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Login Window

The FleetWise Lite Login Window is displayed below. You must enter the Microsoft SQL Server

Instance name in the SQL Server Name box. Normally, the instance name is the name of the
computer where SQL Server is installed.

FleetWise Lite

50L Server Name:  LAPTOP
User Name: |

Password:

[ ok | [ cancel

All About Computers, Inc.
2720 Park Street, Suite 202
Jacksonwille, FL 32205
(8001 296-2609
Copyright © 2000-2012, All Rights Reserved.

Version # 6.0.0.0

FleetWise contains a complete security system. If you have created security in FleetWise, you

are required to enter the User Name and Password. If you have not created security, you can
click on the OK button to login.
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FleetWise Lite Desktop

The FleetWise Lite Desktop is displayed below.

Short Cut Buttons

The menu appears at the top of the window. This menu is used to access all of the other
windows in the system. If you click on the Master Tables Menu Option the menu will drop
down.

Below the menu bar is the Shortcut Bar. It contains buttons that allow you to quickly display
the most common forms, like the Unit Master Table or the Repair Orders.
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Forms

All of the forms in the FleetWise Lite System have a number of controls in common. The forms
are displayed below and the controls on the forms are described. These same controls appear
on virtually all of the forms.

The following section will describe each Master Table in detail.

Empty Browse Form

The Assembly Code Table is displayed below. This is the way the form is displayed when first
selected from the menu. No assembly codes are displayed. The cursor is in the Criteria Box at
the top of the left toolbar. You can click on the ENTER key to display existing Assembly Codes.
You can type a few letters in the criteria box and then press enter to display the first code
beginning with what you entered as criteria.

f ] x F-Y @

New Edit Delete Preview Help

Criteria ASSEMELY CODE

Sort Order
ASSEMBLY CODE

Filter:
NO FILTER <

Type Search:
FIND FIRST

Max. Records:
100

MW | 4k [ M

Record 0 of 0

Browse Search Control

The search control is displayed below.
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Criteria:

Sort Order:
ASSEMBLY CODE -

Filter:
MO FILTER -

Type Search:
FIMD FIRST -

Max. Records:

100

I 4 b P

The Criteria Box is at the top of the control. The cursor appears in this box by default. The user

should type in the first few characters of the code they are searching for. The user should then

hit the enter key. The Browse Form will fill with records beginning with the closest matching

code.

There are several options to control how the search control works.

Sort Order: The user can change the sort order of the control. The sort order
determines what should be typed in the Criteria box. For example, if the sort order is
Unit ID order, then the user should type all or part of a Unit ID. If the sort order is
Department Code order, the user should type all or part of a Department Code.

Filter: Various filters are available depending on the form. NO FILTER means that all
records will be displayed. If the filter is set to ACTIVE on the Unit Master Table, then
only active units will be displayed. If the filter is set to OPEN on the Repair Order Table,
then only open repair orders will be displayed.

Type Search: The most common type search is a FIND FIRST search. When the search
takes place the first record beginning with what was typed in the criteria box will be
displayed. The rest of the records will be displayed in the order specified by the sort
order control. An EXACT search means that the user must type exactly what they are
looking for in the criteria box. Then records matching that will be displayed. For
example, on the repair order form, the sort order could be by Unit ID and the type
search could be EXACT. The user would then type a complete unit id and press enter.
Only repair orders for the selected unit would be displayed. A CONTAINS search is a
special search where records that contain the characters as entered in the criteria box
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will be displayed. For example, in the Unit Master Table, the sort order could be set to
VIN Number order, and the type search could be set to CONTAINS. The user could then
type 9004 and press enter. Any units where the VIN Number has the characters 9004
anywhere in the VIN Number would be displayed.

Max. Records: The Max Records determines how many records will be retrieved in a
search. For example, you may have 5,000 vehicles in the Unit Master Table. By default
the Max. Records is set to 100. When you do a search, 100 records will be retrieved.
You can then scroll through the records to find the one you are looking for. You can
increase or decrease the Max. Records to any number you desire. However, the higher
the number, the longer the search will take.

Move Record Buttons — At the bottom of the search control, 4 buttons appear that allow
you to move from one record to another. The first button on the control will move to
the first record. The second button moves to the previous record, if there is one. The
third button moves to the next record, if there is one. The fourth button moves to the
last record. You can also use the scroll bar on the right side of the browse window to
move to records. Then simply click on the desired record to select it.

Browse Form with Records

The browse form with records is displayed below. There is a toolbar above the grid listing

\ Assembly Code Form EI@
i = x ks o
New Edit Delete Preview Help
Criteria:
|| Lot= ASSEMBLY CODE -
3 AIC - CAB - INSTRUMENTS
Sort Order: ACCESSORIES
ASSEMBLY CODE - AXLE
BODY REAR =
Filter: EODY SIDE
NOFILTER v BODY WORK
BRAKE SYSTEM
Type Search:
FIND FIRST . HLEEE
COOLING SYSTEM
Max. Records: DRIVE TRAIN
100 DUMP BODY
ELECTRICAL
EMGINE
FRAME
4 4 3 4]
FUEL LINE OR PARTS
LIV AL T OO TERAC s
Record 1 of 30
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1

Click on the New Button MEW t5 add a new code or click on an existing code and click on

Ij

the Edit Button Edit to change the code. You can also double click on an item in the list to

X

edit it. Click on the Delete Button Delete to delete the selected code. Click on the Preview

3
=

Button Preview

printer from the preview window.

to preview a report on your computer screen. You can send the report to the

Edit Form Mode

The form is displayed in Edit Mode below. You can change any of the information for the

il
selected code. Once the changes are complete click on the Save & New Button >ave&MNew tq

%
save the changes and add a new record, or click on the Save Button 32'¢ to save your changes

-q
and return to the Browse Form, or click on the Undo Button U™ to |ose the changes.

\ Assembly Code Form EI@
| = “) @
Save & New Save Undo Help

LES LT TR C - CAB - INSTRUMENTS
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Delete Form

You can delete records in the FleetWise Lite System. When you delete records you will see one
of two windows.

First, if the record you are deleting is in a Master Table, you will see the Delete Master Codes
form. It is displayed below.

T —_—
e R =

INSTRUCTIONS

l Delete Master Code ]

The Current Code is displayed. This code will be replaced anywhere it is in use with the code
you select below. l

Cancel ]

Note, if you are deleting a Part Code this function may affect the Inventory. The Cuantity On
Hand for the Current Code will be combined with the Replacement Code, and the Average

Current Code: BODY REAR

Replacement Code: | l ]_'|

The form will display the currently selected code. You cursor will be in the Replacement Code

code from a list of valid codes. Then you click on the Delete Master Code Button. The Current

Box. You can type the code to delete, or you can click on the browse button to select the
Code will be replaced with the Replacement Code you selected and then the Current Code will
be deleted. At times you may not want to replace the current code with anything. Then you
should select the UNKNOWN code. It is a standard in all of the tables.

Second, if the form allows records to be deleted directly, the Delete Message Box will be
displayed.

I " Do you want to delete the currently selected item?

Simply click on the OK button to delete the currently selected record.
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Preview Report Form

The Preview Report form is displayed below. This form is displayed when you click on the

I

Preview

Preview Button on a data entry form or a report form.

T = = e

A g @ SAP CRYSTAL REPORTS®

FleetWise Lite
YOUR COMPANY NAME HERE - DEMO

ASSEMBLY CODELIST
FROM

PRINT DATE: 6/28/2012
PRINT TIME 9:35:18AM W
PAGE NUMBER: 1

ASSEMBLY CODE

A/G - CAB- INSTRUMENTS
ACCESSORIES

AXLE

BODY REAR

BODY SIDE

BODY WORK

BRAKE SYSTEM

CHASSIS

COOLING SYSTEM

annt Report to
L Printer J

Current Page No. 1 Total Page No. 1 Zoom Factor: Page Width

List Box Controls

List Box Controls are used to select a Valid Code from a list of codes in the system. The Unit
Master Table is displayed below. This form contains a number of List Box Controls.
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i = 9 @

Save & New Save Undo Help
Unit ID: 0 Active: fes Unit Status Code: ACTIVE lh | |E

Information | Fuel & Me‘ersl Highway Tax | Acquisition & Sale Irinl Notes | Repair Histnryl PDF F\I$|

VIN Number: 1M2T160Y1GMD03135

Tag Number: FLA3434 Tille State: ALABAMA

Manufacturer Gode: KENWORTH =] Title Number: AL35436145

Model Code: K10 | [@

Model Year 2003 H|@
Deparment Code: OPERATIONS B @ H|@
Location Code: ALABAMA SHOP M| @& List Box Controls M| @

A list box control contains a text box where you can begin typing the code you are looking for.
As you type, the box will fill in with the closest valid code. You can click on the Down Arrow on
the keyboard to display the next code. You can click on the Up Arrow on the keyboard to
display the previous code. You can click on the Page Up key to display the first code in the list.
You can click on the Page Down key to display the last code in the list. You can click on the

Lh to display a list of valid codes. You can search for a code by typing in the
Criteria box on the Toolbar on the Left and then hitting enter. The browse window is displayed
in the window below.

Browse Button

'x Browse - Manufacturer Code Foi = |-
MANUFACTURER CODE

B kenworTH

Criteria:
Bort Order:
MANUFACTURER CODE

Filter:
MO FILTER o

WESTERN STAR
Type Search
FIND FIRST

Max. Records:
100

[L I B S (]

Record1 of &
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You can click on the Shortcut Button li to display the data entry form for the current control.

Finally, if you type a code that does not currently exist in the table; a message box will be
displayed like the one below.

FleetWise Lite ——

L The currently selected code does not exist. Do you want to add this
¥ code to the Master Table?

h = - e — e

Simply click on the Yes button to add the new code to the table. Be aware that some tables
capture a lot of information. This process will only add the code. The rest of the information
will be blank. For example, the Vendor Code Table captures the Vendor Code, Vendor Name,
Address, Phone Numbers and Sales Tax Rate. If you add a code in the manner described here,

only the code will be filled in. You can click on the Short Cut Button I? and the Vendor Code
Form will be displayed. You can then click on the New Button to add a new vendor and
complete all of the information. If you do not fill in the information initially, you can always
edit the code later and complete filling in the information at that time.
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Master Tables Forms

The FleetWise Lite System contains a number of Master Tables. You set up the Master Tables
one time and then use the codes throughout the system. For example, you can create a
Location Code in the Location Code Table. You can then use that code in the Unit Master Table
to identify the location a vehicle belongs too. You can use the same Location Code in the Repair
Order to identify where the vehicle was maintained. If you need to change a Location Code,
you change it in the Location Code table and the changes will be reflected everywhere it is
used.

The following section will describe each Master Table in detail.

Assembly Code Form

The Assembly Code Form contains the names of assemblies of vehicles or pieces of
equipment.  An assembly is a major component or part of a vehicle. Assembly Codes are
used in repair orders to identify what portion of the vehicle or piece of equipment is being
repaired. Also, you can report repair expenses by assembly code. This allows you to see where
you are spending the most money. It may provide you with information to help control
expenses.

Example assembly codes for a truck might include the following:

e BODY

e DRIVE TRAIN

e ENGINE

e TIRES

e TRANSMISSION
e WHEELS

e ETC.

The assembly codes for a front end loader might include:

e BUCKET
e ENGINE
e HYDRAULICS
e TRACKS
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Bin Shelf Code Form

The Bin Shelf Code Form contains the names of locations within your shop’s store room. It
provides a way to organize the inventory within the store room. This table is only available if
you have the optional Inventory Module.

Example, bin shelf codes might be like the following:

e ROW 1, SHELF1
e ROW 1, SHELF 2
e ROW 1, SHELF 3
e ROW 1, SHELF 4
e ROW 1, SHELF 5
e ROW 1, SHELF 6
e ROW 2, SHELF 1
e ROW 2, SHELF 2
e ROW 3, SHELF 3
e ROW 4, SHELF 4
e ROWS5, SHELF 5
e TIRE RACK

Category Code Form

The Category Code Form contains the names of categories used to group parts. It provides a
way to organize the parts list into categories of parts. Also, you can search for parts by category
code.

Example category codes might be like the following:

e BELTS & HOSES

e BULBS

e ELECTRICAL
e FILTERS

e FLUIDS

e TIRES

Class Code Form

The Class Code Form contains the names of classes of vehicles and equipment. It provides a
way to organize the vehicles and equipment in to groups. You can enter manufacturers and
model codes as well. A class code allows you to group all Light Duty Vehicles into a class or all
Trailers into a class regardless of their manufacturer or mode.
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Example class codes might be like the following:

e EQUIPMENT

e LIGHT DUTY VEHICLES
e STRAIGHT TRUCK

e TRAILER

e TRUCKTRACTOR

Condition Code Form

The Condition Code Form contains the names of condition codes used on the unit master
form. Condition Codes provide a way of describing the current condition of the vehicle or piece
of equipment. It is used in some reports and can be helpful when making decisions about
replacing vehicles and equipment.

Example condition codes might be like the following:

e 1-EXCELLANT

e 2-GOOD
e 3-FAR
e 4-POOR

Cost Code Form

The Cost Code Form contains the names of cost codes used on repair orders. Cost Codes
provide a way of describing the type of maintenance being performed in the broadest
terms. Cost codes typically correspond to financial statement expense accounts.

Example cost codes might be like the following:

e ACCIDENT

e GENERAL REPAIR

e PREVENTIVE MAINTENANCE
e ROAD CALL

Department Code Form

The Department Code Form contains the names of department in your business or
organization. Department Codes provide away of identifying the department a vehicle or piece
of equipment belongs to. Also, repair costs can be reported by Department.

Example department codes might be like the following:
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e ADMINISTRATION
e MAINTENANCE

e OPERATIONS

e POLICE

e PUBLIC WORKS

Employee Master Form

The Employee Master Form contains the information on Employees. These codes are used
though out the FleetWise Lite System. They are used in the Unit Master Form to identify the
Employee assigned to a vehicle or piece of equipment. They are used in the Repair Order
System to identify the Mechanic who performed the maintenance.

Put a check mark in the mechanic check box and enter the RO Billing Rate. This is the rate that
will automatically appear for the selected mechanic on a repair order.

The Employee Code Form is displayed in edit mode below. You can enter or change any of the
information for the Employee Code.

W, Empberyms Miler Faem = i
J ol o s
T & hlam T Fragy Help
Emgioyns Cods (58 TVTIM R T CASDAT Aotivm o Wi

Irdorrnalen | hlolsd

Ermpiorses inky itatA

s Ha EARMNE BOATYEFIGHT el e Y T

s TMLE ST, LN, DLAST & W Dl e 3500

Ardren ROUTE 3, BO FE2-4 Horwa Phene 1 2p4E3 2505

oae Phcns (il ok

HORTERSE it 31543 (=t

iy Cl Py

| 5.7 | Fager Meora

Departrrant Code DR MATION 7| [ Erplives Husbee 12

Lomaton Code LP R =

Under the Employee Code you can click on the “TABS” to display additional information. You
can click on the Notes Tab to display notes on this employee. You can enter unlimited notes on
each employee.
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Highway Tax Code Form

The Highway Tax Code Form is displayed below. This form is used to create tax rates used to
complete the IRS Form 2290. You can select the tax category and indicate if the vehicle is used
for logging. You can enter a July rate. Then click on the Create Monthly Rates button. The rates
will be prorated to the months in the year.

This form works with the Highway Tax Report to calculate the tax based on when the unit is put

in service.
\ Highway Tax Code Form EI@
a = %) @
Save & New Save Undo Help

Highway Tax Code:

Tax Category: A -

Logging Vehicle: V| Yes | Create Monthly Rates From July Rate

July: $75.00 January: $37.50
August: $68.75 February: $31.25
September: 56250 March: $25.00
October: $56.25 April: %1875
MNovember: $50.00 May: $12.50
December: 54375 June: $6.25

Location Code Form

The Location Code Form contains the names of locations used in your business or
organization. Locations are used to identify places where you keep vehicles and equipment in
the Unit Master Table. You can report back maintenance expenses by location code.

Example, location codes might be like the following:

e FLORIDA SHOP

e MAIN SHOP

e POLICE STATION 1

e PUBLIC WORKS SHOP
e TEXAS SHOP
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The Location Code Table is displayed in Edit Mode below. You can enter or change any of the
information for the Location.

r
M, Location Code Fom e | ]
) o < ke
Sovn & Hew Siaen Lhnda Halp
Leszatenn Coale L CEI0A SHOP Phone Muomber (o) Z81-0016
Camgpany Narms TOUE COMPANT NAME HERE Fam Murritser (504) 3810017
Contact FETER MICHAELIS Ireentory 7| Yeu
Addmes 1010 EAST ADAMS STREET Shop Tea

JACKSOWVILLE. FL 33203

Erml

Manufacturer Code Form

The Manufacturer Code Form contains the names of Manufacturers of vehicles and
equipment.

Example manufacturer codes might be like the following:

e CHEVROLET

e FORD
e MACK
e VOLVO

Model Code Form

The Model Code Form contains the names of models of vehicles and equipment. You can also
enter in a minimum and maximum miles per gallon or gallons per hour. If you enter this
information it is used to validate the information entered on Fuel Tickets.

Example, model codes might be like the following:

e F150
e FRONT END LOADER
e SILVERADO

e TRACK DOZER
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The Model Code Table is displayed in Edit Mode below.

A, Madel Code Form [
i | " | €

Savm & Maw Bavm Unda Halp

s 8]
£l

Model Code:
Mamirnusm MPG: 15

Maxirnum MPG 25

Part Code Form

The Part Code Form contains the names of parts used to repair vehicles. The part codes are
used in the Repair Order System to identify the part replaced. They are used in the Inventory
Module to identify parts in inventory.

Part codes can be up to 60 characters long. You can use the actual code printed on the box of
the part, or you can create your own generic codes. If you do not have the Inventory Module
your codes can be very generic, i.e. OIL FILTER, FUEL FILTER, TIRE, and BRAKE PAD.

If you have the Inventory Module, your part codes must be more specific. You can use the code
to identify the generic type part, but you must also identify the specific part because you may
have more than one part in inventory. For example, you might have oil filters for Ford F-150’s
and oil filters for a Caterpillar Dozer. You must track these separately. You could create the
code for the F-150 as OIL FILTER — FIL1372. An Oil Filter for a Dozer might be OIL FILTER —
CAT34235.

If you put the type part before the part code it can make looking up the part easier. If you
enter only the part code, you can assign a category and look up by category.
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You can also enter a long description of the part. The description can also be used to identify
alternate vendor’s codes for a part. For example, you could have Farm Oil Filter number as the
part code and enter the Wickes equivalent in the description.

You can also enter the number of miles, hours, and/or days apart is covered by a warranty. The
repair order system will warn you if you replace a part during the warranty time frame. This is
primarily used for larger parts like batteries, starters, alternators, etc.

The Part Code Table is displayed in Edit Mode below. You can enter or change any of the
information for the Part Code.

- "
N, Part Code Forn E=R R |
0 = ) w
Sove L Now S Uinis Halg

P Code

Dassnpbon LONG DESCREFTION - MOTOR QiL - UC 1540 0IL
Category Code FLLIDS

Class Code UNKENOWH

Wiarrmnty Days v]

Wacranty Mdss o

YWarranly Hours o

Repair Code Form

The Repair Code Form contains the names of Repair Codes. Repair Codes are used in the Repair
Order System to identify the type repair performed on the vehicle or piece of equipment. They
are also used in the Preventive Maintenance Scheduling System to identify the PM to be
performed.

Examples of repair codes are:

e PMA
e PMB
e OIL CHANGE

e STARTER REPLACE
e ALTERNATOR REPLACE
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Repair Codes allow you to standardize the types of repairs you perform and they allow you to
report back how much you are spending by Repair Code. You can also assign an Assembly Code
and a Cost Code when creating the Repair Code. You can create default instructions for the
Repair Code. This information will automatically be displayed when you add the Repair Code to
a Repair Order.

Finally, you can enter the Standard Time required to perform this repair. This is used in the
Employee Productivity reports to determine how mechanics compare to the standards.

-
M, Repair Code Foem =
& A ) W
Save L MNew Lavn LUrads Hglp

Fepair Code:

Asarmbily Code ERGINE - [
Cont Code PREVENTIVE MAINTENANCE mifil
Standard Time 000

Irtrucsions | DRAIN DL

| CHANGE CIL FILTER

| REPLACE CaL

I LMBE AS REQUIRED

| CHECK ALL FLLRD LEVELS
| CHECK LIGHTS

| CHECK HORMN

| CHECK THRES

Unit Status Code Form

The Unit Status Code Form contains the names of Unit Status codes. Unit Status Codes are
used in the Unit Master Table to identify the status of a vehicle or piece of equipment. Unit
Status Codes also allow you to indicate whether the PM Schedule for the unit is active.

For example, you will usually leave units in the Unit Master Table even after they have been
sold. This will allow the repair history and costs to remain available for reports. However, you
will not need the PM Schedule to be active. You will no longer performing preventive
maintenance on the unit.

All About Computers, Inc. Page 23



FleetWise Lite

N Unit Status Code Form =&
= < e
Save & New Save Undo Helg
Unit Status Code: .".'ﬂ" [-|. ]‘3‘
Acive PM's ¥ Yes

Vendor Code Form

The Vendor Code Form contains the information on Vendors. These codes are used in though
out the FleetWise VB System. They are used in the Unit Master Table to identify the vendors of
vehicles and equipment. They are used in the Inventory System to identify the vendor parts are
purchased from, and they are used in the Repair Order System to identify outside repair
vendors. The tax rates entered for a vendor are used in purchase orders, and repair orders to
calculate sales tax on part purchases.

The Vendor Code Table is displayed in edit mode below.
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Compary indo

Company Names ET, MARYS PARTS AMND SUPPLY. IN

Contnet
Adirase 11625 OSBOANE ROAD
ST. MARYS GA | 31553
Cemuniry
Emal

The Phone Numbers & Rates tab is displayed below.

f = " w
Sovn & New S Linda Help
Vendor Code ET. MARYE PARTS AND SUPPLY, I Vendor Status A ""!

[Intormason | Phons Numbers & Rates | Notes|

Phone and Rales groupox
Pheone Bumbser: (5912) 388-2442 Labor Rale: 3000
Fax Mumbser. ) - Pl Labor Aate: 5000
Might Phone: () - P Flat Rale: 3000
Wendor Mumbser Lakor Rale: 750 %
‘endor PO Paris Rate: 750 %
Federal [Tt
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Unit Forms

The Unit Tables contain information on all of your vehicles and equipment. The term “Unit” is
used because FleetWise can track vehicles, equipment, fixed place assets like conveyor belts,
Air Conditioner units, and other items. The only thing required to add a Unit is a unique Unit ID
which is a 12 character alpha numeric code used to identify the Unit.

The Unit Master Form contains all of the detailed information on each vehicle or piece of
equipment such as Departments, Locations, Models, and purchase and sale information.

The Meter Table contains information on old, replaced, meters on units. The meter is replaced
by selecting the Create New Meter function on the Utilities Menu.

The Picture Table contains pictures of units. Often the pictures are of accidents or
damage. The pictures are stored on the hard drive of the computer or server. A reference to
the picture is stored in the database. The picture is then displayed in FleetWise.

The PM Schedule contains preventive maintenance items scheduled through FleetWise. Each
unit can have an unlimited number of PM’s scheduled. PM’s can be scheduled by miles, hours,
date, gallons of fuel, or other meter, or any combination.

The Tickler Table contains non essential maintenance. Often a company will have a daily
inspection of each vehicle, sometimes called a pre trip inspection. The inspection may turn up
a problem, that doesn’t need to be corrected immediately, but that you want to fix next time
maintenance is performed. This is a tickler. When a repair order is opened for the unit,
FleetWise will remind you that ticklers are open for the vehicle.

Finally, the system contains numerous reports for each of the tables listed above.

Unit Master Form

The Unit Master Form contains the information on vehicles and pieces of equipment. An
unlimited number of vehicles and equipment can be entered into FleetWise. Each vehicle or
piece of equipment is identified by a unique Unit ID. A Unit ID is 12 characters alpha numeric
and each Unit ID must be unique. If you use numeric Unit ID’s, you should pad them with zeros
to make the sorting look correct. For example: 001, 002, 003, etc. Finally, the Unit ID is the
only required information when adding a unit.

The Unit Master Form is displayed in edit mode below. You can change any of the information
for the Unit.
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W Unit Master Farm (== =
i i il v
Save & Naw Saree Unidoi Help
Uit 10 101 Active: ¥l Yes Unit Status Code: ACTIVE w B

Infarnabion | Fuel & Meters | Highmay Tax | Acquesibion & Sale Info | Haoles |Hepnrl-|.my!PﬂFFrh‘l

VIM Mumibes TMAT 1RO 1GMOI3138

Tiag Murnbser FLA-343 Tita Stale ALABAME

Marufachser Coda KENWORTH N | [ Tithe Mumiber: AL 35476145

Modal Code K10 wlil -

Model Yaar 2003 Condon Code 2= G000 =1l J
Depament Cods OFERATIONS N | [ Emgiloyes Code: BOATWRIGHT. HENRY E m il
Locnbon Code ALABAMA SHOP | E Class Code CLASSE =8l Ji

Under the Unit ID you can click on the “TABS” to display additional information. The General
Information Tab contains the most important information this includes the VIN number or
Serial number, the Manufacturer, Model and Model Year. Also you can assign a unit to a
department, location and or employee.

Click on the Fuel & Meters Tab to display the fuel information. This information is used when
entering Fluid Tickets to set the defaults for fields. Also, you can view and change meter
information. Click on the tabs to display the desired meter.

I —_———
N, Unit Master Form o | )
] 9 W
Save & Mew Save Umnde Help
Lira [ L At ¥| Yes Lrst Status Code ACTIVE milll

Information | Fuel & Melers HmTui Acquisitian & Sale Info. | Notes | Repair History | FOF Files

Fusl Datsults
Pnmary Meter OODOMETER =| Tyvpe Fuel Dl'ESEL -
Fuel Card Q Fieel Tank Sae =) G 56,000

Odomesar Infa. | Hour Meter Inf

Migtar Nurribes 1 Laat Oidesmadar J25.000.0

Star Dase I Last Lipdaie

All About Computers, Inc. Page 27



FleetWise Lite

Click on the Highway Tax tab to display it. This tab allows you to enter information required on

IRS Form 2290.

r!tmmwm o wow E
=1 9 P
Save & Mew Save Undo Heip
] Aclive ¥l Yes Unst Status Code ACTIVE | [
Inlormntion | Fuel & Matars| Highwar Tax | Acquisition & Sale Infc. | Notes | Repair Hisiory | POF Fies
Reguinss 2290 Fomn o e
Highway Tax Code A-HOT LOGRENG ol
GV,
Logang valele Yes
Agrcultune Vehiche Yes
First 2290 Lisa WA2003
Last 2290 Lise
Last 2290 Report ANMG2005

Click on the Acquisition & Disposal Tab to display the information about when the unit was
purchased and/or sold.

-
W, Urit Master Fom

d i
Sove & Hew S

Ut D

Acqweibon Infa

Drealer:
Furchase Dale
Furchase Price

Original Meter

Zale Info

Drate Sold

Actee:

TRANSPOWER
TN 2000
534.396.00

78356

o Yes Linit Sishrs Coda

.
Information | Fuel & Metsrs | Highway Tax| Acuwstion & Sale Info Nm[ﬂepmrHulw POF Files

L
=

Market Value

Sala Price

ACTIVE

S15.000.00

5000

Click on the Notes Tab to display the any additional information. You can enter an unlimited
number of free text notes.
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Uit 10 101 Actvm: [ Yes Unid Satus Code: ACTIVE i

inioemation | Fusl & Meters| Fighway Tax | Acquission & Gaia nfo, Noies | epmi History | FOF Files|

THESE ARE FREE TEXT NOTES WHICH CAN BE ENTERED ON A UNIT,
YO CAN RECORD ANY INFORMATION THAT I8 NOT RECORDED 1N A FIELD ELEEWHERE

Click on the Repair Histor tab to display a repair orders performed on this unit. The repair
orders are displayed in reverse order from the most recent to the oldest.

Unit 10 v fctve: () Yes Unit Stmus Coda ACTIVE ]

intormaton | Fus & Meters| Highwey Tax | Acquision & Sals o | Hetes | Fepair History | POF Fies|
| Rapair Ordars
| ROMNUMEER STATUS

SCHEDULED OCOMPLETED UNITID TOTAL COST COOMETER HOUR METER REASCH

PR S <301 08

PREVENTIVE MAINTEMNAMNCE

| Receratotd

Finally you can click on the PDF Files tab to display any PDF documents associated with this
unit. To add a new document, click on the New Button. Click on the Edit Button to change the
information on the selected document. Click on the Delete Button to delete the currently
selected document. Click on the View PDF button to view the document.
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U 10 m ] At ¥ Yea Linit Stats Code: ACTIVE w11

£ = x o
Hiew Edit Delete \iew POF

| FILE DATE RONUMBER DESCRIPTION FILE HAME

|FLeET

The PDF Window is displayed in edit mode below. You can enter a date associated with the
document and a description. Then click on the Pick PDF file button to select the PDF Document.
If the FleetWise program is a network system, the documents must be stored on the network

drive for other users to view the document.

Uil |16 Metve ¥ Tes Ut Status Code: ACTVE e Bl J

| informascn | Fussl & Moters | teghwmy Tax | Acauaition & Sale inks.| Metes | Repair History | POF Fies |

¢ el [#]
Save & Hew Save Unda

File Drade:
Diesonpan:
Fibe Dute: [ WSERSPETER MICHAELISIDOCUIMENTS.CFFICE DATA FILESIORDER FORMS | PekPDFFie |

| FLEETWISELITEQRDERFORM PDF

The PDF File is displayed in the PDF Viewer in the picture below. The document can be printed
from the viewer form.
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FleetWise Lite Order Form

Customer Infermation
Date of Oroer:
Mam e

Ttle:
CDM:
Street Address:
Addris

City, State, Zip:
Fhone 2

Fax =

Ermall:

Card Type: | AnK: ] wisa: [ msstercard: [ Gewernenent po:
Cand Number: 34 Digit £3C:
Name on Card:
Expiration Date:
Authorired Signature:
Operating Sy stem: | windews 200001 [ ] windows viga=7: ]

FleetWise Software

St Alode Nt
Humber of o Iventany nwenitory Mo Imventory Irventory
Wehicles @y ol ay Codt aty ot =] e Einiesd
110 100.20 15000 2000 rafen)
1@ 13000 . 2000 || o0 a0
I bsbaD N 2000 | oo w000
a4 19000 ] 000 [ | mocs o
41-50 Z20.00 E- et} 480,00 oo
S.80  _ IS0O0 | 0000 || sooco o
a7 IEDDD N %000 | SEO00 00
Mo 3000 - 5000 [ | oo LO0000
a-%0 4000 53000 &000 L1000

Change Unit ID

You may need to change a Unit ID from time to time. You cannot simply click on the Edit
button to change a Unit ID. Instead, click once on the Unit you wish to change in the browse
window. Then click on the Change Unit ID Button.

L
Change Unit 1D - F5

The window below will be displayed.

INSTRUCTIONS:

Enter the New Unit ID below. Then click on the Change Unit ID button. The Unit
1D will be changed throughout the system.

Current UnitID: 1071

NewUnitiD: |
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You can then enter a new Unit ID and click on the Change Unit ID button to change the Unit ID.
The Unit ID will be changed. All of the related records that contained the old Unit ID will now
contain the new Unit ID. This includes: Repair Orders, PM Schedules, Fluid Tickets, etc.

Unit Meter Form

The Unit Meter Form is used to track all of the odometers, hour meters, and other meters
replaced on vehicles and equipment. Meters are replaced by selecting the Create New Meter
option on the Utilities Menu. The Create New Meter form is displayed below. Prior to changing
a meter, you should enter and post a Fluid Ticket to close out the old meter. On this form you
can enter the date the new meter was put on the unit and enter the new reading if it is greater
than 0. Then click on the Create New Meter Button.

The Unit Meter Form is displayed in below. This form is read only. You cannot change any of
the information on the form.
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., Unit Meter Farm [l ]
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Undo Help

Urit 1D 101 Actroe:
Meater NMumbsers

Meter Type:

Start Date

Stop Diate

Lasi Reading

Start Reading

Hedes REPLACED ODOMETER

Unit Picture Form

The Unit Picture Form is used to display pictures of vehicles or pieces of equipment. You can
add an unlimited number of Pictures per unit. Usually this feature is used to track pictures of
damage done in accidents. However, you can add pictures for any reason.

The Unit Picture Form is displayed in edit mode below. You can change most of the
information. The system does not allow you to change the Unit ID and the Picture Code. You
click on the Pick Picture button to select the picture. If you have the network version, the
picture should be stored on the server in a place accesible to all workstations.
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Unit PM Schedule Form

The Unit PM Schedule Form contains all of the preventive maintenance items scheduled for
vehicles and equipment. An unlimited number of PM’s can be scheduled for each unit.

The Unit PM Schedule Form is displayed in edit mode below. You can change most of the
information. The system does not allow you to change the Unit ID and the Repair Code.
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The following fields are used to create a PM Schedule.

The Repair Code describes the PM to be performed. You can add an unlimited number
of Repair Codes for a single Unit. This creates a schedule of PM’s to be
performed. Simply create the first item in the schedule. Then click on the Save & New
button to add a second schedule. Select the same Unit ID, but a different Repair Code.

The Service Interval is controlled by the Service Days, Miles, or Hours. You can enter
numbers in any of these boxes. For example, you could schedule an oil change every
180 Days or 5000 Miles.

When you are first setting up the PM Schedule, you must enter information in the Last
Service column. Once the schedule is created, the repair order system will
automatically update the last service column whenever the PM is performed.

Unit Tickler Form

The Unit Tickler Form is used to track non essential maintenance items. Often companies may

have a pre-trip inspection form. This form is completed by the operator prior to using the unit.

Sometimes the operator may notice a problem with the unit. The problem does not require the

unit to be removed from service immediately. But, the next time the unit is serviced, you want

to be reminded of the problem. You can create a tickler and then when a repair order is

opened for the unit, you will be prompted to add the tickler to the repair order.

The Unit Tickler Form is displayed in edit mode below. You can change most of the

information. The system does not allow you to change the Unit ID and the Repair Code.
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Repair Order Tables

Repair Order Form

The Repair Order Form contains all of the repair orders for your vehicles and pieces of
equipment. Repair orders can be entered for maintenance you perform and for maintenance
performed at outside vendor’s facilities. You can enter an unlimited number of repair orders
per vehicle or piece of equipment.

A repair order consists of 4 parts. The parts are represented by the grayed out buttons at the
top of the form.

e General Info. — The portion of the repair order where you identify the unit being worked
on.

e Repair Codes — Repair codes describe maintenance being performed on the repair
order. An unlimited number can be added on a single repair order.

e Labor/Vendor —The labor or vendor cost for the selected repair code.

e Parts — The parts used for the selected repair code.
General Information

The Repair Order Form is displayed in browse mode below. Note, the filter is set to OPEN on
the search control. This is why only open repair orders are displayed.
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The Repair Order Form is displayed in edit mode below. You can add or change most of the
information for the Repair Order.

Geneal Info, + FT Repair Codes - Fi Labor/Yendor - 73 Peta- A1 |
L

|
¥ o =] o
Sarn & Neowr Savm Urasis Halg:
S
Diate Completed: |
: TR -
Unt Down: £l ves DeparimeniCode  OPERATIONS &
; : Bihe e
Haur Meter R Mamdnchwer Code:  |KENWCEITH
Diowen Tima: Misds| Code [g1m
Diste Crosted: B0 11 75N Madal Yaar [2003
Ugar Nama: WIN Marribar | inazr 80y 1OMD0T 135
RO Toinls
Todal Laber [ $0.00 Total Parts S301.08] Total Ober: | £a.00] TomlCost | 30108

The primary information entered on this window is the Unit ID. This identifies the vehicle or
piece of equipment being repaired on this date. When a Unit is selected, the Employee,
Department, Location, and Meter Information will be displayed from the Unit Master
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Form. This information becomes the default information for the repair order. You can change
any of the information if needed.

The Department Code and Location Code are important because many reports can be
generated in Department Code/Location Code order. These reports will summarize the costs
for a user selected time range by department/location. These reports are often used to “bill”
maintenance costs back to departments or locations.

Click on the tabs to display additional information. The Notes Tab is displayed below. You can
enter as much free text notes as required.

W, Ripesr Ordot Form o | -7 ]
e F Repass Cocde - FE
J d 9 (e
Egva & New Saen Ll ] Hizlp
RO Kusnibses 2 Lina 10 1 miil. St OFEN
Diote Schaduled BIT20N2 Extirmabod Complote BERI02 Date Cormplaing

General infoomaton | 0= | Repas Hatory | POF Filea

The Repair History tab is displayed below. This tab displays repair orders for the selected unit.
They are displayed in reverse order, the most recent first.
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The PDF Files tab is displayed below in browse mode. You can click on the new button to add a
new file. The files should be stored in a convenient location. If this is a network system, they
should be stored on the server in a location accessible to all workstations. The edit button
allows the description to be changed. The delete button will delete the reference to the PDF

file. It will not delete the file itself. This must be done manually. The view button will display
the file contents.

0 Mamrac Z6 e 0 & Suna
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Repair Codes

Click on the Repair Codes Button — or the F8 Key, to display the Repair Codes portion of the
repair order as is displayed below.

TOTAL COST _ REPAR CODE
S301.08 OO AND OIL PLTER CHANGE

Repair codes are used to describe the maintenance performed on the repair order. Repair
codes are important because they allow you to report how much has been spent on a vehicle
by repair code for a selected time range. Similar reports are available by assembly code or by
cost code.

Two general types of repair codes will appear on a single repair order. Preventive Maintenance
repair codes will appear. They are used to perform standard maintenance like oil changes,
alignments, or tune ups. General Maintenance repair codes will appear. They are used to
indicate non scheduled maintenance like Brake Jobs, Replacing Belts and Hoses, or other
maintenance. An unlimited number of repair codes can be included on a single repair order.

Click on the New Button to add a new repair code to the repair order or click on an existing
repair code and click on the Edit Button to change it. You can also double click on a repair code
to edit it. The Repair Code portion of the repair order is displayed in edit mode below.
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You can indicate that the repair is an Inside Repair — done in your shop, or an Outside Repair —
done at a vendors shop. If you indicate the repair is an outside repair, then you must enter the
vendor that did the repair. You can still enter a vendor cost and repair parts.

You then can select a repair code. When you select a repair code, the assembly code, cost code
and default notes will be displayed. These codes are created in the Repair Code Master Table.

Labor/Vendor

Once you have selected the repair code, you can click on the Labor/Vendor Button — F9 to add
labor or vendor charges or you can click on the Parts Button — F10 to add parts to the repair
order. The Labor/Vendor browse is displayed below. Click on the New Button to add additional
labor. An unlimited number of mechanics can be added to a single repair code on a repair
order.
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The Labor Window is displayed in edit mode below. You select the mechanic that performed
the maintenance. Note, only employee’s who have a check mark in the Mechanic box will
appear. When you enter the mechanic, the rate established in the Employee Master Table will
be displayed. You can then enter the mechanics time. For example, if the mechanic spent %
hour performing the maintenance, you would enter .5. If this maintenance was performed by a
vendor, the vendor code would be displayed. You could enter the invoice number, a comment,
and the cost of the maintenance.
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Repai Code: ._EIL AND CIL FILTER CHANGE
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£50.00

£50.00|

Part Information

Once the labor has been entered press on the Parts Button — F10 key to display the window

below. This window already contains parts that have been entered for the selected repair
code.

B0 Mumber | FoT] Prepair Code: | 6L AN O FILTER CHANGE
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Click on the New Button to add a new part or the Edit Button to change an existing part. The
Part Window will be displayed in Edit Mode as below.

-
M, Repain Crder Form P
General Infa, - FT Pepair Coder - FE LabaorVendiar - 3 i3 - Fl
1 ] 0 L0
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You can select the part used and the quantity. If the parts is taken from inventory the cost will
automatically be displayed. You can also enter warranty information for the part. If the part is
replaced again within the warranty time frame then a warning message will be displayed.

Close/Reopen Repair Order

Once all of the information has been added to the repair order, click on the General

Information Button — F7 to display the General Information. If the repair order is complete click
&

on the Close/Reopen RO Button ©s¥ReopenRO-FS

window.

or press the F5 key to display the Close RO
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The window will display the current information from the Repair Order. This status will default
to closed, the date and time to the current date and time. You can change the Odometer, and
Hour Meter information. This information will be used to update the PM Schedule if PM’s were
included on the repair order. You can also enter downtime. Click on the Close RO — F5 button
to close the repair order.

A closed repair order can be reopened by simply clicking on the Close/Reopen RO Button. The
following window will be displayed.

@ Do you want to Re Open the selected repair order?

Note: Reopening a Repair Order will return parts to inventory. It will NOT reset the PM
Schedule if it has been updated. You must reset the PM Schedule manually.

Due PM Form

The Due PM Form displays Preventive Maintenance Items that are currently due. The form is
displayed below.
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| TAGGED UNITID

ILTER !

CiL AMD OIL FILTER CHANGE 0 302

212 W2 a

o Q

Click on the Tag All PM’s button to place a check mark in the Tagged Check Box for all PM’s.
You can also manually click on the Tagged Check Box to select individual PM’s. Click on the
Clear Tagged Records to remove all of the check marks. Click on the Create RO’s for Tagged
Records to create repair orders for PM’s with a check mark in the tagged box. Click on the
Preview button to display a report of the Due PM’s. Click on the Refresh button to refresh the
list.

Note, you can enter buffer values in the System Control Table under the Utilities menu item.
For example, you might enter 500 miles or 7 days in the buffer values. Then PM’s which will be
due within 500 miles or 7 days or less will be displayed in the list. This provides you the ability
to create repair orders for PM’s before they are actually due. It provides you with time to
schedule the vehicles into the shop.

Due Tickler Form

The Due Tickler Form displays Unit Ticklers that are currently due. The form is displayed below.
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Click on the Tag All Tickler’s button to place a check mark in the Tagged Check Box for all
ticklers. You can also manually click on the Tagged Check Box to select individual Tickler. Click
on the Clear Tagged Records to remove all of the check marks. Click on the Create RO’s for
Tagged Records to create repair orders for Tickler’s with a check mark in the tagged box. Click
on the Preview button to display a report of the Due Tickler’s. Click on the Refresh button to
refresh the list.

Maintenance History Form

The Maintenance History Form is displayed below. This form is used to quickly review the
maintenance performed on vehicles and equipment. The window is displayed below.
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Repair Orders
METRUCTIONS |  ROMUMEER STATUS  SCHEDULED COMPLETED UNITID
Seloct the Lind for which you would like 1o see Repair 238 OPEN 27202 109
Orders in the Bst box befow. Then limit the search toa Irs 'O

spsbele repnin code. Basembly code of coat cods e
wish. e2m2 101

The repair orders will be dispiayed io the nght. Click on
& repaer orde 10 iy he repdif codes on the hepaet
cader. Chick on & repair code I ses the parts and labor
fer the salacied repas code.

-

ESTIMATE REPAR CODE TOTAL CO3T ASSEMELY CODE
ADJUST WHEELS 53000 TIRES ANDWHEELS |B

B | OuAND OIL FILTER CHANGE ERCINE ]

BRAKE SYSTEM MAINTENANCE SITH44 BRAKE SYSTEM

INSIDE
REPAIR  SELECTED CODE

BOATWRIGHT, DUANE

Recerd] el 1 i Pecoed]ol2

The form is composed of 5 panels. The panel on the left allows you to select the vehicle you
wish to review. You can also filter the repair orders displayed by selecting a Repair Code,
Assembly Code or Cost Code filter. If you set a filter, select a code in the box below. You can
also click on a repair order and then click on the Preview Button to preview the entire repair
order, or click on the Print Button to print the repair order.

In the top paid the General Information on repair orders is displayed for the selected unit. The
repair orders are displayed in reverse order, most recent to oldest. You can click on the repair
orders in the top pane to display the repair codes on the selected repair order.

In the middle pane you can see the repair codes on the selected repair order. You can click on a
repair code to see the labor (bottom left pane) and parts (bottom right pane) for the selected
repair code.

Part Usage Form

The Part Usage Form is displayed below in browse mode. This form is used to review the parts
replaced on a unit. It is a read only form. It is automatically generated as you add parts to
repair orders. When the sort order is in Unit ID order, you search for a unit and see all of the
parts ever replaced on the selected unit. If you change the sort order to Model Code order, you
search for a model and you will see all of the parts ever replaced for that model. You can
change the sort order to part code order. They you can search for a part.
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x Part Usage Form

Criteria:

I

Sort Order:
UMIT ID

Filter:
MO FILTER

Type Search;
FIND FIRST

H 4

Max. Records:

|

100

=% SoR —=
# 2 @
View Presiew Help
MDDEL a
UNIT ID MODEL CODE PART CODE
BRAKE SHOE
101 K10 2003 BRAKE SHOE
101 Kid 2003 BRAKE VALV
0 K10 2003 MOTOR OIL
01 KiD 2003 OQILFILTER -
m K10 2003 QILFILTERC
m K10 2003 SEAL - 2700
102 RE3ES LST MACK 2003 HYDRAULIC |
102 RE88S LST MACK 2003 HYDRALULIC |
102 REB8S LST MACK 2003 HYDRALILKC |
103 REBEST MACK 2004 11R24.5 REC
103 REEEST MACK 2004 AG. EEARING
103 RESBST MACK 2004 BAG CAB/AIR
103 REZEST MACK 2004 RETAIMER - =
Record 1 of 100

RO Part Transaction Form

The Repair Order Part Transaction Form is displayed below in edit mode. This table is read only.

The transactions are automatically generated as you work on repair orders.
part is from a vendor on a repair order, a transaction is created.

vendor on a repair order, a part transaction is created.

If you indicate a

If you remove a part from a
Finally, if you change a part from a

vendor on a repair order, either the quantity or the part cost, a transaction is created. The User

Name is displayed on the transaction if security is setup in the FleetWise Lite program.
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MODEL
MODEL COCE ‘I'EAH PART CODE

2003 BRAKE 5 HIJh

BRAKE SHOE

Fier _mm

NQ FILTER MOTOR OIL

Type Search; 2003  OILFILTERC

orT Koo s

REB8S LST MACK 2003 HYDRALULIC |

Max. Records:

2004 AG. BEARING

2004 RETAINER - =
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Fluid Tables

Fluid Ticket Entry Form

The Fluid Ticket Entry Form is used to input mileage, hours, fuel consumption, and other fluids
for vehicles and pieces of equipment. Fluid tickets normally consist of the current
odometer/hour meter and the fuel for a vehicle or piece of equipment. Some companies do
not track fuel. You can still use the Fluid Ticket Entry Table to update the odometer and hour
meter for each vehicle. This information will then be used to update the PM Schedule and to
update cost per mile reporting and cost per hour reporting.

The Fluid Ticket Entry Form is displayed below in browse mode. Note the first two tickets are
flagged and highlighted with red. This indicates a problem may exist with the ticket.

The Fluid Ticket Entry Form is displayed in edit mode below. You are required to enter a limited
amount of information. Normally, you would enter the following information.

UNIT ID

TANK CODE,
QUANTITY OF FUEL
NEW READING

PwNPE
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N, Fluid Ticket Erry Form = =
4| el o) w
Sove & Mew Smm L] Halgp
Options
Tagged < Yea Meter Reading #] Vel Cluiside Purchane: Yo Cost Per Uinit Endared 7| Yea

Tkl ID Trsn, Na

Feadng Dabe: B52012 12:00:00 AM Tickoet Diste

Uni D i =}l

Tank Cada DIESEL miiffa Manutactunes Code

Tipe Fluid Cods SEL Madel Code:

Cunrsty 45,000

Cost Per Unt 54123 Mt Type |ooomETER .

Toanl Comt

Mew Roadng 228,700 Lasi Readang

Readng Changs Milea Par Galion

Employes Code BOATWRIGHT. HEMRY E will Location Code ALABAMA SHOP | [

Deparimsnt Code OPERATIONS will =

The rest of the information is displayed from the Unit Master or is calculated as you enter the
above information. You can change the information if necessary. Also, many of the default
data entry parameters are set in the System Control Table. These defaults make entering
tickets a quick and easy process.

At the bottom of the form, a red warning box will be displayed if a possible error exists for the
ticket. Four types of errors can be displayed.

e The New Reading is less than the highest recorded reading stored in the Unit Master
Table.

e The quantity of fuel entered is greater that the fuel tank size for the vehicle entered in
the Unit Master Table.

e The MPG/GPH is outside of the range set in the Model Code Table.

e The Change in the reading is greater than the maximum change set in the System
Control Table.
The warning message provides information on where the error may be. The error should be
corrected prior to posting the tickets.

One source of errors may occur if tickets are not entered in sequential order. You can click on

g

Recalculate Ticket= - F&
the Recalculate Tickets button . This process will put the tickets in

sequential order and then recalculate the change in reading and the MPG or GPH.
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Post Fluid Ticket Process

Fluid Tickets are entered through the Fluid Ticket Entry Form. Once the tickets have been
entered, verified and corrected, they are ready to be posted. Click on the

&

Post Tickets - FG
ot Tieke button on the Fluid Ticket Entry Form, or press the F5 key to begin the

post process. The window below will be displayed. This process will post all of the “Tagged”
tickets. Once they are posted, you must go to several places to correct any mistakes. If you
want to post the tickets, click on the Post Tickets button. The process will proceed. It normally
takes a few seconds to post 100 tickets.

Thes peocess wil post the TASGED Rud toiosis 1o the Posted Flod Tolst

Toblp Bl updals $up lnat msters i tha Ling Master Table. Ths procees
gt b undone. Rlale sute ol ol fhe Brkets S0 Do pRor 10 proend =g

Posted Fluid Ticket Form

The Posted Fluid Ticket Form maintains all of the posted tickets that were entered in the Fluid
Ticket Entry Table. Normally, this table is just used for reporting. However, if you post a ticket
with bad information, you may need to edit the ticket here. You can search for the ticket. You
can change the Sort Order to Unit ID to search for a ticket by Unit ID. Once you find the ticket,
click on the edit button to display the ticket. You will see the window below.
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A warning message similar to the message below will be displayed.

-
FleetWise Lite

=

-

The changes you make in this table may require you to change
information in other tables.

1. Unit Master Table - If you made a change to the New Reading, that
change will not affect the Last Meter in the Unit Master Table, Verify the
Last Meter is correct.

2. Unit PM Schedule Table - The PM Schedule may have been updated
incorrectly because of an error on the Fluid Ticket. You need to verify
all of the PM Schedules for this unit are correct. Check the Last
Performed column to make sure the Last Date and Last Meters are
correct.

3. Inventory Master Table - If you adjusted the quantity of fuel and the
fuel came from a fuel tank, you must adjust the quantity of fuel on
hand in the fuel tank.

Do you want to update this Fluid Ticket?

[ ves ][ e

You may be required to change information in the following tables.

e Unit Master Table — Last Meters

e Unit PM Schedule Table — pm schedule if repair orders were created for pm.

e Inventory master table — Quantity and cost of fuel on hand.

Fuel Pump Interface

The Fuel Pump Interface Form is displayed below.

r.‘t‘,r«mddems«m =
= 9 L
S Unda Halp
Dpitang
Meier Readng +l You Cuaside Purchase Cost Per Unit Eniered

Tkt IT Tran No

Flending Ciae: 5501 2 12:00-00 Al Tickes Dt

UnitIE2

Tank Code Manutacturer Code

Type Fluid Code Madel Code

Cuanity’ 1.000

Cont Pt Uit S0.0000 Metor Type

Total Cost

Mew Readrg 2118650 Lasl Resding 2119650

Readirg Change: Mdies Per Gallon

Employes Coda BOATWRIGHT. EARNIE mifif = Lecabon Code ALABAMEA SHOP [ o
Crepariment Code QPERATIONS -
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Simply click on the Import Tickets button. A file open dialog will be displayed like the one
below. You select the file containing the fuel transactions and the transactions will be imported

into the Fluid Ticket Entry Table.

-

Documents library

Culer Farms

Arrange by Folder =

Hame : | Gl
=] FleetWiseLiteOrderFom, docx
T FleetWiseliteOrderForm.pdf
) FleetWiseLiteUpgradeCrderForm. docs
T FleetWisel iteUpgradeOrderForm. pdf
] FleetWiseOrdefeom docx
% FleetWiseOrderForm, pdf
U] FlestWiseOrdef eam_CresteFormDocumennt. docx
&) FuelWiseOrderForm.doc
] FushiiseOrdeFom. docx
4 .-Fﬂ [ - | L

[ Open [ |

Pump Code Form

The Pump Code Form is displayed below. This table allows you to associate multiple pumps
with a tank. This information is used in fuel pump interfaces. The interfaces often identify a
pump from which fuel was dispensed. This table allows the pump to be associated with a tank
so that the fuel can be removed from the correct tank.
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N, Pump Code Form — M—i'@
i) i 0 "
Save & MNew Save Unda Help
Pump Coda: i E
Tank Code UNLEADED wiilJ

Type Fluid Code:

Tank Code Form

The Tank Code Form is used to create fuel tanks which are used on Fluid Tickets. The Tank
Code usually identifies the type fuel in the tank — unleaded or diesel. When adding the tank
you must select a part code. This field is used if you have the inventory module. In the
Inventory Module you create either a Purchase Order to purchase new fuel into the tank. You
use the Adjustment form to modify the quantity of fuel on hand.

%, Tank Code Form [E=8 o |
0 ..I 9 &
Save & New Save Undo Help
Tenk Code

T

Part Cade:

Description

Type Fluid Code: | DIESEL &
Qty. On Hand
Past Cost

Total Cost
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Update Tank Form

D

If you don’t have the Inventory Module you will see the Update Tank button Update Tank-F5

on the Tank Code Form in browse mode. You click on this button and the following window will
be displayed.

If you are purchasing fuel, you enter the quantity and the per gallon cost of the fuel. This will

be added to any fuel currently on hand and the new fuel cost will be calculated on a weight
average cost basis.
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Inventory Module

The Inventory Module tracks repair parts in inventory. An unlimited number of parts can be
tracked in inventory at an unlimited number of locations. Within each location parts can be
organized by Bin/Shelf Code. The Inventory Module consists of the following tables.

e Inventory Master Table — maintains the Qty On Hand and the Average Cost of each part
in inventory.

e Purchase Order Table — allow parts to be purchased into inventory.

e Adjustment Table — provides a process to change the Qty On Hand for parts already in
inventory.

e Return Table — provides a process to return parts to a vendor from inventory.

e Inventory Transaction Table —tracks all of the transactions created by the other tables.
Inventory Master Form

The Inventory Master Form maintains information on repair parts in inventory. This table
maintains the Qty On Hand and the Part Cost, as well as the Bin Shelf Code and Low Level and
High Level.

The Inventory Master Form can be used to review the parts in inventory, but it is not used to
change information about parts in inventory.

Parts are purchased through a Purchase Order. If you need to change the gty. on hand or the
part cost, you must enter an Adjustment Transaction. If you need to return parts to a vendor,
you must enter a Return Transaction. If you want to issue parts to a repair, you will use the
Repair Order. All of these transactions will create a history in the Inventory Transaction Table.

The Inventory Master Form is displayed below in edit mode.
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N, Inventory Master Form [E= Son
% 9 L7
Saom & Maw Sme Unda Hel|
Part Code: MOTOROIL - UC 1540 O Active: 4| Yas

Informabion | Viendor Hsiony

Bin Shelf Code: JBACK WALL Y | [

Daseripton: LOMG DESCRIPTION - MOTOR OIL - UC 1540 0L

Qty. On Hand: 28 Low Level 50 Gty On RO¥xc
Part Cost S0 71 High Level 100 City. On Order;
Total Cost S158 &0 Last Update: BS2012

You can only change a few pieces of information on this form. You can assign a part to a Bin
Shelf Code. This is the location of the part within your inventory location. You can establish a
low level or high level of parts to maintain in inventory. When the qty. on hand drops below
the low level, the part will appear on the Low Stock Report. The high level will be used to
calculate how many parts should be ordered.

You can click on the Vendor & History tab to bring that tab forward.

All About Computers, Inc. Page 60




FleetWise Lite

Part Code: MOTOR OIL - UG 1540 O Aictrve: 4] Yes

| indoernation | Vendor History |
I TRAN. DATE  VENDOR CODE SOURCE PO NUMBER QUANTITY PART COST

2l n '] U
Record 1 of 5

The transaction history for the part is displayed. This history is displayed from the most recent
transaction to the oldest transaction.

Adjustment Form

The Adjustment Form provides the ability to change the quantity of a part on hand or change
the price of the part. Adjustments are used to create a record of changes to the inventory
master form. The adjustment process consists of three processes. First you enter the date of
the adjustment. Then you select the parts you wish to adjust. Finally, you post the adjustment
to update the inventory.

The Date Information is displayed in edit mode below.

All About Computers, Inc. Page 61



FleetWise Lite

Sl (= =
Date Infa. -F7 Part Info. - F8
| > i w
Save & New Save Undo Help
Tran. No.: 1 Status: OPEMN
Tran, Date:

This window allows you to select the date of the adjustments.

You can then click on the F8 key or the Part Info. — F8 button to display the parts. The window
below shows two parts that have been added to the adjustment.
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DateInfe. -F7 Part Info, - FB

i
i} x @
New Edit Delete Help
Tran. Ho: 1 Trn: ke 4712008
e
QTy.
ADJUSTMENT

h;lgfrdlufz T

Click on the New Button to add another part to the adjustment or click on an existing part and
then click on the Edit Button to change it. You can also double click on a part to edit it. The
part information is displayed below in edit mode. You select the part to adjust. Then you can
change the quantity. In the adjustment below the Quantity is being changed from 180 to 200.
You could remove the check mark from the Qty. Adjustment box to change the price of the
part.
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; -
N Adjust Inventory Form =8 Eoh <=
Diate Info. -F7 Part Info. - F8
i d ') o
Save & Mew Save: Undo Help
Tran. Mo 1 Tran. Date: 472008
Pari Code: | [
Description: LONG DESCRIPTION - MOTOR QL - UC 1540 OIL
Commant:
Quantity Adjustment: ¥ Yoa
Quantity 200,00 Gy, On Hand 280,00
Part Cost 50.710 Average Cost
Bin Shelf Code: BACK WALL | [#  LowLewel: 50
High Level: 100

Once all of the parts have been added to the adjustment you can post the adjustment. Click on

the F7 key or the Date Info — F7 button to return to the date window. Then click on the F5 key
i

or the Update Inventory button Vedstelmerics-FS t5 post the adjustment. The window below

will be displayed. Click on the Yes button to post the adjustment.

FleetWise VB 1=

e Do yew want to post the currently selected Adjustment?

L ve [ N |

Once an adjustment is posted it cannot be changed. Its status will be changed to Closed.
Posting the adjustment updates the inventory.

Purchase Order

The Purchase Order process provides the ability to quickly purchase new parts for inventory.
The Purchase Order process consists of three processes. First you select the vendor for which
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you are purchasing parts. Then you select the parts you wish to purchase. Finally, you post the
Purchase Order to update the inventory. If the parts already exist in the inventory the new
parts will be added. The part cost will be calculated on a weighted average cost basis.

The Vendor Information for the Purchase Order is displayed in edit mode below.

N, Purchase Order Form [-=-l-a- @
endor Info, - F7 Part Infe. - F&

8| | ) o

Save & New Save Undao HL-"I}

Tran. Me.: 1 Status: OPEM
Tran. Date: TOTF2005 12:00:00 AM

PO Mumber: i Shipping Murnber

Vendor Code:

Netas

Part Cost
Sales Tanc
Fresght S0.00

Tatal Cost

This window allows you to select the vendor from whom you are purchasing parts. You can
also enter the date and time of the purchase and any freight. The user name is automatically
added by the system if security has been enabled. The tax rate entered in the vendor code
table will be used to calculate the sales tax for each part.

You can then click on the F8 key or the Part Info. — F8 button to display the parts. The window
below shows two parts have been added to the receipt. An unlimited number of parts can be
purchased on a single Purchase Order.
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VendarInfo, - F7 PartInfo, - F8 !
B | x L
New Edt  Delete Help
b |
i VendorCode:  |ST MARYS PARTS AND SUPPLY. IN

Tran.Dste: 101172005 |

Record1 of 2

The part information is displayed below in edit mode. You select the part to purchase. Then
you enter the quantity purchased and the cost for the part. This part cost will be averaged with
any existing parts to calculate the new part cost in inventory.
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= 3
X, Purchase Order Form E=5EEE T
Vendor Info. - F7 Part Info. - FB
| = ) L]
Save & New Save Unde Help
Tran. No.: 1 Vandor Code: ST MARYS PARTS AMD SUPPLY, IN
Tran. Date:
Part Code: OTOR OIL - LIC 15/40 OIL il
Description LONG DESCRIPTION - MOTOR QIL - UIC 1540 OIL
Comment
Cuantity: 100,00 Taxable Y Yes Gity. On Order
Part Cost $2.210 Gty. On Hand:
Total Cost 5221.00 Mrerage Cost $0.710
Bin Shelf Code: BACK WALL will Low Level: 50
High Leval: 100

Once all of the parts have been added to the receipt you can post the Quick Receipt. Click on
the F7 key or the Vendor Info — F7 button to return to the vendor window. Then click on the F5

vy
key or the Post Receipt “edsielmeniary-F3 bhytton to post the receipt. The window below will be

displayed. Click on the Yes button to post the return.

e

9 Do you wank o post the currently selected Quick Receipt?

Once a receipt is posted it cannot be changed. Its status will be changed to CLOSED. Posting
the receipt updates the inventory.

Return Inventory

The Return Inventory process provides the ability to return parts purchased through a purchase
order. The Return Inventory process consists of three processes. First you select the vendor to
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whom you are returning parts. Then you select the parts you wish to return. Finally, you post
the return to update the inventory. The new part cost will be calculated on a weighted average
cost basis.

The Return Inventory Table is displayed below in edit mode below.

-
N, Return Inventory Form =N e
Vendar Info, - F7 Part Info. - FE
a = ") 7
Save & New SeEve Unde Hel
Tran. Mo.: 1 Status:
Tran. Date: 472008 10:24:00 AM
PO Number: ﬂ Contact:
Vendor Code
Part Cosat S634 6L
Sales Tax
Fraight 20.00
Total Cost 573594

This window allows you to select the vendor to whom you are returning parts. You can also
enter the date and time of the return and any freight on the return. The user name is
automatically added by the system if security has been enabled. The sales tax will be calculated
for each part based on the sales tax rate entered in the Vendor Code Table.

You can then click on the F8 key or the Part Info. — F8 button to display the parts.

The part information is displayed below in edit mode. You select the part to return. Then you
enter the quantity returned and the part cost for the part. This part cost will be averaged with
any existing parts to calculate the new part cost in inventory.
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K
R Retum Inventory Form

Vendor Info. - F7 Part Info, - FB
= ) W
Save & New Save Unde Help
Tran. No 1 Vendor Code: ST, MARYS PARTS AND SUPPLY. IN
Tran. Date: 4712008
Part Code: OTOR CIL - UC 1540 OIL M [#
Draacripbion: LOMG DESCRIPTION - MOTOR QIL - 1LMC 1540 OIL

Comment

Guantity: 100.00 Taxable: o Yes Gy. On Order:

Part Cost 51.123 QOty. On Hand 280.00

Total Cost 31 Average Cost S0

Ein Shel Code:  BACK WALL SI[#  LowLevel 50
High Level 100

Once all of the parts have been added to the return you can post the Return. Click on the F7
key or the Vendor Info — F7 button to return to the vendor window. Then click on the F5 key or
the Post Return button to post the return. Once a return is posted it cannot be changed. Its
status will be changed to Closed. Posting the return updates the inventory.
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Utilities
Create New Meter Form

The Create New Meter Form is displayed below. This form is used to replace a meter on a
vehicle or piece of equipment. It will create a record in the Unit Meter Form of the old meter.
It will update the Unit PM Schedule so that it will schedule preventive maintenance items
properly for the unit.

Prior to creating the new meter, you should input and post a Fluid Ticket to close out the old
meter. Then you select the Unit ID, enter the type meter being replaced, the date and the
starting meter reading. Then click on the Create New Meter button to create the meter.

™ Create Hew Meter Form |
INSTRUCTIONS Create New Meler

This process will creale a new meler fod a vehicla or piece of aquipmentin the Linit I C
Masier Table. will alzo updale ihe Unit PM Schedule to reflect the new mater. You e Mtralad
MUST VERIFY the PM Schedule after creating the meter,

Priod to ereating a New Mater, you should emer and post a final Flud Ticket for the Old
Matar

Salected Unit

LE

Meber Type: Z:ﬁdéu'rrén -

S1an Date EREP012

Hew Reading: 0.0 Last Reading
Description:

Delete Unit from Unit Master Table

The Delete Unit from Unit Master Table form is displayed below. This form is used to
permanently delete a unit from the system. This will delete all repair orders, fluid tickets, PM
schedules and other information from the system. Simply select the unit and then click on the
Delete Unit button.
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Database Maintenance Form

The Database Maintenance Form is displayed below. This form is used to backup and to shrink
the database. The Backup function will save a backup copy of the database on the hard drive
where SQL Server is running. If you are running a network version of the software, you must
backup the database to the server. Shrinking the database will recover space occupied by
deleted records. Both functions should be run on a regular basis.
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Purge Tables Form

The Purge Tables Form is displayed below. This form is used to permanently delete old
transactions from a variety of tables. You can purge repair orders, fluid tickets, and inventory
transactions. You select the table and then enter the date. Then click on the Purge Tables
button to permanently delete the records.

Recover Fluid Tickets Form

The Recover Fluid Tickets Form is displayed below. This form will recalculate the meters on
tickets and recalculate the miles per gallon and cost per mile. The tickets may need to be
recovered if fuel tickets are input out of sequence. For example, you input a ticket for 4/20 and
a ticket for 4/28 and then post the tickets. Then you discover a missing ticket for 4/25. You
input that ticket and post it. The problem is that the 4/28 ticket will not recalculate how many
miles were traveled between 4/25 and 4/28. It shows the mileage between 4/20 and 4/28.
This process will correct the problem.
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Reminders Form

The Reminders Form is displayed below. This form is usually displayed when the FleetWise
program starts. It lists items that require attention. The first item is Database Maintenance.
You can click on the Show Details next to the item to learn more. If you click on the Show
Details next to the Database Maintenance Item, the Database Maintenance form will be
displayed within the Reminders Form. Note the text next to the Preventive Maintenance item
is bold. This warns you that PM’s are due. Click on the Show Details link to display the Due
PM’s form within the Reminders Form. Finally, click on the link next to the Due Ticklers item to
display Unit Ticklers that require your attention.

M, Reminders Form = |- 2 [

INSTRUCTIONS

The tasks highlighted in BOLD below are due now. Chck on the link to the nght to display more information about each task

| Database Mantenance No Action Required Show Detaily

Preventive Mainlanance B PM's are currently duse Show Details
Due Ticklers 3 Ticklers are due now! Show Detads

RO Export Data Form

The RO Export Data Form is used to create a table in the SQL Server database that contains
repair order transactions. This table can then be linked in to an Excel spreadsheet or to an
Access database.
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Security Group Form

The Security Group form is displayed in edit mode below. This form allows you to create a user
group. You enter a group code and Descriptions. You can then click on the tabs to determine
what functions the users will have access to.

b, B Form I i |
| = 9 @ ‘
Save & New Save Undo Help

[Grouplnfo. | UnitTables | Repair Order Tables | Fuel Tabies | InventoryTables | Master Tables | ManagementReports | Utiiies |

Special Security |
Group Code: STANDARD GROUP
Description: SECURITY FOR MOST USERS]

The Unit Tables tab is displayed below. The items in the list correspond to the menu options
under the Unit Tables menu. Remove a check mark from the ALLOWED column to prevent a
user from having access to that menu option. Put a check mark in the READ ONLY column to
allow the user to view information but not add, change or delete the information. Click on the
reports tab, to allow or prevent of user from accessing reports. The remaining tabs work the
same way.
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o] =] b
Undo

Groupnfo, | [UnitTables | RepairOrder Tables | Fuel Tables | Inventory Tables | Master Tobles | Management Reports | Usiities |

Special Security |

Forms Mi

FORM NAME

ALLOWED READ ONLY

Security User Form

The Security User Form is displayed below. Each user of the FleetWise System should be set up
in this form. You can enter the users, name, user name password, and group code. The user
name and password will be required on the login form. The name will be stored when
inventory transactions and other transactions are created. The group code will determine the

functions the user has access to.
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R Secunty User Form E]
™| 9 7
Save & New Save Unda Help
Name: m
User Name: PETER
Password: SEE45
Group Code: STANDARD GROUP M| @

Software Key Entry Form

The Software Key Entry Form is displayed below. This form is used to input the software key.
The software key determines what options with in the FleetWise program are available. If you
upgrade the FleetWise program, for example add the Inventory Module, you will use this form

to enter the new software key.

Enter a valid software key.

oK l l Cancel

System Control Form

The System Control Form is displayed below. On the first tab you can enter information about
your company. The company name will appear at the top of FleetWise Program and at the top
of all reports. The remaining information is used on purchase orders.
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FR’, Control Form fre||-E 1
Systemn )| e e

= I @

Edit Preview Help

Company lnfo. Ftemmdm| Diata Entry Constants

Company Name: YOUR COMPANY MAME HERE - DEMO

Address: 2720 PARK STREET

Phone Mumber
Fax Mumbear: 804) 381-0017

DB Version:

The Reminders Tab is displayed below. Put a check mark in the Show Reminders On Start Up
check box to have the reminders window automatically displayed when the FleetWise program
starts.

The buffer values in the check PM’s section determine when a Preventive Maintenance item
will appear as due. If you put 500 miles and 5 days, then PM’s will appear as due 500 miles or 5
days prior to the date when it is actually due. You can enter the number of days for Employee
Licenses and Vehicle Licenses to appear as due. You can enter the number of days between
being prompted to backup and shrink the database.
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N\, System Control Farm
¥ 9

Save Undao

Company Info.| Reminders | Data Enlrndnalnnls-

Show Reminders On Start Up:
Check PM's
Check Due PM's: /| fes

Buffer Miles 100 Buffer Hours:

Catabasa Remindars

Days Batwean Backup: 1] Last Backup Date:

Days Between Shrink 0 Last Shrnk Date:

[¥] Yes

=3 Sl ==

Help

Buffer Days: k3

The Data Entry Constants tab is displayed below. Put a check mark in the Inside Maintenance
box if you want the default on repair orders to be Inside Repair. You can enter the remaining

information to control the defaults on repair orders.
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¥

X System Control Form =5 Eon ™

= = @
Save Undo Help

-ﬁurnpuw Inia, [ Remindars| Oata Entry Constants |

Fuel Constants
Outside Purchase: £ Yes Cost Par Unit [7] Yes
Max Miles: 400 Maue Hours: 40
Other Constants
Default Part Label: AVERY - DOT MATREX - 4011 -]
Inside Repair ¥ Yes Mas Daily Miles On RO: o Mas. Daily Hours On RO 0

All About Computers, Inc. Page 79



FleetWise Lite

FleetWise VB Reports

The FleetWise VB System contains over 400 standard reports. Many of these reports can be
sorted or grouped in different ways.

At the bottom of each menu is a Reports Sub Menu. For example, at the bottom of the Unit
Menu, is a Reports Sub Menu. This menu provides access to reports that pertain to the Unit
Tables. At the bottom of the Repair Orders Menu is another Reports Sub Menu. This menu
provides access to all of the Repair Order Analysis Reports.

The best way to determine the reports you wish to view is view the report on your computer
monitor. You can then send the report to the printer or export the report.

Sample Report Form

Below is the Unit Master Lists report form. All of the Report Forms work in much the same way

as this form.
., Unit Master List =N E=E 5
I = X L7

Preview Print Export Help
Report Type: | UNIT MASTER LIST v
Report Level: ‘SUMMAF{Y i ‘
Sort Order: ‘UNITID "‘
First Code: 101 =
Last Code: UMNKNOWN =
Active Only: ¥ Yes

In the first box, you can select from several Type Reports.
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In the second box, you can select the report level. Most reports can be printed in a Summary
Level (1 line per item on the report), or a Detail Level (multiple lines for each item on the
report).

The third box provides the ability to sort, and group the items on the repair order. In this case,
selecting the sort order “Unit ID” displays a list of all Units. Selecting the sort order
“Department Code” displays a list of units Grouped by Department.

The First Code box can be used to select the first code to appear on the report. The Last Code
box can be used to select the last code to appear on the report. For example, if you wanted a
list of all of the reports in the “Administration” department, you could make the sort order
“Department Code” order and select the “Administration” department for the First Code and
for the Last Code. This would display a report of vehicles and equipment in the administration
department only.

Finally, you can place a check mark in the Active box to list only active units.

Preview Window

Click on the Preview Button to display the report on the computer monitor. It will appear
similar to the window below.

| 5 & BT R n- # & - S CATHLAL REPOR
| ===
FleetWise Lite
YOUR COMPANY NAME HERE - DEMO

UNIT MASTER LIST BY UMIT ID PRINT DATE: 6282012

FROM: 101 = LINKNOWN PRINT TIME: 12:59044PM

ACTIVE OMLY: TRUE PAGE HUMBER: 1

UNIT ID ACTIVE DEPARTMEMT CODE MODELCODE MODELYEAR

101 s OPERATIONS K10 2003

102 by ] OPERATIONS REBEZLSTMACK 2003

103 Yes OPERATIONS REBEST MACK 2004

04 s QPERATIONS REBEST MACK 2004

105 Yes TRANSPORTATION REBEST MACK 2004

106 Yes OPERATIONS WS 4900EX 2004

107 Yes TRANSPORTATION REBEST MACK 2004

108 s OPERATIONS REEBST MACK 2004
Ll N [ ] Y ik OPERATIONS REES MACK 2004 | _d|
et Page Mo | Totsl Fagee Mo 1+ Ao bamar Page Wkh
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Report Viewer Toolbar

A toolbar is displayed at the top of the Preview Window.
i I %g P M |1 A+ @ @ -

Toolbar Buttons:

e The first button allows the report to be exported in many popular formats including as
an Excel worksheet.

e The second button sends the report to the printer.
e The third button refreshes the report view.

e The fourth button displays a Group Tree to the left of the report. This can make
navigating a long report very easy. You can click on a group and the report window will
jump to that group.

e The fifth button moves to the first page of the report.

e The sixth button moves to the previous page of the report.
e The seventh button moves to the next page of the report.
e The eighth button moves to the last page of the report.

e The box displays the current page number.

e Clicking the binoculars displays a search form. You can type a string and the report will
display the first occurrence.

e Finally, the binoculars with the plus sign, provides the ability to zoom in or out the
display.
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