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❖ Request a Change to a 

Reservation
❖ Cancel a Reservation
 

AGENDA



Make a Reservation

MAKE A RESERVATION



MAKE A RESERVATION

Click on “Make Reservation”
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MAKE A RESERVATION
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Make a reservation for you or someone 
else. 



MAKE A RESERVATION
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Select Usage Type and pickup Site. 



MAKE A RESERVATION
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Complete all fields and select “Next (Continue Request)”



MAKE A RESERVATION
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Select “Submit Request” or “Submit and Make Similar” to make a second 
reservation



Request a Change to a 
Reservation

REQUEST CHANGE TO A 
RESERVATION



REQUEST CHANGE TO A 
RESERVATION
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To request changes to a reservation,  go to “My Schedule” and click the 
magnifying glass next to the reservation.  Another option is to cancel the 

reservation and recreate it.



REQUEST CHANGE TO A 
RESERVATION
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Click the “Request Changes” button.



REQUEST CHANGE TO A 
RESERVATION
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Add your message and click the “Submit Change Request” button.



Cancel a Reservation

CANCEL A RESERVATION



CANCEL A RESERVATION
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To cancel a reservation,  go to “My Schedule” and click the red ‘X’ next to the 
reservation.



CANCEL A RESERVATION

DAS Fleet Services  |  515-281-5123

Add your message and click the “Yes (Cancel Request)” button.



QUESTIONS?
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Please contact DAS Fleet Services Motor Pool 
at 515-281-5123 for assistance.

Thank you.


