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AGILE
FLEETCOMMANDER

WEB-BASED FLEET &« MOTOR POOL SOFTWARE

Website: https://iowa.agilefleet.com/Login.asp



https://iowa.agilefleet.com/Login.asp

This training is designed to show you the

e — N F

basics of FleetCommander. Topics covered:

Creating a FleetCommander account

Forgotten passwords

Updating your profile

Creating reservations

Requesting changes to reservations
Cancelling a reservation



1. Creating a FleetCommander Account

z — EETCOMMNMLAMN

lowa Department of Administrative Services

l)AS Service = Efficiency = Value

VEHICLE USE .
Please Login

MAKE RESERVATION

MY SCHEDULE For help logging in please contact DAS Fleet at 515-281-5123.

CAR POOL

Username: | |
MY PROFILE Password: |3 :|
MY VEHICLES
MY REPORTS [Clear] [Login]|

Forgot password?

INFORMATION

Motice: All logins (and attempts to login) are logged for security reasons.
INSTRUCTIONS

FPOLICIES
VEHICLES AND RATES

o Click the “Sign

i;::;ACT us Up NOW" ||nk to
FUELING INFORMATIOM complete the

form.

SIGN UP NOW!



VEHICLE USE
MAKE RESERVATION
MY SCHEDULE

CAR POOL

MY PROFILE

MY VEHICLES

MY REPORTS

INFORMATION
INSTRUCTIONS
POLICIES

WEHICLES AND RATES
LOCATIONS:
CONTACT US

FAQS

FUELING INFORMATION

SIGN UP NOWI

1. Creating a FleetCommander Account

User Registration

Additional Information

Supervisor Name
upervisor Phone:

Supervisor Email:

*Motor Pool

approved for your primar

E
-

= c z

ddition d
([ 's lic I b
fields

| cancel | | Save Registration |

Next Steps:

All fields with an * are required.

Your User Name will be your State email
address.

Create a Password — password should be 7
characters: 1 capital, 2 number and 1
symbol.

Enter test box at the bottom.

Click Save Registration.

Your request will be sent to DAS Motor
Pool for approval and will be responded to
with in 24 hours.

A Driver’s License Verification Form is
required for account approval.



https://goo.gl/forms/46ZIaHnxOYOkmLMA3

2. Forgotten Password

'-'F FLEETCOMMAMNDER

lowa Department of Administrative Services

‘[145 Servica = Efficiency = Valus

VEHICLE USE

Please Login
MAKE RESERVATION

MY SCHEDULE For help legaing in please contact DAS Fleet al 515-281-5123.
CAR POOL Username: | |
MY PROFILE Password: [ |
MY VEHICLES S

| Crear | | Login |
MY REPORTS —

Forgot password?

INFORMATION Motice: All logins (2 jpts to login) are legged for securily reasons.

INSTRUCTIONS

POLICIES

VEHICLES AND RATES

If you have forgotten
your password, simply

LOCATIONS
CONTACT US
FAOQS

FUELING INFORMATION

click the “Forgot
password?” link.

SIGH UP NOW!

A= AGILEFLEET




2. Forgotten Password

:k FLEETCOMMANDER

lewra Department of Administrative Services
I._]A.S Sarvica * EMciancy = Valua

VEHICLE USE

Forgot Password
MAKE RESERVATION

MY SCHEDULE
CAR POOL %
MY PROFILE Email Addregs: |

MY VEHICLES

| Submit | Clear |
MY REPORTS

I you do not have an email address or reguire assistance, contacNQur stall at: 515-2681-3123

INFORMATION

INSTRUCTIONS Motice: All logins (and atternpts o login) are legged for security reasons,
POLICIES

VEHICLES AND RATES

Locanions Enter your Email address
and click submit.

FAGQS

FUELING INFORMATION

An email containing your

SIGN UP HOW!

username and password
will be sent within
moments.

A AGILEFLEET



3. Updating your Profile

ETCOMMAMNDER

lowa Department of Administrative Services

Service = Efficiency = Value

VEHICLE USE

Welcome
MAKE RESERVATION
MY SCHEDULE Welcome to Agile FleetCommander - DAS Fleet Services' online motor pool reservation system.
CAR POOL

T CIEGILE When you are driving a motor pool vehicle, remember: You represent the State of lowa!

MY VEHICLES Be a courteous driver. Obey all traffic laws. Be kind to your rental. Refuel and clean out the vehicle prior to return.
MY REPORTS

o n ily rental use at the midsize vehicle rate! Just select "Small SUV" as the "Type" in the reservation window.
INFORMATION ClICk the My

INSTRUCTIONS P f | 17 | . k

POLICIES ro I e I n =

= Qutside Rental Out of State - 3915

LOCATIONS = Outside Rental International - 3916

CONTACT US Flease select the usage type that corresponds with the trip’s final destination or corresponding information on the Travel Department Authorization (TDA). These
new options will allow for the rental to be charged through eDAS to the service code reflected on the TDA. If you have any questions or existing reservations that
need updated, please contact us at 515-281-5123.

Usage Types have been updated to reflect the destination of each rental. The new usage types and the

VEHICLES AND RATES

FAQS
FUELING INFORMATION

SIGH UP NOW!

Outside Rentals - You can now make Outside Rental reservations through Agilel This feature is for vehicle sizes not included in the motor pool such as cargo
vans or large passenger vans. Booking Outside Rentals threugh DAS Fleet Services ensures contract rates and risk coverage.

When making a reservation: Select "Outside Rental” for both the usage type and vehicle size, and specify the vehicle size and pickup location (either DAS Fleet
Services office or an Enterprise location) in the Comments section.

- All Qutside Rental requeasts must be approved manually by the Fleet Services office. Once approved the requester and driver should receive a confirmation
email with the rental company’s corresponding confirmation number in the Comments section.

- All reservations in the Des Moeines area must use a WEX Fuel Card provided by DAS Fleet Services and vehicles must be fueled before its return

- If an Outside Reservation neaeds to be cancelled after it has been approved, DAS Fleet Services must be contacted prior to cancelling the reservation in
Agile. Fees may occur for a cancelled outside reservation without notifying DAS Fleet Services.




4. Creating Reservations

ehicle Reservation

[ ¥Request Information

MNEW - Effective for Fiscal Year 2020 billing, Usage Types have been updated to reflect the
destination of each rental. The new usage types and the commesponding service codes are listed
balow:

Daily Rental In-State - 32354

Dhaily Rentsl Out of State - 3815

Cutside Rental In-State - 3855

Outside Rentsl Out of State - 3815

Outside Rental Intemational - 3816

Please select the usage type that comesponds with the trip's final destination or corresponding
imformation on the Travel Departrent Authorization (TOA). These new oplions will alow for the
rental io be charged through eDAS to the service code reflected on the TDA.

4. Selectthe requested reservation il vedeivkfuikhpassaat
type \\Outside rentaIS" are eet Services to cancel, fees may oceur for 3 cancelled outside reservation.
reservations with a State :
contracted company when Motor

Pool vehicles are unavailable, e 0 St
specialty vehicles are requested, or e
out-of-state reservations are Maintenance

Body Shop

needed- Courtesy Loaner

Selact Site A

aily - In State

aily - Out af Stabe

6. Click the “"Next (Continue
Request)” button.

Select Site:

Cancel Reguest | | Mext {Continue Reguest)

5. Select Motor Pool.



4. Creating Reservations

Vehicle Reservation - Start Request

E}Rﬂquest Information

Reguestor Information

Uzer 1D 5 naime: Mariah.Flowersfiiowa.gow / Mariah Flowers
E-mail addre=s: Mariah.Flowersfiowa.gow
Driver's user ID: | Mariah Flowers!| {Mariah Flowers) changs

Schedule Information
Pack-up date J Gime: 08/08/2019 07:00 AM E E—:I
Return date § Limea: 08/08/2019 05:00 PM E G
Selection Information

Usage Type: Diaily - In State
Sibe: *Motor Paal

Location: | Fleat Services ¥ |
| COMPALCT ¥ |

7. Fill out the iy =

Murmber of ocoupants:

information for yoUr itional Information

Agency :

reservation. An #DAS cudz:

|
|
Deestination: | |
|
|

¥ | {driver and [EECEETE Y

Adminislrative Sarvices ¥ |

eDAS COde iS PRrpose:
Altermate Driver:

reqUired. Comments

locs

| Cancel Request | | Next | Continue Reguest)

8. Click the “Next
(Continue Request)”

button.




4. Creating Reservations

Vehicle Reservation - Finish Request

| & Confirm Request

9. Verify the information

Reguestor Information

:|"'.-I:'I ID F marme: Mariah.Flowersdiowa.gow / Mariah Flowers |n your request |S CorreCt

E-mail addresg: Mariah.Flowersiiowa.gov
Dirivear's user ID: Mariah.Flowersfiowa.gov § Mariah Flowers

Schedule Infermation

Pick-up date J Time: DE/O0Q/7 2019 OF:00 aM
Return date § timea: DE/O0Q/7/2019 05:00 PM
Diuration: 10 howrs

Selection Information

Usage Type: Daily - In State
Sita: *Motor Pool
Location: Fleet Sarvices
Ty MIMI PASSENGER VAN
Mumber of oooupants: 5 [driver and passengers)
. o .
pdditional Informatian 10. ClICk the SmeIt
I : Administrative Services
gency 7
eDAS code: 1234 Request button.
Destination: Des Moineas
Purpasea: Lest
Alternate Driver:
Cormmeants:
! e
i Aubo-assign [o & vehida? [gnore bulfers?

I Previous (Ohange FReguest) | Cance] Request | Submil Reguest | Submil and Make Similar Reguest




lowra Department of Administrative Services

Sarvica = EMiciancy * Valva

VEHICLE USE

MAKE RESERVATION

My Schedule - Current Requests

4. Creating Reservations

FLEETCOMMAMDER

MY SCHEDULE

CAR POOL

Uger ID/ Name: mariah.flowers@iowa.gov / Flowers Mariah
E-mail addres=: Mariah.Flowers@iowa.gov

Schedule as of: B/B/2019 11:48:03 AM

MY PROFILE

MY VEHICLES

Request ID or Confirmation Number:

||Viuw|

Display:
1=play All Requests

. Current Requests \l"

:_‘| - Page 1 of & **

Request ID or

MY REPORTS Dl:::;':::e Schedule Information ¥ Status Information Canfirmation Vehicle Information
Number
Pick-up: 1042472017 11:00 AM Request was approved 105313 Wehicle:  ZF76 (2017 White Chrysler 200)
INFORMATION 10/24/2017 |Rewrn:  09/30/2019 12:00 PM € You are the reguesio: Confirmation |Localion: Flest Services
fiver: ROMEE SLAGLE number Wpe:
INSTRUCTIONS Duration: 706 days 1 hour Driver: RONEE SLAG| Type: MID SIZE
Pick-up: 102572017 09:07 AM . .
POLICIES Retum:  10/31/2010 05:00 pM |8 Reduest was approved D I e e e
. £ You are the requeston Confirmation |Locslion:  Fleet Services
Duration: 736 days T hours 53 Driver: TIM ROSS number Typa: MID SIZE
VEHICLES AND RATES i e e e rpe:
LOCATIONS Pick-up:  01/16/2018 07:00 &M Request was approved 105908 Wehicle:  ZFEF (2015 Blue CHRYSLER 200)
D1/11/2018 09/30/2019 05:00 PM £ You are the requestor Confirmation |Localion: Fleet Services
CONTACT US 622 days 10 howrs Driver: Amy Hoshne number Typa: MID SIZE
FAQS 01/17/2018 OB:00 AM ﬂ Request was approved 106006 Wiahicha: 2882 (2016 Gray Ford Focus)
- 017252018 09/30/2019 0o:00 &AM ¥ You are the requestor Confirmabtion |Location: Fleet Serviees
FUELING INFORMATION Duration: 1 days 1 hour Driver: RACHEL SALSEURY number Type: COMPACT
SIGN UP NOW! Pick-up: J2018 D3:00 PM Reguest was approved 106913 2939 (2017 Black Chrysler 200)
'-'-1. 05/09/2018 b B 2019 04:00 PM  You are the requesiorn Confirmalion Fleat Services
Driver: GARY NILES number MID SIZE
o0 aM ﬂ Request was approved 107113 Wehicle: 2789 (2015 Blue CHRYSLER 200)
= 06/01/2018 |Returr I You are the requestor Confirmation |Localion: Fleet Services
Duraticn: Driver: Lisa Fre number Type: MID SIZE

Pick-up:

Q DE/04/201B |Return:

Dwralion:




VEHICLE USE

MAKE RESERVATION

5. Requesting Changes to Reservations

1. Click the "My
Schedule” link.

My Schedule -

urren

equests

MY SCHEDULE bl : W
U ID/N : iah. i . F Mari
AR POOL ser ID / ame: mariah.flowers@iowa.gov / Flowers Maria Schedule as of: 8/9/2019 9:15:51 AM
E-mail address: Mariah.Flowers@iowa.gov
MY PROFILE ] - ) C IR t "0( o
Request ID or Confirmation Number: | ||‘u"iew| Display: HUrrent Requests * ‘ Page 6 of & [ [ >*
MY VEHICLES : e All Requests v
Request ID or
U E RS Reque_s.t Schedule Information % Status Information Confirmation Vehicle Information
Date/Time
Number
INFORMATION pick-up:  08/06/2019 10:00 AM |(@ Request was approved 111058  |'ehicle: éiﬂ&iﬂ# Blue DODGE GRAND
Q 08/08/201% |Return: 08/09/2019 11:00 AM | You are the requestor Confirmation || . . I .
INSTRUCTIONS Duration: 3 days 1 hour Driver: Kimberly Esquib number * Fleet Services
T Type: MINI PASSENGER VAN
POLICIES . ©
Pick-up: 08/09/2019 07:00 AM |[%) Request was cancelled 111099  |VEhicle: éiﬁ&i‘;‘l{t White DODGE GRAND
VEHICLES AND RATES Q 08/08/2019 |Return: 08/09/2019 05:00 PM | You are the requestor Confirmation | .. .. =
Duration: 10 h Y| the dri number '
LOCATIONS Hresen ours @ You are the driver Type: MINI PASSENGER VAN
CONTACT US Pick-ups  08/09/2019 03:00 PM Request was approved 111436  |/ehicle: ﬂ'ﬁif}e Rental 10 (2019 Color Make
@7 | 06/27/201% |Return: 08/14/2019 03:00 PM | You are the requestor Confirmation || .. . |
FAGS Duration: 5 days Driver: Loiz Hamilton number ' Fleet Services
3 Type: Outside Rental
FUELING INFORMATION - -
Pick-up: 08/11/2019 06:00 PM Request was approved 112006 | /Ehicle: ﬂfjﬁf R ik
SIGN UP NOW! Q¥ | 08/08/2019 |Return: 08/15/2019 09:00 AM | You are the requestor Confirmation || .. . == e
Duration: 3 days 15 hours Driver: Brian Eyberg number Type: s

2. Click the
hourglass icon next
to the reservation

you wish to make
changes to.




5. Requesting Changes to Reservations

VEHICLE USE .
My Schedule - View Request

MAKE RESERVATION

::RS:;E:ULE &P\E [time: 0B/0%/201% 0%:11 AM 3 ] Scr0| | to the

Request was approved
Request ID: R012429
Confirmation number: 112009

MY PROFILE

bottom of the page.

MY VEHICLES

MY REFORTS

Requestor Information
INFORMATION User ID / name:

E-mail address:

Mariah.Flowers@iowa.gov / Flowers, Mariah

Mariah.Flowers@iowa.gov
INSTRUCTIONS
Driver Information
POLICIES .
(requestor is driver)
VEHICLES AND RATES .
Schedule Information
LOCATIONS Scheduled pick-up date / &
CONTACT US Scheduled return date / ti
Scheduled duration:

: 09/03/2019 07:00 AM
09/04/2019 05:00 PM

1 dsy 10 hours
FAQS

Actual Information
Actual Pick-up date / time:
SIGN UP NOW! Actual Return date / time:
Actual duration:

FUELING INFORMATION

Selection Information

Usage Type: Daily - In State

Site: *Motor Pool

Location: Fleet Services

Type: MINI PASSENGER VAN
Options: (any options)

Number of occupants: 1 (driver and passengers) 4 . C | I C k t h e
Additional Inf ti A\ /4
Agenlc‘;:na fformation Admi eURS CoOS! Test Re q U e St C h a n g e S

Destination: test

Purpose: test b
Alternate Driver: Utto n .

Comments:

Vehicle Information

Vehicle: 2941 (2014 White DODGE GRAND CARAVAN)
Location: Fleet Services
Type: MINI PASSENGER VAN

Reservation Beginning Mileage:
Reservation Ending Mileage:
Total Mileage:

| 0K (Back) | \:Re-send Email | |:Reque5t Changes] \ Cancel Request] \:Add Notes |

Last modified: 08/09/2019 09:11 AM




5. Requesting Changes to Reservations

VEHICLE USE

My Schedule - Request Changes

MAKE RESERVATION

MY SCHEDULE & 5. Type the information for
CAR POOL CIEE: :a:a':i“;:a: 08/09/2019 09:11 :Ir the Change you WOU|d ||ke to
equest was approve ]

HMEROFIEE Request ID: R012429 make into the Changes box.

MY VEHICLES Confirmation number: 112009

MY REPORTS Reservation Information

Changes (requestor/driver, schedule, selection, additional, or vehicls

INFORMATION

INSTRUCTIONS )
press Shift+Enter to bagin a new line

POLICIES

VEHICLES AND RATES | Submit Change Request | | Cancel (Back) |

LOCATIONS
CONTACT US
FAQS

FUELING INFORMATION

6. Click the
"Submit Change
Request” button.

SIGN UP NOW!

7. Your change request will automatically
be sent to the Administrator for approval.




VEHICLE USE

MAKE RESERVATION

6. Cancelling a Reservation

§ 1. Clickthe "My

Schedule” link.

MY SCHEDULE .
U ID/N :
AR POOL e n e mar Schedule s of: 8/9/2019 9:55:34 AM
E-mail address: Mariah.Flowers@iowa.gov
MY PROFILE - S C R ¢ ‘/ o
Request ID or Confirmation Number: | ||‘u"iew| Display: Aﬁrl;.?a:ue:?sues s ‘ ‘ Page 6 of 6 [ >
MY VEHICLES ' A
Regquest ID or
L CIE U Dgt?:,’u‘ﬁ?]tl e Schedule Information ¥ Status Information Confirmation Vehicle Information
Number
INFORMATION Pick-up:  08/06/2019 10:00 AM | Request was approved 111058  |'ehide: églki\(,i%lf Blue DODGE GRAND
% 08/06/2019 |Return: 08/09/2019 11:00 AM | You are the requestor Confirmation - N
INSTRUCTIONS Duration: 3 days 1 hour Driver: Kimberly Esquib number | 2210 Fleet Services
! y Esquib... Type: MINI PASSENGER VAN
FOLICIES Vehicle: 2941 (2014 White DODGE GRAND
Pick-up: 08/09/2019 07:00 AM | Request was cancelled 111999 " CARAVAN)
VEHICLES AND RATES 3 08/08/2019 |Return:  0B/09/2019 05:00 PM | You are the requestor Confirmation | . Fleet Services
Duration: 10 h ¥ the dri number '
LOCATIONS Hrasion ours © You are the driver Type: MINI PASSENGER VAN
CONTACT US Pick-up:  08/09/2019 03:00 PM  |{@ Request was approved 111436 | /hdle ?.,';:f;ff Rental 10 (2019 Color Make
Q% | 06/27/2018 |Return: 08/14/2019 03:00 PM | You are the requestor Confirmation || .. Flet Servi
AL Duration: 5 days Driver: Loiz Hamilton number L ore rvices
N Type:  Outside Rental
FUELING INFORMATION : .
Pick-up:  08/11/2019 06:00 PM  |{ Request was approved 112006  |ehicle: ﬂfjéff R UL
SIGN UP Now! 9, ¥ L 08/08/201% |Return:  08/15/2019 09:00 AM |{ You are the reguestor Confirmation |\ ..o~ oS0
Duration: 3 days 15 hours Driver: Brian Eyberg number T P

2. Click the red “X”

icon next to the

reservation you
wish to cancel.




6. Cancelling a Reservation

My Schedule - Cancel Request 3. Type the reason for your
cancellation into the Notes
3:@:;: date/time: 08/09/2019 09:11 AM box.

Iie:iijéﬁt was approved
Request ID: R012429
Confirmation number: 112000

Reservation Information
Motes (optional cancellation information):

- [

press Shift+Enter to begin a new

Are you sure you want to cancel this request?

| Yes (Cancel Request) | | No {Back) |

6. Click the “Yes
(Cancel Request)”

button.




6. Cancelling a Reservation

For additional information or assistance,
contact DAS Fleet Services Motor Pool
515-281-3162
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