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Agile Fleet Commander Motor Pool Software Request Form
Please complete this form for the requested startup and configuration of the Agile Fleet Commander Motor Pool Reservation System (For State Agencies Only).

To be filled out by requesting Agency. Please See Attached Agile Fleet Commander Startup Customer Information Collection Form! 
	Cabinet
	Department
	Unit/Section

	 
	 
	 

	Motor Pool Address 
	Number of Vehicles 
	KCD Kiosk Required? (Y/N)

	 
	 
	 


	State Agency Approving Official:
The person signing must have authority to commit the Agency to additional funding obligation. 
	 

	Name:
	Position Title:

	 
	 

	Signature:
	Phone #:

	 
	 


	Please return to:
	State Fleet Management

	
	1001 E.62, A-18

	
	Denver, CO 80216

	
	Attn: Fleet Management

	
	(303)866-5222


	State Fleet Management Authorizing Official:
	 

	Name:
	Position Title:

	 
	 

	Signature:
	Phone #:

	 
	 


Directions for State Fleet Management Staff: Form to be retained by SFM Management (1001 E.62 A-18), Reviewed for Authorization, then if authorized forward to State Purchasing Office. Customer Information Collection Form to be forwarded to Agile for processing and configuration. 
Customer Information Collection Form

For Agile FleetCommander
Agile Access Control, Inc.'s FleetCommander is designed to increase the efficiency of your fleet by automating repetitive and time-consuming tasks.  This form will assist you in collecting information that is relevant to your fleet operation including vehicle and user data as well as your organization’s departments.  Supplying this information will allow a smooth transition to the FleetCommander application.
Vehicle Information

The more information you can provide about your vehicles now will help eliminate additional data entry and effort in the future.  Please enter this information on the “Vehicle Data” worksheet in the accompanying Excel spreadsheet entitled “FC Vehicle, User and Department Data Input Spreadsheet <date>.xls”.  

This information can include the following.  Items in red are required.
· Asset number
· VIN

· License #

· Year

· Color

· Make

· Model

· Type 

Mid-size, full-size, sedan, pick-up truck, etc.

· Eligible for Manual Assign?

If manual assignment is enabled for the site and for the user, then should this vehicle be available to be chosen by the user?  Put an ‘X’ here if this vehicle can be chosen by the user.  

· Eligible for Auto-Assign?

If auto-assign is enabled for the site and for the user, then you can decide which vehicles can be auto-assigned.  Put an ‘X’ here if this vehicle can be automatically assigned by FleetCommander.  

· Eligible for Automatic Approval?

If automatic approval is enabled for the site and for the user, then you can decide if you want FleetCommander to automatically approve the reservation.  Put an ‘X’ here if this vehicle can be automatically approved by FleetCommander once it is on a reservation.

· Options 

Specify any options that a vehicle may have that can be requested by a driver.

· Site 

Sites are typically geographic locations that you wish to keep separate in both a physical and logical sense.  Reports can be generated by choosing one site or multiple sites.
· Location 

A location is part of a site.  For example, a campus could be a site and there may be several locations on the campus where vehicles are available.

· Usage Type

The use of a vehicle may be charged according to how it is used.  For example, “Daily Rental” may be the normal way a vehicle is billed.  “Courtesy” could be a free rental if a driver’s assigned vehicle is being repaired.  “Permanent” could be for vehicles that are assigned to users or departments.  The usage types will appear in both the user and vehicle profiles.

· Access Groups 
Access groups are used to keep vehicles and drivers together and/or to keep them apart.  You can restrict the use of vehicles to only selected motor pool users that should be allowed access to those specific vehicles.  For example, if a group of vehicles is to be used only by CDL-licensed drivers, you may elect to create a group named “CDL”.  If there is a group of vehicles that only executives can drive, then create a group called “Executives”.  Put both the users and the vehicles into this group so that they can be matched up when making a reservation.  The access groups will appear in both the user and vehicle profiles.
· Maximum number of occupants

· Expected Maximum Age (in Months)

· Expected Maximum Age (in Miles)

· Expected Miles per Month

This is equal to the Expected Maximum Age (in Miles) divided by Expected Maximum Age (in Months).  A formula is provided in the cell example in the spreadsheet.

· Acquisition Value

· Owner User

In the vehicle’s profile, the administrator can declare that either a user or department owns a vehicle.  The admin can only use one value: the user or the department.  If it is a user, then enter the username of the user that owns the vehicle.  The username must match a username located on the User Data worksheet of the spreadsheet.

· Owner Department

In the vehicle’s profile, the administrator can declare that either a user or department owns a vehicle.  The admin can only use one value: the user or the department.  If it is a department, then enter the name of the department that owns the vehicle.  The department name must match a department name located on the Departments worksheet of the spreadsheet.

· Responsible User

In the vehicle’s profile, the administrator can declare that either a user or department is responsible for a vehicle.  The admin can only use one value: the user or the department.  If it is a user, then enter the username of the user that is responsible for the vehicle.  The username must match a username located on the User Data worksheet of the spreadsheet.

· Responsible Department

In the vehicle’s profile, the administrator can declare that either a user or department is responsible for a vehicle.  The admin can only use one value: the user or the department.  If it is a department, then enter the name of the department that is responsible for the vehicle.  The department name must match a department name located on the Departments worksheet of the spreadsheet.

· First Available Date 

This is the date when the vehicle was first introduced into the fleet.

· Last Available Date

This is the date when the vehicle will be leaving the fleet.

· First Mileage 

The mileage when the vehicle was first introduced into the fleet.

· Current mileage

This value is not really needed if the vehicle is used for daily rentals.  The current mileage will be established on the first day of rental and it will be maintained thereafter.

· Vehicle Condition

Note any current damage on the vehicle.  This information will appear on the Dispatch screen and the Travel Sheet.

· Public Notes (these notes can show up in a report) 

· Private Notes (these notes will not show up in a report)

· Add Custom Fields after this column

If there any additional data fields that you would like to collect and that are not present on this page, then please add the columns here.  FleetCommander can support up to 20 custom fields.

User Information

Please provide contact information for the fleet administrators and a small population of users.  Additional users can be self-registered easily through the User Registration process.  Please enter this information on the “User Data” worksheet in the accompanying Excel spreadsheet entitled “FC Vehicle, User and Department Data Input Spreadsheet <date>.xls”.  

This information can include the following.  Items in red are required.
· Username (e.g. jsmith)

· Password

This may or may not be required.  Please consult your Agile implementation manager if you have questions.

· Last name

· First name

· Email address

· Office Phone (this label can be changed)

· Mobile Phone (this label can be changed)

· Fax Number (this label can be changed)

· Address1

· Address2

· Address3

· City

· State

· Postal code

· Country

· Time Zone

Specify the time zone of the user (e.g. Eastern, Central, Mountain, Mountain-no DST, Pacific)

· Department

If it is desired to use a department drop down within FleetCommander (as opposed to a free-from text field), then the department in this field must match a department in the Departments worksheet of this spreadsheet.

· Account

· Supervisor Name

· Supervisor Phone

· Supervisor Email

· Send new request email to the Supervisor?

Mark as “yes” if you want the supervisor of this user to get copied on all new request emails that get sent to the user.

· Send change request email to the Supervisor?

Mark as “yes” if you want the supervisor of this user to get copied on all change request emails that get sent to the user.

· Send modification email to the Supervisor?

Mark as “yes” if you want the supervisor of this user to get copied on all modification emails that get sent to the user.

· Send approval email to the Supervisor?

Mark as “yes” if you want the supervisor of this user to get copied on all approval emails that get sent to the user.

· Send cancellation email to the Supervisor?

Mark as “yes” if you want the supervisor of this user to get copied on all cancellation emails that get sent to the user.

· Eligible for Manual Assign?

If manual assignment is enabled for the site and for the vehicle, then should this user be available to be chose a vehicle?  Put an ‘X’ here if this user can chose their vehicle.  

· Eligible for Auto-Assign?

If auto-assign is enabled for the site and for the vehicle, then you can decide which user can be auto-assigned.  Put an ‘X’ here if this user can be automatically assigned a vehicle by FleetCommander.  

· Eligible for Automatic Approval?

If automatic approval is enabled for the site and for the vehicle, then you can decide if you want FleetCommander to automatically approve the reservation.  Put an ‘X’ here if this user can be automatically approved by FleetCommander once they are on a reservation.

· Eligible for Grab and Go?

      If Grab and Go is enabled for the site and asset type(s), then you can decide if you want to allow a user to make a Grab and Go reservation at the kiosk.  Put an ‘X’ here if this user can make a grab and Go reservation. 

· Usage Type 

The use of a vehicle may be charged according to how it is used.  For example, “Daily Rental” may be the normal way a vehicle is billed.  “Courtesy” could be a free rental if a driver’s assigned vehicle is being repaired.  Mark the usage types for which the user may make reservations.

· Access Groups 
Access Groups are used to restrict use of vehicles to only selected motor pool users that should be allowed access to those specific vehicles.  For example, if a group of vehicles is to be used only by CDL-Licensed drivers, you may elect to create a group named “CDL”.  Mark the access groups for which the user belongs.
· Permissions 

Users can have one or more permissions.  Permissions can be per site or for the enterprise.  Enterprise permissions will work across all sites.  The different permissions are:

· Administrator - has the ability to make configuration changes.  The administrator’s permissions are inclusive of the permissions described below.

· Dispatcher – has the ability to make and approve reservations; dispatch vehicles; has access to restricted views of user and vehicle profiles.

· Maintenance – has the ability to manage maintenance tasks and work orders

· Requestor – has the ability to make a reservation for another user.

· Driver – has the ability to drive a vehicle.

· Inspect – has the ability to inspect a vehicle.

· Prep – has the ability to prep a vehicle.
Department Information

If you would like to create a drop down menu of your organization’s departments, please enter this information on the “Departments” worksheet in the accompanying Excel spreadsheet entitled “FC Vehicle, User and Department Data Input Spreadsheet <date>.xls”.  

This information can include the following.  Items in red are required.
· Department Name (there is a 50-character limit)

· Department Code

· Department Description

· Primary Contact

· Secondary Contact

· Address

· City

· State

· Postal Code

· Sort Order (indicate the order in which the departments will appear in the drop down)

Other Information

Logo

If you wish, you may provide a logo that you would like to appear on the home page of the site.  The logo should be in jpg or gif format and no larger than 360 pixels wide by 60 pixels tall.

Picture

If you wish, you may provide a picture of your staff to appear on the home page of the site.  The picture should be in jpg or gif format and no larger than 400 pixels x 200 pixels.

Billing

If you bill your users for usage of motor pool vehicles, please provide any documents that discuss billing rules, rates, etc.  For a fee, Agile developers can create a billing algorithm for your site.

Reservation Form

Please provide a copy of your current reservation form.

Inspection/Prep

Upon a vehicle’s return, does the vehicle go through an inspection and/or prep process?

Does the vehicle go through an inspection process?   ___Yes   ___No

Does the vehicle go through a prep process?   ___Yes   ___No

