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Accessing Motor Pool
Reservation System Invers

Use your internet browser:

COUNTY OF VENTURA
INTRANET
O R DEPARTMENTS / AGENCIES FORM / POLICIES PHONEBOOK

“LEET SERVICES
FLEET SE E MOTOR POOL

Fleet Home

Use the Fleet Services intranet page to e T
access the County’s Online Reservation S e —
System: MY VCWEB

Maintenance/Rates

Motor Pool
. The Motor Pool offers specialty vehicles to suit

Motor Pool Going out of town?

Rates/lLocations The Motor Pool has designated vehicles that arj

typically the newest in the Fleet to reduce any
Benefits
How do | get started? Simple! Select and com

stomer Support electronically submitted for processing

Locations

County Fuel Services



Join the Motorpool:

Do you already have an account? N

Last Name™
[ J Password™
Invers Login
Office Phone Number™
Mobile Number®
Log i r"l Employee 1D*

Department Name™

Employee ID Number

NO account? Request one:

Password

Stpervisar Name*

.

Stpervisar Email

lﬂ‘tzﬂReuest '|' 5 P|ease SE|9Ct pitried F RO M P U LL D OW N

Complete the Motor Pool Sign up Form:

Request password

Web Links

Motor Pool Sign-up Form

How to make a reservation

I_de'ale Account Infomation

Only click submit once, Form may take some ime to process.

If you require a Remote Motor Pool FOB added to your account, you may
request one here also.

PLEASE PROVIDE YOUR BROWN MAIL ADDRESS.




Invers Login

If you already had an account in the old

system or are a hew Motor Pool member,
follow these steps:

+COy,

_ fg?‘:\- "A
Y/
2. 4

7 A

e i
<
3\,'“‘\¥

| &2
% @FO 3
%

Employee ID Number

Password

Web

Motor Pool Sign-up Form
 |If you have an account, and have been
logging in with an ID # other than your
employee ID:

How to make a reservation

Central Motor Pool (CMP) & Key Box Instructions
CMP Quick Guide Video

Remote Motor Pool (RMP) Vehicle Instructions

Chevy Volt (Gas / Electric) User Video
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Reservation Two Ways -
Choose Date or Graphical

Select the specific Using the Reservation Board
date/time by using the allows viewing of all available
New Reservation Icon. vehicles in a graphical view.

Select One.
Gl

New Reservation Reservation Board




Reservation by Graphical View
“Preferred Method”

1. Select Reservation Board icon.

2. Choose when and where, then all vehicles at this location are displayed.

Reservation Board

Reservation Board

Place a reservation by selecting an available time slot on the reservation board. First choose a customer account and location to view the reservation board. Then select the start and
end time for your reservation on the reservation board. Note: You can modify the reservation time once more in the next menu before reserving.

Customer Account Where
124920 Furman Stephen County

When ap of Location(s)
5.*'1 2017 |™ Show Map

1 day

Availability

Ventura County, CA 2323 Knoll Dr

[Mon 01 May

[12am [1am pam Ram fam Bam BaM FamM BaM paM 1AM [11aM [12PM [1PM pPM RPM PM BPM ERPM FPM BRM BRM 10PM [11Pm
RMP Civic Hybrid #1110
RMP Insight Hybrid #109¢

Tip: Click the icon on bottom [ levaiabieNowfReservationfown reservationfotner only green vehicles are available.
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Reservation by Graphical View

3. Click Twice on the green reservation bar to make a reservation:

Select a green bar (red bars are already reserved).
« Click once to begin your reservation time.
» Click once to end your reservation time.

* Next a pop up screen will appear.

Ventura Test City Ventura Test Location
Mon 15 Aug
12AM 1AM paM Paw faan Bam faM faM RaM pam [ioam [ram fizem fipw em Rew bew EEMOBRM PR RRM RPM [ioPw fiem

Ford Focus #103519

Legend




Reservation by Graphical View

Finalize your reservation
times and dates using - + and
the calendar icon.

» Adjust dates by selecting calendar icon.

» Adjust times by selecting - or +.

Then submit request.

Location Gov Center - CMP
Category Hybrid Compact
Remark Honda Insight Hybrid Compact Rates: $3.21/our, .20 centsimile 9 hours cap per 24-hour period.

Driver Dawson
Reservation Start 10/3/2016 2:00 P
Reservation End

[] reservation series

Cancel  RIIIEEES




Confirm Reservation Screen

Confirm Reservation
85/9/2016 O3:15 AM-9:30 AM

2 Enter a Destination (Optional). Vehicle: Ford Focus #103515 103515 (Test Vehicles)

& Ventura Test Location (Ventura Test City)

» Make Reservation Notes (optional)

Ride Sharing

[7] seats available

Destination

« Enter the appropriate billing codes: -
« GATV and GFUN can be changed if

necessary but are pre-loaded as they L A e
cover a majority of reservations. Actviy Code

» Enter Program and Phase Codes Funcon Code
(optional). ———

» Consult with your department for Phase Code
proper codes.

L L:EM  Confirm Reservation




Success -
Your Reservation Was Accepted

Success
What else can you do here?

» Change reservation.

Your Reservation was accepied, thanis!

Newresenalonfomtis +  fHome  EMyResevations 7 ChangeResenvaton CancelReservaton  History - I EnlerNote 5 Show Print Version

* Print reservation.

. Reservation 101
« Cancel reservation. eseiaon 101340
Resenvation Star 892016 515 PM
Important: Resenaon g BB 5P

Customer Stephen fumang@ventura org
You will need the KeyManager TAN
(shown here) to retrieve keys from 2?‘;’ -
A {epnen (User) Furman
the key box for CMP reservations. |

Ld
(]
Tl p ° New reservation from this | ~

Making a recurring reservation? Try the one day later
d rop down one week later

one month later




Reservation by Graphical View

Tip: Want to look at what’s available for more than one day?
* Use the drop down. Booking Type

10/3/2016 Standard

1 day
Availability

Customer Account Where Within Radius Of

Click to hide options City
107520 Dawson Ctrl+Click to pickup Swap colors pelection
Shift+Click to pickup frame color —select—

Location

--select--

When Booking Type Location(s)

[or3r2016 Standard |* Show Map

| See availability for all
vehicles up to 14 days from
the date you select.




Making Changes Graphically

Changing your reservation is easy:
» Go to the Reservation Board

* Find your reservation (which will be shown in blue).

Ventura Test City Ventura Test Location
[Tue 09 Aug
[1zan [1an pam pam jam Fam Bam [Fam pam pam [10aM [HaM [izem jiem BPM BRM P EPMEPM RM BRm pRM fioem friem

Ford Focus #103515
Cancel changes

Legend Change Times

Cancel
1l Javailabie]NowlReservationflown reservationf[Other

» Click on your blue reservation and
select an option.




Reservation by Specific
Date/Time

1. Select New Reservation icon.

+
@ 2. Make appropriate selections for: Category, City, Location, Date and Times.

New Reservation

Reserve a vehicle Vehicle selection for the date Confirm and specify details v
Customer Account City
stephen_furman@ventura.org Invers Test City _?_]

Driver
— Location
” T
Stephen (user) Furman L INVERS Test KeyManager (LAN)
Category Reservation Start
est Vehicles 8/9/2016 11:45 AM
Reservation End

8/9/2016 12:45 PM

Reserve

3. Select Reserve to enable system to search / confirm if a vehicle is available.
4. If request is unavailable, you can try again or if available, you will be prompted to confirm.
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Reservation by Specific
Date/Time

If request is unavailable, you will be prompted to try again.

Sorry, no approiate offers available.

Select “Back” to try by date/time again or,

“Switch to graphical reservation.”




Confirm Reservation Screen

Confirm Reservation
85/9/2016 O3:15 AM-9:30 AM

2 Enter a Destination (Optional). Vehicle: Ford Focus #103515 103515 (Test Vehicles)

& Ventura Test Location (Ventura Test City)

» Make Reservation Notes (optional)

Ride Sharing

[7] seats available

Destination

« Enter the appropriate billing codes: -
« GATV and GFUN can be changed if

necessary but are pre-loaded as they L A e
cover a majority of reservations. Actviy Code

» Enter Program and Phase Codes Funcon Code
(optional). ———

» Consult with your department for Phase Code
proper codes.

L L:EM  Confirm Reservation




Success -
Your Reservation Was Accepted

Success
What else can you do here?

» Change reservation.

Your Reservation was accepied, thanis!

Newresenalonfomtis +  fHome  EMyResevations 7 ChangeResenvaton CancelReservaton  History - I EnlerNote 5 Show Print Version

* Print reservation.

. Reservation 101
« Cancel reservation. eseiaon 101340
Resenvation Star 892016 515 PM
Important: Resenaon g BB 5P

Customer Stephen fumang@ventura org
You will need the KeyManager TAN
(shown here) to retrieve keys from 2?‘;’ -
A {epnen (User) Furman
the key box for CMP reservations. |

Ld
(]
Tl p ° New reservation from this | ~

Making a recurring reservation? Try the one day later
d rop down one week later

one month later
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Other Features

Change password, phone

View your past, present number, email and enable
and future reservations. the system to send

confirmation emails.

kil 2=

My Reservations

My Account




What’s the Difference Between

CMP and RMP?

To access the keys, enter the
from your reservation
by using the located on the key box to

both , and vehicle keys.

For detailed instructions, select the
the County Invers home page titled:

on

RMP

(RMP) or Remote Motor Pool vehicles are located
throughout the County to service select groups.

These vehicles have no central key box and are
accessed by pre-assigned key FOB’s.

_—
r

FOB’s are used in conjunction with authorization
devices located within the vehicle.

You Must have a pre-assigned FOB for these vehicles.

For detailed instructions, select the on the
County Invers home page titled:

Updated CMP and RMP instructions provide useful tips on the reservation system, fuel sites and more!



The 2017 Chevy Volt

READY FOR A DRI 3
Video covers operation,




Motor Pool vs. Risks Associated
with Personal Vehicle Use.

If you are involved in an accident while operating your personal automobile
on County business, your personal automobile coverage should provide
primary coverage; the County’s insurance may provide coverage in excess of

your own insurance. You should promptly notify both your supervisor and
your own insurance carrier of the accidént.

The County’s insurance coverage only extends to third-parties and does not
provide coverage for any damage to your personal automobile. However, you
can submit an "Employee Personal Property and Automobile Damage” claim

to Risk Management. This may cover the cost of your insurance deductible
(5500 per incident; $1,000 limit per fiscal year).

Please see the following link for more details on filing such a claim.

» http://docushare/docushare/dsweb/Get/Document-13348/Chapter%20IX-
09%20Personal%20Property%20Damage-Automotive.pdf

Most personal automobile insurance policies provide coverage for the

occasional use of your personal automobile for business purposes. You should
check with your insurance agent for details.



http://docushare/docushare/dsweb/Get/Document-13348/Chapter IX-
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“New” Web
Based System

Thank you for using the
system!

‘the number of County
_pwned vehicles.



