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UNE Staff Page
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Main screen of Smartfleet
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Select Pool Vehicle Booking Tool
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Vehicle Booking Dashboard

Click on the Make a new booking at the top of the Vehicle booking Dashboard
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How to make a booking myself
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Create New Booking back
iy s Step 1~ Nominate dates &
- times you wish to collect
Pep ol Fleet vehicle. Please note
Step 2 — Select Pick H o /(@ : this is time specific, vehicle
up location, & > (@ mm > CANNOT be collected
destination. If not before booking time
listed please select P e
the Other options e e
and add into D:Mm
comments field on S
the next page i Step 4 — Vehicle Size Class

=== 1 '} is IMPORTANT, select

required type of vehicle.

— Type of Vehicle not

required for selection.

Step 3 — Purpose of
journey, select either
Local, Travel ID or
Other Purpose. For
Travel ID TR # must be
then entered in text

box to the right. Continue.
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How to make a booking myself

= Step 5 - You are able to create
recurring bookings, select Yes or No.
By selecting Yes a pop-up screen will

Step 6 — Enter
estimated travel

distance. appear. Select whether this will be
daily, weekly or monthly recurrence
and select relative recurrence details.
Step 7 — Read Next select the start and end
Declaration and click % date/period of the occurrences. The
Yes, | agree. Then click on the OK button.

select ‘Next’.

Continue.
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How to make a booking myself
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smartficel
Create New Booking back
New booking for: Jacqueline King
Step 8 — Enter names of BeopE e ReT
any passenger, if any other Booking Detalls

than the driver. Separate — | e
names with a comma.

Porsonnel Datails Step 9 — Requires contact
ool e wsar e AT number to be entered in
Bosieng costcante 266100000000 Phone Number *. Note
Ao o e mobile can be entered here
and does not need to be
Step 10 — If you require any i enter again in Mobile

additional items ie. first aid
kit or requirements for a

‘Comments/Special Reguirements

Step 11 — Click the Submit

;/ricglrcrf;tigaei;tprz box under T «— Booking button. You will then

- ts/Special e receive email to confirm booking
omments/Specia .

Requirements. Also includes a3 ’ outlining a summary of the

booking and then the type of car

trailers.
you are allocated.
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B Manage Bookings
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1. On the Vehicle Booking Dashboard enter the Booking Number into the Search Valuefield.
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2. Click the Search button.

3. This will take you to the Vehicle Booking List screen.

4. You will notice that the booking number is in the Search field, click the Search button again (this
double step process has been implemented to increase the speed of the system).

5. This will display the booking humber’s details.
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1. On the Vehicle Booking Dashboard enter the Booking Number into the Search Valuefield.
Click the Search button.
This will take you to the Vehicle Booking List.

This will display the booking number’s details.

o A W N

Click the selection button alongside the booking number and then click either the Edit or Cancel
button above.

6. The Edit function allows users to amend pick-up & return details, destination, purpose of journey,
and pool car user details (changes to user details via the Edit function here only applies to the
booking submitted. To permanently change your details in the system, please contact the Fleet &
Logistics Team ).

7. Note: Completed bookings cannot be cancelled.
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ﬂ Completing own Booking
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6. Pool car user completing own booking fTagEttf!?eE

-

. Apool car user is able to complete their pool booking once the vehicle has been returned.

N

The user will receive a booking completion email after the scheduled booking return time. You
will be unable to use the hyper-link contained within the email to the complete booking screen

w

. Return to UNE staff page and click UNE Fleet Vehicle Booking Tool.

4. Click Smartfleet Pool Booking Tool tab and search for booking. Continue...
= Booking Comglets
Businens Unit Xasse:
Boskiag Detalli WM Ciadlrmady .
Fookesg Type - Vehicle Bookmg Subssesd By DET Tese
Subautied Tee. Burwesd Campuy Authosmng Officer
Flarreey Bomll s ————— - === e e ]
Pock Up Tume: 4052005 1 00 PN Hemam Tune.  40%1005 200 PM
Pork Up Locatos Burwessd Campiin Diesnnancs Blood Tovom CEELONG VIC)
Srheduls Type - Onee Esunsssd Travel Dazance 0
Parpese of Jourmevn.  1ed Allow o share boclong Vs
D TR eeee———— . e s
Deiver. DET Test Comace Emasd upg Juf smarcllestaustialis conls
Baunen Ut Any and Edcatios. Phone - |1 5578 Motls
Booking Cout Conare  031P 37132 6453 5501 Estunated Charge. 520K
Duivrr Lacensr Fasurnger Xameis)
Expuy Daie
Spaer & Evvie

Type of Veluele Requured - Ay
Mo of Cylmder | Ay
Transsawsca Tvpe  Auromare
Speeinl Equpment

Baaking Camampmiy 1/l s (nid oosasarnp eaieeed)

Vebacle Detad ~ [YGH  71200) HOLDEX COMMODORE VE I Ossrga Sporbwagon Sdr Spi Auto Sup 3 5 503

Vebiele Locatom - Casipus Servaees Winksele Location Comueste. Car Pask 7

ey Location ©  Casspuis Service Bulding O Koy Locahon Commeste  Buildimg O
Vilusle bcation Addtioeal (e g Cor Park Hay
Ml

Bocking Action Siatus Befoaw Aotion Sdatus Afver Acisam Action User Action Tims Action Commsniy
Amthisiiee N Sravm Avarbssirisd BET Test Monday, & May 2005 1213 PM
Confirm Authoprd Confirmed DET Tewt Moy, 4 Moy 2005 12,16 FM

Click here 1o Complete the Booking
B the above link does not work pleace copy sl pasre i followng 1exr mio vow utemmet explofer s (dev saner
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1. Enter Actual Pick Up Date/Time.
Enter Actual Return Date/Time.

Enter the vehicles Start Odometer (KM) reading at the time the pool booking began.

w0 D

Enter the vehicles End Odometer (KM) reading at the time the pool booking ends. The system
will automatically calculate the Distance Travelled (KM).

If private kilometers have been travelled, enter the actual Business Kilometers (KM).
If the vehicle was taken home over night, enter Nights Garaged Privately.

Enter the Level of Fuel on Return from the drop down box — Full, %, "2, 74, Empty orUnknown.

© N o o

Any damage which occurred during the booking needs to be recorded in the Report Damage
box.

©

Any other comments regarding the vehicle should be entered into the Commentsfield.

10. Click the Complete button.
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