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AgileAssets Fleet Management System
Tutorial

1.1 What’s in This Tutorial

This tutorial provides instruction on logging in to the AgileAssets Fleet Management System (FMS) and
performing basic fleet management tasks. It is intended to help the user become familiar with the various
menu items and functions available. Information is also provided on seeking assistance to resolve
questions you may have about the features or use of FMS.

1.2Conventions Used in This Tutorial

To assist you in differentiating types of information or actions required of you, this manual uses the
following typographical conventions:

>

CAPITALS

Bold

Tahoma

Title Caps

Underline

The greater-than sign separates menu levels (for example, File > Open).

Upper case text indicates the names of keys on the keyboard (for example, SHIFT or
CTRL or ALT+F4).

When used between keyboard keys, the plus sign indicates keys that must be pressed
simultaneously to perform a command (for example, ALT+F4).

Commands are shown in a heavy bold font (for example, Retrieve).

The Tahoma font is used for text that appears in a window and statements that are to
be typed in exactly as shown.

Title Capitalization often indicates a specific data element type (for example, Work
Order, Service Request, Work Function).

Underlining indicates an agency element description such as a job title or a
maintenance item.

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 1
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2.1System Log On

To launch and log on to FMS, you need the following information:
% The URL (web address) to access the system.

% Your user ID.
% Your user password.
% The administrative unit to which you are assigned.

Once you have this information, follow these steps to log on to the system
1. Launch your Internet browser (Internet Explorer, Firefox, etc...).

2. Inthe address window of the browser window, type the URL for where the system resides and
press Enter. (Note that if this is the first time you are accessing the system, you should save this
URL as a "favorite" to facilitate return visits.) After the Enter key is pressed, the browser window
will show the log on window for the system. An example of this window is shown below.

User ID

User Password Forgot your password?

—
AgileAssets Management System [Development] Version 8.0 Build 5298

L1 EASSETS J61ASSETS

3. Inthe User ID field, type your user ID. (If you have previously logged onto the system, the
system will remember your user ID and so you will only need to enter your password.)

4. Press the Tab key to move the cursor to the User Password field and type your password.

5. Click Login. The system checks the information you entered and, if recognized, logs you on to the
system and displays a window to select your administrative unit. An example of this window is

Page 2
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shown below.

l Department | TxFleet - CPA v
Security Profile | System Role k

AgileAssets Management System [Development] Version 8.0 Build 5228

YoLASSETS J61ASSETS

Note: You are only allowed a specific number of attempts to log on within a certain time period.
(The System Administrator sets the number of attempts and time period.) After the last
unsuccessful attempt, you will be locked out of the system. You must contact the System
Administrator to be allowed to log on to the system.

6. Click on the down arrow to display the administrative units, locate the desired unit, and then
click on the desired unit. (Note that if you have previously logged onto the system, the system
will remember the unit you last used and so you may skip this step.)

Note: The selection of an administrative unit is important. At various points in the system, the
phrase "current unit" appears. The current unit is the unit you selected when you logged on.

7. Click Submit. You are now fully logged onto the system, and the system displays the main
window of the application. This window shows all available modules. Click on a module name to
access the features of that module.

2.2Forgotten Password

FMS provides a Forgotten Password feature that will reset a user’s password to a random string and
email the temporary password to the user. The following steps explain how to use this feature.

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 3
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1. Inorder to use this feature, a user must have already picked and answered their security
question. The first time a user logs in they will be prompted to chose and answer a security
question. See below for an example of this window.

In case you forget your password...

1.Security Question: | What was your childhood nickname? v |

Your Answer: ’ ‘

2. Once the question and answer have been submitted, the user can click the “Forgot your
password?” link on the login screen. See below for an example.

User ID

User Password Forgot your password?

AgileAssets Management System [Development] Version 8.0 Build 5296

o1 AsSETS Y61/ ASSETS

3. A window will then be displayed prompting the user to submit the user id to be reset.

User ID \JOHNNYU

4. After submitting the user id, the user will then be prompted to answer the security question
associated with this user id.

1.Security Question: l In what city did you meet your spouse/significant other? v‘

Your Answer: \ ‘

5. Once the correct answer has been submitted, the following message is displayed and an email
sent to the user email address with a temporary password.

Your password has been successfully reset and the new password has been sent to your email address.

Page 4
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6. The user can now use the temporary password to login and then will be prompted to change
their password after successfully logging in.

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 5
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The User Names and Access window shows all the users and their associated access level in the system
(all modules). This window is composed of three panes; System Users, Admin. Units Available, and
Security Profiles. In the System Users pane, users may be added or deleted, and some of their attributes
may be edited. Columns that may be edited are: the user's parent agency (this column has no bearing on
what the user may select when logging on; instead the application uses what is configured in the Admin
Units Available pane), his or her email address, and whether the user is allowed to log on (that is,
whether the user name is "active").

A check mark in the Allow Login check box indicates that the user is allowed to log on. If a user enters an
incorrect password the number of consecutive times set in the System Parameters window, the system
disables that user's access and clears the Allow Login check box. The Application Administrator can
restore the user's access by clicking the check box and saving the change. The check box may also be used
to suspend a user's access privileges.

A check mark in the Is Admin? check box indicates that the user has design privileges. This means that
the user is allowed to adjust a window's properties (column widths, sizes and position of panes, labels,
titles, etc.). This column is editable only by CPA IT Role users and is read only by all other security
profiles.

A check mark in the Working Now? column indicates that the user is logged on to the application.

3.1 List of Security Profiles

The system is currently providing the following security roles [arranged in the hierarchical order, from
highest access level (CPA IT) to the lowest access level (View Only)]:

* CPAIT - Manages all software application configuration activities and maintenance

* CPA System Administrator - Handles all CPA's administration duties such as system front end
questions and issues, reporting, and primary contact for the agencies,

* Agency system Administrator - handles all users” security profiles at the agency level, such as
add, edit and delete users. In addition has full access to the system.

* Fleet Manager -Allows full access to the system with exception of system administration and/ or
record deletion function

* Fleet Specialist - Performs fleet data entry; not allowed to delete records

* Technician - Equivalent to mechanic in FF; captures routine work order data and basic
maintenance records which may include parts inventory control

* Batch - for all users who will be processing monthly batch uploads of fuel, meter readings, PM
work order data, repair work order data, and trips and passengers usage

*  Motorpool - user of the motorpool functionality

* View Only - For non-fleet managers and executives who need access to data and are able to run
reports

Page 6
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3.2How to Create a New User

You may use two methods to add a user to the application. One method is to simply create a new, blank
record and complete the record as needed. The second method is to create a new record that is largely a
copy of an existing record, and then modify the record.

3.2.1 Insert Method

1. Display the User Names and Access window (System > Utilities > User Names and Access).
Bs stem Users Admin Units Available
1 (e2)(z)3)71 pages (707 rows) & TxFleet - CPA
* Allow Login Is Admin? Working Now? <+ UserID 4 * email * Parent Agency First Name D 1 -Testing Agenc
[ | I T R T S 20000 - X v [ roto00 -7 sews
v 4 ~ ' TxFleet - CPA liv| Johnny [ 102000 - ™ Hou:
v = v - 721000 - UT - AUSTIN [ Mark [J 1030007 LeG
v r r 719200 - TXSTATE  [] [Jz01000 - coverr
™ v - 101000 - TX SENATE v [[Jz02000 - aTTORM
v r r 719100 - TXSTATE || [£]303000 - x FacCi
v r r 694031 - CORSICANA [ [J304000 - comerr
v r r 714000 - UT - [v [[Jz0s000 - ceners
v - ~ 721000 - UT - AUSTIN || Gina []306000 - sTATEL
— [Jz07000 - secrer.
W I = . 362000- [l [Jz0z000 - sTaTe £
< 2| []313000 - DIR TELE

2. Right click Insert in the System Users pane. A new window will be displayed.

:]@884 pages (10 rows)

Select  SAMPLE NAME

[[J318000 - Tx com
[[] 320000 - Tx worR
[[J 323000 - TeacHe
[F]322000 - pEPART
[[J327000 - enpLoY
[[J 330000 - Tx ReH4

CPA System Administrator

Explorer User Prompt

Script Prompt:
_ Concel |

Type User Name please
= = Cancel

Enter the new user's name and then click the OK button. A message window will notify you that
the default user password is set to the user's name and that the user should change the password
when he or she first logs on. (The user changes his or her password using the Change Password
window in the Utilities Menu available in all modules.)

Click OK to close the message window. The system closes the window and adds a record to the
System Users pane.

Enter all required information for this user in the System Users pane (top right).

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 7
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6. Select the appropriate security role in the Security Profile pane (bottom pane) by check the box
for the appropriate role(s).

1 |(ce)(z)=)4 pages (10 rows)

Select SAMPLE NAME
Agency System Administri

_»_12-

CPA System Administrator

7. Assign Admin Unit to this user by right click Select This or Select All or Select Branches in the
Admin. Units Available pane (right click Deselect This if needed).

|;|303000 - TXFACILITIES CO
. 2Nn2Nnn4 TONS MMANL O

Find

Select This
O Select All
. Select Visible tems

8. (Click on Save 08 @ o in the general navigation menu on the far left.

3.2.2 Insert Like

1. Right click on the user profile you want to duplicate and then select Insert Like in the System
Users pane.

ADANM4S53
ADAMSGE
AERN2654

2. Inthe new window, enter a user name (the default password will be the user name). Click OK to
close the message box. The system closes the window and a new row is added to the System
Users pane. The Security role and the assigned administrative unit will be copied to the new user.

3. Click on Save 08 @ o in the general navigation menu.

Note: If you are an Agency System Administrator, you will see the following warning message
when you will create new users. Click on OK in the dialog box and proceed normally.

Page 8
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http://hosting.agileassets.co...

Your transaction completed successfully
with the following warning(s):

Update of column IS_ADMIN has been
blocked due to security settings

3.3Passwords

When a new user account is created, the new password defaults to the User ID. After the initial log-on,
the user may change his or her password at any time by utilizing the Change Password menu item
found in the Utilities menu of all modules. The user will also need to change his or her password after the
amount of time since the last change elapses as set by the Life of Password parameter in the System
Parameters window. The system will prompt the user in this case.

If the user forgets his or her password, the Application Administrator may utilize the Change Password
command found in the User Names and Access window. This command is found on the shortcut menu
that is displayed by right-clicking the user’s record. Alternatively, a user may obtain a new password via
email using the Forgotten Password feature.

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 9
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FMS provides the following ways to navigate to, and within, the windows in the system: "point & click"
commands, table navigation via scroll bars and a table navigation toolbar, and Quicklinks (which is a
special, customizable form of hyperlinks).

4.1 Menus

You display a window by selecting a series of commands from menus. For example, to display the
Material Management window (which is in the Resources module), perform the following steps:

1. Since the default active module is Fleet Management, click Resources to activate the Resources
module. After selecting this module, the menu bar on the second line of the window changes to
show the menus of the Resources module.

2. Click Materials. This displays the submenus of the Materials menu.

3. Hover over (that is, place the cursor on but do not click) Inventory. This displays the Inventory

submenu.

4. Click Material Management. The Material Management window is displayed.

Graphically, this series of steps appears as shown below.

: Fleet Management n Resources System
o1 ASSETS

Utilities Labzﬂ Materials Reports

QOORO LA . =P
7 D R EC RGN W Inventory »  Material Inventory

olor Schema < Mgmt. Units Material Reconciliation B St
@ o [l TxFleet - CPA V. W Material Management
D1 - Testing Agency ‘
[J101000 - Tx SENATE
D102000 - TX HOUSE OF REPRESENTATIVES

I I4ﬂ')ﬂf\ﬁ TV ICAICI ATRIC ANLICl

¥ open / clos

In this FMS tutorial, this entire series of actions is abbreviated as: "Resources > Materials > Inventory >
Material Management."

Page 10
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4.2Scroll Bars

Once a window is displayed, scroll bars are available to move what is viewable either vertically or
horizontally. Be observant as to which scroll bars you select to use — two sets are provided (depending
on the size of your browser window):
% One set is for the browser window, and these move the viewable portion of the entire browser
window. They do not affect what is viewable within FMS. (These will be absent if the browser
window is large enough to contain the display presented by FMS.)

% The second set applies to windows (and panes, which are subdivisions of a window) within
FMS. These change what is viewable in FMS.

4.3 Navigation Toolbar

In addition to scroll bars, tables also provide a navigation toolbar. The tables that are displayed in FMS
are often quite large. In these large tables, the number of records (rows) is greater than what may be
displayed at one time in a window or pane. So the table is divided into multiple pages. A navigation
toolbar similar to the following appears at the top of every table to inform you of the number of pages
and rows in the table and to allow you to navigate to different pages:

Go forward one page.

Current page.
|7 I_ Go to last page.

==| = |10 Go| = |26 pages (4281 rows)

Go back one page.

Go to first page.

You may click the buttons as indicated to navigate to different pages in the table. You may also double-
click the displayed page number, type a new page number, and then click Go (or press Enter on the
keyboard) to display that particular page.

Note that the vertical scroll bar that appears along the side of a window that displays a table cannot be
used to move from page to page. The scroll bar only allows you to change what is viewable for the page
that is displayed in the window or pane.

4.4 Quick Links

Quicklinks provide a handy way to quickly navigate to frequently used windows from a module's main
menu. These are essentially customizable hyperlinks that remove the necessity of "pointing & clicking" to
get to a window within the module. (You cannot establish a Quicklink to a window in a different
module.)

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 11
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For example, say you would like to move quickly to the Material Management window within the
Resources module. Ordinarily, you would need to perform the series of steps shown on the previous
page. This involves several "points & clicks." You could shorten this navigational path considerably by
establishing a Quicklink to the Material Management window as described below:

1. Display the Material Management window (Resources > Materials > Inventory > Material

Management).

2. Click Add Window Link .

Fleet Management Resources

Utilities Labor Materials Reports

S n Transactions from '7/16f2009
- 2. :
IColor Schema
Navy v

D 1 - Testing Agency
[]101000 - Tx SENATE
[[] 102000 - TX HOUSE OF REPRESENTATIVES

[] Design mode

W open / clos

3. A Quicklink appears in the main window for the Resources module with Material Management
shown as a hyperlink in the table. Now, whenever you select the Resources module, you may
simply click this hyperlink to directly display the Material Management window rather than
"point & click" through the series of menus.

: Fleet Management Resources
o1 EASSETS

Utilities Labor Materials Reports

OEROLA

Sy Transactions from 711672009
[ N ~
gmt. Units
Quick Links
X_ Material Management D1 - Testing Agency

[ 1101000 - TX SENATE

Note that once the Material Management window is configured as a Quicklink, the Delete
Window Link precedes the hyperlink. This icon allows you to remove the Quicklink to the
Material Management window.

Page 12
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FMS contains a very large amount of information. This is due to the need for the system to cover all
aspects of your statewide agency. However, much of this information is not needed to perform your daily
tasks — and, in fact, can actually make your work less efficient because you must sort through a lot of
information to find just what you need. The system provides several features to ease this difficulty and
make your work more efficient.

5.1 Shortlists

Shortlists are simply lists of just those things (employees, and materials) that you use most frequently. By
creating a shortened list, the creation of work orders is made easier and more efficient.

For example, say you are creating a work order. Part of this process is selecting the employee to be used,
which is accomplished by selecting the name of the employee from a drop-down list. Now if you did not
have a shortlist, this drop-down list would show all employees in your agency. This is most likely a very
long list, and locating the desired person could take a long time. However, if you create a shortlist of just
those employees in your administrative unit that are regularly assigned to work orders, the drop-down
list will be considerably shorter -- and locating the desired employee will be much quicker and easier.

Note that shortlists are specific to an administrative unit. Furthermore, when the system displays a
resource list, it is the resource shortlist that is actually displayed. For example, the list of employees
displayed in the Day Cards window shows only those employees in your employee shortlist — not all
employees of your entire agency.

5.1.1 How to Create Shortlists

FMS supports several shortlists. The shortlists are all created in a similar way. This section describes how
to create these shortlists.
To create an employee shortlist, perform the following steps:
1. Navigate to the Labor Shortlist window (Fleet Management > Setup/Inventory > Short List... >
Labor). This window contains a table that appears similar to the example shown below.

1 |(e](z)[=J2 pages (24 rows)

Parent Agency Select Employee Name Employee status Labor Class Code
[ e ~ I e I

539671 - SAN ANGELO STATE SCHOOL v ALONZO, DAVID W. Normal Labor

539671 - SAN ANGELO STATE SCHOOL - TORRES, RICHARD... Normal Labor

539671 - SAN ANGELO STATE SCHOOL v HAVARD, PERRY Normal MAINTENANCE SUP

539671 - SAN ANGELO STATE SCHOOL [~ SUGHRUE, STEPH... Normal MAINTENANCE MEC

539671 - SAN ANGELO STATE SCHOOL [~ VAZQUEZ, REUM... Normal MAINTENANCE TECI

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 13



AgileAssets Fleet Management System ( A1 ASSETS

Tutorial

Note that the information in this table is read-only. You cannot change any displayed
information, nor can you add (or remove) an employee.

2. Look at the Select column in the table. A checkmark in the selection box indicates those
employees that are on your employee shortlist.

3. Modify the list as needed by checking or clearing the selection boxes. To add an employee to
your shortlist, click the selection box in the row with the employee's name. To remove an
employee from your shortlist, click the checkmark shown in the selection box.

4. When all employees that you wish to appear in your employee shortlist have checkmarks in the
selection boxes, click Save to store this information.

Fleet Management Resources System
o1 ASSETS

Utilities Setup/Inventory Work Orders

0RO A
2 [1 1 pages (24 rows)
Parent Agency Select Employee Name Employee st

o 539671 - SAN AN..|
[ 539671 - san aN... [T GALIHADD, JASON m
X_) Motorpool Dispatch el F-

539671 - SAN AN... [ GARCIA, MIKE Normal
X Dashboard 539671 - SANAN... [~ CARRASCO, SAUL Normal
539671 - SAN AN... [ CLARK, GERRY L.  Normal

5.2 Resource Sharing

When you create a work order, you may only use the resources that belong to your administrative unit.
However, if an activity required (for example) an employee that was not assigned to your administrative
unit, you would need to go through the process of temporarily transferring that person to your unit so
you could use them in a work order.

This could be a time-consuming chore if you had to perform it often. FMS therefore provides for resource
sharing. This allows you to specify resources that may be shared among certain administrative units. This
allows you to include the resources of another administrative unit in your shortlists, which removes the
need for creating a temporary transfer in FMS in order to assign the resources to a work order.

5.2.1 How to Share Resources

In FMS, you may only create work orders using the labor resources that are assigned to your
administrative unit. Generally, this works fine. Yet, situations may arise where you need to use resources
assigned to another administrative unit. When these situations occur more than once in a while, it is best
to share resources between administrative units. This allows you to include the other administrative
unit's resource in your labor shortlist, which in turn allows you to use its labor in your work orders.

Note that resource sharing only occurs in one direction. That is, if administrative unit A is allowed to
share the resources of administrative unit B — administrative unit B is not automatically allowed to share
the resources of administrative unit A. To allow two-way sharing of resources, each unit must be
configured to share resources with the other.
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In the following example, the two subdivisions: TX A&M University and TX A&M University -
Kingsville, for reasons of efficiency and workload leveling, Headquarters decides that employees should
be shared between the two units. To share employees between these two administrative units, perform
the following steps:

1.

Navigate to the Resource Sharing window (System > Setup > Resource Sharing). (Note that
due to security restrictions, the average user may not be able to access this window. Instead, the
System Administrator will need to enable any resource sharing.) An example of this window is

shown below.

( 467[54&52’73 Fleet Management Resources System AgileAssets Management System [Development] V

Utilities etup ) s Reports
08RO LA B Labor

- 2] ~JrxFleet - cPa A 1 [[se) - 1 pages (1 rows)
(Color Schi i
olor ema 1 - Testing Agency Mgmt. Unit Inv. Owner

Navy v | 01000 o Seare Y| 102000 - TX HOUSE OF REPRESENTATIVES

102000 - TX HOUSE OF REPRESENTATIVES
103000 - TX LEGISLATIVE COUNCIL

301000 - GOVERNOR'S OFFICE - EXECUTIVE
302000 - ATTORNEY GENERAL

303000 - TX FACILITIES COMMISSION

304000 - COMPTROLLER OF PUBLIC ACCOUNTS
305000 - GENERAL LAND OFFICE

306000 - STATE LIBRARY & ARCHIVES COMMI
307000 - SECRETARY OF STATE

308000 - STATE AUDITOR

313000 - DIR TELECOMMUNICATIONS

318000 - TX COMMISSION FOR THE BLIND
320000 - TX WORKFORCE COMMISSION

323000 - TEACHER RETIREMENT SYSTEM
A —————— ceemmaan

[[] Design mode

¥ open/close

0| {2

Expand the hierarchy for the TxFleet - CPA by clicking on the plus sign. The system displays the
shops under the TxFleet - CPA unit.

Click TX A&M University. This selects this administrative unit.

In the Labor pane on the right side, right-click, and then click Edit Selection from the shortcut
menu that is displayed. This displays a dialog box from which you may select the administrative
unit(s) whose resources will be shared with TX A&M University.

~ | | 0 pages (0 rows)
Mgmt. Unit Inv. Owner

Delete

Sort

Export Data
Print...

Massive Update
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5. Locate the desired unit. Expand the hierarchy if needed by clicking on the plus sign.

6. Point to TX A&M University - Kingsville, right-click, and then click Select This. The box is
highlighted to denote that it is selected. The system displays a dialog box similar to that shown

below.

I_l {31000 - IX WOMAN'S UNIVERSITY
[l 732000 - TX A&M UNIVERSITY - KINGSVILL‘

ind
[]733000 - T TECH UNIVERSITY

[[]734000 - LAMAR UNIVERSTTY - BEAUMONTIG = =2 )

[]735000 - MIDWESTERN UNIVERSITY S e

[]736000 - uT - PAN AMERICAN Select Branches

[£]737000 - ANGELO STATE UNIVERSTY  [print...

[J738000 - ut - DALLAS Deselect This

[]739000 - TX TECH UNIVERSITY HEALTH Sc|Deselect Al

[]742000 - uT - PERMIAN BASIN e

1743000 - uT - SAN ANTONIO e e v

0K Cancel

7. Click OK. The dialog box closes and TX A&M University - Kingsville appears in the Labor pane.
8. Click save 0 0 to store the information.

TX A&M University may now use the labor resources of TX A&M University - Kingsville in its work
orders (once these resources are included in TX A&M University's labor shortlist). However, TX A&M
University - Kingsville cannot yet use the equipment and material resources of TX A&M University in its
work orders. To accomplish this, repeat steps 3 through 8 — switching the specified units. Once these
steps are performed, the two units may share resources with each other.
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There are several Setup Tables that will be managed only in FMS. A common command for these tables is
the Insert command used to add a new value to the list. These fields are available as dropdowns in the
Equipment Inventory window.

*  Work Action Code

* Accident Status

*  Accident Type

* Accident Claim Type

*  Fuel Product Code

* Equipment Accessory

* Disposal Reason

* Disposal Method

These tables should only be maintained by a system administrator.

6.1 Equipment Class Code

Equipment is classified in a hierarchical arrangement by type. Each type is assigned a code. The Setup
Equipment Class Codes window is where the hierarchical arrangement is defined and the codes are
created and maintained.

The Equipment Class Code window contains two panes: on the left, a tree view that shows the
hierarchical arrangement of the codes; and, on the right, a table view that provides information about
each code. The tree view is expanded by clicking on a plus sign (+), or collapsed by clicking on a minus

sign (-).

[-]Equipment [t |(s)(z)F)2 pages (18 rows)

Equipment Class Code <4 User Update Date Update Comments

sz - TRUCKS GVWR 26001 LBS AND UP b |[701 - PASSENGER CARS 701—

D7°3 _ SMALL BUSES UP TO 15 PASSENGER 702 - TRUCKS GVWR 26001 PASCAL 71712009 702

D7°4 _ MOTORCYCLES 703 - SMALL BUSES UPTO 1 PASCAL 71712009 703

D 707 - SPORTS UTILITY VEHICLES 704 - MOTORCYCLES PASCAL 71712009 704

|:|708 - VANS CARGO & PASSENGER 707 - SPORTS UTILITY VEHIC PASCAL 7/7/2009 707

|:|709 - LIGHT TRUCKS 8600LBS AND UNDER 708 - VANS CARGO & PASS PASCAL 71712009 708

[[]710 - MounTED EQUIP WITH TRUCK CHASS 709 - LIGHT TRUCKS 8600LB PASCAL 71712009 709

[[]711 - SELF-PROPELLED ROADWAY EQUIP 710 - MOUNTED EQUIP WITH" PASCAL 71712009 710

|:|712 - TRALERS 711 - SELF-PROPELLED ROA PASCAL 71712009 711

|:|713 - TOWED ROADWAY EQUIPMENT

D T e 7T 712 - TRAILERS PASCAL 71712009 712

|:|7 I T R T 713 - TOWED ROADWAY EQ PASCAL 71712009 713

|:|71 6 - MINLVANS 714 - LIGHT DUTY TRUCKS 8 PASCAL 71712009 714

Dﬁ & - BUSES 16-28 PASSENGER 715 - MEDIUM TRUCKS 1500C PASCAL 71712009 715
Proprietary and Confidential © 2008 AgileAssets, Inc. Page 17
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To maintain vehicles in the best condition possible, it is important that routine maintenance be performed
at prescribed intervals. (Those intervals may be either time or mileage — for example, oil and filter
changes should be performed every 6 months or 4,000 miles.) In FMS, this routine maintenance at
prescribed intervals is termed "preventive maintenance" (PM).

FMS provides two methods for defining PM: PM for a class of vehicles and PM for a particular vehicle.

Unlike the current arrangement of vehicles, vehicles and equipment in FMS are arranged in a class code
hierarchy, as shown in the following picture:

EEquipment

[=]701 - PassENGER CARS

[J701c - msize cars

[J7o1b - FuLLsize cARs
[[J702 - TRucKS GVWR 26001 LBS AND UP
[J703 - sMALL BUSES UP TO 15 PASSENGER
[J704 - moToRcYCLES
[J707 - sporTs uTILTY VEHICLES
[J708 - vans cARGO & PASSENGER
[ 709 - LIGHT TRUCKS 8600LBS AND UNDER
[J710 - MOUNTED EQUIP WITH TRUCK CHASS
[J711 - SELF-PROPELLED ROADWAY EQUIP
[J712- TRaiLers
[J713 - ToweD RoADWAY EQUIPMENT
[]714 - LieHT DUTY TRUCKS 8601-14999
[J715 - MEDIUM TRUCKS 15000-26000
[J716 - mmvans

For example, passenger cars are separated from trailers. These are both classes of equipment. Within each
class, subclasses can exist as defined by the system administrator.

A PM schedule is one or more activities performed at certain intervals. When PM is defined for a class of
vehicles, all types of vehicles within the class and any subclasses follow the same PM schedule. The
system highlights the box beside the node in the hierarchy that has a PM schedule. All nodes that fall
below this node follow the same schedule even though they are not highlighted.

In the example above, all passenger cars follow the same passenger cars PM schedule except compact
cars. Since compact cars have their own PM schedule, a highlighted box appears beside this node to show
that they do not follow the passenger cars PM schedule.

The following sections show you how to create PM schedules for a class of vehicle and for a particular
vehicle.
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7-1How to Create PM for a Class of Vehicles

As explained in the introduction to this section, PM may be created for a class of equipment — and for all
subclasses and types of equipment that fall within this class. This section shows you how to create a PM
schedule for a class of vehicles. In this example, we assume that a passenger cars PM schedule is already
defined. This PM schedule covers all passenger cars. However, since compact cars require greater care
and maintenance, a separate PM schedule will be set up for this class of equipment.

To create a PM schedule for a class of equipment:

1. Display the PM by Class Code window (Fleet Management > Setup/Inventory > Equipment
Inventory > PM by Class Code). An example of this window is shown below.

EEquipment [1 (o] 1 pages (2 rows)
& 701 - PASSENGER CARS | *Activity * PM trigger
p | PM SERVICE A v\ After N days

[J701a- compact cars bd
D701° - MIDSIZE CARS PM DUE - PER v | After N days
[J7o1b- FuLLsize cars

[[J702 - TRucks GvwR 26001 LBS AND UP
[J703 - sMALL BUSES UP TO 15 PASSENGER
[J70¢ - moTorcvcLes

[J707 - sporTs uTILTY VEHICLES

[J70s - vans carGO & PASSENGER
[J709 - LiGHT TRuCKS 8600LBS AND UNDER
[J710 - mounTED EQUIP WITH TRUCK CHASS
[]711 - SELF-PROPELLED ROADWAY EQUIP
[J712-Traiers

[J713 - Towep RoADWAY EQUIPMENT
1744 _1 1cHT NITY TRIICPKS 2AN1_14000

2. In the tree view on the left, locate the desired class of equipment. This may require expanding the
tree view by clicking a plus sign.

3. Once you locate the desired class of equipment, point to it, right-click, and then click Define Its
Own PM Setup. The system highlights the box beside the node to show that it now has its own
PM schedule. Note that the existing PM schedule does not change.

EEquipment

[Z]701 - PassenGER cars

Il 701a - COMPA = E——
nherit Parent PM Setup

[J7o1c- mpsize df e

[J7o1b - FuLLsze[gg
[J702 - TRuCKS GvWR 26007 LBS AND UP
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4. Inthe right pane, the table shows the PM schedule. Each row of the table is for a different PM
activity. The PM Trigger and PM Parameters columns indicate when the activity is to be
performed. When both time and mileage is indicated as the "PM trigger," the first number in the
PM Parameters column indicates days and the second number indicates miles. In the following
example, the PM Service A activity is performed every 180 days or 10,000 miles:

1 B3] 1 pages (2 rows)

* Activity * PM trigger * PM Parameters PM Parameters Description
) | PM SERVICE A y’v'] Perform after N days or after M ‘v'] 180;10000 DELTA_DAYS;
PM DUE - PER (|| After N days [v] 1 DELTA_DAYS;

Modify the shown PM schedule to create the PM schedule for the desired class of equipment:

* Toremove a row from the table, point to the row, right-click, and then click Delete.

Insert

Delete

Define Argument(s)
Sort

Find

Export Data

Print...

Massive Update

* Toinsert a row into the table, point to the table, right-click, and then click Insert. The
system adds a new row at the bottom of the table. In the new row, click the arrow shown
in the Activity column and then click the desired PM activity.

In the PM trigger column, click the arrow and then click the entry in the drop-down list
for when the PM activity will be performed (after a certain amount of days, after a certain
amount of miles, or after either days or miles, whichever comes first).

[t__J(ee) - -1 pages (3 rows)

* Activity * PM trigger *PM
PM SERVICE A |w | After N days w2
PM DUE - PER | v || After N days [ae | 1

DEEGE v ™

A fter N Units of Fuel
F A fter N days
A fter N days or M Units of Fuel
After N days or M miles or L Units of Fuel 7
A fter N miles
IPerform after N days or after M miles
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After selecting the PM trigger, the system will display a dialog box so you may enter the
value for the number of days and/ or miles. When you close the dialog box by clicking
OK, these values will be shown in the PM Parameters column.

l Define Argument(s) (define_arg X
{2

L 1 pages (1 rows)
Delta Days 180

Delta Odometer 15000|

oK I Cancel

* Tomodify an existing row, simply select new values for the Activity and/or PM Trigger
columns from the drop-down lists.

* To change when an activity will be performed without changing the PM trigger, point to
the row, right-click, and then click Define Argument(s). The system will then display a
dialog box so you may enter new values for the number of days and/or miles.

Insert
Delete
Sort

Find

Export Data
Print...

Massive Update

5. When the PM schedule is correct, click Save. o 8 IE] e

7.-2How to Create PM for a Particular Vehicle

As explained in the introduction to this section, a PM may be created for a class of equipment — and for
all subclasses and types of equipment that fall within this class. However, in some cases, a PM schedule
for even a particular type of equipment (the lowest level in the hierarchy) is inadequate. For these cases,
FMS provides the means to define a PM schedule for a particular piece of equipment or vehicle.
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To create a PM schedule for a particular piece of equipment:

1. Display the PM by Inventory window (Fleet Management > Setup /Inventory > Equipment
Inventory > PM by Inventory). An example of this window is shown below.

BInvento

8@@@84 pages (35 rows)

Equipment ID Vehicle Class Equipment Life Status Own PM Assign. Management Unit Current Meter |

PL123456 702 -TRUCKS G... R-Disposed 1 - Testing Agency 342 |
529651767346P 709 - LIGHT TRU... R - Disposed 1 - Testing Agency 1,500 ¢
[ e e S —
529651001060P 702-TRUCKS G... A - Active 1 - Testing Agency
529651026667P 702 - TRUCKS G... A - Active 1 - Testing Agency 4,000 ¢
529651026668P 702 -TRUCKS G... A - Active 1 - Testing Agency 4500 ¢
529651026608P 716 - MINVANS A - Active 1 - Testing Agency 3,500 ¢
529651027035P 716 - MINFVANS A - Active 1 - Testing Agency 6,500 |
529651026994P 701a- COMPAC... A - Active 1 - Testing Agency 5,000 ¢

< |
B Preventive Maintenance
1 (=) 1 pages (1 rows)

= Ac’uvuty *PMtrigger  *PM Parameters PM Parameters Description

PM SERVICE B After N miles _ DELTA_ODOMETER:

2. Inthe Inventory pane, locate the particular vehicle or piece of equipment for which you will
create a PM schedule. (Tip: use the right-click Find function to quickly get to the vehicle.)

3. Once the desired piece of equipment or vehicle is found, point to it, right-click, and then click
Define Its Own PM Setup.

529651767346P 709 - LIGHT TRU... R - Disposed

| S29651968448P | 702 - TRUCKS G
529651001060P 702 - TRUCK

Define ts Own PM Setup

529651026667P  702-TRUCK( oo oy ey o

529651026668P 702 - TRUCK|Paste PM Setup
529651026608P 716 - MINI\V4 Sort

The system places a green square in the Its Own PM column to show that it now has its own PM
schedule (you may need to scroll to the right to view this column). Note that the existing PM
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schedule shown in the bottom pane does not change.
el

2 |[es)(=)[=)4 pages (35 rows)
Equipment ID Vehicle Class Equipment Life Status Own PM Assign. Management Unit Current Meter
PL123456 702 -TRUCKS G... R-Disposed 1 - Testing Agency 342
529651767346P 709 - LIGHT TRU... R - Disposed 1 - Testing Agency 1,500
s e

529651001060P 702 -TRUCKS G... A - Active 1 - Testing Agency

529651026667P 702 - TRUCKS G... A - Active 1 - Testing Agency 4,000
529651026668P 702 -TRUCKS G... A - Active 1 - Testing Agency 4500
529651026608P 716 - MINFVANS A - Active 1 - Testing Agency 3,500
529651027035P 716 - MINFVANS A - Active 1 - Testing Agency 6,500
529651026994P 701a- COMPAC... A -Active 1 - Testing Agency 5,000

< |

B Preventive Maintenance
\:]@ 1 pages (1 rows)
* Activity * PM trigger * PM Parameters PM Parameters Description

5 [ s [t e ~ O

4. In the bottom pane, the table shows the PM schedule for the vehicle or piece of equipment
selected in the Inventory pane. Each row of the table is for a different PM activity. The PM Trigger
and PM Parameters columns indicate when the activity is to be performed. When both time and
mileage is indicated as the "PM trigger," the first number in the PM Parameters column indicates
days and the second number indicates miles. In the following example, the PM Service A activity
is performed every 180 days or 10,000 miles:

1 B3] 1 pages (2 rows)

* Activity * PM trigger * PM Parameters PM Parameters Description
» | PM SERVICE A |v} Perform after N days or after M 'v] 180;10000 DELTA_DAYS;
' PM DUE - PER M'After N days [w] 1 DELTA_DAYS;

Modify the shown PM schedule to create the PM schedule for the desired class of equipment:
* Toremove a row from the table, point to the row, right-click, and then click Delete.
Insert
Define Argument(s)
Sort
Find
Export Data

Print...
Massive Update

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 23



AgileAssets Fleet Management System ( A1 ASSETS

Tutorial

To insert a row into the table, point to the table, right-click, and then click Insert. The
system adds a new row at the bottom of the table. In the new row, click the arrow shown
in the Activity column and then click the desired PM activity.

In the PM trigger column, click the arrow and then click the entry in the drop-down list
for when the PM activity will be performed (after a certain amount of days, after a certain
amount of miles, or after either days or miles, whichever comes first).

[1 (=) 1 pages (3 rows)

* Activity * PM trigger *PM

PM SERVICE A (s || After N days lv| 2

PM DUE - PER ||| After N days (v ] 1

p | PM SERVICE C v |l
r A fter N Units of Fuel
1 A fter N days

A fter N days or M Units of Fuel
A fter N days or M miles or L Units of Fuel ' 2
A fter N miles
IPerform after N days or after M miles

After selecting the PM trigger, the system will display a dialog box so you may enter the
value for the number of days and/ or miles. When you close the dialog box by clicking
OK, these values will be shown in the PM Parameters column.

| Define Argument(s) (define_arg X
{2

) 1 pages (1 rows)
Delta Days 180

Delta Odometer 1 5000|

oK | Cancel

To modify an existing row, simply select new values for the Activity and/or PM Trigger
columns from the drop-down lists.
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* To change when an activity will be performed without changing the PM trigger, point to
the row, right-click, and then click Define Argument(s). The system will then display a
dialog box so you may enter new values for the number of days and/or miles.

Define Argument(s)
Sort
Find

Export Data
Print...
Massive Update

5. When the PM schedule is correct, click Save. o 8 @ e

Note: Once a piece of equipment or a vehicle has its own PM schedule, you may restore it to having the
same PM schedule as other members of its class or subclass by pointing to the row showing the piece of
equipment, right-clicking, and then clicking Inherit Parent PM Setup.

529651968448P 702 - TRUCKS G... | A - Active -

520651001060P 702 - Tl Ll 1 - Testi
Define ts Own PM Setup

Copy PM Setup

529651026667P 702 - 1 - Testi
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As described in previous sections, PM schedules contain a "trigger" for when a PM activity is to be
performed. When the number of days and/or miles elapses, the system generates a PM request. You may
then use this PM request to create a work order to perform the PM activity.

Work orders may also be created directly for work performed by a commercial (non-agency) garage.

This section describes how to create these types of work orders.

8.1 How to Create a Work Order from a PM Request

To create a work order from a PM request:

1. Display the PM Work Order window (Fleet Management > Work Orders > Internal Work Orders
> Create Work Orders). An example of this window is shown below.

@Wm Fleet Management Resources System AgileAssets Management System [Development] Version 6.0
Build 5364

Utilities Setup/Inventory k Orders Tools Reports

? 8 H o N e B Preventive Maintenance Needs B Activities

2] 1 @ 6 pages (6 rows) 1 pages (1 rows)
Equipment urrent Meter Vehicle Class Year WARRANTY ACTIVE REC Activity

Inventory Y 529651001060 | 49,456 | 702 - TRUCKS GVWR Y| P SERVICE B

X. Motorpool Dispatch T

X Dashbosrd 1

] 1 pages (4 rows)
RO# * Equipment ID Vehicle Class * Current Meter Mechanic Status Start Date Accident ID Comm
[} 9226... | 529651026667 702-TRUCKS G... 28,620 w | Active W || 71812009
9226.. 51001060 702-TRUCKS G... 49,456 w || Active || 71312009 3
9226... 529651026993 701a - COMPAC... 10,995 w | Active (v ‘ 6/25/2009 1
9226... 529651001060 702-TRUCKS G... 49,456 w || Active v‘ 6/25/2009
4

Color Schema

Navy v < 3

[] Design mode g [t () 1 pages (1 rows)
* Activity Comments WO#

» IPM SERVICE B [v 3

2. Inthe upper left pane, locate the PM request for which a work order will be created.
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3. Point to the row showing the PM request, right-click, and then click Issue Work. The system

displays a new work order in the Repair Orders pane. It will also insert due PM services in the
bottom pane.

B Preventive Maintenance Needs
1 [[=](=][=]6 pages (6 rows)
Equipment ID Current Meter Vehicle Class
[l 52965100177 )

Refresh PM Queue
Sort
Find
Export Data
Print...

B Repair Orders

In the middle pane, if desired, assign a mechanic to the new work order by clicking the arrow in
the Mechanic column and then clicking the appropriate mechanic.

~ Mechanic St
7 ‘v‘ Ai
>0 [HENDERSON, DELBERT A
:

% IAILSON, SPENCER A
35 [WILSON, SPENCER A

In the bottom pane, point to the pane, right-click, and then click Insert. The system adds a new
row to the table.

B Activities
()

* Activity
b | PM SERVICE |- v

In the new row, click the down arrow in the Activity column and then click the activity that will
be performed for the work order highlighted in the middle pane.

Repeat steps 5 and 6 for any additional activities that will be performed for this work order.

When all activities are added to the bottom pane, click Save. 0 g 0

8.2How to Create a Work Order Directly

To create a work order without referencing a PM request:

Display the PM Work Order window (Fleet Management > Work Orders > Internal Work Orders
> Create Work Orders).
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Resources System

AgileAssets Management System [Development] Version 6.0
Build 5364

QE RO AR

B Preventive Maintenance Needs
?)

1 (=2)(=)[-J6 pages (6 rows)

B Activities
1 pages (1 rows)

EquipmentiD _ CurrentMeter  VehicleClass  Year  WARRANTY ACTIVEREC Actviy
Imlentory [} PM SERVICE B
X, Motorpool Dispatch T

X Dashbosrd 1 Repa
1 () 1 pages (4 rows)
*EquipmentID  Vehicle Class  * Current Meter Mechanic Status Start Date AccidentID  Comrii¢
Y 9226... |529651026667 |702-TRUCK5 G.. 28,620 v | Active || 71812009 3
9226.. 529651001060  702-TRUCKS G... 49,4 twr| Active s 77312009 =
9226.. 529651026993 701a - COMPAC... 10,995 | 4 | Active [w][ 672512009
9226.. 529651001060  702-TRUCKS G... 49,456 | Active [+]| 612572009
Color Schema ?
Navy v <
[[] Design mode 1 @ 1 pages (1 rows)

* Activi Comments wo#
» | PM SERVICE B [» W 5
t

o1 EASSETS

2. In the middle pane, right-click and then click Insert. The system displays a dialog box similar to
that shown below so you may identify the vehicle or piece of equipment.

Explorer User Prompt @

Script Prompt: K

Cancel

Enter Equipment Name: |

3. Enter the identification number of the vehicle or equipment and then click OK. The system adds a
new row to the table in the middle pane. If the equipment is under warranty, the system displays
message as shown below.

Message from webpage @

! 5 Equipment is under warranty

4. In the middle pane, if desired, assign a mechanic to the new work order by clicking the arrow in
the Mechanic column and then clicking the appropriate mechanic.

5. In the bottom pane, point to the pane, right-click, and then click Insert. The system adds a new
row to the table.

6. In the new row, click the down arrow in the Activity column and then click the activity that will
be performed for the work order highlighted in the middle pane.

7. Repeat steps 5 and 6 for any additional activities that will be performed in this repair order.
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8. When all activities are added to the bottom pane, click Save. 0 g |E] 0

8.3How to Create a Commercial Work Order

Occasionally, a repair cannot be performed within your agency. Instead, the repair is performed by an
outside organization, which is termed a "commercial garage." To create a work order for a commercial
garage:

1. Display the Commercial Garage Work Order window (Fleet Management > Work Orders >
Commercial/Inter-Agency Work Orders > Create Work Orders).

467[%&% Fleet Management Resources System AgileAssets Management System [Development] Version 6.0
Build 5364

L]
2)

(Inventory
X Motorpool Dispatch

Utilities Setup/Inventory Work Orders Tools Reports

Equipment Name: VIN: | Repairid: |

Current Work Order [INE

B Commercial Repair Order
0 pages (0 rows)

X Dashboard * Repair ID Year Date Initiated
1 Status Contact Person Cost (S) 4 6
Current Meter Contact Phone Accident ID
Repair Vendor User Update
Vendor Name * Date Update

Vendor Invoice # Authorizing Employee

lcolor Schema Eer Details

Navy v

0 pages (0 rows)
Invoice Lin... Work Date Description Activity Labor Cost ($) Unit Cost ($)

close A

7-9

[[] Design mode

ouAssers|,

¥ _open /

2. Inthe Equipment Name field, type the exact identification number of the piece of equipment or
vehicle and then click Retrieve. The system checks whether the piece of equipment or vehicle
exists. If the vehicle has a VIN number on file, it is displayed. If the equipment is under warranty,
the system displays message as shown below.

Message from webpage @

! E Equipment is under warranty
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11.

12.

The system displays the information about the vehicle. An example of the window at this point is
shown below.

[ Rl | Vehicle History |

B Commercial Repair Order
1 1 pages (1 rows)

* Repair ID 4304028

Status. Open v
Current Meter 20,279
* Start Date

Repair Vendor Commercial v
Vendor Name

Vendor Invoice #
‘Year 2008
Contact Person
Contact Phone
HIMANSHU

8/18/2009

User Update
* Date Update
Cost (3)
Accident ID

$0.00

B Work Details
1 ] 1 pages (1 rows)
Invoice L |*Work Date |Description
1|[8r1912009

[* Activity [* Action Code [Labor Cost ($) [Material Unit Cost ($) [Quantity [Misc. Costs ($)
I I x| x| | | 1.

In the Repair Vendor field of the upper pane, select the type of vendor (Commercial or Inter-
Agency) and in the Vendor Name field, enter the name of the contractor who will perform the
repair if desired.

Optionally, add any additional or helpful information in the Comments field.

In the lower pane, right-click, and then click Insert. The system displays a new row in the lower
pane.

In the Activity column, click the arrow and then click the activity that will be performed.

Check what is displayed in the Work Action Code column of the new row. If necessary, change it
by clicking the arrow and then clicking the work action code for what the Repair vendor did.

Enter the data for Labor Costs and Material Unit Cost and Quantity (of material) in the respective
columns. Also you can capture Miscellaneous costs, costs other than Labor Cost and Material
Cost, in the Misc. Costs ($) column.

If the date displayed in the Work Date column is incorrect, tab to this column and type the correct
date when the repair will be performed.

In the upper pane, set the Status to Active to indicate the work order is now active.

Click Save. o 8 IEI e The work order is now defined.
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Once work on a work order commences, you may create day cards in the Progress window to plan for or
record the amount of time an employee spends on a repair:

1. Display the Progress window (Fleet Management > Work Orders > Internal Work Orders > Work
Order Progress). An example of this window is shown below.

DActvites

1) 1 pages (2 rows)
_Pa Wos * Activity +
IER P DUE - PER MANUFACTURER S ™
rz 6945455 PM SERVICE A .
< 3¢ >

1 LEJ 1 pages (2 rows)
* Service Action Code Approved  * Imployee * Work Date *TRC AT

|co PRPu service A v O-REPAR " r—-'n-.fronn JOED. v 7/82009 Regular - Do v

r ALONZO_DAVO W P SERVICE A | 4EXCHANGE - (v [ THETFORD, JOED. (v 7/82009 Regear - 00 v
r ronﬁ 3 hcramov
r MAVARD, PERAY 4-9
r SUGHRUE, STEPHEN J
r VAZQUEZ, REUMALDO S m
r MARTINEZ, JUAN M u
< 3¢ >

This window shows all open work orders other than those assigned to a commercial garage. The
upper left pane (A) shows the work orders. The upper right pane (B) shows the work activities
created for the work order selected in the upper left pane.

The lower part of the window (C) shows the day cards created for the selected work order. These
day cards show the employee(s) who worked on the work order, and how much time was spent.

2. Inthe upper left pane, locate the work order for which day cards will be created and then click
the row showing this work order to select it.

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 31



AgileAssets Fleet Management System
Tutorial (46'/[54&52'73’

9.

In the left pane of the Labor tab, locate the employee who worked (or will work) on the work
order and then click the check box located beside his or her name.

| Equipment || Material || Direct Costs || Warranties |

B Employees Short List
1 () 1 pages (4 rows)
Select Employee Name Labor Class Cdq
I HENDERSON, DELBERT Labor
Do o
RANEY, SUSAN Labor
- Wil QNN RPFNCFER 1 ahar

In the right pane of the Labor tab, right-click and then click Insert. The system adds a day card to
the pane.

m| Equipment || Material || Direct Costs || Warranties |

B Employees Short List 8
o (e] 1 pages (4 rows) [ ] 0 pages (0 rows)
Select Employee Name Labor Class Cd * Service Action
- HENDERSON, DELBERT Labor
D [on s oo [t
r RANEY, SUSAN Labor TR
Approve All
[~ WILSON, SPENCER Labor Disapprove Al
Delete
Sort
Find
Export Data
Print...
Massive Update

In the Service column of the new row for the day card, click the arrow and then click the activity
that the employee performed.

Check what is displayed in the Work Action Code column of the new row. If necessary, change it
by clicking the arrow and then clicking the work action code for what the employee did.

Check the date shown in the Work Date column. If necessary, change it by highlighting the
existing date and then typing a new date.

Check what is displayed in the TRC column. If necessary, change it by clicking the arrow and
then clicking the code for the type of hours (base, vacation, sick, etc.).

Note that if an employee requires multiple TRC codes (for example, say George Smith worked in
the morning and took the afternoon off for a medical appointment), you will need to create
duplicate records for each additional TRC code. This is accomplished by pointing to the row
showing the employee, right-clicking, and then clicking Insert Like. The system then creates a
duplicate record, and you may change the TRC code to the appropriate value.

In the Total Hrs column, enter the number of hours the employee spent on this activity.

10. Repeat steps 3 through 9 for any additional employees.
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11. Once all day cards are created, point to any row, right-click, and then click Approve All. The
system then approves all day cards and places a checkmark in the Approved column.

Insert
Insert Like
Disapprove All
Delete

Sort

Export Data
Print...

Massive Update

12. If the repair incurred any direct costs (for example, purchase of a part on the way to the job
site), click the Direct Costs tab. An example of this tab is shown below.

| Labor || Equipment || Material Warranties |

B Direct Costs
|1 -1 pages (1 rows)
Approved |Repair Vendor [* Activity [ Action Code [* work Date [Labor Cost () [ Material Cost ($) [Mmisc. Costs ($) [
|Commercial v |[A PH SERVICE A v|[01- ADsUST v [8r1972009 [ | | [

13. Point to the tab, right-click, and click Insert. The system adds a new row to the tab.

14. In the Repair Vendor column, click the arrow to display a drop-down list of Vendors from which
purchases may be made and then click the Vendor to select it.

15. In the Activity column, click the arrow and then click the activity for which the part is purchased.

16. Check what is displayed in the Work Action Code column of the new row. If necessary, change it
by clicking the arrow and then clicking the work action code for what the repair vendor did.

17. Check the date in the Work Date column. If necessary, highlight the date and change it to the date
that the purchase was made.

18. Miscellaneous costs, costs other than Labor Cost and Material Cost, can be entered in the Misc.
Costs ($) column.

19. If you would like to include any additional information, tab to the Comments column and enter
the information.

Proprietary and Confidential © 2008 AgileAssets, Inc. Page 33



AgileAssets Fleet Management System ( o1 ASSETS

Tutorial

20. If you would like to attach any files to support the expenditure (such as an expense report or a
scan of a purchase receipt), point to the row, right-click, and click Work with Attachments. The
system then displays the following dialog box so you may select the file to attach to the record.

Work With Attachments (open_comments
F‘:’.”“
results.txt
v
< ?
Change order. Add...

21. In the dialog box, click Add. The system displays a dialog box for you to select the file.

22. In the Select File dialog box, click Browse. The system displays the hierarchy of drives, folders,
and files on your computer and network.

23. Locate the desired file and double-click on the file name. The system closes the hierarchy dialog
box and displays the file name in the Select File dialog box.

Select File (file_upload

C:\Projects\AgileAssets\D:I Browse... || Upload |

24. Click Upload. The system attaches the selected file to the record. The Work with Attachments
window remains open so you may select additional files for attachment.

25. Repeat steps 19 through 22 for any additional files.
26. Click the close button in the upper right corner of the Work with Attachments dialog box.

e |The system closes the dialog box and a red square appears in the Att. column of the
Direct Cost record to denote that attachments are associated with this record.

27. In the Approved column, click the check box.
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28. Repeat steps 12 through 27 for any additional "direct cost" expenditures.

29. If the parts used in the repair are covered by a warranty, click the Warranties tab. An example of
this tab is shown below.

[Cabor || Equipment || Material ]| Direct Costs | it e
=]

1 1 pages (1 rows)
Warranty Date Initial Meter Warranty Rule Warranty Trigger ARG EQUIPMENT WARRANT

30. Point to the tab, right-click, and then click Insert. The system adds a row to the table.
31. In the Warranty column, type a description of the part covered by a warranty.
32. Tab to the Date column and type the date that the warranty begins.

33. If the part was installed in a vehicle, tab to the Initial Odometer column and enter the odometer
reading of the vehicle.

34. In the Warranty Rule column, click the arrow to display the drop-down list of warranty rules and
then click the appropriate entry for the warranty. After selecting the warranty rule, the system
displays a dialog box so you may enter the value(s) for the warranty rule.

Define Argument(s) (define_arg [ X]
[1 () 1 pages (1 rows)
Delta Days 180

Delta Odometer 000

oK Cancel |

35. Enter the values for the warranty rule in the appropriate column(s).

36. Click OK. The system closes the dialog box and shows the entered values in the Warranty Trigger
Arg column.

37. If you would like to include any additional information, tab to the Comments column and enter
the information.

38. If you would like to attach any files to support the warranty (such as a scan of the purchase
receipt), repeat steps 19 through 26 to associate an attachment with the record.
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39. Repeat steps 30 through 38 for any other parts used in this repair that are covered by warranties.

40. Once all information for the work order has been entered, click the checkbox in the Ready for
Completion column so that the work order can be closed.

41. Click Save. o 8 o
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10.1 How to Close a Work Order

When all time and costs have been recorded for a work order and no more work is to be charged to that
work order, you should close the work order as described in the following steps:

1. Display the Completion window (Fleet Management > Work Orders > Internal Work Orders >
Complete Work Orders). This window list internal work orders that have been marked Ready for
Completion. An example of this window is shown below.

Show completed from: 5/1/2009 to

7/9/2009

B Activities

Re air Orders

@E]EZ pages (16 rows) i |(e0) 1 pages (1 rows)

Completed EquipmentID  Odometer Change  Old Odometer  Current Meter 4 Activity Start Date
[_ R9226688 759000223718 [~ 70,000

v R9226701 576000220973 |~ 21,120

v R9226686 711000215665 [~ 70,000

2 R9226674 405000390918 [+ 60000 100

v R9226675 401001026423 [~ 80,000

v R9226677 405000381991 [~ 80,000

v R9226676 405000415831 [~ 60,000

< >|< >
[ =) 1 pages (2 rows)
Activity DESCR MIN DATE WORK ~ MAX DATE WORK  NOT APPROVED  Total Cost ($) Man Hour Used
Material Direct Report 0 $0.00 0

2. Inthe lower pane, verify the Not Approved column. To close a work order, all day cards for the
work order must be approved. This column indicates how many day cards are not approved. If
this column shows all zeros, go to the next step.

For any type of day card that has unapproved day cards, you have two choices: you may
approve the day cards or delete them. To approve all unapproved day cards, point to the selected
work order in the upper pane, right-click, and then click Approve All. To delete unapproved day
cards, point to the selected work order, right-click, and then click Delete Unapproved.
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B Repair Orders . e B Activit
) 1 pages (1 rows) E]@ 1 page
Completed RO# Equipment ID Odometer Change Old Odometer Current Meter WO# 4 Activity
Dg | sl g [ | =2=Q)
1 Approve All —
Delete Unapproved
Unassign accident
Assign to accident
Sort
Find
< Work With Attachments... NP ‘
B Costs and Accompiish Kttt
@ 1 pagef Print...
Activity Show Report MIN DATE WORK MAX DATE WORK NOT APPROVED  Total Cost($) Ma
[ T e v U U ) T
Labor Direct Report 7/17/2009 7/17/12009 $0.00
Material Direct Report 7/17/2009 7/17/12009 1 $20.00

3. Inthe upper pane, select the check box in the Completed column for the selected work order.

Verify the completion date. This is very important since the system date is used as the default
completion date.

4. Click Save. o 8 [E] e The work order is now closed.

10.2 How to View a Closed Work Order

Once a work order is closed, it will not be displayed in any window of the system other than the
Completion window provided the date the top of the window is the date that the work order was closed
or earlier. To display a closed work order:

1. Display the Completion window (Fleet Management > Work Orders > Internal Work Orders >
Complete Work Orders).
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Show completed from: 5/1/2009 to: 7/9/2009

Repair Orders B Activities
D@.BZ pages (16 rows) 1 (=) 1 pages (1 rows)
Completed EquipmentID  Odometer Change  Old Odometer  Current Meter 4 Activity Start Date
R9226688 759000223719 l_ 70,000
v R9226701 576000220973 I~ 21,120
v R9226686 711000215665 I~ 70,000
v R9226674 405000390918 v 60000 100
v R9226675 401001026423 I~ 80,000
v R9226677 405000381991 - 80,000
v R9226676 405000415831 I~ 60,000
< >[< | >
[ =) 1 pages (2 rows)
Actlwty DESCR MIN DATE WORK MAX DATE WORK NOT APPROVED  Total Cost (S) Man Hour Used
Material Direct Report $0.00

2. In the Show Completed From field at the top of the window, enter a date that is before the date
that the work order was closed.

Show completed from: 711712009 to: 7/17/2009

B Repair Orders B Activities
0 pages (0 rows)
Completed RO# Equipment ID Odometer Change Old Odometer Current WOo# Activity

3. Click Retrieve. The system displays all work orders that were closed on or before the date you
entered at the top of the window.

4. Inthe Repair Orders pane, locate the work order and click the row showing this work order to
view the details about the work in the other panes.

10.3 How to Open a Closed Work Order

To open a closed work order:

1. Display the Completion window (Fleet Management > Work Orders > Internal Work Orders >
Complete Work Orders).
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Show completed from: 5/1/2009 to: 7/9/2009

Repair Orders B Activities
E@IBZ pages (16 rows) 1 (=) 1 pages (1 rows)
Completed Equipment ID Odometer Change Old Odometer Current Meter 4 Activity Start Date

R9226688 759000223719 l_ 70,000
v R9226701 576000220973 [~ 21,120
v R9226686 711000215665 I~ 70,000
v R9226674 405000390918 v 60000 100
v R9226675 401001026423 I~ 80,000
v R9226677 405000381991 [~ 80,000
v R9226676 405000415831 I~ 60,000
< >[< | >
[ =) 1 pages (2 rows)
Activity DESCR MIN DATE WORK MAX DATE WORK NOT APPROVED Total Cost (8) Man Hour Used
e | 2 —
Material Direct Report $0.00

2. In the Show Completed From field at the top of the window, enter a date that is before the date
that the work order was closed.

Show completed from: 711712009 to: 7/17/2009

B Repair Orders B Activities
0 pages (0 rows)
Completed RO# Equipment ID Odometer Change Old Odometer Current WOo# Activity

3. Click Retrieve. The system displays all work orders that were closed on or before the date you
entered at the top of the window.

4. Inthe Repair Orders pane, locate the work order and click the row showing this work order.

5. Click the check box in the Completed column to remove the checkmark.

— e -~ -

Completed RO#

529651 - 200.

6. Click Save. o 8 [E] e

The work order is now open, and may be viewed in other windows of the system.

10.4 How to Close a Commercial Work Order

To close a commercial work order:

1. Display the Completion window (Fleet Management > Work Orders > Commercial / Inter-
Agency Work Orders > Complete Work Orders). This window will list all the active commercial
work orders. An example of this window is shown below.
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Show Closed from: 1122007 to: 812672009

B B Repair Orders

<4< =/ =31 pages (2 rows)
Status [Project [Equipment 1D WO Quality [Repair Vendor [Current Meter  [Start Date |Completion Date |C: [Authorizing Employee [U
o R R | S
Completed [+ 529000 - 2008 - 18 529000215409 v| 2/2812008 )

B Direct Report
1 (o) = /=1 pages (4 rows)

“l Description [Activity [Action Code [Labor Cost ($) [Material Cost ($) [Misc. Costs ($) |Repair Vendor [Comments [Cost($) |
T - N B R -
MAINTENANCE TUNE UP 32 CRANKING SYSTEM $0.00 $237.14 $0.00 Commercial $237.14
R/RTWO TIRES 17 TIRES TUBES LINERS & $0.00 $267.00 $0.00 Commercial $267.00
OIL CHANG Y PM DUE - PER MANUFA $0.00 $29.89 $0.00 Commercial $29.89

2. Locate the work order you would like to close in the top pane. Change the status to Completed.

3. Before closing the Work Order, the Miscellaneous Costs can be modified in the Misc. Cost ($)
column at the bottom pane.

Status Project Equipment |
) B% Eq RO:922679 5296510270
ctive

4. Verify the completion date and change it if necessary.

5. Click Save. o 8 [E] o

10.5 How to View a Closed Commercial Work
Order
Once a work order is closed, it will not be displayed in any window of the system other than the

Completion window provided the date the top of the window is the date that the work order was closed
or earlier. To display a closed work order:

1. Display the Commercial Work Orders Completion window (Fleet Management > Work Orders >
Commercial / Inter-Agency Work Orders > Complete Work Orders).
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O Show Closed from: [ to:

B Repair Orders

1 (s) 1 pages (1 rows)
Status  Project _Equipment ID WO Quality Epalr Vendor  Current Meter Date Initiated C ion Date C t:
) Active \v Eq RO:9226792 529651027035 \ EPXYTY 7/17/2009
< >

1 1 pages (1 rows)

Invoi... Description Activity Labor Cost ($) Material Cost ($) Cost Adjustment Repair Vendor Comments
> - Add toolbox ACCESSORIES GROUP 350.00 $250.00 _

2. Check the box at the top and in the Show Closed From field at the top of the window, enter a date
that is before the date that the work order was closed and in the to field enter a date that is after
the date the work order was closed.

Show Closed from: 2/1/2009 to:  |5/31/2009

[t |(ee) - /-1 pages (1 rows)

Status Project Equipment ID WO Quality Repair’

e R T e

3. Click Retrieve. The system displays all commercial work orders that were closed on or before
the date you entered at the top of the window.

4. Inthe Repair Orders pane, locate the work order and click the row showing this work order to
view the details about the work in the other panes.

10.6 How to Open a Closed Commercial Work
Order

To open a closed work order:

1. Display the Completion window (Fleet Management > Work Orders > Commercial / Inter-
Agency Work Orders > Complete Work Orders).
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O Show Closed from: to:

B Repair Orders

1 pages (1 rows)
Status Project Equipment ID WO Quality Repair Vendor Current Meter Date Initiated Ci ion Date Ci t
; [actve v B s v LPEYTY 7/17/2009
< >

1 (=) 1 pages (1 rows)

Invoi... Description Activity Labor Cost ($)  Material Cost (S) Cost Adjustment _Repair Vendor Comments
> - Add toolbox ACCESSORIES GROUP 350.00 $250.00

1. Check the box at the top and in the Show Closed From field at the top of the window, enter a date
that is before the date that the work order was closed and in the to field enter a date that is after
the date the work order was closed.

Show Closed from:  |2/1/2009 to:  |5/31/2009

[t |(ee) - /-1 pages (1 rows)

Status Project Equipment ID WO Quality Repair’

e C T e

2. Click Retrieve. The system displays all commercial work orders that were closed on or before
the date you entered at the top of the window.

3. Inthe Repair Orders pane, locate the work order and use the dropdown in the status column to
change the status to Active. Clear the Completion Date if necessary.

1 ) B

Status

Project Equipment ID WO Quality

b I e n

lCompleted

4. C(Click Save. o 8 [E] e

The work order is now open, and may be viewed in other windows of the system.
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In any work order window where a table of work orders is displayed, right-clicking a work order will
display menu items to Assign to accident and Unassign accident. This tutorial will explain how to
use these items.

11.1 Assign Work Order to Accident

To assign a Work Order to an Accident:

1. Inany Work Order window that is displaying a table of work orders, locate the work order you
wish to assign to an accident and right-click on the row and click Assign to accident. An
example of this window is shown below.

Accidents (show_equipment_accident_single [ X]

[1 ] 1 pages (1 rows)
EquipmentID Employee = Comments  Attach. UserUpdate  Date Update  Police Report Number

BY 539571032WKH -—- JOHNNYU 7/10/2009 234567

oK Cancel

2. Select the appropriate accident by clicking the row and then clicking the OK button. The
accident_id column on the work order is now populated.

3. Click save. 0 & o The work order is now assigned to the accident.

11.2 Unassign Work Order from Accident

To unassign a work order from an accident:

1. Inany Work Order window that is displaying a table of work orders, locate the work order
which is assigned to an accident you want to unassign. Right-click on the row and click
Unassign accident. The accident_id column is cleared.

Page 44



( 41 ASSETS AgileAssets Fleet Management System

Tutorial

2. C(lick save. 0 & 0 The work order is now unassigned from the accident.
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A large quantity of information is available for the equipment and vehicles that are assigned to your
agency. This information is collected in one window to facilitate data capture and maintenance. This
window is the Equipment Inventory window. This section discusses this window and the information

contained in it.

12.1

How to Display Inventory Information

To display inventory information:

1.

2.

Display the Equipment Inventory window (Fleet Management > Setup/Inventory > Equipment
Inventory > Equipment Inventory).

The system displays the equipment that is assigned to your management unit. An example of the
Equipment Inventory window is shown below.

@Wm Fleet Management Resources System AgileAssets Management System [Development] Version
6.0 Build 5296
Utilities Setup/Inventory Repair Tools Reports
QE RO AL pum - - - — -
N [ A el | Warranties || Fueling and Fluids || Repair History || Accidents |
1 (=) (z)2)7 pages (101 rows)
Iljgentory * Equipment ID Asset# *VIN / Serial # Color License Plate *Year * Make
X, Motorpool Dispatch
= p Pascal1 123 1234 BLACK w1234 2008 | FORD
X Dashboard Pascal 2 v 2008
Pascal - test 123 123 BLACK w123 2009 | CADI
N_813602_pascal 1234561 v |[PL123 2009
N_813603-pascal 1234564 | PL123 2009
N_813604-pascal 1234566 v |[PL123 2009
PASCAL 3 123 12341 BLACK w1234 2008 FORD
539671101327 38192 49065 (737000516537) | 1013272 1987 | CHEV
ColorsSchems X 737000558446 41869 2212750 | 558446 1989 [ CHEV
Navy v @
é 539671765814 6713833801 1B7HC16X4XS310946 W | 765814 1999 | DODG
[ Design mode Bl [sase7i670viz 7103834101 1FAFPS3U1XA264039 v |[670vaz 1999 [FORD
2
: §3867107ZCTC 7103798801 1GNDM19WXWB 18895+ || TZCTC 1998 | CHEV
539671238553 7103798901 1GNDM19W8WB 188712 W (| 238553 1998 | CHEV
53967182BCV4 7103798701 1B7HC16XSWS707967 | 82BCV4 1998 | DODG
' 46’/%52’73' 539671684203 6700123701 CCQ145A116141 | 684203 1975 | CHEV
- < >

Note: Since many columns are provided for each equipment, you may find it easier to point to a
row, and then double click on the icon Show as a Free Form L=l (top left corner of the pane)
instead of scrolling to view the columns outside the pane. When you use this command, the
window display switches from grid view to form view and displays all columns as fields. This
window displays more information at one time, and many find it to be quicker and easier to read.
You can double click again on the same icon Show as a grid L=l (top left corner of the pane) to
return to the grid view.
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12.2 Maintaining Information for Inventory Items

You can add, modify or delete equipment from the Equipment Inventory window by using the right click
menu options and editing the existing data directly. The following sections show you how to add certain
types of information for a piece of equipment.

12.2.1 How to Add Warranty Information

To add warranty information for a piece of equipment or vehicle:

1.

Display the Equipment Inventory window (Fleet Management > Setup/Inventory > Equipment
Inventory > Equipment Inventory).

In the Inventory pane, locate the equipment for which warranty information will be added.
Click the row showing the desired equipment. The system highlights the row.

Click the Warranties tab. An example of this tab is shown below.

Equipment Inventory || Fueling and Fluids || Repair History || Accidents |

1 1 pages (1 rows)
Equipment * Warranty * Date <+ * Initial Meter * Warranty Rule

T Pascal - test manufacturer 6/23/2009 By Days

Point to the Warranties tab, right-click, and then click Insert. The system adds a new row to the
table.

Delete
Define Argument(s)
Sort

In the new row, click in the Warranty column and enter a name or an ID number for the warranty.
Tab to the Date column and enter the date that the warranty started.

For vehicles with an odometer, tab to the Initial Meter column and enter the odometer reading
when the warranty began.

Click the arrow shown in the Warranty Rule column and then click the "unit" for the warranty
(after a certain amount of days, after a certain amount of miles, or after either days or miles,
whichever comes first) in the drop-down list. After selecting the warranty unit, the system will
display a dialog box so you may enter the value(s) for the selected unit.
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Define Argument(s) (define_arg [ X]

=]
[1 @ 1 pages (1 rows)
Delta Days 180

Delta Odometer 000

oK Cancel

10. In the dialog box, enter the number of miles, or days, or both, that is covered by the warranty.
11. Click OK to close the dialog box.

12. Optionally, add any additional or helpful information in the Comments column.

13. Click Save. 0 |E] 0 The warranty is now associated with the equipment.

You may enter as many warranties as needed.

12.2.2 How to Add Fueling and Fluids Log Data

The Equipment Inventory window contains a tab that documents all fueling or fluids transactions made
for the equipment selected in the Inventory tab. To add data:

1. Display the Equipment Inventory window (Fleet Management > Setup/Inventory > Equipment
Inventory > Equipment Inventory).

In the Inventory pane, locate the equipment for which fueling/fluids data will be added.
Click the row showing the desired equipment. The system highlights the row.
Click the Fueling and Fluids tab.

g Rk » DN

This pane will display all Fueling and Fluids transactions for the selected equipment. An example
of this tab is shown below.

| Equipmert Invertory || warranties | EELEEICIINLEN | Repair History || Accidents |
BEquipment Fueling and Fluids
=1 = =1 pages (35 rows)

Eqdipmeht ID [*Fuel Type /Incidentals [* Date 4* Amount [Rate ($) [* Cost ($) * Source
596000050008 | MR v [71312005 57|| $99.75

696000050008 Unleaded v | 313112005 62 1.51 $93.62
696000050008 Unleaded N ‘ 13172005 14 1.33 $18.62
696000050008 Unleaded v ‘ 1213172004 45 1S $67.50
696000050008 Unleaded N ‘ 1243172004 g 1.51 $12.08
696000050008 Unleaded v 913042004 3 1.49 $46.19
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6. Right click in the Fueling and Fluids pane and click Insert. The system adds a new row.

Delete
Sort

7. Enter Fuel Type/Incidentals, Date, Amount, Costs , Source, and Method of Payment as required.

8. If you are drawing the fuel from an internal tank, select an internal tank in the Internal Tank
column (Internal must be selected as source).

9. C(lick Save o 8 e to save the new record.

Note: If you are selecting a Fuel Type not supported by the vehicle, the system will prompt you. If this
vehicle should support this type of fuel, you should add it in the Number of Fuel Type pop-up window
in the Inventory tab for the selected vehicle as shown below.

Warrarties || Fueling and Fluids || Repair History || Acciderts |

H BEquipment Invento

(50 (=) (=356 pages (2170 rows)

lue [* Planned Disposal Date |Out-of-Service Date |* Vehicle Class |Passenger Capacny [Humber of Fuel Types |Fuel Type [Minimum Use Exempt |Alt Fuel Waiver

34.00 121212000 715 - MEDIUM | 1 Uleaded| v No [v] [v]

mh 21772000 I o2 - TRucks |v Flasel v o ][ v

33.00 81212003 718-BUSES |v 2 Diesel [w[Mo [v] [v]

33.00 8/2/2003 719-BUSES [ v 2 Diesel  [w[No [v] [v]

i3.00 8212003 g.p ~ Diesel (v |jg (] [\

Equipment Fuel Type and Capaci

o T éulmen ype and Capacity

30.00 10912001 <[t |[se) - | -1 pages (2rows)

Lo e *Equipment ID_[* Fuel Type [* Capacity Amount  [C [Attach. [Date Update [User Update |
| o] g g I

11.00 612711994
33.00 8/2/2003
#1.00 672711994

696000050011  Bio-Diesel ‘ v ‘ 50 712812009 IMPORT

12.2.3 How to View Repair History Logs

The Equipment Inventory window contains a Repair History tab that documents all work order
summaries made on the piece of equipment. This information is taken from other windows in the system,
and as such is shown here for your information. You cannot modify information shown in these tabs. An
example of the Repair History tab is shown below.

| Equipment Inventory || Warranties " Fueling and Fluids || Accidents |
1 |[=](=))2 pages (30 rows)

Project Completion ... Repair Name Current Meter Old Odomet... Repair Vendor Activity Labor Cost ($) Ma
[ e e R e -
737000 - ... 3/28/2001 7370-2001-813... MUFFLER $0.21

737000 - ... 4/2/2002 7370-2002-816... STATE INSPECTION

737000 - ... 4/2/2002 7370-2002-816... STATE INSPECTION $11.41
737000 - ... 4/11/2003 7370-2003-827... STATE INSPECTION $22.81
737000 - ... 12/9/2003 7370-2003-847... PM SERVICE A $25.04
737000 - ... 12/9/2003 7370-2003-847.... PM SERVICE A

737000 - ... 12/9/2003 7370-2003-847... PM SERVICE A

737000 - 202004 7370-2004-853 STATF INSPFCTION 811 41
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12.2.4 How to Add Accident Information

Accidents Tab documents all accidents for the equipment.

1.

Display the Equipment Inventory window (Fleet Management > Setup/Inventory > Equipment
Inventory > Equipment Inventory).

In the Inventory pane, locate the equipment for which you want to view, add, or edit accident
information.

Click the row showing the desired equipment. The system highlights the row.

Click the Accidents tab. This pane will display all accident information for the selected
equipment unit. An example is shown below.

[ Equipment Inventory || Warranties || Fueling and Fluids || Repair History | Tar Rl
=]

1 (] 1 pages (1 rows)
Accident ID Equipment ID * Accident Date * Accident Type * Accident Description Police Re

T” 539671828CV4  |[CRIZALE Minor] + || Rear end damage. 12344885

Right-click in the Accidents pane and click Insert. The system adds a new row.

Enter accident information as required.

Click Save o 8 IEI e to save the new record.

12.3 Equipment Inquiry

The Equipment Inquiry window allows you to locate and display information about any piece of
equipment in inventory. To retrieve information about a piece of equipment:

1.

Display the Equipment Inquiry window (Fleet Management > Setup/Inventory > Equipment
Inquiry).

In the dropdown box in the top left of the window, select your search criteria (for example VIN or
Plate).

Enter your search parameter in the second box in the top of the window (for example 12345). You
can use wildcards in the search parameter such as % or *.

Click on the Show Inventory button to display the information for the desired piece of
equipment. If your search returns more than one result, the system will display each result on a
separate page (look at the number of pages on the navigation toolbar at the top of the window
pane).
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r 7 License Plate . v 828Cv4 Show nventory
11 e— >
L oo 1 pages (1 rows) . 4
pment D + 53967182BCV4 Captaized Vake $15,374.32 Capacly Engine Od 5
isset 8 7103798701 Panned Dsposal Date 71142004 Capaciy Transmssion Fluid 5
[VIN / Serial 2 1BTHCIEXSWSTO07967 Out-of-Service Date EPA MPG Nin
IColor Osposal Comment EPA MPG Max
License Plate 828CV4 Est Meter ot Disposal Vehicle Emissicn Ratng #11.00 VER
Y ear 1998 Net Disposal Proceeds 0 PM Schedule PMIKIM
take DODG Dsposal Date Comments
odel RAM 1500 TRUCK Vehicie Class 709 - LIGHT TRUCKS 86001 . Date Update S262009
O wner TXCPA TxFloet - CPA Passenger Capacty 3 User Update
pment Description PICK-UP 172 TON Fuel Type Unleaded Altach
ssion_Nans: t Unk i JGFLO ST AR Fuel Waiver Periodic maint id

12.4

Equipment Acquisition

The Equipment Acquisition window is used to record new equipment acquisitions. In an acquisition
transaction, you may buy a single piece of equipment or multiple pieces of the same type of equipment.
Recording acquisitions is a two-step process. First, you determine what and how much was purchased to
create an acquisition transaction. Then, when the acquisition is approved, you check the box in the
Accepted column which adds the equipment to your administrative unit’s inventory. To acquire

equipment(s):
1.
Acquisition).

Purchase from: 812172009

Display the Equipment Acquisition window (Fleet Management > Setup /Inventory > Equipment

Binventor
<=t [eo)2) (34122 pages (2318 rows)

Class Codes Parent Agency
[=Eeuioment - TX DEPARTMENT OF CRIMINAL

- MEDIUM TRUCKS 15000-26000
- MINI-VANS

- BUSES 16-28 PASSENGER

- BUSES 29 PASSENGER & OVER
- OTHER VEHICLES

696000 -
696000 -
696000 -
696000 -
696000 -
696000 -
696000 -
<

i

[Vehicle Class’
- VANS CARGO & PASSENGER

TX DEPARTMENT OF CRIMINAL JUST 708 -
TX DEPARTMENT OF CRIMINAL JUST 708 -
TX DEPARTMENT OF CRIMINAL JUST 708 -
TX DEPARTMENT OF CRIMINAL JUST 702 -
TX DEPARTMENT OF CRIMINAL JUST 714 -
TX DEPARTMENT OF CRIMINAL JUST 708 -
TX DEPARTMENT OF CRIMINAL JUST 707 -

[Jro1 - assencer cars 636000 - TX DEPARTMENT OF CRIMINAL JUST 708 -
[Jro2 - Rucks evwr 26001 LBS AND UP 66000 - TX DEPARTMENT OF CRIMINAL JUST 708 -
|: 703 - SM4 5 UP TO 15 PASSENGER 696000 - TX DEPARTMENT OF CRIMINAL JUST 708 -
[Jro4-mor ES 636000 - TX DEPARTMENT OF CRIMINAL JUST 708 -
[Jro7 - seorrs uty vercLes 695000 - TX DEPARTMENT OF CRMINAL JUST 708 -
[J70s - vans careo & passencer

636000 - TX DEPARTMENT OF CRIMINAL JUST 708 -
[CJros - ieHT TRUCKS 8600LES AND UNDER

636000 - TX DEPARTMENT OF CRIMINAL JUST 705 -
D710 - MOUNTED EQUIPWITH TRUCK CHASS
711 - seLr-propELLED RoADWAY EquP 636000 - TX DEPARTMENT OF CRMINAL JUST 708 -
Cri2- maers 636000 - TX DEPARTMENT OF CRIMINAL JUST 705 -
713 - Towep Rospwiay EqupMeNT 636000 - TX DEPARTMENT OF CRIMINAL JUST 708 -
714 - ueHT oury TRucks s801-14333 636000 - TX DEPARTMENT OF CRIMINAL JUST 708 -

VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER
VANS CARGO & PASSENGER

TRUCKS GVWR 26001 LBS AND UP
LIGHT DUTY TRUCKS 8601-14999
LIGHT TRUCKS 8600LBS AND UNDER 696000150602

SPORTS UTILITY VEHICLES

[Equipment ID_[Asse
696000152128
696000152129 |
696000152118 |
696000152119 |
696000152120 |
636000152121 |
696000152132 |
696000152133 |
696000152130 |
696000152131 |
636000152122 |
696000152123 |
696000152124 |
696000152125 |
696000152134 |
696000051347 A -
696000051311 A

A

A

E

696000051415

LYLIECUCH | Names || Common Data || warrarties |
BEquipment Purchase

3

2.

= Go - -0 pages (0 rows)
1 Accepted |Vehicle Class [Humber of Units [Attach. [Comments

In the Class Code pane, right-click on the Equipment Class Code you want to purchase and select

Acquire this Equipment. A new row is added in the bottom pane of the Acquisition tab.
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8.

Purchase from: ai2112

Class Codes
BEquipmem

Il 701 - PASSE '~ ~eee :
Acquire This Equipment

Find
[ 703 - saLUgeiect This
[(J704 - MOTORSelect A
[J707 - sPorT|Select visible tems
D?UB - VANS {Select Branches

In the bottom pane, enter the number of vehicles of this type that you are purchasing in the
Acquisition tab.

l Names || Common Data || Warrarties |

BEquipment Purchase
=1 = ==1 pages (1 rows)
Accepted |Vehicle Class |Humber of Units |attach,

_ 701 - PASSENGER CARS 1 -

Click on the Names tab and enter the names of the Equipment you are purchasing.

Click on the Common Data tab and enter all the common information to the purchased vehicle(s).
When you acquire some equipments, the ownership fields are prefilled to your unit.

Once satisfied, click the Save button. o 8 e

Click on the Acquisition tab, and check the Accepted box.

Click on Save. o 8 e

The new equipment is added to the Equipment Inventory with a status of “I - Inactive”.

Note: It is necessary to complete all the steps mentioned above before you start a new acquisition.
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At the end of service life, or on certain events (like transfers), it is necessary to change the status of a
specific vehicle from the active inventory. The logical progression is to go from an active status to a
pending sale status. To dispose off of an equipment, follow these steps:

1. Display the Equipment Inventory window (Fleet Management > Setup/Inventory > Equipment
Inventory > Equipment Inventory).

2. Inthe Inventory pane, locate the equipment for which you want to view, add, or edit accident
information.

3. Click the row showing the desired equipment. The system highlights the row.
4. Enter the correct date in the Out-of-Service Date column.

5. Change the Equipment Life Status to P - Pending Sale or Disposal.

ENT STAFF |w|& - Active v
ENT ISTAFF v P - Pending Sale or v |
ENT STAFF [t - Active

D - Disposed
ENT STAFF o - Inactive
ENT STAFF
ENT STAFF

6. Click on Save. o 8 IEI o

Note: If you have open repair order on the equipment you are disposing off, the system will notify you
when to change the status of the vehicle.
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At the end of service life, or on certain events (like transfers), it is necessary to change the status of a
specific vehicle from the P - Pending Sale or Disposal inventory. The logical progression is to go from an
pending status to a retired status. To dispose of an equipment, follow these steps:

1.

Display the Equipment Inventory window (Fleet Management > Setup /Inventory > Equipment
Inventory > Equipment Inventory).

In the Inventory pane, locate the equipment for which you want to view, add, or edit accident
information.

Click the row showing the desired equipment. The system highlights the row.

Enter the Disposal Method, Disposal date and the Net Disposal Proceeds as required, you can
also capture Disposal Comments and Disposal Cost (agency cost) if you desire.

Change the Equipment Life Status to P - Pending Sale or Disposal.

STAFF W Od
e Status R - Disposed v Fﬁ
ost & - Active

D - Disposed
i - Inactive
'ery P - Pending Sale or Disposal

I R - Disposed
—_—

Click on Save. o 8 IEI e

Note: If you have open repair order on the equipment you are disposing off, the system will notify you
when to change the status of the vehicle.
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An important piece of information for vehicles is the odometer reading. This reading is vital in
determining usage and when periodic maintenance may be required. FMS provides a window for
capturing all odometer readings once a month. To enter an odometer reading:

1.

Display the Odometer Entry window (Fleet Management > Setup/Inventory > End of Month
Odometer).

In the Class Codes pane, select the equipment class code corresponding to the equipment you
wish to display by pointing to the desired type, right-clicking, and then clicking the appropriate
selection commands. Repeat this procedure for any additional types you wish to select. (You may
also use the displayed shortcut menu to de-select equipment classes.)

In the Status pane, click the status corresponding to the equipment you wish to display. You
select multiple, adjacent statuses by clicking the first status, holding down SHIFT, and then
clicking the last status in the group. You select multiple, non-adjacent statuses by clicking the first
status, holding down CTRL, and then clicking each additional status.

Click Retrieve. The system displays the equipment that meets the specified criteria in the pane.
An example of this window is shown below.

Class Codes Select Month/Year [2009, 06-June
& Equipment »
[J701 - Passencer cars

1 () 1 pages (7 rows)

[J707 - sporTs umLy veHiCcLES

[J708 - vans carco & PasseNGER
[J709 - LieHT TRUCKS 8600LBS AND UNL
[[J710 - mounTeD EQUIP WiTH TRUCK CH,
[J711 - sELF-PROPELLED ROADWAY EQI
[J712-TRaLers

[]713 - Towep RoADWAY EQUIPMENT
[[]714 - ueHT DUTY TRUCKS 8601-14899
=

< >
B Status

[ |(s2)(=) (33 pages (5 rows)

Asset Status
»

53967104PSP) 701 - PASSENGER CARS
53967104 YNTL 701 - PASSENGER CARS
53967107BKVX 701 - PASSENGER CARS
539671670VJZ 701 - PASSENGER CARS
539671671VJZ 701 - PASSENGER CARS

Check the month and year shown at the top of the pane on the right side. If necessary, select a
new date by clicking the arrow shown in the field and then clicking the appropriate month and
year from the drop-down list.

Locate the vehicle and enter its odometer reading in the End Month Odometer column.
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7. Click the Approve check box.
Approved (
_~ I
8. Repeat steps 6 and 7 for all vehicles.

9. C(lick Save. o 8 IE] e

After the odometer readings have been reviewed and approved, the system administrator runs a system
job that associates the approved odometer readings with the vehicle. This allows the odometer readings
found in the Equipment Inventory window to be updated with the ones entered in the End of Month
Odometer window.
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The Labor Inventory or Employees window lists all the labor resources assigned to the Management Unit
the user is currently signed in to.

16.1 How to Add Employees

1. Display the Labor Inventory window (Resources> Labor > Inventory > Labor Inventory).

[T ety al| Licenses |

1 pages (17 rows)

Employee Name |Last Name First Name Parent Agency |* Labor Class Code [* Employee status [Rate ($) [Ho
lSPENCER WILSON  [[SPENCER WILSON 529651 - HHSC - EI v [MAINTENANCE MECH  [Normal [»lf s11.7¢ff
ABRA YOUNG ABRA YOUNG 529651 - HHSC - El % | MAINTENANCE MECH % | Normal v $11.08
JAMES ANDERSON JAMES ANDERSO! 529651 - HHSC - El % | Labor “ | Normal v $14.00
MELISSA BOYD MELISSA BOYD 529651 - HHSC - El 3 | Labor % | Normal v $14.00
DELBERT HENDERS( DELBERT HENDER! 529651 - HHSC - El % | Labor % | Normal [+ $14.00
DIANN HILL DIANN HILL 529651 - HHSC - El 3 | Labor % [ Normal v $14.00
ROY HOING ROY HOING 529651 - HHSC - El % | Labor “ | Normal N $14.00
LINDA HOWELL LINDA HOWELL 529651 - HHSC - El v “ | Normal v $14.00
MARSHALL LAND MARSHALL LAND 529651 - HHSC - El v “ | Normal v $0.00
HERMAN MILLETT HERMAN MILLETT 529651 - HHSC - Elwv “ | Normal v $14.00

2. Right click and Insert a new record.

3. Edit/enter column information as needed.

4. Click Save o 8 IE] e to save the record.

16.2 How to Add Licenses

1. For the employee selected in the inventory tab you can enter the licenses acquired by that
employee.
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2. Right Click and Insert a new record.

|| Labor Inventory |Im

B Licenses
[1 (o) 1 pages (1 rows)

= Employée * License ]License No. Expiration Date Renewal Date
Sin 3 (e aNl Bl [\ ehicle Inspection C{ v |888 2/4/2009 8/29/2009

3. From the License dropdown choose the required license.

4. You can insert multiple licenses for one employee.

5. Click Save o 8 E] e to save the record.
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The Material Inventory window allows you to view the available quantities of all inventory items relative
to the "full" stockpile amount as well as track the inflow and outflow of material over time. Additionally,
you may edit certain information to keep inventory data up-to-date and check on materials that have
been planned for or assigned in advance to ensure you have sufficient quantities available.

17.1 How to View Transaction Details

To view the transaction details for the inflow and outflow of a stock item:
1. Display the Material Inventory window (Resources > Materials > Inventory > Material

Inventory).
Material Class Codes [Nl | Transaction History |
aterials B Material Invento
[l TXCPA Fuel Storage Tanks ! (c2J(=)(:Js pages (89 rows)
Parent Agency Tank Name [Label Mat. Class Code Material Master Code
TxFleet - CPA bl Diesel Tank TxCPA Fuel Storage T... |Diesel Fuel Storage Tank (galld
TxFleet - CPA 1234BD | |Bio-Diesel Tank TxCPA Fuel Storage T... Bio-Diesel Fuel Storage Tank (

719200 - TX STATE TECHNICAL COLLEGE -H 718G v | Gasoline Tank TxCPA Fuel Storage T... Gasoline Fuel Storage Tank (g
719200 - TX STATE TECHNICAL COLLEGE -H 719D
719400 - TX STATE TECH COLLEGE - WEST T 7194

Diesel Tank TxCPA Fuel Storage T... Diesel Fuel Storage Tank (gallc
Gasoline Tank TxCPA Fuel Storage T... Gasoline Fuel Storage Tank (g
529651 - HHSC - ENTERPRISE FLEET MNGMT 999 Gasoline Tank TxCPA Fuel Storage T... Gasoline Fuel Storage Tank (g
529651 - HHSC - ENTERPRISE FLEET MNGMT S29P LPG Tank TxCPA Fuel Storage T... LPG Fuel Storage Tank (pounc
529651 - HHSC - ENTERPRISE FLEET MNGMT 655D

537656 - NTSH- VERNON 656G

v
v
v
v
v | Diesel Tank TxCPA Fuel Storage T... Diesel Fuel Storage Tank (gallc
v

Gasoline Tank TxCPA Fuel Storage T... Gasoline Fuel Storage Tank (g

2. If necessary, in the Material Class Codes pane, select the material classification code for the stock

item and then click Retrieve €. The Material List in the Inventory tab displays the stock items
that match the selected classification codes.

3. Inthe Material List pane of the Inventory tab, click the row showing the stock item for which you
wish to see inflow and outflow transaction details.
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4. Click the Transaction History tab. The transaction details for the stock item are shown.

Material Class Codes [Tted| Transaction History
E Materials
. TxCPA Fuel Storage Tanks

Quantity Recieved |Measurement Unit |Material Unit Cost ($) |Total Cost ($)
150|galions

1

(co) 1 pages (1 rows)

Transaction description [Date Quantity Recieved |Measurement Unit |Material Unit Cost ($) |Total Cost ($)
400(gallons

17.2 How to Set the Reorder Point

To set the full amount of a stock item and item reorder point:
1. Display the Material Inventory window (Resources > Materials > Inventory > Material
Inventory).

2. If necessary, in the Material Class Codes pane, select the material classification code for the stock

item and then click € (Retrieve Data icon) The Material List pane in the Inventory tab displays
the stock items that match the selected classification codes.

3. Inthe Material List pane of the Inventory tab, locate the stock item.

4. Inthe row showing the desired stock item, click in the Threshold to Purchase column and enter
the percentage of the full amount at which re-ordering should occur (You may need to scroll to
the right to see this column). Note that the percentage is typed as a decimal value (for example,
15% is typed as 0.15).

| Transaction History |

B Material Invento
(=)[==)4 pages (89 rows)

10%|

250 500 gallons $2.59 $647.80 109
154.7 4000 gallons $1.81 $5,722.00 16%
766.5 2000 gallons $2.31 $4,079.38 33%

5. Tab to the Full Capacity column and enter the value for what constitutes a "full" quantity of this
stock item for the given inventory bin.
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| Transaction History |
1 l(c)(z)E)4 nages (B rows)

ID# [Current Amount] |Full Capacity easurement Unit [M:

250 500 gallons
31547 4000 gallons
1ATRA C© 2nNN Aaallans

6. Click Save o 8 E] 0

17.3 How to Create a New Stock Item (Fuel Tank)

Creating new fuel tanks involve a three steps process:

- First, receive a new material in the Material Management Window
- Second, create a new fuel tank name
- Third, assign the tank name to the new material created in the first step.

To create a new Fuel Tank, follow these steps:

1. Open the Material Management window (Resources > Materials > Inventory > Material
Management).

2. Inthe Class Code pane (bottom left), right click on the TxCPA Fuel Storage Tanks classifincation
code and then select Receive this material.

324000 - DEPARTMENT OF HUMAN SERVICES
D32?000 - EMPLOYEES RETIREMENT SYSTEM
D33UUUO - TX REHABILITATION COMMISSION
DSSZUDO - DEPT OF HOUSING & COMMUNITY AF
D335000 - TEXAS COMMISSION FOR THE DEAF
362000 - TX LOTTERY COMMISSION

Material Class Codes
[3 Materials

. [CEAIRE] Sorags TReceive This Material

Find

Select This

Select All

Select Visible tems
Select Branches
Print...

Deselect This
Deselect All

Deselect Yisible tems

Deselect Branches
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3. A pop-up window opens. In this window, select the type of Fuel Storage Tank you want to create
(for example Bio-Diesel Storage Tank). Click on OK. The pop-up window closes

Select one [X]
laster code:

[ Bio-Diesel Fuel Storage Tank (gallons) $0 v ‘

I

[ OK ] [ Cancel ]

4. A new transactions appears in the Transactions pane. Precise the Quantity Received and the Unit
Costs if necessary.

BTransactions

=1 (o) = ==1 pages (1 rows)

Accepted |Fulfilled [Transaction Type |Direction |Parent Agency [Master Code Name [Location ID# [Quantity Received [Measurement Unit | ial Unit Cost ($) |
__ 529651 - HHSC - ENTERPRISE FLEET MNGMT [Bio-Diesel Fuel Storage Tank _| 500][galons v 250

5. Click the Accepted checkbox (Fulfilled is checked automatically) and then click on icon Save
come

6. Open the List of Fuel Storage Tanks window (Resources > Setup > List of Fuel Storage Tanks)

7. Right-click Insert. The system adds a new row (corresponding to a new tank name).

ge Fuel Tanks
<4< 1 ‘ = =1 pages (3 rows)
* Tank Hame |Parent Agency

Filter

Work With Attachments...
Fiter By This Value

Find

Export Data

8. On the new record, define the Tank Name and verify that the Parent Agency is appropriate (per-
filled to your agency).

9. C(lick Save o 8 0

10. Open the Material Inventory window (Resources > Material > Inventory > Material Inventory)
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11. In the Material Inventory pane (left pane), locate the new material inventory without a name
(column Tank Name is empty) and select the Tank Name created in Step 8.

[Vl | Transaction History |

B Material Inventol

= =1 |(Bo)(=])(=33 pages (31 rows)

arent Agency [Tank Hame [Label [Mat. Class Code [Material Master Code [underground? [Location ID# |Current Amount |Full Capacity |Mea:
TxFleet - CPA 1234BD \v \ Bio-Diesel Tank TxCPA Fuel Storage Tant Bio-Diesel Fuel Storage Tank (gallons) Mo ‘v 250 500 gallor
719200 - TX STATE TECHNICAL COLLEGE - H 719G [+ \ Gasoline Tank TxCPA Fuel Storage Tant Gasoline Fuel Storage Tank (gallons) Mo ‘ v 31547 4000 gallor
719200 - TX STATE TECHNICAL COLLEGE - H 718D [ V} Diesel Tank TxCPA Fuel Storage Tant Diesel Fuel Storage Tank (gallons) No ‘ N7 1766.5 2000 gallor
719400 - TX STATE TECH COLLEGE - WEST T 7194 [ V} Gasoline Tank TxCPA Fuel Storage Tant Gasoline Fuel Storage Tank (gallons) No ‘ R 303 1000 gallor
529651 - HHSC - ENTERPRISE FLEET MNGMT 9939 \ v} Gasoline Tank TxCPA Fuel Storage Tant Gasoline Fuel Storage Tank (gallons) Mo ‘ v 4000 1400 gallor
529651 - HHSC - ENTERPRISE FLEET MNGMT  529P \ v ‘ LPG Tank TxCPA Fuel Storage Tant LPG Fuel Storage Tank (pound) No ‘ o 2800 2000 pour
529651 - HHSC - ENTERPRISE FLEET MNGMT 655D \v ‘ Diesel Tank TxCPA Fuel Storage Tant Diesel Fuel Storage Tank (gallons) No ‘v 36379 2200 gallor
537656 - NTSH- VERNON 656G [+ Gasoline Tank  TxCPA Fuel Storace Tant Gasoline Fuel Storace Tank (aallons)  No [a 22768 2000 aallor

12. If necessary, adjust the Full Capacity and Threshold to Purchase values for this new material
stock.

13. Click Save o 8 0
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In the Material Management window the user can initiate and process transactions on material resources,
such as bulk fuel. Materials can be transferred between administrative units in the same agency (that is,
between units that use this system). In contrast, purchasing and selling are between an administrative
unit and an outside vendor (that is, between a user of this system and an outside entity that does not).

18.1 Color Coding for the Stock List Window

In the Material Management window, the system indicates the level status for each stock item in an
inventory. The following color coding is used in the Stock List pane:

% No color — The current amount of stock on hand is above the threshold to purchase, but less
than the full amount.

% Yellow — The amount of stock on hand is close to the threshold to purchase.

% Orange — The amount of stock on hand is equal to or below the threshold to purchase.
% Red — The amount of stock on hand is zero.

% Green — The amount of stock on hand is greater than the full amount.

s Blue — The value for the Full Amount or Threshold to Purchase column is zero.

18.2 Transferring Materials

The transfer of material between administrative units is initiated from the destination unit by creating a
transfer-in transaction:
14. Display the list of materials for the administrative unit from which the material is to be requested
(the "source unit") and locate the stock item that will be requested (Resources > Materials >
Inventory > Material Management).

15. Point to the desired material, right-click, and then click Ask For Transfer From This Stock. A
new record is added to the Transactions pane.
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Transactions from 8/11/2009

Mgmt. Units 3 stock List

Master Code Name
Diesel Fuel Storage Tank

Measurement Unit ||
gallons

101000 - TX SENATE

102000 - TX HOUSE OF REPRESENTATIVES
103000 - TX LEGISLATIVE COUNCIL

301000 - GOVERNOR'S OFFICE - EXECUTIVE
302000 - ATTORNEY GENERAL

303000 - TX FACILITIES COMMISSION

]
[
]
[
L]
[
E 304000 - COMPTROLLER OF PUBLIC ACCOUNTS
[
L]
[
L]
[
L]

Diesel Tank

LPG Tank

LPG Fuel Storage Tank pound

BMT 999 Gasoline Tank Gasoline Fuel Storage Tank gallons

305000 - GENERAL LAND OFFICE
306000 - STATE LIBRARY & ARCHIVES COMMI
307000 - SECRETARY OF STATE

308000 - STATE AUDITOR Find
313000 - DIR TELECOMMUNICATIONS Export Data
318000 - TX COMMISSION FOR THE BLIND

vage Material

Material

0 pages (0 rows)
A Fulfilled [T ion Type [Di i Parent Agency [Master Code Name [Location ID# |Quantity Recie
|

DTXCPA Fuel Storage Tanks

16. In the new row in the Transactions pane, click in the Quantity Received column and enter the
amount requested.

17. Repeat steps 2 through 3 for any additional materials to be requested.

18. When all transfer-in transaction records are created, click Save H .

19. Click Retrieve €J to refresh the window. The source unit must now do its part to fulfill the
transaction.

20. The next time that the source unit opens the Resources module, they will receive a message that
materials are requested from them by the destination unit. The source unit then completes the
request as follows:

B Messages
1 1 pages (2 rows)
Mgmt. Unit Source MESSAGE STR
537002 - DSHS: TDH REGION 1|JURIAS 8/11/2009 |Request for transfer for material Gasoline Fuel Storage Tank (gallons) has been made by 537002 -...

[~ 537002 - DSHS: TDH REGION 1 JURIAS 8/11/2009 Request for transfer for material Diesel Fuel Storage Tank (gallons) has been made by 537002 -DS...

21. Navigate to the Materials Management window and display the list of materials.

22. If you wish to transfer the requested stock item, select the check box in the Fulfilled column for
the request.
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(Transactions from 8/11/2009

Mgmt. Units

3 stock List

1 () 1 pages (3 rows)
1 101000 - TX SENATE Buy |Parent Agency Tank Name |Label Master Code Name Measurement Unit |Loc:
— 529651 - HHSC - ENTERPRISE FLEET MNGMT 655D Diesel Tank  |Diesel Fuel Storage Tank  |gallons
102000 - TX HOUSE OF REPRESENTATIVES
103000 - TX LEGISLATIVE COUNCIL 529651 - HHSC - ENTERPRISE FLEET MNGMT 529P LPG Tank LPG Fuel Storage Tank pound
301000 - GOVERNOR'S OFFICE - EXECUTIVE - 529651 - HHSC - ENTERPRISE FLEET MNGMT 999 Gasoline Tank Gasoline Fuel Storage Tank gallons

302000 - ATTORNEY GENERAL

303000 - TX FACILITES COMMISSION

304000 - COMPTROLLER OF PUBLIC ACCOUNTS
305000 - GENERAL LAND OFFICE

306000 - STATE LIBRARY & ARCHIVES COMMI

I o o

Material Class Codes

B Transactions
1 1 pages (2 rows)

Accepted |Fulfilled |Transaction Type |Direction |Parent Agency Master Code Name Location ID# |Qu

i ﬁ Transfer Out 537002 - DSHS: TDH REGION 1 |Diesel Fuel Storage Tank

I v Transfer Out 537002 - DSHS: TDH REGION 1 Gasoline Fuel Storage Tank

[CJ7xcea Fuel storage Tanks

23. Repeat step 3 for all requests. When all requests are fulfilled, click Save = .

24. Click Retrieve €. Note that in the Material List pane the current amount value does not change
even though the request is fulfilled. This is because the requester has not yet accepted the transfer
of materials. This will be accomplished in the following steps.

25. The next time the requesting unit opens the Resources module, they will receive a message that
their request for material was fulfilled. The requesting unit then completes the transfer as follows:

I~ 529651 - HHSC - ENTERPRISE FLEET MNGMT JURIAS 8/11/2009 Request for transfer for material Diesel Fuel Storage Tank (gallons) has been fulfilled by 529651 - H...

26. Navigate to the Materials Management window and display the list of materials.

27. In the row showing the requested materials in the Transactions pane, select the check box in the
Accepted column.

(Transactions from 8/11/2009

Mgmt. Units

B stock List

1 @ 1 pages (3 rows)
[1101000 - TX SENATE | Buy [Parent Agency Tank Name |Label Master Code Name Measurement Unit | Lot
529651 - HHSC - ENTERPRISE FLEET MNGMT 655D Diesel Tank  |Diesel Fuel Storage Tank  |gallons.
102000 - TX HOUSE OF REPRESENTATIVES
103000 - TX LEGISLATIVE COUNCIL 529651 - HHSC - ENTERPRISE FLEET MNGMT 529P LPG Tank LPG Fuel Storage Tank pound
301000 - GOVERNOR'S OFFICE - EXECUTIVE [ 529651 - HHSC - ENTERPRISE FLEET MNGNT 999 Gasoline Tank Gasoline Fuel Storage Tank gallons

302000 - ATTORNEY GENERAL

303000 - TX FACILITES COMMISSION

304000 - COMPTROLLER OF PUBLIC ACCOUNTS
305000 - GENERAL LAND OFFICE

306000 - STATE LIBRARY & ARCHIVES COMMI

OOOGO0O0CL

Material Class Codes B Transactions

[t (o) 1 pages (2 rows)
Accep! ]Fulﬁlled [T ion Type |Direction |Parent Agency [Master Code Name [Loc
Transfer In 529651 - HHSC - ENTERPRISE FLEET MNGMT Diesel Fuel Storage Tank

_-_ 529651 - HHSC - ENTERPRISE FLEET MNGMT| Gasoline Fuel Storage Tank .

[C]7xcra Fuel Storage Tanks

28. Repeat step 2 for all requests. When all requests are accepted, click Save = .
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29. Click Retrieve €) . Note that in the Material List pane the current amount value for both the
requesting unit and source unit are updated.

Note: The records in the Transactions pane will remain as an historical record of transfers.

18.3 Receiving Materials

1. Display the list of materials for the target administrative unit and locate the stock item that will
be purchased (Resources > Materials > Inventory > Material Management).

1. Inthe Material List pane, locate the stock item to be purchased. Point to this stock item, right-
click to display the shortcut menu, and then click Receive Into This Stock. A purchase
transaction is created in the Transaction pane.

Transactions from 8/11/2009

Mgmt. Units B stock List

1 pages (3 rows)

Master Code Name
Diesel Fuel Storage Tank

[CJ101000 - x sENATE

[J 102000 - X HOUSE OF REPRESENTATIVES
[J 103000 - ™ LEGISLATIVE COUNCIL
[Jz01000 - GoveRrNOR'S OFFiCE - EXECUTIVE I =2
[[J302000 - ATTORNEY GENERAL

303000 - TX FACILITES COMMISSION

[J 204000 - COMPTROLLER OF PUBLIC ACCOUNTS
[[J 305000 - GENERAL LAND OFFiCE

[] 306000 - STATE LBRARY & ARCHIVES COMMI

NGMT 529P LPG Tank LPG Fuel Storage Tank

NGMT 999 Gasoline Tank Gasoline Fuel Storage Tar

Transfe ile

Transfer From Stockpile
Receive Directs / Salvage Material
Release Salvage Material

Magrial Class Codes

Direction |Parent Agency

DTxCPA Fuel Storage Tanks
537002 - DSHS: TDH REGION 1|Diesel Fuel Storg

Transfer 537002 - DSHS: TDH REGION 1 Gasoline Fuel St

2. Inthe new record in the Transactions pane, click in the Quantity Received column and enter the
amount to be purchased.

B Transactions

1 (e 1 pages (3 rows)

Master Code Name [Location ID# [Quantity Received |[Measurement Unit | material Unit Cost ($) [Ext. PO
Diesel Fuel Storage Tank 500 gallons \v] $1.97
Gasoline Fuel Storage Tank £66 ;:.l!!:ms \VI $2.72

| sdor o] 5]
|

3. If necessary, tab to the Measurement Unit column, click on the arrow, and then click on the
desired unit. Note that the system automatically converts between units.

4. Click Save = . The transaction is now pending, and will be completed when the stock item
arrives.

5. Note that the current amount value for the stock item does not change.
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6. When the stock item arrives, locate the purchase transaction for the stock item.

7. Inthe Accepted column, select the check box.

B Transactions

1 @ 1 pages (3 rows)

Accepted [Fulfilled |Transaction Type [Direction |Parent Agency
[v v Transfer Out 537002 - DSHS: TD

Transfer 537002 - DSHS: TD

B N R

8. Click Save = . The purchase transaction is now complete.

9. Click Retrieve 3] .

18.4 Making Corrections

To make corrections to the amount of a material and its unit cost:
1. Display the Material Management window (Resources > Materials > Inventory > Material
Management).

2. In the Material List pane, locate the stock item to be corrected. Point to this stock item, right-click
to display the shortcut menu, and then click Make Correction. This creates a correction record in
the Transactions pane.

Transactions from 8/11/2009

Mgmt. Units 3 stock List
l TxFleet - CPA ~ 1 @ 1 pages (3 rows)
Buy [Parent Agency [Tank Name [Label [Master Code Name [Measurement Unit_[Loc

101000 - TX SENATE
102000 - TX HOUSE OF REPRESENTATIVES

- 529651 - HHSC - ENTERPRISE FLEET MNGMT 655D Diesel Tank  Diesel Fuel Storage Tank  gallons

103000 - TX LEGISLATIVE COUNCIL ‘ LPeTank  [LPGFuelStorageTank [pound | |
301000 - GOVERNOR'S OFFICE - EXECUTIVE [ 529651 - T Receive into this Stock P Gasoline Tank Gasoline Fuel Storage Tank gallons

302000 - ATTORNEY GENERAL Release From This Stock

303000 - TX FACILITEES COMMISSION Make Correction

304000 - COMPTROLLER OF PUBLIC ACCOUNTS
305000 - GENERAL LAND OFFICE
306000 - STATE LIBRARY & ARCHIVES COMMI <

Transfer From Stockplle
Receive Directs / Salvage Material |

Release Salvage Material e

Sort

o

Material Class Codes

B Transactions
1

[CJvxcra Fuel storage Tanks Brcepteal| K o n_[Parent Agency [Master Code Name [Loc:
v v 537002 - DSHS: TDH REGION 1 Diesel Fuel Storage Tank
Export Data
— Transter ___ Out 537002 - DSHS: TDH REGION 1 Gasoline Fuel Storage Tank

--_ 529651 - HHSC - ENTERPRISE FLEET MNGMT| Diesel Fuel Storage Tank -

3. Inthe new record, click in the Quantity Received column and enter the actual amount that is
currently in that stock bin. (If the full amount is correct, but the unit cost is wrong, do not make
any changes to this column.)

4. Click in the Unit Cost column and enter the actual unit cost for this material. (If the unit cost is
correct, but the full amount is wrong, do not make any changes to this column.)

5. Select the check box in the Accepted column.
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v|$ \
B Transactions
1 @ 1 pages (4 rows)
Accepted [Fulfilled |[Transaction Type [Direction [Parent Agency

v v Transfer Out 537002 - DSHS: TDH REGION 1
v v Transfer Out 537002 - DSHS: TDH REGION 1
l7 Receipt

529651 - HHSC - ENTERPRISE FLEET

6. Click Save C . The correction transaction is now complete.

7. Click Retrieve. The system updates the display of the current amount and the unit cost values in
the Material List window for the stock item.
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The Material Reconciliation window is used to make stock reconciliations for a warehouse, with locking
and unlocking (or "freezing" and "unfreezing") of material transaction approvals for that part of the
warehouse being reconciled during the course of the reconciliation process.

19.1 New Reconciliations

To initiate a new reconciliation:

1. Open the Material Reconciliation window (Resources > Materials > Inventory > Material
Reconciliation).

2. Right click and Insert a new record to initiate a new reconciliation.

3. Inthe dialog box, select the Master Codes you want to reconcile. Once satisfy, click on OK.

Date Frc-zen"{Par'ent Agency 1[1.1:6 Update [Date Completed 1Commen:s ICorrec:\om Reasons ] Mat. Class Code

Selection [X]

Mat. Class Code
H Materials

DTxCPA Fuel Storage Tanks

OK Cancel
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4. Right-click on Freeze Reconciliation.

Zazautll| Count |

B Reconciliation

1 @ 1 pages (1 rows)
Date Frozen <{Parent Agency Date Update |Date Completed |Comr
|529651 - HHSC - ENTERPRISE FLEET MNGMT (8/11/2009

Freeze Reconciliation

Complete Reconciliation
Insert

Delete

Sort

Find

Export Data

Massive Update

5. Click on the second tab “Count”.

6. Inthe “Count” tab, you can see all the material inventories you agency owns. You can make
count correction and unit cost correction by entering the correct values in the Current Amount
Reconciliation and in the Unit Cost Reconciliation columns.

Freezing
1

[co) 1 pages (3 rows)

ial Stock [Mat. Class Code [Current A t [Current A t iliation [CURR UNIT COST [Unit Cost iliation |C. [user Update |
- Diesel Fuel Storage Tank (gallons)  TxCPA Fuel Storage Tanks 3637.9 3637.9 1.971 1.971 JURIAS
- LPG Fuel Storage Tank (pound) TCPA Fuel Storage Tanks 2800 2800 225 225 JURIAS
- Gasoline Fuel Storage Tank (gallons) TxCPA Fuel Storage Tanks 4000 4000 27167 2.7167 JURIAS

7. Click on Save H .
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8. Go back to the Freezing tab. If satisfied, right-click on the reconciliation row and select Complete
Reconciliation.

Zazautll| Count |

B Reconciliation

1 pages (1 rows)
Date Frozen<4{Parent Agency Date Update |[Date Co
8/11/2009 529651 - HHSC - ENTERPRISE FLEET MNGMT|8/11/2009

Complete Reconciliation
Insert

Delete

Sort

Find

Export Data

Massive Update
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The Motorpool User Reservations window provides fields to record information about the type of vehicle
to be rented and who will be renting the vehicle. Only pending reservations (that is, reservations to which
a vehicle has not yet been assigned) are shown in this window.

When you right-click, a shortcut menu is displayed. This menu provides the common commands along
with the following special commands:

* Make New Reservation -- This command inserts a new record in the window.

+ Assign Vehicle -- This command uses the entered equipment class code to locate an available
vehicle of the type and then assign this vehicle to the reservation. Once assigned, the ID number
of the vehicle is shown in the Equipment field.

+ Submit Reservation -- This command causes your request (or modified request) to be sent to the
motor pool group.

+ Update User Info -- This command allows you to modify your user information, including to
what agency (lease owner) you belong and your e-mail address. When this command is selected,
a dialog box opens that shows your user-related information. Modify the displayed information
as needed and then click OK to save the new information.

20.1 How to Create a Reservation

To create a reservation for a short-term vehicle rental:
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1. Display the Motorpool User Reservations window (Fleet Management > Tools > Motorpool User
Reservations).

New Reservation Update User Info

_ Reservations
[ ] 0 pages (0 rows)

Rent Id 1l Reservation Status

User Status

Vehicle Class Comments

Equipment First Name

Name Middle Name

License Number Last Name

Destination Last Update Date

* Start Date Odometer In

* Start Hour

* Final Date

* Final Hour

Submit Reservati Auto Assign Veh Print Report Email Report
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2. Right-click the pane and then click Make Reservation or click the New Reservation button. A

new record is added to the pane. An example is shown below.

New Reservation Update User Info
B Reservations

[1 [0} 1 pages (1 rows)
Rent Id 1l gss Status Pending
User JOHNNYU Comments
Vehicle Class [+ | First Name Johnny
Equipment ~ Middle Name Urias
Name Last Name
License Number Last Update Date 7/9/12009
Destination Odometer In
* Start Date 7/10/2009
* Start Hour 06:00 ™
* Final Date 7/10/2009
* Final Hour 17:00 ™
Reservation Status Normal "v"
Submit Reservation Auto Assign Vehicle Print Report | Email Report

In the Vehicle Class field, click the down arrow and then click the type of vehicle that will be
rented.

Vehicle Class | [+ | Comments
Equipment 701 - PASSENGER CARS A~
Name 702 - TRUCKS GVWR 26001 LBS AND UP

703 - SMALL BUSES UPTO 15 PASSENGER
704 - MOTORCYCLES

707 - SPORTS UTILMY VEHICLES s
708 - VANS CARGO & PASSENGER v
* Start Date < >

License Number

Destination

Enter the driver's name and destination in the appropriate fields.

Check the dates and times shown in the Start Date, Start Hour, Final Date, and Final Hour
columns. The beginning date will be today's date, with the starting time being the start of the
work day. The ending date will also be today's date, but the ending time will be the end of the
work day. If any of these are incorrect, edit the displayed information as needed.

Complete any remaining fields for which you have information.

Once all information is correct, right-click the pane and then click Submit Reservation or click the
Submit Reservation button. The reservation is now created, but pending. It will be activated
when a vehicle is assigned to the reservation by motor pool personnel utilizing the Motorpool
window. Once activated the reservation will no longer be shown in the Motorpool Reservation
Request window.
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20.2

Note: You can only delete reservations that are pending.

To delete a reservation, follow these steps:

1.

How to Delete a Reservation

Display the Motorpool User Reservations window (Fleet Management > Tools > Motorpool User

Reservations).

New Reservation
B Reservations

=)

Rent Id

User

Vehicle Class
Equipment
Name

License Number
Destination

* Start Date

* Start Hour

* Final Date

1 pages (1 rows)

e

Make New Reservation
Assign Vehicle
Submit Reservation
Update User Info
Email Report

Print Report

Delete

Sort

Find

Export Data

Print...

Update User Info

857

ENGER CARS [+ |

Locate the reservation you wish to delete.

Reservation Statt
Status

Comments

First Name
Middle Name

Last Name

Last Update Date

Odometer In

Right-click the record showing the reservation and then click Delete. The reservation is now

deleted.

Click Save. o 8 e
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FMS provides a feature for employees to make short-term reservations of vehicles that belong to your
agency. This section describes the steps needed to reserve a vehicle.

The Motorpool Dispatch window contains the following panes: Accessories, Equipment Class Codes,
Motorpool, and Reservations.

The window also contains a field for entering a date that filters the displayed records to just those records
for finalized reservations (that is, completed reservations where the vehicle was taken out and returned)
where the end date is on or after the entered date. (You must also select the Show Finalized check box to
show finalized reservations.)

The Show Finalized check box also filters the displayed records (complete, active, and pending
reservations). When selected, it causes all records to be displayed; when it is clear, only records for
pending or active reservations are displayed.

21.1 How to Create a Reservation

To create a reservation for a short-term vehicle rental:

1. Display the Motorpool Dispatch window (Fleet Management > Tools > Motorpool Dispatch).

2. Inthe Reservations pane, point to the pane, right-click, and click Insert. A new record is added
to the pane. An example of this window is shown below.

Show Finalized reservations from Date: 6/9/2009 Show Finalized: D
B Accessories B Motorpool
1 (2])(=) )2 pages (4 0 pages (0 rows)
Equipment Accessory Equipment ID 4 Vehicle Class Current Meter Hourly Rate Monthly Rate Mileage Rate !
(M| GPS Installed
Wireless Radio
< 2|£
Equipment Class Codes 8 Reservations
B Equipment ~ [ J(ee] 1 pages (1 rows) .
D 701 - PASSENGER CAE Rent Id il gss Reservation Status Normal v
D 702 - TRUCKS GvwR 2 | * Vehicle Class 701 - PASSENGER CARS [+ | Status Pending
[J703- smaLL suses ur | Equipment Odometer Out
[J704-moToreveLes | [user JOHNNYU | Odometer In
[J707 - sporTs utiLmy* = [ Name Total Miles
[J70s-vans careo & | |License Number Comments
D 709 - LIGHT TRUCKS 8¢ Driver Name Johnny Last Update Date
D710 - MOUNTED EQUIP | 1 chnation San Antonio First Name
[J711 - seLr-proPELLEL .
* Start Date 7/9/2009 Middle Name
[J712-TrRaiers e
* Start Hour : Last Name
[]713- Towep roaDw 0e:00 v
—
[J714 - ueHT DUTY TRUI FITILZE 7/8/2009
1715 - mEDIUM TRUCKS ¥ |* Final Hour 17:00 v
< >
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3. In the Vehicle Class column, click the down arrow and then click the type of vehicle that will be
rented. (Note that it is not necessary at this point to select the actual vehicle.)

*Vehicle Class 16 - MIN-VANS \v\ Reservation Status
Equipment 714 - LIGHT DUTY TRUCKS 8601-14999 A
U 715 - MEDIUM TRUCKS 15000-26000 t
et 716 - MINLVANS !
Name 718 - BUSES 16-28 PASSENGER
T 719 - BUSES 29 PASSENGER & OVER
720 - OTHER VEHICLES v
Driver Name < >
Destination dallas Last Update Date

4. Inthe User column, click the down arrow in this column and then click the name of the person
who is making the reservation.

User WEST2157 [v] 0d
Name WEST2157] ~|od
- WEST7044
License Number WHEE2252 Tol
Driver Name WHIT0581 Co
—— WHIT1299
Destination WHIT4E55 3 La:
* Start Date < > Firs

5. Check the dates and times shown in the Start Date, Start Hour, Final Date, and Final Hour
columns. The beginning date will be today's date, with the starting time being the start of the
work day. The ending date will also be today's date, but the ending time will be the end of the
work day. If any of these are incorrect, edit the displayed information as needed.

6. Click Save. D 8 |E] e The reservation is now created, but pending. It will be activated
when a vehicle is assigned to the reservation. Click here for instructions on assigning a vehicle.

21.2 How to Activate a Reservation

A pending reservation is activated by assigning a vehicle to the reservation as described below:
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1.

Display the Motorpool Dispatch window (Fleet Management > Tools > Motorpool Dispatch).

Show Finalized reservations from Date: | g;17/200¢| Show Finalize D

<

B Accessories
1 |[=)(z)EJ2 pa
Equipment Accesso
S GPs instalied

Wireless Radio

0 pages (0 rows)
Equipment ID 4 Vehicle Class Current Meter Hourly Rate

2 <

Equipment Class Codes B Reservations
& Eguipment A 1 (c2)(=])[z=)6 pages (6 rows)

[J701 - Passence
[J702-Trucks @ |* Vehicke Class 716 - MINFVANS [+] Reservation Status

[J703- smaLLpu:  |Equipment Pascal 1 Status
[J704 - moTorcy:  [User WEST2157 [+] Odometer Out
[J707-srorTsut [Name John Odometer In

[J7os-vans car  |License Number > Total Miles
I_I709 - LIGHT TRUI Nriver Name Mammenta
2.

Rent Id 1l g4g *Final Hour

Type the beginning date of the reservation in the field at the top of the window. (Double-clicking
a date field will display a calendar to assist you in selecting dates.)

If necessary, select the type of vehicle to be rented in the Class Codes pane. (The system will
remember what you last selected, so you may not need to select a vehicle type.)

Click the Retrieve & icon. The system will display all vehicles that match the selected Class
Codes in the Motorpool pane. The system will also display existing reservations that fall between
(and include) the dates set at the top of the window in the Reservations pane.

In the Reservations pane, click the row showing the reservation to be activated. The row is
highlighted. You may need to double click the form icon to display rows or you can page to the
correct reservation in the form view.

1 [e2) 1 pages (6 rows)

Rent Id * Vehicle Class Equipment User Name License

837 ™

701-PASSENGER [y PHILIP v/
824 [701-PASSENGER v PHILIP ™
814 [702 - TRUCKS GVWR [+ | 576001043259 [PASCAL s¢] John 2
812 |701-PASSENGER || PASCAL |s| John 2
795 [708 - VANS CARGO || 537000639173 |PASCAL (] John 2
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21.

In the Motorpool pane, point to the vehicle to be assigned, right-click, and click Assign Vehicle.
The system will assign the vehicle to the highlighted reservation, with the vehicle name
appearing in the Equipment column of the Reservations pane.

B Reservations

1 |(e](=])[=)6 pages (& rows)
Rent Id 1 g4g Last Update
Y. * Vehicle Class — L LIGHT TRUCKS ‘ v ‘ First Name
p| Equipment Show Schedule Middle Name
User Assign Vehicle ¥ ‘v‘ Last Name
:d Name Disassign Vehicle kK WEST
- Check Availability
19 License Number
Update User Info
A Nriver Name - - .

Check the information displayed in the Odometer Out column. If this information is missing or
incorrect, type the correct information over the old information.

Complete any other columns for which you have information.

Click Save. o 8 e The reservation is now active; the short-term rental of the vehicle has
begun.

3 How to Terminate a Reservation

When the short-term rental of a vehicle ends, perform these steps to complete the reservation:

1.

Display the Motorpool Dispatch window (Fleet Management > Tools > Motorpool Dispatch).

Show Finalized reservations from Date: | g;17/200¢| Show Finalize D
B Accessories B Motorpool

0 pages (0 rows)
L Equipment Accesso Equipment ID 4 Vehicle Class ~ Current Meter Hourly Rate

| M| GPS Installed

Wireless Radio

>

£
ipment Class Codes B Reservations

A 1 [(=2)(=)[=2)6 pages (6 rows)

[J701 - Passence |Re™ + g4g *Final Hour
sz _TRUCKs @@ | Vehicle Class 716 - MINFVANS | Reservation Status
[J703- smaLL pu: | Equipment Pascal 1 Status

D704 -MOTORCY!  |User WEST2157 [+ | Odometer Out
[J707-srorTsut [Name John  Odometer In
D703 - VANS CAR | License Number - T

1709 - LGHT TRUI | nrivar Name —
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2. Type the beginning date of the reservation in the appropriate fields at the top of the window.
(Double-clicking a date field will display a calendar to assist you in selecting dates.)

3. Click Retrieve @ The system will display all vehicles assigned to your administrative unit that
match the selected Class Codes in the Motorpool pane. The system will also display pending and
active reservations that fall after (and include) the date set at the top of the window in the
Reservations pane.

4. Inthe Reservations pane, locate the reservation for the vehicle being returned.

5. In the row showing the reservation, type the odometer reading in the Odometer In column .

Status Odometer Out Odometer In Total Miles Cor
| Active 1000
| completed 33244 w00 S

\ Pending

6. Click Save. 0 g |E] 0 The reservation is now complete, and will not be displayed in the
Reservations pane unless the Show Finalized check box is selected.
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This window contains the indirect costs for your agency for each year. To enter your indirect costs:

1. Display the Indirect Costs window (Fleet Management > Tools > Indirect Costs (per
agency/year)).

‘ 4Wm Fleet Management Resources System AgileAssets Management System [Development] Version 6.0

Build 5364
Utilities Setup/Inventory Work Orders Tools Reports
A L
2 1 1 pages (1 rows)
* Parent Agency Year + Indirect Labor Cost Vehicle Insurance Costs Garage Facility Costs Fuel Facility Costs Car Wash Facility Costs
inventory Y| 529651 - HHSC - M.... [EILE] v/ $3,000.00 $30,000.00 $2,567.00 $3,608.00 $300.(
X.) Motorpool Dispatch —

X, Dashboard

[Color Schema
Navy v

[[] Design mode

Right-click and then select Insert. A new record is added.

The Agency field is prefilled to your agency.

Select a year from the drop-down in the Year column.

Enter the necessary indirect costs for your agency.

o U R W N

. The Total Indirect Costs column is recalculated automatically.

1 @ 1 pages (1 rows)
* Parent Agency Year <+ Indirect Labor Cost  Vehicle Insurance Costs Garage Facility Costs Fuel Facility Costs Car Wash Facility Costs Total Indirect Costs Comr

» W 2009 v $3,000.00 $30,000.00 $2,567.00 $3,608.00 $300.00 $39,475.00

7. Click Save. o 8 |E] e
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The FMS database contains a considerable quantity of data - a large portion of which is entered by the
maintenance personnel as annual plans, service requests, work orders, timesheet data, etc. However, the
primary reason for entering data is to be able to report it back afterwards in some form or another since
only then does it really become valuable information.

23.1 Report Source Data

Reports are based on what are called “views” (which are created by your System Administrator). These
views are essentially various ways of organizing and relating the parameters and variables of the
database system.

A report may be thought of as an excerpt of a particular view — certain columns of data are extracted
from the view, sorted or filtered (or otherwise manipulated) as needed, and then formatted into a
printable document. These kinds of reports may be tabular, customized, or graphic as discussed below.

The important thing to remember when building reports is that a report should not be 1,000 pages long. If
you wish to see specific information, you should try to query the database for just this information. If you
follow the philosophy “I'll ask for everything and find what I'm looking for once it gets here,” you will
put a huge strain on the database (and response times will become very slow).

Homing in on what you really want to see can be done in two ways: either you can summarize your data
by cutting down on the number of columns or you can set data filters so that you get fewer rows. As
shown in the diagram below, for large views this may result in a number of different reports with
different objectives: either high-level summary reports in which the columns are aggregated/restricted or
filtered detailed reports in which you restrict the rows (for instance to only a specific supervisor in your

county).

rmme V@I m oo Summary Report
At High Level
(restricted columns)

Filtered Report
At Low Level

ﬁ ﬁ (restricted rows)

Lal
U
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23.2 Report Types

The system provides extensive reporting capabilities. At the broadest level, it supports the following
types of reports:

% Standard reports - This type of report is selected from the Reports menu item and displays
data in the same way that it is displayed on the screen, which is similar to a screen report.

% Jasper reports - This type of report is selected from the Reports menu item and displays data in
a customized format provided by AgileAssets.

% Graph reports - This type of report is selected from the Reports menu item and displays data
in a graphical format.

In addition, reports are specific to a certain module (Fleet Management, Resources, etc.). In other words,
Fleet Management has one set of reports — and Resources would have a different set of reports.

23.3 Report Ownership

Reports in FMS are “owned” by an administrative unit, and only that unit may view the report. This
means that a division office may own (and see) one set of reports, while the county maintenance yard
may own (and see) a different set of reports. This allows each administrative unit to develop a
customized set of reports.

If desired, the administrative unit may make a report "public." This means that any administrative unit in
your organization may view the report. This is also a good way to develop new reports: use a public
report that provides information similar to what you want to see, customize it for your purposes, and
then save it under a new name.
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The Fleet Management System contains the following views that can be used to generate various reports. The description of each view may
help to make decision about the view that should be used when trying to setup a report.

No.

Module

FMS View Name

Description

Fleet Management

REPORT_AGENCY_CAP

Report containing the vehicle count per agency and a flag for the agencies exceeding
the General Purpose Vehicle Limit. - Statewide

Preventive Maintenance Report - Fleet Statewide (for each equipment) - Contains the

2 [Fleet Management REPORT_EQUIPMENT_PM last and the next PM activities for each equipment.

3 [Fleet Management REPORT_EQUIPMENT_REPAIR_HIST Vehicle Repair History (type & date of repair, cost, etc).

4 [Fleet Management REPORT_EQUIP_EXP_UNIV Contains s?ummarlzed data per month for all the costs associated with the vehicle, for
all the vehicles.

5 [Fleet Management REPORT_EQUIP_FUELING Contains the fuel and incidentals transaction related data.

6 [Fleet Management REPORT_EQUIP_INVENTORY Complete Vehlcle inventory (Contains all the information regarding the vehicle and its
details & attributes).

7 [Fleet Management REPORT_EQUIP_MIN_USE Contains the fiscal-year-to-date data by equipment and mqn’Fh for usage, .fue.l amount
and fuel costs, as well as a flag for vehicles violating the minimum use criteria

8 [Fleet Management REPORT FUEL_TYPE Contams all the Fuel Types for each equipment (as defined in the equipment
inventory)

9 [Fleet Management REPORT SETUP_PROJECT S;)}rllﬁzns all the repair order information (aggregated by repair order), for all the

12 [Resources REPORT MATERIAL INVENTORY Contalps the ma’Ferlal inventory (all the information captured in the resource module
regarding materials)

13 [Resources RPT LABOR_LICENSE_EXP Sggtda;r;ss the list of licenses of the in-house labor resources that have/will expired in

15 [Resources REPORT LABOR_INVENTORY Contains fche in-house labor inventory 1r.1format10n (all non-sensitive information
captured in the resource module regarding labor)

16 [Resources REPORT_MATERIAL_MASTER Contains the list of the material Master codes
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No. Module FMS View Name Description
18 [System REPORT_USER_TABLE Contains the list of users of the system
20 [System SYSTEM_LOG Contains the list of user logs in the system
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25.1 Introduction

In most cases, you will only need to view reports that have already been created. This section describes
how to display the three types of reports.

25.2 How to Display a Standard Report

Each module has its own set of reports. For example, this means that there will be a different set of
standard reports in the Fleet Management module than in the Resources module. For this tutorial, we will
display a standard report from the Fleet Management module:

1. Navigate to the Standard Reports window in the Fleet Management module (Fleet Management
> Reports > Standard Reports). An example of this window is shown below.

_setection | ISR

E]s (e2)(=)[=)4 pages (67 rows)
Is Public < On Dashboard Report 4 Table Name
v [~ List of all vehicles granted Alt Fuel waiver REPORT_EQUIP_INVENTORY
v I~ Maintenance Report (PM due this week) REPORT_EQUIPMENT_PM
v [~ Pending Reservations (for this year) MOTORPOOL_RESERVATION_
v [~ Pending Reservations (for this year) MOTORPOOL_RESERVATION_
v [~ Standard Report - Alt Fuel Waiver Vehicles REPORT_EQUIP_INVENTORY
I~ [ New report from EQUIPMENT_EXPENSE_UNNERSE EQUIPMENT_EXPENSE_UNIVEF
I [~ New report from EQUIPMENT_FUELING EQUIPMENT_FUELING
I~ [ New report from EQUIPMENT_INVENTORY EQUIPMENT_INVENTORY
- [~ New report from EQUIPMENT_INVENTORY _VW EQUIPMENT_INVENTORY _VW
r r New report from EQUIPMENT_INV_REPORT_VW EQUIPMENT_INV_REPORT_VW

The table in this window shows existing reports and notes whether they are available to all
administrative units. (A checkmark in the Is Public column indicates that a report is available to
all units.) This table also contains reports entitled "New Report from." These are templates for
creating new reports from the table indicated in the Table Name column.

2. Point to the existing report you wish to view, right-click, and then click Show Report. The
system opens a new browser window and then displays the selected report (using the most
recent data from the database) in the new window.
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25.3 How to Display a Graph Report

For this tutorial, we will display a graph report from the Fleet Management module:

1. Navigate to the Graph Reports window in the Fleet Management module (Fleet Management >
Reports > Graph Reports). An example of this window is shown below.

Ml Setup " Graph || Data |
=]
[ E]E]z pages (25 rows)

Is Public On Dashboard Report Table Name Right To See

77-_ 11 General Graph distributed Class and County EQUIPMENT_INV_REPORT_VW 5 System Ad..

New report from EQUIPMENT_EXPENSE_UNNERSE EQUIPMENT_EXPENSE_UNIVERSE

r r New report from EQUIPMENT_FUELING EQUIPMENT_FUELING

r r New report from EQUIPMENT_INVENTORY EQUIPMENT_INVENTORY

r r New report from EQUIPMENT_INVENTORY _VW EQUIPMENT_INVENTORY_VW
r r New report from EQUIPMENT_INV_REPORT_VW  EQUIPMENT_INV_REPORT_VW
r r New report from EQUIPMENT_INV_VIEW EQUIPMENT_INV_VIEW

r IE New report from EQUIPMENT_MONTH_MILEAGE  EQUIPMENT_MONTH_MILEAGE
r r New report from EQUIPMENT_PURCHASE EQUIPMENT_PURCHASE

r r New report from MATERIAL_INVENTORY MATERIAL_INVENTORY

r I

New report from MOTORPOOL_RESERVATION_VW MOTORPOOL_RESERVATION_VW

The table in this window shows existing reports and notes whether they are available to all
administrative units. (A checkmark in the Is Public column indicates that a report is available to
all units.) This table also contains reports entitled "New Report from." These are templates for
creating new reports from the table indicated in the Table Name column.

2. Click the Graph tab. The graph is displayed on the Graph tab.
If you would like to view the data that went into creating the graph, click the Data tab.

If you would like to print the graph, point to the graph with your mouse, right-click, and then
click Open in Browser. This displays the graph (and only the graph) in a new window. You may
then use the familiar browser print command (File > Print) to print the graph.

25.4 How to Display a Jasper Report

For this tutorial, we will display a Jasper report from the Fleet Management module:

1. Navigate to the Jasper Reports window in the Fleet Management module (Fleet Management >
Reports > Jasper Reports). An example of this window is shown below.
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Reports | ISRy
8

[1 (o] 1 pages (1 rows)
Is Public On Dashboard * Report

The table in this window shows existing reports and notes whether they are available to all
administrative units. (A checkmark in the Is Public column indicates that a report is available to
all units.)

2. Point to the existing report you wish to view, right-click, and then click Show Report(HTML),
Show Report (PDF), or Show Report (Excel). The system opens a new browser window and
then displays the selected report (using the most recent data from the database) in the new
window. If some parameters are required, then a pop-up opens window opens and you will need
to enter the parameter values.
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26.1 Introduction

Reports are based on "views," which are various ways of relating the variables and parameters of the
AAM database. Some views are more conducive to one type of report than another, and so each type of
report provides its own list of views. These appear in the Table Name column of each window.

The first, and most important, task in creating a report is to discover which view best presents the
information you are seeking to report. Once you know this, you can select the view, manipulate the data
as desired, and then display the new report. The following sections describe in more detail how you
create each of the two types of reports - Standard and Graph.

26.2 How to Create a New Standard Report

Each module contains its own set of reports. In this tutorial, we will create a new standard report in the
Fleet Management module. Once you know the view that will serve as the basis of the report, follow
these steps to create the report:

1. Navigate to the Standard Reports window in the Fleet Management module (Fleet Management
> Reports > Standard Reports).

2. Inthe Table Name column, find the name of the view that will serve as the basis of the report and
then click the row showing this view. The system highlights the selected row to show that it is
selected.
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3.

Click the Setup tab. The system displays the tab, which looks like the example below (the actual
columns listed will differ depending on the selected view).

[[selecton
Fitter Show Report D Data Aggregatiol Report Name vNew Report
B List of Columns
[1 (=0)(=)(=)3 pages (25 rows)
Column Label Show Order By Column Width Data Aggr. Func. Total Aggr. Func.
Asset Type ~ ~ None w |/ None v
Start Date ~ ~ None + |/ None v
Finish Date ~ [— None + || None v
Man Hour Used r r None + || None v
= iy
Activity I~ - None + || None 2
Material Cost (S) r r None + | None v L
Equipment Cost ($) r r None +|[None v
Labor Cost (3) r r None + || None v
Other Cost (3) r r None + || None v
Calendar r r None + || None v
B Order By
Column Label Sort Order Make Group
i
I
4. For the list of available columns shown in the Column Label column, select the ones that you

would like to appear in the report by clicking the checkbox in the Show column for each desired
column. A checkmark appears in each checkbox to denote that it is selected.

For the selected columns, decide on the order they should appear across the page. The column in
the top-most row will be listed first (extreme left); the second selected row will be the next
column (moving rightwards); and so on. To change the order, click on a row to select it and then
use the green up or down arrows directly to the right of the pane to move it to the desired
position.

Optionally, select the columns by which the data will be ordered. For example, for a report on
work orders, you might select Activity and Year as two of the report columns. You could then
have this report ordered by activity and year by clicking the checkbox in the Order By column for
each column. When you select a column for ordering, it will appear in the lower pane.

When you select multiple columns for ordering, the lower pane allows you to select which
column is the primary, which is the secondary, and so on. The column listed first (top-most) is
the primary order; the next row down is the secondary order; and so on. You may change this
order by clicking on a row and then using the green up or down arrows directly to the right of
the pane to move it to the desired position.
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8. Inthe lower pane is a column entitled Make Group. This column allows you to optionally
summarize the column. When you click the checkbox, a new column is added to the upper pane
to allow you to indicate what mathematical function will be used to summarize the numeric data.
When an aggregation type is selected, the report will "break" after the last row of the group and
the aggregation value will be inserted beneath the column. This essentially allows you to insert
"subtotals" into the report. Note that you do not need to select the Data Aggregation checkbox to
aggregate data for a group.

9. In the upper pane, for columns showing numeric data, you may optionally aggregate the data by
selecting an aggregation function from the drop-down list found in the Data Aggr. Func. column.
By using an aggregation function, database records are summarized into single instances for each
non-numeric value (or combination) that is in the report. By default, the numeric values are
summated to a single value (Total). Note that the Data Aggregation checkbox is automatically
selected when you select an aggregation function from the drop-down list.

10. Optionally, you may further summarize numeric data at the end the report. This is accomplished
by selecting an aggregation function from the drop-down list found in the Total Aggr. Func.
column. When set to a value other than None, this column inserts a summary value for all records
at the end of the report beneath the column being summarized. (You do not need to select the
Data Aggregation checkbox to aggregate the total for a column.)

11. Optionally, you may restrict the data in the report by using the Filter button. For example, you
could show particular asset type rather than all asset types by using this button. After clicking the
button, the system displays the Filter dialog box, which appears similar to the example shown
below.
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Select fitter type: v in list

1 [[e2])(=) ()2 pages (25 rows)

Enable 4 Item Name
Activity

Activity Category
Add Capital Value

Asset Type

Attach.

DFuel tanks

Calendar
Comments
Completion Date
Contract

Contract Cost
Date Update
Duration

End Hour
Equipment Cost (S)
Finish Date

=l
Tjjjj_l_ljjjjjijjj

Labor Cost ($)

Reset| Ok | Cancel|

The left side of the Filter dialog box lists all columns in the view. The right side shows the data
that is available for the column selected in the left pane. To filter a column, select the checkbox
that appears next to the name of the column. Then, in the right pane, select the items that you
would like to appear in the report.

When you are finished selecting, click OK to close the Filter dialog box.

12. You have now configured all the parameters for the report. To display the report, click the Show
Report button. The system opens a new window and displays your report.

13. Examine the report to see if it displays the information properly. Since the report is in a separate
window, you may simply click the other browser window (the one showing the Standard
Reports window) to activate it and then make the desired changes. When you again click the
Show Report button, the report is updated in its browser window. In this way, you can alternate
between the two windows to "fine tune" the look of the report.

14. When the report is as desired, overwrite the text in the Report Name field with the name of the
report. Then right-click and click Save Report from the shortcut menu that is displayed.

The report is now created. Note that you may modify a report in a similar way as you create a report. You
select the report to be modified in the Selection tab and then modify its parameters in the Setup tab. A
common technique is to display a public report, modify it to suit your own uses, change the report name,
and then save the report as one of your own reports (using Save Report As Your Own rather than Save
Report). You may also do this with one of your own, non-public reports.
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If you wish to print the report, use the browser print command (File > Print). If the report needs further
formatting before printing, press CTRL+A to select the entire report, press CTRL+C to copy it to the
clipboard, and then paste it into Microsoft Word. You may then format it as desired using the features of
Microsoft Word, and then print it.

26.3 How to Create a New Graph Report

In this tutorial, we will create a new graph report in the Fleet Management module. Once you know the
view that will serve as the basis of the report, follow these steps to create the report:

1. Navigate to the Graph Reports window in the Fleet Management module (Fleet Management >
Reports > Graph Reports).

2. Inthe Table Name column, find the name of the view that will serve as the basis of the report and
then click the row showing this view. The system highlights the selected row to show that it is
selected.

3. Click the Setup tab. The system displays the Setup tab, which appears similar to the following.

Selection |JSSUsl| Graph || Data |

Fitter |

[1 1 pages (1 rows)
Graph Type Category Values Colored by Cond/Ditr/iWeght by Aggregation Accumula

p | General + || Equipment] s || Attach.| s || Amount v _ Total v -

4. Inthe Graph Type column, click the arrow to display the drop-down list and then click the type
of graph you want to use. The following graph types are available:

*  General - This graph type plots any X-axis variable against a user-defined summarization
of a Y-axis value. This graph differs from the other graph types in that you can define
how the Y axis is summarized.

* Conditional - This graph type displays values only if the values pass a specified criterion.

* Distribution - This graph type shows summarized values of one variable plotted against
another variable. It is usually displayed as a bar chart.

*  Cumulative - This type of graph is utilized for building frequency or probability density,
or cumulative probability density functions, for selected variables.

*  Weighted Average - This type of graph plots any X-axis variable against a weighted
average of a Y-axis value. This graph is similar to the General type of graph, with two
exceptions: (1) the aggregation function is always "average"; and (2) it is a weighted
average, not a simple average, and so needs a "weighting" variable.

When you select a graph type, the system modifies the columns in the table to support the type of
graph selected.
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5. Complete the remaining columns in the table

as appropriate.

6. Optionally, you may restrict the data in the report by using the Filter button. For example, you
could show particular asset type rather than all asset types by using this button. After clicking the
button, the system displays the Filter dialog box, which appears similar to the example shown
below.

[ [(=2)(=)(=)2 pages (25 rows)

Enable 4 Item Name
Activity

Activity Category
Add Capital Value
Attach.

Calendar
Comments
Completion Date
Contract

Contract Cost
Date Update
Duration

End Hour
Equipment Cost (S)
Finish Date

=l
Tjjjjjjjjjjjijjj

Labor Cost ($)

Select fitter type: | in list

E All Assets

DSections

DEquipment
DEmployee
DFueI tanks

Resetl Ok | Cancel|

The left side of the Filter dialog box lists all columns in the view. The right side shows the data
that is available for the column selected in the left pane. To filter a column, select the checkbox
that appears next to the name of the column. Then, in the right pane, select the items that you

would like to appear in the report.

When you are finished selecting, click OK to close the Filter dialog box.

You have now configured all the parameters for the graph. To display the graph, click the Graph

tab. The system opens a new window and displays the graph.
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Selection | Setup | Graph | Data |

Current Meter

79000

General

Equip Class Code
W AC Patrol Car

78000
77000
76000
75000
74000
73000 4
72000 4
71000
70000 4
69000 +
68000 +
67000 +
66000 +
65000
64000

62000 -

%%,

Equip Class Cc:is?w&%v

%,

W AE Intermediate Sedan
W AL Sedan

8. If you wish to modify the appearance of the graph, right-click on the graph and then click
Change Graph Report Properties. The system displays a dialog box similar to the following,
which you use to modify the appearance of the graph.
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s (| Category Axis || Values Axis || Series || Layout
rFont
i Title1
FGeneraI
Alignment | Left
FontSize |12 +|
Font Angle ;0 v‘ [] talic
Font Color [ Bold
-Graph Type
Graph Typt | Bar v' 'Side D
] 3D View

oK

| Cancel

9. Make the desired changes and then click OK. The system closes the dialog box and re-draws the

map utilizing the new parameters you specified.

10. If you wish to print the graph, right-click on the graph and then click Open in Browser. The
system displays the graph (and only the graph) in a new window. You may then use the

browser's print command (File > Print) to print the graph.

11. If you wish to save the graph, click the Setup tab. Then point to the tab, right-click, and then click
Save Report from the shortcut menu. (Note that the name assigned to the report when you save
is the type of graph. If you wish to change this, click the Selection tab, find the report, highlight
the default name of the report, and type the desired name. When you close the window, the

system will ask if you wish to save the new name.)

Note that you may modify a report in a similar way as you create a report. You select the report to be
modified in the Selection tab and then modify its parameters in the Setup tab. A common technique is to
display a public report, modify it to suit your own uses, change the report name, and then save the report
as one of your own reports (using Save Report As Your Own rather than Save Report). You may also

do this with one of your own, non-public reports.

Proprietary and Confidential © 2008 AgileAssets, Inc.

Page 97



AgileAssets Fleet Management System ( o1 ASSETS

Tutorial

The data shown in Standard and Graph reports may be exported to an external file. You may also use
similar techniques to export data from tables shown in windows and panes. This section describes how to
save data from a report or window to a separate file.

To prepare for exporting data, you need to display a data table in its own window. The means for doing
this are described below:

% Standard reports — standard reports are already displayed in a separate browser window, so
no preparation beyond displaying the report is needed.

% Graph reports — select the desired graph in the Selection tab and then click the Data tab to

display the data table that underlies the graph. Then point to the table, right-click, and click
Open in Browser. This command displays the graph data in a new window, and it is now

ready to be exported.

% Datain a table in a window or pane — after displaying the window that shows the desired data
table, point to the table, right-click, and select Export Data. This command displays a new pop-
up window that let you do 3 method of exporting data. These 3 methods are described below.

27.1 How to Export Data in Various Format
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1. Open any window containing data in a grid or from view.

2. Right-click anywhere in this window and select Export Data. A new pop-up window opens as
shown below.

Export Data [ X]
B Columns Rows
<4[<][1 (50) (=] (=36 pages (94 rows)

Column [
Equipment ID

Asset ¥
WIN ¥ Serial #

O current Page
Color

License Plat
Year
GVIAR () Rows:

Make

m

Model From

To 27655

Assign. Management Unit

Parent Agency

Physical Location

SHOP Assigned '

Assigned Code Output formet: 3 I Excel file v
Assigned To

Primary Purpose Narrative

Purpose 4

Equipment Life Status

Use lookups ( ok ]

Cancel ]

3. Inthe columns pane, select all the columns you want to export (by default, all the columns are
selected) by clicking on the columns you want (hold CTRL for multiple selection, or select the
first one and hold SHIFT and click on the last one to select successive columns).

4. Inthe Rows pane, select what you want to export:

* If you want to export all the data in the pane, select AllL

* If you want to export only the current page of data, select Current Pane.

* If you want to select a range of rows, select Rows and precise the From and To values.
5. Select your output format (Excel, Comma Separated or HTML).
6. Click on OK.
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In the Import Runner window, you can manage your batch files. You can create folders, upload and
delete files at your convenience. Once your batch files have been uploaded, you can then process them.

28.1 How to Create a New Directory in Your
Folder

1. Open the Import Runner window (System > Tools > Import Runner).

I Import Detail || Import Log |

B Target Table

1 pages (6 rows)

Import Config Name Target Table Name
' Equipment Purchase Import EQUIPMENT_INVENTORY

Consolidated Repair Order (Inserts) EQUIPMENT_REPAIR_SUMMARY

EQUIPMENT_ODOMETER_MONTH
EQUIPMENT_FUELING

End of Month Odometer reading (inserts)
Consolidated Fuel Transactions Inserts
Hit-by-hit Fuel Transactions (Inserts)
Equipment Update Batch

EQUIPMENT_FUELING
EQUIPMENT_INVENTORY

2. In the first tab “Imports”, click once on any of the records. The system highlights the record.
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3. Click on the third tab “Import Log”. In this tab you will see all the imports that your agency has
run previously.

Imports || Import Detail | JluTstelad Rev)
B Target Table
i e 1 pages (2 rows)

Log ID Start Time Finish Time Records Imported Records with Errors Error File Fatal Error

“m_a—n-

132 7152009 7/15/2009 Error: Unabl

4. Right-click and select Manage Files. A pop-up window opens.

Name ~ Size Date Modified A
[] 2009-06-23 - SETUP_DVISION.csv 1369  6/24/09 12:17 PM T
[] Accidents 1 errors.csv 436018 6/19/09 1:55 PM
[] Accidents 10 errors.csv 17629 6/19/09 3:00 PM
[] Accidents 11 errors.csv 17635 6/19/09 3:30 PM
[] Accidents 3 errors.csv 2599927 6/19/09 1:59 PM
[] Accidents 4 errors.csv 992836 6/19/09 2:08 PM
[[] Accidents 5 errors.csv 410540 6/19/09 2:10 PM
[[] Accidents 6 errors.csv 12768846/19/09 2:15 PM
[[] Accidents 7 errors.csv 12768846/19/09 2:17 PM
[] Accidents 8 errors.csv 17635 6/19/09 2:21 PM
[] Accidents 9 errors.csv 10391006/19/09 2:53 PM v

File Filter:

[ ]

Close

Proprietary and Confidential © 2008 AgileAssets, Inc.

Page 101



AgileAssets Fleet Management System ( A1 ASSETS

Tutorial

5. In the pop-up window, you see the root of your agency folder (other agencies cannot see these
files). To create a new directory in your agency’s folder, right-click and then select Make
Directory.

6. A dialog box opens. Type in the name of the directory you want to create. When finished, click on

OK. The new directory is created and appears in the pop-up window with a icon 8. To open this
folder, click on the underlined folder name.

File Browser

[ E3restfie 7117109 2:27 PM
[] 2009-06-23- SETUP_DIVISION.csv 1369  6/24/09 12:17 PM

I A mmidantsa 4 mrrars Ame A20N4A0 oMAODINNG A.CC Nt

28.2 How to Upload a file in a folder
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1. Open the Import Runner window (System > Tools > Import Runner).

| Import Detail || Import Log |

B Target Table
) 1 pages (6 rows)

Import Config Name Target Table Name
e =
[ Consolidated Repair Order (Inserts) EQUIPMENT_REPAIR_SUMMARY

End of Month Odometer reading (inserts) EQUIPMENT_ODOMETER_MONTH

Consolidated Fuel Transactions Inserts EQUIPMENT_FUELING

Hit-by-hit Fuel Transactions (Inserts) EQUIPMENT_FUELING

Equipment Update Batch EQUIPMENT_INVENTORY

2. In the first tab “Imports”, click once on any of the records. The system highlights the record.

3. Click on the third tab “Import Log”. In this tab you will see all the imports that your agency has
run previously.

Imports || Import Detail |

B Target Table
i e 1 pages (2 rows)
Log ID Start Time Finish Time Records Imported Records with Errors Error File Fatal Error

I | 7 N

132 7152009 7/15/2009 Error: Unabl

4. Right-click and select Manage Files. A pop-up window opens.

5. In the pop-up window, you see the root of your agency folder (other agencies cannot see these
files). Open the folder in which you wish to upload the file into by clicking on the underlined
folder name (folders are indicated by the & icon).

6. Once in the appropriate folder, right-click and then select Upload File. A new dialog box open.

Click on Browse to open a MS Windows browsing window. Find the file you wish to upload to
the server. Click on OK in the MS browser.

File Browser

13¢
43¢
17¢
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7. The path of the file is displayed in the pop-up window. Click on Upload. Your file is transferred
to the server and appears in the list of files in the folder.

28.3 How to delete a file or a folder:

1. Open the Import Runner window (System > Tools > Import Runner).

| Import Detail || Import Log |

B Target Table
() 1 pages (6 rows)
Import Config Name Target Table Name
B3| Equipment Purchase Import EQUIPMENT_INVENTORY
Consolidated Repair Order (Inserts) EQUIPMENT_REPAIR_SUMMARY
End of Month Odometer reading (inserts) EQUIPMENT_ODOMETER_MONTH
Consolidated Fuel Transactions Inserts EQUIPMENT_FUELING
Hit-by-hit Fuel Transactions (Inserts) EQUIPMENT_FUELING
Equipment Update Batch EQUIPMENT_INVENTORY
2.

In the first tab “Imports”, click once on any of the records. The system highlights the record.

3. Click on the third tab “Import Log”. In this tab you will see all the imports that your agency has
run previously.

Imports || Import Detail |
B Target Table
() 1 pages (2 rows)
Log ID Start Time Finish Time Records Imported Records with Errors Error File Fatal Error

[y | 711512009 711512009 14 | 4842/End
m——_a——-

132 7152009 7/15/2009

Error: Unabl

4. Right-click and select Manage Files. A pop-up window opens.
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5.

In the pop-up window, you see the root of your agency folder (other agencies cannot see these
files). Open the folder from which you wish to delete the file by clicking on the underlined folder

name (folders are indicated by the S icon). Once in the appropriate folder, check the box in front
of the file(s) would like to delete. Right-click and then select Delete Selected. The file(s) is deleted
from the server. You can also delete folders if there are no files contained in them.

File Browser

10 0FEEO

2009-06-23 - SETUP_DVISION.csv

Accidents 1 errors.csv

AcclUpload File

AcclMake Directory SV
P.0le Delete selected 3%

Accidents 4 errors.csv

-

7/17/09 2:27 PM

- Name ~  Size Date Modified
[ EQrestfile

1369  6/24/09 12:17 PM

436018 6/19/09 1:55 PM
17629 6/19/09 3:00 PM
17635 6/19/09 3:30 PM
299927 6/19/09 1:59 PM
992836 6/19/09 2:08 PM

P N L L LT
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This window contains all the batch types that can be used to batch data in. Some batch types can be used
by most agencies, whereas others can only be used by specific agencies. The CPA’s system administrator
maintains a list of all batching agencies and which types are appropriate. Users should only use batch

types appropriate for their agency. The following examples are generic and will apply to all batch types.

The Equipment Purchase batch type should only be used by agencies indicated as Inventory Batching.
The list of Inventory Batching agencies is maintained by CPA’s system administrator.

29.1 How to Import a Batch File

Follow these steps:
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1. Open the Import Runner window.

Imports | Import Detail || import Log |
B Target Table

[t ()~ |-~ 1 pages (6 rows)
Import Config Name Target Table Name

? Equipment Purchase Import EQUIPMENT_INVENTORY

Consolidated Repair Order (Inserts) EQUIPMENT_REPAIR_SUMMARY
EQUIPMENT_ODOMETER_MONTH
EQUIPMENT_FUELING
EQUIPMENT_FUELING
EQUIPMENT_INVENTORY

End of Month Odometer reading (inserts)
Consolidated Fuel Transactions Inserts
Hit-by-hit Fuel Transactions (Inserts)
Equipment Update Batch

2. In the first tab “Imports”, click once on the batch type desired. The system highlights the record.

3. If you want to review the source file (your file) column layout, click on the second tab “Import
Details”. The left pane shows the Import columns with the column order (Order). The right pane
shows how the data from the source file is mapped to the target table.

import Log |
&5 Import Columns mport Column Mapping
[ ())& pages (50 rows) [ |(c2)()C8 pages (121 rows)

Source Column ID Order Commsg Import Mapping Arg List Import Mapping Script Target Column
Equipment ID 2 Equipment ID set to column value + source not NULL EQUIPMENT_NAME (Equipr
VIN / Serial # 3 BATCH_ import config log id USER_UPDATE (User Upd:
Asset# 4 today DATE_UPDATE (Date Updz
License Plate 5 Agency VERIFY_AGENCY_IS_BATCH COMMENT_STR (Comment
Year 6 COMMENT_ID (Attach.)
Make 7 PERIODIC_MAINT_ID (Perio
Model 8 Equipment Life Status map by column name required + Source Not Null EQUIPMENT_STATUS_ID (¢
Equipment Description 9 ASSIGNMENT_DATE (Assi
Assign. Management Unit 10 Acquisition Date;MM/dd/yy to date - Source Not Null BUY_DATE (Acquisition D¢
Parent Agency 1 DATE_INSURED (Date Insu
Physical Location 12 INSPECTION_DATE (Inspec
SHOP Assigned 13 JUNK_DATE (Out-of-Servii
Assigned Code 14 LAST_METER_2_DATE (L&
Assigned To 15 In-Service Date;MM/dd/yy to date - Source Not Null ODOMETER_DATE (Last M
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4. Click on the third tab “Import Log”. In this tab you will see all the imports that your agency has
run previously.

Imports || Import Detail |

B Target Table
i e 1 pages (2 rows)

Log ID Start Time Finish Time Records Imported Records with Errors Error File Fatal Error

—m-a—n-

132 7152009 7/15/2009 Error: Unabl

5. To batch in a new file, right-click and select Import New Data (this step assumes that your file
has already been uploaded to the server and is ready for processing - if your file hasn’t been
uploaded yet, refer the Manage Batch Files section). A pop-up window opens.

‘I imports || Import Detail |
[

0 pages (0 rows)
Log ID Start Time Finish Time Recol

Import new Data

Manage Files
Download File
Sort

6. In the pop-up window, you see the root of your agency folder (other agencies cannot see these
files). Navigate to the file you want to process. Select this file by checking the box in front of that
file. Once selected, click on OK.

File Browser X
Name Size Date Modified A

Elrestfie 7117109 2:27 PM

Accidents 8 errors.csv

I 2009-06-23 - SETUP_DIVISION.csv 1368  6/24/09 12:17 PM
O Accidents 1 errors.csv 436018 6/19/09 1:55 PM
(O  Accidents 10 errors.csv 17629 6/19/09 3:00 PM —
(O  Accidents 11 errors.csv 17635 6/19/09 3:30 PM
(O  Accidents 3 errors.csv 299927 6/19/09 1:59 PM
(O  Accidents 4 errors.csv 992836 6/19/09 2:08 PM
(O  Accidents 5 errors.csv 410540 6/19/09 2:10 PM
(O  Accidents 6 errors.csv 12768846/19/09 2:15 PM
(O  Accidents 7 errors.csv 12768846/19/09 2:17 PM
O

17635 6/19/09 2:21 PM

File Fitter: * cay

7. The file is then process in real time and a window display the progress status.

Cancel
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8. Once completed, click on OK in the pop-up window.

|

Import Summary:

Import: “"Equipment Purchase Import”
Start Time: 2009/07/17 15:01:36
Records Processed: 1

Records Imported: 0

Errors: 1

Finish Time: 2009/07/17 15:01:36

ok

9. If some errors (validation) occurred during processing, the system will prompt you to download
the corresponding error file. In the dialog box, click on Yes to download the file on your local
computer (the output file is the same as the input file, with 2 additional columns for
RECORD_NUM and ERROR DESC).

M N 0 P
N'RECORD_NUM  ERROR_DESC

90 Error in EQUIPMENT_ID mz

95 Error in EQUIPMENT_ID me

96 Error in EQUIPMENT_ID m:

97 Error in EQUIPMENT_ID me

101 Error in EQUIPMENT_ID m:

10. In the system, a new row appears in the Import Log tab showing the summary for this batch.

29.2 How to Correct Errors

1. If your batch had some errors, open the downloaded the error log file from your local computer.

2. Review the message in the Error column for each record. Make the necessary corrections to this
error file. Once corrected, delete the 2 extra columns RECORD_NUM and ERROR DESC and save
this file.

3. Upload this corrected file to the server (see the Manage Batch Files section) and re-import the file.

4. Repeat this process until all the errors have been corrected.
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30 HOW TO SEEK HELP

Every effort is made to ensure that you can successfully use FMS to efficiently perform the tasks of your
job. Yet, at times, questions may arise about particular features or how to perform certain tasks. FMS
includes a comprehensive Help system. This system contains information on all features of the system
and provides instructions on using many features of the system. To access the Help system, click the help

icon @ on the far left side of your browser window.

AgileAssets Fleet Dashboard 00

Manager -=TX |mp|' The Dashboard feature of the Maintenance Manager system allows you to display up to four reports
(from the same module) at the same time in one window. Each report occupies one quarter of the
window (regardless of the number of reports vou select to be displayed in the Dashboard window).
Scroll bars are available to display the portions of the report that fall outside of the pane in which the
report is displayed. If desired, you may display a report in the entire window by double-clicking the title

Contents | Search

[2] Application Overview

V8] Getting Started bar at the top of the pane. (You restore the report to its original size by again double-clicking the title
[2] Log On Procedure bar.)
[2] Left Gutter Icons
2 Messages

[2] Change Password
@ Ovenview of User-controlled
Tables, Windows, and
Calculations
@ Common Commands
@ Fleet Module
Q Resources Module
Y System Module
(2 Reports
e
Q Standard Reports Window
@ Graph Reports Window
@ cis Reports Window
@ Detailed Technical Information
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