Central Vehicle Agency
Pool Operator Training Manual

Ministry of Central Services
Commercial Services Division
Central Vehicle Agency

Last revised: January 2014
Last reviewed: April 2017
Next review: July 2018

Government
/ of
/4 Saskatchewan



Central Vehicle Agency Pool Operator Training Manual

TABLE OF CONTENTS
INTRODUCGTION .. ctttttiiet ittt e ettt ee e e s e e ettt e s s e e e e e teab s eeeaeeaaesasa e sseeeeatsssasaaeeeesenssaasnsseesseesssnnnseneeenenes 3
LOGGING INTO FLEETWAVE......cccteiteeiteeitiisteeieesteesteesseesseesssesseesseesseesssssssesssesssessssessessssssssessesssesssesssessenans 3
NAVIGATING FLEETWAVE ....cuvieitieiteesieeste sttt esteesteesteeseeeestestaesteesseesseesssesnsesssessseessesssessssesnsesnsesssesssesssesans 4
(o] g L= o = =1 PP PPPPPTPPPPPPPNS 4
1Yo Yo (U113 USSP 4
o [ g o [PPSR 5
FIlter / SEArCh fUNCHION ..ociieviic ettt e s et e s s e bt e e s s st bt e s ssaba e e s ssabaeesssnbaeessnbeeas 5
(0T aTol] 1T Y=o 1V o) - I =Tl ) oo HS USRI 5
DISPATCHING A VEHICLE.....ccoeiiiiii ittt e et s s s e e et a e s e s s e e e e e eaab s e e e eeeaaebaaaessaeaeeesssansaeeaesenes 6
RETURNING VEHICLES ... ..ottt e et s s s e e e et e et s e s s e e e e e eaa b s e e e aeeeaebaa e s eaeaeaesssansaeeaenenes 8
PRINTING A CUSTOMER COPY ....veiitiiitieeeiieieeteesteesteesteesseessteeteesteesseesseesssessseessessseessessssssssesssesssesssessseesneans 9
LT O Y Y 2 P PPPPRPPRR 12
REFERENCES ... ettt ettt ettt e e e e e e e et e ta e s e e e e e e e e e bbb e s aeeeaeeea b e eeeaeeaaesasannseeeeesnnssannnaaaaes 12

Last Updated: January 2014 2



Central Vehicle Agency Pool Operator Training Manual

INTRODUCTION

This manual outlines the step-by-step process for CVA Pool Operators to dispatch and return CVA pool
vehicles within FleetWave®, the Government of Saskatchewan’s online fleet management system. This
manual was created to train CVA Pool Operators in the use of the new CVA fleet management system.

FleetWave® is a web-based fleet management system developed using web technologies and adaptable
to individual fleet necessities. It can be used from different locations — all that is needed is a computer,
access to the Internet and a valid username and password. By switching to FleetWave®, CVA will see
savings and efficiencies in many areas. Online processes enable CVA to reduce paper consumption by
eliminating forms. FleetWave® also allows CVA to be more efficient by running all of its processes
through the same system. The system gives CVA the tools to have detailed reporting for analysis and
improvement of service delivery strategies.

The following sections will guide you in the processes needed to use FleetWave® for pool operations.

LOGGING INTO FLEETWAVE

1. Open your internet browser and go to the following address: http://saskfleet.gov.sk.ca. This will

take you to FleetWave®.
2. Type your assigned username and password into the appropriate fields on the top left section of
the screen and click on the “Login” button (Figure 1).

»

(& FleetWave® - SASKCYA M- B | e v Page - Safety - Tools - @
FLEET'WAYE
; I Provided by Chrevin Fleet Sofutions LLC © T990-2073
User Login Guest Login

Login As |
Password

Retmember my password [

To use Fleetwave without logging
Change Password? in click ahove
Forgot Password?

Figure 1 —Login screen
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NAVIGATING FLEETWAVE

Home page
The home page is where you will find yourself when you log in to FleetWave® (Figure 2). This is where

you will have access to quick report windows in the middle of your screen and navigation options at the
top of the page.

= »
| & Fleetwave® - SaSKCYA -8 b v Pags - Safety  Tools - @~

[FasauT Home || ¥ehicles [Dnvers ][ Allocation History ][ Fool Auth Request ][ Fepairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Diztance Only ][ Hepurls
License Tian [CarWash ][ “Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ]

Home page p— p— p—

B % =™

WWelcome to Fleetiave. From this home page you can easily and quickly readh all parts of the systen

| Fleet status ) |
# Use menu options atthe top of the page :
» Right-click mouse button to expose full menu Lexteanicely woeke |
et inspection ]
FleetWave 20/12/2013 Capacity Used 6137
|
{Pool Credit Cards Not Returned ¥ 4 &= | Pool Auth Request Vi
Request Pool Use Created  Approving Authority Name Approving Authority Email A
Name Status date
Z
) L
Vehicle Requests ¥ A &%) (Pool Vehicle Rotation LFY=]
Unit WorkshopPool name Description To date
Number

overnment of
askatchewan

~

Figure 2 — Home page

Modules

Each business/service area within FleetWave® has its own module within the system. You can navigate

to any module from any other module in FleetWave® by clicking on the button at the top of the page for
that module (Figure 3).

éFIeetWave@ SASKCWA G- 8 9 pmh v Page - Safety - Tools - @~ )

[FsauT Hame || Wehicles |[ Drivers || &llacation History ][ Pool Auth Request | Repairs/Capital | Accidents || Tickets and Fines  |[ Fuel Only )| Distance Orly ][ Reports ”PDDLDP
License Tran [ Car ' ash ][ Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ] |

— p— p— p— p— p—

BT D]

Figure 3 — Module navigation bar
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Edit mode

In order to make any changes or manipulate any records within FleetWave®, you must enter that record
in edit mode. If you click on the name or number of a record, you will be in view mode. To enter a
record in edit mode, you can either click on the “Edit” button on the lower right part of the screen from

view mode, or you can click on the yellow folder icon [# peside the record name or number (Figure 4).

o »
;éFIeetWave@ - SASKCYA ”-’|\ A | | = - Page - Safety ~ Tools ~ -ZQ_:-v
AR Wehicles [ Crrivers ][ Alocation Histary ][ Pool Auth Request ][ Fiepairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distance Only ][ Reparts "PDDLDP
License Tran [ Car Wash ][ ‘Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ]
Pool Reservations .

12 (H4items) X 4 « > Pl

Unit Number + | | Containz ~| |l 40 rows per page | % ﬂ @ =] [] _______ @ L
[] Unit Mumber Rental Mumber ‘workshop/Pool name From date ¥ Pickup time Todate Retun time From odometer To odometer KM Charge Dayps L
40095 ooog9g 11/12/201308:00 1712/201314:00 0 o o OCWA POOL REGINA-S
12109009 001004 CWA POOL REGINA-500 MCLEOD STREET10/12/2013 00:00 10/12/201323:59 0 o o 1TEST CUSTOMER 1 b
1118364 001005 CWA POOL REGINA-500 MCLEOD STREET10/12/2013 00:00 10/12/201323:59 0 o o 1TEST CUSTOMER 1 b
[1=118364 000977 29/11/201300:00 03/12/201323:59 0 o o OCWA POOL REGINA-S

Figure 4 — Entering a record in edit mode

Filter / Search function

Some modules may have a large number of records within them, which makes finding a specific record
difficult. You can use the filter/search function within modules (Figure 5) to narrow down the list to the
one(s) you are looking for. Simply select the category you want to search by, and type in the search
term, clicking “Search” or hitting “Enter” on your keyboard to initiate the search.

3

IéFIeetWave@ - SASKCWA ”-’|\ - B | = - Page~ Safety » Tools = -Zéﬁ-v
[T [ Wehicles ][ Drrivers ][ Allocation Histary ][ Pool Auth Request ][ Fiepairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Digtance Only ][ Reports "PEIDLEIF
[ License Tran ][ Car Wash ][ Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ]
Pool Reservations .
12 (44 items) x 4«4 > r
I Unit Number + | | Containg Ll Seaich A0 rows per page ¥ a @ =] [] ] Y
|| Unit Mumber Rental Mumber ‘workshop/Pool name Fram date ¥ Pickup time odate  Return time From odometer To odometer KM Charge Days L
1140095 000998 11/12/201308:00 1712720131400 0 o o 0CWA POOL REGINA-S
1109009 001004 CWA POOL REGINA-500 MCLEOD STREET10/2/2013 00:00 1012720132359 0 o o 1TEST CUSTOMER 1 b
12118364 001005 CWA POOL REGINA-500 MCLEOD STREET10/2/2013 00:00 1012720132359 0 0 o 1TEST CUSTOMER 1 b
12118364 000977 29/11/201300:00 03/12/201323:59 0 0 0 OCWA POOL REGINA-S

Figure 5 — Search toolbar

Cancelling out of a record
When you have entered a record in edit or view mode, and you want to exit the record without making
or saving any changes, simply click on the “Cancel” button at the lower right corner of your screen.
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DISPATCHING A VEHICLE

A driver will book a vehicle through the FleetWave® system, which will then be viewable by the Pool
Operator to plan for dispatching. At the time of the booking, the driver will come into the Pool location.

To dispatch a CVA vehicle, you must first log in to FleetWave®.
1. Open the “Pool Reservations” module in FleetWave®. You can use the filter to search for the

driver and narrow down the records to the one you need.

2. Open the record in edit mode.

3. If necessary, override the assigned vehicle by entering the unit number of the vehicle you want
to assign (Figure 6).

4. Change the “Motor Pool Status” from APPROVED to DISPATCHED in the dropdown box

(Figure 6).
= »
EFleetWave® - SASKCYA ti- 8 | mmov Page - Safety - Took - g
EGOuE Wehicles [ Drrivers ][ Allocation History ][ Pool Auth Request ][ Repairz/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distance Only ][ Reports "PDDLDP
r@ License Tran [ Car Wash ][ “Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ] |
Pool Reservations %
=) F
Dispatch
Rental Mumber 001004
IUnitNumber 109009 '|3 Distance Rate 0.260
Model year 2009 Apply Charoe -
Manufacturer SMART Discount .00
Model fartwno Total cost n.o0
Exterior colour WHITE
License Plate BRAGMF
otor Poo | verity that | have avalid drivers license | yes
APPROVED  + | have read and agree to the CWA rental policies| Yes
APPROVED 4 PURPLE. GOBY g | autharize another person to pickup this rental| Mo
DIS CHED eric. prince{@gov. sk.ca o Authorized Pickup Name
REJECTED .
RETUANED) DR

Figure 6 — Unit Number and Motor Pool Status
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5. Scroll down to “Billing Details” and confirm that the time and date are correct and adjust if
necessary. The time will be in 24-hour clock format, and the date will be in DD/MM/YYYY
format. Enter the odometer reading at the time you hand the vehicle over to the client in the
“From Odometer” field (Figure 7).

(& Flectiave® - SATKCYA f- 8 1 deh - Page~ Safoty - Tools - @-
oLl [ Wehicles ][ Diivers ][ Allocation History ][ Pool Auth Request ][ Repairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distarce Only ][ Reports "PDDLDP
[ Licenze Tran ][ Car'Wash ][ Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ] |
Pool Reservations x
-
Billing Details
Level 3 - Customer#fote/Subiote TEST CUSTOMER 1 MAINT, TAABLE AND SURCHARGED
Customer Vote o070
Customer Subvote 00000
Customer Sub Subvote
Office phane 33
Drtver Emmail GP@GOY B
wehicle Coordinator Email E=A
From date Pickup time From odometer Previous Returned
104124200 3(78] 0000 0 30691

Figure 7 — Dispatch time, date and odometer reading

6. Scroll down to the “Dispatch Information” section. Here you need to indicate if a fuel card has
been issued with the car using the dropdown box, and that you have checked for a valid driver’s
licence (Figure 8).

3

(& FleetWave® - SASKCVA M B | peh v Page - Safety - Tooks - @~
EECOLT [ Wehicles ][ Dirivers ][ Allocation History ][ Pool Auth Request ][ Repairz/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Digtance Only ][ Reports ]|PDDLDP
[ License Tran ][ Car Wwash ][ Wehicle Requests ][ Fool Search ][ Fool Reservations ][ URL Links ] |

Pool Reservations ®
s
Dispatch Information
Mo+ Credit Card Issued
Mo + License OK
. . . YT
Figure 8 — Issued credit card and driver’s licence check
sl u ” H .
7. Save the record by clicking on the “Save” button in the lower right corner of the screen. The
. . . . . “ . ”
record should now be highlighted in yellow in the list of records on the “Pool Reservations
screen (Figure 9).
(& Flesthaver® - SASKCYA - B 1 pm v Page- Safety - Took - @) )
AR Wehicles [Dlivars ][ Allocation History ][ Pool Auth Request ][ Repairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distarce Only ][ Reports "PDDLDP
Licenze Tran [ Car W ash ][ Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ] |
Pool Reservations .

12 (M items) X 4 4 » M
Unit Humber * | | Contains L 40 rowes per page % ﬂ @ =] H ] 2

[] Unit Mumber Rental Mumber ‘wiorkshop/Fool hame From date ¥ Pickuptime Todate Fetumn time From odometer To odometer KM Charge Days L

D@1400‘35 000a4s 111 2720130800 171 2720131400 0 oo 0CYAPOOL REGINA-5

D@109009 001004 CWA POOL REGINA-S00 MCLEOD STREET10M 22013 12:00 101 272013 23:59 30691 oo 1TEST CUSTOMER 1 b

D@113364 001005 CWA POOL REGINA-S00 MCLEOD STREET10M 22013 00:00 101 2/201323:59 0 oo 1TEST CUSTOMER 1

D@113364 00o0ary 2811152013 00:00 031 2720132359 0 oo 0CYAPOOL REGINA-5

[1&313452 000979 CYA POOL REGINA-S00 MCLEOD STREET 24117201 3 00:00 291120132359 0 o o 1TEST CUSTOMER 1 b

Figure 9 — Dispatched vehicle
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RETURNING VEHICLES

When a driver returns a vehicle, you must “return” the vehicle in FleetWave®.
1. Open the “Pool Reservations” module in FleetWave®. You can use the filter to search for the
driver and narrow down the records to the one you need.
2. Open the record in edit mode.
Scroll up and set the correct charge type in the “Apply Charge” dropdown box (Figure 10). Select
MINIMUM if the vehicle travelled less than 100 km per day rented. Select MILEAGE if the vehicle
travelled 100 km or more per day rented.

»

(&8 FleatWave(® - SASKCVA - B | g v Page - Safety v Tooks v @@~
[FRLETTE [ Wehicles |[ Drivers || &llocation Histoy |[ Pool &uth Request |[ Repsis/Capital [ Accidents || Tickets and Fines | Fuel Only ][ Distance Orly | Reports "PDDLDP
[ License Tran |[ Car'wiash | Wehicle Pequests || PonlSearch ][ Pool Reservations  |[_ LIRL Links ] |

Pool Reservations x

=] 2
Dispatch
Rental Mumber 001008
Unit Murmber 118364 [ Distance Rate 0275
Model year 2008 Apply Charge w
Manufacturer CHEWVROLET Discount

MILEAGE
Model Cobalt Total cost IR LR
Exterior colour WHITE
License Plate FOIFED

Figure 10 — Charge type

4. Scroll down to the “Return Information” section. Check that the “To Date” and “Return Time”
are accurate. Enter the returning odometer reading in the “To Odometer” field (Figure 11).

5. Confirm that the fuel card was returned if issued, and indicate in the dropdown box (Figure 11).

6. Click the “Return Vehicle” button (Figure 11).

3

(E FlestWave® - SASKCYA f - B 1 e v Page~ Safety~ Took~ @
e Wehicles [ Drrivers ][ Allocation History ][ Pool Auth Request ][ Fiepairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distance Orily ][ Feports ]|PDDLDP
License Tran [ Car W ash ][ Wehicle Requests ][ Pool Search ][ Pool Reservations ][ URL Links ] |
Pool Reservations %
~

Return Information

To date Return time To odometer 4 K

104127201375 16:00 51342.00 206

FRetun Yehicle 6

‘ Credit Card Returned ves v || 5

Figure 11 — Return information

7. Save the record by clicking on the “Save” button in the lower right corner of the screen.
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PRINTING A CUSTOMER COPY

If the customer requires a printed copy of the form, follow the process through and save the record.
When a returned pool reservation record is saved, it is archived. In order to go back to the record to
print it, you must open the archived records to find the one you just returned.

1. From the “Pool Reservations” module you click on the show/hide archives button, which looks
like an open filing cabinet (Figure 12).

| (& FleetWave® - SATKTYA |_| v Bl ) @ v Pagev Sfety~ Tk @-
LIGOUT Mg [ Wehicles ][ Drivers ][ Allocation Histary ][ Poal Auth Request ][ Fiepairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distance Only ][ Reports ]| e
[ Liceree Tran|[ Car'wash || “ehicle Request: || PoolSearch ][ Pool Reservations || URL Links ] |

Pool Reservations e T

12 (2 tems) B %NS ®EH

| Unit Mumber v | | Containg v | | | [Search | | A0 rows per page v |Ia|@ 2] & |
[[] Unit Mumber Rental Mumber ‘Workshop/Pool name From date ¥ Pickup time  Todate  Fetumn time From odometer To odometer KM Charge Days L
[1E2140095 000998 111212013 08:00 1712520131400 0 o o 0CYA POOL REGINA-5
[1&118364 000977 29/11/201300:00 0312/201323:59 0 o o 0CYA POOL REGINA-5
[1E313452 000979 CVAPOOL REGINA-500 MCLEOD STREET29/11/2013 00:00 29/11/201323:59 0 o o 1TEST CUSTOMER 1 &
1118364 000974 CWAPOOL REGINA-500 MCLEOD STREET28/M11/201300:00 28/11/201323:59 0 0 0 1CYA POOL REGINA-5

Figure 12 — Show/hide archives button

2. This will reveal all the archived pool reservation records (Figure 13). You can then search for and
click on the record you want to print a copy of.

‘@FISetWave@-SASKCVA ‘_| Biv B) 0 @ v Page~ Safety~ Took - @@-
LISOUT (Home [ Wehicles ][ Diivers ][ Allocation History ][ Pool Auth Request ][ Repairs/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distarce Only ][ Reports ]l
[ License Tran || Car'wiash || Wehicle Pequests || PoolSearch || Pool Reservations  |[ URL Links ]

— p— p—

l—l|—
234567891011 ..20 (T62 items) . . . . .

Pool Reservations (Archive)

> I]E

| Unit Humber v | | Containg v‘ || | [ Seaich ] | 40 rows per page ¥ | a @ a]...®
[] Unit Mumber Rental Mumber ‘wiorkshop/Fool hame From date ¥ Pickuptime Todate Fetumn time From odometer To odometer Kk Chaige Days

@42191? 000945 CWA POOL REGINA-S00 MCLEOD STREET19M 22013 00:00 2411 2/201323:59 0 BTEST CUSTOMER 1

1]
?__----_---

117246 000994 o 1}

1]

1]

1]

CWA POOL REGINA-S00 MCLEOD STREET18M 2/201312:00 251 2/201323:59 TTEST CUSTOMER 1
@109025 0009as CWA POOL REGINA-S00 MCLEOD STREET1TH 2/201312:00 N 220132359 0 0 14TEST CUSTOMER 1
@421735 ululukkete] CWA POOL REGINA-S00 MCLEOD STREETTHM 22013 00:00 N 220132359 11TEST CUSTOMER 1
@140210 onoagt CWA POOL REGINA-S00 MCLEOD STREET1TH 2/201312:00 251 2/201323:59 4TEST CUSTOMER 1

Figure 13 — Pool Reservations archives
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3. When you are in the record, click on the print icon at the top left of the screen (Figure 14).

3

E FlestWave® - SATKTYA B~ Bl ) ém v Pager Sefety v Took - @~
LOSOUT (Home J(ehicles [ Drrivers ][ Allocation History ][ Pool Auth Request ][ Repairz/Capital ][ Accidents ][ Tickets and Fines ][ Fuel Only ][ Distance Only ][ Reports "PDDLDP
License Tran [ Car'Wash ][ Wehicle Requests ][ Fool Search ][ Fool Reservations ][ URL Links ] |
Pool Reservations 'i 'i'

‘L’il |

Rental Mumber 000995

Unit Mumber 47191 7 Distance Rate 0581 Calc. Mileage Cost  0.00

hodel year 2003 Apply Charge Calc. Minimum Cost  348.60

Manufacturar GMC Discount 0.oo

Model Savana Total cost 0.00

Exterior colour GREY Motor Poal Group 42 3

License Plate ci=lilnAlS Matar Poal Tariff 42

Code

Figure 14 — Print icon within a record

4. A new window will open with a print preview of the record. Click on the print icon in the top

right corner (Figure 15).

Dispatch
Rental Number 000985
Unit Mumber 421917 Distance Rate 0.581 gah:t Mileage 0.00 - Page ~ Safety - Tools - .@.- b
08
Model year 2003 Apply Charge Calc. 348.60 I Distanice Onl Reports
Minimum ] ) Fogers Helefoal
Cost ]
Manufacturer GMC Discount 0.00 B x
Model Savana Total cost 0.00 —
Exterior colour GREY Motor Pool 42 »~
Group
License Plate 3800JL Motor Pool 42
Tariff Code
—|eCost  0.00
Motor Poal Status I verify that | have a Driver Last Date lim Cost 34860
valid drivers license Accepted  Driver
Accepted
REJECTED | have read and agree i
to the CVA rental iy A2 =
policies arift 42
Driver name DRIVER1, TEST | authorize another i
person to pickup this
rental pred Last Date Driver
Supervisor Email agg Authorized Pickup Accepted
Name I
Deiey VA Polcy -

Figure 15 — Record print preview
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5. A printer settings window will open. When you are satisfied with the settings and have made

sure your printer is selected, click on “Print” to print the copy (Figure 16).

[ bttt e oos oo 4o e PEATALS Cwaime mENTS ODE_Witkeyval-000995Eviewtyp - [ | [ X)
& print 9£|

~ -
@20:’12)’20133'2?'14%;1 = |,D

General | Dpliuns|
Select Printer
E dd Printer QMichsoFt ¥PS Docume »
Calc. Mileage 0.00 - - - - -
- TOSHIBA ] 2 5end To Onehoke 201 Cost g Page ~ Safely = Tods~ @
gé 465551P - HP LaserJet P4010_P4510 Series PCL 6 calc. 348.60 ||-V_][ Distance Only ][ Fepoits ]
FOOLOF
Minimum
< | > Cost p— p—
Status:  Ready [ Priit to file ¥.J ¥.J
Location:
Comment: Motor Pool 42 =
Group
Page Rangs Motor Fool 42
Tariff Code
@Al : Mumber of copies: n ~—lecost ooo
Selection Current Page Driver Last Date i Cost 24860
o LML oo
Enter either a single page number or a single 2 3 11
page range. For example, 5-12 raup 42 L
arift 42
o= ’
— TETTTT ped Last Date Driver
Supernvisor Email 0g Authorized Pickup Accepted
Name I
Display CVAPoly_|
A

Figure 16 — Printing the record

6. Close the record, and hide the archived records by clicking the red show/hide archives button
(Figure 17).

|@F\eetWava®-SASKcvn M- B (] o=y - Page~ Safety - Tools - @~

|_| 2 N

LIGOUT Mg [ Wehicles |[ Drivers || Allacation History || PoolAuth Pequest ][ Repairs/Capitsl | Accidents || Tickets andFines | Fusl Only |[ Distance Only || Reports "PDDLDP
[ Licerse Tran|[ Car'wash || “ehicle Request: || PoolSearch ][ Pool Reservations || URL Links ] |
Pool Reservations (Archive B EE BT
( ) e D)
[ Urit Mumber | | contains ¥ | | (5earch [ 40 rows per page v Ia =[] ] &
[] Unit Mumber Rental Mumber ‘Workshop/Pool name From date ¥ Pickup time  Todate  Retumn time Friom odometer To odometer Kk Charge Daps
@121917 000995 CWA POOL REGINA-500 MCLEOD STREET 1811 242013 00:00 2411 21201323:58 0 0 0o BTEST CUSTOMER 1
541?246 000994 CWA POOL REGINA-500 MCLEOD STREET 181 2/201312:00 28/12/201323:68 0 o o TTEST CUSTOMER 1

Figure 17 — Hide archives button
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GLOSSARY

Filter (search) — the search tool in FleetWave® used to find specific records.

Record — a set of information in FleetWave®, for example, a pool booking, or a driver.

Pool Operator — the person who manages a CVA pool.

Driver — an authorized CVA pool user.

Module — a screen within FleetWave® relating to a particular business area, e.g. “Pool Search” or “Pool
Reservations.”

REFERENCES

See the CVA Pool Driver Training Manual for step-by-step instructions about how a driver becomes an
authorized user and books CVA pool vehicles.
FleetWave® website: http://saskfleet.gov.sk.ca
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