How to Use Husky Motors
New Vehicle Reservation
System

For more information, contact Angie Kolehaminen at
amkolehm@mtu.edu
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Logging In

e Step 1: Visit: https://mtu.agilefleet.com/login.asp

e Step 2: Click on Sign Up Now!

Wm Agile FleetCommander

#tome DAdministration @Help @ About

Please Login
Vehicle Use

» Make Reservation You have attempted to access a feature that requires you to login first and/or have Administrator privileges or your session has expired and you need to re-login,
*My Schedule
*Car Pool Username: | |
' My Profile Password: ‘
' My Vehicles
5 i g

My Regors | Login ‘ Clear ‘
5 et

. 5 rgot pi ?

Accidents/Incidents e

Tt @ Notice: All logins (and attempts to login) are logged for security reasons,

'nstructions

! Palicies

Vehicles and Rates
! Locations
'Contact us

'FAQs

'Terms of Use

! Privacy Statement
' Documents

»Sign Up Now!

Privacy Statement ¢ Feedback

Copyright © 2011 Agile Access Contral, Inc. Al rights reserved.
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Please fill out all information, including your driver’s license number and expiration date. Use your ISO log-in and
password to access the system.

User Registrations

. |

Site Informmation

FSite wou are
registering for:

You Mmay hawve the opportunity to reguest permission at additional
additional permissions is domne wia the My Profile link.

User Lnnformrmyatiom

=riarme (last, *Ffirst, ):
Flsermnarme :
*Login Password :

FRe-enter Passwword:

Comntact ITnformmatiocmn

Title :

CDepartrment:
Account Mumber:
FPhonse Prefersnce:
FERBusiness Phone:
Mobile Phone:
FPreferred Email:

= ork Ermail:

ditiomnal Tnformmatiom
FSuperwvisorsSadwvisor
Marme:
FRuperwvisorS/Adwisor
Phorne:
FSupervisor/advisor
Ermail:

Criver's License Murmber:

License Expiration Date:

License Issuing
StateSProwvince:

richigan Tech University

sites after yvyou are approwved for yvour primary site. Regquest fFor

| Mone Selected - |
[ I
| Business Phon= ™ |
| Bt |
|
weork Ermiail - |
[
[ |
[ |
L |
[ |
| E===

L =1

Use the space beloww to prowide:
1) & description of your motor pool reguirsments,

2] Any unigus reguirements yvyou Mmay have (e.g. Alwaws reguire cargo space,
33 Any other comments vou mMmay hawve for the mMmotor pool

Cormrments:

staffF.

reguire wheslchair Liftl, and

=

= - required fi=slds

Please enter the text wou see in the picture imto the text box before subrmittinmng wour

registration.

Cancel

|| sSawe Registration |
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User Registration Approval

» All user registrations will need to be approved by the administrator. | will approve these right away so you

can make your vehicle reservation.

mmmm Agile FleetCommander
#Home [NAdministration EHelp & About
User Registration

' Make Reservation
' My Schedule

' Car Pool

' My Profile

F My Vehicles

* My Reports

! Accidents/Incidents

' Instructions
! Policies
'Vehicles and Rates
! Locations

' Contact us

' FAQS

' Terms of Use

REGISTRATION CONFIRMATION - PLEASE READ

Thank you for registering. Your account will be available for use once an Administrator approves it. When you receive a welcome email
notification from the Administrator, you can begin to use FleetCommander.

! Privacy Statement
! Documents
' Sign Up Now!
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Once registration is approved you will log in and see the following screen. Click “OK” once you have read the
motor pool policies.

mm The page at https /A mtu.agilefleet.com sawys: =

Please read our Policies and confirm yvou agres to the terms
by clicking the button at the bottom of page.

Motor Pool Policies
O
The following information (last updated on June jotor pool wehicle. Every
operator of a motor pool vehicle is responsible foi | wehicles is a privilege
that can be revoked.
Policy

Use Authorization
Beguirements of Operator
BResponsibilities of Operator
Cancellations
Pickinag Up wehicles
Returning Wehicles
Road Repairs
Accident Reporting
Insurance

Use Authorization
Only authorized State University faculty, staff, and students may operate a motor pool vehicle. The wehicle may be used only for State
University business. Mo one, other than faculty, staff, and students on business or course work, may ride in State University wvehicles
unless special paperwork is subrmitted in advance.
Domestic and non-domestic animals are MOT allowed in the vehicles with the exception of seeing-eve, hearing-ear, and service doags.
(Please indicate a special vehicle requirement when making the reservation, of the need to transport one of these dogs.) Caged
research animals may be transported in cargo vans only.

Wehicles are not to be used for towing. No objects are to be placed, mounted, or tied to the outside of any mMmotor pool vehicle. Damage
resulting from any of these conditions will be the responsibility of the requestor's department (or organization).

Smoking is strictly prohibited in all motor pool vehicles.

e rop

Requirements of Operator

All drivers of motor pool vehicles must possess a wvalid U.S. driver's license with fewer than 6 points on their record. For insurance
purposes, the Motor Pool office, must have on file a list of all persons who will be operating motor pool wvehicles. This must include the
driver's name, license nurmber, state of issue, expiration date of license, and driver's date of birth.

tr= vop

Responsibilities of Operator

The operator of the wvehicle has, but is not limited to, the following responsi ies:

= Safe operation and security of the wehicle until it has been returned to the Motar Paol.

= Strict adhere to all traffic and parking laws. A practice of road courtesy at all times. YOU are responsible for all traffic and
parking violations. Any citations received by the Motar Pool office shall be forwarded to the department (or arganization) that
reserved the wvehicle. Speeding in a motor pool vehicle will result in a 90-day suspension of driving privileges.

= Safety belts are to be worn by all oeccupants of the wehicle at all times the vehicle is in motion. The driver is responsible for
ensuring that all cccupants comply with this reguirement!

= Do not abuse this wehicle! wehicle damage resulting froem asbuse is subject to payment by the driver's department (or
arganization).

o o ' of @ vehicle is at fault in an accident, the department (or organization) will be required to paw
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Click on the “Home” button.

micnig Agile FleetCommander

'ﬂHume Administration ELogout ﬂHeIp enhnut

Logged In: Penny Foetisch

' Make Reservation
* My Schedule
' Car Pool

We are excited about the launch of this new service and we are pleased to provide you 24 hours per day access to motor pool resources, policies, and
' My Profile procedures. Please enjoy the site. We look forward to serving you through this new venue.

¥ My Vehicles
' My Reports
b
Accidents/Incidents

' Instructions
' Policies
'Vehicles and Rates
* Locations

' Contact us

*FAQS

' Terms of Use

' Privacy Statement
' Documents
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Making a Reservation

* You can make a reservation for yourself or for someone else. Click on the Make Reservation.

Wmm Agile FleetCommander

#Home [NAdministration §diogout EHelp € About

_ Vehicle Reservation Logged In: Angie Kolehmainen
Vehicle Use )

* Make Reservation [»Request Information
' My Schedule '

! Car Pool
} My Profile Who is this request for?

. @ This request is far me
' My Vehicles .

» My Reports () This request is for I:I Search

3
Accidents/Incidents

Information @ Cancel Request || Mext (Continue Request) |

' Instructions

! Policies

!Vehicles and Rates
! Locations

! Contact us

' FAQs

' Terms of Use

} Privacy Statement
! Documents

'Sign Up Now!
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Select Usage Type

I”

* Please select “Daily Rental” for the usage type.

mm Agile FleetCommander

me [\ Administration ELogout BHelp O about

Vehicle Reservation Logged In: Angie Kolehmainen
Vehicle Use =

P e r [»Request Information
' My Schedule :

' Car Pool

' My Profile

! My Vehicles
' My Reports
»
Accidents/Incidents

' Instructions
! Policies
'Vehicles and Rates
' Locations

! Contact us

FFAQs

Usage Type: '® Daily Rental
' Maintenance
- Courtesy
' Student Groups
-/ Long-Term

Cancel Request || MNext (Continue Request) |

' Terms of Use

! Privacy Statement
! Documents

'Sign Up Now!
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Request Information

* Complete Reservation Request form: pickup date/time; return date/time; type of vehicle; number of
occupants; destination; purpose; account information; once completed, select “Next (Continue Request)”

Vehicle Use &
* Make Reservation

*Vehicles and Rates
" Locations

r Contact us

" FAQS

' Terms of Use

" Privacy Statement
" Documents

FSign Up Now!

Vehicle Reservation - Start Request

Requestor Information
User ID / name:
E-mail address:

Driver's user ID:

Schedule Information
Pick-up date / time:

Return date / time:

Selection Information
Usage Type:
Site:
Location:
Type:
Options:

MNumber of occupants:

Additional Information
Department:

Account Mumber:
Destination:
Comments (for example

[»Request Information

amhkolehm / Angie Kolehmainen
amkolehm@mtu.edu

(ﬁngie Kolehmainen) chanage

[oss28/2015 |[E=lR| [7 +|[oo * |[am * |
[o8/28/2015 |EED| [4 +|[oo *|[Ppm 7|

Daily Rental
Michigan Tech University
| Parking Lot 230 ¥ |

- Any Type - T

[ Hitch

Clear Options
(driver and passengers)

|N0r1e Selected v

. the description of any special vehicle requirements)

-

press Shift+Enter to begin a new line

Cancel Regquest || Mext (Continue Request) |
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Making a Reservation cont.

* Confirmation Page: “Submit Request” to have a vehicle assigned to your reservation.

* “Select Submit and Make Similar Request” to submit and make another request. For your convenience, the
information you entered will transfer to the new submission request.

Vehicle Reservation - Finish Request

_& Confirm Request

Requestor Information
User ID / name:
E-mail address:
Driver's user ID:

Schedule Information
Pick-up date / time:
Return date / time:
Duration:

Selection Information
Usage Type:
Site:
Location:
Type:
Options:
Mumber of occupants:

Additional Information
Department:
Account NMumber:
Destination:
Comments:

#*| suto-assign to a vehicle?

amkolehm / Angie Kolehmainen

amkolehm@mtu.edu

amkolehm / Angie Koleshmainen

08,/29/2015 OF:00AM
08,/29,/2015 04:00PM
9 hours

Daily Rental

Michigan Tech University
Parking Lot #30

Sedan

(any options)

3 (driver and passengers)

Facilities Management
H47121
Marquette

Please provide a gps if available.

Ignore buffers?
| Previous (Change Reguest)

Cancel Reguest | Submit Request | Submit and Make Similar Reguest |
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Once you hit submit, you are all set. This page displays your current requests. To cancel your current reservation displayed
below, click the x next to the Request Date/Time. To make another reservation, click “Make Reservation”.

My Schedule - Current Requests

ﬁHume Administration ELogout BHeIp ﬂAbout
Logged In: Penny Foetisch

icleUse [
e Reservation User ID / name: pjfoetis /' Foetisch Penny , B
 chedule E-mail address: pjfoetis@mtu.edu Schedule as of: 8/28/2015 12:43:59 PM
Pool i
Request ID or . . Current Requests
Profile Confirmation number: I:I Display: All Requests
ehicles Reqguest Date/Time Schedule Information % Status Information Reqguest ID or Confirmation Number Vehicle Information
Reports - ) )
Pick-up: 08/31/2015207:00 AM 0] Request is pending
Q¥ ?gfig!gglﬁm Return: 08/31/2015204:00 PM ¥ You are the requestor :E%ggsutlf% Unassigned
ents/Incidents e Duration:9 hours & You are the driver
wrmation i A
® [| Schedule Message - Google Chrome | o|E] X |
Tuctions
- https://mtu.agilefleet.com/ScheduleMessage.asp?Title=FleetComm
icles and Rates
htions FleetCommander: Submit Request
act us ‘Your vehicle reservation request has been submitted. An email with
5 information about your request is being sent to you at pifoetis@mtu.edu.
ns of Use
acy Statement
ments
Up Now!
LN A
04/25/2016
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Checking Out a Vehicle

* The FleetCommander outdoor kiosk interface is a touch-screen. Just
tap the desired item!
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Checking Out a Vehicle

TEC” Administration l Logout

Please select an option below to begin.

Check Out Vehicle
Check In Vehicle
Grab & Go

The
FleetCommander
kiosk interface is Logout

a touch-screen.

Policies

Just tap the
desired item!
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Checking Out a Vehicle

System “Meossage of Use™ te=t is configurabie by the Enterprise Adminsstrator and sappears bere.

% User Id: pmistry

Password: --li--l--l--ll

| Login || Clear

Mokioe] &N lggerd (aradl SRS by begen] srd kaggped o fECynDY SESEDNG

= All users must log in.

= Use the virtual keyboard to
enter your User ID and
Password.
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Checking Out a Vehicle

Michiganfech [Home | Logout _

Please select the reservation you would like to check out.

Conl & Wi Fricle Schedulad o Setendidad el Comerants
I . _
| 100879 | EZD0S09138 11/10/2008 05:00 P& 15/10/2008 §0:30 P

/

= You’'ll be presented
with your approved
reservations that are
ready to be
dispatched.

[ Cancel |

= Tap on the desired
confirmation number.
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Checking Out a Vehicle

M@ ; Administration Home Logout

¥l Dol

Verify the information below and click "Check Out” to begin this reservation.

Mure el s lradirs s i

Corsfirreatasn Sorioes 112eai EELTEETET I LTl Rlaur | el ]
B bt 0 120U O B0 e - S0 R0 0800 el
Currml Thna: S 12 20 LF 05: 35 B

Vahiclo I cersalion

el Pisrree TH SO0 Wi fwuhee e arsTEY r :

] ¥
Parking Spaaoe: =7 SMdoage: FE Fuail S
T s i Hul i, CREF MalaSl v, Sallnf, scies, BE 0 TOLEPGS Riay] AT
Capel basrac g S
s bubiolie Eoradinbon ol gl

. Cancel || Print Travel Sheet || Check Qut |

On the next screen, tap
the Check Out button.
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Checking Out a Vehicle
Michiganiech

Clhacks Ot

Please wait. Checking o®%e
the key status... @

The kiosk will then check to
make sure that the key is
present in the key box.
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Checking Out a Vehicle

Michiganie

[ Chedc Gt

Please remove your R Time
kE"_f‘ NOW. emaining
- A countdown starts.
Your key #:2 1 7
- The door latch light on <
the front of the key
box lights up to !
indicate the door can Tum key to the left
bE DPEI’IEE'. {oounter-clockwissa) bo remnove it
= Slide the latch up to ool Check oot
open the door.
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Checking Out a Vehicle

= The light next to
the correct key
lights up. Turn
the key and
remove it, then
close the door.

= All other keys
remain locked in
place.
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Checking Out a Vehicle
Michiganiech

Check Cunt

[ome | Logout_

Checkout completed
successfully.

| Return to Menu || Logout |

You’ll see this
screen if your
attempt was
successful.
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Checking Out a Vehicle

’
M”m
Check Ot

Thd 13 sample dheck et bosd

Time Remaining Please Fremove

3 your key now.

If you don’t
remove the key,
the countdown

continues.
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Checking Out a Vehicle

Chedk Cut

When it reaches
0, the system
finishes by
checking the key
status again.

Please wait. Checking
the key status...
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Checking Out a Vehicle

MWM Home Logout
Chaeecks Ot
Your key was not removed in the
time allotted.
Please click "Return to Menu"” to
try again.
If the k&':f has not [ Return to Menu | Logout J
been removed in
time, the user
must check out
again.
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Checking Out a Vehicle

Michigan

ek, Coiat

If desired, a user
can cancel the
check out
process.

Please remove your
key now.

Your key #:2

EiS

Turm key bo the left

(oounbar-clodowise) bo remoye It

Timme
Remaining

17

Cancel Check Qut

—‘__'___;—’1?
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Checking Out a Vehicle

[o 0
MiGYdiic
Chiacl: Out
Please wait while your
check out is canceled. '. °
@
The system will
then process the
cancellation.
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Check Out a Vehicle

,‘_/_,- ! G M Home Logout

Check Out
/ Your check out has been canceled.

[ Return to Menu J[ Logout

Once
successfully
cancelled, the
user will get a
confirmation
message.
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Checking In a Vehicle

WElcame

Administration

Logout

When returning
your keys, tap the
Check In button.

Please select an option below to begin.

Check Out Vehicle

‘ Check In Vehicle \

Grab & Go

Policies

Logout
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Checking In a Vehicle

Michiganjiech

Please Loadgm

% Ugar Id:

Password:

Syaltom “Meisage of Use™ te=t in configurabic by the Enterprise Administrator and appears bere.

pmistry

sssssses

| Login || Clear

MakioE; AN lggird: | arel gttemgts ba logen] ars lagged Tor pscunty ressong

« All users must log in.

= Use the virtual keyboard to
enter your User ID and
Password.
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Checking In a Vehicle

Wichiganech = I

Flease select the reservation you would like to check in.
Conf & Yahiche Actual Start Bchedubed End Commaenis
IDDE?EI EZONSO0 L8 1LFA0 3008 Ok 46 P 15102008 10: 30 M *Curr@ndly ChagClopd Ok
| Cancel 1| Check In a Different Vehicle |
You are

presented with
your reservation.

Tap on the
confirmation
number.
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Checking In a Vehicle

Wbt o ol i

- Enter fuel level.

Administration Home Logout
Check I
Complete the form below and click "Check In” to complete this reservation,
Besarvation Informastion
Condirmmatbon Mumber;  LI249%7 Diriver: G, Aldnd [ageartart)
B chee e ; DS IAFE0 R0 O 0 AN = Qe LIE0I0 100 A
Current Thme; D5 I3F20 R0 05 5T AR
Vildicls Infofrmation
Wil Moy 4802138l Chiaes Aleage Cud S8
P aridng Space: Fuslim=E| O - O - O = O = @ |F Al e i 11z
Do scriptionmn: 2004, SILVER, HONDA, STLOFD DR ER-To-LEATHER SO Toras T I

LS DRIVER SEAT BY BACK-PART COMING GUT, TOR OF PASE WIMDDW-TAME COMIMNG OFF, MISSING PEAR CARDD MET,
BOLT COMERS I BROKEN BACK-BOTTOM PaSs SEAT

Bl jeonisr COMmitelenls &P wPGENE OF ol wish thisl 0o ba Seen drend Sately by ths sdfifarestrabor, then place & chack & th
ChackEls, ¥ ComananTs wall Do fen 10 Chd Samendbirator shan pom Chok on The Chacl In Batton

L1 Sand Cormemmits 1D ASmerestrabor

« Enter vehicle | cancel ||  check In
mileage.
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Checking In a Vehicle

f_
LRI Administration | Home | Logout

Checl In

Complete the form below and click "Check In” to complete this reservatian,

Rasarvation Information

Confirmation Mumber: 1124297 Drivar: Gaarhart, Alems (agearhart)
Schedule: 05132000 0% 30 &M = 05 13 2000 10000 &AM USEFE als‘a have thE
Gurrent Time: OS/13/2010 09157 AN option to send comments

to the Administrator.

Wahicla Information

Vehicle MNamne: 4A02 1251 Licansa fuembar: CHEZ353
Parking Space: FualIm:E| & - O - O - O - & |F
Description: 2004, SILVER, HOMDA, ACCORD 20R EX-VO-LEATHERSAUTOMATIC

LS DRIVER SEAT BY BACK-PART COMIMNG OUT, TOP OF PASS WINDOW-TAPE COMING OFF, MISSING REAR CARGO MET,

vahicle Conditlon: .o 7 covERS 2 BROKEN BACK-BOTTOM PASS SEAT

Comimenks: If yvouwr commants are wugent ar yau wish them to be seen immadiataly by the administrator, then place a chack in the
chackioy, Your commants will be gent to the admenigtrator whan you chok on the Chack Tn buttomn,

[] Send Comments to Admanistrator

Cancel || Check In
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Checking In a Vehicle

(o
WL LD
Check In

Administration Home Logout

Bl cube:
Counrrrnt Thmmis:

Complete the form below and click "Check In~ to complete this reservation.

Reservation Information
Confirmation Number: 112497 Drivar: Gaathart, Aleos (agearhart) -rap ChECk In tCI-

O3 IAFZ0I0 09 38 AM - 05132000 1000 &M
QR IR E010 0957 &M

Warhilcle Information

Warhilclar B
Parking Spaca:
Darseription:
Yahicla Conditian:

LT TR TET ]

4LA02 1251 LEcaransar Sammmslanr: CHIZAET Sl o Ol -

vehicle.

check in the

FuslIn: E| O = €3 = 3 = 3 = (= |F Mileadgp Tn:

2004, SILVER, HONDA, ACCORD 2DR EX-Va-LEATHERSAUTOMATIC

LS DEIVER SEAT BY BACKE-PART COMING QUT, TOR OF PASS WINDOW-TAPE COMING OFF, MITSING FEAR CARGD NET,
BEOLT COWERS 2 BROKEN BACK-BOTTOM PASS SEAT

If youwr COoMManls 30 Wgent or you with tham to be seon immadately by the sdmmsstrator, than placo a chack in the
Chackbgx, Yoo commants will be sent o the admiriEtrator when yow chol on thie Chedk bn Bution

O

Sand Commaants (o Admenistrator

| Cancel Check In
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Checking In a Vehicle
Wichiganiech

Chedk In
Please return your Reljg?:ing
key now.
A countdown starts. Your key #:5 17/

The door latch light

>
on the front of the
key box lights up to )

indicate the door

Insert key and

can be opened. tum to the right (clockwise),

Slide the latch up to
open the door.

Cancel Check In
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Checking In a Vehicle

« The light next to the
correct key lights up.
Insert the key.

= You MUST turn the key
in order to complete
the return.

04/25/2016
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Checking In a Vehicle

ome | Losout |

Checlk In
Check in completed
successfully.
[  Return to Menu || Logout |
You'’ll see this
screen if your
attempt was
successful.
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Thank youl!

e Thank you for viewing this How-To on The Vehicle Reservation System
PowerPoint! We hope it has been helpful.

* Please submit all questions, concerns and feedback to Angie
Kolehmainen, Director of Transportation Services at
amkolehm@mtu.edu.
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