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Helpdesk Module

It's a self-service resource which provides solution to common questions / problems while
using the FleeTrak application.

Click on the Help Desk module on the main menu to display the submenus below.

Help Dezk ienu

& A A e : o N
Your Frofile Maointenance fhaointenance Fetty Cash Mehicle Qutstanding
Reguest Regquest For Reguest Reguest bocident
foccidents Liabilities

Accident Log

Fig 4.0 Help Desk Menu
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This is a submenu that Displays information for Fleetrak Users, employees including login

details, etc. On the first tab personal information is display while the second tab contains

the drivers’ license information.

Your Profila

Fal Irfarriat ..“._,. r s Limtail iIIl. ed O pElis |
Staff 10- IchF'1n1:~ | Last Login Dat
(W A las o] ontastar3d |

Employment Date: [6/14/2012 12:.00 00 AW |

First Nama: i:nte:tar?
Middia Namao:  |[eitestern

Least Manye: |r.n'rqsinr3

Ciail: iu.:lta.:m@concapt nova

Waork Phone |U1EE1E3':‘5

Mobile Phona: ||:|1ﬁ".1|7|33|3

Update Profile

Change Password
Currant Fassward |
New Fassword |
Zannnm Me Faeaworg
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Maintenance Request
The Maintenance request process can be explained in the three phases below:
e User creates Maintenance request.
e Supervisor Approves or Disapprove Maintenance Request.
e Fleet Manager Approves/Disapprove Maintenance Request.
1. Click on Maintenance request on Help desk menu to complete Maintenance
request form below:
Maintenance Request L]

View All Your Maintenance Requests

Vehicle Details
VIN: VIN1873 Brand Name: Honda
Type : Registration Number: 1878
Model: Accord Assigned Driver : cntester3 cntester3
Assigned Staff: cntester! cniester! Maintenance History

Request Details

@
Maintenance Type: Unscheduled Preventative

Add Request Parts

Spare Part: Select E|

Vehicle Part Position: | Select E|

Repair Work :

Quantity : 1
Add Part
Submit Request

Fig 4.2.1
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2. Supervisor Click to Approve or Disapprove Maintenance Request displayed
below:

Approvals ]

VEHICLE REGQUEST MILEAGE SUPERVISOR FLEET ADMIN
REQUESTER REQUEST TYPE SOURCE
REG NO DATE VALUE  APPROVAL STATUS AFFROVAL STATUS
ROSTESTERZ ViEw
444 711812012 |UNSCHEDULED PENDING PENDING
ROSTESTERS DETAILS

Spare Part Items

REQUEST  BASE WARRANTY PaRT

COMMENTS
DATE (MonTH)  EFFICIENCY{%)
FUEL CHANGE
NIA | TH82012 56 0 Pending v

Tank PART -
Disapproved
Submit = Cancel

Fig4.2.2
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3. Fleet Manager Click on Maintenance request on the Help desk Menu

Approve Maintenance Requests &

VEHICLE REQUEST MILEAGE Up 0 ] OR FLEET ADMIN
REQUESTER REQUEST T¥PE [SOURCE
REGND DITE ViLUE PROVIL STATUS OMME APPROVAL STATLIS
CNTESTER3 View
a64 THTE012 | UNSCHEDULED APPROVED FENDING
CNTESTER3 DETRILS
Spare Part kems

Lis
REFuIR: REGUEST BusEe PaRT

DATE  (WARRANTY{MONTH) |EFFICIENCY{%)

SFARE PART .. QUANTITY REFLIR
DaTE

COMMENTS

CRrANKSHAFT NA 1 |cHanGE THAT2012 71772012 12 00 Anproved W

Submit  Cancel

Fig 4.2.3
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Note: When a Fleet manager creates Maintenance Requests, it's automatically approved and when Supervisors make a
Maintenance Requests, the fleet manager approval is required.

Petty Cash Request

The Petty Cash request process can be explained in the three phases below:

e User requesting for petty cash.
e Supervisor Approves or Disapprove request.
e Fleet Manager Approves/Disapprove request.

1. User Clicks to create Petty Cash request.

Petty Cazh Request

Code :
Region :
Branch :

Vehicle :

Brand :

Model :

Engine Capacity :

Fig 4.3.1

PC10002
Southwest Region

Lagos Branch

Make Request

Employee :
Driver :
Usage :

Expense Date :

Amount :

Description :

Approving Supervisor :

Cancel

View All Petty Cash Requests

cntester! cntestert

cntesterd cntesterd

12071202

cntester! cntester! »

User’s Manual



mﬁk ===c0ncept
e 9 FleeTrak™ BB nova

2. Supervisor Clicks to Approve or Disapprove Petty Cash.

Cperations Menmu (Supendsor) L]

Pending Petty Cash Reqeusts -

FLEET

VEHICLE DeTE OF
AMOUNT DETAILS REQUESTER ) COMMENTS

REG NO EXFEHSE

1234 |2000.00 | oFOFOFOFFFF | TI32012|cHTESTERZCNTESTERZ | PENDING | PENDING ArFrOVE
DizaFFROVE
1234 |2000.00 TTT TI3r2012|cHTESTERZCHTESTERZ| FENDING | PENDING ArpROVE
DIsaPFPROVE
Fig 4.3.2
3. Fleet Manager clicks to Approve or Disapprove Petty Cash Request.
Approve Petty Cash Requests L]

FLEET
VEHICLE DTEOF | ' S | ADMIN

REQUESTER| AMOUNT | DETAILS 4 COMMENTS
REG NO EZFENSE

AFFROVE

A55 20000.00 FOR THTR012| APPROVED | THIS IS OK | PEHDING
REF&IRS DIsAPPROVE

Fig4.3.3

After requests are approved by fleet manager, Payment is made to the user.
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Petty Cash Request

User clicks to View petty cash requests made including approved and rejected requests.

Petty Cash Requests L]

Approved Petty Cash Requests Rejected Petty Cash Requests

Pending Petty Cash Requests L]

VEHICLE SUPERVISOR FLEET ADMIN
CODE REQUESTER
REG NO APPROVAL STATUS APPROVAL STATUS
PC10002 1234 2000.00|DFDFDFOFFFF|  7/312012 |CNTESTERZCNTESTERZ PENDING PENDING
PC10003 1234 2000.00 TTT 71312012 |CNTESTERZCNTESTERZ PENDING PENDING
Fig 4.3.4

Note: When a fleet manager creates Petty Cash Requests, it's automatically approved and when Supervisors make a
Petty Cash Requests, the fleet manager approval is required.
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Vehicle Request
Vehicle request can be explained in three phases below:

e User Request for vehicle from department.
e Supervisor Approves/Disapprove vehicle request.
e Fleet Manager Approves/Disapprove the vehicle request

1. Click to Create Vehicle Requests

Vehicle Request i

View All Vehicle Requests

Branch Hame: Lagos Branch

No of Paszengers : Journey Sart Date :

Purpose: Journey End Date :

Destination: Start Time: 01 [w] : 00[w] AM []
Other Details: EndTime: | 01[w] | 00[w] AWM [x]

Submit Request

Fig 4.4.1

2. Supervisor clicks to Approve or Disapprove vehicle request
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VEHICLE
ReGND

Lasas

TRAVEL
BRANCH

FORT
HARCOURT

NoOF  |STORTDATE | END DATE
PussencERs| &TME | ETIME

THE012 TH9M2012
OF.00:00 11:00:00

REGUESTER

CNTESTERJCHTESTER ]

COMMENTS

ArrROvE
DisarPROVE

Fig 4.4.2

3. Fleet Manager clicks to check for availability from the pool of vehicles and
Approve/ Disapprove request.

12|
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Approve Vehicle Requests -

BRANCH DESTINETION

ROSTESTER3 FH |TrReVELLING Braraots | grevzoz CHECK
ROSTESTERI |BHRANCH TEST Laens : BlEraT2 03.00:00 | 0&:00:00 APPROVED | PENDING AvaILABILITY
ROSTESTERZ Lacos B/16/2012|6M15/2012 CHECK
L 2 B A2012 A P
ROSTESTERZ  |BRANWCH TesT “0s 10:50:00 | 11:00:00 PPROVED | FENDING AL ABILITY
CHTESTERZ Lagos Trai2012 | Trant2 CHECK
CHTESTERZ BrRANCH TesT Laens ° Ttz 02:00:00 | 02:50:00 APPROVED | PENDING AvRILABILITY
A(—;TAP:EEP;NTCEEE:T Laens Runs Wl 1 T 32012 TN 42012771 472012 APPROVED | PENDING CHECK
BrRANCH 10:00:00 | 07:.00:00 AveILABILITY
TEST ADMIN
C
ADT::EEP;NTCEEE:T LAens TRAVEL 1BADAN 18 THe2012 71167201 217/187201 2 APPROVED | PENDING CHECK
BrenCH 06:00:00 | OF:00:00 AvalLaBILITY
TEST ADMIN
COMCERT TEST
ADMIM CONMCERT Laens VISIT 1BADAN 18 THEL2012 7/16720127/18/2012 AFFROVED | PENDING CHECK
BrenCH 06:00:00 | OF:00:00 AvalLaBILITY
TEST ADMIN
CHFLEETMANAGER| Lasos T80l 2{7Marz012 CHECK
FLEETMANAGER |BRANCH VISIT [BADAN ° e 01:00:00 | 02:00:00 APPROVED | FENDING AvalLaBILITY
HAvailable Wahicles 1 111 L
Wehicle ldentification Mumber @ 111 Brand Mame: Toyota
Type : 4-Dioor Sedan Registration Mumber: 111
model : Zaorolla Engine Capacity a
mManufacturar vear: 2007 vehicle Description :  Tovota Coralla
Approve & Assign | Disapprove
Fig 4.4.2

Note: When a fleet manager creates vehicle requests, it's automatically approved and when Supervisors make a
Vehicle Requests, the fleet manager approval is required.
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Logging an Accident
This is a module where accident records are logged by assigned users/femployee. When an
accident log is entered, it is logged in the system as a maintenance request which

therefore goes the maintenance process cycle.
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Click on Accident log on Help desk menu to view accident Log form below:

Accident Log

Accident Log DashBoard

Owtstanding Accident Liabilities

VEHICLE REGIOMNAL DETAILS

Subsidiany:
Region:
Branch:

Yehicle Reg Mo:

Concept Mova Test
Southwe st Region

Lagos Branch

111

YEHICLE DETAILS

ehicle Brand:
Registration Mo:

Fuel Type:

Toyaota Wehicle Model:

1 Color:

Ciesel Lsage Purpose:

Coralla

el o

maovements

YEHICLE ACCIDENT DETAILS

Accident Codle:

Accident Date:

Details Of Accident:

Photograph 1:
Photograph 3:
Puolice Station:

Date Released From
Police Station:

General Comments :

AGCI1206

|D?;1 §/2012

| had crash

Operator:

Location OF Accident:

Severity Of Accident:

|C:\Documents and Settil" Browse.. ]letmjmph 2

|C:\,Documents and Settil" Browse.. ]letmjmph-l:

| Panti

(0741772012

| head-pn crash

Sawve

MNext

Cancel

Date Reported:

Police Report :

PiA

lagos ‘

Medium o

|C:\D0|:uments ahd Seﬂil” Browse.. ]

|C:\Documents an Seﬂil” Browse.. ]

0741772012 |

|C:\D0cuments and Settil" Browese.. ]

Fig 4.6.1

14|

User’s Manual



e« 1]

. concept
e 9 FleeTrak™ 11 nova

On the Above Accident log image, click on Next to complete accident log form below:

Accident Log -

Accidenmt Log DashBoard Owutstanding Accident Liabilities

WVEHICLE REGIONAL DETAILS

Subsidiary: Concept Mova Test N
Region: Southwest Region b
Branch: Lagos Branch g
Wehicle Reg Ma: 111 -

WVEHICLE DETAILS

“ehicle Brand: Toyota “ehicle Maodel: Corolla
Registration Ma: 111 Calar: el o
Fuel Type: Diesel Usage Purpose: movements

ACCIDEMT LIABILITY DETAILS

Estimated Repair Cost:  |0.00 ?::2::1‘.‘e+l Repair |D'DD | Remainder
Cost Bearer 1: -- Select Cost Bearer - »  Enter Value: |D.DD |
Cost Bearer 2: -- Select Cost Bearer -- »  Enter Value: |D.DD |
Cost Bearer 3: -- Select Cost Bearer -- »  Enter Value: |D.DD |
Total Entered: FPercentage:
Sawve Fresdous Mext Cancel

Fig 4.6.2

Note: After completing the accident log entry, refer to the physical inspection link to complete the
maintenance process.
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Maintenance Request for accident

The Maintenance Request for accident can only be raised for accidented vehicles logged
in the system with completed payment.

To raise Maintenance request for accidented vehicle,
Click on "Maintenance Request for accident”
Click Raise Maintenance link before the vehicle to be maintained

After Raising the Maintenance request, the Maintenance Request process is initiated.

Raize Maintenance Requests for Accidents

Yiew All Your Maintenance Requests

Raize Maintenance For Accidents

RAISE MAINTEHANCE [ AUTOVIN-FERGIED ZAC CIDENTOS | 1201972012 12:00:00 Al 121972012 120000 AM | MEDIUM | WVCBCWEC

Fig 4.6.3

How to Raise Preventative Maintenance

Preventative Maintenance Alerts can only be checked after a Preventative Maintenance
schedule is setup and the vehicle is due for maintenance. An Alert is sent to the Super fleet
Administrator.

After Super fleet Administrator receives Alert. He proceeds to click Help desk menu
Click Pending Alerts

Click Raise or Ignore.

16' User’s Manual



&« H=
FleeTrak - .

L AMS ™
e 9 FleeTrak

concept
nova

Preveantative Maintenance Alarts

a8
Ignored &lerts Maintained Fending #lerts
Alerts

Fig 4.6.4

After Raising the Preventative maintenance and completed the maintenance request.

The maintained / ignored alerts can be check by clicking Maintained alerts from the

above image
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