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Alabama State Motor PodVehicle Reservations ApplicationUser Guide

Introduction

This document serves as a simple guide to using the new Alabama State Mot{(BM&d ehicle
Reservations web application. Our goal was to make this application as simple to use as possible, while
still providing a secure means of reserving vehicles giide documents how to perform the following
tasks:

Register as BlewUser

Reserve a State Motor Pool Vehicle

Create a New User

Administer User Roles

Edit a Vehicle Reservation Request

Generate a Vehicle Reservation Request Confirmatiomait
Print a Véicle Reservation Request Confirmation

Cancel a Vehicle Reservation Request
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Register as a New User

You can only register yourself as a new user in the SMP Vehicle Reservations web application if all of the
following conditions are true:

1
1

1
1

You are an acte employee of the State of Alabama

You were registered in the old State Motor Pool web application hosted by the Alabama
Department of Finance

You know your Alabama State Employee ID

You have an old State Motor Pool web application User ID and Passwaviti¢ Code)

If any of the above conditions are not true, please contact the State Motord®88K-353-6343to find
out who to contact at your agency to set you up as a new user.
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To begin registering as a new user in the SMP Vehicle Reservatioappleation, open your web
browser, such as Internet Explorer or Google Chrome, and enter the following URL:

http://aldotapps.dot.state.al.us/OFM

Which should display the following web page:

@ httpy//aldotapps.dot.state.alus/OFM/home htmi P~ Eorm-Home

ALABAMA

- Orrice oF FLeer MANAGEMENT

STATE MOTOR POOL

SERVICES VEHICLE INFO

Efficient

"Customer-Service Focused!"

searcH: [N (CO!

Vehicle Request Emergency
State Motor Pool Vehicle Request ASS|Stance

System used by the state agencies of
Help is available 24 hours 3 day
Alabama for travel. Alease note the use
through the National Automobile Car
of this system requires 3 user ID & '

Club, ~==
password. -==4 ‘ 8 »

Welcome to Fleet Management

ALDOT’s State Motor Pool (SMP) welcomes you
to our website. Here, state employees can
reserve vehicles online, view SMP rental rates,
and learn about our 24 hour roadside assistance
program. For assistance or further information,
please refer to the SMP staff directory to contact

us.

Figurel- State Motor Pool web site.

CONTACT

Vehicle Rates

Check out the rates on the folllowing

vehicles: Full-Size-4-door Sedan, 4-door
Sport Utility Vehicle (SUV), Passenger

and Cargo Van. ===

Quick Links

¢

+ State of Alabama Official Website

% National Conference of State Fleet

Administrators

% Governors' Biofuels Coalition

 Wright Express

> US Department of Energy Vehicle

®100%

To proceed to the State Motor Pool Vehicle Reservations web application, click on the arrow below the
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ALABAMA

- Oreice of Freer Manacement
¢ STATE MOTOR POOL

LOGOUT

rVehicle Reservations Login

Email

Password ‘ ‘

First time using the new State Motor Pool reservation system? If so, please enroll
Forgot password?

Figure2 - State Motor Pool Login page.
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“Vehicle Reservations Login

Email

Password

Log in

First time using the new State Motor Pool reservation system? If so, pleas
Forgot password?

Figure3 - Enroll link.
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process:

L ALABAMA

- Orrice oF FLeeT MANAGEMENT

STATE MOTOR POOL

LOGOUT

rRegistration - Step 1

UserID

ProviderCode}

‘ Next l ' Cancel ’

Please enter your User Id and Provider Code from the previous reservation system.

Figure4 - Registration Step 1.

Enter the User IEhat you used in the old State Motor Pool reservation. Then, efierProvider Code
that you were assigned in the old application, like below:

L ALABAMA

- Qrrice oF FLeer ManagEMENT

STATE MOTOR POOL

rRegistration - Step 1
UserlD  |SMPTRE |

ProviderCodel MP8888

‘ Next ‘ ‘ Cancel |

Please enter your User Id and Provider Code from the previous reservation system.

Figure5 - Enter credentials for User ID and Provider Code.
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Step 2 of the registratioprocess displays the following page:

| (& RegStep2

ALABAMA

- Qrrice o FLeer Management
STATE MOTOR POOL

rRegistration - Step 2

StateEmponeeID‘ ‘
FirstName ‘ JOHN ‘
MiddleName ‘ ‘
LastName ’ DOE ‘
Email ‘ ‘
Password ‘ ‘
ConfirmPassword

‘ Previous l I Finish | ‘ Cancel ‘

Password must be at least 7 characters, contain at least one digit, one lowercase
character and one uppercase character.

Figure6 - Registration Step 2.

Here, you should:

1

=

{aras
Enter your corect First, Middle and Last Name
Enter your state enail address
Enter the password of your choosing & S Y
your passwordanust:

27

FtrFol YL

LJ- &

0 Be a minimum of 7 characters
o Contain at least one digit
o Contain at least one lowercase and one uppercase character
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LOGOUT

Enter your Alabama State Employee ID (this is the number printed on tHeftagrner of your
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Enter all of the required information, as in this example:

L@ RegStep2

ALABAMA

- Orrice oF FLeer ManaGEMENT
' STATE MOTOR POOL

rRegistration - Step 2

StateEmployeeIDt 927549

FirstName [JOHN

LastName ' DOE
Email [jmdoe100114@yahoo.com
Password [oooooo-o

|
|
MiddieName | MICHAEL |
|
|
|

ConfirmPassword eeeeeeee

‘ Previous‘ ‘ Finish ’ \ Cancel '

Password must be at least 7 characters, contain at least one digit, one lowercase
character and one uppercase character.

Figure? - Registration Step 2 after enterig data.
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complete the registration process.

ALABAMA

* Orrice oF FLeer MaNAGEMENT
STATE MOTOR POOL

LOGOUT

Registration - Confirmation
Welcome JOHN!
You have sucessfully registered for the State Motor Pool reservation system. In

the future, you will need to login using the email address and password you
provided during registration. Click Continue to proceed to the Reservation

system.

Figure8 - Registration CompletedConfirmation Message.

A Registration Confirntian page will be display indicating that you have successfully registered as a
YS% dzaSNX hyOS &2dz Ot AO|1 GKS &/ 2yGAydzS¢é odzit2ys

LW ALABAMA

+ Orrice oF Fueer Management

STATE MOTOR POOL

SMP ADMIN(DO NOT USE)

New Vehicle Request...

Filter requests by | Active M‘

Request # Last NameFirst Name Check Out Date Actions Messages

Figure9 - Requests Page.

This page will display any curreattive vehicle requests that have been made by you.

Page9 of 42

w

e



Alabama State Motor PodVehicle Reservations ApplicationUser Guide

Reserve a State Motor Pool Vehicle

To reserve a State Motor Vehicle for yourseiffor someone else if you are ilanager ple, you must
loginto the SMP web application:

L ALABAMA

- Oreice oF FLeer MANAGEMENT
STATE MOTOR POOL

HOME LOGOUT

Vehicle Reservations Login

Email ’jmdoe100114@yahoo.com ‘

Password ooooooool -~

First time using the new State Motor Pool reservation system? If so, please enroll.
Forgot password?

Figurel0- Login Page.
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After logging in to the application, you are presented with W& F | dzf

\ALABAMA

- Orrice of Fueer Management

STATE MOTOR POOL

G+ SKAOES wSljdzsSai

SMP ADMIN(DO NOT USE)

New Vehicle Request...

Filter requests by ’@

Request # Last Name First Name Check Out Date

40368

DOE

ADMIN

DUGAN

DUGAN

MILLER

MAC

COOPER

JANE

SMP

CHRIS

MICHAEL

DONNA

MILLER

SHELDON

Figurell- Vehicle Requests Page

10/3/2014

10/6/2014

10/2/2014

10/9/2014

10/2/2014

10/9/2014

10/2/2014

Actions
| None |
| None |
‘ None ﬂ\
| None |
| None |
| None M
| None v

From here, you can view all of the Vehicle Requests for yourself, or for anyone else in your organization
if youare in a Managerole.
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ALABAMA

- Orrice oF Freer MaNAGEMENT

STATE MOTOR POOL

HOME REQUESTS USERS LOGOUT

SMP ADMIN(DO NOT USE)

New Vehicle Request...

Filter requests by m

Request # Last NameFirst Name Check Out Date Actions Messages
40368 DOE JANE 10/3/2014 ‘ None Ej‘
40369 ADMIN SMP 10/6/2014 ‘ None :”
40370  DUGAN  CHRIS  10/2/2014 ‘ None ﬂ‘
40371 DUGAN MICHAEL  10/9/2014 ‘ None EH
40372 MILLER  DONNA  10/2/2014 ‘ None ﬂ‘
40373 MAC MILLER 10/9/2014 ‘ None :”
40374 COOPER  SHELDON 10/2/2014 ‘ None j‘
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