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Motor Fleet Forms

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

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 accidentcase you are involved in an accident.



P A th i ti Ch kli t/ L lPre-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 non4.) 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.*every time you reserve a vehicle.



L i i A hibLogging into Archibus

1.) After logging into 
A hib l t thArchibus, select the 
Motor Fleet Activity 
buttonbutton

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



S l ti FSelecting a Form
3.) In the Forms 

section, select 
Pre-Authorization 
ChecklistChecklist 

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



Pre-Authorization Checklist

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

6.) The form is a PDF file, so 
you will be able to print or save 
it t t Oit 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.



Selecting a Formg

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

8.) In the Forms section, click on

Accident Procedures form.
8.) In the Forms section, click on 

Legal-Accident Procedures. 

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



Legal-Accident Procedures Formg

9.) The form will appear in the right window. You do 
not need to fill out anything on this form but it isnot 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

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

11 ) Once you have printed out or saved the forms11.) 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.y g y



Motor Fleet Reservation System
1.) After logging into Archibus, select the Motor Fleet Activity button. Then click on the Motor Fleet1.) 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 possibleNote: 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 especially need to fill in 
the fields 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.p

•If 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.y g

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 I am requesting a car, I will be carrying a lot of equipment. I 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 ArchibusLogging into Archibus

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

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



Requesting a Vehicleq g

3.) In the Actions 
section, select 
the Request a 
Vehicle taskVehicle task. 

4 ) Y ill th4.) You will then see 
the form for 
requesting a vehiclerequesting a vehicle 
appear on the right 
side of the screen.



Filling out a Vehicle RequestFilling out a Vehicle Request

5 ) Before you submit the form it is very important that you5.) Before you submit the 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 especially 
need to fill in the fields that have a red asterisk next to 
themthem.

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

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



Selecting a Driverg

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



Filtering the Employee Listg p y

 If you need to, you can sort the list by typing 
information in the input boxes and then click the 
down filter button

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



Entering DestinationEntering Destination

8.) Once you have found the employee name 
needed, click on it. It will automatically be 
entered into the field.

9.) Repeat Steps 7 & 8 for 
Destination.
Note: If your destinationNote: If your destination 
does not appear in the 
list, you can type it in thelist, you can type it in the 
input box.



Filling out the Request Formg q

10.) You now need to enter )
the number of personnel as 
well as the estimated 
mileage that you will drive. 
N t Th i i ilNote: The minimum miles, 
which is 60, will 
automatically display.

11.) Next, you need to enter the 
dates and times for your planned 
pick up and return of the vehicle.

Note: If you need to see a 
calendar, click on the calendar 
button to the right of the plannedbutton to the right of the planned 
pick-up date/return input box



Requestor Remarks

12.) If you need to, add specific details in the 
Requestor Remarks input box; this will assist 
Facilities complete your vehicle request.
Ex: Although I am requesting a car, I will be 
carrying a lot of equipment. I need a car with a 
large trunk or passenger spacelarge trunk or passenger space.



Submitting the Request

13.) After you have finished entering all of the 
i f ti i th fi ld b t i thinformation in the fields, remember to review the 
vehicle request and make sure that everything 
has been entered correctly Then click thehas been entered correctly. Then click the 
Submit button. 



Reviewing Vehicle Request

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 

d h ill b bl f f fcode 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 d t t th hi l t15.) 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. 



H t C l V hi l R tHow to Cancel a Vehicle Request
1.) After logging into Archibus, select the Motor Fleet Activity button. Then click on ) gg g y

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 sign3.) 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•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 

C l V hi l R i dCancel 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 g pp
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 ArchibusLogging into Archibus
1.) After logging into 

Archibus, select Motor 
Fleet Activity button.

2 ) N t li k th2.) Next, click on the 
Motor Fleet 
Customer roleCustomer role.



C l V hi l R tiCancel Vehicle Reservation
3.) In the Actions 

section, click on 
Cancel Vehicle 
ReservationReservation.

4 ) You will then see two4.) You will then see two 
separate windows appear: 
The Reservations window 
and the Cancel Vehicle 
Request window.



Finding Reservationsg

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 yourmini 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 buttonthe input boxes and then clicking the filter button

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



V hi l R t D t ilVehicle Request Details

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



Canceling the Vehicle

8.) If you would like to cancel the vehicle request, click on 
the Cancel buttonthe 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 request9.) 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 will see a 

list of all the active Motor Fleet Reservations appear.
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 

drecords.
5.) Once you are finished reviewing the vehicle reservations, you can 

log out of Archibus by closing your web browser.



L i i A hibLogging into Archibus
1.) After logging into 

Archibus, select the 
Motor Fleet Activity 
button.

2 ) N t li k th2.) Next, click the 
Motor Fleet 
Customer roleCustomer role.



Review Reservations

3.) In the Actions 
section, click on the 
Review Reservations 
task. 

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



Searching for Vehicle Requestsg q

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 reservationthat will help you look for your reservation. 



Sorting Vehicle Reservations
 You can then sort the reservations by typing in 

the input boxes and then clicking the filter button

 Or you can also click on the column title heading 
to sort the reservations. Clicking a column 
h di ill i th tiheading will organize the reservations 
alphabetically and numerically.



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

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

6 ) Once you are finished reviewing the vehicle6.) Once you are finished reviewing the vehicle 
reservations, you can log out of Archibus by closing 
your web browser.



Reservations Historyy
 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 Fleet1.) 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-activeappear 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 reservationconsole 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 numericallythe 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 ) O fi i h d i i th ti l t f6.) Once you are finished reviewing the reservations, you can log out of 
Archibus by closing your web browser.



L i i t A hibLogging into Archibus
1.) After logging into 

Archibus, select the 
Motor Fleet Activity 
button

2 ) Th li k th2.) Then click on the 
Motor Fleet 
Customer roleCustomer role



Reservations History

3.) In the Reports 
section, select 
Reservations History.



Reservation History

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

5 ) If you need to sort the list or locate a5.) 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 p g p
the mini console allowing you to locate your 
reservation. 



Sorting Vehicle Reservations
 You can then sort the reservations by typing in 

the input boxes and then clicking the filter button

 Or you can click on the column title heading. 
Clicking the column headings will organize the 

ti l h b ti ll d i llreservations alphabetically and numerically.



Exporting Reservations History

6.) You can also export the 
entire list to Microsoft Excelentire 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 orwelcome to print it out or 
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

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

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

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

 If you have a question regarding Motor Fleet, please contact:
 Kathy Fisher, Motor Fleet
E t 72639Ext. 72639
mkfisher@uncc.edu


