Y Lease Information
. - & FBT Details
Date Obtained* | Ot [V] | 10 [v] |ZDUE|| = 2] =
Employee FBT Date Private
Purchase Cost* o Yalue Commenced Days
Initial Odometer* EE 2]
seats - &' yehicle Maintenance Details
L &' Fuel Usage
Etag Id 678 L2
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19. Select

FBT History

Y¥ehicle

to continue. The following screen loads:

Grey Haolden Commadors - Sedan[ABC-3594]

FBETs
FBT Date Private
¥alue Commenced Days

2000.00 Dec éth 2005 260

MNew FBT
Employee Employee* Select --= K Y
Knight: : :
ks Date Commenced® oct [v| [10]s] [zo0s] B @
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
Ot v

10[v] [Fone] =

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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Subimit

21.  Once completed, press and the following screen loads:

FBT History

¥ehicle

Grey Holden Commodare - Sedan[ABC-394]

FBTs New FBT
FET Date Prvate Emploves Employees: John Smith
¥alue Commenced Days Ploy FBT Yalue: 20000
200000 Cec &th 2005 360 Cameron Date Sep 10th
Knights Commenced: Z006
Date Concluded: MAA
Private Days: 280
Confirm Edit Cancel
. . Caonfirm .
22. Review the data and if correct, select and the following
screen loads:
FBT History
¥ehicle
Grey Holden Cammodore - Sedan[ABC-3594]
|
FBTs New FBT
Date Private Employee® - | &
FET ¥alus Commenced Days Employes |S'3|'3'3t & [ ]
000,00 Dec 6th 2005 360 Cameran FET Value* [ 1@
Enights .
Date Cormmenced® o o |moe
20000,00 Sep 10th 2008 220 John Srith |0Ct [ ] |1D[ ] |2006| -

Submit Reseat
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23. Press

and the following screen loads:

welcome: admin | F

Administration

& mployees

24.

Y Registration Details

‘@ Insurance Paolicies

@ Lease Information

‘@) FBT Details

‘Y@ yehicle Maintenance Details

| © “ Fuel Usage

Y odometer Readings

@ pccident Reports

Edit Yehicle
Keytag ID |:| L2 ]
Location® @
Maodel* [Halden Cammadore Sedan [v| e
Year® @
Date Obtained® : MNaw vl E&J IM @
Purchase Cost 2
Initial Cdometer* |150
Seats® e
Colour® red @
Etag Id e

Include In Bookings

Sul:_nmit

Reset =

If the vehicle has any inclusions, e.g. a towbar, select

‘2 Damage Reports
‘Y Infringement Reports
‘Y Employee Reimbursements

‘@ Inclusions

% Inclusions
to

enter these now and the following screen loads:

Edit ¥ehicle

Keytag ID
Location®

Model*

Tear*

Date Obtained*
Furchase Cost
Initial Odometer®
Seats*

Colour®

Etag Id

Include In Bookings

25. Select

loads:

-

|Head Office

N ©

|HOIden Cormmodore Sedan M v
.
™ [nov [v] [12[+] [zove] @

[z0000.00 | @

K

[150

o

red L

—e

Submit Rezat

\_u.
@u
\_Eu
\_u.
@u

L2

(2]

L?)

L2

L2

\_‘;’.

\Eu

Registration Details
Insurance Policies

Lease Information

FBT Details

Vehicle Maintenance Details
Fuel Usage

Odometer Readings
Accident Reports

Damage Reports
Infringement Reports
Employee Reimbursements

Inclusions

Mo Inclusians Listed

to add inclusions and the following screen
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Yehicle Inclusions

Yehicle

red Holden Commaodore - Sedan[FEK 123

Inclusion Add Inclusion

Inclusion® | Select -- = [v]

Subirmit Reset

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

SUI | The following screen loads:

Vehicle Inclusions

Yehicle

red Holden Commodaore - Sedan[FGK123]

Inclusion Inclusion: Tow Bar
Caonfirm Cancel
] . ] Canfirm ]
27.  Review your input and if correct, select . The following
screen then loads:
Vehicle Inclusions
Yehicle
red Holden Commodore - Sedan[FGK123]
Inclusion Add Inclusion
Tow Bar
Inclusion® |Se|ect - [v]
Subrnit Reset
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- . . =< Back
28.  From here you can add additional inclusions or select to return

to the following screen:

Welcome: admin | F

Administration

Edit Yehicle
& Employees
: (7] € : X :
® yehicles Keytag ID [ 18 Y Registration Details
% General e ad;Ofrice [v] @ Insurance Policies
@ Fuel Import Madel* Holden Cormmmodore Sedan | v @ - .
P il | [] @ Lease Information
I o " @
—Feports IEar 2_000 ) ! ‘@ FBT Details
% Date Obtained* E MNaw vl 17 vl 2006 2] =
sy 9 @ yehicle Maintenance Details
— Purchase Cost
3 "
. j
Initial Odometer* 150 @ @ Fuel Usage
& P d
hange Passwor )
Seats* L7 ] @ odometer Readings
Colour* red @ @ accident Reports

@ 2
Etag Id e '@ Damage Reports

Include In Bookings

@

' Infringement Reports

S Reset | @ Employee Reimbursements

29.  From here you can return to E or 2

@ Inclusions
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Vehicle Maintenance Details

Vehicle maintenance is used to

€ schedule a service or repair appointment,
€ enter service details, and
€ enter repair details.

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

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

Our Fleet - Microsoft Internet Explorer I

Edit Wiew Favorites Tools  Help

’Back = \_) \ﬂ @ _;\_| /_\‘ Search ‘:_;n:(Favurites @} ,-a' .:;_ [ _J ﬁ ﬁ

ress |@ http:/fourfleet wixbox, comf [V] Go Links  Morkon Ankiy

) D E
ey

et admin | E! Lagout

&c 2 3 G
2 — iy — T —
& i | TI0 il ! T
. a — — o -
s
=
D
Menu T i
= i N
) 5 © i ©
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A

2. Select s from the Administrator menu and the following screen
summarising all vehicles appears:

Vehicle Administration

Registration Model Colour Owrner E-Tag Insured Location Key Tag ID Actions
234234 Ford Lazer - Sedan Red Cameran X Head Office 123456 |
Knights
ABC-394  Holden Commodore - Grey Cameran o Head Office A |
Sedan Knights
AWEZSE Mitsubishi Lancer - Coupe candle apple Cameran o o Head Office 5289 |
red Knights
LEE729 Halden Commodore - Red b 4 v Head Office 239 |
Sedan
TDREST Ford Laser - Sedan Green b 4 b 4 Haowie & IP123 |
Cravidson
TKEDO9S Ford Falcon - Sedan Graen Carmeran b 4 b 4 Jdacab & Smith TES432IP |
Knights
TMFZ04 Holden Cammedare - Branze b 4 b 4 Head Office ABC |
Sedan
TTYG43 Holden Commedare - purple b 4 b 4 Head Office |
Sedan

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

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

Edit ¥ehicle

- \ . . .
SRS . & pagistration Details
ion* - *)

Location |Head Cffice [v] - % Insurance Policies
Model” | Mitsubishi Lancer Coupe  [v] & Y Lease Information
Tear¥® -2|:||35 -

) - & FRT Details
Drate Obtained* |O|:t [v] |1|:| [v] [z005] [ @

% yehicle Maintenance Details

Purchase Caost* [45000.00 | &
Initial odometer® EED | & “ Fuel Usage
Seats® L] Y Odometre Readings

Colour* L Y Accident Reports

Etag Id 675 L7

= Damage Reports

= Infringement Reports

Subrmit FReset
“ Employee Reimbursements
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& vyehicle Maintenance Details

4. Select and the following appears:
Edit Yehicle
Keytag 1D @ & Registration Details
L tion® i o
HeatEn | Head office (] % Insurance Policies
Model* Mitsubishi L C v @
| EUBISTI Zancer L-oupe [ ] Y Lease Information
vear* o
_ o Y FBT Details
Date Obtained® | Ot [v] | 10 [v] |2|:||:|6| Lt .2
Y yehicle Maintenance Details
Purchase Cost* @
Initial Cdarmeter® |390 | &
Seats* L= & Fuel Usage
Colour* L4 2 Odometre Readings
Sk (Bate & pccident Reports
: & Damage Reports
Subrmit Resat
& Infringement Reports
Y Employee Reimbursements
5. Select and the following screen appears:

¥ehicle Maintenance Management
Yehicle

Silver Mitsubishi Lancer - Coupe[AEEETE]

Date Agent Odometer Reading Comments
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6. Select and the following screen appears:

Yehicle Maintenance Management

Y¥ehicle

Silver Mitsubishi Lancer - Coupe[AEEETE]

New Maintenance Appointment

Agent* Select --= v =
Odometer Reading® | | !
appointment Date* [ oo [a] [10 [+ m e
Expected Return ot sl |17 [+ N e
Crate* — — '_'
Cormments®
‘.‘!}l
Submit Back
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[+] [zo0g] B

Example: -
Expected Return Enter the expected return date
Date* . .

Example: Oct (el |10 (e z
Comments* Enter any relevant comments

Example: 10,000 scheduled service
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Submit .
8. Once completed, press and the following screen loads:
Yehicle Maintenance Management

Yehicle
Silver Mitsubizhi Lancer - Coupe[AEEETE]

Agent : Greqgs Motors
Cdometer Reading: 500
Appointrnent Date; Cct 17th 2006
Expected Return Date: Cct 17th 2006
Comrments: 10,000 scheduled service
Confirm Edit Cancel
. . Confirm .
9. Review the data and if correct, press and the following
screen appears:
Maintenance Appointment Administration

¥ehicle

Silver Mitzubizhi Lancer - Coupe[AEEETE]
Yiew Maintenance Appointment ¥iew Service Details
Odometer Reading: 9500 . .
Appointrnent Date: SRTanT e Mo Current Service Details,
Actual Date: Mow 30th 1999
Expected Return Date: Zict 17th 2006
Comrments: 10,000 scheduled service

Mew Service
Edit Booking
¥Yiew Yehicle Repairs |
Descripton Cost
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10.  Select and the following screen appears summarising the
service/repair appointment:

¥ehicle Maintenance Management
Yehicle

Silver Mitsubishi Lancer - Coupe[AEEETE]

Date Agent Odometer Reading Comments

Mow 20th 1939 Grags Matars 500 10,000 schedulad zarvice

will | o gao ut

11. Return to

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

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

Vehicle Administration

&
Registration Model Colour Owner E-Tag Insured Location Key Tag ID Actions
234234 Ford Laser - Sedan Red Cameran b 4 vy Head Office 123456 |
Knights
ABC-394 Halden Commodore - Grey Carmeran v v Head Office A |
Sedan Knights
AWEZSE Mitsubizhi Lancer - Coupe candle appla Cameran v Head Office 589 |
red Knights
LEETE9 Haolden Commodore - Red X Head Office 23 |
Sedan
TOBREST Ford Laser - Sedan Green b 4 b 4 Howie & JR1z3 |
Cavidson
TKEO9Y Ford Falcon - Sedan Green Cameran b 4 b 4 Jacob & Smith TES43IP |
Knights
TMF304 Haolden Commodare - Bronze b 4 b 4 Head Office AR |
Sedan
TTYE4S Halden Commodore - purple b 4 b 4 Head Office |
Sedan

Indicates a Wehicle that requires Reaqistration and/ar Insurance Information to be Supplied
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13.  The following screen appears:

Edit Vehicle

= \ . . .
SIS - % Registration Details
1 + - \Hl
Loeation |Head iies [v] B & Insurance Policies
LT |Mit5Ut‘i5hi Lancer Coups [V] \_ht' % Lease Information
ear® 2006 o
“ FRT Details
Drate Cbtained® e
[oct [»| [10[w] [zo008] B2 @
& yehicle Maintenance Details
Purchase Cost* [45000.00 | &
.. .2
Initial Odometer® [a20 | & # Fuel Usage
Seats® L] & Odometre Readings

Colour® - & Accident Reports
H}I
Etag Id 2 @ pamage Reports

% Infringement Reports
Submit Reset
Y Employee Reimbursements

& vyehicle Maintenance Details

14.  Select and the following appears:
Edit Yehicle
& y . . .
kKeytag ID < Y Registration Details
- . ©
Loestion | Head Office ] 9 Insurance Policies
LR |Mit5Uhi5hi Lancer Coupe ["] “ & Lease Information
Year® 2006 L=
. o & FBT Details
Date Obtained*® | Oct [v] | 10 [v] |2|:||:|5| L& o
& yehicle Maintenance Details
Purchase Cost* 45000,00 L4
Initial ©dometer* [aon | @
Seats® L] Y Fuel Usage
Caolour® @ Y Odometre Readings
Etag Id 6578 o 9

2 Accident Reports

& Damage Reports

Submit Feset
& Infringement Reports
“ Employee Reimbursements
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15.  Select and the following screen appears:

¥ehicle Maintenance Management
Yehicle

Silver Mitsubishi Lancer - Coupe[AEEETE]

Date Agent Odometer Reading Comments

Mow 20th 1939 Grags Matars 500 10,000 schedulad zarvice

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

Maintenance Appointment Administration

Yehicle

Silwer Mitsubishi Lancer - Coupe[ AEEETE]

Yiew Maintenance Appointment ¥iew Service Details
Cdorneter Reading: 3500 } }
Appointrent Date: e Mo Current Service Details,
Actual Date: Mo 30th 1999
Expected Return Date: Oct 17th 2006
Comments: 10,000 scheduled service
MNew Service
Edit Booking

¥iew ¥ehicle Repairs |

Description Cost
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17.  To enter service details, select
loads or to enter repair details,

Mew Service .
and the following screen

select (see step #21)

Service fRepair Administration

Y¥ehicle

Silwer Mitsubizhi Lancer - Coupe[AEEETE]

Mew Service Details

Cost® [0

Mext Service

| ©

Cdometer Reading™®

Mext Service Date™ Oct

Description®

| [10]s]| [zo0e] B2 @

Standard Service

18.  Enter the required information as follows:

Field Name

Description

Cost*

Enter the cost of the service
Example: 150

Next Service

Enter the odometer reading that the next service will be due at

Odometre Reading” |Example: 19500
Next Service Date* Enter the suggested next service date
oct [w] [10[v] w

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:

Service/Repair Administration

¥ehicle

Silwer Mitzubizhi Lancer - Coupe[AEEETE]

Cost: 150
Mext _Serw:e Cdometer 20000
FReading:
Mext Service Date: Dec 10th 2004
Description: Standard Service 20,000
Confirm Edit Cancel
. . Confirm .
20. Review the data and if correct, press and the following
screen appears:
Maintenance Appointment Administration
Yehicle
Silver Mitsubizhi Lancer - Coupe[AEEETE]
Yiew Maintenance Appointment ¥iew Service Details
Qdometer Reading: 500 Cost: 150.00
Appointrent Date: Dot 17th 2006 Mext Service Odometer 20000
fctual Date: Mow 30th 1993 Reading:
Expected Return Date: Oct 17th 2006 Mext Service Date: Dec 10th 2006
Comments: 10,000 scheduled service Description: Standard Service 20,000
Edit Booking - -
Edit Service
Yiew ¥Yehicle Repairs |
Description Cost
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o Harne 5‘ Logout

21.  To add repairs, select or return to If
you add repairs, the following screen will appear:
Service/Repair Administration
¥ehicle
Silver Mitzubishi Lancer - Coupe[AEE&TE]
Mew ¥ehicle Repairs Agent* Select --» ] @
Descripton Cost T
Description®
Submit Feset Back
22.  Enter the required information as follows:
Field Name Description
Agent* Select the agent who carried out the repairs from the drop
down list
Example: Blacklocks
Next Service Enter the cost of the repairs
Odometre Reading” |Example: 250
Description* Enter a description of the repairs conducted
Example: Aerial repaired
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Submit ,
23.  Once completed, press M and the following screen loads:

Service fRepair Administration
¥ehicle

Silver Mitsubizhi Lancer - Coupe[AEESTE]

New Yehicle Repairs Cost: 250

Description Cost Description:  aerial repaired
Caonfirm Edit Cancel
. . Caonfirm .
24. Review the data and if correct, press and the following
screen appears:
Service fRepair Administration
¥ehicle
Silver Mitsubishi Lancer - Coupe[AEEETE]
Mew ¥ehicle Repairs Agent* | Select —-> [v] Lt
Descripton Cost
aerial repaired 250,00

Description®

€

Subimit Reset Back

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

Fuel usage can be uploaded through - or entered manually. To
enter manually — follow the below steps:

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

Vehicle Administration

&
Registration Model Colour Dwner E-Tag Insured Location Key Tag ID Actions
234234 Ford Laser - Sedan Red Cameran b 4 vy Head Office 123456 |
Knights
ABC-394 Halden Commodore - Grey Carmeran v v Head Office A |
Sedan Knights
AWEZSS Mitzubishi Lancer - Coupe  candle apple Carmeron v v Head Office 589 |
red Knights
LEETE9 Haolden Commodore - Red X Head Office 23 |
Sedan
TOBREST Ford Laser - Sedan Green b 4 b 4 Howie & JR1z3 |
Cavidson
TKEO99 Fard Falcan - Sedan Green Cameran b 4 b 4 Jacob 2 Smith TES43IP |
Knights
TMF304 Haolden Commodare - Bronze b 4 b 4 Head Office AR |
Sedan
TTYE4S Halden Commodore - purple b 4 b 4 Head Office |
Sedan

Indicates a Wehicle that requires Reaqistration and/ar Insurance Information to be Supplied

2. The following screen appears:

Edit ¥ehicle

.2 \ . . .
SRS . & pagistration Details
1 * B \H}I

Location |Head Cffice [v] - % Insurance Policies
Model” | Mitsubishi Lancer Coupe  [v] & Y Lease Information
Tear¥® -2|:||35 -

) o & FRT Details
Drate Obtained* |O|:t [v] |1|:| [v] [z005] [ @

% yehicle Maintenance Details

Purchase Caost* [45000.00 | &
Initial odometer® EED | & “ Fuel Usage
Seats® L2 2 Odometre Readings

Colour® 4 Y Accident Reports

Etag Id 675 L7

= Damage Reports

= Infringement Reports

Subrmit FReset
“ Employee Reimbursements
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% Fuel Usage

3. Select and the following appears:
Edit ¥Yehicle
Keytag ID 9 % Registration Details
Location™ ; -
Head office [se] Y Insurance Policies
Model* Mitsubishi L C | @
| e . [ ] & Lease Information
veart =
: - Y FBT Details
Date Obtained® |_'||_|| [v] |29 [V] |2|:||:|6| = .2
& vehicle Maintenance Details
Purchase Cost* [zoooo.on | &
Initial Odometer® |1|:|52 | L2 @ Fuel Usage
Seats® 5 | %
- Mo Fuel Entries Listed
Colour™ i
Etag Id ot Y Odometre Readings
@ pccident Reports
Subrmit Reseat
& pamage Reports
Y Infringement Reports
“ Employee Reimbursements
4. Select and the following screen appears:
Fuel Usage
¥ehicle

candle apple red Mitsubishi Lancer - Coupe[AWEZ58]

Fuel History (Last 6 Months) New Fuel Data

Date Amount Cost Card No.
—
odameter Reading* |:| o
Card Mo, * L2

Fuel Date™ [oct [v] [10]w] [zoce] B2 @

Subirmit Reset
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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 |w| [Z006
Example: se] [10 s [2006] 1
Subimit .
6. Once completed, press and the following screen loads:
Fuel Usage
Y¥ehicle
candle apple red Mitsubishi Lancer - Coupe[AWEZ5S]
Fuel History (Last & Months} Diate: Dot Tth
Date Amount Cost Card No. I 2008
Litres: a0
Cost: =21
od 1
Regg?r?g?r AL
Card Ma.: G789
Confirm Edit Cancel
Corfirm

Review the data and if correct, press
screen appears:
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Fuel Usage

Yehicle

candle apple red Mitsubishi Lancer - Coupe[AWEZ25S]

Fuel History {Last 6 Months} Mew Fuel Data

Date Anvount Cost Card No.

Qct Tth 2006 20 20,00 6789 Hitacss 1@
@

osmete Rodings [
cwiter  [soasla] @
Fuel Date* oct [w] [10[v] [zoos] B @

Subrmit Reset

\ Haome

8. Enter additional fuel usage for this vehicle or return to
- Logout
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Odometre Readings

Odometre readings are entered out 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

Registration Model Colour Owrner E-Tag Insured Location Key Tag ID Actions
234234 Ford Lazer - Sedan Red Cameran X Head Office 123456 |
Knights
ABC-394  Holden Commodore - Grey Cameran o Head Office A |
Sedan Knights
AWEZSE Mitsubizhi Lancer - Coupe candle apple Cameran o o Head office 529 |
red Knights
LEE729 Halden Commodore - Red b 4 v Head Office 239 |
Sedan
TDREST Ford Laser - Sedan Green b 4 b 4 Haowie & IP123 |
Cravidson
TKEOSS Ford Falcon - Sedan Graen Carmeran b 4 b 4 Jacob & Smith TES43IP |
Knights
TMFZ04 Holden Cammedare - Branze b 4 b 4 Head Office ABC |
Sedan
TTYG43 Holden Commedare - purple b 4 b 4 Head Office |
Sedan

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

2. The following screen appears:

Edit Vehicle

= ) . . .
keytag ID - % Registration Details
1 + - \Hl

Location |Head Office [v] 2 @ Insurance Policies
Gl |Mit5Ut‘i5hi Lancer Coups [V] \E' Y Lease Information
Tear® 2006 -

) - “ FRT Details
Date Obtained® |O|::t [v] |1IZI [v] [zoos] I @

& yehicle Maintenance Details
Purchase Cost* [45000.00 | @
. .2

Initial Odometer® [a20 | & # Fuel Usage
Seats® L] & Odometre Readings

Calour® - & Accident Reports
=
Etag Id - @ Damage Reports

% Infringement Reports
Submit Reset
Y Employee Reimbursements
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3. Select

Edit ¥Yehicle

Keytag ID
Location™

Model*

Tear®

Date Cbtained™®
Purchase Cost*
Initial Odometer®
Seats*

Colour®

Etag Id

4. Select

' odometre Readings

] ©

|Head Office [v] 9

|HOIden Cormrmodore Sedan [VI =]
e

[sepv] [7 [v] [zoce] = ©
@

[a90 | &
o

o
.

and the following appears:

Y Registration Details

% Insurance Policies

¥ Lease Information

Y FBT Details

& vehicle Maintenance Details
Y Fuel Usage

Y odometre Readings

Mo Odometre Readings Entarad

to enter odometer readings and the

following screen appears:

Odometre History

¥ehicle

Red Holden Cammodaere - Sedan[LEETES]

ODdometre Readings

Reading Start Reading End Date Start Date End

New Odometre Reading

Ernployee® [Select > [v] L2

Departrnent* [Select - [v] L2

Readng et [ @

Date Start* [oct [w] [10]+] [zoos] B2 @
Date End* [oct [w] [10]+] [zone] 2 @
Private O e
Submit Feset
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5. Enter the required information as follows:
Field Name Description
Employee* Select the employee from the drop down menu 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 s | |10 |»| |2006
Example: | [10]s] [2006] [
Date End* Enter the date the travel concluded
: : -
Oct |w| |10 |w| |2006
Example: | (10w [z006] OZ
Private* Select the checkbox if the travel is considered private
Example: O
Submit .
6. Once completed, press and the following screen loads:
Odometre History
Yehicle
Red Holden Commodore - Sedan[LEETS9]
I
Odometre Readings Employee: Cameron Knights
Reading Start Reading End Date Start Date End Department : Marketing
Reading Start: 10200
Reading End: 10500
Date Start: Ot 6th 2006
Date End: Ot 6th 2006
Priwate: Ma
Confirm Edit Cancel
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Confirm

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

screen appears:

Odometre History

Yehicle

Red Holden Commodaore - Sedan[LEETS9]

Odometre Readings

Mew Odometre Reading

Reading Start Reading End Date Start Date End Employee® |SE|EC‘t . [v] 2]

10200 10500 gg:gaﬁth 2;'0:66& Depar‘tment* | . ——— [v] \‘!})
Reading Start® l:l L2 ]
Resdimgena® [ @
Date Start* [oct [v] [10]+] [zoog) B2 €@
Date End* [oct [v] [10[v] [zone] B @
Private [0 e

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

!:! (nlufn]
I
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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

Registration Model Colour Owrner E-Tag Insured Location Key Tag ID Actions
234234 Ford Lazer - Sedan Red Cameran X Head Office 123456 |
Knights
ABC-394  Holden Commodore - Grey Cameran o Head Office A |
Sedan Knights
AWEZSE Mitsubizhi Lancer - Coupe candle apple Cameran o o Head office 529 |
red Knights
LEE729 Halden Commodore - Red b 4 v Head Office 239 |
Sedan
TDREST Ford Laser - Sedan Green b 4 b 4 Haowie & IP123 |
Cravidson
TKEOSS Ford Falcon - Sedan Graen Carmeran b 4 b 4 Jacob & Smith TES43IP |
Knights
TMFZ04 Holden Cammedare - Branze b 4 b 4 Head Office ABC |
Sedan
TTYG43 Holden Commedare - purple b 4 b 4 Head Office |
Sedan

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

2. The following screen appears:

Edit Vehicle

= ) . . .
keytag ID - % Registration Details
1 + - \Hl

Location |Head Office [v] 2 @ Insurance Policies
Gl |Mit5Ut‘i5hi Lancer Coups [V] \E' Y Lease Information
Tear® 2006 -

) - “ FRT Details
Date Obtained® |O|::t [v] |1IZI [v] [zoos] I @

& yehicle Maintenance Details
Purchase Cost* [45000.00 | @
. .2

Initial Odometer® [a20 | & # Fuel Usage
Seats® L] & Odometre Readings

Calour® - & Accident Reports
=
Etag Id - @ Damage Reports

% Infringement Reports
Submit Reset
Y Employee Reimbursements
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Select

Edit ¥Yehicle

Keytag ID
Location™®

Model*®

Tear®

Date Obtained®
Purchase Cost*
Initial Odometer®
Seats®

Colour®

Etag Id

© 2006 WEB MATRIX & e-fficiency Business Solutions — Version 1

“ Accident Reports

and the following appears:

.2 ] ] . . .
= & Registration Details
" %7
Head Office [se] “ Insurance Policies
Mitsubishi Lancer Coupe w] @& .
| E [ ] & Lease Information
2006 @ .
- Y FBT Details
[oct [w] [10[w] [zoos] 2 @
X & vehicle Maintenance Details

[45000.00 | &

&
[690 | © Fuel Usage
L* Y Odometre Readings
4 @ Accident Reports
b

Mo Accidents Listed

Subrmit Reseat
% pDamage Reports
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4. Select
appears:

Accident History

Yehicle

to record a accident and the following

Silver Mitsubishi Lancer - Coupe[ AEEETE]

Accidents New Accident

Date Location Reference Employee® Salact --= |
Form Reference . e
Date* Oct [w] [10[w] H e
Tirne* 10 8| |00 %] |AM W)
Location®
2]
Details of Damage*
g

Submit Reset
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
[ Eal]
Cot [ |10 % | |2006
Example: s [10[se] [2008] (o)
Time* Enter the time the accident occurred:

10w |00 | w | | AM |w
Example: — — —
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Field Name

Description

Location*

Example:

Enter the location of the accident.

Cnr Dean & Kiewa Streets, Albury

Details of damage*

Enter any vehicle damage sustained

Example: Bumper slightly scratched
Submit .
6. Once completed, press and the following screen loads:
Accident History
Y¥ehicle
Silver Mitsubishi Lancer - Coupe[AEE&TS]
|
Accidents New Accident
Date Location Reference Emplayee : John Smith
. Cict 6th 2006
bate : 12:00am
Reference @ 658
P Cnr Dean &
LeEsutn: Kiewa, albury
Details of Damage
Burmper scratched
Caonfirm Edit Cancel
. . Confirm .
7. Review the data and if correct, press and the following
screen appears:
Accident History
Yehicle
Silwer Mitsubizshi Lancer - Coupe[AEEGTS]
|
Accidents New Accident
Date Location Reference Employee® Select --= -V. L=
(12)6:::060'::”3006 grbrut::an & Kiewa, =315 Form Reference |:| @
Date” oot [w] [10[w] B e
Time* 10 [w| [0 ]s] [am [+
Location®
L]
Details of Darmage™
|
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i Haorme

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

Vehicle Administration

Registration Model Colour Owrner E-Tag Insured Location Key Tag ID Actions
234234 Ford Lazer - Sedan Red Cameran X Head Office 123456 |
Knights
ABC-394  Holden Commodore - Grey Cameran o Head Office A |
Sedan Knights
AWEZSE Mitsubishi Lancer - Coupe candle apple Cameran o o Head Office 5289 |
red Knights
LEE729 Halden Commodore - Red b 4 v Head Office 239 |
Sedan
TDREST Ford Laser - Sedan Green b 4 b 4 Haowie & IP123 |
Cravidson
TKEDO9S Ford Falcon - Sedan Graen Carmeran b 4 b 4 Jdacab & Smith TES432IP |
Knights
TMFZ04 Holden Cammedare - Branze b 4 b 4 Head Office ABC |
Sedan
TTYG43 Holden Commedare - purple b 4 b 4 Head Office |

Sedan

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

2. The following screen appears:

Edit Vehicle

Keytag ID Lo
Location® |Head Office [v] &
Madel™ | Mitsubishi Lancer Coupe [V] @
Tear® -
Date Obtained* |O|::t [v] |1D[V] [zaos] M e
Purchase Cost* [45000.00 | @
Initial Odometer® [a20 | &
Seats® L
Colour* L2
Etag Id &

Submit Feszsat
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“ Insurance Policies
% Lease Information
= FBT Details

& vehicle Maintenance Details

Fuel Usage

|
L.

|
"4

Odometre Readings

Accident Reports

|
L.

|
"4

Damage Reports

|
L.

Infringement Reports

Y Employee Reimbursements
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3 “ Damage Reports

Select and the following appears:
Edit ¥ehicle
ESitachis o Y Registration Details
L tion™® i o
pEaten Head Office [w] & Insurance Policies
Model* Mitsubishi L C v| &
| REUBIST Lancer Loupe [ ] Y Lease Information
Year* [zoE ] ©
) - Y FBT Details
Date Obtained® | Ot [V] | 10 [V] |ZDDG| L .-
' yehicle Maintenance Details
Purchase Cost* i
Initial Odormeter® |ag|:| | .2 “ Fuel Usage
Seats*® o “ Odometre Readings
Colour® @ & pccident Reports
Hfl
Etag Id B78 = Y Dpamage Reports
Submit Feset Mo Damage Listed
Y Infringement Reports
2 Employee Reimbursements
4, Select to add new vehicle damage and the

following screen appears:

Damage History

Yehicle

Silver Mitsubizhi Lancer - Coupe[AEEETE]

Damages New Damage

Date Reference Description Ernployee® | Select -- = [v] L7
BRIGH [oct [w] [10[x] [zo0e] B @
Tirne* [10[s] [o0 ] [am[s]

Reforence —

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 || |10 |%| |Z006
Time* Enter the time the damage was occurred:
10 [v| |00 [s| | am |
Example: — — —
Reference Enter an external reference number, if applicable
Example: 6789/2006
Description* Enter a description of the damage
Example: Broken side mirror
Subrnit .
6. Once completed, press and the following screen loads:

Damage History

¥ehicle

Silver Mitsubishi Lancer - Coupe[AEEETSE]

Damages New Damage

Date Reference Description Employee: Jahn Smith
Drate: Oct 6th 2006&
Tirme: 10:00 AM

Reference: 23534
Description:
broken side mirror

Confirm Edit Cancel
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7.  Review the data and if correct, press el

and the following
screen appears:

Damage History

¥ehicle

Silver Mitsubishi Lancer - Coupe[AEE&TE]

Damages New Damage

Date Reference  Description Ermployee® | Select -- > [v] =]

Ot Eth 2006 23534 broken side mirror ; 1
Date® [oct [s] [10]+] [zoos] B2 ©
Tirme*

[10[s] [o0[s] [am[s]

Description™

\_&.
Submit Reset
8. Enter additional damage reports for this vehicle or return to S
- I
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Infringement Reports

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

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

Vehicle Administration

&

Registration Model Colour Owrner E-Tag Insured Location Key Tag ID Actions
234234 Ford Lazer - Sedan Red Cameran X Head Office 123456 |
Knights
ABC-394  Holden Commodore - Grey Cameran o Head Office A |
Sedan Knights
AWEZSE Mitsubishi Lancer - Coupe candle apple Cameran o o Head Office 5289 |
red Knights
LEE729 Halden Commodore - Red b 4 v Head Office 239 |
Sedan
TDREST Ford Laser - Sedan Green b 4 b 4 Haowie & IP123 |
Cravidson
TKEDO9S Ford Falcon - Sedan Graen Carmeran b 4 b 4 Jdacab & Smith TES432IP |
Knights
TMFZ04 Holden Cammedare - Branze b 4 b 4 Head Office ABC |
Sedan
TTYG43 Holden Commedare - purple b 4 b 4 Head Office |

Sedan

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

2. The followin

Edit Vehicle

Keytag ID
Location®

Model®

Tear®

Date Obtained®
Purchase Cost*
Initial Odometer®
Seats®

Colour*

Etag Id

g screen appears:

o

|Head Office

¥ ©

¥ ©

| Mitsubishi Lancer Coupe

.

|oct [w| |10 [w] [z008]

[ ¥ ] \.3!’ ]

[45000.00 | &

[a20

-

@
@

Subimit Feset
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L.

|
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Accident Reports
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|
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Damage Reports

|
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€

&' Infringement Reports

3. Select
Edit Yehicle
Keytag ID .
Location™® |Head Office [V] 4
Model* |M|tsub|shi Lancer Coupe [V] e
Tear* @

Date Obtained*

Purchase Cost*

Initial Odometer* EE | @

Seats* L]
Calour* v
Etag Id 678 o
Subrmit Reseat
4. Select

the following screen appears:

Infringement History

Yehicle

and the following appears:

Y Registration Details

@ Insurance Policies

% Lease Information

& FBT Details

% yehicle Maintenance Details

“ Fuel Usage

“ Odometre Readings

“ pccident Reports
“ Damage Reports

& Infringement Reports

Mo Infringements Listed

Y Employee Reimbursements

to enter a new infringement record and

Silver Mitsubizhi Lancer - Coupe[AEESTE]

Infringements

Date  Mumber Obligation # Cost  Description

New Infringement

Employee* | select - [v] @
Date™ [oct [w] [10[w] [zoos] B2 @
umber- e

Obligation Murnber

—
E—

Cost¥

Description®

Submit Reset

75 of 101
© 2006 WEB MATRIX & e-fficiency Business Solutions — Version 1



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:
Example: Cct (2] [10 1) -

Number* Enter the infringement number quotes on the fine

Example: 6789006

Obligation Number

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

Cost* Enter the cost of the fine
Example: 150
Description™ Enter any other relevant details
Example: Fine was for running a red light
Subrnit .
6. Once completed, press and the following screen loads:

Infringement History

Yehicle

Silver Mitsubishi Lancer - Coupe[AEEETE]

Infringements
Date  Number Obligation #

Mew Infringement

Cost  Description Employee: John Smith
, Oct Sth
Date: 2008
Murmnber: 4678
Qbligation
Murmber: e
Cost: 150
P running red
Description: light
Canfirm Edit
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7. Review the data and if correct, press

screen appears:

Infringement History

Yehicle

Confirm

and the following

Silver Mitsubishi Lancer - Coupe[AEEETE]

Infringements

Mew Infringement

Date Muniber 3bligation Cast Description Ernployes® |S'3|'3'3t wecs [v] i
CcrSth 4678 121 150.00 running red Date™* [oct [v] [10[w] [2008] B2 &
2006 light

Humber® —

Qbligation Mumber l:l o

Description™

H_’I

Subrmit Reset

Enter additional infringements for this vehicle or return to KMk

e
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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:

Vehicle Administration

Registration Model Colour Owrner E-Tag Insured Location Key Tag ID Actions
234234 Ford Lazer - Sedan Red Cameran X Head Office 123456 |
Knights
ABC-394  Holden Commodore - Grey Cameran o Head Office A |
Sedan Knights
AWEZSE Mitsubizhi Lancer - Coupe candle apple Cameran o o Head office 529 |
red Knights
LEE729 Halden Commodore - Red b 4 v Head Office 239 |
Sedan
TDREST Ford Laser - Sedan Green b 4 b 4 Haowie & IP123 |
Cravidson
TKEOSS Ford Falcon - Sedan Graen Carmeran b 4 b 4 Jacob & Smith TES43IP |
Knights
TMFZ04 Holden Cammedare - Branze b 4 b 4 Head Office ABC |
Sedan
TTYG43 Holden Commedare - purple b 4 b 4 Head Office |
Sedan

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

2. The following screen appears:

Edit Vehicle

= ) . . .
SIS - Y Registration Details
1 + - \H‘

Location |Head Office [v] 2 @ Insurance Policies
LT |Mit5Ubi5hi Lancer Coupe [V] Jst' Y Lease Information
Tear® 2006 o

& FBT Details
Drate Cbtained® e

[oct [»| [10[w] [zo008] B2 @

& yehicle Maintenance Details
Purchase Cost* [45000.00 | @
Initial Odometer® [a20 | & ' Fuel Usage
Seats® L2 2 Odometre Readings

Calour* = ' Accident Reports
=
Etag Id . @ Damage Reports

2 Infringement Reports

Submit Reset
Y Employee Reimbursements
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@ i .
3.  Select = Employee Reimbursements .4 ihe following appears:

Edit Yehicle
Keytag ID @ % Registration Details
an ! -
Location | Head Office [ae] © Y Insurance Policies
el |"’“'f5u'3'i5"'i Lancer Coupe ["] . Y Lease Information
Teart 2006 .2
] - “ FBT Details
Date Obtained® | Ok [v] | 10 [V] |2|:||:|6| iz L2
& vyehicle Maintenance Details
Furchase Cost* |4SDDD.DD | o
Initial Odometer* EEl | @ ¥ Fuel Usage
Seats* .2 “ Odometre Readings
Colour® L2 € Accident Reports
&
Etag Id - = Damage Reports
“ Infringement Reports
Submit Raset
“ Employee Reimbursements
Mo Reimbursements Listed
4, Select to add an employee

reimbursement and the following screen appears:

Reimbursement History

Yehicle

Silver Mitsubishi Lancer - Coupe[AEEETE]

Reimbursements New Reimbursement

Employee Start Date Amount Employes® [select --> [v] @
Arnount* |:| L=
Start Date* (oct [w] [10]v] zoog] ™ @
End Date* |Oct [v] |1D[v] [zoos] M e

Description™
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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

Start Date*

Enter the start date the reimbursement begins at

Oct [s] [10[w] [200g] B2

[—

Example:

End Date*

Enter the date the reimbursement concludes at

Oct [s] [10[w] [200g] B2

[—

Example:

Description*

Enter any other relevant details

Example: Covers private travel

6. Once completed, press

Reimbursement History

Yehicle

Subimit

and the following screen loads:

Silver Mitsubizhi Lancer - Coupe[AEEGTE]

Reimbursements

Employee Start Date

Mew Reimbursement

Amount Employes® Select --= (a] &
smoune —
Start Date* oct [w] [10]+]
End Drate® oct v 10 v

Description™

&€

€

Subrmit
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7.  Review the data and if correct, press el

and the following
screen appears:

Reimbursement History

Yehicle

Silver Mitzubizhi Lancer - Coupe[AEEETE]

Reimbursements New Reimbursement

Employee Start Date Amount Employes® | Salect -- = M L2

Smith, John Cct 10th 2006 673,00 . |:| @
Start Date™® Ot vl 10 vl 2006 : L]
End Date* oct [w] [10[v] [zoos] B @
Cescription™
@

8. Enter additional reimbursements for this vehicle or return to
"
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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.

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

YT ]

Vehicle Administration

@ add Yehic

Ia Yiew: all | Active | Inactive

Registration Model Colour Owner Es Insured Location Fevilag
Tag 1]
Ma Draihatzu Charade - Coupe Blue b 4 b 4 Jacob 2 Smith testS
Registration
Mo Haolden Commodaore - Red « X Head Office
Registration Sedan
Menu 234345 Jeep Charoke - SUW Black X Jacob & Smith tastd
[ Bookings HBC-394 Holden Commodare - Grey Cameran v Head Office Ad
& Sedan Knights
Change Password
AEEETS Mitsubishi Lancer - Coupe Silver Head Office 590
AWEZSS Mitsubishi Lancer - Coupe candle apple Cameron o Head Office 559
red Knights
FGK1Z23 Haolden Commodaore - red X Head Office
Sedan
LEETE9 Haolden Commodaore - Red X Head Office 29
Sedan
TODBREST Ford Laser - Sedan Green b4 b4 Howie & Jp1z3
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2. Select the vehicle you wish to archive by clicking on the corresponding
button. The following screen will then load.

Archive Yehicle

Year: 2000

Date Obtained: 2006-11-12
Feference:

Initial ©dormetre: 150

Seats: =

Colour; red

E-tag:

Zold or Traded® Select --> W

Date Sold/Traded* M2 [ noy % | (12 |»| [2006

Sale/Trade Yalue* | |

Recipient® | |
Caonfirm Cancel
3. Enter the required information as follows:
Field Name Description

Sold or traded* Was the vehicle sold or traded?
Example: Sold

Date sold/traded* |Select the date the vehicle was sold or traded.

T I nov (v |29 [«] [zo0s

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

Confirm

Once completed, select and the following screen loads:
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Administration

& Employees
& vehicles

%® General

& Fuel Import

-l%‘ﬁ Reports

Menu

Ua Bookings
& Change Password

4. Archive additional vehicles or return to

Yehicle Administration

@ add Yehicle

Yiew: All | Active | Inact

Registration Model Colour Owrner E'-ag Insured Location '1(;‘, Tag Actions

Ma Daihatsu Charade - Coupe Blue b 4 b 4 Jacob & Smith testS Archive |
Registration Histary

Ma Halden Commadare - Red o X Head Cffice Archive |
Registration Sedan History

234345 Jeep Cheroke - SV Black b 4 v 4 Jacab 2 Srith testh Archive |
History

ARC-394 Haolden Commodors - Gray Cameron o Head Office Ad Archive |
Sedan Knights Histary

AEEETE Mitzubizhi Lancer - Coupe Silver o Head Office 290 Archive |
Histary

AWEZSS Mitsubizhi Lancer - Coupe candle apple Cameron Y 4 Y 4 Head Office 559 Archive |
red Knights Histary

LEE7E9 Holden Commodare - Red ¥ Head Office 29 Archive |
Sedan Histary

TOBRESST Ford Laser - Sedan Green b 4 b 4 Howie & IP123 Archive |
Davidson Histary

TKEOD29 Ford Falcon - Sedan Green Cameron b 4 b 4 Jacob 2 Smith 76543IP  Archive |
Knights Histary
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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:

QLSS

el s

welcome: admin | Feedback | E Logat

Administration . )
2 General Administration

2. Select * and the following screen appears:

State Administration

States New State

State Name Abbreviation Full narme®* | | &
“ictoria WMIC Shart name* | | 7]
South Australia Sh

Mew South Wales HEW

Gueensland QLD Submit Reseat
Marthern Territary 2

Western Australia &

Australian Capital Territary ACT

Tasmania TAS

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

M Home

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

G SST

J“u_j -;h

me: admin | Feedback | &

Administration

8

General Administration

2. Select * and the following screen appears:

Department Administration

Departments New Department
y * 1

Department Mame Last Modified ::dlﬁe.l Departrment Mame | L
Accounting Sep 21t 2008 adrnin

2119 .

o Submit Feset

Marketing Sep 21zt 2006 adrnin

2ilgpm
Public Relations Sep Z1st 2006 admin

2119pm
Hurman Resources Sep Z1st 2006 admin

21 Z20pm
Lagistics Sep 21zt 2006 adrnin

21 Z20pm
Tachnical Suppart Sep 21zt 2006 adrmin

21 Z20pm
Engineering Sep Z1st 2006 adrmin

2120pm
Praduction Sep 21st 2006 admin

21 20pm
Information Sep 21st 20086 admin
Technalagy 2:21pm
Customer Service Sep Zlst 2008 admin

2i21pm

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

4. 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:

Wil aeim | Fesdle | :! g

Administration . )
2 General Administration

2. Select * and the following screen appears:

Service fRepair Agent Administration

ServicefRepair Agents MNew Agent

Agent Mame City Phone Aagent Narme® | | L]

Gregs Motors Albury 0260245689 address® | | @

SmartTek Auto Repairs Wodonga 0OZEOZ45689 o

Justin's Motors Wadanga 123456 | | -

Leah's Repairs Albury 0Z60T18TEE City# | | L2
Postcode® | | @
Phone 1% [ | @
Phone 2 [ | @
Mabile [ | L2 ]

Submit Reset

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

oress Subimit

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

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

QF ygslr

Jﬂu =)

Wil aeim | Fesdle | ﬂ g

Administration . )
2 General Administration

2. Select * and the following screen appears:

Insurance Broker Administration

Insurance Brokers New Broker
Broker Name Phone Email Broker Name* | | LT
MHEM& 02602456589 jsmith@wm.net Contact Mame* | | o
RACY OZEOZ2456839 crmyen@wm.net
address* [ | &
AaMI 0260245689 sharker@wr.net
Justin's E0SE0810 | | @
Insurance _
City#® | | @
G 0ZEDTSEE99 zomecne@zomewhare.com
Postcode® [ | @
Phone 1% [ | &
Fhone 2 [ | L2
Mohile | | @
Ernail [ | L2
Motes*
Submit Reset
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To add a new insurance broker, enter the required information and press
Submit

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

ciCha
i

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

Administrator menu. The following screen is loaded:

Welcormne: admin | Feedback | :! Logat

Administration . )
2 General Administration

2. Select * and the following screen appears:

Company Location Administration

Company Locations Mew Company Location
Name Address City Site Mame® | | 2]
Jacob & Smith 23745 Clark Rd Albury address*® | | (7]
James & 245 Bringelly Rd Penrith
Thompsan | | 2]
Howie & Davidson  1/99 Charleston St Waodonga ity | | @
Head Office 1/34 High 5t Melbourne o

* R tl
Webmatrix Office Suite 1 121-123 High  Wodonga Postcode | | -

St 1 1
Sub Branch 78 Somewhere St Beechwarth )
Subimit Reset

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

e Home

4. From here you can add additional locations or return to
- Logout
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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:

Welcormne: admin | Feedback | :! Logat

Administration

8

General Administration

2. Select * and the following screen appears:

¥Yehicle Type Administration

Types New ¥ehicle Type

Type Last Modified Modified By Type* | L2
Motarbike  Oct Sth 2006 12:58pm admin

Sedan Sep 21st 2006 1:57pm admin -

lagon Sep 21st 2006 1:58pm admin Submit Reset
Coupe Sep 21t 2006 1:58pm admin

S Sep 21zt 2006 2:10pm admin

Utility Sep 21st 2006 2:10pm admin

Van Sep 21st 2006 2:10pm admin

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

4. From here you can add additional vehicle types or return to
- Logout
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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:

Wil aeim | Fesdle | :! g

Administration . )
2 General Administration

2. Select * and the following screen appears:

Manufacturer Administration

Manufacturers New Manufacturer

Manufacturer Last Modified Modified By Manufacturer® | L2
Aston Martin Sep 21zt 2006 2:04pm admin

Audi Sep Z1st 2006 2:03pm  admin ;

=L Sep 21zt 2006 2:02pm admin Submit Reset
Cheuralet Sep 21zt 2006 2:09%pm  admin

Chrysler/Draimler Sep 21st 2006 2:09pm admin

Citraen Sep 21zt 2006 2:05pm  admin

Daihatsu Sep 21zt 2006 2:02pm  admin

Ferrari Sep Z1st 2006 2:04pm  admin

Fard Sep 21zt 2006 2:00pm  admin

General Maotars Sep 21t 2006 2:01pm  admin

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

oress Submit

4. From here you can add additional vehicle manufacturers or return to
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Manage Vehicle Models

ciCha
i

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

Administrator menu. The following screen is loaded:

Welcormne: admin | Feedback | E! Lagol

Administration . )
2 General Administration

2. Select * and the following screen appears:

¥ehicle Model Administration

Models New Model
Model Last Modified podified Manufacturer* [selset --= ] @
Daihatzu Charade Sep 21zt 2006 admin Type* 4
Coupe 2112Zpm
) Model® | | 2]
Haolden Commadore Sep Z1st 2006 admin
Sedan 2i12pm
Ford Laser Sedan Sep Z1st 2006 admin .
2i12pm Subrmit Feset
Fard Falcon Sedan Sep Z1st 2006 admin
2i1Zpm
Mizzan Skyline Coupe  Sep 21zt 2006 adrin
2115pm
Tayota Camry Sedan Sep 21zt 2006 adrnin
2:13pm
3. To add a new vehicle model, enter the required information and press
Submit

4. From here you can add additional vehicle models or return to

& Home or ﬂ Logout
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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:

A

L UICELE

el s

welcome: admin | Feedback | E Logat

Administration

8

General Administration

2. Select * and the following screen appears:

Licence Type Administration

Licence Types New Licence Type
Type Name Type Mame® | L2
L8
R .
P Subrmit Reset
TA
Ha
3. To add a new licence type, enter the required information and press
Subrmit
e . '-".ﬁ.'i arme
4. From here you can add additional licence types or return to (S
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Manage Registration Types

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

QLSS

el s

Welcormne: admin | Feedback | E Logol

Administration

8

General Administration

2. Select * and the following screen appears:

Registration Type Administration

Registration Types MNew Registration Type
Type Name Type Name®* |
Car
Submit Reset
3. To add a new registration type, enter the required information and press

Subimit

$: 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:

QLSS

el s

me: admin | Feedback | E Logol

Administration

8

General Administration

2. Select * and the following screen appears:

Inclusion Administration

Inclusions New Inclusion
Inclusion Marne® |

Car Seat - Taddlar

Tow Bar .
Cruise Contral Subimit Reset
Fower Steering
Car Seat - Infant
3. To add a new inclusion, enter the required information and press

Submit

o Home

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

or
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Import Fuel Spend Report

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

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

=

and the following screen opens:

Fuel Usage Import

Load known CSY Type @
Select CSV File: | || Browse...

Please Check this ]
box if vour CEW
includes Column

Headings
Format Fieldnames Columin
Registration Mumber Select --= |

Fuel Quantity Solect = [

Cozt (Including GST) Select --> |+

Card Mumber 7
Select --» %)

Transaction D ate 7
Select --» %

Refarence f Receipt Mumber 7
P Select --» %

Odoretre Reading Select -
ele --F

Subimit Feset
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2. 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:

Fuel Usage Import

Field Yalue

Crate/Time 200&6-10-10-11-09-52

Imported By adriin

Filename [Local) importsfimport-2006-10-10-11-09-58.csv
Filename [(Zriginall Shell Fuel Report Example.csw

Farmat

Rows Storad 120

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

to import another file or return to

E Logout
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Running a Report

1. Log into OurFleet as an Administrator. In the Administrator menu select
v .
and the following screen opens:

System Reporting

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:

Use Dates L
Start Date: oct [w| (10w M @
End Date: Oct |»| |10 [w f et
Use Vehicles L
vehicle(s): Select --> -

[12345] Holden Cormmodare
[TMF304] Holden Commodore
[TKEO99] Fard Falcon

[Few345] Holden Cormmmodare  |[¥

Subrmit Reset

. . . submit
3. To run a report with no restrictions, simply select ,

restrict the dates and vehicles that the report is generated upon. The
following screen will then be loaded:
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#1 Our Fleet - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

oy » — i ] - = 5
W Bk = Iﬂ IE‘ _l\J pi ) Search \v:( Favarites {4} - &g = _] ia ‘:i
Address I@J] http:/fourfleet. wmxbox,.comjprocess_report. php?a=reports rscostbyvehicle lvl Go Links = Markon Ankivi

Download This Report as a CSv(Excel

Repair and Service Costs By Yehicle

¥ehicle ID

IR;egisl:ral:iun Number IManufa(hlrer IMudel ISEWi(E Costs IR;epair Costs ITul:;al Costs
1 12345 Holden Commodore 524,00 213.00 T37.00
2 TMF304 Holden Cormmodare
4 234234 Ford Laser G65.00
5 123456 Ford Laser
g AWEZSS Mitsubishi Lancer 20,00 564500 5735.00
13 TEEQ29 Ford Falcon
15 ARC-394 Holden Commodare
16 LEE729 Holden Cormmodore
19 AEEETS Mitsubishi Lancer 150,00 250,00 400,00
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 C3W(Excel) File _ save the file and
open in Excel.
5. To close the generated report in internet explorer, simply click the in
the top right hand corner. This will then return you to the following screen:
Use Dates F
Start Date: |Oct [v] |1g [v] [z00s) : &
End Date: [oct [w] [10[+] [Zaos] B2 @
Use ¥ehicles L
Yehicle(s): Select --> ~
[12345] Holden Commodore [ ]
[TMF304] Holden Cormmodaore
[TKEDS9] Ford Falcon
[rew345] Holden Commuodore [V]
6. From here, you can select to run additional reports or

H Logout

return to or
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