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Motor Fleet Forms
o

Before you reserve or claim a vehicle, you
need to fill out and read two forms within
Archibus: The Pre-Authorization Checklist
and the Legal-Accident Procedures.

These forms will help ensure that you
understand the responsibilities for using a
Motor Fleet vehicle, as well as what to do In
case you are involved in an accident.



Pre-Authorization Checklist/ Legal-
Accident Procedures

1.) In order to access these forms, login to Archibus. Then click the
Motor Fleet Activity button.

2.) Next, select the Motor Fleet Customer role.

3.) In the Forms section click on Pre-Authorization Checklist or
Legal-Accident Procedures

4.) A pop up window will appear, asking if you want to display non-
secure items. Click the Yes button.

5.) The forms will appear in the right window as a PDF file, so you
will be able to print or save the forms to your computer.

6.) Once you have finished reviewing these forms, log out of
Archibus by closing your web browser.

*Note: You need to fill out a Pre-Authorization Checklist
every time you reserve a vehicle.*



Logging into Archibus

S LINCCHARLOT

1.) After logging into
Archibus, select the
Motor Fleet Activity
button

orkplace Portal

— 2.) Then, click on the
@ woorrer Motor Fleet Customer
@ Motor Fleet . rOIe

@ Motor Fleet Customer

@ Motor Fleet Administrator



Selecting a Form

R UNCCHARLOT

ommas 3.) In the Forms
R section, select
Pre-Authorization

e-A z at ist
Legal - Accident Procedures h kI . t
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Sy 4.) A pop up window
will appear, asking if
you want to display
non-secure items.
Click the Yes button.




Pre- Authorlzatlon Checklist
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Pre-Authorization Check list for Travel

5.) The form for Pre-
Authorization Clalsld 4
will appear in the
window on the right side
of the screen.

Date: Assigned Vehicle:

Driver: Department:

~ Taman EMPLOYEE of UNC-Charlotte

___Tamemployed as a (Circle one)
Faculty member  Staff Member Student Employee: Student ID#

T have submitted my License and Van certification cards.

___Thave reviewed “Statement of Resources to Address Claims Arising From Accidents
Involving Vehicles Operated On University Business™
(http:/‘www.legal unce.edw/mvins.pdf); concerning Liability for injuries and damage arising
out of authorized use of the vehicle. Tunderstand that I may be personally liable for injuries
and damage arising out of unauthorized use of the vehicle.

Tunderstand that no one but me is permitted to operate the vehicle assigned to me unless prior
written approval was given at the time the reservation was made.

 Thave read the “Notice to All Drivers” information sheet — found on line at the Motor Fleet
main web page.

6.) The form is a PDF file, so
you will be able to print or save
It to your computer. Once you
fill out the checklist, be sure to
turn it into Kathy Fisher
(FM/Police, Front Desk) before
picking up your vehicle.

Any additional drivers must read, fill out and sign this form as well as submit a copy of License




Selecting aForm

7.) Next, you need to access the Legal-

Pz UNCCHARLO
@ Motor Fleet

Suocrriest 8.) In the Forms section, click on
Legal-Accident Procedures.

O re wehicl
[ <ancel wehicle Reservation
[ Review Reservations

A pop up window will appear
el SN asking If you want to display
non-secure items. Click the
Yes button.




L egal-Accident Procedures Form
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STATEMENT OF RESOURCES
TO ADDRESS CLAIMS ARISING FROM
ACCIDENTS INVOLVING VEHICLES OPERATED ON UNIVERSITY BUSINESS

This statement contains a general description of resources available in connection with claims
arising from accidents involving vehicles driven on official University business. If a University
driver is involved in an accident involving any vehicle driven on official University business, the
driver or driver’s supervisor must report the accident as required in this statement. A chart
summarizing the reporting requirements is on the last page of this statement.

A. Purpose

The purpose of this statement is to provide guidance on liability and collision/comprehensive insurance
for North Carolina Motor Fleet Management Division motor vehicles assigned to the University,
University-owned motor vehicles, motor vehicles rented or leased for official University business, and
personally-owned vehicles that are driven by University employees or volunteers on official University
business. Motor Fleet Management vehicles and University-owned vehicles are all “State-owned
vehicles.”

B. General Matters

1. Accident Reporting. The employee or authorized volunteer involved in a vehicle accident
oceurring while traveling on official University business must report the accident to the
appropriate University officials immediately. Every Motor Fleet Management Vehicle and
University-Owned Vehicle carries in the vehicle instructions for reporting accidents. The
attached chart lists the offices to contact in the event of an accident, and these requirements are

9.) The form will appear in the right window. You do
not need to fill out anything on this form, but it is
very important that you read it and keep a copy for
reference.



Saving/Printing the Form
S

10.) This form is also PDF file, so you will be able
to print or save it to your computer.

11.) Once you have printed out or saved the forms,
you can create a vehicle request or log out of
Archibus by closing your web browser.



Motor Fleet Reservation System

1.) After logging into Archibus, select the Motor Fleet Activity button. Then click on the Motor Fleet
Customer role.

2.) In the Actions section, select Request a Vehicle. You will then see the form for requesting a vehicle
on the right side of the screen.

Note: Before you submit a form, it is very important that you fill out as many fields as possible
in order for Facilities to efficiently complete your Vehicle Request. You especi UNAE RieRillNly!
e Tields that have a red asterisk next to them.

3.) To fill in each field, select the ellipses button (! ) or type the appropriate information into each
input box.

oIf a field has blue text, you can only use the ellipses button, but if a field has
grey text it is not validated; you can type the information in the input box.

4.) Once you have filled out the primary fields of the vehicle request, select the type of vehicle that you
would like, as well as if you will be travelling in or out of the state.

5.) If you need to, please fill out any specific details in the Requestor Remarks input box; this will help
Facilities complete your vehicle request.

Ex: Although | am requesting a car, | will be carrying a lot of equipment. | need a car with a large
trunk or passenger space.

6.) After you are finished entering all of the information in the fields, remember to review the vehicle
request and make sure that everything is entered correctly. Then click the Submit button.

7.) After you click Submit, you will be taken to a review page on the right side of the screen. This page
will list all of the information you have entered, as well as a work request code that you will be
able to use for future reference. You are also welcome to print out the Review page for future
reference.

8.) If you need to, you can create another vehicle request, or if you are finished, you can log out of
Archibus by closing your web browser.




Logging into Archibus

A LNCCHARLOT

1.) After logging Into

- e Archibus, select the
------------ Motor Fleet Activity
: — button.

2.) Next, click the
SLocguo Motor Fleet
@Mutanleet Customer rOIe-

@ Motor Fleet

Processes of Roles;

@ Motor Fleet Customer

@ Motor Fleet Administrator



Requesting a Vehicle

[ UNCCHARLO

@) motor Fleet

& e e o 3.) In the Actions
o section, selli
il the Request a
s Vehicle task.

[ Cancel wehicle Reservation

[ Review Reservations

Reports

[ Reservations History

D1 Reviom Moter Floct Log History 4) You Will then see
e the fOrm for
=™ requesting a vehicle

Division Code®: 1240 ! Department Code*: 13900 ' L]
Drivers: - Destination*: -] i i p p e ar O n th e rl g ht
Mumnber of Personnel: |0 vehicle Type: @ car O Minivan O 15-Passenger Van

-
T e side of the screen
Planned Pickup Tirme*: L]

Flanned Pickup®;

MDA hirmm a
Planned Return Time*:
MDA hirmm &

Flanned Return®:

Requestor Remarks:




Filling out a Vehicle Request

fill out as many fields as possible in order forFaciIitie to
efficiently complete your Vehicle Request. You especially
need to fill in the fields that have a red asterisk next to

them.

Note: Your name, dept. code and division code will
automatically be entered into the form

Dirivers: !ﬁ
Number of Personnel: |0
Estimated Mileage*: |60
Planned Pickup#*: £
MO
Flanned Return*; ﬁ
M D
Requestor Remarks;

6.) To enter the
driver in the form,
click on the ellipses
button located
directly next to the
iInput box.



Selecting a Driver

/.) A window will pop up providing you a list of
the employees at UNCC.

%) Mozilla Firefox

htkp: fiFmbld03. unce, edu: 5030/ archibusfab-select-value, axew
E
Employee Mame: A[Z029] B[522] CHE12] D[ESZ] E[M01] FEOS5] G[222] H[E22Z] 1[22] J[124] K[22Z2] M[E52] H[110] O[F5] P[222]
Q3] R[EZ7T1] S[ES5] TEI17] UMES] WFZ] WIE33] X[E0] Y[E=1] ZE1] Al[S7os]
Employee MName Division Code [C):)B:::Il:rtment _llf_g:g:)ﬂh‘roenee Email Address —|
-
ABECSTT, CHRISTIME (cmakbot1]) 1310 15200 TO453740357 cmakbbot! Euncc . edu
ABBOTT, SHARTI (sakbbott2) 1050 10601 FO4E537 3655 sabbot2@Eunco edu
ABBOTT-MCCLOUD, TIMA CHlakbbott 1520 21200 FO45451802 tlabbottiZE@unce edu
ABERMATHY, DORLLD (dabern10) 2280 26200 FO4E878560 dabern1 OE@Bunco edu
ABERMETHY, JEFFREY (jakberml S 2820 28600 FO45999172 imbernl SE@unco.edu
ABERMETY, Hih (kabernet) 2620 25600 vO43999172 kabernel @uncc . edu
ABIFAKER, ANAHID Casbifake) 1560 13400 FO4537ETED aabifake@uncc edu
ABIFAKER, RIYAD (rabifake) 1560 13400 FO4637575S rabifake@uncc edu
ABOLBASHARI, MEHRDAD (makbolbas) 1590 22000 FO43409332 mabolbas@uncc.edu
ABRDRISADE, DLADIME] (oaborisa) 14350 17100 TO455 72441 oaborisa@uncc . edu
ABPLAMNALP, KEYIN (kabplana) 1620 19100 FO043073975 kabplana@unco edu
ABRACIIMNSHAS, MICHELLE (mabraczi) 1620 19100 SY0Z042520 mabraczif@uncoc edu
ABRAHAM, LATOY A (labrahas) 1410 16900 T349723331 labrahasS@uncc .edu
ABRAMS, LY ROOM (pabrams) 1795 20950 TO4E37E954 IpabramssERurcc e
ABZHER, JEREM™Y (jcabsher] 1630 19200 336EET 3955 Icabsher@uncc.edu
ABT-BUMGARMER, SAMARNTHA, Csabtibum) 2250 25200 FO45373605 sabthumEunco edu
ACHARSL  IPSITA Ciacharya) 1880 21300 4129809536 imcharya@uncc . edu
ACHARYL, | AN AR (kacharya]) 1600 158800 TO45035137 kacharya@E@unco edu
ACIE, KN LA (kacie] 1630 19400 FO4E3YT714 kacie@@uncc . edu
ACHER, LORRAIMNE (ldacker) 2510 23500 FO46372541 ldackerZunce edu
ACOSTA LOPEE, DAMEL (doacosta) 1660 19600 FO4E712159 doacosta@@unce edu
ADor=, AMGELLIL (aasadams) 2080 24200 TO4E873837 aaadamsa@Guncc ecdu
ADAME, CHARLES (cdadams1) 12680 14500 FO4E875955 cdadams1 (@uncc . edu
ADAES, CHASITY (ckadams) 2720 283900 TO46572103 ckadams@uncc . sy
AbDshs, EDvaaRD (edadams]) 2370 27200 FO45373704 edadams@uncc . edu
1
A kAT LT e Cirmescdsenes 20 e rduinl e l=rdninl FRERTOZAOTD TS P ENS e P TR LT Y TR )




Fiitering the Employee List

e If you need to, you can sort the list by typing
Information in the input boxes and then cli/@isl=
down filter button

Division Code  Department  Employee .
Code Telephone Email Address

- = il

e Or, you can click the column title headings. This
will sort the list alphabetically or numerically.

Employee Name

Department  Employee

Division Code i .
Employee Nameamm ode L Telbpbone Email Addressh




Entering Destination

8.) Once you have found the employee name

entered into the field.

9.) Repeat Steps 7 & 8 for

Destination. B

. . . vehicle Type: @ car O Minivan O 15-Passenger Van
Note: If your destination o ® o ® e
dOeS nOt appear In the Planned Pickup Time*:

IISt! yOu can type lt In the Planned Return Time®*:
iInput box. i

hirnmm &




Fiiling outthe Request Form

Requestar®: DUFF, PAMELA {pduff)

T = 10.) You now need to enter
3 the number of
Narber of Personnels 2 — well as the estimated
estimeted pileage*: [60 mileage that you will drive.
Planned Pickup: [ e Note: The minimum miles,
plamed returns [ & which is 60, will
automatically display.
remed Rt . 11.) Next, you need to enter the
Planned Return*: & dates and times for your planned
WIDYYYY pick up and return of the vehicle.
Planned Piokap®: E _

Septernber (v 2009 = Note: If you need to see a

Flan

Reques{ _ o . 2 3 4 5 calendar, click on the calendar
2o 21 22 29 24 on 20 button to the right of the planned

27 28 29 20

pick-up date/return input box




Reqguestor Remarks

ﬂRequastnr Remarks:

12.) If you need to, add specific detalls in the
Requestor Remarks input box; this will assist
Facilities complete your vehicle request.

Ex: Although | am requesting a car, | will be
carrying a lot of equipment. | need a car with a
large trunk or passenger space.




Submitting the Request

Request a Vehicle

| Submit

Requestor®: DUFF, PAMELA {pduff)

Division Caode*: 1240 ! Department Code*: 13900 !
Driver*: \DINELLO, RAYMOND (rdin [l Destination™®: |kannapalis, NC ..
Murnber of Personnel: |2 vehicle Type: ® car O minivan O 15-Passenger Van
Estimated Mileage*: |75 Infout of State: & In-State ) Out-of-State
Flanned Pickup*: [11/4/2009 E: Planned Pickup Time*; |00
Mavernber 4, 2009 2:00 AM
Flanned Return®: |11/4/2009 ﬁ: Planned Return Time*; |5:00
Mavernber 4, 2009 5:00 PM
Requestor Remarks: |Although I am reserving a car, we will be carrying a lot of computer equipment, We
need a car with a large amount of truck space to accommodate this equipment,

13.) After you have finished entering all of the
Information in the fields, remember to review the
vehicle reqguest and make sure that everything
has been entered correctly. Then click the
Submit button.




Reviewing Vehicle Request

Request a Vehicle

Reserva tion Murnber: 102500
Work Request Code: 2010012064

Requestor®: DUFF, PAMELA (pduff}

Division Code; 1240 Department Code; 13900
Driver# DIMELLO, RAYMOND (rdinello) Destination®: Kannapolis, NC
Mumnber of Personnel: 2 Requested Vehicle Type: Car
Estimated Mileage*: 75 In/Out State: In
Flanned Pickup*; Movemnber 4, 2009 Planned Pickup Tirme: 08:00
Planned Return®: Movember 4, 2009 Planned Return Time: 17:00
Requestor Rermarks: |&lthough T am reserving a car, we will be carrying a lot of computer equipment, We
need a car with a large amount of truck space to accommodate this equipment,

14.) You will then be taken to a review page display on the
right side of the screen. This page will list all of the
Information you have entered, as well as a work request
code that you will be able to use for future reference.
You are also welcome to print out the Review page for
future reference.

15.) If you need to, you can create another vehicle request,
or if you are flnlshed you can log out of Archibus by
closing your web browser.



How to Cancel a Vehicle Request

1.) After logging into Archibus, select the Motor Fleet Activity button. Then click
the Motor Fleet Customer role.

2.) In the Actions section, click on Cancel Vehicle Reservation. You will see 2
separate windows appear. You now need to find your vehicle reservation.

3.) In the Reservations window, scroll to the right and click on the small plus sign
().
This will open a mini console that will help you search for your reservation if you
have several listed.

*You can type in information in the appropriate input box and click on the
filter button, or you can click on the small grey buttons to the right of
each column title. This will sort the list alphabetically or numerically.

4.) Once you have found your vehicle request, click on it. It will appear in the
Cancel Vehicle Request window.

5.) To cancel the vehicle request, click on the Cancel Request button.

*Note: Motor Fleet requires a 24 hour cancellation notification; a daily
minimum charge will be applied for cancellations within this time frame as
well as no show pick ups.*

6.) If you need to, you can cancel another vehicle request, or if you are finished, log
out of Archibus by closing your web browser.




Logging into Archibus

A LNCCHARLOT

1.) After logging into
Archibus, selectiVile]le]f
Fleet Activity button.

orkplace Portal

2.) Next, click on the
Motor Fleet
Customer role.

A% INCCHARLOT

@ Mator Fleet

@ Motor Fleet

Processes of Roles;

@ Motor Fleet Customer

@ Motor Fleet Administrator



Cancel Vehicle Reservation

[ LNCCHARLO]

@ Motor Fleet
@ Motor Fleet

@ Motor Fleet Customer

a

Forms

O Pre-aut horization = hecklist
(| | - Accid d

|
Cancel Vehicle Request

Planned . .
Fckyp Driver Destir

D OF PURAGS)  Fareo
MEIES  DRELLO, VNN ek Kam

| CancelRequest

3.) In the Actions

section, click on
Cancel Vehicle

Reservation.

4.) You will then see two
separate windows appeatr:
The Reservations window
and the Cancel Venhicle
Request window.



Finding Reservations

Reservations

Planned Pickup Driver Destination
1072172003 DUFF, PAMELA (pduff) Kannapalis, MC
117452009 DIMELLD, RAYMOND (rdinefia) Kannapaliz, MC

NN

Reservations

Planned Pickup Driver Destination EI
1042142009 DUFF, PAMELA (pauff) Kannapaliz, NG
11472009 DIMELLD, RANYROMD (rdinela) Kannapoliz, MC

5.) You will now need to find your vehicle request.
In the Reservations window, scroll to the right
and click on the small plus sign. This will open a
mini console so you can search for your
reservation.



Sorting Reservations
.

6.) You can sort the list of reservations by typing in
the input boxes and then clicking the filter button

Reservations

Planned Pickup Driver Destination

@@ . =

e Or you can click on the column titles directly to
organize the reservations either alphabetically or
numerically.

Reservations

Planned Pickup - Driuer_ Destination =
_ L | Y4




Vehicle Request Detalls

Planned

Bickup Driver Destination = - Requestor; DUFF, PAMELA (pduff
% Division Code: 1240 Department Code: 13900
0008 OUFF PMELAGAS)  Waas G Drver';, DIVELL), RAYHORD (el Destingtion®; Kamnapols, €
100G DRELLO,RAVMOND rinek) Kannepos, \C Kurber of Persannel: 2 Requested Vehicle Type: Car
Estimated Mileage®: 73 In/Out State: In
Flanmed Pickup: November 4, 2009 Planned Pickup Time: 08:00
Planned Return; Hovember 4, 2009 Planned Retur Time: 17:00

Requestor Remarks: Although Tam reserving a car, we wil be carrying 2 lot of computer equipment, We
need a car with a large amount of fruck space to accommodate this equipment,

/.) Once you have found your vehicle request,
click on it. The vehicle request detalls will then
display in the Cancel Vehicle Request window.



Canceling the Vehicle

Cancel Vehicle Request | Cancel Request

Requestor*: DUFF, PAMELA (pduff)

Division Code: 1240 Departrnent Code: 13900
Drivert: DINELLD, RAYMOND {rdinello) Destination®: Kannapolis, MC
Mumber of Personnel; 2 Requested Vehicle Type; Car
Estimated Mileage*: 73 In/Cut State: In
Planned Pickup*: Movemnber 4, 2009 Planned Pickup Tirme: 08:00
Planned Return®: Movernber 4, 2009 Planned Return Tirme: 17:00

Requestor Remarks: [Although T am reserving a car, we will be carrying a lot of computer equipment, We
need a car with a large amount of truck space to accommodate this equipment.

8.) If you would like to cancel the vehicle request, click on
the Cancel button

*Note: Motor Fleet requires a 24 hour cancellation
notification; a daily minimum charge will be applied for
cancellations within this time frame as well as for no
show pick ups.*

9.) If you need to, you can cancel another vehicle request,
or if you are finished, log out of Archibus by closing your
web browser.



How to View Vehicle Reservations

1.) After logging into Archibus, select the Motor Fleet Activity button.
Next, click on the Motor Fleet Customer role.

2.) In the Actions section, click on Review Reservations. You WIKEE:
list of all the active Motor Fleet Reservations appeatr.

3.) If you need to sort the list or locate a specific vehicle request, scroll
to the right and select the small plus sign ([+]). This will open a mini
console that will help you look for your reservation.

* You can type in information in the appropriate input box and
click on the filter button, or you can click on the small grey
buttons to the right of each column title. This will sort the list
alphabetically or numerically.

4.) You can also export the entire list to Microsoft Excel or a PDF by
click on the Excel () or PDF (%) buttons. A window will pop up
displaying the entire list and you are welcome to print it out for your
records.

5.) Once you are finished reviewing the venhicle reservations, you can
log out of Archibus by closing your web browser.




Logqing into Archibus

A LNCCHARLOT

1.) After logging into
Archibus, select ials
Motor Fleet Activity
button.

orkplace Portal

5 em Administration

2.) Next, click the
Motor Fleet
Customer role.

A% INCCHARLOT

@ Mator Fleet

@ Motor Fleet

Processes of Roles;

@ Motor Fleet Customer

@ Motor Fleet Administrator



Review Reservations

[z LNCCHARLON

@ Motor Fleet

@ Motor Fleet

@ Motor Fleet Customer

Tasks:

.) In the Actions
G Fremumonzatn chactis section, click on the
o Review Reservations
=] Mo s sl oo task.

[ 1| Tancel Wehicle Reservation

" Rewview Reserwvations

Reports
[0 Reservations Histary
[] Review Motor Fleet Log History

Active Reservations

Requested . Planned Planned
Driver Status Destination p Nuth'I' of ¥ehicle ls?lt'mated ;':"TUt E!allzned Pickup Elatnned Return  Requestor Remarks
ersonne Type ileage ate ickup Time eturn Time
DINELLD, RAYMOND (rdinello) Requested  Kannapalis, NC 2 Car 75 In 11/4/2009  08:00 AM  11/4/2009  05:00 PM Although I am reserving a o
DUFF, PAMELA {pduff) Requested  Kannapalis, NC 1 Car 60 In 10/21/2009  08:00 AM  10/21/2009 05:00 PM  test

4.) You will then be able to view a list of
all the active reservations in the right
window.



Searching for Vehicle Requests

planned Planned
et Return  Requestor Remarks 1
eturn Time

[11/4/2009  05:00 PM | Although T am reserving a car, we will be carrying a lot of computer equipment, We need a car with a large amount of truck space to accommadate this equipment.
[10/21/2009  05:00 PM  test

Active Reservations

Requested . Planned Planned
Driver Status Destination p Numhell' of Yehicle Pli:r‘ltlmated ;':IPUt ::!aI';'nEd Pickup ;Iatnned Return
ersonne Torae ileage ate ickup Time eturn Time
DIMELLO, RAYMOND (rdinello) Requested Kannapolis, MC 2 | Car 75 In 11/4/2009  08:00 AM  11/4/2009  05:00 FM 4
DIIFF, PAMELA {pduff) Requested kannapolis, NC 1 Car &0 In 1042142009 | 08:00 &M 10/21/2009 05:00 PM 1]

4.) If you need to sort the list or locate a specific
vehicle request, scroll to the right and select the
small plus sign. This will open a mini console
that will help you look for your reservation.



Sorting Vehicle Reservations

Oy C3 o) SC e reservations by tvieligleRia
the input boxes and then clicking the filter button

Active Reservations

Requested . Planned Planned g

; " Number of S Estimated InjfOut Planned Planned -

Driver Status Destination Yehicle Pickup Return {201
Personnel Type Mileage .  State Pickup S Return Time

= = = = -'?}_
e Or you can also click on the column title heading
to sort the reservations. Clicking a column
heading will organize the reservations
alphabetically and numerically.

Active Reservations

Requested Planned Planned

- - Number of - Estimated InfDut lanned - Planned
Driver g Status @Eestination -, L | m::'e- Mileage ~ State ickup 2::::.; Return $f:1‘;r"




Exporting Reservations list

5.) You can also export the entire list to Microsoft

clicking on the Excel or 1dbls
buttons. A window will pop up displaying the entire
list and you are welcome to print it out for your
records.

My Home My Favarites My Jobs My Profile

Planned Planned Planned Planned ‘
Pickup Return Requestor Remar

Pickup Time Return Time

11/4/2009 08:00 AM 11742009  05:00 PM  Although I am resen
10/21/2009  08:00 AM 1052172009  05:00 PM test

6.) Once you are finished reviewing the vehicle
reservations, you can log out of Archibus by closing
your web browser.




Reservations History

e The Reservation History is a report that lists all of the in-active
reservations that you requested or where you are the driver.

1.) To access this report, login into Archibus. Then click on the Motor Fleet
Activity button.

2.) Next, select the Motor Fleet Customer role.

3.) In the Reports section, select Reservations History. The report will
appear in the right window and you will see a list of all the in-active
Motor Fleet reservations.

4.) If you need to sort the list or locate a specific vehicle request, scroll to
the right and select the small plus sign (=). This will open a mini
console that will help you look for your reservation.

e You can type in information in the appropriate input box
and click on the filter button, or you can click on the small
grey buttons to the right of each column title. This will sort
the list alphabetically or numerically.

5.) You can also export the entire list to Microsoft Excel or a PDF by click
on the Excel ( &) or PDF (¥ ) buttons. A window will pop up displaying
the entire list and you are welcome to print it out for your records.

6.) Once you are finished reviewing the reservations, you can log out of
Archibus by closing your web browser.




Logging into Archibus

A LNCCHARLOT

1.) After logging into
Archibus, select ials
Motor Fleet Activity
button

orkplace Portal

2.) Then click on the
A% INCCHARLOT Motor Fleet
@ motor Feet Customer role

@ Motor Fleet

Processes of Roles;

@ Motor Fleet Customer

@ Motor Fleet Administrator



Reservations History
.

QA LINCCHARLON

@ Motor Fleet

@ Motor Fleet

@ Motor Fleet Customer

3.) In the Reports

0 Creaunertaetion hect section, select
Reservations History.

[] Motar Fleet Yehicle Rates
[ Request a Yehicle
[ cancel Yehicle Reservation

[] review Reservations

Reports

B Reservations History

[] Review Motar Fleet Log History




Reservation History

:'.f'r, LM -;__|".-'|."-:III:H My Mo My Faneieitas
Reservation Histary i I
Requested Planned Planped — Work

e s Dtmatn(N v LUAK Pt iy Pl ot ) T et
DINELLO, RAYMOND (rdinellg) Closed  Home 1 Car In 32613008 337/2008 2008032500 1000
DINELLOD, RAYMOND (rdinella) Closed  GA 1 Car Qut 3/28/2008 03:35PM  3/28/2008 03:35PM 2008032110 100
DINELLO, RAYMOND (rdinella) Rajected  test 1 Car In 3f268/2008 3/28/2008 2008032768

DINELLD, RAYMOMD (rdinello) Closed  vegas 2 Car In &/1/2008  03:00 AM  4/4/2008  05:00 PM 2008033371 2000
DINELLD, RAYMOND (rdinella) Closed  californi 1 Car In &/1/2008 4/10/2008 2008033367 8325
DINELLO, RAYMOND (rdinelle) Rejected  call 1 Car In 4172008 4/11/2008 2008033365

DINELLOD, RAYMOND (rdinells) Rejected Fonda 1 Car Qut &/7/2008  03:00 AM  4/11;2008 05:00 PM 2008033856

DINELLD, RAYMOND (rdinella) Closed  Flonda 1 Car Cut 4772008 08:00 AW 4/11/2008 05:00PM 2008033799 &0
DINELLD, RAYMOND (rdinella) Canceilad ME 0 Car In 42813008 04:45 PM  4/29/2000 0d:47 BM 2008035687

4.) You will then see a list of all the Motor Fleet

reservations that are in-active (Completed,
Closed, Cancelled, or Rejected).



Sorting Vehicle Reservations

Pickup  pepyen  Return Request pjleage Cost g
Time Time Code 9% Rate Remarks
3/27/2008 2008032500 1000 0.31 test
03:35 BM | 3/28/2008 03:35PM | 2008032110 100 0.25 25.00  fest
3/28/2008 2008032768 test
ovan | mberof RCIed mmjow  plamned  Dlained plann o
DDDDDDDDDDDDDD (rdinella) = Closed 3/26/;
DDDDDDDDDDDDDD (rdinella) Closed 3/28/;
DDDDDDDDDDDDDDD (rdinella) = Rejected 3/28/,

5.) If you need to sort the list or locate a
specific vehicle request, scroll to the right
and select the small plus sign. This will open
the mini console allowing you to locate your
reservation.



Sorting Vehicle Reservations

: iping In
the input boxes and then clicking the filter button

Active Reservations

Requested : Planned Planned gy

: —— Number of g Estimated InjOut Planned : Flanned /=

Driver Status Destination Yehicle Pickup Return {7
Personnel Type Mileage - State Pickup Time Return Time

!
y

e

e Or you can click on the column title heading.
Clicking the column headings will organize the
reservations alphabetically and numerically.

Active Reservations

Requested . Planned Planned
Driver - Status Destination «'E'I. of Yehicle :itlmated Igl:f?ut“ned Pickup Elatnned Return
ne Tz ileage ate up Time eturn Time




Exporting Reservations History

6.) You can also export the
entire list to Microsoft Excel
or a PDF by click on the
Excel or PDF buttons. A
window will pop up displaying

2008032500 1000

PM 2008032110 100 the entire list and you are
2008032768 welcome to print it out or
PM 2008033371 2000

save It for your records.

7.) Once you are finished reviewing the
reservations, you can log out of Archibus by closing
your web browser.



Points of Contact

e This completes the user guide on Reserving and Canceling a
Venhicle, and Reviewing Vehicle Reservations and History.

e |If you have any questions about Archibus or the features
presented in this guide, please contact:

e Pamela Duff, Facilities Information Systems
Ext. 74009
pduff@uncc.edu

e If you have a guestion regarding Motor Fleet, please contact:
e Kathy Fisher, Motor Fleet
Ext. 72639
mkfisher@uncc.edu




