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Today’'s Agenda

® What is FleetOhio?

® Accessing the Program

* Navigating FleetOhio

¢ Fuel Tickets

® Bulk Fuel Receipts

® Work Orders

* Updating Locations

® Advanced Options in FleetOhio
® Selecting and Filtering Data
® Online Reports

* Logging Oft




What is FleetOhio?

® FleetOhiois a computer program used to track the

operational and expense information on the state’s fleet.
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Accessing the Program

Access the Program

e Select the FleetOhio Icon on your desktop.

o

FleetOhio.Ink
® Enter your User Id and Temporary Password and Select <OK>.

.
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Accessing the Program

Access the Program (continued)

Main Screen after Logon
|- [2]]
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Accessing the Program
Change Your Password

e =
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W Office of

Fleet Management

4200 Surface Rd
Columbus, OH 43228

PH: 614-466-6607

* Select System Mgmt -> Setup -> Access Rights -> Change Password to get to the

Change Password Screen.

2

* At the Change Password screen select the Insert Record button. =

* Enter your current password , new password (7 -10 characters, all capital letters),and

verify password.

* When done process the change by selecting the Process button. g
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Accessing the Program

Returning to the Main Screen

=~ To get back to the Main Screen close
the window by selecting the small
“X” button.




Exercise 1. Changing your password

° Change your temporary password using the steps outlined

previously.

e Write down your new password on the sheet provided.

* Close the application and log back in using your new

password.
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Navigating Fleet Ohio

GUI Interface

Fleet Equipment Path

Data -> Equipment Units-> Fleet Equipment

= FleetFocus - Fleet Equipment
File Edit Action BEEEN Queries/Reporks  Syskem Momt  Wiew  Preferences  Window  Help

= = Equipment Linits Fleet Equiprnent P
: Equiprment Ackivity 4 Linear Assets 4
Equipment Management #

Subsystems and Parks

Shop Ackiviky 3 Specifications
Production Planning 4 Historical Cost
Call Center , istorical Costs
3
Parts Ikems 4 “ompanents
Parts Ackivity 4 Renurmbering
Purchasing 4 .
Parts Repair 4 Setup\
\Warranty 4
Procurement 3 \
Data Capture 4

General Import

Fuel/Fluid Tanks
Fuel{Fluid Activity

Tires

Operations
Incident Management

Setup

The Fleet Equipment screen is used to

view/ modify vehicle data.
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Navigating Fleet Ohio

GUI Interface (the screen)

Action Buttons

Reports Choice List  Toolbar Buttons

Menu Bar

—> 3

.= FleetFocus - [Fleet Equipment]

8l

Communication Indicator
Movement Buttons for the Grid >

The Grid

Custom Action Buttons

Splitter Bar

TheTabs — |

Status Bar
Look here for successful
Insert or error messages!

1 s =
[ 4| o] » | o] | Bl | & £ -
Row Equipment D | Modelyear | Manufactuer D | Model ID License number | DperatorID | Department ID | Latest meter 1 reading Latest meter 2 reading Equipment type Serial number B
| >
Individual PR ] |nspections ] Codes } Recuring Costs ] Credit Cards ] Acquisition ] Registration ] Multi-urisdictional

Ownership/Depieciation | ‘Waranty | Replacement/Dispositon | Notes | Files | Posiionlnfo | AddiData | Relationships
BasicInfo | Melerlnfo | Classes | Locafions | Assignments | Accounts | Stalus | MotorPool | Authorization | Comments | Class PM

E quipment 1D | D | Mew equipment unit
Madel year PM pragram type
Marutacturer 1D | [

Model ID [ [

Equipment type |

Description [

Color

Serial rumber

Asset number Associated file
Path and file name | |
Description [

Ready

of

Rec:
UM /
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Navigating Fleet Ohio

Action Buttons

e Retrieve Information

® GetData [
e Filter JE
® Sort

(= FleetFocus - [Fleet Equipment]

ﬁFile Edit  Acktion Data QueriesfReports  Swstem Mamt Miew  Preferences  Window  Help

5 8] j< aulhll.a,‘?-rw

t—"'J

NI«MD\WIM%EII‘D AL B & S0

B o | E quipment ID\‘W| b anufacturer [0 | Madel T | License number | Operator 1D | [

2003 FORD TALRLS FRPY

£ Ji 11} ]

Individual Pk ] Inzpections ] Codes ] Recuring Costz ] Credit Cards ] Acquizition ] Regiztratior
Dwnerzhip/Depreciation ] W arranty ] Replacement/Dizpozition ] Motes ] Filez ] Foszition [nfo ] .&ddl
B azic Info ] Meter Info ] Clazzes ] Locations ] Azzighments ] Aocount: ] Statug ] b abor Poaol ] Authorization [

® Insert or Update Information

® Prepare for Insert — adding a new record or transaction from scratch. 5

® Prepare for copy — Creates a new record based on certain information in and

existing record. @

® Prepare for Update — used to modity information in an existing record. |%.|




Navigating Fleet Ohio

Action Buttons (continued)

== FleetFocus - [Fleet Equipment]
ﬁFile Edit  Action Data QueriesfReports  Swskem Momb  Wiew  Preferences  Window  Help

- @ dlEs el
WE e

4|« < v m]n] B £lo ;)i[ | Elo| B
R | E quipment [0 | Model year | Manufacturer 1D todel [0 :E icensafimber Operator D Department |
1 3221 2003 FORD TAURUS FRY 32-211 DAS-GDFT
( | 11} |
Individual Pid ] Inzpections ] Codes ] Recurnng Costz ] Credit Cards ] Acquizition ] Regiztration ] b ualti-
Owinership/D epreciation ] Wwharranty ] Feplacement/Dizposition ] Motes ] Files ] Pogitian Infa ] Addl Data ] F
Bazic Info ] M eter Infa ] Claszes ] Locations ] Azzignments ] Accounts ] Status ] td otor Pool ] Autharization ] Comments
Equipment 1D [32-211 |Z| |2003 FORD TALRLUS FRY 2003 FORD TALRL | Mew equipment unit

* Completing a task
® Process — Used to save a record after entering information. &

® Delete — deletes the existing record &/

® Cancel — Similar to the escape key in that new information entered

is not saved but the record is intact. |2

(-




Navigating Fleet Ohio

Action Buttons (Continued)

Get Data Filter Define Sort Prepare for Prepare for Prepare for
Insert - Copy Update
(Ctrl + G) (Ctrl + F) (Ctrl + 0) (Ctrl + N) (Ctri+ ) (Ctrl + U)
Unrestricted Restricted Star for Start Unlock

Get Data Get Data

Process Delete Cancel Stop About Help Context

(Ctrl + S) (Ctrl + D) (Ctrl + 2) (Fl)
Save - Undo Stop Data Screen Specific

Retrieval On-line Help




Fuel Tickets
What is a Fuel Ticket?

* AVoyager receipt, ODOT receipt, or bulk fuel log sheet for a
fuel transaction.

® FleetOhio tracks three types of fuel tickets:
® Automated
® External

® Internal

e We will be discussing each of these ticket types in detail in a

moment

e Each fuel transaction/ticket must be entered into or accounted

for in FleetOhio.
(-
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Fuel Tickets

Automated Fuel Ticket

Retail Fuel Ticket - Voyager
(Automated, Single Transaction)

m

DSy
DT HESS

oF DUCHESES ==B

A

41817 L gROAC 5T
COLUMBUS, CF

3228
idf@df_ﬂmﬁ
SiE5:51 P oagildl

FLF*#LH -

RECLI_AR [

PRICEA=AL $.ELEEH
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SITE ID: S8h4@dd

THAMK Y0
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Automated

A retail fuel receipt that is received
when fuel is paid for with the state fleet
card (currently Voyager). These
receipts are not entered into FleetOhio

as they are automatically uploaded into

FleetOhio.




e

(-

FU € | TI C kets “Out-of-Pocket” Ticket

External Fuel Ticket (External, Single Transaction)

r:f?‘» W

Bulk Fuel Ticket Krog;glgue;
(External, Single Transaction) |

. |
EM-1 STATE OF ORIO

Total Amount $

" | agree to pay the

Rev.7:06 DEPARTMENT OF THANSPORTATION ] Tern; 155123083
GASOLINE AND OIL TICKET D
License No. A 11 / Make it |oqui Miteage > 17 : VOLUKE ~ 14.782 GAL
i ion Di - -' GAS TOTAL $33 .54
Received of Transportation Dist. No. Unit Price Net i 70U SAVED$0.03 PER GAL
County ‘ Sk foos Gas _ /(2 gal. $ 3 | tastor oot
< . ; i XLXNAAXXEXXHOZ85
Address -] i et ol oil gts. $ $ ! 12/14/2009 16:05:31
|
|

; ]y : t
TyAL P N . i above Total- Amoun
o] T “,\_5}! | " 'Dispenser _11J5l 1 o0 iy b according to Car

Aoy d
Received by A )
1ssuer Agreement.

/ i

[ A i I EA . o
Dept. worked for ],‘;,.;._,(,,",\,! i} L A.‘“{W‘“\‘ lveiliope 0 A f Ticket No. i THANK ¥OU EOR
Vo ! SHOPPING KROGER!
Dept. or Bureau to be inveiced ot ang o
T _ . o h Dri )
DOT - 1863 White with Vendor — Yeilow with Invoice — Pink with Driver //&/tp 7«0 WJL/
_ wf &
External ,

A retail fuel receipt that is not processed on the State Fleet Card , or a bulk fuel receipt that
is obtained when fueling at another state agency other than your own (i.e. ODOT, DNR,
DMH) or from an “out-of-pocket” (non- purchasing card) expense. The transaction must be
entered into FleetOhio.




- Fuel Tickets

Internal Fuel Ticket

Fuel Log (Example OSP Bulk)
(Internal, Multiple Transactions) Internal

AP QuioDerammens GASOLINE RECORD -
e e Rl Bulk fuel dispensed at your
gl PR W , i o

VEHICLE 5P & | M;’t[A?F GASOLINE | TIRES e NAME ST agency S fuellng fac111ty.

ol |yzgee| 0B | prase u FEn

R *észfvz P Lff"“ Each transaction must be
T | T e e e A0 . .

i i /'3/ B E o S L entered into FleetOhio.
R LR T e e | AN

= — S s ') . .

ey Multlple vehicles may be

D R e 7 : processed at one time.

‘ INCHES OF FUI i
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Fuel Tickets

External Fuel Ticket Entry
External Fuel Ticket Path

Data -> Equipment Activity -> Fueling -> External Fuel Tickets

= FleetFocus

File Edit Action WEEEN QueriesjReporks  System Mgmb  View Preferences  Window Help

B g | Eapment nis v v el o kol

Service Requests/Defects

Equipment Management #|  Equinment Stabus Chanoe - Customer
. Meter Update
Shop Activity 3
Praduction Planning » Inkernal Fuel Tickets
Call Center » T , External Fuel Tickets
sage
a Automated Fuel Tickets

Parts Items » Testi N ——
Parts Ackivity L3 esting Setup »
Purchasing 3 Special Fees
Parts Repair ¥ Accidents 4

Mulki-unit Project: »
Procurement » Lit-un rn].ec s

- | ‘Warranky Claims

Data Capture » Mator Pocl \
General Import 3 oker Pod
Fuel/Fluid Tanks 3
Fuel/Fluid Activity »
Tires »
Operations »
Incident Management »
Setup »

External Fuel Ticket Screen

£z Fle Edt Action Data Queries/Reports SystemMamt View Preferences Window Help
e I — T T AT T
Wl D Dol iEE [ o ek elEle] 8 ] 2] B

Row |

External Fuel ket Enty |

Entemal fuel lickets

Row | EqupmentID | Transaction date | License number | Vear - manufacturer - model - meter readings

[~
53

Data Entry

10.

11.
12.
13.

1
Select Insert Button ::":-:
o
Equipment Id

The transaction date and Year-Manufacturer-Model-
Meter Readings fields will auto populate to the
current date. The transaction date needs to be
changed to the date on the ticket

Meter 1 reading (Odometer to the whole mile, no
tenths)

Meter 1 Validation (Select EQ UPD if the meter reading

is greater than the meter displayed on the screen.)

Fuel Type (01-Unleaded, 05-Diesel, 53-E85, DO-
Biodiesel)

Fuel Qty. (Gallons with tenths —XX.X)
Fuel Cost ($) (Total Cost — not price per gallon)

Fluid/ProductType (Optional — If selected, you
will need to complete the Fluid Qty. and Misc. Cost

entries)

Fluid/Product Qty. (Optional-not required by all

agencies)

Misc. Cost (Optional-not required by all agencies)
Vendor Id (Optional-not required by all agencies)
Select Process Button E
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Fuel Tickets
Internal Fuel Ticket Entry

Internal Fuel Ticket Path

Data -> Equipment Activity ->Fueling -> Internal
Fuel Tickets

Enuipment Status Change - Customer
Meter Update

Praduction Planrin

Call Center
Usage 3

Parts Items

Parts Activity Testina

Special Fees
Accidents »
T, MultunitProjects 3

FuelfFluid Tanks
Fuel{Fluid Activicy

Internal Fuel Ticket Screen

45 File Edt Action Data QueriesfReports System Mamt View FPreferences Window Help

Ba | - e slelef 2l nb=mE
W Qolel RiEE [0 & AR clxlel B R 2l B

Row |

Internal Fuel Tickst Entry |

Intemal fuel tickets

Row | Equipment1D | Transaction date | License number | Year - Manufacturer - Model - Meter readings

=~

3

Data Entry

1y
1. Select Insert Button h
—a

2. Equipment Id

3. The transaction date and Year-Manufacturer-Model-
Meter Readings fields will auto populate to the
current date. The transaction date needs to be
changed to the date on the ticket

4. Meter 1 reading (Odometer to the whole mile, no
tenths)

5. Meter 1 Validation (Select EQ UPD if the meter reading
is greater than the meter displayed on the screen.)

6. Tank ID

7. Fuel Type (01-Unleaded, 05-Diesel, 53-E85, DO-

BIODIESEL) — Value not required if Tank ID is
populated.

8. Fuel Qty. (Gallons with tenths — XX.X)

9. Fluid/ProductType (Optional — If selected you will
need to complete the Fluid Qty. and Misc. Cost
entries)

10. Fluid/Product Qty. (Optional-not required by all
agencies)

11, Misc. Cost (Optional-not required by all agencies)

12. Select Process Button :I:IB
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Fuel Tickets

Reversals -After Processing

;= FleetFocus - [External Fuel Tickets]
ﬁFi\e Edit Action Dats QueriesfReporks System Mgmt  Wiew Preferences  Window Help

o — - @ bE|e 2]

o [ (] "=l 8 =R

i)

[l ol || ] EREEE R E R =
|

Row

1

Exl

termal fuel tickets

Row | Equipment I ‘ Transaction date | License number ‘ ‘fear - manufackurer - model - meter readings

Ex

ternal fuel tickets

1 SP-1007 033142010 1083 2007 FORD CROMWN ¥IC PP==Meters: 1-115232; 2-0==2007 FORD CROWHN YIC PP
z SP-1007 0327}2010 1083 2007 FORD CROMN YIC PP==Meters: 1-115232; 2-0==2007 FORD CROWHN YIC PP
3 SP-1007 03f24/2010 1083 2007 FORD CROMN YIC PP==Meters: 1-115232; 2-0==2007 FORD CROWHN YIC PP
4 SP-1007 0315/2010 1068 2007 FORD CROWN ¥IC PP==Meters: 1-115232; 2-0==2007 FORD CROWHN ¥IC PP
£ EntemalFuel Ticket Enuy |
Enternal fuel tickets
‘ WMeter 1 reading ‘ Meter 1 walidation | Meter 2 reading | Meter 2 validstion Reversal | Fuel type | Fuel gt: | Fuel cost
115232 o 01 11,960 30,63
114896 o (i} 11.z10 28.22
114240 a o1 11.640 29.19
113489 a a1 10,050 25.30
Evtena Fuel Ticket Eniry
Extemal fuel tickets
Fluidjproduct type ‘ Fluidiproduct gt | Fluidfproduct cost Mist cost Account 1D ‘ Back out fuel tax
0.0 0.o0 0.00 O0DHSOSHPPSSS
0.0 0.00 0.00 00DHSOSHPPSSS
0.0 0.o0 0.00 O0DHSOSHPPSSS

‘ Back out Fuel kax

| State or province

‘ Employee operator ID | Vendar 1D

Currency I | Comments

.

Find Transaction that requires
reversal.

Gather required information
® Equipment Id.

® Transaction Date

Meter Reading

Fuel type

Fuel Quantity

Fuel Cost

We have included a form for
recording the required
transaction information to
process a reversal




e
Fuel Tickets

Reversals - After Processing

ﬁF\Ie Edit Action Data QueriesfReports  System Mgmb  Wiew  Preferences Window Help
B8 ] o el ol . skl = raREh | ® Jo process a Reversal
14| 4] < I o] 2l | = klEE] clx|ol & i Sl _I

= reenter the transaction

information gathered in the
Esteral Fuel Ticket Entry |

previous step and place a

| Row | Equipment 1D | Transaction date | License number | ‘Year - manufacturer model - meter readlngs
SP-1007 03312010 00:00 2007 FORD CROMWT YIC PP==Peters: 1-115:

2; 2-0==2007 FORD CROWN VIC PP

check mark in the reversal

External Fuel Ticket Entry |
External fuel tickets Che Ckb OX .

IMeter 1 reading | Meter 1 walidation Meter Z reading | Meter 2 validation Reversal | Fuel bype | Fuel gt: | Fuel cost

® Process the transaction &l

External Fuel Ticket Entry |

External fuel tickets

I | Fluid)product bvpe ‘ Fluidpraduct gt | Fluid/praduct cost Misc cost Account 1D | Back out Fuel k:
00DHSOSHPPSSS

Estemnal Fuel Ticket Entry |

External fuel tickets |

ix | State or province | Employveefoperator 1D | Yendar ID | Currency I | Camments |

(-




Fuel Tickets

Reversals - After Processing

External Fuel Tickets]
ﬁFi\e Edit Action Data Queries/Reports  System Mgmt  View  Preferences ‘Window Help

& Ol slsls] 20w w sl =2 Alehe | ® Completed Reversal
I<I«I<I»I»I»II®IEIJ o] LlEa elxlo] ] slo] B

Row
1

Esternal Fuel Ticket Entry |

External fued tickets

| Row | Equipment ID | Transaction date | License number | ‘fear - manufacturer - model - meter readings
SP-1007 03{31/2010 1068 2007 FORD CROWH YIC PP==Meters:

-0==2007 FORD CROWN VIC PP

SP-1007 a3f27f2010 2007 FORD CROWN YIC PP: 5 2007 FORD CROWN WIC PP
4 SP-1007 03f24/2010 1068 2007 FORD CROWMN YIC PP: -115232; 2-0==2007 FORD CROWM VIC PP
B SP-1007 03f15/2010 1068 2007 FORD CROWM YIC PP: 1 1-115232; 2-0==2007 FORD CROWMN YIC PP

Erternal Fusl Ticket Entry I

External fugl tickets

|Meter 1 reading | Meter 1 validation Meter 2 reading ‘ Meter Z validation Rewersal Fuel bype Fuel gt | Fuel cost

01 . 30,83

External Fuel Ticket Entry |

External fuel tickets |

I | Fluid/product type | Fluid/product gt ‘ Fluid/product: cost Misc cost Account ID | Eiack out fuel k
0.0 0 0

00DHS0SHPPSSS

External Fuel Ticket Entry |

Estemmal fuel tickets |

lx | Skake or province | Employesfoperatar 10 | Vendor ID Currency 1D | Comments




Exercise 2: Processing fuel tickets

® In your packet you have four fuel tickets
° Identify the type of fuel transaction for each ticket received.

® Enter each ticket into the system and process the transaction.
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Common Fuel Ticket Questions

Q1: Why do we need to enter a time on the fuel entries?
A1:The date field is a required field that can be used to audit fuel transactions. You may enter zero’s for the time.

Q2: What about instances where employees do not turn in their fuel receipts for two weeks — will this be a problem as long as

they are entered in order?
A2:They don’t have to be entered in order, but you have to make sure that the proper equipment update selection is chosen.

Q3: Will the officers continue to turn their Voyager receipts into the Patrol Posts? If so, will they be required to log them on
the DPS0049?

A3:There will be no change in your current procedures.

Q4: Are Voyager transactions manually entered inside a gas station instead of processed at the pump to be entered in the fleet

system?
A4:Voyager transactions are based on the information supplied at the pump.
QS5: What is the purpose of meter 1 reading and meter 2 reading?
A5: Fleet Ohio has the ability to track two meters (i.e. an odometer and an hourmeter). The second meter is not being used.

Q6: If the fleet system does not require fuel receipts to be entered in sequence how will you know if you are missing a receipt

and the date of the missing receipt?

A6: Fuel tickets can be viewed on the External Fuel Ticket screen. Data>Equipment Activity>Fueling>Externa] Fuel Tickets

or using an equipment fueling report.
Q7: What report can be run to verify Posts are entering their fuel receipts?

A7:This kind of information can be tracked on the Fuel Activity Reports.
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Common Fuel Ticket Questions

Q8: How do we know what to enter for cost on bulk fuel deliveries?
A8: The price per gallon is obtained from the same source as it is today.
Q9: Clarify delete vs. reversal.

A9:The delete function can only be carried out by DAS-OFM. The reversal function allows a user to remove data that has been

entered in error from all of the affected database tables.
Q10: If portions of a fuel ticket are illegible how can I use this fleet system to research mileage and SP numbers?

A10: Various reports will be available to assist in these efforts.




Bulk Fuel Delivery Receipts

What are Fuel Receipts?

® Invoices received from fuel vendors that represent fuel

deliveries for a bulk tank.

® Data needed to process a bulk tuel delivery receipts
® Tank Id
® Receipt date and time
® Fuel/Fluid type
® Quantity Received
® Unit Price

® Vendor ID




Bulk Fuel Delivery Receipts

Fuel Entry Receipt (Bulk Tanks)

Fuel Receipts Path

Data -> Fuel Activity -> Receipts

= FleetFocus - [Internal Fuel Tickets]

4= Fle Edit Action JBEEN Cueries/Reports  System Mgmt  iew  Preferences  Wind

= & Equipment Linits : k =l 2 |

Equiprnent Ackivity

i | ] o] v | or|  Eaupmentmanagemen: » T o] || %| £
CRow | shop Ackivity »

Production Planning
Call Center

Parts [tems
Parts Ackivity

Purchasing
{lntemal Fusl Ticket E|  Parts Repair
Internal fuel tickets Fracuremen t
Data Capture
Raw | Equipment Il General Impart ¥ = number Year - ManuFacturer - [
1 11-116 FuelFluid Tanks » 1993 FORD CROWN VI

g5 File Edt Action Data Queries fReports System Mk View Preferences Window  Help
EE N —— 2|
I S = a3 B g o o e A o = S TR =
Flow | TarkID | Receipt date and tine | Fuebflidiype | Quanity received | Unit price | Vendor ID | Purchase order ID

Data Entry

1. Select Prepare for Insert Button 4
2. Tank Id —

3. Receipt date and time (automatically
populates with current date, needs to be
adjusted to date of invoice)

4. Fuel/Fluid type(automatically populates
based on tank selected)

5. Quantity Received in gallons to the nearest

tenth (00.0)
Unit Price
7. Vendor ID
8. Select Process Button g




Bulk Fuel Delivery Receipts

Tank Readings

Tank Reading Path
Data -> Fuel Actlwty -> Tank Readings

= FleetFocus - [Tank Readlngs]

,ﬁFI Edit Ackion Data QueriesfReporks  Syskem Mgmt  View Prefer

— R
IERBEEELT [ o o=l

Raw | Tarik [Dr | Fiead date and time | Reading |

Reading ]

Tank ID ]
Feaddate and time |/
Fieading

Data Entry

1. Select Prepare for Insert Button g

2. Select the Tank ID from the drop-
down list

3. Enter the Read date and time (you
may enter 00’s for the time

4. Enter the reading in gallons to the
nearest tenth (00.0)

5. Select Process Button &5




Work Orders

What is a Work Order?

e A document that captures what repair or preventative

maintenance work is performed on a vehicle.

® Details on parts, labor, or both is retrieved from vendor invoices,

work orders and crash/ repair reports.

e Work Orders in FleetOhio are entered using the work order

short form.

® Prior to entering a work order Verify that you have the vendor in

the your vendor list, a completed invoice, and a completed

DPS0050.




Work Orders

Work Order Data Entry
Work Order Short Form - Data Entry

Data -> Shop Activity->Work Order Short Form
. 1. Work Order Id (3 parts)

File Edt Action Queries(Reports  System Mamt  View  Preferences  Window  Help
B e il Select the location where the work order is being entered
Equipment Management  » or WOl‘k performed,
Work Order Center
Production Planning » wiork Order - Short Form
Call Center ¥ work Order Completion The year(automatic)
| work Order Closing
::::z Lt:t"‘ls‘t o[ Lisar work orcer . .
ety | 3| Eapmen: st chare-shp The sequential number of the work order (automatic)
Parts Repair v Employes Labor Capture
Time Cards . .
*| pats s o s ®  Make sure to write the FleetOhio work
Data Capture ¥ Commercial Work Charges X
General Import. » Parts Cannibalization . .
VRN I ——— order number on the vendor invoice.
FueliFluid Ackivity > stheduling R
Tires » work Assignment » .
e . 2. Job Type — Always Repair
Operations Current Labor Assigments
Incident Management  »
- Setup »
Setup »

3. Equipment Id

Work Order Short Form-Basic Tab 4. Meterl at time of repair (No tenths)
AT 5. Meter validation (Select EQ UPD if the meter
oL oD T o1 elplsl clake) 2 & ] slol B

Flon | “work orcer ID | EquipmentID | Jobtype | Jab status | Repait reason|D | Date and tme opened | Ds readln(q 1S greater than the meter dISP]a)/ed on the
screen.)
@l
Basiolnfo | Comments | Nates | Labor | Pats | Commercia i | Output Contral | Fies | 3 3
wokoderd T AP Equpmentio | Jobstatus [TEETT = 6 Repalr Reason (SeleCt from LlSt)
Jobtype EqupmertlD | [|A] Liersenumber |
Meter1 | JMeAeﬂvahdatmn | Lfemeter 1 usage | 7 Warranty Work
Meter2 | Meler2validaton | Employee 1D [
Vendor [D | ——— |

N — " 8. Date and Time Values on the work order.
Work class LI Date and tine in [0572272008 07:40

“Warranty work. Date d L
N
URKNOWN BeD
ate an

| | m— Selecting the check boxes will populate the
e L——— fields with the current date. These dates need

to be changed to transaction date. /




Work Orders

Work Order Data Entry (Continued)
Data Entry

Date/Time Details -
Basic Tab

e

Life meter 1 uzage

Emploves ID | |:|

Wendor 1D J |:|
Diate and time i |09/22/2003 07:40
Date and time finished [ J_.-"_.-"_ o
Date and time clozed (i A
Date and time in service [ |_/_/

E stimated cost

r Approved

Reference arder |0 J

Notes:

(-

1.

Date and time in: Automatically populates
with the date and time that the work order is
opened. Must be reset to the date ofthe

vendor invoice or work order.

Date and time finished: Checking the box
for this field will populate the Date and time
finished and the date and time in service but will

not close the work order.

Date and time closed: Checking the box for
this field will populate all date and time fields

and will close the work order.

Date and time in service: Automatically

populates when the work order is closed.

Selecting the checkboxes will populate the date and time with the current value.

Any date and time can be adjusted by unselecting the checkbox and entering the date and time.

/




Work Orders

Work Order Data Entry (Continued)

Work Order Short Form - Data Entry
Commercial Tab 1 Task Id

e iy oo 2. Date (Repaired) (date of actual repair)

£ Fle Edt Actio Q A System Momt  View Preferences
1 el 2|

] ol ElElk| el e i S| B
Row | wark arder ID | Equipment 1D | Jobtype | Job status | Repait reason 1D | Date and time oper

. 3. Vendor Id (lf vendor not found, see page
- 34 for adding a vendor)

Work order [D H] Equipment D | Job status [OPEN —

. Currency ID

S —— 2 5. LabOI Cost
Pasted ransactions Cost pasted Displa Show mors
I Show all

. Parts Cost

~Vendor Invoice

|
|
oo ~J @)\

_ Enter next line on invoice




Work Orders

Work Order Data Entry (Continued)

Work Order Task |d Groups

Task ID Description Task ID Description

00 MISCELLANEOUS / OTHER 12 MOTOR / ENGINE

01 TOWING SERVICES 13 POWER TRAIN/TRANSMISSION
02 CHANGE AND REPAIR TIRES 14 IGNITION SYSTEM

03 SUSPENSION SYSTEM 15 COOLING SYSTEM

04 WINDOW / GLASS - VEHICLE 16 FUEL SYSTEM

05 SOFT TRIM AND UPHOLSTERY 17 EMISSION SYSTEM

06 AUTO BODY / CAB BODY 18 EXHAUST SYSTEM

07 ELECTRICAL SYSTEMS 19 FRAME AND CHASSIS

08 BATTERY AND SERVICES 20 BRAKES / PARKING / ABS / AIR
09 LIGHTING SYSTEM 30 ACCESSORIES

10 INSTRUMENTS AND GAUGES 31 MISCELLANEOUS

11 HEATING AND AIR CONDITIONING 85 EXTERNAL MECHANICAL SYSTEMS




Work Orders

Work Order Data Entry (Continued)

Work Order Short Form - Comments Tab Data Entry

= FleetFocus - [Work Order - Short Form]

£ Fle Edit Action Data QueriesfReports SystemMgmb View Preferences
Be—g [ - o082
wlal oo BIEE T 5 A5 o] 2 S| sl B
Fow | wiork order ID | Equipment1D | Jobtype | Job status | Repaitieason 1D | Diate and time opened

window  Help

e Comments tab

| Date andtimein | €

® A brief explanation of the

E]

Basic Info Comments | Motes ] Labar ] Parts ] Commercial | Output Cantral ] Filex ] Work performed

wark arde D [] Jz03 Equipment ol Job status [OFCH =
nnnnnnnn [ BRIEF DESCRIPTION OF THE WORK PERFORMED | Associated file

— . ® Examples

LOF (Lube, Oil, Filter)
Wash

Front Brakes

Tire Repair




Work Orders

Adding a Vendor

Add a Vendor Path

Data -> Setup>Organization Structure>Vendors>Primary
Information

> Office of
Fleet Management

4200 Surface Rd
Columbus, OH 43228

PH: 614-466-6607

verdees
Tistat € /£ @ [ rbe-sond B coes RADEES | W GipBach roos. W 005 Trarngriend.. | T Festoha Trann

Basic Info I Functions 1 Purchasing Info I Locations | Services and Repair Groups
Vendor D[] [ |
Mame [ Phone
Fax
Contact name |
Email address | Sales taw rate |
Accaunting system number
Address [
Lire 2 | ™ Active EHpiration date
Line 3 [ [ Minority-owned |41
Line 4 [ I womenowned |4/
Addvess addlinfo | I Drugdres e
Line 2 add) | Associaled file
LineJadd | Fiepath |
Description |

Data Entry

o Select Prepare for Insert Button ::!_:_:

BasicTab —

1. Vendor ID — 3digit city — first 11 characters of the
name.

2. Name

3. Contact Name — Service Manager

4, Line 4 — City, 2 digit state, zip

5. Phone Number (xxx)xxx-xxxx (Recommended)

6. Active box — check this box

FunctionsTab

1. Equipment Repair and PM (Commercial)

2. Fuel (if applicable)

Purchasing Info Tab

1. Currency (USD)

LocationsTab

L. Supports All Locations (check this box)

o Select Process Button

g




: Work Orders A

Reversals
Data Entry

= FleetFocus - [Work Order - Short Form]
ﬁ] File Edit Action Data QueriesfReporks  System Mgmt  Wiew Preferences  Window Help

- DRI
LD Do) 2lEE [ o el ezle] EE | 1. Select Pl‘epare fOI‘ Update

Row “whork order D Equipment [0 | Job type Job status Repair reazon 1D Date and time opened | Date and tir Button
2 WO WwW0-2010-3084 32-4 REP&IR CLOSED J 0472242010 11:53 04/09/201C0
3 O'wi0-2010-558 32-4m REPAIR CLOSED J 0142042010 0733 01411420110
4 WO w0-2010-567 CLOSED J 01/20/2010 07:39 011712011 d *
5 VOYWO-2010-35 32-401 REPAIR  CLOSED J 01/13/2010 09:23 o/e20t ) . Re -enter data 1n new
<

Baszic Info ] Comments ] Motes ] Labor ] Parts Commercial l Output Contral ] Files ] trans a’Ctlon tha’t ma’tChe S

“whork arder 1D D Equipment [T Job status the entire transaction aS it

l | [~ Apply standard job template ] P d
‘ Mew trangactions a’ppea’rs ln O Ste
Work accomplished code Date endor ID Currency ID | Wendor contract i Labor T .
aLf11/2010 WOY-LIPLOAD 1= 0,00
ransactions

01)11/2010  COL-BP PROCARE  USD

3.  Select Reversal box in

‘\josted tranzactions > Cost posted Dizplaying I—_of I rows Shaow mare transaCtlon llne you JuSt
oW ork accomplished code ake ‘endor Urrenc 'endor conkrac £ Shovw al
1R A e Flehed et 31:11,1'2010 xovc-lupizno ESD HiE e et " entere
* Sork by:
-F==] 4. Enter transaction again this

time with corrected
information on second line
of New Transaction box

@ 5. Select Process Button g/

|
oA




Work Orders

Invoice Components

Sample Vendor Invoice

CUSTOMER H: 4255

OHIC STATE PATRCOL

3149 FRANTZ .RD

MEDINA, OH 44256
HOME:330-225-0800 CONT:N/A

193885
LINCOLN MERCURY BRUNSWICK
*ACCOUNTING 1700 PEARL ROAD
BRUNSWICK, OH 44212
1330) 225-3700
PAGE 1 i s et g

**% FRE-INVOICE **

BUS CELL:

SERVICE ADVISOR
R

4875 PAUL WIDBNMEYER
ICEN] B

14AUG0S
W-COMP:Z DLR:64R302 ENG:4.6_Liter SOHC

[ OPTIONS:

14021 18694 233.68 186,94

E255 LTEERARE
- BRAKE - LESS PAD 7588 10130 0

ON BEHALF OF SEAVIGING DEALER, | HEREBY CEATIFY THAT THE BTAYEMENT OF DISCLAIMER
INFORMATIIN CONTAINED KEREON IS ACCURATE UNLESS OTHERWISE [ fBriofy waranty Sondtivies afl

126,63 103,30

101.30Q
QT AL

LABOR AMOUNT

SHOWN. SERVICES DESCRIBEG WERE PERFORMED AT NO GHARGE TG | of the s it respeet \o [ p e
QYLR. THERE WAS N0 INDICATION FROM THE APPEARANCE GETHE | n stio ot ihi neniens,

VEHICLE OR DTHERWISE, ANY PART REPAIRED OF REPLACED fﬁ';ﬁ;r‘“‘ﬁ.;"“ Sz of | GaS O, TusE
UNDER T GLAIV HAD' B2 CONNECTED N ANY WAY. TATT ARy e “Igiaig anf ol ["EDBTET AMCURY

ACCIDENT, MNEGLIGENCE OR MISLISE.

CLAIM ARE AVAILABLE FOR 1} YEAR FROM THE DATE OF PAYMENT
AT SERVICING DEALER FOA [NSPECTION &Y Sellar

RIANUFACTURER'S HEPRESENTATNE

arranty
fitross

MISC. CHARGES
TOTAL CHARGES
LESS INSURANCE
SALFS 1A~
PLEASE PAY
THIS AMOUNT

assuma for 5 ey
funegion with e sataof e

TUTEGRES TERLER GENERAL MANAGER DA AUTHORIZED FEREON  IDATEY CUS1OMTER SIGRATURE

ACCOUNTING COPY




Work Orders

ample Work Order - SP-1419
Basic Tab

FleetFocus - [Work Order - Short Form]
£ File Edit Action Data QueriesjReports SystemMgmt Wiew Preferences Window Help

938 |

B8 | -] @ h(Ee 2 \
|« o v | »|n| | F|E - TR Xl B | 2] B
Raow ‘work order [D Equipment 1D | Job type Jiob status Repair reason 1D Date and time opened | Date and time in D ate and time finished Date and time closed Pt Scheduled ‘Wwork order location

<l I |

Basic Info ] Comments | Mates | Labar | Parts | Cornmercial | Output Cantral | Files |

‘work order D [DPSW2E ] [2008 [i Equipment 1D [57 1419 Jab status [OPE —]
Equipment 1D [SP-1413 o

Job ype License number | 1415

[2007 FORD CROWHN YIC PP==METERS: 1-71985; 2-0-=2007 FORD CRO%NYIC P
Meter 1 [89505 Meter 1 validation |EQ UPD Life meter 1 usage 71565
Meter 2 W eter 2 validation Employes |0 [

Vendor ID o

Repair reason 1D ﬁ'_ ] |EITHEH
‘work class l | Date and time in 12/15/2003 0345
warranty work Date and time firished |

Date and fime closed [
Date and time in service |

Estimated cost
7 hppraved

Reference order |D

P service
P scheduled

Ready lim ’7




Work Orders

Sample Work Order - SP-1419 (continued)

Commercial Tab

ﬁFiIe Edit Action Data Queries/Reports  Syskem Mamt  Wiew Preferences  Window Help

[ S < T e A T = 1
0 T O T i 5 S O i 0 s e Y WS =1

iment |0 | Job tupe | Job status | Repair reazon D | Drate and time opened | Date and time in | D ate and time finished | [rate and time clozed
Ha REPAIR OFEM J 12/15/2009 09:45 12/15/2009 09:45
£

B asic Info | Comments | Motes | Labor | Pats | Commercial | Output Control I Filez |
Work erder 1D [DPSw2 )] 2009 i Equipment D [5F-1419 Job status
Standard job (D | | r Apply standard job template
Mew trangactions
Row | Task ID | Work accomplished code | Date | Vendar 10 Currency ID | Vendar contract 1D | Reversal | Labor
& 12/15/2009 0.00
*
£ il | & 1
Pasted transactionz Cost posted |13U.SD Displaying |5 of |5 rows Show more
D [ currency 1o [ vendor contract 10 | Rewersal | Labor cost [ Labor cost taxable | Salestaxrate | Show all
AMNLEY s 6.95 0.000
ANLEY usD 19,95 0,000 Sort by
AMLEY uso 20.00 0,000 I [ Date desc
AMLEY uso 45.00 0,000
ARLE'Y UsD 36,00 0.000 ™| Taskasc
< il El




Work Orders
Sample Work Order - SP-1419 (continued)

Comments Tab

= FleetFocus - [Work Order - Short, Form]

ﬁFile Edit Action [ata  Queries/Reports  System Mamt  Wiew  Preferences  “Window  Help

[T = & sl=lel 2 ee=F

W Dlnl miEE T F kE elsle] 2 e sle] B

Row | “Wwiark arder 10 | E quipment [0 | Job type | Job status | Repair reason [0 | Date and time opened | D ate and time in | Date and time |
1 DPSWw24-2003-1 SP1419 REFAIR OFEM J 12,/15/2003 09:45 12/15/2003 09:45
‘_l 1111}

Basic Info Comments ] Maotes | Labar | Parts | Commercial | Output Contral | Files |

wark order 1D [DFSi/24 D |2DDS 1 Equipment 1D [5F-1415 Job status

Comments  [LOF

ERAKE INSPECTION
FUEL FILTER

Associated file
Fath and file name
|

[ escription




Exercise 3: Create a New Work Order

® (Create a new work order using either one you brought with

you or the one included in your packet.




r ™
Common Work Order Questions

Q1: What were the four blocks for date & time on the work order short form? Is there anyway to delete what we do not need or

can fields not auto populate where manual entry is necessary?

A1:The first of the four blocks auto populates with the current date and time. This should be Changcd to Invoice Date and Time
(time can be 00:00). The other three Date/Time fields have check boxes next to them. Check the middle box which will

cause all three fields to populate with current date/time.
Q2: What do you put for the work order ID? Location where work is being done or where the work order is being entered?
A2:Work order ID is to be populated with the location where the work is performed.
Q3: Work orders — what does the ‘commercial’ tab mean?
A3:The Commercial tab is used to enter work order data from commercial vendor (Task ID, Cost, etc.).
Q4: On the Commercial screen do we make an entry for each item on the work order?
A4:Yes
Q5: Can open work orders be closed at the end of the month when we receive the end of the month invoice?
A5:Yes

Q6: It was stated a report can be searched for the month it was entered. It seems like it would be more accurate to search by the

service date. Why is by month entered?

A6: The filter screen can retrieve work orders in a number of ways. The search by month was just one possible example, but not

the only way.
Q7: Can we print the work orders once entered?

A7: Yes, work orders will print when they are opened.

- y




r ™
Common Work Order Questions

Q8: Clarify terminology such as ‘date done’. Is this the date the work order is dated or the date the work order is entered in the
fleet system?

A8: Refer to page 30 (date/Time Details)
Q9: Can unneeded work order task IDs be deleted?

A9: No. This system is used state-wide and while DAS may not use certain task IDs, other agencies may.




e
Updating Locations

Data-> Equipment Units -> Fleet
Equipment/Locations

:= FleetFocus - [Fleet Equipment] D E n r
g3 File Edt Adtion Data Gueries/eports System Momt View Preferences Window  Help

- &l sl=s] 2] waEe@EE
1Y Y s Y 4 = = =Y S S s °

FRow | EquipmentID | Model year | Manufacturer 1D | Modsl 1D | License rumber | Operstor D | DepartmentID | Latest meter 1 reading | Latest meter 2 reading SeleCt VethIe for the locatlon update
1 SP0205 2007 FORD CROWNWICPP 0208 DPS-P104 £8571 0 f th d b
2 SP-225 2008 DODGE CARAVANFFY 4673 DPS-F1000 EE5160 i
3 SPz4t 2007 FORD CROWNVICFF 0241 DPS-F1000 45711 i rom ¢ grl above.
4 SPO24E 2009 FORD CROWNYIC FFY 0246 DPS-P197 33381 0
5 SP-0250 2008 FORD CROWNYICPP 0250 DPS-FI0A 63279 0
& SP270 2008 CHEVROLET IMPALA FFY 0270 DPS-F1000 26862 i
7 SP27T 2008 FORD CROWNYIC FRY 0277 DPS-F1000 23888 i o SeleCt Prepare fOI‘ update
g S5P-0203 2007 FORD CROWNYICPP 0289 DPS-F120 50823 0
9 SP-320 2001 CHEVROLET MALIEU 46138 DPS-F1000 102460 i
i : i ® Four fields to be updated on this screen
L FORD CROWNWVICPP 0336 IPS-F148 50263 0
12 2008 CHEVAOLET IMPALA FFY 344 DPS-F1000 43851 0 p
13 SP34E 2007 FORD CROWNWVICFR 0343 DPS-F148 91398 i
= . ® Assioned PM
IndividualPM | Inspections | Codes | RecuringCosts | CreditCards | Acquisiion | Registiation | Mulijurisdictional g
Ownership/Depreciation | Wananly | Replacement/Dispasiton | Maotes | Files | Fositoninio | AddiData | Relationships . d .
Basic Info ] Meter Infio ] Classes Locations 1 Agsighments ] Accounts ] Statug ] Maotor Pool ] Authorization ] Comments ] Class PM . ASSlgne Repalr
Equipment D [SP0335 [ 2003 FORD CHOwWHN YIC PP 2009 FORD CHOD .
® Station
Location type
Assigred P |IEEME [[A] [OPE-FTE WORRORDERE [DIET 1) Preferred PM shift [1 ] .
Assignedrepar JOPSWI3 || 8] [OPEFTEE WERRORDERE DIET 11 [ ) Access nghts
Agsigned mabile ] b J
Station [oFSENF [_[£] [OFS ENFORCEMENT ASSIGHMENT Cl f ld b d d
B , 4 | L ear Iields to be up ate
Current [ Fl T
Last fuel [ Ao P S 1 t A . . .
igned PM, Assigned Repair.
Accessrghts JOPSWI3 [LB] [DPEFTAE WORFORDERE DI5T 1) clec SS € Y SS c €pa 5
Access Rights from Choice List (Values
selected must match)

e Select Station Location from Choice

List (if applicable)
e Select Process Button g




e
Updating Locations

Data-> Equipment Units -> Fleet
Equipment/Assignments

Data Entry

= FleetFocus - [Fleet Equipment]

ﬁF\Ie Edit  Action Data Queries/Reports  System Mgmt  Wiew  Preferences  Window Help

B e AL = ®

W[ M

IR [T 3 el clslal o]@ sl 6]

Row ‘ Equipment 1T | Model pear ‘ Manufacturer D | Maodel 1D | Lizense number ‘ Operator D ‘ Drepartment 1D | Latest meter 1 readi
1 SP-0205 2007 FORD CROWM WIC PP 0205 DPS-P10& EB571 .
2 SP-0226 2006 DODGE CARAWAN FRY 4673 DPS-P1000 55160
3| SP-0241 2007 FORD CROWHM WIC PP 0241 DPS-F1000 45711
4 SP-0246 2009 FORD CROWMNVIC FRY 0248 DPS-P167 33381
5 5P-0250 2008 FORD CROWMN YIC PP 0250 DPS-P104 B3279
E SP-0270 2008 CHEVROLET IMPALE FRY 0270 DPS-F1000 2BBE2
7 SP-0277 2009 FORD CROWMNYIC FRY 0277 DPS-P1000 23888
8 SP-0283 2007 FORD CROWM WIC PP 0283 DPS-P120 60823
g SP-0320 200 CHEWROLET MALIBL 48138 DPS-P1000 102460
10 5P-0322 2007 FORD CROWMN VIC PP 0322 [PS-P161 72075
CR FF D 8 5

IMPALA FFY 0344 DPS-P1000 43891

12 SP-0344 2002 CHEYROLET
13 SP-0343 2007 FORD CROWN ¥IC PP 0348 DPS-F148 a1398
< il |
Individual Pt ] Inspections ] Codes ] Recuring Costs ] Credit Cards ] Acquisition ] Reqistration ] tuilti-jurizdictional
Ownership/D epreciation ] wharranty ] Feplacement/Dizposition ] Motes ] Files ] Position Infa ] Addl Data ] Fielationships .
Basic Info ] teter Info ] Clazses ] Locations | Assignments | Accounts ] Statuz ] Motar Poal ] Authorization ] Cammerts ] Clazs Pk
Equipment D [SP0356 L] [Z00SFORD CROWNYIE PP 2008 FORD CA
Operatar (D Row | Delste | operator 10| Operatar name

Operatar name | ™ First operatar for this unit || *

Department 10 [oPsPraz [ A [Toreco FosT -DIsTRICT 1 < il | 3

Department to notify for P [DPS-P143 JTOLEDOPOST - DISTRICT 1 — —

I On temporary loan to department | | Loan date ]I

Tax code ID D

Compary |0 |DPS-0H D JDEPT OF PUBLIC SAFETY .
Associated equipment 1D | |

GPS equipment [T

Fleet number

Select Prepare for update

Three fields available for
update

Clear field to be updated

Department ID and
Department (Values

selected must match)

Select Process Button

g




Updating Locations

Data-> Equipment Units -> Fleet
Equipment/Accounts

=i FleetFocus - [Fleet Equipment]

ﬁFiIe Edit Action Data Queries/Reports  System Mgmb  Wiew  Preferences  Window Help

2 @ ~ & ffm[e] 2(wf| 28[aR=|R

Wol Aofrln] BFE [ o RS ekl B Slel B -
Flow | Equipment 1D | Model year | Manufacturer |D | Model 1D | Licenze number | Operator |0 | Department 10 | 1
1 SP-0208 2007 FORD CROWMN VIC PP 0208 DPS-P104 t
2 SP-0226 2006 DODGE CARAMAN FRY 46-73 DPS-P1000 t
3 SP-0241 2007 FORD CROWMN VIC PP 0241 DPS-P1000 :
4 SP-0246 2009 FORD CROWNWIC FRY 0246 DPS-P187
5 SP-0250 2008 FORD CROWMN VIC PP 0250 DPS-P104 t
E SP-0270 2008 CHEVROLET IMPALA FRY 0270 DPS-P1000 :
7 SP-0277 2009 FORD CROWNWIC FRY 0277 DPS-P1000 :
g SP-0289 2007 FORD CROWMN VIC PP 0283 DPS-P120 t
&) SP-0320 2001 CHEVROLET MaLIBl 46-138 DPS-P1000 |
10 SP-0322 2007 FORD CROWMN VIC PP 0322 DPS-P181
5 E C . PP DPS g 1
12 SP-0344 2008 CHEVROLET L, DPS-P1000 :
13 SP-0348 2007 FORD CROWMN VIC PP 0348 DPS-P148 H
E3) ] |
Individual P ] Inspections ] Codes ] Fecurring Costs ] Credit Cards ] Acquisition ] Fiegistration ] b uli-jurisc
Ownership/Depreciation ] \Warranty ] Fieplacement/Dispozition ] Motes ] Filez ] Position Info ] Addl Data ] Fielat

Basic Infa ] Meter Info ] Classes ] Locations ] Aszzignments | Accounts l Statuz ] Motor Pool ] Autharization ] Comments ]

Equipment D [5F-03:5 [.] [ZO05FORD CROWNWYIE PR 2008 FORD CRO
Acoount D |00DHSOSHRRT 45 ] [oFE-0SHP-TOLEDD FOST DIST 1
Fevenue account [0 ] . ]
Account apportionment for billing
Raow | Delete | Account I | Account name | Percentage |
*
£ 1l ] =

Data Entry
® Select Prepare for update h'
® (Clear Account ID field

e Select a new Account ID

from the choice list

e Select Process Button £~




Exercise 4. Updating Locations

e |n this exercise retrieve a vehicle from your inventory and

Change it’s location within your district.




Advanced Options in Fleet Ohio

Creating Toolbar Buttons

* Navigate to screen in the left pane

® Click Add
Menu Path

Preferences -> Toolbar -> Setup.

® Remember to Save for the changes to take effect.




Selecting and Filtering Data

Selecting/Filtering Data

FleetFocus - [Fleet Equipment]

ﬁFi\e Edit  Action Data Queties/Reports System Mgmb  Visw Preferences  Window Help
B8 - & i|mE=|e| 2]
I R = - AlEe sze Bl e se] B=-

Fiow | Equipment IC | rodevear | M anufacturer I | tdodel D | License number | Operatar D ‘ Department [0 ‘ Latest meter 1 reading | Latest meter 2 reading | Equipment type | Serial number

Select Filter Button

Get Data Close Clear Cancel

Equipment [T —D
Model year l_

Manufacturer 1D ]
Model ID o] Y
Equipment type
< i | | Color

Select Fields

to Filter on

Serial number —
Individual P | Inspectians | Codes | Recuring Costs | Credit Cards | Acquisition | Red| Asset number

Ownership/D epreciation | ‘Warranty | Fieplacement/Disposition | Notes I Files I Fuosition Info I Meter types class
Bazic Info I tdeter Info | Clagses I Locations | Azzighments I Accounts | Statuz I bdator Pool | ALUthoriz M aintenance class

EquipmentiD | D | ’: P program class

Rental rates class

Azzet category 1D

Madel year ,— A Stared lacation 10 -
Manufacturer ID :: Assigned PM location 1D
Model D I Assigned repair location 1D
Equipment type Station location D
B Wehicle location
Description Building location
En\.nr Other location data
Serial number Operatar 1D —D
Asgset number Associated file

Operatar name

Path and file name |

[rezcription | — I | v




Selecting and Filtering Data

Selecting/Filtering Data (Continued)

Fleet Equipment screen
List of equipment units with Fleet Equipment screen
Equipment ID 103 . . ; . Order Center screen
aup List of Ford equipment units assigned to Work
_ Repair location Open repair orders at Repair location 01
GetDala Cose | Ces | Concel | ﬂ P 01 P P P
Equipment ID E D GetData Close | Clear | Cancel ﬂ Get Data Close | Clear I Cancel [
Model year -
Manufacturer ID EqupmentiD ,—E aort nv:al location 1D 01 Q
My Hodles ] ikt b —
EQ.IDH‘IBN type I = Marufacturer D [Foro [ Job status Emmm—y|
Seral number | Model D I OPEN ]
Asset number Equipment type l—
Mefev types class I oAl T — Current work delay 1D [
Maintenance class | Assat number | From open date [ 7 ]
PM program class = Meter types class I (B arias I —
Standards class Maintenance class | Ll M
Rental rates class PM pragram class =
zLe:auces cl;ss ; [ s Standards class = Equipment [D I |
- :qll:an;" :;) egoty [ Rental rates class | Service status ]
e ‘ B Resources class T Prioiity 1D
Assigned PM b““““ D = SLA equipment category | TeZh/vsndnv _Q—D
Assg:ed o location ID | = Stored location D | Repair reason ID [
Station location (D I Assigned PM location ID — Work class _
Operator 1D I Assigned repair location 1D ol i Warnanty work _ﬂ
Operator name [ Station location [0 | _ UNBNOWH
Department ID [—E Operator 1D | Date and ti d
ey ] et rane | e i ok i
Account ID | D Department ID B {ieaes peibar EEEEET
hd Company D [_D Department [D B
Aocount 1D [ D Reference order D
| User ID order opened by — []
Multiunit project 1D [_
Include messages for assaciated components v

In any filter dialog box, click the Get Data

button to fill the grid with matching data




e

Selecting and Filtering Data

Selecting/Filtering Data (Continued)

Choice Lists and Wildcards

[’

Choice Lists

Click the button at the right of the field to display a
list of valid cheices.

TR Lo
= NOT ASSIENED

ADVANCE

ALLIS CHALMERS

AMERICAN LINCOLN

ANTHOMY

BAKER
B. T. UFT ELECTRIC HANDJALK:
BUICK
CAPACITY |
Teme i,

Enter starting value(s) to limit the choice list.

FIBER.CORP.

FORDX FORD'MOTOR COMPAMY
FRGHT. FREIGHTLINER CORP
FRUEHAUF TRAILER COMPANY

Wildcards: % and

% = “anything”

All equipment TDs starting with FOO:
P S ——-

Edipter Foox L

s

All equipment with asset numbers ending with 01:

ent with serial numbers containing 1X05:

e

X05%

|

_ = “any single character”

All equipment with 4-character repair locations
starting with 503:

All equipment with 3-character maintenance classes
starting with 83 and ending with 06:

2




Exercise 5: Filtering Data

* Complete both filter exercises included in your packet.

Filter Exercise - Looking at the Big Picture Filter Exercise - Equipment ID’s

In the spaces below, write five old equipment numbers that you know.
How many Ford Taurus do you have at your location? Then complete as much of the information as you can by looking in FleetFocus
FA.
Location: [ Number: . . .
Equipment ID No. Serial number or VIN Equipment Type

How many equipment units at your location have 123 at the end of the Serial number?

Location: — Number:

How many equipment units at your location have a 1994 model year?

Location: PR Number:

How many Ford Taurus are there at the following locations? What are the model years for the following equipment units?
Location: —

Number; — Equipment ID: Year:
Location: Number: Equipment ID: Year:
Location: Number: Equipment ID: Year:




Fleet Ohio Online Reports

Fleet reports are used through an internet browser like

Internet Explorer, Netscape or others. ; Netsca pe

Go to http:// ﬂeetohio.das.ohio.gov to begin.

-

2
Internet
Explorer

memicrosoftinternetikxplore

File —Edit View Favorites Tools Help

eBack A \_) \ﬂ @ ‘h /j\’ Search \__“:'\‘(Favorites @ L:v ,\.' o A.J ‘3
Address .@ http://das.ohio.gov/gsdfindex.htm
Y! - P~ @SearchWeb v & B @~ @ ®ibriefease £ Weather v [IMal + W

Hiogou Ohi®dAS

General Services

for Contractors/Vendors

Working with GSD eNews Features
'EDG E GSD Rate Presentation
T ADA Compliance Notice
Click here.

for Government Entitie:
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Fleet Ohio Online Reports

InfoCenter Home Page

(=]
File Edit ‘iew Favorites Tools  Help i
Q- © ¥[8 G Lo Forowne @ @3- 5 @ - [ B

Address |@ httpffdassoccflbweb0l fFleetInfocenter /DesktopDef ault aspxFrabindex =08+ shid=1 Go Links

Y_’ = @v SearchWeb - E' @' @| (8 Brisfcase & Weather = [ Mal = P vahoo! v <7 MNews = [R] vellow Pages = §b Music -

Linennen X

t‘ m Reporting

o Please Log In... Ele Welcome |

Lizer ID:
| | Welcome to the new FleetOhio InfoCenter Home Page!

FPazsword:

Please use the window on the left to log in with yvour FleetOh/o user id and password.

| | \
\ If wou have any problems with vour User ID, please contact the FlesetOhRio Administrator.

m  Quick Links \

2 Office Of Fleet Management

Wiekasite Enter FleetOhio User Id and

ANCZFL Website
2 HAF & Home Page Password then click “Log In”
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InfoCenter Main Page

Welcome DMH3I11RL! Home

FASuite InfoCenter
Kegoing your busingss i1 FocLs. ..

m Reporting

Quick Links o Welcome
#Office Of Fleet Managemert
Wiebste Welcome to the hew FleetOhio InfoCenter Home Page!
ANCEFL Wiehsite
LSS L Please use the window on thleft to log in with your FleetOhio user id and password.

If wou hawve any problems with your Nger 1D, please contact the FleetOhio Administrator.

Links to useful websites
Click on tabs to use

various InfoCenter tools
- In this case the

Reporting tab.
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Fleet Ohio Online Reports

Reporting Tab

Reports are divided into

categories. Reports in the selected

category will display

here.

FASuite InfoCenter
Keaming Vool HuUsingess i Focts. .

Welcome DMH311RL! Home

= Reporting

My Favorites
Reports:

Ity Favorites

Cost Analysis
Equipment Info
Fuel Info
Incident Info
Linear Info
Operations Info
Parts Info
Purchasing Info

Shop Operations
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Fleet Ohio Online Reports

Reporting Tab (Continued)

Click on category to
display available reports

My Favorites
Feports:

Cost Analysis
Equipment Info
Fuel Info
Incident Info
Linear Info
Operations Info
Parts Info
Purchasing Info
Shop Operations

List of reports

Click View to run a report

Zost Analysis

Dperational Cost Analysis by Department
Dperational Cost Analysis by Equipment
Dperational Cost Analysis by Maintenance Class
Dperational Cost Summary by Department
Dperational Cost Summary by Maintenance Class

L
R
e
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Choosing Report Parameters

Edit  Wiew Favorites Tools  Help

File
OBack < o < @ @ @ pSearch *Favorites @l @v ﬁ f
Address @ http:,l',l’FIeetohio.das.ohio.gov,l'Reporting,l’Report\-'iewer.asprperations%ZDInF0'!,Equipment°.-"02DAssig
X7 - ¢ Wab BB S @ 2 - G
D Reportiiewer /HMTab|

| Show Report Equipment Assignments Utilization t| Add to Favaorites

2000
MDD YY)
Complete all of the A ) .
| [Select a date function...]
rompts. 2000
promp I MMIDDAYY Y
SelectClass
|ALL

Remoue
Remove AII

Then click ‘Show Report’

to run.
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Choosing Report Parameters (pisplayed Report)

‘ show Filter ||Operatinna| Cost Analysis by Depar‘[l Add to Favorites ”

powered by L

crystal =°

Q00 OO @QO | 1Q [

Operational Cost Analysis by Department

12710008 B L192005
Apenoy s Deparment- DAS
Manvachrers ALl Mok ALL

TET - DSt TI-C T TLEET WATES WENT

0108 -MO-SIZE SEDAH

Total Malnt + Ope
Equip K fear  Manutacturer Moidsl Usags Fusl @ty Rl ot Rapalr Cost PR Cost Cast MPG PR CPG Ol Cats Retir Cats
E 001 FORD TAURUZ FFY 45T 12207 F3Eon FrED Floes Fl3las 650 oo fzom OIS0
3127 ;02 FORD TAURUS FFY 1362 [ 000 F000 foa $000 oo FO00 .00 ELte
lass Tohlc: 2 6,862 183.07 $ara.or $11L50 1885 $13145 3748 0.7 .00
DeparmentTohlc: 2 6,862 183,07 $ara.07 $11L50 $13.85 $13145 37.48 0.7 $r.07
D5 OFT - OFFICE OF FLEET MAHAG EMENT
0 10% -MC-SIZE EDAK
Tortal Malnt + Ope
Equip K ear  Manufacturer Modal Usage Fusl Gty Fusl Ciost Fopalr Cost PR Cost Cost Pz Pm () ol Cats Retire Cate
=107 000 FORD TAURUS FFY ez 16230 2 Flz0se Floss F21054 Zal FNH] Fzao O 1572000
£ N 001 FORD TAURUZ FFY 5334 1522z R P FOED FITs- L J007 fzam OIS0
143 0D FORD TAURUS FFY LN 8522 FE= FeaE0 F3mE0 $39.40 507 JoeE F208 EYER
£l | 03 FORD TAURUS FFY SEIT 15131 F32508 4200 PELS Fl1585 %05 Jo0e Fzo1 OHTTIZONE
32250 001 FORD TAURUZ FFY 5254 0685 F4zzan FE40E Floes Floeos 2540 0.0 Fzos OIS0
Hass Tohl o 5 28,281 w711 FEXERRS $410.84 $1537s $e8450 28.39 0.8 2,00
0110 - M C-SIZE STATIOH WAGDH
Total Malnt .ops
Equip K ‘fear  Manutactursr Moidsl Usags Fusl @ty Fusl Tost Rapalr Cost PM Cost Cost MPG PR CPG Cal Cats Ratire Cats
130 001 FORD TAURUS S 27 15203 I FIG3ED F0.00 FIE350 mos §o.2 F23 OHETIZ0
Clace Tehlo: 1 274 158.03 $387.08 18280 $0.00 $183.80 708 0.1z .00

02-18 -MHl PAZZENGER vAN

Total Malnt < ops
Equip K ‘fear  Manufacturar Madal Usags Fusl @ty Fusl Cost Rapalr Cost PM Cost Cast MPG CPM PG Ol Cats Ratirs Cate
w178 W2 DODGE CARAUAN FFY 5531 2301 FFEIN $300 Fl2ss PRy 2933 fo07 fzoe o5 vz
Hass Tohl o 1 8821 22011 449114 00 $12.95 FHIH 28,38 0.7 2,00

DeparimsntTohlc: I 38,458 1,873.28 f2e8081 farrdd firzro T4 8.Te for fo.0%




Fleet Ohio Online Reports

Like this report? Click
‘Add to Favorites’. The

Menu Bar (Show/Hide Group Tree) ,
report will now be
displayed on the Reporting

The menu bar has useful buttons for navigating, printing home page

and exporting

Operational Cost Analysis by Depar’[| Add to Favorites | |
OO0 OO 12Q0Q00 © 100%

| Show Filter

Click ‘Show/Hide Group My Favorites

Tree’ to display levels of Reports: My Favorites
detail CosHAnalysis Operational Cost Analysis by Departrment [view]
Equipment Info
Fusl Tnfn

show Filter Dpéatiunal Cast Anal
E---DﬁS-GDF’T/ B

=2-01-08
EIMlLES Click on an individual item

32107 to display just that item

i
P
—_—
—_—
—_—
A




Fleet Ohio Online Reports

Menu Bar (Exporting)

| Show Filter

Operational Cost Analysis by Depan[ml
e@e OO1 Df4°°O e 100% ““Erﬂ:*sta[-:-

show Filter || Operational Cost Analysis by Depart| Add to Favarites

Click ‘Export’ to export Export the report
the report.
Flease select an Export format fram the list.
Farmats: D
Enter the page range that you would like to Export.
Choose the desired format O Al
and follow the prompts. ® Pages
From: |1 Ta: 1




Fleet Ohio Online Reports

Menu Bar (printing)

sihow Filter || Operational Cost Analysis by Depar‘[[a""\dd to FEWDHTES]

QOO0 OO1:4Q@Q0 | 1© [100%  E"estal

| show Filter || Operational Cost Analysis by Depart| Add to Favorites

Print the repaort

Click ‘Print’ and follow

the instructions to print a

report. Enter the page range that you would like ta Print.
O All
* Pages
From: |1 Ta: 1
To Print:

1. In the next dialog that appears, select the "Open this
file" aption and click the QK button.

2. Click the printer ican on the Acrabat Reader Menu rather
than the print button on your internet browser,
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Menu Bar (Navigating and Zooming)

" Show Filter | |Dperatinna| Cast Analysis by Depar’[" Add to Favorites | |

e@e OO1 Df4°°O e 100% ME?'IFHSJEal':'

\ J
Y

These are navigation

buttons used to review
more than one page of a

report

You can also change the

‘Zoom’
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gL_Reporting |

y Favorites

Reports:
Cost Analysis
Equipment Info
Fuel Info
Incident Info

Linear Info
Operations Info
Parts Info
Purchasing Info

Shop Operations

(-

Fleet Ohio Online Reports

Learning About Reports

To obtain information
about a report click the
‘About’

Cost Analysis
CDperational Cost Analysis by Department

Operational Cost Analysis by Equipment
Operational Cost Analysis by Maintenance Class
Operational Cost Summary by Department
Operational Cost Summary by Maintenance Class




e

gl_Reporting |

¥y Favorites

Reports:
Cost Analysis
Equipment Info
Fuel Info
Incident Info

Linear Info
Operations Info
Parts Info
Purchasing Info

Shop Operations

click ‘View’

©

Fleet Ohio Online Reports

Learning About Reports (Continued)

/'

To run the report

Name:
File:
Author:
Subject:

Description:

— Heport Information

Operational Cost Analysis by Departrment
Cost Analysis\FA-CostAnalysis-Dept.rpt
MAXIMUS, Inc.

Provides details of costs to operate equipment. Data for this report
comes from the automatically-updated Historical Costs screen,

Users are prompted for monthfyvear and department [0 range. Detal is
grouped and subtotaled by assigned department 1D, maintenance class,
and meter 1 type.

For each equipment unit displayved, several cost-related data elerments
are shown for report month, calendar YTD to that report month, and life

tr Ao e Heomb i + et

<] | 2]

Click the ‘Back’
button to return to

the report list
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Logging Off

G0

File

X! - 2

Edit  ¥iew Favortes Tools  Help

@Eack - O Ia @ @ pSearch *Favnr\tes @ @v g—% ] ~ D Gﬁ .’ﬁ

Address |@ http: jiflectohio,das.ohio,gov/DeskkopDef ault, aspxtabindex=28&tabid=9

Go | Links

4]

Fasuie InfoCenter =k add Tab

1 I ﬁwbm%.

MAXIMUS

Home Announcements Admin

‘» Search'web |~ {9 E' @' @ H =g Mail - @LAUNCHcast © E@Reference = ¥ Yahoo! =

Office of Fleet
Management

Welcome DASJANETS! Home

Logoff

B 4
My Favorites
Reports: Wy Favorites

Cost Analysis Operational Cost Analysis by Department
Equipment Info
Fuel Info
Incident Info
Linear Info
Operations Info

Parts Info

To exit, close the

web browser.




