Quick Start Guide



Welcome to Fleet Management

iWorQ is designed so you can customize the software to meet your fleet
management needs. This guide was created to help you start performing
common tasks in the Fleet Management system through step-by-step
explanations and screen shots.

For additional help or questions, please call technical support at 888.655.1259.

Technical support and

training are always free!
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Managing Fleets
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Fleet

Adding to Fleet

1. Click Add to Fleet in the sub-menu. Hesn  niemooiosandh  Cpendmeicesh SRR

FLEET WORK ORDERS SCHEDULE PARTS EMPLOYEE

CREATE FLEET CREATE

MName: WIN #:
Fuel Key: Assigned Driver: -
Department: = Mileage: 0.0
License Plate: Hours: | f
Year: __ 5 Original| 15/09/2020
Purchase Date:
TS operative i Purchasir;griizzz -
Description: Fleet Class: =
Make: Fleet Condition: -
Model:

2. Fill out the fleet vehicle information. This can be changed later if necessary.

3. Click the Create button.




Modifying Fleet Data

1. Toeditan existing fleet vehicle, click on the fleet vehicle's row within the Fleet View

table.

2. The Fleet Information window will display all the information attached to the fleet
vehicle. Edit the necessary information.

FLEET

Fleet# ;5173
Name:
Fuel Key:
Department:
License Plate:
Year:
*Status: Operative
Description:

Make:

& HISTORY SAVE

Model:

VIN #:

Assigned Driver;
Mileage: 0.0
Hours: 0.0

Original Purchase 12/09/2020
Date:

Original Purchase 0.00
Price:

Fleet Class:

Fleet Condition:

Il
v

2 Copy Fleet

Email Fleet

& Print Flest

(& Notes

B3 work Order

4~ Schedule Maintenance
L Assign Parts

B Fuel Usage

@ Downtime

X Upload File

3. Click the Save button to preserve any changes made to the fleet vehicle.




The Fleet Information Window

Creates a copy of the
fleet vehicle, assigns it

Opens the a new number, and Emails the
quick find menu Saves changes to immediately displays fleet vehicle
for the fleet the fleet vehicle the new fleet vehicle to employees || prints any
I o~ N\ 7 recorded data on
T~ the fleet vehicle
FLEET & HISTORY SAVE \ => /
Fleet # | 15175 Model: €] Copy Fleet Adds detailed notes
= Email Fleet | to the fleet vehicle
Name: VIN #: = Print Feet/
: ; [# Motes
RIS c e - - B work orer ———] ADdS @ work
Department:  _ . Mileage: | o P sehekite Rt order to the
A e P8 weiipats \ fleet vehicle
B8 Fuel Usage
Year| SETRE P“f%‘:tsg 12/09/2020 ® Bowntine \ Schedule a
L — Onginal Purchase i tphoadthe maintenancg for
the fleet vehicle
Description: Fleet Class:| _
Make: Fleet Condition:  _ \

)

//

Tracks fuel usage
by the fleet vehicle

Tracks

Uploads files or

Assign parts and
inventory to the
fleet vehicle

downtime for attach pictures

the fleet vehicle which can display
upon opening the

fleet vehicle




Advanced Search
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Fleet Advanced Search

Using the Advanced Search

1. Click the Advanced Search

. ADVANCED SEARCH SAVESEARCH QU SEARCH
button in the sub-menu.
2. The Advanced Search - —
allows the user to search by fenetene
any fields in the application. ieses
Enter the desired search e
parameters and click PGt

Search.

3. Searches can be saved for later ease of access. To save a search, click the Save
Search button before clicking Search.

Saved Sea rc h es FLEET WORK ORDERS SCHEDULE PARTS EMPLOYEE

There are two methods to Fleet Advanced Searc Open Saved Search

open a saved search.

1. Click the Open Saved Search Saved Search
button in the sub-menu. FPT—

Ambulance v

2. Select the saved search from the

drop-down menu and click Open. | oPEN | | EDIT | DELETE |

3. The user can also edit the search

parameters of the saved search by clicking Edit.
Or Al

‘ Ambulance
Bill's Dashboard

1. Select the saved search from the Select View drop-down
Code Enforcement
menu in the upper right-hand corner of the Fleet View table. Fire Dept.

High Mileage

Saved Searches can also be used when creating reports. At RS

Parks and Rec Vehicles

Police Department Vehicles
Public Works

Roads Vehicles

Robby's Dashboard

Sheriff Dept

Sold

Vehicles Being Maintenanced




Work Orders
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Work Order History Advanced Search Open Saved Search Maintenance Types Maintenance Category Maintenance Status WO Templates

The Work Orders tab tracks all work orders created for fleet vehicles. Work orders can
be created either from the Fleet Information window for a fleet vehicle or from the WO
Templates button in the sub-menu of the Work Orders tab.

Ad vance d S earc h FLEET  WORKORDERS  SCHEDULE  PARTS  EMPLOYEE
Work Order History Advanced Search Dpen Saved Search Mainte
1. Click the Advanced Search

button in the sub-menu. ADVANCED SEARCH SAVESEARCH QU SEARCH
2. The Advanced Search

allows the user to search workorgers: ||
by any fields in the Vehicie ID:
application. Enter the Vehicle Name:

desired search parameters

Maintenance Type: =

and click Search.

3. Searches can be saved for later ease of access. To save a search, click the
Save Search button before clicking Search.

Saved Sea rc h es FLEET WORK ORDERS SCHEDULE PARTS EMPLOYEE
Work Order History Advanced Search Open Saved Search
There are two methods to open a

saved search.

Saved Search

1. Click the Open Saved Search
button in the sub-menu.

Select Saved Search

Awaiting Parts v

2. Select the saved search from m m

the drop-down menu and click

Open.

3. The user can also edit the search parameters of the saved search by
clicking Edit.

Or

1. Select the saved search from the Select View drop-down menu in the
upper right-hand corner of the Fleet View table.

Saved Searches can also be used when creating reports.




Maintenance Types

1.

To add a Maintenance
Type, click the Add
Type button within the
side menu.

Enter the Maintenance
Type name, select the
category for the new
type, and enter a brief
description.

FLEET WORK ORDERS SCHEDULE PARTS EMPLOYEE FUEL FIELDS

Work Order History Advanced Search Open Saved Search Maintenance Types Maint

Add Maintenance Type

Name:
Category: Accident b

Description:

Maintenance Type ltems

3. Click Add.
. Toadd itemsto a L ]

Maintenance Type, click

the blue Items button x

in the Type's row in the Check Air Conditioner x
table.

—— I
AoM ki Fo rown i <200 sence N

5.

Enter the Maintenance Type Items and click Add New. Repeat for all

necessary items.

Maintenance Category

1. Toadd a Maintenance Category, click the Add Category button within the side

2.

3.

menu.

FLEET WORK ORDERS SCHEDULE PARTS EMPLOYEE FUEL FIELDS REPLACEMENT
Enter the Category Work Order History ~ Advanced Search ~ OpenSaved Search ~ Maintenance Types  Maintenance Category
name and check
whether or not to
count the maintenance Add Maintenace Category
category toward Category
unanticipated repair o -

0 Check this box if you would like this maintenance

costs.

Click Add.

category to count toward unanticipated repair costs.




4. Inthe Maintenance Category table, select which category to act as the default
category upon creation of a new work order.

Driver Responsibility

Emergency

Yes

Maintenance Status

1. To add a new Maintenance Status, click the Maintenance Status button in the

sub-menu.

2. Enterinthe new
Maintenance Status and
click Add New.

3. Click the red X at the end
of a status' row in the
table to delete the
status.

Maintenance Status

[

WAoo New |

001: Open
002: Closed

003: In Process




Schedule

FLEET WORK ORDERS SCHEDULE PARTS EMPLOYEE FUEL FIELDS REPLACEMENT REPORTS EMAIL SETTINGS

Schedule Dashboard Schedule

The Schedule tab tracks all upcoming

work orders scheduled to be needed aisec Sired s bt s
for fleet vehicles by date, hours, or
mileage. Under each section, fleet i i Mo ipel| | taein | Thef O
Vehides W|th anu pcoming SChed Uled 9049  Ford Fiesta A-PM (3K Miles) 03/13/2019 | 03/12/2020  View Create WO
. . . 9028  Police Truck Oil Change 12/2372019 | 03/22/2020 View Create WO
maintenance d ISplay N blaCk, Fleet 1210 Building Inspection Truck  Oil Change 02/03/2020  06/07/2020 | View Create WO
. . 9036 45216 State Inspection 09/05/2019 | 09/04/2020 View Create WO
VehIC|eS Wlth a n Overd Ue SChed u |ed 12167 Police Chief Non Routine Maint. 07/31/2020 | 10/29/2020 View Create WO
maintena nce d ISplay in red . 200 200 Brakes 08/20/2020 | 11/18/2020 | View Create WO
150 Steve's Work Truck Rotate Tires 01/01/2020  12/31/2020 | View Create WO
1. To open the Information
window for the fleet
vehicle, click the View ol - CHE . co |
button near the end of
. , . o Name Maintenance Type ‘Current Hours Next Hours
the ﬂeet Vehlc'e s rOW In 12176 003 Sharpen Blades 378 350 View Create WO
the table. 9031  State Case Manager il Change 2 51 View | Create WO
g | Non Routine Maint. 700 800 View Create WO
2. To schedule the
maintenance using the
preset template, click the Maintenance Schedlle By Mileage Dusin 1000 waies JFo
Create WO button at the
Ly D Name Maintenance Type CurrentMileage  Next Mileage
end of the fleet vehicle’s
. 12167  Police Chief 0Oil Change 97,500 3,000 View Create WO
rOW N the ta b Ie' 12167 Police Chief Qil Change 97.500 3,000 View Create WO
12167 | Police Chief Oil Change 57,500 3,000 View = Create WO
3. TO extend or reduce the 12167 Po\?cc Ch?cf 0Oil Change : 97,500 3,000 View Create WO
12167 Police Chief Mon Routine Maint. 57,500 25,000 View Create WO
fra me Of SCthUlEd Work 12167  Police Chief Mon Routine Maint. 97,500 50,005 View = Create WO
d b . h 9078 Road and Bridge  Oil Change 10,000 5320 View Create WO
Or erS elng S OWI'], 44 44 Rotate Tires 145,000 145,750 View Create WO
enter In the desu‘ed 3002 3002 Ambulance Assets 190 1,190 View Create WO
. h Du e I n box 1217  Gray Ranger Fire Truck Maintenance 80,000 81,000 View Create WO
amount in the

at the upper right-hand
corner of the section.




Parts
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Parts
Adding Inventory
N r Des n
Total inventory Value $761,503.77 Inventory Value This Page $558,968.57 !
<+
nees0 1800000 Actwe v

) 3340
108 $5.00

5000 1,000 invctive

The Parts tab tracks all inventory for fleet vehicles, with options to add or purchase
new inventory. To add a new part:

1. Click the Add Inventory button within

the side menu.

2. Enter in the part information.

3. Click Add Inventory.

To purchase a new part and add it to the

inventory:

1. Click the Nexpart - United button

within the side menu.

2. Search for and purchase the desired
part. The part will populate into the

Parts table after purchase.

Adding Categories

1. To add a new inventory category, click
the Category button in the sub-menu. | .

2. Click Add Category.

3. Enter the Category Name and select
whether to add the category only to
the Fleet Management application or
to all application. Click Add.

4. To edit an existing category, click on the category’s row in the table. Click

Add Inventory

Inventory Name
Inventory Number
Category
Description
Vendor
Location
Purchase Order
Purchase Date
Quantity

Units

Cost/Unit

Notification Quantity

New Inventory

AIC e

12/18/2020

1

Each

ADD INVENTORY

Categories
+ Add Category
& AIC ®
& Accessories ®
Ambulance x
Add Category
Category Name
Type This application only v

the red X at the end of the category’s row to delete the category.




Viewing Inventory

Search Inventory

1. To search for a part, enter in the
inventory name, number, or

2.

description to search

bar in the upper left-hand corner of

the table.

Click the search icon.

Filter Inventory

by in the search

Ed
&

m o« &
0 < & 10W-30

By Name, Number or Des n

#1 oil filter

1. In the upper right-hand corner of the table

are three options to fi

Iter inventory: Select

Location, Select Vendor, and Select

Category.

In the drop-down menu for each option,

select the various
information to filter
the inventory. The
table will
automatically update.

Click Deselect All in
each filter drop-down
list to remove all
filters.

Inventory Preferences

Select All Deselect All

All

745 5. 8000 E.
010206
12345

2

1.6

AZ
Select Category x ESHALS
Select All Deselect All U
Va Select Al Desslect Al |
‘ All = |
| All hg A/C WAREHOUSE
N{: 5.0 daaa
) BO  ABC
Accessories
Ace
- 2.5
Ambulance hg AceHardware
Batteries ALLIED MACHINER

1. Click the Preferences button within the side menu.

2. Select from the drop-down menu the amount of inventory to display on

3.

each page.

Select whether to
include inactive
inventory.
Changes are
automatically

Inventory View Preferences

Page Size

Include In-Active Inventory

applied to the
table.




Employees
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Adding an Employee oal

1. Click the Add Employee button within the & Add Employee
side menu.

2. Fill in the employee information.

3. Click Add Employee. Add Employee
Employee Name New Employee
Email
Department Bridge Crew i
Employee #
Rate 0.00
Active: Active v
Adding a Department
1. Click the Department
Departments

button within the

Submenu. Update Defauit + Add Department

2. Click Add Department. s Public Works x
Enter a name and choose O s Animal Control x
whether to apply the s Chief Deputy x
added department only to - 2 | @ | cityHal «
the Work Management
application or to all

. . Departments
applications.

3. Click Add. Department Name

4. To edit an eXiSting Type | This application only v
department, click on the :

o CANCEL
department's row within -m

the table.




Fuel

FLEET WORK ORDERS SCHEDULE PARTS EMPLOYEE FUEL

Fuel Usage History

Upload Fuel File

FIELDS

REPLACEMENT

REPORTS

EMAIL SETTINGS

The Fuel tab tracks fuel usages and keeps a history of all entered fuel records.

Adding Fuel Usage

1. Inthe Enter Fuel Usage table, select the fleet vehicle from the drop-down
menu in the first column labeled Fleet.

2.

3.

Enter the date the fuel
was used.

Select fuel type from
the drop-down menu
and enter the gallons
and total cost of the
fuel.

Enter the mileage and
hours of the fleet
vehicle.

Repeat for necessary
fuel usages. Click Add
Fuel Usage.

Past fuel usage
records are tracked in
the Fuel Entry History
table. Click View at the
end of the record’s
row to view the fuel
entry or click the red X
to delete the record.
Select the time frame
from the drop-down
menu to expand or
narrow the history list.

Select Fleet v

Select Fleet s

Select Fleet o

Select Fleet i

Select Fleet o

Select Fleet N

Select Fleet ¥

Select Fleet -

Select Fleet %

Select Fleet s

12/18/2020

12/18/2020

Select Fuel Type

Select Fuel Type

Select Fuel Type

Select Fuel Type

Select Fuel Type

Select Fuel Type

Select Fuel Type

Select Fuel Type

Select Fuel Type

Select Fuel Type

11/19/2020

ty@iworg.com

Last Month

x  View

Fuel Usage

1219  Police Chiefs Car

11/19/2020

Unleaded  25.0

75.00

89,100

0.0




Adding Fuel Types

1.

w N

To add a fuel type, click
the Fuel Type button in
the sub-menu.

Click Add Type.

Enter the Fuel Type name
and click Add.

To edit an existing fuel
type, click on the type's
row in the table.

To delete an existing fuel
type, click the red X at the
end of the type’s row in
the table.

Fuel Types

+ Add Type
BioDiesel

CNG

Add Fuel Type

Fuel Type:




Customizing Data Fields
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Adding Fields

In the Fields tab, the side menu on the right-hand side of the
screen contains four options to add a new field: Text, Numeric,

Lookup, and Date.

Text Fields

The Text Field accepts text,
symbols, and numbers.

1. Click Add Text Field.

2. Enter in the Field Name

A Add Text Field
lé Add Numeric Field
= Add Lookup Field

) Add Date Field

A

Add Field

Field Name:

Default Value:

ADD FIELD

and a default value to display upon creation of a new fleet vehicle.

Numeric Fields

The Numeric Field accepts
numbers and decimals.

1. Click Add Numeric Field.

2. Enter in the Field Name,
the number of decimal

Add Field
Field Name:
Decimals: 0
Default Value: 0

ADD HELD

places to be displayed, and a default value to display upon creation of a new

fleet vehicle.

Date Fields

The Date Field accepts
numbers formatted as dates.

1. Click Add Date Field.

2. Enterin the Field Name

Add Field

Field Name:

Default Days From
Creation Date:

ADD FELD

and enter a default number of days away from creation date of the fleet

vehicle to display.




Lookup Fields Add Field

The Lookup Field creates a Field Name:
drop-down menu box.
P

1. Click Add Lookup Field.
2. Enterin the Field Name and click Add Field.

3. To add options in the drop-down menu, click on the blue Values button in
the new field's row in the table.

71545 Department Values lookup 1 x

83560 License Plate text 2z x

Lookup Values

4. Click Add Value.

. . + Add Value
5. Enterin avalue and click Add.

Edit Public Works ®

Edit 01: Roads t

6. Toeditan existing value, click
the blue Edit button in the
value's row. To delete an it
existing value, click the red X
at the end of a value’s row.

Deleting Fields

To delete a field, click the red X at the end of a
field's row and click Yes to delete the field.

Reordering Fields

To reorder fields, click and drag fields within the table into the desired order. Changes
to the order of fields are automatically saved.

Downtime Reasons

Edit 02: Animal Control x

Value:

| cANCEL | ADD |

1. To add a downtime reason, click
the Downtime Reason button BT RE ST

in the sub-menu. [ ADD NEW |
2. Enter the new reason into the
text box and click Add New. Dennis Add "
New Downtime Reason ®
3. The delete an existing downtime | peues .

reason, click the red X at the end
of the reason’s row in the table.




Replacements
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Replacement Fleet Class Fleet Condition

Replacement

The Replacement tab displays tables of all fleet vehicles by fleet class. The tables are ordered
by their Replacement Rating, a calculation derived from the vehicle’s age, activity, usage, cost,
and condition. The higher the Replacement Rating, the closer the vehicle is to necessitating
replacement according to the application. Vehicles that are highlighted red have been
deemed to need replacing.

1 12172 Ladder 571 52 1 9079 Weed Sprayer Truck 50
2 12163 Ambulance #13 65 2 9068 Debbie's Work Truck 53
3 12165 Ambulance #03 11.6 3 12176 003 53
A we wweeewr s s Rasd s rcge
5 mes eseess | ms 00 Losr

6 9043 John Doe 73

Fleet Class

1. To add a new Fleet Class, click the Fleet Class button within the sub-menu.

Fire Department 4 0 0 0 x
Heavy Equipment 3 250000 10000 15 x &

Heavy Loaders. 4 300000 15000 20 x

2. Click the Add Fleet Class button | .. riee: ciase
within the side menu.
3. Enter the Class Name and the Activity Level (1-5) 5 is high: P &
Act'iv'ity Level (1-5where 5 is high et T
aCtIVIty). Hour Replacement: 0
4. Enter in the replacement Age Replacement: [
benchmarks for mileage, hours,
and age. These represent the | ADD |

points of usage where a fleet
vehicle within the class will need to be replaced. Click Add.




5. Click on the row of an existing Fleet Class
to edit. Click the red X near the end of the
class' row to delete the existing class.

Fleet Condition

1.

To edit the Fleet
Conditions, click the
Fleet Condition button
in the sub-menu.

Enter the new Condition
Name. The Fleet
Management application
allows for users to assign
conditions a rating
from1-5where 5 is poor.
Select the Rating Value.

Click Add New.

C lick on the row of an

Fleet Conditions

Condition Name:

Condition Rating Value (1-5) 5 is poor:

1. Excellent
5. Replace
3. Fair

2. Good

4. Poor

Average

existing Fleet Condition to edit. Click the red X near the end of the condition’s
row to delete the existing condition.




Creating Reports
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WO Reports

Building a Report

1. Inthe Reports tab, choose from the list of options which report to run. Click the
blue Build button at the end of the row of the report.

Fuel Usage Report Provides fuel usage details between two dates Build
Fleet Report Reports general fleet information in grid format. Build
Employee Summary Summarizes the Employees used in the Work Orders for a specified date range. Build
Fleet Usage Report (Beta) Reports average miles per gallon and total miles between two dates. Build
Fleet Cost Report Reports general cost information between two dates Build
Maintenance Report Reports work orders based on a date range in grid format. Build

2. Select which data fields to display in the report. Reorder the fields into the
desired order by clicking the up and down arrows for each field. Sorting and
grouping rules are also available. Once finished, click the Run button.

(] oesn et pon

save Details &5 Group By Calculate style Refrest Run
i = icul: 7 Styl 0 Refresh

e Report Title: |Fleet Report

Fliet Inforiagtios Column Field ielt} Format Sum Sort Order Sort Type
¥ Fleet D 1 Fleet ID 1 Humeric O Add + %
*

et Mo 2 Fleet Name: 1 Text Add T+ %
* Wileage
et 3 Misage 1 Numeric ] Add T+ %
#VRR 4 Hours 1 Numeric 0 2dd T+ %
¥ Part Cost 5 Fleet Cendition 1 Text Add T4 %
+ PO Cost 5 Activity Rating 1 Numeric [m] Add 4 %
 Toal Cost
o 7 Age Ratng 1 Humer: O dd T+ %
s s Mieage Ratig 1 Numeric ] 2dd T %
+ Or ase Date Total Fields: &
o Activity Rating Lo

3. Select the data range for the report. Use a saved search to further narrow
results, if desired. Once the necessary criteria has been selected, click Run to
view or print the report, Cancel to return and further build the report, or Export
as (.csv) to download the data in a spreadsheet.

Select Report Criteria

Select a Saved Search :| |Optional) s

@) Run €3 cancel

Export as (.csv)




The Report Interface

Refreshes the

Save the report to Add a Customize the || page and Edit the
be accessed from calculation color, font, removes any Run the || name of
the Report tab to the report || and font size unsaved changes report the report

—— —— A\ 7 = —

\ ) save @ Details I Group By De;“l:::‘“'; style 0 Reé\ ORun//
A Fiien RosortTite: [Fog e ™|
Elost Infcranion Column Field Wit Format Sum Sort Order Sort Type
:::::':ame 1 FlestID 1 Numeric [m] fuu %
b : ; B AR
+ VRR 4 Hours 1 Numeric [w] Add 14 %
+F Part Cost 5 Fleet Condition P 1 Text y3 Add g T »
:::""“5‘ ) ‘Actvity Rating Al Numeric O add yATE]
_'M:r‘ﬂ::::u S 7 Age Rating / 1 Numeric @] Add /] 1+ =%
+ Fleet Condiion 8 Mileage Rating / 1 Numeric o0/ 2dd / T =
 Original Purchase Date J y 4 y 4 Total Fields: 8
# Activity Rating \ Details / / I
AN Z y4 L
Add fields to Change the width of Include a sort Edit the order of the
the report the column for a field order on the fields using the up

entries within
each field

and down arrows




Dashboard Preferences

Setting Preferences

1. To customize the display of the Fleet Management

application, select the Preferences button within
the side menu.

2. In the Fleet Preferences window, select which fields

to display in the Fleet View table (this does not
remove a field from the application and fields can
still be viewed in the Fleet Information window if
unchecked in the Preferences window). Select the

lge
HEE

der

Save Selected

| @ Edit Selected

W rreferences

&= Print Information

number of lines displayed on each page as well as the size the information is

displayed at.
Fleet Preferences

D

Name

Mileage

Hours

Rating

Original Purchase Date

Original Purchase Price

Class

Condition

Department

License Plate

Year

*Status

Description

Make

Madel

VIN #

Assigned Driver

Status

Page Size 30 ~

View Size Desktop View v

A N O S S S S




Dashboard Overview

Search for fleet View fleet vehicles
vehicles by Open a through a

specific search previously saved Create a new previously saved
parameters advanced search fleet vehicle advanced search

\ / _— \

Fleet

FLEET \ WORK ORDERS SCHEDUL/ PARTS EMPLOYEE, UEL FIELDS REPLACEMENT REPORTS EMAIL SETTINGS

ALL RECORDS select view~

[c4

‘v

T e e e - e e e s 5
e T e S T e o
P e e e e P e e o e ) (e =y =y ey et
e e e e P e e e e
e — e e
e e e — o e oes s G Sem s oo i

\ /
Click on the row of a fleet Save or edit selected
vehicle to open the Fleet fleet vehicles, edit
Information window preferences, and
print information




	Welcome to Fleet Management
	Table of Contents
	Managing Fleets
	Adding to Fleet
	1. Click Add to Fleet in the sub-menu.
	2. Fill out the fleet vehicle information. This can be changed later if necessary.
	3. Click the Create button.
	Modifying Fleet Data
	1. To edit an existing fleet vehicle, click on the fleet vehicle’s row within the Fleet View table.
	2. The Fleet Information window will display all the information attached to the fleet vehicle. Edit the necessary information.
	3. Click the Save button to preserve any changes made to the fleet vehicle.
	The Fleet Information Window
	Advanced Search
	Using the Advanced Search
	1. Click the Advanced Search button in the sub-menu.
	2. The Advanced Search allows the user to search by any fields in the application. Enter the desired search parameters and click Search.
	3. Searches can be saved for later ease of access. To save a search, click the Save Search button before clicking Search.
	Saved Searches
	There are two methods to open a saved search.
	1. Click the Open Saved Search button in the sub-menu.
	2. Select the saved search from the drop-down menu and click Open.
	3. The user can also edit the search parameters of the saved search by clicking Edit.
	Or
	1. Select the saved search from the Select View drop-down menu in the upper right-hand corner of the Fleet View table.
	Saved Searches can also be used when creating reports.
	Work Orders
	The Work Orders tab tracks all work orders created for fleet vehicles. Work orders can be created either from the Fleet Information window for a fleet vehicle or from the WO Templates button in the sub-menu of the Work Orders tab.
	Advanced Search
	1. Click the Advanced Search button in the sub-menu.
	2. The Advanced Search allows the user to search by any fields in the application. Enter the desired search parameters and click Search.
	3. Searches can be saved for later ease of access. To save a search, click the Save Search button before clicking Search.
	Saved Searches
	There are two methods to open a saved search.
	1. Click the Open Saved Search button in the sub-menu.
	2. Select the saved search from the drop-down menu and click Open.
	3. The user can also edit the search parameters of the saved search by clicking Edit.
	Or
	1. Select the saved search from the Select View drop-down menu in the upper right-hand corner of the Fleet View table.
	Saved Searches can also be used when creating reports.
	Maintenance Types
	1. To add a Maintenance Type, click the Add Type button within the side menu.
	2. Enter the Maintenance Type name, select the category for the new type, and enter a brief description.
	3. Click Add.
	4. To add items to a Maintenance Type, click the blue Items button in the Type’s row in the table.
	5. Enter the Maintenance Type Items and click Add New. Repeat for all necessary items.
	Maintenance Category
	1. To add a Maintenance Category, click the Add Category button within the side menu.
	2. Enter the category name and check whether or not to count the maintenance category toward unanticipated repair costs.
	3. Click Add.
	4. In the Maintenance Category table, select which category to act as the default category upon creation of a new work order.
	Maintenance Status
	1. To add a new Maintenance Status, click the Maintenance Status button in the sub-menu.
	2. Enter in the new Maintenance Status and click Add New.
	3. Click the red X at the end of a status’ row in the table to delete the status.
	Schedule
	The Schedule tab tracks all upcoming work orders scheduled to be needed for fleet vehicles by date, hours, or mileage. Under each section, fleet vehicles with an upcoming scheduled maintenance display in black. Fleet vehicles with an overdue scheduled...
	1. To open the Information window for the fleet vehicle, click the View button near the end of the fleet vehicle’s row in the table.
	2. To schedule the maintenance using the preset template, click the Create WO button at the end of the fleet vehicle’s row in the table.
	3. To extend or reduce the frame of scheduled work orders being shown, enter in the desired amount in the Due In box at the upper right-hand corner of the section.
	Parts
	Adding Inventory
	The Parts tab tracks all inventory for fleet vehicles, with options to add or purchase new inventory. To add a new part:
	1. Click the Add Inventory button within the side menu.
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