R
\/e rS | O n 2 5 EnterpriseAggg’izﬁdanagement

Reservations

Administrator Guide
Trade Secret | February 2025




© 2025 Trapeze Software ULC, its subsidiaries and affiliates (collectively “TSU”). All rights reserved.

Trapeze Software ULC (“TSU”) Proprietary and Confidential: Information contained in this document is proprietary
to TSU and its subsidiaries and may be used or disclosed only with written permission from TSU. This guide, or any
part thereof, may not be reproduced without the prior written permission of TSU. The recipient acknowledges and
agrees that disclosure of this document to recipient, and its use, are subject to the terms and conditions specified
in their relevant software license agreement, software maintenance agreement, and/or non-disclosure agreement
(“Governing Agreement”) under which this document was disclosed. This document is for internal use only in
conjunction with TSU products. This document may not be modified in any way.

All other trademarks, registered trademarks, product names and company names or logos mentioned are the
property of their respective owners.

Except as may be provided in the Governing Agreement, TSU and its affiliates, subsidiaries, officers, directors,
employees, and agents provide the information contained in this manual on an “as-is” basis and do not make any
express or implied warranties or representations with respect to such information including, without limitation,
warranties as to non-infringement, reliability, fitness for a particular purpose, usefulness, completeness, accuracy
or currentness. TSU shall not in any circumstances be liable to any person for any special, incidental, indirect or
consequential damages, including without limitation, damages resulting from use of or reliance on information
presented herein, or loss of profits or revenues or costs of replacement goods, even if informed in advance of the
possibility of such damages.

TSU reserves the right, to be exercised at its sole discretion and without notice, to change, modify or adapt the
contents of this edition in order to accurately reflect any future upgrades to the TSU proprietary software and/or
hardware. In the event of such changes, TSU expects, but does not represent or guarantee, that this current
edition will continue to remain reasonably accurate insofar as it describes the basic functions of the TSU
proprietary software and/or hardware. Furthermore, based on your system settings, certain functionality, such as
application screens, may not function exactly as shown or described in this guide.

Technical Support

Trapeze provides several ways to connect with the Customer Care team. Please provide detailed
information to the representative. If you are reporting an issue by e-mail, include any error messages,
screen shots of your problem, and steps to replicate the issue.

Customer Care is available Monday through Friday, 8:00 a.m. to 8:00 p.m., Eastern Standard Time.

Toll-Free Telephone: 1-877-411-8727

E-mail: cc@trapezegroup.com

FTP Site: https://ftps.trapezegroup.com/

Web Site: https://collaborate.trapezegroup.com

The website provides access to Trapeze Collaborate which offers resources to implement and operate
the software, search knowledge, participate in communities, log/track service requests, sign-up for
release alerts, view product health recommendations, and download updates or documentation. For
secure access to Collaborate, contact Customer Care through the website or by calling the number
above.

Product Compatibility

Refer to the latest Product Compatibility information on Trapeze Collaborate for requirements including
operating system information, databases, Crystal reports, network protocol, HTTP servers and browsers
that are supported.



mailto:cc@trapezegroup.com
https://ftps.trapezegroup.com/
https://collaborate.trapezegroup.com/
https://collaborate.trapezegroup.com/community/enterprise-asset-management/content?filterID=contentstatus%5Bpublished%5D%7Ecategory%5Bupgrades%5D

Reservations - Administrator Guide

Version 25.x

February 2025
Contents
T Y= V- 1
Lo [T (=10 0= o1 PSR 1
TS 10 0] ) o 1= 1
2. Installation and Upgrade ... s 2
3. Configuring the Reservations Module ... e e e 3
Access the Vehicle Reservations Setting Page...........c.uueeiiiiiii e 4
Using a Web Modules Reservations Tab.............oiiiiiiiiiiiiii e 5
Vehicle Reservation Settings Page..........oouiiiiiiiii e 5
7= Tet0 114V ® o) o] T3S T=Tox 1o o 6
OPerator PEIMISSIONS .......ccciiiiiii e 7
Required Fields for LOQin SECHON..........coii it 8
User Interface Definition Section ... 8
Reservation Options SECHON.........coeuiiiiiii e e 9
Email Options SeCioN........coooiiiii i 12
Customizing the Reservations Module Header ............ccooooiiiiiiiiiii e 16
4. Understanding the Reservations Module..............coeuiiiiiiiiiic 17
ACCESSING RESEIVALIONS ... 17
Reservations Driver Details and Main Menu ... 17
Y YA 0} (0 S T=Te: (1] o PR ETRTT 17
What DO YOU Want TO DO? SECHON ......uuuuuiiiiiiiiiiii e 18
My ReServations SECHON............uuiieiii e e e e 19
Create @ NEeW ReESEIVATION. ........iiiiiiiiiiiiiiiie ettt e bbb bbb bbb bebbbbbeeeanesbbsnennnnnes 22
S T= (= To = Y=Y o T = 24
N o1 T= T 0 [ F= T 32
Reservation Detail Page...........ooooi i 33
Reservation You Have Created...........cooooiiiiiiii 33
Rideshare Reservation You Have JoINed ............oiii e 35
Appendix A. Setting up a Standalone Portal............cceoiieiiiici e 37

Configuring Reservations as a Standalone SysStem..........ccoovviiiiiiiii e 37



1. Overview

Reservations Module is an easily deployed, browser-based user interface that allows your
customers to create, view and modify their motor pool reservations. The module also provides
the option to email confirmation tickets to users requesting reservations. The Reservations
Module improves efficiency by providing users with instant access to the information they need
to streamline the reservation process.

Requirements
Application 25.x

Web Modules 25.x

Customer Access Module (for standalone kiosk Reservations portals only)

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.

o 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.

O 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 portals in multiple browser windows or
tabs. This can cause errors or unexpected performance issues.
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2. Installation and Upgrade

The Reservations Module may be utilized as a tab in Web Modules or as a standalone
application to give customers access via the web. Please refer to the Administrator Guide,
Install and Configure Modules section for instructions on installing modules.

¢ If your organization is using Reservations as a Web Modules tab, you must create a tab
for Reservations to view and process transactions. 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.
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Configuring the Reservations Module

3. Configuring the Reservations Module

The Reservations Module is configured through the Vehicle Reservations Setting page. After
changing any settings or adding new settings, click Save to save your configuration.

# Use the user interface (UI) controls to customize labels in the Reservations portal. Refer to
the Administrator Guide for details on various Ul options.

The Motor Pool — Setup — Options screen in Enterprise Portal contains configuration information
for this module. Please review the settings for Basic Info, Confirmation Info, Dispatch Info and
Operator Verification setup.

Motor Pool - Setup - Options ADMIN MODE ~CHANGE REQUEST HELP PREFERENCES MENU
Q o 1, Select Filter -
Search | Reload Sort Select Sort -
Motor poal setup
Basic Infc
Confirmation Info Basic Info

Dispatch Info Validate operator 1D on reservations

X X Permit reservations for date required prior to current date
0 perator Verification Show units of associated pool vehicle types on units available lists
Update motor pool dispatch location of equipment when unit is returned to a different location
Default rate vehicle type to changed availability vehicle type
Do not display driver license number on system-generated printouts
Do not display operator ID on system-generated printouts

Check dispatch time against time required Maxdimum number of minutes for early or late dispatch

Automatic numbering  STANDARD Custom 1D structure

The screen includes two setup options: Do not display driver license number on system-
generated printouts and Do not display operator ID on system-generated printouts that
allow you to configure Reservations to not display Operator IDs on application-level reports.

[_ﬂ Note: The Reservations portal email template (discussed below) allows you to hide the
operator ID in the email notification. The settings on the Options screen affect the
application-level reports (not Crystal reports or the Reservation portal email report).
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Configuring the Reservations Module

Basic Info

Validate operator ID on reservations

Permit reservations for date required prior to current date

Show units of associated pool vehidle types on units available lists

Update motor pool dispatch location of equipment when unit is returned to a different location

Default rate vehicle type to changed availability vehicle

Do not display driver license number on system-generated printouts
Do not display operator ID on system-generated printouts

Check dispatch time against time required Maximum number of minutes for early or late dispatch
Automatic numbering | STANDARD Custom ID structure
CUSTOM
NONE

@ The option to Permit duplicate overlapping reservations for an operator is located on
the Departments — Primary Information screen, Basic Info tab.

Departments ADMIN MODE CHANGE REQUEST HELP PREFERENCES
Select Filter -
Q| o N ®
Search | Reload Sort Select Sort - New
Department 1D
) r
Basic Info
Moare Info Basic Info
Accounts Name
Account 1D
Rates and Markups
Contact name Full time eguivalents Mator pool
Rollups
Institution group 1D Print motor pool confirmation tickets
Message Printers LT Customer type Ll
Line 2
Fueling Line 3 Calendar ID
Line 4
Attributes Email address
Phone
Fa Company ID
Phone 2
Phone 3 Preferred contact
Phone 4
( Permit duplicate overlapping reservations for an operator )

Access the Vehicle Reservations Setting Page

How you access the Vehicle Reservations Setting page depends on whether you are using the
Web Modules Reservations tab or using Reservations as a standalone (kiosk) application.

4 Note: Standalone and module modes can be used interchangeably, but the module options
are stored separately for each mode (and for each tab, if multiple tabs exist).
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Using a Web Modules Reservations Tab

To access the Vehicle Reservations Settings page through a Web Modules tab, follow the steps

below.

1.

Log in to web modules using your administrative user ID and password and click the
Reservations tab.

The Login to Reservations Portal page displays.

Login to Reservations Portal

Operator 1D |

[ Login H Cancel ]

& The Login page is optional and used when User ID is not required for login in module
mode. It is used for all logins in standalone mode.

Complete the required fields.

Click the Login button.

The Reservations Main page displays.

Click the pencil icon to go to the Vehicle Reservations Settings page.
The Vehicle Reservations Settings page displays.

Continue to the Vehicle Reservations Settings Page section below to configure
Reservations.

Vehicle Reservation Settings Page

To edit vehicle reservation settings:

1.

Open the Reservations module and click the pencil icon on the Main page.
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The Vehicle Reservation Settings page displays.

Secunty Options

Require FA User for 2sach Operator FA Reservation
Shared User Settings Source
Homs URL RESERVATIONLOGIN.ASPX

Restore Default

Operator Permissions

¥ Allow creation of new operators (applies to Use the following FA authentication for all logins)
¥ Allow operators to edit OPERATOR DETAILS

# Allow additional cperators on a reservation

¥ Require valid operator license expiration date

Required Fields for Login

Used only when Require FA User for each Operator is NOT set
Operator 1D
Email Address
Department ID

User Interface Definition

Cancel Message Reservation has been canceled.

Thank You Message Thanks

Message for users making NEW reservations Welcome

Date/Time Values in 24 hour or 12 hour format: 24 Hour ¥

Default pickup time - add X minutes to current time: |60 (default = 15}
Cancel Save

The Vehicle Reservation Settings page gives you the ability to tailor Reservations for
your organization. It is here that you have flexibility to determine what the users see on
the page when making reservations. The page is divided into several sections: Security
Options, Operator Permissions, Required Fields for Login, User Interface Definition,
Reservation Options, Rental Rates to Display, Supported Vehicle Types, Supported
Vehicle Locations, and Email Options.

2. Edit the necessary information as described in the following sections.

Security Options Section

The Security Options area includes information related to the back-end application.

r_ﬁ This section will look slightly different depending on if you are using standalone reservations
or the web modules Reservations tab. The difference appears in the upper right section of
the page where the FA Reservation Source field is located.

¢ If you are using the web modules Reservations tab, the area only contains the FA
Reservation Source field as shown in the screenshot above.
¢ If you are using standalone reservations, the area includes the FA Reservation Source
field, the Home URL field, and the Restore Default button as shown in the screenshot
below.
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Login Information

The Require FA User for each Operator checkbox provides restriction over making
reservations. Check this box to limit reservations to only individuals with a User ID and
password. To set up the Reservations portal as a standalone portal, leave this setting
unchecked and set the designated user login in the Shared user Settings.

Shared User Settings

Click Share User Settings to open the pop-in for setting up a user that will be used in the
standalone portal. This user will always be logged in when a user opens the shared portal. Enter
a user ID and a password (and confirm the entered password), and click Save to set up the
shared user.

FA Reservation Source

The FA Reservation Source field identifies, for reporting purposes, the source of any
reservation completed through the web modules reservations. Examples of reasonable values
for this field include web, online, and self-service. To indicate that the reservation originated
from the Reservations portal, use all capital letters and type your selection in the field.

Home URL

The Home URL is the URL to which your users will return when they click on the Home button.
The default Home URL is the Reservations Login page. Enter the desired Home URL for your
organization such as corporate home page or Fleet Management home page URL. To return
users to the initial Reservations Login page, click the Restore Default button.

Restore Default Button

This button displays only when using standalone Reservations. Click the Restore Default
button to restore the default to the URL of the Reservations Login page.

Operator Permissions

¢ Allow creation of new operators: Click the checkbox (this only works if setting Use the
following FA authentication for all logins is also set) to allow new operators to be
created.

Options section explained above.

e Allow operators to edit OPERATOR DETAILS: Click the checkbox to allow users to
validate key information from their operator records prior to making a reservation. This
practice is useful in ensuring that your operator record is up-to-date with regard to
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address, email address, work phone, etc. This setting not only controls showing/hiding of
the additional operators fields, but also enables rideshare functionality.

i

(4 Note: The Allow creation of new operators checkbox must not be checked to allow
operators to edit details.

¢ Allow additional operators on a reservation: Click the checkbox to allow more than
one operator on a reservation.

¢ Require valid operator license expiration date: Click the checkbox to require users to
have valid licenses when making reservations. The User will receive error message
when trying to create reservations if this setting enabled and he has an expired license.

Required Fields for Login Section

This section displays only when the Require FA User for Operator checkbox is NOT set. The
default is Operator ID. Click the checkboxes to require additional fields for login.

User Interface Definition Section

The Interface Definition section is where you configure the user interface. It is here that you
configure cancel and thank you messages, date/time value display, and default pickup time.

The Cancel and Thank You Messages as well as the Message for users making NEW
reservations are optional, custom text fields that will appear to the end user after entering,
canceling, or making a new reservation. If your organization wishes to instruct its end users as
to next steps, contact information, etc., you may use the Thank You Message field for that
purpose. The message shown when creating a new reservation appears below the rideshare
checkbox.

Rideshare

Share the ridel

Did you know that you can save

$3000 per year by carpecling?

To set a new message:

1. Enter the messages you would like the user to see when making and canceling
reservations.

o The Date/Time Values in 24 or 12 hour format setting determines how the
date/time values are displayed.

2. Click the drop-down arrow to select the desired display.
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o The Default pickup time — add X minutes to current time allows you to
change the default from 15 minutes to another set amount of time from now to
pickup.

3. Enter the number of minutes to add to the current time for default pickup time.

o The Limit reservations to X days in advance setting determines how many
days in advance reservations can be made.

4. Enter the number of days.

o The Maximum Days per Reservation setting allows you to set a limit on the
maximum reservation duration.

5. Enter the number of days.

Reservation Options Section

The Reservation Options section allows you to determine specific settings for the reservations.
Click the checkboxes according to your specifications.

o Allow STANDBY reservations: Check the checkbox to allow reservations to be made
on Standby if a vehicle is not available for the date/time required. If disabled, operators
will only be able to reserve available vehicle types. If enabled, operators will be able to
create a STANDBY reservation if the chosen vehicle type is unavailable.

¢ Allow operators: Click to specify Account ID when making reservations checkbox to let
users specify their account ID when making reservations.

¢ Require confirmation response prior to processing reservation: Click the checkbox
to require a confirmation response. The user is not prompted when updating an existing
reservation.

The Reservations Options section also includes the Rental rates to display, Supported
Vehicle Types, and Supported Vehicle Locations sections as discussed below.

Rental Rates to Display

This area allows you to determine which rental rates (for Availability Search and Reservation
Detail), if any, will be displayed for the user when searching for available vehicle types or
rideshares (Availability Search) or the Vehicle Type Information box (Reservation Detail).

To set rental rates to display:

1. Click on the desired rental rates to be displayed when a user is searching for vehicle
availability and when viewing the reservation detail.

2. Press CTRL while clicking on the desired rates to select more than one rate.

Page 9 of 39 Reservations - Administrator Guide
Version 25.x



3. To deselect a rate, press CTRL and click on the rates to be deselected.

Supported Vehicle Types Section

This section allows you to restrict the Pool Vehicle Types that can be reserved by users via the
Reservations Module. Note that the operator’'s supported vehicle types (application setting) will
always influence what is displayed.

e Select the Use FA Operator Vehicle Types radio button to have the system only
provide the vehicles that the individual is authorized to use when making a reservation.

o Select the Use user-defined Vehicle Types radio button for only the specified vehicle
types to be displayed when making reservations (only if they are also supported by the
Operator — this combines the Application setting with the Web Modules setting). NOTE: If
none are specified, then this option works the same as Use FA Operator Vehicle Types.
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Configuring the Reservations Module

Create a Supported Vehicle Type List for Operators

To create a list of supported vehicle types:

1. Click the Browse button to select the Supported Vehicle Types from your
organization’s vehicle list.

The Select Vehicle Type(s) window appears where you may create a list of vehicle
types.

[

Pool vehicle type Starts with 17 item(s) found

afe]k[n]afr]T]w]z]

And ‘ Pool vehicle type Vl contains:

i

Pool vehicle type ~ Description Rate per month Rate per week Rate per day Rate per hour Rate per meter 1 unit Add all 17 items

AB MOTOR

AB POOL 0.00 0.00 100.00 10.00 1.000
AUTOMATION

AUTO-PVT-1 - DO NOT 600.00 180.00 30.00 3.00 0.500
MODIFY

AUTOMATION
AUTO-PVT-2 - DO NOT 600.00 180.00 30.00 3.00 0.500
MODIFY

MOTOR POOL Remove

g?l}léglﬂ_gw Remove All
CNMPOOLOO1 USAGE ON 400.00 100.00 25.00 2.95 0.000

WORK

QORDERS

Appl
oo poo

002 - DO NOT
ALLOW

CNMPOOLO02 CHARGING 400.00 100.00 25.00 4.55 0.000
USAGE ON

WORK

ORDERS

KARL™S POOL
KA-PVT-1 VEHICLE Type ©00-00 180.00 30.00 5.00 0.500
KARL'S POOL

R VEHICLE TYPE

600.00 180.00 30.00 5.00 0.500
NOT

N/A APPLICABLE

600.00 180.00 30.00 3.00 0.500
QA POOL TYPE

QA-POOL-01 21

1200.00 300.00 50.00 2.65 0.500

RICHARD S
RA-PVT-1 POOL VEHICLE 600.00 180.00 30.00 3.00 0.500
TYPE

Page 10f2 Next

2. Click the desired vehicle types to add them to the preliminary list on the right.
3. Click Apply to save changes made to the preliminary list.

o To add all vehicles in the list, click Add all # Items to add all the vehicles
automatically to the list.

o Toremove a vehicle type from the newly created list, select the vehicle type and
click the Remove button.

o To remove all the vehicle types from the list, click the Remove All button.
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Supported Vehicle Locations Section

This section allows you to restrict the Pool Vehicle Locations that can be reserved from by users
via the Reservations Module. Note that the FA Operator’s supported Locations (Application
setting) will always influence what is displayed.

e Select the Use FA Operator Locations radio button to have the system only provide the
locations that the individual is authorized to use when making a reservation.

o Select the Use user-defined Locations radio button for only specified locations to be
displayed when making reservations (only if they are also supported by the operator —
this combines the Application setting with the Web Modules setting).

wsuuw

.[_5 If no locations are specified, then ALL locations will be available for reservations.

Create a Supported Vehicle Locations List for Operators

To create the list, follow the same steps as above for creating a Supported Vehicle Type List.

Email Options Section

The Email Options section allows you to tailor the Reservations Module even further.

Send Confirmation Email

You may opt to have the system send a confirmation email when users make reservations.

1. Check the Send Confirmation Email checkbox to send a default confirmation to the
logged in operator's email address on record and to the email address provided at login.

2. EMAIL FROM: Enter the Motor Pool email contact address.

@ i you enable the Send Confirmation Email, it is necessary to ensure that Operator
IDs have email addresses on the operator record. If this option is enabled, be sure to
add the email address on the Operator Primary Information. If a user does not have
an email address, or is not required to enter an email address at log in, an error may
display when creating a new reservation.
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Configuring the Reservations Module

Edit Confirmation Template Button

The Edit Confirmation Template button takes you to the Edit Confirmation Template popup to
edit both the printer friendly and email versions of the reservation confirmation.

‘ Edit Confirmation Template ®

Email Subject Line” |Resemvation ID [RESERVATION ID] is [RESERVATION STATUS] and CC is [CONFIRMATION CODE]

Message Text Restore Default

Vehicle Reservation Details

ON ID] is [RESERVATION STATUS].

Fax:

Pickup Time:
Return Time: DAT! ETURN] )

Keywords| ACCOUNT ID

| Insert into Iessage - OR - Insert into Subject

cancel || Save

To delete a line from the confirmation:
1. Click Edit Confirmation Template.

2. Highlight the line you want to delete and press the Delete key.

Wehicle Resgserwvation Details

ID [RESERVATION ID] is [RESERVATION STATUS].

HThe line no longer displays.

ERLTOR NRME]

WORE PHONE]

3. Click Save.

To add a line to the confirmation:
1. Click Edit Confirmation Template.

2. Click the down arrow in the Keywords drop-down box.

Edit Confirmation Template x

Email Subject Line: R ID [RESERVATION ID] is [RESERVATION STATUS] and CC is [CONFIRMATION CODE]

Message Text Restore Default

ACCOUNT ID &
Verie1e| DATETIME EXPECTED RETURN
DATETIME REQUIRED

Resexva|DATETIME RESERVED VATION

DEPARTIENT ID
=|DISPATCH LOCATION ADDRESS LINE 1
| DISPATCH LOCATION ADDRESS LINE 2
%|DISPATCH LOCATION ADDRESS LINE 3
DISPATCH LOCATION ADDRESS LINE 4
Fickup |DISPATCH LOCATION FAX
DISPATCH LOCATION ID
DISPATCH L OCATION PHONE
DRIVER LICENSE
HUMBER OF PASSENGERS
PRIMARY OPERATOR ID
OPERATOR NAWME
OPERATOR WORK PHONE
POOL VEHICLE TYFE

RATES
Eickup |RESERVATION ID 5
Return |RESERVATION STATUS 1
CONFIRMATION CODE =
Keywords | ACCOUNT ID Insert into Message - OR - Insert into Subject

Cancel Save
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Configuring the Reservations Module

3. Select the item from the list to add to the confirmation.
The item displays in the Keywords field.

4. Click Insert into Message or Insert into Subject.

‘ Edit Confirmation Template

Email Subject Line ‘Reasmahmw ID [RESERVATION ID] is [RESERVATION STATUS] and CC is [CONFIRMATION CODE] ‘

Message Text Restore Default

Work Prome: OFEZRATOR WORK EHONZ]

Rental Rates:

CC is [CONFIRM

nt is [NUMBER OF PAS:

insert into Messagd)- OR|

Keywords | DRIVER LICENSE 3

Cinsert into Subject

[ cancel || Save

The item displays at the bottom of the message (if you selected Insert into Message) or
in the Email Subject Line (if you selected Insert into Subject).

‘ Edit Confirmation Template

Email Subject Line ‘Resewatmu ID [RESERVATION ID] is [RESERVATION STATUS] and CC is [CONFIRMATION CODE] |

Message Text Restore Default

Tork Phone: [OFERAIOR WORK EHONE]

Keywords ‘ DRIVER LICENSE ¥ | Insert into Message - OR - Insert into Subject

[ cancel ] Save ]

5. To move the line, highlight the line, and drag and drop the item in the desired location.
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Edit Confirmation Template

Email Subject Line: |Reservation ID [RESERVATION ID] is [RESERVATION STATUS] and CC is [COMFIRMATION CODE]

Message Text Restore Default
v

COUNT 1ID]

CR WCREK PHCNE] —
Drag to new location

Keywards | DRIVER LICENSE * | Insert into Message - OR - Insert into Subject

I Cancel H Save ]

The item displays in the new location.

Edit Confirmation Template

Email Subject Line: |Reservation ID [RESERVATION ID] is [RESERVATION STATUS] and CC is [CONFIRMATION C|

Message Text Restore Default
Work Frnome: [ R¥ EPHONE]

Venicle Type: [POOL VEHICLE TYFE]

CC is [CONFIRMATION CODE]

Passenger Count is [NUMBER OF PASSENGERS]
Keywords | DRIVER LICENSE ¥ |Insert inte Message - OR - Insert into Subject
[ Cancel ] [ Save ]

6. You may edit the template further by adding a label, formatting spacing, etc.
7. Click Cancel to discard the changes and return to the settings page.
8. Click Save to save the template.

Valid Email Domains and Domain Error Message

Valid Email Domains: This field allows you to restrict the email domains associated with
making reservations.

To restrict the email domains associated with making reservations:
1. Type the valid email domain in the field.

2. Click Add to add it to your list of Valid Email Domains.

Reservations - Administrator Guide
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3. To remove one of the email domains from the list, select the one to be removed and
click Remove.

4. Click Remove All to remove all the domains from your list.)
4 If no domains are specified, then ALL email domains will be accepted.

Domain Error Message: This field allows you to customize the message that appears when an
incorrect domain is used.

) Enter the message to appear upon using an incorrect domain.

Customizing the Reservations Module Header

The graphic at the top of Reservations can be customized for your organization by setting up a
separate instance of the web files specifically for the standalone portal and replacing that copy
of the mylogo.gif file with a .gif file of your organization’s logo. The file to replace is located in
the Images folder of the standalone portal instance. Be sure to keep the filename mylogo.gif
when customizing the header with your organization’s graphic. For the page to look right, it is
recommended that the logo dimensions not exceed a width of 5 inches and a height of 0.75
inches.
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Understanding the Reservations Module

4. Understanding the Reservations Module

The following section outlines how to use the Reservations Module.

Accessing Reservations

When users enter the standalone web address or click on the tab for the Reservations module,
they are presented with the User Interface Definition fields you configured as Administrator.
Required fields presented here must be completed prior to clicking the Login button.

4 Depending on your configuration, the prompts displayed on the initial Reservations page
may differ. Either Email address/Operator ID prompts or User name/Password prompts will
display.

Reservations Driver Details and Main Menu

Click the Login button to open the Main Reservations page appears. From this page, users may
update driver information, make a new reservation, and view, modify, or cancel an existing
reservation.

My Info Section

The My Info section displays all operator details as configured on the Reservations Setup page.

Reservations #

Operator ID

Name Address Line 1
Department ID Address Line 2
Account ID Address Line 3
License Expiration Date 08/30/2026 Address Line 4

Email Address
Mobile Phone Work phone

@ Reservations must end prior to the driver’s license expiration date or an error will occur.

The user can update the driver details if the administrator configured the Reservations Module
to allow drivers to update details on the Reservations Setup page. When configured as such,
the Update My Info button displays in the top right portion of the page to provide drivers with
updating capability. See the next section for more information about updating driver details.
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Understanding the Reservations Module

What Do You Want To Do? Section

| Update My Info |

| New Reservation |

Based on module options, in this section, the user is able to select between updating their driver
details, making a new reservation, or logging out of the system by clicking on the desired button.

Update My Info Button

The Update My Info button displays only if Reservations was set up to allow operators to edit
their operator profile and contact information. When you click the Update My Info button, the
Operator Details page displays.

Operator Details Page

Click the Update My Info button on the Main Reservations page to display the Operator Details
page.

Operator Details

Operator ID

Operator Information

Name

License Expiration Date |09I3012I]25 l:

Account [D |\Z\

Department |D | \I\
Contact Information

Address ID | I[-]

Address Line 1

Address Line 2

Address Line 3

Address Line 4

Mobile Phone

Work Phone

Email Address

‘ Back | | Save |

On this data entry page, the operator may view and edit their operator profile information by
entering the correct data and clicking Save. This automatically updates the Operator
Employment information and Successful Update displays at the top of the page.

4 Depending on your configuration, this page will display with fields that are restricted or
unrestricted for updates. The fields may be customized through Ul controls.
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L1 I primary operator cannot create or update an existing reservation if the operator does not
pass the “Validate operator testing on reservations” and Operator Test Type and Results
validations on the Motor Pool Center screen in Enterprise Portal.

New Reservation Button

Click on the New Reservation button to create, modify, or cancel reservations, and search for
and join rideshares. When you click the New Reservation button, the initial Reservation
Information page displays. See the Create a New Reservation section below for information
about making a new reservation.

Logoff Button

Click Logoff to logout of Reservations.

My Reservations Section

The My Reservations section of the main page provides a list of all the user's reservations
including the Reservation ID and Confirmation Code, Status, Pickup Date & Time/Return Date &
Time, Vehicle Type including whether it is a rideshare (indicated by ), and Pickup Location.
During configuration, the administrator may choose the setting Allow STANDBY Reservations. If
this setting is selected, STANDBY reservations also display.

14 status types may include the following;

e APPR REQD: Dispatch has not yet approved reservation

¢ COMMITTED: Reservation has been confirmed for a specific vehicle

e CONFIRMED: Reservation is confirmed

o DISPATCHED: Vehicle is out for use and due by the return date and time
e LATE: Vehicle is overdue — late fees may be assessed

o STANDBY: Vehicle is not yet available.

My Reservations

Reservation ID.

Pickup

Vehicle Type Pickup Location

Expand Al ] _Collapse All
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Understanding the Reservations Module

Red Question Mark Ilcon

The red question mark icon displays in the far-left column of the My Reservations section when
the More Information Required checkbox is checked on the Motor Pool Center screen.

1. Click the red question mark icon takes you to the Reservation Detail page with a Click
here link to the Notes pop in where you may enter the additional information.

a
x
i More info needed] Click here’yo enter new note E‘
Hotes Reservation I 1243
Cancel Reservation Status STANDBY
Printer Friendly Confirmation Code
[Change ] Reservation for MOLLYT: MARY THOMAS
8
ARTHUR ST Department LMDEPT1 - LM DEPARTMENT 1
SAN DIEGO
4 - 52000 Email confirmation will be sent
Phone: 1234567850  Fax: 2345678501 To: Marythomas@erg. COM
Secondary Email
[ Chang=] Vehicle type: MITTYPES [Change ]
$  Rateperhour $10.00
‘ Rate per meter 1 unit $8.00
Additional Operators &3 ]
Delate Operator ID Operator Name
[ Back l [ New Reservation ]
Notes x
Notes
—12/2002010 2:19:22 PW - RANMIS - RICHARD -

ADD DESTIMATION

New Note

[ Cancel ] [ Save New Note ]

2. Enter a new note and click the Save New Note button to save the note.
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Understanding the Reservations Module

This subsequently removes the red question mark icon from the reservation column on

the Main Reservation page.

Notes

x|

Notes
— 1220020140 219:22 PM - RAMMIS - RICHARD -
ADD DESTIMNATION

—121M7/2009 7:46:54 AN - KRISHNA - KRISHNA -
LARGE TRUNCK

New Note

Zan Francisco

] [CSave New Note jb

l Cancel

You are returned to the Reservations Detail page. See the Reservations Detail Page
section for more information about this page.

Expand and Collapse Buttons (+/-)

The + (expand) button to display additional operators on the reservation (if settings allow
additional operators). Likewise, the - (collapse) button hides the additional operators from view.

The following is a screenshot showing the expanded view of the My Reservations list.

My Reservations

Pickup Date & Time
Return Date & Time

01/25/2012 13125

[ CONFIRMED 01/27/2012 12:45

01/26/2012 14:20

[CONFIRMED 01/28/2012 14:30
JANE MORRISON

JERRY ROBERTS.
JOHN HARTMANN

01/28/2012 13:15

JACK JOHNSON

Reservation 1D Status* Vehicle Type
1230
Confirmation Code: 888395

P120 - SEDAN

1284
Confirmation Code: 670754

Operator 1D

P120 - SEDAN

Operator Name.
1000-02
1000-05
194610611

1293

Confirmation Code:

Operator ID Operator Name.

1000-01

* APPR REQD: Dispstch has not yet appraved reservation;

STANDBY: Vehicle not yet svailsble;

P210 - VAN - SMALL (1/4 TON TO 1/2
ON)

Pickup Location
1000 - FULL SERVICE SHOP

&5 1000 - FULL SERVICE SHOP

1000 - FULL SERVICE SHOP

v

( Expand Al [ Collapse Al
—

¢ Inthe expanded view, if you are not the primary operator on a reservation, the primary
operator will be indicated by an asterisk in the Primary column.

Pickup Date & Time.
Return Date & Time

01/26/2012 14:30
[FEE A 01/28/2012 14:30

Operator ID

Reservation ID Status*

Bl
Confirmation Code: 670754

Primary
1000

1000-05
194610611

MARY SMITH
JERRY ROBERTS
JOHN HARTMANN

Vehicle Type Pickup Location

P120 - SEDAN AL 1000 - FULL SERVICE SHOP

‘Operator Name

e Hover over the asterisk to see the Primary Operator’s Contact Information as shown

below.
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Understanding the Reservations Module

My Reservations

Reservation ID Status* Pickup Date & Time

Return Date & Time

1294 01/26/2012 14:30 T = T - .
) Confirmation Coda: 670754 [T EY 01/28/2012 14:30 AL 1000 - FULL SERVICE SHOR

@ry Operator ID Operator Name
< ®

\ 1000: MARY SMITH

Vehicle Type Pickup Location

Contact Info
Phone: B88-121-1212
Email:  NAMEEMYCOMPANY.COM

The following screenshot shows a Collapsed View of the My Reservations list.

My Reservations
Reservation 1D Status* T Vehicle Type Pickup Location

2 1291 01/25/2012 13:15
? Confirmation Coda: 593444 01/28/2012 12:30

1287 08/16/2010 12:00 R - R

P120 - SEDAN 1000 - FULL SERVICE SHOP

1250 01/25/2012 13:25
Confirmation Code: 888395 01/27/2012 12:45

1233 01/28/2012 13:15 P210 - VAN - SMALL (1/4 TON TO 1/2 ~

P120 - SEDAN 1000 - FULL SERVICE SHOP

~ APPR REQD: Dispateh has not yet approved reservation
‘COMMITTED: Resenvation confirmed for a specific vehide

CONFIRMED: Reservation confirmed
DISPATGHED: for use and due by the retum date and time ———
LATE: Vehicie is o
STANDEY: Vehicle

late fesis) may be assessed
yet susilable;

Reservations ID Link

In the Reservation ID column of the My Reservations area, the reservation ID is a link to the
Reservation Detail page. Clicking this link takes the user to the Reservation Detail page so they
may view, modify, cancel, print, or add notes to the selected reservation. See the Reservation
Detail Page section for more information about this page.

Confirmation Code

In the Reservation ID column of the My Reservations area, the confirmation code is displayed
so you have access to your confirmation code while you still have the vehicle. This can help you
when returning your key to the key box if using KeyValet.

Create a New Reservation

When you click the New Reservation button on the Main Reservation page, the initial
Reservation Information page displays as shown below.

Reservation for MOLLYT: MARY THOMAS
Pickup Location

WTLOCT - MOLLY LOCATION v Department; LMDEFT1 - LM DEPARTMENT 1

Email confirmation will be sent
2345678901 To: Marytnomas@org.COM

Se 7
Pickup * Secondary Email

121192010 12:28 52

To create a new reservation, complete the following steps.
1. Pickup Location: Select a location from the dropdown list.
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o The dropdown is a list of locations that operator supports, based on application
settings and web module settings.

» |f module settings are set to use FA operator locations, then only those
locations are considered.

= |f module settings are set to use user-defined locations, then the
supported locations includes the user-defined locations list, but only those
locations that the FA Operator supports.

= |n other words, FA Operator supported locations are ALWAYS
considered, but the module settings may restrict those locations further.

o Defaults to preferred location, if defined (Application - Operator Details)

o The currently selected location's address/phone/fax is displayed, and will be
updated via AJAX if selected location changes.

2. Pickup: Enter the date/time manually or with the calendar selector.

o Date and time that vehicle will be picked up.

= Defaults to X minutes from now (rounded to nearest five minutes) where
Xis configured via web module settings (Default Value = 15 minutes).

3. Return: Enter the date/time manually or with calendar selector.

o Date and time that vehicle will be returned.

» Defaults to same value as pickup date/time to keep calendars in sync.

(4 Note: Setting pickup date to a date later than the return date will
default the return date to the pickup date.

4. Secondary Email: Enter email if desired.

o Used to display/modify the additional email address to which email notifications
may be sent.

o This field is only visible if email confirmation is enabled (via Web Module
settings).

o Email notifications will be sent upon reservation creation, modification, and
cancellation, and will be sent to the operator's email address (if any), and any
email addresses in the Secondary email field (which could be a comma
separated list of addresses, if desired).

[=

The system does NOT validate email addresses. If there are any problems with the string of
email addresses (badly formed addresses, inappropriate characters, etc.), then email
notifications will not be sent. The user will be informed of any problems with the email
server/email addresses, but not until AFTER the reservation has been saved. So in the case
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of email error during cancellation or creation, no emails will be sent. However, in the case of
modification, the user may attempt the modification again (with corrected CC: email
address) to resend the email notification.

Based on the selected location, and the pickup/return time range, the system will display
the available vehicle types, and rideshares for that time window (including those that the
operator has already created or joined.

Reservation for MOLLYZ: MARY THOMAS
Fickup Location

MTLOCA - MOLLY LOCATION v Department: LMDEFT1 - LI DEPARTMENT 1
Email confirmation will be sent.

78501 To: Marythomas@org.COM

Pickup Return Secondary Emall

122002010 03:15 P = 01/04/2011 015 PIY B
TYPES AVAILABLE TO RESERVE JOIN A RIDESHARE
ﬂg[ﬂ?iﬂo:\,ﬂ.w TrPEL cosachid :15'1‘::r E::Hﬁcn :ﬁt‘fes: 30,2010 12:00 PR
To! Tue, Jan 04, 2011 12:00 PI
Show More

5. Select a vehicle for the reservation OR join a rideshare.

Skip to the Select a Vehicle or the Join a Rideshare sections below to learn about
completing your new reservation based on your preference as well as vehicle and
rideshare availability.

Select a Vehicle

Once you have entered the reservation pickup location and timeframe, the Types Available to
Reserve area of the Create a Reservation page will list available vehicles based on the
timeframe entered.

TYPES AVAILABLE TO RESERVE

MTTYPE1 Capacity: 3 10/ hour E
nrr elect
MOLLY POOL VEHICLE TYPE1 $38 / day -

Show More

Types Available to Reserve

If the operator has a preferred vehicle type, and if that type is available, then only that type will
show (as indicated by the star icon next to the vehicle type ID).

1. To see other available types and unavailable types, click Show More link.

TYPES AVAILABLE TO RESERVE
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Understanding the Reservations Module

The Unavailable Types list shows all the vehicles that may be reserved as STANDBY.

TYPES AVAILABLE TO RESERVE JOIN A RIDESHARE
mTTYPEL K Capacty: 3 810/ hour - Destination: DALLAS
MOLLY POOL VEHICLE TYPE1 538/ day From Thu, Dec 30, 2010 12:00 PM
To Tue, Jan 04, 2011 12:00 P

UNAVAILABLE TYPES
oo e Hitho
1C'EH5:$Z Capacty: 0 :azﬂé:zur

If the operator does not have a preferred type, or if the preferred type is not available for
that location/date range, the Unavailable Types list automatically shows the vehicles
available for STANDBY as shown in the screenshot below.

ITYPES AVAILABLE TO RESERVE JOIN A RIDESHARE
WEHICLE Capacty & $120.60 / week Select | Dstination. ALBANY
MPVAN - 3 DO0R MOTOR POGL VEHIGLE 540000 § men B | B Fem Won, tovet, 2019 03:26 PM
To: Twe, Bov 16, 2010 03:15 PM
Destinaton: ALBANY o
[UNAVAILABLE TYPES From Thu, N 18, 2010 03:30 P Jain
LMMPTRUCK c ° 0001 I To Fri, Mow 19, 2010 0330 P
WOTOR POGL VEHIGLE - TRUCK 50.0% 1 month | Select |
LM-MP.TYPE Capaciy 4 20,00 1 week el
MOTOR POOL RENTAL TVPE 03 - APPRLREOD 5004 1 month ot
RATEZ Capacty & 15000 [ week T
COMPACT CAR $500.00 / monin L J
SEDAN Capocty: & 120,00 f week r—
FORD CROWH VICTORA WOTOR POOL CAR - 4 DR 340000 { merins L
ek Lo

2. Click Select to select a vehicle.

Reservation for 1000: MARY SMITH
Pickup Location TR TSR
1000 - FULL SERVICE SHOP v BALOS VERDES Department: 1000 - MOTORPOOL DEPARTMENT
A
90281 Email confirmation wil be sent.
Phone: 463-771-1827  Fax: 246-381-8714 To: NAME@MYCOMPANY.COM
Pickup Return ce |
T e
Back
TYPES AVAILABLE TO RESERVE JOIN A RIDESHARE
p120 A ) No rideshares available at the selected pickup location for the
SEDAN EEELRY .. above dates.
Show More
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Understanding the Reservations Module

The Additional Information page displays.

[ Change ]
3483 MAIN STREET
PALOS VERDES
CA
90281
Phone: 463-771-1827  Fax: 246-381-8714

Reservation for 1000: MARY SMITH
Department: 1000 - MOTORPOOL DEPARTMENT

Email confirmation will be sent
To: NAME@MNYCOMPANY.COM

cc:

Account D
[ = PRI
Work Order ID Task D
G | ]
Destination
Vehicle type: P120 [ Change |
Reservation Note SEDAN
e ooy 3|
Additional Operators [ Rideshare
Delete Operator ID Operator Name.
i | |G |
Back ] [ Cancel ] [ Confirm ]

(4 The Pickup Location, Pickup and Return Dates, and the Vehicle information may be
edited by clicking the [Change] links.

s [ Change ] )
cA

0281 Email confirmation will be sent
Phone: 463-771-1827  Fax: 246-331-8714 To: NAME@HYCOMPANY.COM

Reservation for 1000: MARY SMITH

3463 MAIN STREET
Department: 1000 - MOTORPOOL DEPARTMENT

ce:

ETE— Crea—
Account ID
(0 e oeenone
‘Work Order ID Task D
JEC ] (8]
Destination

Vehicle type: P120
DAN

Reservation Note

i comscty [3 |
Additional Operators [ Rideshare
Delete Operator ID Operator Name.
LTI & |
Back ] [ Cancel ] [ Confirm ]

3. Enter the following (OPTIONAL) information:

o Account ID

= Defaults to the operator's Account ID, if defined (based on preferred
location).

= Only editable if the operator is allowed to edit the Account ID (via Web
Module settings) — otherwise, the field is read only. If editable, the
Account ID textbox and choice-list is useable.

o Work Order ID and Task ID
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Understanding the Reservations Module

=  Enter the work order and task ID information to associate it with the
reservation.

(4 Note: These fields are only visible if Allow charging usage on work
orders is set on the Pool Vehicle/Resource Types screen.

Pool Vehicle/Resource Types ADMIN MO/

Select Filter -
Q o ®
Search | Reload Sort Select Sort - MNew

Pool vehide/resource type
Basic Info

Availability Basic Info
Adjustment

Diescription
Rental Rates

Screen message
Other Types Print message

Supported Locations Capacity - maximum number of passengers

Statistics
Qutside rental agency vehicle type

Rental agency ID
Active

C Allow charging usage on work ordeD

Associated file

Path and file name

o

o Destination
= Plain text description of the destination.
o Reservation Note

= Entering a note here will post an optional note to the reservation when it
is created. Notes may also be added after the reservation is created.

o Capacity

= Capacity defaults to the number of passengers (or seats) in the vehicle,
as defined by the Vehicle Type itself. It may be changed by the user, but
changes are not validated by the Web Module.

= The capacity value affects how many additional operators can be added.
Once the number of additional operator rows is equal to or greater than
the capacity minus one, the user will not be able to add more operators
until capacity is increased (primary operator is always included as a
passenger).
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Example: If Capacity is set at three, then the number of seats available is two
(capacity minus one seat for the operator), so the user will only be able to add
two additional operators.

= |f the userincreases the capacity to five, then she will be able to add up
to four additional operators.

» If the capacity is decreased, then any additional operators already
entered will not be removed, even if the number of operators exceeds the
number of available seats. In this case, it will not be possible to add more
operators, if already at the limit for number of seats.

o Additional Operators

= This area is only visible/editable if additional operators are allowed on the
reservation (via Web Module settings). Note that the above setting also
controls whether Rideshare is supported. If additional operators are NOT
allowed, then it will not be possible to create/search/join rideshares via
the Web Module.

= Operators can be entered by either ID or Name (will lookup Name from
ID, and vice-versa).

= See Capacity rules above for usage explanation. Note that even if
DELETE is checked, the user will not be able to add operators if the
vehicle is already at capacity. In this case, the user will be required to
CHANGE Operator IDs rather than delete and add (although delete and
add is possible, it may require multiple steps, and is not recommended).

o Rideshare flag

» This flag indicates that the reservation is a Rideshare, in which case other
operators will be able to search, view, and join the reservation as
additional operators. Note that these other operators will not be able to
modify reservation details, and will not be able to view the confirmation
code. The primary operator is 100% responsible for the reservation,
and for the costs of reservation/rental.

4. After completing the above information, select the desired action from the buttons on the
bottom of the page. Actions available include the following:

o Back: Click the Back button to go back to the previous step.
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Understanding the Reservations Module

[Change ]
3463 MAN STREET
PALOS VERDES

cA
90281
Phone: 463-771-1827  Fax: 246-381-8714

fwormwsss ] [eeeoss

Account I

1000-01 () AL operaTioNs

Wiork Order ID TaskD
[1000 |01 [ | [1s083 | () R sTEERMG WiHEEL
Destination

[oaLLAs

Reservation Note
NEED LARGE TRUNK

Additional Operators

Delete Operator ID Operator Name

O [ro00-0¢ |(=) [sam ADAMS ]

o | [ ] |

Cancal Confirm

Reservation for 1000: MARY SMITH
Department: 1000 - MOTORPOOL DEPARTMENT

Email confirmation will be sent.
To: NAME@MYCOMPANY.COM

ce: |

Vehicle type: P120 [Change]
SEDAN

& Capacty

[ Rideshare

= Any entered values will be saved, but may change if a different set of
dates or vehicle types is chosen. Note that since the available vehicle
types and rideshares is based on location and date, it is not possible to
only change the location or date without choosing the vehicle type again.

o Cancel_: Click this button to abandon the reservation and go to the previous
page. A dialog box prompts you that you will lose unsaved changes.

[ Change |
3463 MAIN STREET
PALOS VERDES
cA
90281
Phone: 463-771-1827  Fax: 246-381-8714

wrmess ] [eeeess

Account D

1000-01 () ALL operaTIONS

Wiork Order ID TaskD
[1000 [ [z01 [ | [1s083 |[2) ~m sTezRMG WHEEL
Destination

[parLas

Reservation Note
NEED LARGE TRUNK

Additional Operators

Delete Operator ID Operator Name

| [1000-0¢ |(Z) [sam ADAMS |

o | ] | |

Reservation for 1000: MARY SMITH
Department: 1000 - MOTORPOOL DEPARTMENT

Email confirmation will be sent.
To: NAME@MYCOMPANY.COM

ce: |

Vehicle type: P120 [Change ]
SEDAN

&3 Capacity
[ Rideshare

o Confirm: Click Confirm to try to create or update the reservation.
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Understanding the Reservations Module

Account ID
1000-01

Work Order ID

(&) AL operaTioNs

Task D

[Change ]
3463 MAN STREET
PALOS VERDES

cA
90281
Phone: 463-771-1827  Fax: 246-381-8714

Reservation for 1000: MARY SMITH
Department: 1000 - MOTORPOOL DEPARTMENT

Email confirmation will be sent.
To: NAME@MYCOMPANY.COM

cc

1000 (BEXEIE 15083 [ riR sTEERNG WhEEL
Destination
DALLAS
Vehicle type: P120 [Change]
Reservation Note SEDAN
NEED LARGE TRUNK
&7 Capaciy |3
Additional Operators O Rideshare
Delete Operator ID Operator Name.
O 1000-04 (&) [sam Apans
O J

If this is a new reservation, and if the module setting Require confirmation response
prior to processing reservation is enabled, the user is prompted to create the

reservation.

Message from webpage

\;‘:) Click QK ko create rese?ﬁor CAMCEL to make changes

C

QK

}’ Cancel l

o Any errors will be displayed to the user so they can be corrected.

If the module setting Allow STANDBY reservations is enabled, AND if the
selected vehicle type is not available, the user may be prompted to make a
STANDBY reservation. (The user may also, at this time, choose to change the
reservation before creating it).

o If successful, the page will refresh and user will see the confirmation number and
saved reservation details. A red box also displays the user-defined Thank you
message, if defined (via Web Module settings). If there are any errors, they are
displayed in the red box.
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Understanding the Reservations Module

ﬂNew reservation 1296 saved with status CONFIRMED. )
= =

ILI Reservation D 1296
Cancel Reservation Status. CONFIRMED
Printor Friendly Confirmation Code 477370
[Change] Reservation for 1000: MARY SMITH
3463 MAIN STREET
PALOS VERDES Department: 1000 - MOTORPOOL DEPARTMENT

ca
90281
Phone: 463-771-1827  Fax: 246-381-8714

[ Change ] Veicle type: P120 [ Change]
SEDAN
$ Rate per month $0.00
[ 1] | Il Rate per week 5000
Rate per day $15.00
Rate per hour 50.00
[ Rale per meler 1unit 0.0
& L]
Back ][ NewResenation ]

o Clicking the Back button on this page returns you to the Main Reservations page
where the newly created reservation shows in the My Reservations list as shown
below.

Reservations #

e What Do You Want To Do?
Operaior 1D 1000
Name MARY SWITH

Address Line 1 233 BROADWAY AVE

DeparimentiD

Address Line 2 CERRITOS
Address Line 3 A

Account © Address Line 4
License Expiraton Date 08312015 Work phong 88-1211212
Emaf Address NAME@NYCOMPANY.COM

My Reservations
Rasarvation 10 Status® Pichup Date & Tene Return Date & Tene Vahicke Type Pickup Location

Co conFirmen /20 & /204 3 3 1 . P
C s ——— conriameo (TR OIS 153 S 00 UL SOICH 308

* PSR REDD: Disatch Ras et yel spsesves ressrvaten;

COMUITTED: Reservation confimed for a sgecific ehicie

CONFRMED: Reservation confrmsd

DESPATCHED: Viehicke & out for s 40 dus by The fetur dale 5o ts
LATE: Weticie i owerdue - late tro{s) may b assessed

STANDEY: Vehicis nst yot avadabi.

If this is an existing reservation, then any changes will be saved.

o On a successful create or update, if the module setting Send Confirmation
Email is enabled, the system will attempt to email the operator and the address
in the Secondary Email: field (if any).

o If this reservation was in STANDBY status (and does not need an approval), and
there is now a vehicle ready for the reservation, the reservation will be set to
CONFIRMED.

o If there are any problems sending the email confirmation, then the email will not
be sent, and the user will be notified of the error. Please refer to the Reservations
Portal Settings section for more information about the email options, including
Valid Email Domains.
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Join a Rideshare

When an operator creates a rideshare reservation, he is automatically joined to that rideshare
and the Join button is disabled. Hovering over the Join button displays Already Joined, and
the rideshare details indicate the operator has already joined the rideshare.

JOIN A RIDESHARE

Destination: DALLAS

From: Thu, Dec 30, 2010 12:00 PR
Contact: To: Tue, Jan 04, 2011 12:00 PI
MARY THOMAS
858-755-1111
Marythomas@org. COM

Destination: DALLAS
From: Thu, Dec 30, 2010 05:15 P
To: Tue, Jan 04, 2011 05:15 PM

MTTYPE1
MOLLY POOL VEHICLE TYPE1

2 seat(s) availahle

You have already joined this rideshare

Already joined.

Hovering or tabbing over a rideshare item will reveal the rideshare details, including the Contact
(Primary Operator), Vehicle Type, and Number of Seats Available. It will not display the

names of the other passengers in the rideshare.

JOIN A RIDESHARE

Destination: DALLAS

From: Thu, Dec 30, 2010 12:00 PM

To: Tue, Jan 04, 2011 12:00 P

Destination: DALLAS

From: Thu, Dec 30, 2010 05:15 PM
Contact: To: Tue, Jan 04, 2011 05:15 P
MARY THOMAS

858-755-1111
Marythomas@org.COM

MTTYPE1
MOLLY POOL VEHICLE TYPE1

1 seat(s) available

l_Jﬁin_/

1. To join a rideshare, click the Join button.

A dialog box verifies that the user wishes to join the rideshare.

. Message from webpage EJ

x‘_?/ Join this rideshare?

l Ok I [ Cancel ]

2. Select OK to join the rideshare.
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The page will refresh and the user sees the rideshare view of the Reservation Detail
page which includes the list of other operators and an option to leave the rideshare.

Ressrvation for MOLLYT: MARY THOMAS

Vehicle type: UTTYPES
MOLLY POOL VEHICLE TYPEY

LT

Leave Rideshare

Holes | Reservaton D MTLOCA-2010-000003 e
Printes Friondly Staten CONFIRMED
Fax
Dalate Gparator 1T Operator Name
Back || Mew Reservation |

For more information about the Reservation Detail page, please refer to the Reservation Detail

Page section below.

Reservation Detail Page

After clicking the Reservation ID on the Reservations main page or joining a rideshare, the
Reservation Detail page displays with the specifics for the reservation. This is where the user
may create, view, modify, cancel, print, or add notes to reservations. This section outlines the
features of the Reservation Detail page for a reservation you have created as well as a
rideshare reservation you have joined. Not all combinations of application and module options
are covered. However, they are discussed where they have an effect.

Reservation You Have Created

The following screenshot shows a sample Reservation Detail page for a rideshare reservation
you have created (where the operator is the Primary Contact for the rideshare).

Reservation I MSTLOC-2009-000003 Rideshare Contact Name: MARY THOMAS
Cancel Reservation Status CONFIRMED Email  Ha
Printer Friendly Confirmation Code Phone: 858-755-1111
| Change ] Reservation for MOLLYT: MARY THOMAS
Department: LMDEFT1 - LI DERARTHENT 1
Email confirmation wil be sent.
To: Warythomas@org.COM
Secondary Email
[ Change ] Vehicle type: MTTYPE1 [Change]
MOLLY POOL VEHICLE TYPE1
$ Ratepermonth
wesk
Additional Operators T
Delete Operator ID Operator Name Rate per meter 1 unit
Az
Back ] [ New Reservation
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For the above scenario, the following Action buttons are available on the Reservation Detail
page:

Notes Button
Click this button to view or add notes.

Cancel Reservation Button

Click this button to cancel this reservation. This button is only visible to the reservation creator
(primary operator). If it is successful, the page refreshes and shows the reservation in canceled
status. The user-defined Cancel Message is displayed, if it was defined (via the Web Module
setting).

N cancellation charge may be incurred depending on Application settings.

& After the user leaves the page, it is not possible to view a canceled reservation again
through the portal. If it fails, the error message will display.

Printer Friendly Button

Click this button to show printer friendly output (based on the Email Confirmation Template in
the Web Module settings).

[Change]
Clicking this link allows the user to change location, dates, vehicle type, or change Additional
Info (depending on the context).

Back Button
Click this button to go back to the previous page.

New Reservation Button

Click this button to begin creating a new reservation as outlined in the Create a New
Reservation section.

The sections of the page provide information as outlined below:

Reservation Header

This section provides reservation information including:
e Reservation ID
e Status

¢ Confirmation Code — The confirmation code is only visible to the reservation creator
(primary operator).
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Rideshare Contact
The rideshare contact information only shows for rideshares and is visible to members of the
rideshare. The following information displays:

e Contact information for the primary operator including Name, Email (mailto: hyperlink),
and Phone.

Operator Information

Pertinent information about the currently logged in operator displays including:
e Reservation for - Current operator's ID: Name
o Department - Current operator's Department ID - Name

e Email information - Shows operator's email address and optional CC: field (which is only
visible if email confirmation is sent (via the Web Module settings).

Rideshare Reservation You Have Joined

The following screenshot shows a sample Reservation Detail page for a rideshare reservation
you have joined (a reservation where the operator is NOT the Primary Contact for the
reservation).

Rideshare Contact Name: MARY T

Reservation D MTLOCA-2010-000010
Emai Ma ou
Printer Friendly Status CONFIRMED e eeTEet1in

Reservation for MOLLYT: MARY THOMAS
Department: LMDEPT1 - LI DEPARTMENT 1

Emall confirmation will be sent.
To: Marythomas@org.COM

Secondary Email

Vehicle type: MTTYPE1
MOLLY POOL VEHICLE TYPE1

s Rate per menth
Rate per week
Rate per day
Rate per hour
Rate per meter 1 unit

Additional Operators
Delete Operator ID Operator Name

A

Leave Rideshare

[ Back H New Reservation ]

For the above scenario, the following Action buttons are available on the Reservation Detail
page:

Notes Button
Click this button to view or add notes.
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Printer Friendly Button

Click this button to show printer friendly output (based on the Email Confirmation Template in
the Web Module settings).

Leave Rideshare Button

Click this button to quit the rideshare. Your Operator ID is removed from the list of additional
operators.

Back Button
Click this button to go back to the previous page.

New Reservation Button
Click this button to start the Create a New Reservation process.
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Appendix A. Setting up a Standalone Portal

The Reservations portal can be set up as a standalone site for users without a system login. It
can then be used like a kiosk station where users can enter reservations. To use the portal as a
standalone site, an administrator must set up the shared user settings with an access user login
that will be used for anyone accessing the system to make reservations.

After the standalone portal is set up, the only requirement from a user trying to make a
reservation is to know the URL for the website.

i

(4 When using Reservations as a standalone portal (kiosk), to prevent users from accessing
anything beyond the standalone portal, locate the file WebDesktopDefault.aspx (in the Web
Modules root directory) and prevent access to it by right-clicking on the file, going to

"Security" tab, and denying access to the USERS group (effectively blocking access from all
users of the computer).

@ The following processes are for organizations that allow users outside of their system to
make reservations.

Configuring Reservations as a Standalone System

Use the following process to access the Reservations portal setup page for the initial setup and
any subsequent changes.

To access the Vehicle Reservations Settings page:

1. Enter the following URL. Replace the hostname and alias bracketed text and enter the

rest of the URL as shown. Alias refers to the name given to your Web Modules web
instance.

http://<hostname>/<alias>/FAReservationsPortal/EditReservationsPortal.aspx

This URL opens the Administrator Login page.

FA Administrator Login required
User ID |

Password

Login Cancel

@ It is recommended to set the Authentication timeout value in the Configurator for
standalone Reservations to 20 minutes.

2. Complete the fields with your user ID and password.

3. Click Login.
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Understanding the Reservations Module

The Vehicle Reservations Settings Page displays.

[3

Security Options
(] Require FA User for each Operator FA Reservation
Shared User Settings Source | |

Home URL 'RESERVATIONLOGIN ASPX |
Restore Default

Operator Permissions

Allow creation of new operators (applies to Use the following FA authentication fer all logins)
Allow operators to edit OPERATOR DETAILS

Allow additional operators on a reservation

NE®

S

Require valid operater license expiration date

Required Fields for Login

Used only when Require FA User for each Operator is NOT set
# Operator ID

[} Email Address

) Department ID

User Interface Definition

Cancel Message Reservation has been canceled.
Thank You Message Thanks.
Message for users making NEW reservations Welcome

Date/Time Values in 24 hour or 12 hour format: 24 Hour v

To allow users who do not exist in the system to make reservations:
1. Click Shared User Settings.

The Shared User Settings pop-in displays.

Shared User Settings ]

User ID | |

Password | |

Caonfirm Password | |

‘ Cancel | | Save |

2. Enter the User ID, Password, and Confirm Password fields with the user information
that reservations will be logged with for anonymous users. This is the user that is logged
in when someone opens the standalone Reservations portal.

3. Click Save.

The pop-in closes.
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4. Check the Allow creation of new operators (this only works if you have set up a user
in the Shared User Settings) checkbox. This allows users to create new operators for
logging reservations.

5. Check the Allow operators to edit OPERATOR DETAILS checkbox. This allows
operators to add their information if it does not already exist in the system.

6. Click the Use user-defined Vehicle Types radio button.
7. Click the Use user-defined Locations radio button.

8. Set any other settings on this page as needed. Refer to the Vehicle Reservation Settings
Page section for more information.

To finish setting up the Reservations standalone portal:
1. Once the Reservations Module configuration is complete, click Save.

The Main Reservations page displays.

2. To access standalone Reservations from the web, use the following URL:
<http://[<hostname>/<alias>/FAReservationsPortal/ReservationLogin.aspx>. Web
Modules Reservations allows flexibility through embedding the URL within your existing
corporate website, linking to it from existing web pages, or distributing the URL directly
to the end users.
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