ATA User Instructions

1. Login with your name and password. https://fleetwave.das.ct.gov/FleetWave

chevin  Provided by Chevin Fleet Solutions LLC = 1990.2016

=) USER LOGIN

Login As '|—
Password l_

Remennber My Password []

Login

o Add To Favorites & Change Passwerd? & Forgot Password?

O You can add the link to your favorites or create desktop shortcut

- Favorites Bar Options:
= (Click the Star with arrow to add to favorites bar

= Select Favorites—> Select Add to Favorites (Drop down list) or Select Add to Favorites
Bar


https://fleetwave.das.ct.gov/FleetWave

- Create Shortcut:
= Select File >Select Send = Select Shortcut to Desktop

2. Login with your name and password. The system will bring to your Home Page:

Vehicles Billing Mileage Entry/Fuel Batch Odometer Entry Pool Booking Requests Rental Records Reports

# ?  Home page + x K 4« » MW ANATTINGER1 O

o Welcome to FleetWave. From this home page you can easily and quickly reach all parts of the system.

* Use menu options at the top of the page Agency Select
* Click the menu button to expose full menu et Service Date -
1 1 /9/201 5 Mext Emissions Date
Vehicles (6040)
——

- You have 7 modules (top left): Vehicles, Billing, Mileage Entry/Fuel, Batch Odometer Entry, Pool Booking

Requests, Rental Records and Reports.
- You also have a KPI table (right top) which shows the emissions and service due dates for your agency’s

vehicles. You can click on the KPI number boxes to open the report. If you click the print button, you can

print or export to excel.

+ x MW 4 B M ANATTINGER O

Next Emissions Date v |

Ciose | Management  Print

Next Emissions Date |2

TH8HS

Equip #

F-350 WRECKER
26648 CHEV C:30'WRECKER




3. Vehicles Module

a. Lists all the vehicles assigned to your agency’s fleet. This will give you the Plate #, Equipment #, Monthly
Cost, VIN, Make, Model, Vehicle Type, etc.
Vehicles Billing Mileage Entry/Fuel Batch Odometer Entry Pool Booking Requests Rental Records Reports
# ? Vehicles 123456780910 11 .. 19 (369items) + X K 4« » MW ANATTINGER1 O
IPIatE# v ICunIalns v [ search | Clear = Pivot Query | Quick Links... ﬂ ESQ[l..@
T I T 2 s e I e e
@ 2159-CX 20554 1GCVKPECAEZ164799 2014 CHEV SILVERADO 3100-ENVIRONMENTAL PROTECTION ACTIVE PERMANENT
@305-UOP 18669 2G1WB55K079397052 2007 CHEV IMPALA 5420-BUCKINGHAM STREET GARAGE ACTIVE PERMANENT
©399-U0OP 10038 2G1WB55KX81337800 2008 CHEV IMPALA 3100-ENVIRONMENTAL PROTECTION ACTIVE PERMANENT
@ 4070-CX 20552 1GCVKPECOEZ165500 2014 CHEV SILVERADO 3100-ENVIRONMENTAL PROTECTION ACTIVE PERMANENT
@ 4071-CX 20555 1GCVKPEC3EZ165295 2014 CHEV SILVERADO 3100-ENVIRONMENTAL PROTECTION ACTIVE PERMANENT
e If you click on any of your vehicles plate numbers the summary page will appear. The 3 tabs you need
are below:
0 Summary: Summary information about the vehicle. This information will always remain the top
box as you click different tabs for that vehicle.
# Vehicles

MARY mm WARRANTY || REPAIRS / ACCIDENTS m ALLOCATION HISTORY | FUEL | VEHICLE EXPENSES | LEASE/RENTAL | ACQUISITION/DISPOSITION E

Equip # 18669 @ Vehicle status  ACTIVE PERMANENT Vehicletype  AUTO

Plate # 305-UCP @ Model year 2007 Fuel Type Unleaded
Location HARTFORD ADMINISTRATIVE OFFICE €y  Make CHEV Type Vehicle
Company code CONNECTICUT @ Model IMPALA Seasonal? []

Agency 54208 Derivative CHEV-IMPALA

Home Garage | Home to Office []

Odometer 51390 Odometer date 10/11/2016 Odometer type Miles

Replaced odometer 0.0 @

Odometer replacement date // City/Highway/Combined

Driver Name [1]
Telephone Email Agency

O PM Schedule: (Bottom box changes) Information on the next service dates of the vehicle
* Vehicles

MMARY mm WARRANTY | REPAIRS / ACCIDENTS m ALLOCATION HISTORY | FUEL | vEHICLE ExPEnsEs | LEase/enTAL | acquismionspisposiTion | & |

Equip # 18669 @ Vehicle status  ACTIVE PERMANENT Vehicle type AUTO
Plate # 305-UOP @ Model year 2007 Fuel Type Unleaded
Location HARTFORD ADMINISTRATIVE OFFICE @ Make CHEV Type Vehicle
Company code CONNECTICUT @ Maodel IMPALA Seasonal? [
Agency 54209 Derivative CHEV-IMPALA

Home Garage | Home to Office []

Distance perday  15.04 Distance per year 5493

Emission Date 5/14/2015  Emission Interval Weeks 104 Next Emission By Weeks ~ 5/11/2017
Last Service Type A Next Service Type A Service schedule A

Service Date 10/25/2016 Service Interval (Weeks) 26 Next Service Date 4/25/2017
Service odometer 51395.0 Service Interval (Distance) 6000 Next Service by Odometer 57395.0



O Basics: Basic information of your agency’s vehicles.

MMARY | PM SCHEDULE | BASICS | WARRANTY | REPAIRS / ACCIDENTS | NOTES | ALLOCATIOI ORY | FUEL | VEHICLE EXPENSES | LEASE/RENTAL | ACQUISITION/DISPOSITION | &=

Equip # 18669 @ Vehicle status ~ ACTIVE PERMANENT Vehicle type AUTO
Plate # 305-U0P @ Model year 2007 Fuel Type  Unleaded
Location HARTFORD ADMINISTRATIVE OFFICE @)  Make CHEV Type Vehicle
Company code CONNECTICUT ¢y Model IMPALA Seasonal? [
Agency 54209 Derivative CHEV-IMPALA

Home Garage | Home to Office []

Vehicle Description  CHEV IMPALA

VIN 2G1WB55K079397052

Body type Full-Size Body Type2

Interior Color Exterior Color  SILVER

Tank size 18.00 Weight GVWW  0.00

Option1 Option2 Option3
Optiond Options

Program Line

Key code lgnition key  GOO13 Trunk Key
Comments

0 Fuel: Shows when the vehicle fueled up at a DOT station

Vehicles

Lessccouie ] oasics

WARRANTY | REPAIRS / ACCIDENTS m ALLOCATION HISTORY | FUEL | VEHICLE EXPENSES | LEASE/RENTAL | ACQUISITION/DISPOSITION ﬂ

Equip # 1866Y @ wehicle status  ACTIVE PERMANENT Vehicle type AUTO
Pate s I05-UOF @ madel year 2007 FuslType  Unlesded
Lotatan HARTFORD ADMINISTRATIVE OFFICE @ Make CHEV Type Vehicle
Compary code CONNECTICUT @ Model IMPALA seasonald [
Agency sne Derivative CHEV-IMPALA

Hurne Garage = Home o Office. ]

Fuel

Equip # |2 Flate # Agency Date Ddomater Amount m

No items

O Printer: (Last tab) You can print the information on the tab you are on.
Billing:
a. Shows you the billing for the month.
0 Select Month, Year, Agency, and click Run Report
0 Click Export to Excel to send the report to excel, if applicable

Vehicles Billing Mileage Entry/Fuel Batch Odometer Entry Pool Booking Reque:

# 7 Billing

Period | SEPTEMBER 2016

Agency I 8121-DCF-REGION 1

Run Report Export to Excel

M

T e e oo (o ey

10008  5-3100 2013 DART BRIDGEPORT 38200 382.00

=

10047  5-3142 2013 FOCUS BRIDGEPORT 370.00 370.00

=

10111 5-3204 2013 FOCUSSDR BRIDGEPORT 382.00 382.00

=

10224 5-3328 2013 FOCUS BRIDGEPORT 359.00 359.00




5. Mileage Entry/Fuel:
a. View mileage entry for agency assigned vehicles.
0 You can search a specific vehicle, month, etc. to narrow down list

# 7 Mileage Enu-y.'Fue}(FikeudJ 1234567838 W0 . 562 (1124iem) + ® M W W W ANATTINGER O
|fq|up " |cmuum search | Clear | Pivor Quory il |qu|rk Links... 2 =0 s T |
53100 REI-DORREGION 1 2048 8.00 197 1773
@ 10008 3100 121-DCF-REGHON 1 2864 1220 197 240
@ 10008 532100 R12-DCFREGION 1 irzad 13.40 1.58 nar
10008 5300 B121-DCFREGION 1 162016 31876 530 158 1405
@ 10008 500 A1 T1-DCFREGION | aiiAaEe 37570 1310 183 e
@ 10008 33100 F121-DOFRECION 1 oms 31847 B20 1.58 137
@ 10008 3100 8121-DCFREGION 1 229/2016 31426 10.60 140 1484
& 10008 33100 1N -DOFREGION 1 W06 20690 010 1480 oL

6. Batch Odometer Entry
a. Enter Agency Pool Vehicle(s) Mileage
0 You can select your agency to view all the vehicles or enter in a specific plate number and then
select the month reporting for.

0 If you selected to view all the agencies, find the plate(s) you are looking to report. Enter
date read, odometer reading and click save.
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0 If you selected a plate # and month: enter the date read and odometer reading and click
save.
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**%* If you get an ERORR: Odometer is lower than...etc.****

0 Select the line check box and the check box to the right of the error and click Save. This will
override the error and allow you to enter your mileage.

Vehicle Seggch

Enter fuel and q@ometer readings for vehicles

Agency | v [v]| plate # [s-6219 month | jan 2018 [v]

Search Save Cancel

Plate # Previcus odometer date

IA‘h’Z?!ZEH?

ERROR: Odometer is lower than an earlier reading (145403 + 0 on 9/14/2012)

7. Pool Booking Request: Shows the daily rental request in the system for your agency.
a. Request number, Status, Driver Name, Agency, From and To Dates.

Vehicles  Billing  Pool Booking Requests  Rental Records  Reports
# 7 Pool Booking Requests (Filtered) (9items) W 4 B M ANATTINGERT O
[Sokicgrooustramour ] [conmins (o[ || S| o ek Gy ok .. ()] W B @{ . @ A

S Bo4IIT4 UNKNOWN

D B4STED [

2 BO4STTS

2 B04sas NI

=00 UNKNOWN DCF

@ BOASURY LINKNCWH DCF WILDERNESS SCHOOL MW HARTRORD BI03-DCF FRCAL A10/2005
& BO4ESEY UNKNOWN DCF WILDERNESS SCHOOL NEW HASTRORD B102-DCF FISCAL SERVICES TIPS
@ BO4IBET DCF WILDERNESS SCHOOL NEW HARTFORD B102-DCF FSCAL CE! 61072005
©B0EIT44 UNENOWR OCF 8102-DCF ASCAL SERVICES W24

0 For more details click on a booking request number. It will give you a printable over view.

Vehicles Billing Pool Booking Requests Rental Records Reports

# 7  Pool Booking Requests

REQUEST DETAILS | &

Booking request number B045774 Status REJECTED

Driver: Requestor Vehicle Type VIN/15PAS

Driver Name WILDERNESS €y

Agency 8102-DCF FISCAL SERVICES @

Manager Name DAWN ALEXANDER

Manager email DAWN.ALEXANDER@CT.GOV 8§

Pool Location o Telephone

From date 6/28/2004 From Time 08:00

To date 8/20/2004 To Time 16:00

Comments

Created by emsdba Created Date 5/6/2004

Changed by Changed Date 1
Request Approval

8. Rental Records: Gives a list of the rental records that have been dispatched or returned.

Vehicles  Billing  Pocl Bocking Requests  Rental Records  Reports

? RentalRecords 123456738300 . 32 [72items) MoH oW W

ANATTINGER1

Sgarch | Clear | Pivot Query HEa ). ~

Actual To Date ¥ Rental status ¥ | Agemey v Driver Name T Total Rental Cost T

7 WNAGF0IE T T DISPATCHED

@ ROSOSZS 58416 25883 1anmne 112016 na2ee nm@ens RETURNED noa 55000 160.00
@ ROSGISY 58851 29654 103172016 11442016 10312008 i DISPATCHED o0 4358 188.00
& RUSUSES 5§582 T 13172016 Naee wanans 1vzrae HRETURNED Eil) John Hines 3600
& RS04 523512 19894 10z 1312018 TWEI0s 112018 RETUSNED i1+ Velvette Royal w300

) AOS0LES 51180 19480 1017208 s 100282018 LT HETURNED Bin2 53405 e

0 Select the rental code from the vehicle rental you would like to view.



0 It will open up to a more detailed printable page showing dates, times, cost, miles driven, etc.
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9. Reports:

a. Runreports based on your vehicles. If you don’t see a report talk to your ATA and they can send us a
request. We will try to accommodate the agency’s needs as best we can.

e C(Click the Report, Enter the next date you are looking for and click ok.

Next Service Report

Phisase erter selection criteria required

Mot Service Date

oK

e Here you can view the vehicles that are due for either report. If you click on the equipment #, it will
bring you to the vehicle view in the vehicle module

e If you click the print button you can print or export to excel

Clote Query  Pivat Query | Quick Links... E L.} @,

O @waez FORD FOCUS 1020 102 [-FrEl 4 9/5/2075 | -59 Days |
[ 18020 TOYOTA PRILIS 58183 5420 a8A77
[ @ 10642 FORD FOLUS 508 44329 3100 EVEl i 9672016 | -58 Days |
0 @zozs FORD 150 20D S50 121 {EC N 4 9/5/2016 | -58 Days |
== S —

10. When you're done, don’t forget to log off:

+ x MW« B M ANATTINGER O

-~

Things to note:

e This is an Excel based system, so almost all reports or pages can be printed or exported to excel. Most
pages have a button or a printer.

e If you are done viewing something hit the CANCEL button.
e If you forget your password, you can email Fleet to reset.



