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INTRODUCTION

This manual outlines the step-by-step process for drivers to become authorized CVA pool users and
book CVA pool vehicles within FleetWave®, the Government’s online fleet management system. It is
meant for those employees of CVA Client Organizations who may need to use the services of CVA pools
for short-term trips (14 days or less). This manual was created to train those drivers in the use of the
new CVA fleet management system.

FleetWave® is a web-based fleet management system developed using web technologies and adaptable
to individual fleet necessities. It can be used from different locations — all that is needed is a computer,
access to the Internet and a valid username and password. By switching to FleetWave®, CVA will see
savings and efficiencies in many areas. Online processes enable CVA to reduce paper consumption by
eliminating forms. FleetWave® also allows CVA to be more efficient by running all of its processes
through the same system. The system gives CVA the tools to have detailed reporting for analysis and
improvement of service delivery strategies.

The following sections will guide you in the processes that you will need to know to use CVA pool
vehicles.
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BECOMING AN AUTHORIZED POOL USER

The first step towards making reservations for CVA pool vehicles is becoming an authorized pool user in
CVA’s FleetWave® system. The following guide will explain how to request authorization.

Before you begin, please be sure to have the following information at hand: your government email
address and phone number; the Level 3 Customer Name and Number for your department (available
from your Vehicle Coordinator); and the name and email of the person who will be approving your
request internally (this is normally your direct supervisor).

1. Open your internet browser and go to the following address: http://saskfleet.gov.sk.ca. This will

take you to FleetWave®.
2. Click on the button under “Guest Login” in the top right corner of the screen (Figure 1).

»

(& FleetWayve® - SATKCYA - B 1 M v Page~ Safety~ Took~ @-
FLEET'WAYE
; I Provided by Chevin Fiest Sofutions LI C © 7990-2073
User Login Guest Login
Login As |

Password

Remember my password O

To use FleetWave without logging
Change Password? in click ahove
Forgot Password?

Figure 1 — Guest login button

3. You will be automatically logged in as a guest user. Click on the “Add” button in the top right
corner of the screen to begin a new authorization request (Figure 2). Click “OK” in the dialog box
that pops up.

3

{éFIeetWave@-SASKCVA ’VI\ M | | p=n -~ Page - Safety ~ Tools - ﬂv
LOGOUT
. Pool Auth Request ETALANEH
URL Links
Home page .
pg {0 items) KH“ ’H
Request Mame + | | Containg vl |l 40 rows per page | ¥ ﬂ @ 2 []... &
Request Name ¥ Last Mame First Mame e-bdail Level 2 - Custamer Billing Number ‘Yehicle Coordinatar ‘ehicle Coordinatar Email
Mo items

Please click the "Add" buttan at the top right corner ofthe page to begin

Figure 2 — Add button
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4. Fillin every field with your information. Fields with a red asterisk are mandatory (Figure 3). Your
Vehicle Coordinator information will be automatically filled in when you select your Level 3
Customer Number.

When navigating between fields, make sure you click on the box or use the tab button on your
keyboard; pressing the enter key will not switch between fields.
(& FleetWave® - SASKCVA B~ 1w v Page~ Safety~ Todks~ @r
[ Poal Auth Request
(T 2 PORTALANON
Pool Auth Request %

|" Pool Auth Request |

Complete all required fields and click "Save™ at the bottom right corner of the page to receive confirmation email.

Fool Use Status REQUESTED

First Mame . Last Mame *Initia
e-Mail B

Office phone

Level 3 - Customer#iote/Subyote v | B

Level 2 - Customer Billing Mumber

Customer Yote

Customer Subvote

Wehicle Coordinator

Wehicle Coordinator Email bed
Wehicle Coardinator Phane

Approving Authority Mame

Approving Autharity Email B -

Created hy PORTALAND

Created date 232720

Changed by

Changed date A/

Record Keyword POOL

Figure 3 — Mandatory fields and Save button
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Once you have entered all of the required fields, click the “Save” button in the lower right
corner of the screen (Figure 3). All of the boxes should briefly turn green before you are
returned to the previous screen. If one of the boxes turns red, you will need to re-enter the data
and click on “Save” once more.

You will receive an email confirming your request as soon as it is saved by our system. An email
is also sent to your Vehicle Coordinator and Approving Authority.

Once your request has been approved, you will receive an email with your username/P-number
and password. You can then use that information to log in to FleetWave® in order to book pool
vehicles.
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LOGGING INTO FLEETWAVE

1. Open your internet browser and go to http://saskfleet.gov.sk.ca.
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2. FIRST TIME USERS: You should change your password when you log in for the first time. To do

this, click on “Change Password” on the login screen (Figure 4). Enter your P-number and

password in the first two boxes, and then your new password in the next two boxes (Figure 5).

Click on “Login” to save the changed password and log in to the system.

B FleetWave® - SASKCYA -8 7 (kv Page~ Safety~ Tooks~ @+
L~ Provided by Chavin Flaet Solutions LLC © 1990-2013
User Login Guest Login
Login As
Fassward
Remember my password "
To use Fleetave without logging
Change Password? in click above
Forgot Password?
VA Site
Figure 4 — Change password button
(& FleetWave® - SASKCYA i | e v Page - Safety - Tools - @ ”

FLEET'WAYE I
Provided by Chevin Fiest Sofutions LI C © 7990-2073

User Login

Login As
Password

Your passwoard has expired
Enter new passward below

Password
Confirm

Remmember my password [

CiTaTe T e
Forgot Password?

Guest Login

To use FleetWave without logging
in click above

Figure 5 — Changing your password

3. REGULAR LOGIN: Type your P-number and password into the appropriate fields on the top left

section of the screen under “User Login” and click on the “Login” button.
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BOOKING POOL VEHICLES

Now that you have a P-number and password to log in to the system, you will be able to book CVA pool
vehicles for short-term trips.

1. Go to FleetWave® and log in using your P-number and password.

2. You will automatically be brought to the “Pool Search” screen. Follow the instructions on the
right-hand side of the screen (Figure 6). Your driver name will be automatically selected. The
pickup and return time and date must be entered using 24-hour clock format and DD/MM/YYYY.
Please keep in mind that we cannot dispatch vehicles outside of business hours for each pool
location.

When navigating between fields, make sure you click on the box or use the tab button on your
keyboard; pressing the enter key will not switch between fields.

= »
JE Fleetwiaver® - SASKCYA G- B | mm - Page~ Safety - Tools+ g~
LOGOUT
P103404
@ Pool Search _J(_URL Links
Home page % |« B ¥
- INSTRUCTIONS:
Driver name
1. Select or Enter driver name
Reason & 2. Select rental reasan
WiorkshopiPool Location v 3. Belect pool location
: 4. Belectvehicle class
vehicle class hd 5. Enter pickup date and time required
Fram date 234 2»’2013E F_"CKUD o000 |6. Enter return date and time
time 7. Select Pool Vehicle Search
To date 2312020377 Return [5o5q |8, Click Reserve Vehicle to haak the desired vehicle
time 9. Complete information required on the next screen
[ PoolSearch | [ View Planner |
Results

Figure 6 — Pool Search screen; booking a vehicle

3. When you click the “Pool Search” button you will be given a list of the vehicles that meet your
criteria. Click on the “Reserve Vehicle” button to make a reservation (Figure 7), and then click
“OK” to confirm on the dialog box that will appear.
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(& FleetWave® - SASKCYA Mo B | g v Page v Safety v Took + (@ ?
LOGOUT

Home F102404

(PodlSearch [ URL Links_|[Help)

[N p— pE— p— p— p—
UL OO

| INSTRUCTIONS:
. Select or Enter driver name
. Belect rental reasaon
. Select pool location
. Belectvehicle class
. Enter pickup date and time required

Driver name

Reason Mo Assigned Yehicle Available v|
Workshop/Pool Location| CWaA POOL REGIMNA-BOO MCLEOD STREET  w |

Wehicle class id-Size Sedan A

o Pickup i
2341242013 . Enterreturn date and time
From date _ o time oate
. Select Pool Vehicle Search
To date 24120201375 Return . Click Reserve Vehicle to book the desired vehicle
time Complete information required on the next screen
[ PoolSearch || View Planner |
‘Workshop/Pool Location ehicle class G
Reserve Vehicle A POOL REGINA-500 MCLEOD STREET Mid-Size Sedan
Reserve Vehicle CVA POOL REGINA-500 MCLEOD STREET Mid-Size Sedan
Reserve Vehicle CVA POOL REGINA-500 MCLEOD STREET Mid-Size Sedan i

Results

Figure 7 — Pool Search button and Reserve Vehicle button

4. You will then need to confirm your reservation. To do this, enter your supervisor’s email
address, then scroll to the right and answer the questions shown in Figure 8. Be sure that you
have read and agree with the CVA Policy (click on the link below this section to read). If
someone else is picking up your vehicle, you will need to enter their name in the “Authorized
Pickup Name” field.

(& FleetWave® - SASKCYA Mo B ] gy v Page v Safety ~ Tools - @- >
LOGOUT
Hormne F103404
[ Pool Search ][ URL Links ]
Pool Reservations '.' '.'
&) :
1/1 Please verify that you have a valid drivers license
Dispatch
Motar Fool Status I verify that | have avalid drivers license | [fi +
APPROVED | have read and agree to the C¥A rental palicies| No
Driver harme DRIVERT, TEST B | authorize another person to pickup this rental| Mo v
| Superisor Email | &I Authorized Pickup Name
Cancel Reservation Display CWa P
Billing Details
Level 3 - Customer#/otesSubiote TEST CUSTOMER 1 MAINT, TAxABLE AND SURCHARGED
Customer Yote uirali]
Customer Subvate 00000
Custorer Sub Subwvate 1
Office phaone 0000000000
Diriver Email A@B.COM [}
Vehitle Coordinatar Email | Cancel

Figure 8 — Supervisor’s email and verification of valid driver’s licence
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5. Scroll down under “Billing Details” to ensure the time, date and contact information are correct
(Figure 9), then click the “Save” button to finalize the reservation. Confirmation of your booking
will be emailed to you, along with your Vehicle Coordinator and Approving Authority /

Supervisor.
(E Fleet\Wave® - SASKCYA M- B | peh v Page - Safety - Tools - @ |
[aGouT
F103404
[@ Pool Search URL Links
Pool Reservations x
~
Billing Details
Level 3 - Customer#otesSubyote TEST CUSTOMER 1 MAINT, TA<ABLE AND SURCHARGED
Customer Vote 00710
Customer Subvote 00000
Custamer Sub Subvate
Office phone 0000000000
Driver Email AEE.COM B4
Wehicle Coordinator Email %]
From date Pickup tirme Previous Returned
23127201375 1300 15100

Figure 9 — From date and time

6. If you need to change or cancel your booking, contact your Vehicle Coordinator. They will be
able to make the necessary changes for you.

7. You will need to show your valid driver’s licence when you pick up the vehicle. If you are not the
one picking up the vehicle, you will need to provide CVA with a photocopy of your driver’s
license by fax or email.
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GLOSSARY

Approving Authority — normally a direct supervisor, this is the person who approves pool usage
authorization requests and bookings.

Vehicle Coordinator — the primary contact within the Client Organization for CVA vehicles matters.

P-number — the username assigned to each individual driver who is authorized to use CVA pool vehicles.

CVA Client Organization — an organization that uses CVA vehicles (pool or otherwise).

REFERENCES

FleetWave® website: http://saskfleet.gov.sk.ca
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