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1. Overview

The Customer Access Module is designed to provide your organization’s maintenance
department administrators with an easy to use, browser-based, real-time view into information
regarding the vehicles and assets in their departments. It provides a link to enter service
requests on vehicles, display assets assigned to the user's department, display open work
orders for assets assigned to the user's department, and enter meter readings and usage
tickets for assets. Deploying the Customer Access Module allows your organization to provide
department administrators with immediate access to valuable information.

Requirements
Application 25.x

Web Modules 25.x

Assumptions

This guide assumes familiarity with workflows and configuration of the application.

O User defined required fields that do not appear in the Web Modules will return validation
messages.

! ) Special characters cannot be placed into the Web Modules fields or unanticipated results
may occur. This would include any character that cannot be typed with a standard keyboard.

© Do not use the browser’s Back button in the Web Modules as unanticipated results may
occur.

O Do not open or use the same instance of the Web Modules in multiple browser windows or
tabs. This can cause errors or unexpected performance issues.

Installation

Please refer to the Administrator Guide, Install and Configure Web Modules section for
instructions on installing and upgrading Web Modules.

To make the functions of this module available to Web Modules users, add a tab to the Web
Modules installation. Please refer to the Administrator Guide, Web Modules Configuration -
Adding Modules and Tabs section for detailed instructions on adding new tabs and configuring
security access for those tabs.

(4 This module does not support anonymous access to all users. A user must be logged into
web modules for this module to function.
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2. Configure Customer Access

Configure the Customer Access module to best suite your needs. The module must be installed
and must have a tab to open in the Web Modules. Use the below sections to configure the
module itself and set up the Messages section that can display needed information for users

when they open the Customer Access module.

To configure the Messages section:

1. Open the Departments Primary Information screen in the Enterprise Portal.

2. Search for the required record and click Edit to open that record for editing.

3. On the More Info tab, enter the message for the Customer Access portal main page.

Departments
Q 0 TJ. Select Filter
Search | Reload Sort Salect Sort

Department ID  CA-MAIN

ADMIN M

l @ 0O =

- New Copy Delete

BUS TRANSPORTATION

Basic Info

More Info More Info

Accounts
R LCCESS

Rates and Markups

Roll-ups

Customer access web application gresting text

Respaonsible emplo

LFE MESSRAGE.

iBER. TO DOUELE
CKETS.

4. Click Save.

5. The information displays on the Customer Access portal for the department. You must

log out and log in for this to update.

Custemer Access <

Department | CA-MAIN - BUS TRANSPORTATION v

What Do You Want To Dao? IMessages

| Administer Equipment Units |

| View Work Order Information |

CUSIOMER ACCESS HCME PAGE MESSAGE.

WELCOME TOC
INFORMARTION WHEN

THE CUSTOMER ACCESS PORTRAL. REMEMBER TO DOUSLE CHECK ALL

ENTERING USAGE TICEETS.

| Administer Operators ‘
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Configure Customer Access

To configure the module settings:

1.

Log in as an Administrator, and click the Customer Access tab.

The Customer Access Page displays.

Customer Access ~

Department [TAS - TRACK AND STRUCTURES ]

What Do You Want To Do? IMessages

| Administer Equipment Units |

| View Work Order Information |

| inister Operators |

This module provides the maintenance department administrators with access to
equipment, work orders, and operators assigned to their departments.

Click the pencil icon next to the Customer Access title bar.

The Customer Access Portal — Set Default Values Page displays.

Customer Access Portal - Set Default Values
Location Settings Profiles
Default Values
Service Request Module
Operator Removal Holding Department [SRV DEPT - SRV DEPT TEST v
Asset Types Displayed in Equipment List M Asset
1 Rail
[/ Component
[V Staticnary
Equipment Unit Report [Equipment Info/FAEQInvListrpt I Restore Default |
Work Order Information Report [Shop Operations/FA-WODHLrpt I Reslore Default |
Work Order List by Department Report [Shop Operations/FA-CAWOList-Dept rpt || Restore Default |
Operators Report [Motor PooliFA-CAOperListByDept.pt I Restore Default |
User Group Allowed to View/Edit Operator Information |SYS ADMIN - SYSTEM ADMINISTRATION v
Last Meter Source Walue for Meter Readings METER UPDATE ~
Usage Tickets Settings
[] Default End Dats to Today/Now
¥ Default Start Date to End Date of last usage ticket posted for the asset

This page is where you set up the various Default Values and Location Settings Profiles.
For more information on individual settings, finish going through the sections below.
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Location Settings Profiles

# For information on setting up Location Settings Profiles, refer to General Application
Information: Section 2. Location Settings Profiles.

Default Values

The following section provides an overview of the various default values.

Service Request Module

To enter Service Requests, the Service Request Module must be installed. Refer to the
Installation and Access Guide and the Service Request Module Administrator Guide for
instructions on installing, upgrading, and configuring the Service Request module. Once you
have installed, created a tab for, and configured the Service Request module, you may select
the tab that has the Service Request module installed on it from the drop-down list. This default
setting allows users to access the Service Request module by clicking the Enter Service
Request button on the Administer Equipment and Equipment Detail pages as shown on the
screenshots below.

Administer Equipment

Department [TAS - TRACK AND STRUCTURES v
Equipment Units: 635
" " - Last " :
Equip ID & Equipment Info Licansa e Sarvice Status ‘Operator Info PM Location

- _ HFM - HOLD FOR _ ARM - ARMOUR YARD MAIN RAIL
00002 1973 3M IR-1600 YELLOW o MAINTENANCE JKOP - JKOP STORE RM A
00002C 1572 NOT APPLICABLE NOT APPLICABLE YELLOW 0 TE8165 - MOW-TRACK WORK EQUIP
00005 1973 NOT APPLICABLE NCT APPLICABLE YELLOW o (AL ARMOUS ARDIMAH RAL

STORE RM
00007 1973 NOT APPLICABLE NCT APPLICABLE YELLOW o SERENA - SERENA SAMPLE TS8163 - MOW-TRACK WORK EQUIP
12201 1992 FORD LTSB000 YELLOW GVIETIA 4188 SER CREW - S&R CREW TS8169 - MOW-TRACK WORK EQUIP
12401 2004 FORD F350 SD WHITE GVIEEIA 7405 g:éf:‘:"ﬁ CUL TR EIRS = CEETD & LI TS816% - MOW-TRACK WORK EQUIP
12402 2004 FORD F450 WHITE GVI635A 7541 A IN_SP fEEELEERV IR RR G R s TS8163 - MOW-TRACK WORK EQUIP
SUPERVISORS

12501 2004 STERLING ACTERRA WHITE GVIE34A 10606 D F CREW - D F CREW TE8165 - MOW-TRACK WORK EQUIP
12502 2006 FORD F450 WHITE GVa674A 7473 iy [ BALLAST SUPERVISORS - TRACK INSP/ BALLAST 159165 - MOW-TRACK WORK EQUIP
12601 1955 FORD LTSB000 YELLOW GVIEE1A 5618 BALLAST CREW - BALLAST CREW TS8163 - MOW-TRACK WORK EQUIP ¥}
12602 1955 FORD LTS8000 YELLOW GV3632A 6477 BALLAST CREW - BALLAST CREW TS8165 - MOW-TRACK WORK EQUIP

Current Filter
UNIT IS ACTIVE=Y;
‘ Define Filter H Clear Filter

What Do You Want Te Do?
‘ Enter Usage Tickets ‘ ‘ Enter Meter Readings Q Enter Service Requests
B

Click here to see the complete list of equipment units.
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Configure Customer Access

Basic Information
Equipment ID
Description

Asset number

Serial number

00002: 1979 3M IR-1600 YELLOW
FLAT CAR #2

000002

000023

Latest meter1 reading
Latest meter2 reading
Next PM Due At
Next PM Date

0 NCNE
0 NCONE
0 NONE
08/15/2012

License number Service Due WE2-A-FLTCAR - ANNUAL PM CHECKS TO FLAT CARS
Registration expiration date Mext Inspection
Life cycle status code ID 1 - LIFE SAFETY-CRITICAL Assigned PM ARM - ARMOUR YARD MAIN RAIL STORE RM
Service status HFM - HOLD FOR MAINTENANCE Assigned repair ARM - ARMOUR YARD MAIN RAIL STORE RM
Warranty Status NOT UNDER WARRANTY Stored ARM - ARMOUR YARD MAIN RAIL STORE RM
Department ID TAS - TRACK AND STRUCTURES Station ARM - ARMOUR YARD MAIN RAIL STORE RM
Department to notify for PM TAS - TRACK AND STRUCTURES Current ARM - ARMOUR YARD MAIN RAIL STORE RM
Operator ID JKOP - JKOP Account ID 1000.535405.18960.000.00000
What Do You Want To Do?
Enter Usage Tickets QJ Enter Service Requests D Assignment Change

Equipment Details

Operator Removal Holding Department

Employees in the process of being transferred between departments are placed in a holding
department until the system administrator officially changes their assigned department ID from
the originating department to the new department. You may also assign users from the holding
department to other departments. This default value specifies which department in the system
has the function of holding area for employees in the process of being transferred. To set the
default holding department, select the desired department from the drop-down selection box.

Asset Types Displayed in Equipment List

Check the type of assets to display in the Equipment List (asset, rail, component, and
stationary). The default is Asset.

Equipment Unit Report

1. Enter the report name in this field to activate the link on the Administer Equipment page
as indicated in the screenshot below.

@ i customizing this report, please be aware of the following case sensitive
parameters: Department and Asset.

12502 2006 FORD F450 WHITE GVIETA 7472 TE8165 - MOW-TRA]

SUPERVISCRS
12601
12602

1995 FORD LTS8000 YELLOW
1395 FORD LTS8000 VELLOW

GuIEE1A 5619
GVIEEA 6477

BALLAST CREW - BALLAST CREW
BALLAST CREW - BALLAST CREW

TSB163 - MOW-TRA
TS8163 - MOW-TRAY

Current Filter
UNIT IS ACTIVE=Y:
‘ Define Filter ||

Clear Filter

What Do You Want To Do?

I Enter Usage Tickets | Enter Meter Readings | [ Enter Service Requests |

2. Click the Restore Default button to restore the setting to the default Equipment Unit
Report.
Page 7 of 49 Customer Access - Administrator and User Guide
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Work Order Information Report

1. Enter the report name to activate the link to the Work Order Detail Report on the View
Work Order Information page.

@ i customizing this report, please be aware of the following case sensitive
parameters: WONum, WQOYear, and Location.

View Work Order Information

Department | SRV DEPT - SRV DEPT001 v
Location / Work Order Summaries
_ _ Finished i Waiting _
Location Name Total Open Repair Open PM Repair Finished PM Repair ‘Waiting PM
= oPs ] 5 2 1 1 [ ]
Equipment ID Description Operator ID{ Work Order \ Status
SRV RAILROAD 0 : SRV RAIL TRACK 2017 1-2017-6 OPEN
— 2006 JEEP GRAND CHEROKEE: JEEP GRAND .., i
SRV-CARO1 CHEROKEE SRVO1 1-2017-23 OPEN

— 2017 JEEP GRAND CHEROKEE: JEEP GRAND  __, I
SRV-CARD3 T SRVO1 1-2017-36 OREN

SRV-CARO1 é?—lDEGRIJJT(EEDEGRAMD CLEROKEE:HIEERGEAND SRVO1L 1-2017-41 OPEN

— 2017 JEEP GRAND CHEROKEE: JEEP GRAND  __, oo
SRY-CARD3 S e SRVO1 1-2017-42 OFEN

2010 SRV-MANO1 SRV-SIGN-A: SIGN ASSET

SRY-S1GN001 e SRVOL 1-2017-47 CPEN
— 2006 JEEP GRAND CHEROKEE: JEEP GRAND  _., Cnin

SRV-CARO1 CHEROKEE SRVO1 1-2017-38 OPEN
SRV-CAROZ é?l-z;EC:EVRDLFI' (Bl =28 LTl @R SRVO2Z 1-2017-2 WORK FINISHED
SRV-CAROL éﬂgéﬁiﬁm"n CHEROKEE: JEER GRAND  cpygy 1-2017-37 WORK FINISHED

N

(4 Note: If you do not enter a valid report in this area, the work order will only be the
work order number as shown above instead of a red link to the report.

2. Click the Restore Default button to restore the setting to the default Work Order
Information Report.

Work Order List by Department Report

1. Enter the report name to activate the link to the Work Order List by Department Report
on the View Work Order Information page as shown below.

@ i customizing this report, please be aware of the following case sensitive
parameters: DeptID and WOStatus.
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Department [TAS - TRACK AND STRUCTURES v]
Location / Work Order Summaries
Location Name Total ‘Open Repair Open PM 'L_-:a.'_f Finished PM ﬁ:’i‘r’ ‘Waiting PM
[=] rcmoos ARMOUR - LIGHT MAINT 3 3 [1} [1} [1} [1} a
Equipment ID Description ‘Work Order 4+ ODperator ID Status

00002 1379 3M IR-1600: FLAT CAR #2 RCMO04-2015-6 JKoP OPEN

00002 1979 2M IR-1600: FLAT CAR #2 RCMO04-2015-16 JKoR OPEN

00002 1379 3M IR-1600: FLAT CAR #2 RCM004-2015-20 JKoP OPEN
RGLOCY RG LOCATION Y 3 Q Q Q Q Q 3
RGLOCH CHILD LOC FOR RGLOC1 1 o o o o 0 1
RALOC-1 RICHARD' S TEST LOCATION #1 4 2 0 1 0 1 0
RG-MY LOC1 MY RG LOCATIONL & 5 1 o o Q o]
ANLOO4 ARMOUR, - INSP/FOLLOW UP DAY 1 1 o o o 0 o]
RGLOCA RG LOCATION A 8 6 1 0 0 1 0
TS1165 T&S BALLAST CREW 28 11 Q 1s Q 1 o]
KALOCL KARL® S TEST LOCATION 4 2 1 o o 0 o]
RG-TESTLOC RG TEST LOCATION 39 28 11 0 0 Q 0
RGLOCZ RG LOCATIONZ 132 11 1 1 o Q o]
RGLOCU RG LOCATION U 3 1 0 0 1 1 0
TAS1635 MOW-TRACK INSP & MAINT = 113 1] & 1] 1 0

2. Click the Restore Default button to restore the setting to the default Work Order List by
Department Report.

Operators Report

1. Enter the report name to activate the Operators Report link. This link can be found on
the Administer Operator page as shown in the screenshot below.

9 if customizing this report, please be aware of the following case sensitive
parameters: Departments and Asset.

Administer Operator

Department |AUT07DEF'T - AUTOMATION - DO NOT MODIFY V‘

Operators: 9

Operator ID - Operator Name Activa Account Work Phona. Email Address
109 YY XX Z N
995359 DAN WALSH N
AUTOOPOO4 AUTOMATION - DO NOT MODIFY Y AUTO-ACCTNG-0001
AUTOOPOOS AUTOMATION - DO NOT MODIFY Y AUTO-ACCTNG-0001
GF GF Y
RAOPZ RICHARD' S THIRD OP Y 1000.114409.000.00000 123 783
TEST TEST FOR TESTING Y
TEST1 TEST1 Y
TESTTODELETE T Y

Current Filter
No filter defined.
Define Filter I Clear Filter

What Do You Want To Do?

Add Operater

2. Click the Restore Default button to restore the setting to the default Operators Report.
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User Group Allowed to View/Edit Operator Information

This default setting determines whether a user group is allowed to view/edit operator
information. If allowed, the user group is given access to an Administer Operators button on
the Main Customer Access Page. Refer to the Administer Operator Page section below for more
information regarding this page.

Customer Access -

Department [AUTO-DEPT - AUTOMATION - DO NOT MODIFY ]

What Do You Want To Do? Messages

| Administer Equipment Units |

| View Work Order Information |

| Administer Operators |

Last Meter Source Value for Meter Readings
This default setting determines the source for the last meter reading.

Allow users to view Closed work orders
Check this option to display closed work orders in the View Work Order Information page.

Display Soon Due PMs When Posting Usage or Meters

Check this checkbox to enable the pop-in that displays soon due PMs when saving usage
tickets or meter readings.

Usage Ticket Settings

) Default End Date to Today/Now

| Default Start Date to End Date of last usage ticket posted for the asset

Usage Ticket History Setting in Months 12

Meter - Today's Date
Usage Ticket Special Instructions

e Default End Date to Today/Now: This default sets the end date to today when
checked.

o Default Start Date to End Date of last usage ticket posted for the asset: \When
checked, this default sets the start date to the end date of the last usage ticket posted for
the asset.
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o Usage Ticket History Setting in Months: This setting allows you to determine how
many months to display usage ticket history.

o Usage Ticket Special Instructions: To display special instructions for usage tickets,
enter the instructions in the field provided and click Save.

Performance Settings

Performance Settings
Maximum Equipment rows to display (blank for no max) 1000 | Restore Default [
Maximurm Operator rows to display (blank for no max) 1000 | Restore Default |

¢ Maximum Equipment Rows to Display (blank for no max): Enter a number in this
field to determine a maximum number of rows to display.

e Maximum Operator Rows to Display (blank for no max): Enter a number in this field
to determine a maximum number of operator rows to display.

Finishing Up

After you have configured the Customer Access module, be sure to click Save to save your
changes. Then, exit your browser and open a new browser window prior to using the Customer
Access tab to access equipment, work order and operator information, or to enter Service
Requests, Meter Readings, and Usage Tickets.

MAXQueue and Notification Setup

MAXQueue and Notifications must be set up to run correctly.

To enable notifications for the Customer Access module:
1. Install and configure the MAXQueue base application.

¥ Refer to the MAXQueue Installation, Upgrade, and Configuration Guide.

2. Configure MAXQueue for Customer Access by following the instructions below. This
includes setting up the MAXQueue variables in the MAXQueue Designer as instructed in
the MAXQueue Variable Setup section.

3. Enable the following services.

o WF — Schedule PM Appt

o Noatification Rules
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MAXQueue Variable Setup

To use the notifications, the correct variables must be configured.

To configure the variables:
1. Click the edit pencil to open the Instance Configuration pop-in.

Instance Configuration x
Requires Review
Description: MT
Instance Variables:
Variable Value Encrypt

vars.CAFASuite Server
vars.CAFAUser
vars.CAFAPassword | |

2. Configure the instance variables. Click in the fields in the Value column to enter the
information. The variables needed are as follows:

o vars.CAFASuiteServer: Enter the URL to be user. This includes the local host
name or IP address, and the application name. For example:
http://[LocalhostName]/[AppName]

o vars.CAFAUser: Enter the username for appointment creation
o vars.CAFAPassword: Enter the user password for the appointment creation

3. Configure the following service variables.

o vars.AttachCalendarToNotification: Y or N. If Y, then the notification will have
calendar items attached to the notification. This allows the notification to send out
an .ics file

o vars.PickupPaddingMinutes: The number of minutes that the pickup will be
scheduled after the work is scheduled to be completed.

o vars.AttachCalendarOrganizer: The email address of the person who will
organize the calendar.

4. When you are done editing the variables, close the pop-in and commit the changes.
5. Click the adapter called Configure Message and set the following vars.
i. vars.SubjectTemplate

ii. vars.MessageTemplate
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To configure the subject and message template vars, use the following variables. These
variables will gather the necessary information and insert them into the message as you

have entered.

[DropOffDateTime] [EstimatedHours] [OperatorName]
[OperatorlD] [Phone] [WOLoc]
[WOQOYear [WONumber] [TaskDescription]
[TaskID] [LocationID] [LocationName]
[EquipmentDescription] [EquipmentlD] [TaskID]

6. Once the subject and message templates are configured, close the adapter.
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Understanding Customer Access

3. Understanding Customer Access

The Customer Access Module displays data that is based on the department code for the
logged-in user’s associated Operator ID. As such, in order for any data to be displayed to a
user, the User’s ID must have a valid associated Operator ID on the Users screen’s Basic Info
tab. Please see the Department section below for information on department association.

Main Customer Access Page

The Main Customer Access Page allows users to set their department and select the action
they would like to perform.

Department |AUTO—DEPT - AUTOMATION - DO NOT MODIFY V|

What Do You Want To Do? Messages

| Administer Equipment Units |

| View Work Order Information |

| Administer Operators |

Department

The Department drop-down box allows users to select the department to view information.

Department Drop-down

The drop-down selections are determined by the Department Administrator's Supported
Departments list and Department ID on both the Operator and Employee screens.

What Do You Want To Do?

The What Do You Want To Do? section allows users to select from the following options:

Administer Equipment Units

The Administer Equipment Units button takes you to the Administer Equipment page. For
more information about this page, see the Administer Equipment Page section below.

View Work Order Information

To go to the View Work Order Information page, click the View Work Order Information
button. For more information about this page, see the View Work Order Information Page
section below.
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Administer Operators

® Click the Administer Operators button to go to the Administer Operator page.
(4 Note: This button may not display depending on your administrative settings.

Refer to the Administer Operator Page section below for more information about this page.

Administer Equipment Page

Click the Administer Equipment Units button on the Main Customer Access page to display
the Administer Equipment page.

Administer Equipment

Department | SRV DEFT - SRV DEPT001 v

Equipment Units: 4

Equip ID Equipment Info License Last Meter Service Status
SRV-CARO1 2006 JEEP GRAND CHEROKEE LT KHAKI SPOKAMOL 20100 SREvO1
SRV-CARO2 1357 CHEVROLET BLAZER DARK RED 1] SRV02
SRV-CARO2 2017 JEEP GRAND CHEROKEE CHOCOLATE (o] SRVO1
SRV-SIGNOO1 2010 SRV MANUFACTURING SRV SIGN TYPE A o SREvWO1
4 »

Current Filter
UNIT IS ACTIVE=Y;
Define Filter | | Clear Filter

What Do You Want To Do?

| Enter Usage Tickets | | Enter Meter Readings | | Enter Service Requests

| Back | Click here to see the complete list of equipment units

This page is where users access the Equipment List for specific departments.

Department Drop-down

®) Select the desired department from the drop-down selection box in the top, center of the
page.

The equipment list for the selected department displays.
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Equipment Units Section

The Equipment Units section lists the number of active equipment units (default) and their
corresponding equipment IDs, equipment information, license, last meter, service status,
operator information, and PM location. Clicking on each title in this section sorts the list by that
title in alphanumeric order.

If the user’'s department has a lengthy list of equipment assigned, a scroll bar displays on the
right side of the section that allows scrolling through the entire equipment list.

Click on an Equip ID to go to the Equipment Details Page. See the Equipment Details section
below for more information regarding this page. You may also click on an Operator ID to go to
the Operator Details Page. See the Operators Section below for more information regarding this
page.

Equipment Details

Upon clicking on an Equip ID on the Administer Equipment Page, the Equipment Details Page
displays.

Equipment Details

Basic Information

Equipment ID SRV-CARQ1: 2006 JEEP GRAND CHEROKEE LT KHAKI Latest meter1 reading 20100 MILES
Description JEEF GRAND CHEROKEE Latest meter2 reading 200 HOURS

Asset number SRV-ASSETO01 Mext PM Due At 25100 MILES
Serial number 100-JGC-1987 Next PM Date 092172017
License number Service Due TH-PMSRV-001 - TONYA'S PM
Registration expiration date Next Inspection

Life cycle status code ID A- ACTIVE Assigned PM 1-0PS

Service status Assigned repair 1-0P3

Warranty Status NOT UNDER WARRANTY Stored 1-0PS
Department ID SRV DEPT - SRV DEPTO001 Stafion 1-0P3
Department fo notify for PM SRV DEPT - SRV DEFTO001 Current 1-0PS

Operator ID SRV01 - SARAH VICKERS Account ID SRVACCOUNTOOD1

What Do You Want To Do?

Enter Usage Tickets | | Enter Service Requests | | Assignment Change

| Back |

This page allows you to enter usage tickets and service requests as well as make assignment
changes. See the Enter Usage Tickets and Enter Service Requests sections below for more
information regarding these topics. Refer to the next section to learn about assignment
changes.
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Enter Usage Tickets

For more information on usage tickets, refer to the Enter Usage Tickets section.

Enter Service Requests

For more information on service requests, refer to the Enter Service Requests section.

Assignment Change

Follow the steps below to make equipment assignment changes.

1. From the Equipment Details page, click Assignment Change.

What Do You Want To Do?

| Enter Usage Tickets | | Enter Service Requesls{ | | Assignment Change |)
A

The Assignment Change page displays.

Equipment Information

Equipment [D SRV-CARO1: 2006 JEEP GRAND CHEROKEE LT KHAKI
Description JEEF GRAND CHEROKEE
Current Information New Information
Operator ID SRV01- SARAH VICKERS
’ SRVACCOUNTO01 - SRV ACCOUNT Operator ID SR | E\
- SARAH VICKERS
Account ID TEST
. Account |D | SRYACCOUNTO01 |[]
on
i 1-0PS SRV ACCOUNT TEST
Stored 1-0PS Statioln |1 |E\
Location Location oPs
g"g;%ri; 20100 MILES Stored [1 HZ\
9 Location oPs
Meter2
Reading 200 HOURS Mete:r_1 | || '|
Meter2
New2 | I 2
Effective
DEe [11/27/2017 09:16 AM | &8

o

2. Enter changes as desired and click Save to save your entries.

You are returned to the newly updated main Equipment Details Page.

Assignment Change
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Current Filter Section

In the Current Filter section, you may decide whether or not to filter the search for your
equipment list.

The default filter is to show only active units and reads, UNIT IS ACTIVE=Y.

To define a filter for your equipment list:
1. Click the Define Filter button.

The Admin Equipment Filters page displays.

Equipment ID |_| Assigned PM Location |_|
Model Year v Assigned Repair Location |_|
Manufacturer |_| Station Location |_|
Model |_| Operator ID |_|
Equipment Type |_| Operator Name |_|
Serial Number |_| Account ID |_|
Maintenance Class |_| Life Cycle Status v
Rental Class |_| Active YES v
Asset Category |_| License |_|
Stored Location |_| Fuel Card ID |_|
| Cancel | | Apply Filters | | Clear Filters |

2. Complete the desired fields to filter your search.

[:ﬂ Note: To filter for all active and inactive units, set the Active field to blank. To filter
for all inactive units, set Active to NO.

3. Click one of the following:

o Apply Filters: Applies the filters and returns to the Administer Equipment page.
o Clear Filter: Clears the filter for your equipment list.

o Cancel: Leave the filters as they are, and return to the Administer Equipment
page.

What Do You Want To Do? Section

In the What Do You Want To Do? Section you may choose from the following two options: Enter
Usage Tickets and Enter Service Requests.
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The Enter Usage Tickets button takes you to the Usage Tickets Information Page.

Usage Tickets Information

Basic Information

Equipment ID D
Start Date ‘:j End Date “_)j
Begin Odometer End Odometer
Account ID D
Comments
Save

»$ Complete the fields and click Save to create a usage ticket. Click Back to go back to the
Administer Equipment Page.

Enter Meter Readings

To go to the Meter Readings Page:
1. Click Enter Meter Readings.

The Equipment Units page displays.

Equipment Units: 2
- - New Meter1  LastMeter1  Last Meter 1 Reading New Meter2  LastMeter2  Last
EE =B - E=E HIZD Reading eading Date Reading eading
cncaro33 2002 CHEVROLET CAR BIG TRUCK BLACK 500 11/10/2005 14138 00 13/1¢
KRCARL 2008 CHEUROLET CAR BIG TRUCK GRAY 5500 07/08/2008 11133 00 07/0
< >
Back ] [ Process ]
Equipment Units: 2
" - New Meter 1 Last Meter 1 Last Meter 1 Reading New Meter 2 Last Meter 2 Last
ETCTTETEE - =D Reading Reading Date Reading Reading
CNCARD33 2002 CHEVROLET CAR EIG TRUCK BLACK 750 500 11/10/2009 14:58 350 100 11/1(
KRCARI 2008 CHEVROLET CAR BIG TRUCK GRAY 5500 5500 07/05/2008 11:33 10000 7700 07/0¢

< >
Back | [ Process

The values update accordingly.

3. Click Back to return to the Administer Equipment Page.
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To go to the Service Request Page
1. Click Enter Service Requests.

o

(4 The Service Request module must be installed for this button to function.

The initial Service Request Page displays.

SR~7
Uss this form to alert the mainfenance depariment about a pofential prablem with an equipment unit
Please enter ane of the following.
Equipment D [kA204 ]
Location 1D B

2. Enteran ID or location as follows:
i. Enter or search for the equipment ID or location ID:

= |f you know the Equipment ID, enter it in the Equipment ID field or click
the chooser button (...) button to select an Equipment ID from the search
list. The Service Request Page will display. Skip to step 7 upon entering
the Equipment ID.

= |f you do not know the Equipment ID, you may enter the Location ID.
Click the chooser button (...) button if you do not know the exact
Location ID.

After clicking either search button, a search list displays.
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Select Location ID
SEARCH BY
1188 items found

WEEHEELRENRKUNREW

Marme

LocationId Name

oooo1 PART LOCATION 1

2234 2234 GARAGE BUS

414 EVERETT AUTO

4144 EVERETT AUTO MISC

4148 EVERETT AUTO ELECTRIC
414C EVERETT AUTO TRANSMISSION
4140 EVERETT aUTO HOIST

414E EVERETT AUTO EMGINE

414F EVERETT AUTO LUPHOLSTERER
414G EVERETT AUTO PAINT

ii. Select the desired location.

Select Location ID
SEARCH BY
11 items found

Search Reset

MNarmg

(A][E]

LocationId Name

KALOCL A ALL FUNCTIONS
KALOCZ ALL FUNCTIONS
KALOC3 DUP ALL FUNCTIONS
KALOCS FOUR

KALONGLOC4 4 ALL FUMCTIONS
KAOPS K& OPERATIONS
KARBLD K& BACK SHOP
KASHOP K& SHOR

KATOP TOP LEVEL ALL FUNCTIOMS
KELOC1 KELOCI

e ]

The Location ID is populated on the Main Service Request Page.

SR 7
Use this form to alert the maintenance department about a potential problem with an equipment umit.
Please enter one of the following. ..

Equipment ID B
Location D KASHOP E] KA SHOP

3. Once a Location ID is entered, click Continue.

The Asset Categories list for the selected location displays.
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SR~

Use this form to alert the maintenance department about a potential problem with an equipmel
Please enter one of the following...

Equipment D | H] Continue
Location D |KASHOF’ |E] Continue | kg SHOP
Asset Categories (1)
Please select an assef category..
CATEGORY DESCRIPTION
KACATOL

KARL™S ASSETS

SR 7

Click the desired Asset Category and the Equipment List displays to the right.

Use this form fo alert the maintenance department about a potential problem with an equipment unit.
Please enter ane of the following.

Equipment ID \

HE [Cunlinue]

|B [Continue | ¢ sHoP

LocationID  [KASHOP

Asset Categories (1), Equipment (2)

Asset category selected KACATO1:KARL'S ASSETS

Please select equipment..
CATEG RIPTION EQUIPMENT DESCRIPTION
CATO1 KARL™S ASSE Gwz201 2004 MAZDA SEDAN
KA201

2004 MAZDA SEDAN

5. Click the desired Equipment ID.

The Service Request Page displays with the Equipment ID field populated.
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wt a potential problem with an equipment unit
Equipment D |KA201 2004 MAZDA SEDAN
Reported By
Enter your |D |[MOLLYT Select CONTINUE if ID is not known.

Cancel Il Continue

Other Service Requests
[Oinclude cLOSED Requests

Date
Reportad Code - Description Priority  Status Reported By Work Order Comment its
2/25/2008  Symptom: KA-OVERHEAT - ENGINE oI
7:23:00 AM  OVERHEATING (EELE
=5 [ETETT - T 2 KALONGLOG4-
Taski KA-REPAIR - REPAIR, A3 opEN e

6. Depending on how you configured the security information for the Service Request
module will determine the next step to follow:

i. If you configured the Service Request module to require an authenticated user,
the Enter your ID field will be prepopulated. Click Continue and go to the next
numbered step. Otherwise, proceed to the next step below.

an equipment unit

Equipment D |KA201 2004 MAZDA SEDAN
Reported By

Enter your \Selem CONTINUE if ID is not known.

N

Cancel [ Continue D)

Other Service Requests
[ include cLOSED Requests

Date
Reported Code - Description Priority  Status Reported By Work Order Commen ts
2/25/2008  Symptom: KA-OVERHEAT - ENGINE .
7:22:00 AM  OVERHEATING FEIELE
=% (FTELT - FET - KALONGLOCA-
Taski KA-REPAIR - REPAIR a3 aPEN By

ii. If youconfigured the module to Allow Anonymous Entries, the user may either
enter their Operator ID or Employee ID, and then click Continue. Then skip to
the next numbered step and continue following the instructions. If a user does not
have an operator ID or employee ID, they may click Continue to enter their
contact information.
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EquipmentID  |KA201
Reported By
Enter your ID

2004 MAZDA SEDAN

Select CONTINUE if 1D is not known.

N

[ Cancel q.L

Continuew

A page appears where the user enters contact information and then clicks the
Continue button.

SR~#

Equipment|D  |KA201
Reported By
Name |Tello. Mally

Use this form to alert the maintenance department about a pofential problem with an equipment unif.

2004 MAZDA SEDAN

Phone |123-456-7890

SRR

Occupation

N

Cancel Iq\

Enter your contact information above and then sefect Continue.

Continue )

After clicking the Continue button (in all cases - when the ID
prepopulated, the ID is known, or the ID is unknown and the user has
entered the contact information), the user’s information is displayed in the
Reported By section. The Details section of the Service Request Page
also appears on the bottom half of the page.

The Service Request Page displays with the selected Equipment ID and Contact
information complete.

SR/
Use this form to alert the maintenance depariment about a potential problem with an equipment unit.

Equipment D [KA201 2004 MAZDA SEDAN

Reported By
Name |Tello, Molly Phone |123-456-7830 QOccupation
etalls
Select the symptom from the list E
Comments
Cancel ] [ Submit
Other Service Requests
[include cLOSED Requests

g:;:md Code - Description Priofity  Status Reported By Work Order Commen ts

2/25/2008 Sympt: + KA-OVERHEAT - ENGINE

7.23:00 AM  OVEAHEATING [EEnE

Task: KA-REPAIR - REPAIR Az opEN iyl

7. In the Details section, select the symptom from the search list and enter comments as

necessary in the Comments field.
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SR 7

EquipmentID  [KA201
Reported By
Name |Tello. Molly

Details

Use this form fo alert the maintenance department abo

Phone |123-456-7890

t a potential problem with an equipment unit

2004 MAZDA SEDAN

Occupation

Select the symptom from the list A12
Comments
Need mare pressure in reserveir, add water.

E] MAIN RESERVOIR LOW PRESSU

N

J

Cancel Submit

D]

Click Submit to submit the Service Request.

The message, Your request has been submitted, displays on the page and the new

service request is at the

SR 7

top of the list.

Use this form to alert the maintenance department about

EquipmentID  |KA201
Reported By
Name |TELLO, MOLLY

200

Details

Select the symptom from the list A12
Comments
NEED MORE PRESSURE IN RESERVOIR, ADD WATER.

a potential problem with an equipment unit.

Phone |123-456-7380

4 MAZDA SEDAN

Occupation

E MAIN RESERVOIR LOW PRESSU

Your request has been submitted. | Done J [[_Anather Request
Other Service Requests
[Jinclude CLOSED Requests
::;Edad Code - Description Priority  Status Reported By Work Order Comment ts
4/29/2008 Symptom: A12 - MAIN RESERVOIR LOW
12130100 P pREseL [EELLS

TISTI0 ymptemT RA-OVERFEAT - ENGTNE
7:23:00 AM  OVERHEATING

NEED MORE PRESSURE [N RESERVOIR,
ADD WATER

Task: KA-REPAIR - REPAIR

PENDING

— KALONGLOCH-

2006-10000

The Other Service Requests section at the bottom of the page lists all open and pending service
requests associated with the equipment ID. Users may also check the Include CLOSED
Requests box to view the history of all service requests for the particular equipment ID.

You now have the option to:

¢ Click Another Request to
e Click Done to go to the initi
[ ]
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Reports Link

Clicking the Click here to see the complete list of equipment units link connects you to the
report specified in the Equipment Unit Report setting on the Customer Access Portal settings
page. This report displays all equipment assigned to the user’s department. The report also
allows the user to print and save information, and provides drill-down for detail on individual
equipment IDs.

4 Using this feature requires that you have installed the Reporting module and the user must
also have authorization to view reports.

Administer Equipment

Department | SRV DEPT - SRV DEPT001 v
Equipment Units: 4
Equip ID =« Equipment Info License Last Meter Service Status
SRV-CARO1 2006 JEEP GRAND CHEROKEE LT KHAKI SPOKAMOL 20100 SRWO1
SRVW-CARDZ 1357 CHEVROLET ELAZER DARK RED o SRVW0Z
SRV-CARO2 2017 JEEP GRAND CHEROKEE CHOCOLATE (o] SRVO1
SRV-SIGNOO1 2010 SRV MANUFACTURING SRV SIGN TYPE A o SREvWO1

1

Current Filter
UNIT IS ACTIVE=Y;
Define Filter | | Clear Filter

What Do You Want To Do?

| Enter Usage Tickets | | Enter Meter Readings | | Enter Service Requests |
| Back | CCick here to see the complete list of equipment unil:,)
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View Work Order Information Page

Click the View Work Order Information button on the main Customer Access page to open the
View Work Order Information page.

Location

1 oPs

L]

Department |SRV DEPT - SRV DEPT001

Location { Work Order Summaries

| Back

View Work Order Information

. Finished
Total Open Repair Open PM Repair

Click here to see a complete list of work erder information

T

_ Waitim
Finished PM Repair
1 a

»

® Click the red Click here to see a complete list of work order information link to go to a
work order list report (if a report was set in the Work Order List by Report setting).

Department Drop-down

Select the desired department from the department drop-down. The work order information list
for the selected department displays for the chosen department.
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Location/Work Order Summaries Section

The Location/Work Order Summaries section lists the following columns for the selected
department: Location, Name, Total, Open Repair, Open PM, Finished Repair, Finished PM,
Waiting Repair and Waiting PM.

Click the + button to expand the selection to view detailed work order information for the specific
locations. The expanded selections display the Equipment ID, Description, Operator 1D, Work
Order, and Status columns.

View Work Order Information
Department | SRV DEPT - SRV DEPT001 v
Location / Work Order Summaries
- _ Finished . Waitini
Location Name Total Open Repair Open PM T Finished PM Timrer]
oPS 3 5 2 1 1 0
Equipment ID Description Operator I Work Prder Status
SRV RAILROAD 0 : SAV RAIL TRACK 2017 1-2017-6 OPEN
o 2006 JEEP GRAND CHEROKEE: JEEP GRAND  __. I
SRV-CARO1 ST SRVO1L 1-2017-23 OPEN
o 2017 JEER GRAND CHEROKEE: JEER GRAND __ —
SRV-CARO3 CLERDYEE LIMITED SRVO1 1-2017-36 OPEN
2006 JEEP GRAND CHEROKEE: JEEP GRAND
SRV- =p 3017-
SRV-CAROL cHERDKEE SRVO1L 1-2017-41 OPEN
o 2017 JEEP GRAND CHEROKEE: JEEP GRAND __. —
SRV-CARO3 T L SRVO1 1-2017-42 OPEN
SRY-SIGND1 2010 SRV-MANO1 SRV-SIGN-A: SIGN ASSET __. o 1-3017-47 open
= - TYRE =
o 2006 JEEP GRAND CHEROKEE: JEEP GRAND  __ —
SRV-CARO1 hiEmDrEs SRVO1 1-2017-38 OPEN
SRV-CARDZ 1957 CHEVROLET BLAZER: WORKING CHEVY oz 1-2017-2 WORK FINISHED
BLAZER
2006 JEEP GRAND CHEROKEE: JEEP GRAND
e =R -3017-2
SRV-CARO1 T SRVO1 1-2017-37 WORK FINISHED
4 »

4 In the expanded selection, click the Work Order link to go directly to the Work Order Detail
Report.

Click Back to return to the Main Customer Access Page.
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Administer Operator Page

Click the Administer Operators button on the Main Customer Access page to open the
Administer Operator page. This page displays the list of operators available for the selected

department.
Administer Operator
Department |SRV DEPT - SRV DEPT001 v
Operators: 3
Operator ID - Operator Name Active Work Phone Email Address
SRVOL SARAH VICKERS Y
SRVOZ SHARCN VICTOR Y
SRVO3 SHAWNA VICKS Y
Current Filter
No filter defined.
Define Filter | | Clear Filter
What Do You Want To Do?
| Add Operator |
Back Click here to see the complete list of Operators

Department Drop-down

Select the desired department from the department drop-down. The operator list displays for the

selected department.

Operators Section

The Operators section lists the number of operators and their corresponding Operator ID,
Operator Name, Active (Y/N), Account, Work Phone, and Email Address.
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To view more operator information:
1. Click either the Operator ID or Operator Name column links.

Administer Operator

Department | SRV DEPT - SRV DEPT001 v

Operators: 3

O -ator ID - Active Account Work Phone Email Addres:

SHARON VICTOR it SRVACCOUNTOO1
SHAWNA VICKS wul SRVACCOUNTO01

The Operator Details page displays.

Operator Details

Basic Information

Operator D SRVD1

Cperator Name SARAH VICKERS
Department SRV DEPT - SRV DEFT001

Update Information What Do You Want To Do?
Active [
\Work phone |

Edit Persenal Info

Mail drop Edit Training Info

Account 1D ‘ \I\

Can have permanently assigned
vehicle

Edit Credit Card Info

[ Edit Motor Poal Info

| |
| |
Email address |  EditSafe DriverInfo |
| |
| |
| |

Can use own vehicle ¥ Unassign Operator
Is a department head [
Can use pool unit ]
Fuel card ID 66666
Comments
| Back | | Save |

The fields displayed in the Update Information section are based on the user’s control
rights for Deny View as settings. The ability to update the fields is controlled by the
Deny Update settings in the GUI.

(4 All account IDs listed in the Customer Access module drop-downs are all the active
account IDs defined for a department. These IDs are set on the Accounts — Primary
Information screen with the Assign to equipment units or departments or
operators checkbox.

2. Complete the fields and click Save to update the operator details.

3. To edit personal, training, safe driver, credit card, or motor pool information, or unassign
an operator, click the corresponding button in the What Do You Want To Do? section.
The following sections provide information about each of these functions.
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Edit Personal Information

Edit Personal Information

— Operator Information
Operator ID

Operator Name - . -

— Update Personal Information

Address 1D |ADDRESS_ID || - | NOT DEFINED

Address [LINE 1 Dateof bith |_/_/{___ |3
Line 2 LINE 2 Gender | |
Line 3 LINE 3

Line 4 LINE 4

Home phone

Pager number

Fax number

e

To edit personal information:
1. From the Operator Details page, click Edit Personal Info.

The Edit Personal Information page displays.
2. Complete the desired fields as needed.
3. Click Save to save your entries.
A message displays to indicate the information was successfully updated.

4. Click Back to return to the Operator Details Page.

Page 31 of 49 Customer Access - Administrator and User Guide
Version 25.x



Understanding Customer Access

Edit Training Information

Edit Training Information

— Operator Information
Operator ID SRVO1

Operator Name SARAH VICKERS

— Courses: 0

oo

To edit training information:

1. From the Operator Details screen, click Edit Training Info.

The Edit Training Information page displays with training courses listed.

2. To add a new course, click Add New Course.

The Enter New Course page displays.

Enter New Course

— Course Information

Course date | I

|3

Description

Location

Sponsor name

Address ID

Address

Line 2

Line 3

Line 4

Phone

Cost

Duration

Complete [m]
Certificate Issued =

Certificate expiration date |_!_!

Comments ‘

3. Complete the fields with the course information.

4. Click Save to add the course.
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5. Click Back to go back to the Edit Training Information page.

6. Once training information exists, you can delete it by clicking Remove, or edit the data
by clicking the course link.

Edit Training Information

— Operator Informaticn

Operator ID SRVO1
Operator Name SARAH VICKERS
— Courses: 1

o A

11/30/2020 0.00

Back Add New Course

Edit Safe Driver Information

To edit safe driver information:
1. From the Operator Details screen, click Edit Save Driver Info.

The Edit Safe Driver Information Page displays.

Edit Safe Driver Information

— Operator Information
Operator ID SRVD1
Operator Name SARAH VICKERS

- Update Safe Driver Information

Startdate  [09/01/2016 oz
Renewal date|_/_/___ | m
Reviewed by | HZ\

Comment

Deck
2. Complete the fields.
3. Click Save to save your entries.

4. Click Back to go back to the Operator Details page.
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Edit Credit Card Information

To edit credit card information:
1. From the Operator Details screen, click Edit Credit Card Info.

The Edit Credit Card Information page displays.

Edit Credit Card Information

— Operator Information
Operator ID SRV01
Operator Name SARAH VICKERS

— Credit Cards: 1

SRV ASSETS 1234100010001234 11/01/2017 12:00 AM 11/28/201

o Cad

2. To add a new card:
i. Click Add New Card.

i. The Enter New Credit Card page displays.

Enter New Credit Card

Credit Card Information

Issuing Company
Card Number

Issue Date |_-f_f_ | 2
Expiration Date |_.f_f_ | m

iii. Enter the card information.
iv. Click Save.
v. Click Back.

3. To edit an existing card:

i. Click the red link in the Card Number column.

ii. Editfield as needed.
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iii. Click Save.

iv. Click Back.
4. To remove an existing card, click Remove.
5. Click Save to save your entries.

6. Click Back to go back to the Operator Details page.
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Edit Motor Pool Information

To edit motor pool information:
1. From the Operator Details screen, click Edit Motor Pool Info.

The Edit Motor Pool Information page displays.

Operator Information

Operator ID SRVD1

Operator Name SARAH VICKERS

Metor Pool Information

Preferred Dispatch Location ID |1 ... |OPS

#| Allowed to rent from all locations
Allowed to rent from these locations: 0

Delete Location

(=]

Preferred Pool Vehicle Type =
¥/ Allowed to rent all pool vehicle type
Allowed to rent these pool vehicle types: 0

Delete Pool Vehicle Type

[=]

‘ Back ‘ | Save |

Edit Motor Pool Information

2. Complete the fields as needed to add dispatch locations and preferred pool vehicle

types.

(4 When a motor pool location or vehicle type is assigned to an operator on the Edit
Motor Pool Information Page, the Can Use Pool Unit check box is automatically

checked on the Operator Details Page so that reservations can be made.

3. To delete locations or pool vehicle types, check the Delete checkbox and when you click

Save, the item is deleted.
4. Click Save to save your entries.
A message displays to indicate the information was successfully updated.

5. Click Back to return to the Operator Details Page.
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Unassign Operator

O Alert: When you click Unassign Operator, the operator will be unassigned with no further

confirmation message.

Click Unassign Operator to remove an operator from the assignment. The operator goes into
the holding department, becomes unassigned, and no longer appears on your Operators list for

the department.

Current Filter Section

In the Current Filter section, you may decide whether or not to filter the search for your operator
list. If you have not previously defined a filter, this section reads, “No filter defined...”

To define a filter for your operator list:
1. Click the Define Filter button.

The Admin Operator Filters page displays.

Admin Operator Filters
Operator ID |_| Station Location
Operator Nams |_| Fuel Card ID
Account ID |_| Preferred Dispatch Location
Email Address |_| Preferred Pool Vehicle
Active? Yes (' No ® Both
| Cancel | | Apply Filters | | Clear Filters |

2. Complete the desired filter fields for the filter.

3. Click Apply Filters to apply the new filter parameters, or Clear Filters to clear the filters.

You are returned to the Administer Operator page with the Operator list displaying

information based on your filter.
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What Do You Want To Do? Section

In the What Do You Want To Do? Section of this page, there is an Add Operator button, which
allows you to reassign or add operators.

To assign an operator:

1. From the main Customer Access page, click Add Operator.

2. The Reassign operator from holding department page displays.

Assign
Operatar

Operator ID

109

935995

AUTO-TEST

AUTOCPOOS

AUTOOPOOS

CNOPOO4

RAOPZ

TEST

TEST1

What Do You Want To Do?

Add New Operator
Back

Click the Assign button to Assign Operator to Department
Operators: 12 Click to Filter

-

Operator Name

YY XX Z

DAN WALSH

AUTOMATION OPERATOR FOR
A-HOLDING

AUTCOMATION - DO NOT
MODIFY

AUTOMATION - DO NOT
MODIFY

OPERATOR 004 - INACTIVE
RICHARD™ S THIRD OF
TEST FOR TESTING

TEST 1

Active

Account Work Phone

AUTC-ACCTNG-0001

AUTO-ACCTNG-0001

1000,114401,00001.000.00000 4444444444

1000.11440%.000.00000 122

Reassign operator from holding department

SRV DEPT - SRV DEPT001

v

Email Address

3. Inthe drop-down menu, choose which department the operator will be assigned to.

4. Find the operator in the Operators list, and click Assign.

5. The operator is assigned from the holding area to the department in the department
drop-down at the top of the page.
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To add a new operator:
1. From the main Customer Access page, click Add Operator.

The Reassign operator from holding department page displays.

Reassign operator from holding department

Click the Assign button to Assign Operator to Department | SRV DEPT - SRV DEPTO01 v |
— Operators: 12 Click to Filter

109 YYXXZ N -
99599 DAM WALSH N
AUTO-TEST :/UJEI:‘ID-}]':‘[(?N ‘OPERATOR FOR ¥
AUTCOPDO4 ;Lgrnc;wnou =EBLIET ¥ AUTC-ACCTNG-0001
AUTOOPOOS ;L(")TDC::I:HON =HEB T Y AUTO-ACCTNG-0001
CNOPDO1 CANG NGUYEN ¥
CNOPDO2 OPERATOR #2 nf 1000,222006.00001.000.00000 ASDFASDFASD asdfsdfsdfasdfasd
CNOPOO4 OPERATOR 004 - INACTIVE Y 1000.114401.00001.000.00000 4444444444
RAOPZ RICHARD'S THIRD OF v 1000.11440%,000.00000 123 78%
TEST FOR TESTING
TEST1L TEST 1 N

~ What Do You Want To Do?

Add New Operator

2. Click Add New Operator.

The Enter New Operator page displays.

Enter New Operator

Department SRV DEPT - SRV DEPT001

— Basic Information
Operator ID |
Operator Name
Active ]
Work phone
Mail drop
Email address

Account ID | | EI

Can have permanently assigned vehicle [

Can use own vehicle (]
Is a department head ]
Can use poal unit ]
Fuel card ID |
Comments

o
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3. Complete the desired fields as needed.
4. Click Save to enter a new operator.

5. Click the Back button to go to the Administer Operator Page.

The Back Button

The Back button on the Administer Operator Page takes you back to the Main Customer
Access Page.
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4. PM Appointments

Within the system, your customers (internal or external) can set up PM appointments as
needed. This section describes the workflow for this process. Working from email or from the
Messages section in the instance follows the same steps, even though images from the
Messages window are shown in the following section. For more information on setting up
MAXQueue for notifications, refer to the MAXQueue and Notification Setup section.

The following processes are set up according to the user creating the appointment, and the
supervisor who then approves the appointment request.

Creating a PM Appointment

To schedule a PM appointment:
1. A supervisor creates the PM work order.

The PM appointment workflow (WF — Schedule PM Appt) is triggered by a supervisor
creating a PM work order in PENDING status.

MAXQueue sends a notification to the point of contact for that vehicle.

¥ Note: To receive emails and notifications, notification rules must be set up and
enabled. Refer to the Notifications Administrator Guide, Section 4. Configuring
Notifications for information to set up these rules.

o, o

Equipment 0002 is coming due for PM service.

2. Open your email or click Messages in the instance.
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The message list displays.

|& Messages X Screens B Reparts o Admin

N,

__
PM WO for Eq# 0002 OPENED - 12/19/2017

12/19/2017 11:19 11:19:00 AM

12/19/2017 11:19 Eguipment 0002 is coming dus for PM service.
[ 52352057 15,57 Eaupment 000 s coming duefor M servies.
PM WO for Eq# 0002 OPENED - 12/15/2017

E 12/19/2017 11:17 e s

12/19/2017 09:35 Equipment 0002 is coming due for PM service.

PM WO for Eqg# 0002 OPENED - 12/19/2017 9:39:34

12/19/2017 09:33 AM

2 [=<] [<JPage[t Jof1[>][>]

3. Click the coming due for PM service message.

The message displays. To ensure you have the correct message, the Scenario listed in
this message should display Schedule PM Service Appt.

i Messages K Screens | B Reports o Admin

Nostcntons 6 0 [T | x
L N B O e
From:

PM WO for Eq# 0002 OPENED - 12/19/2017

12/19/2017 11:19 11:19:00 AM Scenario: Schedule PM Service Appt
12/18/2017 11115 Equi is ing due for PM N Active Rules: Mo Active Metification Rule(s) Defined w
Subject Equipment 0002 is coming due for PM service.
B 12/19/2017 11:17 Equipment 0002 is coming due for PM sarvica. Pl

Equipment 0002 is coming due for PM service A

PM WO for Eq# 0002 OPENED - 12/19/2017

11:17:27 AM Please schadule your appoinfment by clicking the following link: 1]
i ) i ) hitp /710 1 105 19%/SRVApp/FASuileinfoCenter aspx?

12/18/2017 03:3%  Equipment 0002 is coming dus for PM service. redir=hitp:/110.1.105.199/SAVA pp/iacustomeraccessipmealendar aspFid=02 cOadic- 547~

PM WO for Eq# D002 OPENED - 12/19/2017 9:39:34 4235-8755-20dd273a 1102

AM

B 12/19/2017 11:17

12/19/2017 09:3%

@ [ [ Pooe [ o1 (2] (2] I

4. Click the hyperlink to open the scheduling calendar.
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Equipment

Service due

Operator
Service Due B -PM SERVICE B

AUTO-2019-502

2.00

o Choose a date for your service appointment:

0002: 2015 CHEV 25HD==Meters: 1-350 MILES; 2-0 NONE==TEST
Work Order ID
Est. Hours

July 2019 >
Sun Mon Tue Thu Fri Sat

30 1 2 3 4 5 6

7 8 g 10 1 12 13

14 15 18 17 18 19 20

21 22 23 24 25 26 27

28 29 30 3 1 2 3

4 5 6 7 8 g 10

View Tasks

Drop off location

AUTO - AUTO MAINTENANCE
1234 INDIANA AVE

Days that are available for scheduling display in white. Days that are unavailable display

in dark grey. Light grey days show for days in the next month.

5. To schedule a day, click one of the available days.

[J Note: To see more days, click the arrows in the top-left and top-right corners to

navigate from month to month.

26

27

28

Wed

December 2017

29

o Choose a date for your service appointment:

30

3

4

The drop-off time area displays.
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o Choose a date for your service appointment: Thursday, December 21, 2017
< December 2017 E 9 Choose a drop-off time:
Sun Mon Tue Wed Thu Fri Sat "
12:00 AM
26 27 28 29 30 1 2
1:00 AM
3 4 5 6 7 8 9 2:00 AM
3:00 AM
10 1 12 13 14 15 16
4:00 AM
17 18 19 20 21 22 23 5:00 AM
600 AM
24 25 26 27 28 29 30
7:00 AM
3 1 2 3 1 5 g o-nn ARS

(4 Note: Times that display here depend on both the Customer Scheduling Options
section in the Location Settings Profiles section, and the calendars set in the Shop
Activity modules for the location.

6. Click one of the available times to set a drop-off time.

A dialogue displays to confirm your time selection.

Drop off Thursday, December 21, 2017 - 1:00 PM

Comments |

7. Enter a comment or relevant message regarding the appointment.
8. Click OK to save your appointment, or click Cancel to choose a different time.

A confirmation message displays when the appointment is created.

o

Successful update.

9. Click OK.
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10. The scheduling page updates and displays a message that your request is being
processed. At any point forward, come back to this page to check the status of the

request.

Service due View Tasks Drop off location
Equipment  0002: 2013 CHEV 25HD PICKUP-3/4 TON-CREW CAB-< 8500 GVW FLEET - FLEET MAINTENANCE
Operator Work Order ID FLEET-2017-26 Phone:

Service Due A -PM SERVICE A Est. Hours 2.00

Your request is being processed. Close this page and follow the notification link again to check for status updates.

(4 Note: When you click the schedule link to check the status after an appointment is
approved, the page displays new information for your confirmed appointment as shown

below.
Service due View Tasks Drop off location
Equipment 0002: 2013 CHEV 25HD==Meters: 1-1000 MILES; 2-0 NONE==PICKUP-3/4 TON-CREW
R At T B sers : FLEET - FLEET MAINTENANCE
Phone:
Operator Work Order ID FLEET-2017-32
Service Due A -PM SERVICE A Est. Hours 2.00
Confimed Drop Thyrsday, December 28, 2017 - 11:00 AM

Approving or Denying an Appointment

After an appointment has been scheduled by a user, it falls to a supervisor to be approved or
rejected. The following process is used for both items.

To approve or deny an appointment:
1. Open the Work Management portal.

2. On the main Work Management page, click View Calendar.

Work Management -

Curr, i jon | FLEET - FLEET MAINTENANCE ¥ Layout Refresh | Off
View Calendar | Multi-asset WO | | Crew Management | | Craw Time Enj

N vy

Asset Search

Eq ID - License # - Asset# - VIN (% Last 6) - Rebuild Part ID \_| Go

Work Summary | Add Filter

The Shop Calendar page displays.
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December 2017

>

Shop Calendar

Current Working Location

| FLEET - FLEET MAINTENANCE = Shift [ALL SHIFTS v

Employees Crews

. Bak | Service/Inspection Due New Work rder

3. Click Overview to view the calendar details.

Shop Calendar

Madking Location FLEET - FL

24 25 26

4.
view.

Shift |ALL SHIFTS
Daily
11/26/2017 - 12/2/2017
11/28/2017 1172972017

24 25 26 27 28 29 30

Work Orders: 0 | Work Orders: 0 Work Orders: 1 Work Orders: 0 Work Orders: 0 | Work Orders 0 Work Orders: 0
Service Requests: 0 Service Requesis. 0 Service 0 Service Requests: 0 Service Requests: 0 Service Reguests 0 Service Reguests: 0
Capacity: 119.92  Capacity: 119.92  Requests: Capacity: 11992 Capacity 119.92 | Capacity 119.92  Capacity: 119.92
Scheduled: 0.00 | Scheduled: 0.00 Capacity: 119.92 Scheduled: 0.00 Scheduled 0.00  Scheduled: 0.00 Scheduled: 0.00
Available: 119.92 | Available: 119.92  Scheduled: 0.00 Available: 119.92  Available: 119.92 | Available: 119.92  Available: 119.92
Unassigned 0.00 | Unassigned 0.00 Available: 117.92 Unassigned: 0.00 Unassigned: 0.00 | Unassigned: 0.00 Unassigned: 0.00

Unassi 2.00

H January 1 2 3 4 5 [

Work Orders: 0

Service Requests: 0

Capacity: 119.92

Scheduled 000

Available: 119.92

Unassigned 0.00

4

<< Open Panel

If you are on any view other than monthly, click Monthly to display the month calendar

5. Scroll down the calendar to find the item needing approval. Any appointments needing

approval are marked with a question mark icon.
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Unassigned: 0.00 | Un

25 3 27 28
0 Work Orders: 0 [z Wark Orders: 1| Work Orders: 0 Wy

0 | Service Reguesis: | Frvice 0 Service Reguesis: 0 3Se
119.92  Capacity: 119.92 equests Capacity: 11992 | Ca
0.00  Scheduled: 0.00  Capacity: 119.92 gcheduled: 0.00 Sc
119.92  Available: 119.92 | Scheduled: 0.00 Available: 11992 Av
0.00  Unassigned: 0.00  Available: 11792 Unassigned: 0.00 | Un
Unassigned: 2.00 =

January 1 3 4

Click the appointment icon.

The Appointment Details pop-in displays. There are several buttons available on this

pop-in. For this workflow, only the Save/Approve and Refuse/Delete buttons are
described. For more information on the other buttons and fields, refer to the Shop
Activity Supervisor User Guide, Section 7. The Shop Calendar.

Work Order:

FLEET-2017-32

Datetime Start: 122672017 09:00

| Dropoff: 12/26/2017 09:00

Equipment: 0002: 2013 CHEV 25HD==METERS: 1-1000 MILES; 2-0 NONE=:
Task WAC Est Hours
A - PM SERVICE A 0.00

Hours: 2.00 NOT APPROVED

Comrments:
[ Cancel | SavelApprove | | Refuse/Delete |
[ Copy Appointment | | WO Detail | | WO Assignment

7. Approve or reject the appointment.

To approve the appointment:

Page 47 of 49

Add an employee in the Employee ID field if desired.

s

(4

Note: You can change the date if needed, or reject the appointment to cause
the user to choose another date for the appointment.

If the user added a comment, it displays in the Comments field. Add or change
the comment as necessary.

Click Save/Approve to approve the appointment for the date and time set.
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The appointment is approved and displays a successful save message.

To reject the appointment:
i. Click Refuse/Delete to delete the appointment for the date and time set.

A confirmation message displays.

Refuse and delete this appointment?

ii. Click OK.

The appointment is deleted. The user then gets a message the appointment has
been cancelled and needs to reschedule the appointment.

Approved or Refused Requests

After an appointment has been approved or rejected, users received notification for information
or further action.

Approved Appointments

Once an appointment has been approved, no further action is taken by the system.
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Refused Appointments

If an appointment has been rejected by a supervisor (or the selected approver), the user
receives a message that the appointment request has been refused, and they can use the link
to schedule another appointment time.

12/20/2017 13:20

12/20/2017 13:20

12/20/2017 12:11

12/20/2017 12:10
12/20/2017 12:10
12/20/2017 09:34
12/20/2017 09:34
12/20/2017 08:23

12/20/2017 08:23

Appt for Eg$ 0002 has been cancelled
Bring Eqg# 0002 in for maintenance

Equipment 0002 is coming due for PM service.

PM WO for Eqg# 0002 OPENED - 12/20/2017
12:10:14 PM

Equipment 0002 is coming due for PM service.

PM WO for Eg# 0002 OPENED - 12/20/2017 9:34:45
AM

Equipment 0002 is coming due for PM service.

PM WO for Eq# 0002 OPENED - 12/20/2017 8:29:16
AM

@

[=<] [<]Page[t Jof2[>] [>]

24

3

25 26

January 1 2

Sent: 1272072017 13:20 Read? Y
From:

Scenario: Schedule PM Service Appt

Active Rules: Mo Active Mofification Rule(s) Defined

Subject: Equipment 0002 Appointment Request Refused - Please Reschedule

Wour maintenance appointment drop off request for Dec 26 2017 9:00AM was refused due to
schedule conflicts.
Equipment 0002 iz coming due for PM service A.

Please reschedule your appointment by clicking the following link:
htip:/110.1.105. 199/SRVADD/FASuitelnfoCenter. aspx?

Page 49 of 49

Customer Access - Administrator and User Guide
Version 25.x




	Customer Access Administrator and User Guide - Front Matter
	Technical Support
	Product Compatibility

	Customer Access Administrator and User Guide
	1. Overview
	Requirements
	Assumptions
	Installation

	2. Configure Customer Access
	Location Settings Profiles
	Default Values
	Usage Ticket Settings
	Performance Settings
	Finishing Up
	MAXQueue and Notification Setup
	MAXQueue Variable Setup


	3. Understanding Customer Access
	Main Customer Access Page
	Department
	Department Drop-down

	What Do You Want To Do?
	Administer Equipment Units
	View Work Order Information
	Administer Operators


	Administer Equipment Page
	Department Drop-down
	Equipment Units Section
	Equipment Details
	Enter Usage Tickets
	Enter Service Requests
	Assignment Change


	Current Filter Section
	What Do You Want To Do? Section
	Enter Usage Tickets
	Enter Meter Readings
	Enter Service Requests

	Reports Link

	View Work Order Information Page
	Department Drop-down
	Location/Work Order Summaries Section

	Administer Operator Page
	Department Drop-down
	Operators Section
	Edit Personal Information
	Edit Training Information
	Edit Safe Driver Information
	Edit Credit Card Information
	Edit Motor Pool Information
	Unassign Operator

	Current Filter Section
	What Do You Want To Do? Section
	The Back Button


	4. PM Appointments
	Creating a PM Appointment
	Approving or Denying an Appointment
	Approved or Refused Requests
	Approved Appointments
	Refused Appointments




