EMRS Quick Start Guide for USD Skl
Fleet Management S—

Agriculture

Fleet and property at an incident are documented in EMRS:

1) Logistics creates fleet and property records in EMRS.

2) Logistics assigns fleet and/or property in EMRS to individuals at the incident and documents the return of
assigned fleet and/or property in EMRS.

3) When an individual leaves the incident, EMRS verifies that all assigned fleet and property have been returned
prior to check-out.

This guide covers managing fleet in EMRS. There are additional guides for the other Resource Management
functions in EMRS. The ability to perform the tasks described is dependent on user roles. The user or one of
the teams he/she is assigned to in EMRS must have Logistics roles in EMRS.

Fleet
Fleet at an incident can be entered and tracked in EMRS. Logistics creates fleet in EMRS and tracks the

assignment and return of fleet to individuals at the incident. Fleet can be reserved for a group (for example,
Plans). Accident, repair, and maintenance can be tracked, along with removal and return to service of fleet.

Fleet Tasks

1) Create Fleet (p. 1)

2) Assign Fleet (p. 4)

3) Return Assigned Fleet (p. 8)

4) Reserve Fleet for Groups (p. 10)

5) Create Accident, Repair, and Maintenance Records (p. 12)
6) Remove and Return to Service (p. 15)

1. Create Fleet
Logistics creates new fleet records in EMRS.

To create a new Fleet, navigate to the Fleet entity.
1) Select Resource Management.

2) Inthe Fleet section, select Fleet.
3) Verify that the view is Active Fleet. Change the view to Active Fleet if necessary.

4) If fleet are displaying for more than one incident and/or site, filter to display only fleet for your incident and
incident site. Note: You can create a personal view to display fleet for your incident and incident site as a default.

5) Inthe grid, find and highlight an existing Fleet for your incident and incident site. You do not need to open the
existing Fleet record.
6) Select the Follow-ups button in the ribbon.
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7) The Add Follow-ups to Fleet dialog will open. Confirm that the correct Incident and Site are displaying in the Tip;
the new Fleet will be created for this incident and site.

8) Select Create Fleet for the same Incident, Site, Access. Note: If you know that the fleet you are creating is the

same type, make, year, model, and color as the highlighted fleet, you can skip re-entering this information by
selecting Copy Fleet — except ID and Plates.

Create Fleet

Add Follow-ups to Fleet
What actions?

Create Fleet for same Incident, Site, Access, Incident: TB Tracin
O Copy Fleet- except ID and Plates Site Managed: Colorado

>
What Action for fleet Kellers? e Tip

(") Assign to Personnel or Premises U G D ey
: Make: Chevrolet
(") Return Assigned Fleet Year: 2014
(") Reserve Fleet for Groups Maodel: 1500
Color: Bl
(") Create Repair/Maintenance record D::c'rl:iptil-;en'
() Remove from Service
() Return to Service if not in service
Click to add comments
Help ‘ | Summary Next ‘ | Cancel
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9) Enter fleet ID (a unique number you are using to identify this vehicle at the incident).
10) Enter license plate.
11) Enter vehicle type.
12) Enter fleet make.
Fleet ID

Add Follow-ups to Fleet
Fleet ID

-
FleetID: (unique id)- required- this fleet will be created for the Incident, Site e
and access shown.

TBCO1

License Plate
ALK @
Type

[ suvaar 0 0
Fleet Make- required

L& Ford = @

Click to add comments

| Help | | Summary Mext | ‘ Cancel

13) Enter year.

14) Enter model.

15) Enter color.

16) Enter description and accessories.
Model Description

Add Follow-ups to Fleet
Model Description

Year Model e
2018
Model- req
Edge @
Color
White:
Description/Accessories @
Click to add comments
| Help | | Summary Previous ‘ | Next ‘ | Cancel
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17) New fleet is created. Dialog options:
e |f you are done creating fleet, select: Quit | am done.

e If you need to create additional fleet with different characteristics, select: Create another fleet for the
same site.

e If you need to create additional fleet with the same type, make, year, model, and color, select: Copy the
fleet | just created except for ID and License.

Fleet Success
Add Follow-ups to Fleet
Success
>
Ti
You have created a new fleet item TBCOL of the type SUV 4 dr, Make -
Chevrolet, Year 2015, Model Edge at the incident TB Tracing and site \What next?
Colorado under the access group Colorado. '
What next?
(@) Quit [ am done.
(") Create another fleet for same site.
.:': ) Copy the fleet I just created except for ID and License,
Click to add comments
Help | | Summary Previous | | Mext | | Cancel
Fleet Active Fleet ~ Search for records
D MName & - Availa., T Incident | Incident Site T Licens.. | ™ Type - Make - Model (=)
I:l Kellers Available TB Tracing Celorado K5 Ext Cab 2 WD Pickup Chevrolet 1500
TBCO1 Available I8 Tracing Colorado AAALLL SUV4dr Chevrolet Edge

2. Assign Fleet

Logistics assigns fleet in EMRS. Fleet can be assigned to personnel or premises.

To assign fleet, navigate to the Fleet entity.
1) Select Resource Management.

2) Inthe Fleet section, select Fleet.
3) Verify that the view is Active Fleet. Change the view to Active Fleet if necessary.

4) If fleet are displaying for more than one incident and/or site, filter to display only fleet for your incident and
incident site. Note: You can create a personal view to display fleet for your incident and incident site as a default.

5) Inthe grid, find and highlight the fleet you wish to assign. You do not need to open the fleet record.
6) Select the Follow-ups button in the ribbon.
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7) The Add Follow-ups to Fleet dialog will open. Verify that the correct fleet appears in the Tip.
8) Select Assign to Personnel or Premises.

Fleet Actions
Add Follow-ups to Fleet
What actions?
_ Hd
What Action for fleet TECO17 u
O Create Fleet for same Incident, Site, Access. Incident: TB Tracin
O ‘Copy Fleet- except ID and Plates Site Managed: Colorado
(®) Assign to Personnel or Premises Type: SUV 4 dr
Make: Chevrolet
() Return Assigned Fleet ‘Year: 2015
() Reserve Fleet for Groups. Model: Edge
- " Color: White
() Create Repair/Maintenance record Deseription:
(") Remove from Service
() Return to Service if not in service
Click to add comments
Help | | Summary Next | | Cancel
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9) Select Personnel. Note: If the fleet will be assigned to a Premises rather than an individual, select Premises. This is
uncommon.

10) If there are a large number of personnel assigned to the incident, you can enter all or part of the individual’s
name to filter the list of personnel to select from on the next screen. Leave the field blank to see a list of all

personnel with active Rotations at the incident.

Assign to Personnel or Premises

Add Follow-ups to Fleet
Assign Fleet to Perscnnel or Premises

Ti
Assign fleet to personnel or premises? e
(@) Personnel- common

() Premises- uncommaon

Enter a partial name to filter for personnel. @

Click to add comments

| Help || Summary | | Mext || Cancel |

11) Individuals with active rotations will display in the drop-down. Select the person to whom you are assigning the
fleet. Note: If no rotation records display, back up and clear the filter if you entered a filter on the previous screen.
If you did not enter a filter and no rotations display, this means there are no active rotations at the incident.
Personnel must be checked in to the incident to have a rotation.

Rotations
Add Follow-ups to Fleet
Rotations

Rotations found matching the criteria entered for Incident and Site of fleet. Tip

_OLSe a i -_ o e If no records found back up and
assignment. If you cannot find the proper rotation then cancel. e

= o = 5 clear the filter if one was enterad, if
RO:1017:15:KRISTIN KELLER Active 11/15/2014 12:40 PM KELLER KRISTIN hd B S i T e e

no active rotations at the incident
and incident site where equipment
is being managed.

Click to add comments

=
&

-3
g
8
o

Help | Summary Previous |
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12) Enter assignment date and time.
13) Enter date and time due for return.
14) Select condition when assigned.

Create Fleet Assignment

Add Follow-ups to Fleet
Create Fleet assignment?

Enter assignment date and click next to create a fleet assignment for the fleet
(TBCO1,2015, Chevrolet, Edge, White, SUV 4 dr for the rotation at (TB Tracing,

Tip

Colorado, RO:L017:15:KRISTIN KELLER.
1111872014 v | 12:40 PM

Date Due for Return )
1172672014 B v |12:00 PM

Condition when assigned?
Good

Click to add comments

Help ‘ | Summary Previous

15) Fleet is assigned.

Fleet Assignment Success

Add Follow-ups to Fleet
Success

A new fleet assignment was created RO:1017:15:KRISTIM KELLER-TECO1 at the
Incident (TB Tracing ) and Site (Colorado) for { KRISTIN KELLER ).

Tip

Click next to end.

Click to add comments

Help | | Summary

Fleet Assignments Open Fleet Assignments ~

[0 Access.iT: Incide. |~ IncigentSit.|”|  Assign.|™  Personnel(.|™| Fieetlt. ~
[] celerada TB Tracing Colorado 11/19/201...  KRISTIM KELLER TBCO1
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3. Return Assigned Fleet
Logistics documents the return of assigned fleet. An individual cannot be checked out of an incident in EMRS until all
assigned fleet and property is returned.

To return assigned fleet, navigate to the Fleet Assignments entity.

1) Select Resource Management.

2) Inthe Fleet section, select Fleet Assignments.

3) Verify that the view is Open Fleet Assignments. Change the view to Open Fleet Assignments if necessary.

4) If fleet assignments are displaying for more than one incident and/or site, filter to display only fleet assignments
for your incident and incident site. Note: You can create a personal view to display fleet assignments for your
incident and incident site as a default.

5) Inthe grid, find and highlight the fleet assignment being returned. You do not need to open the fleet assignment
record.

6) Select the Follow-ups button in the ribbon.

Open Fleet Assignments
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7) The Return Fleet Assigned dialog opens. Select Return Fleet Assigned.

Return Fleet Assigned

Add Follow-ups-FA
‘What do you want to do?

Ti
‘What do you want to do with this fleet assignment? RC:1017:15:KRISTIN D
Return Fleet Assigned
Click to add comments
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8) Enter return date and time.
9) Select returned condition.
10) Enter return comments.

Date Returned

Add Follow-ups-FA
Enter Date Returned

Enter Return Date )
1171972014 8w |1:07 PM 9

Returned Condition
(®) Good

() Dirty
~

() Damaged
() Destroyed

—

() Lost

—~

() Stolen

Return Comments
Retumed early|

Click to add comments

| Help || Summary ‘ | Next || Cancel ‘

11) The fleet is returned and now has a status of available so that it can be assigned to another individual.
Return Assigned Fleet Success

Add Follow-ups-FA

Success

You have successfully entered a return date of 11/19/2014 1:07 PM for the Tip
fleet TECO1 in returned condition of Good and now has a status of
e Click next to end.

( Available )

Click to add comments

Help | | Summary Previous ‘ | Next | | Cancel
Fleet Active Fleet ™ Search for records
D Name & - Availg.. ¥ Incident L Incident Site L Licens... | ™ Type - Make e Model ]
I:| Kellers Available T8 Tracing Colorado K3 Ext Cab 2 WD Pickup Chevrolet 1500
TBCO1 Available TB Tracing Colorado AAATILL SUV 4dr Chevrolet Edge
l:l TBCOZ Available T8 Tracing Colorado AAMAZZZ SUV 4dr Chevrolet Edge
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4. Reserve Fleet for Groups
Fleet can be reserved for groups at an incident, for example, Plans or Operations.

To reserve fleet for groups, navigate to the Fleet entity.
1) Select Resource Management.

2) Inthe Fleet section, select Fleet.
3) Verify that the view is Active Fleet. Change the view to Active Fleet if necessary.

4) If fleet are displaying for more than one incident and/or site, filter to display only fleet for your incident and
incident site. Note: You can create a personal view to display fleet for your incident and incident site as a default.

5) Inthe grid, find and highlight the fleet you want to reserve for a group. You do not need to open the fleet record.
6) Select the Follow-ups button in the ribbon.
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7) The Add Follow-ups to Fleet dialog opens. Select Reserve Fleet for Groups.
Reserve Fleet for Groups

Add Follow-ups to Fleet

What actions?
>
- Tip
What Action for fleet TECO2?
() Create Fleet for same Incident, Site, Access. Incident: TB Tracin
() Copy Fleet- except ID and Plates Site Managed: Colorado

Type: SUV 4 dr

() Assign to Personnel or Premises
- Make: Chevrolet

() Return Assigned Fleet Vear: 2015
®) Reserve Fleet for Groups Model: Edge
- . Color: White
_) Create Repair/Maintenance record T
(") Remove from Service
() Return to Service if not in service

Click to add comments

| Help ‘ | Summary Next | | Cancel |
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8) Select group for reservation.

Select Group for Reservation

Add Follow-ups to Fleet

Reserve for what group.

Select group for Reservation =
Planning
Click to add comments
| Help ‘ ‘ Summary Previous | | Next | | Cancel
9) The fleet is reserved for the group.
Reserve for Group Success
Add Follow-ups to Fleet
Success
. >
The fleet selected TECO2 now has an availability of  Reserved ) for Tip
R Click next to end.
Click to add comments
Help | | Summary Previous | | Next | ‘ Cancel
Fleet Active Fleet = Search for records
D Name & Bl Ayaila.. |7 Incident T, Incident Site Licens.. | ™ Type bl Make |7 Model (=
|:| Keller5 Available TB Tracing Ceolorado K5 Ext Cabb 2 WD Pickup Chevrolet 1500
D TBCO1 Ayailable TB Tracing Celorado AAAT11 SUV 4 dr Chevrolet Edge
TBCO2 Reserved TB Tracing Colorado ABAZIT SUV 4 dr Chevrolet Edge
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5. Create Accident, Repair, and Maintenance Records
Accident, repair, and maintenance records for fleet can be documented in EMRS.

To create a repair/maintenance record, navigate to the Fleet entity.
1) Select Resource Management.

2) Inthe Fleet section, select Fleet.
3) Verify that the view is Active Fleet. Change the view to Active Fleet if necessary.

4) If fleet are displaying for more than one incident and/or site, filter to display only fleet for your incident and
incident site. Note: You can create a personal view to display fleet for your incident and incident site as a default.

5) Inthe grid, find and highlight the fleet for which you are creating a repair/maintenance record. You do not need

to open the fleet record.
6) Select the Follow-ups button in the ribbon.
Active Fleet
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Find
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7) The Add Follow-ups to Fleet dialog opens. Select Create Repair/Maintenance Record.

Create Repair/Maintenance Record

Add Follow-ups to Fleet
‘What actions?

What Action for fleet TECO1?
() Create Fleet for same Incident, Site, Access.

Copy Fleet- except ID and Plates
Assign to Personnel or Premises

Tip

Incident: TB Tracing
Site Managed: Colorado
Type: SUV 4 dr

Make: Chevrolet

Return Assigned Fleet Year: 2015

Reserve Fleet for Groups Model: Edge

Create Repair/Mainte - Color: White
3 ir/Maintenance recol Description:

Remove from Service

(") Return to Service if not in service
Click to add comments
| Help | | Summary Next | | cancel |
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8) Select the event performed. Depending on the event you choose, the dialog will continue with specifics for that
event.

9) Enter the date performed.
10) Entered performed by.
11) Enter cost; do not include a dollar sign.

Select Event

Add Follow-ups to Fleet
Fleet Repair or Maint?

Which event was performed on this fleet item? TECO1
(®) Select report type

() Accident
(") Repairs e

() Maintenance

Date Performed
1171972014 =R
Performed by:

Cost enter as a 110.23 no § sign.

ick to add comments

| Help | | Summary Next | | Cancel

12) Enter accident details or select maintenance or repair type.
Accident Details

Add Follow-ups to Fleet
Accicent Details

>
Date of accident. @ =

117192014 EE w | 12:30 PM

Please enter a general description
of the accident on the next page
and when dialog completes attach
the accdent report to the note
created.

Do not indude any specific medical
details just if there were injuries. If
any PII is inlduded then do not
attach the report or place it under &
special access group for Human
resources professionals.

Click to add comments

Help || Summary Previous |

=
g
g
g
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Maintenance Type

Repair Type
Add Follow-ups to Fleet Add Follow-ups to Fleet
Repair Type Maintenance type
> . >
= Tip Tip
lect Repair Type
Auto Body
Mechanical
() Tire
() Glass
() Structural
~) Hlectronics
C trer () Batteries
- () other
Click to add comments Click to add comments
o o | [t ] o

13) Enter comments/explanation for the accident, repair, or maintenance. If needed, after the dialog is complete,
open the form and attach photos and/or receipts.

Comments
Add Follow-ups to Fleet

Comments

Ti
‘Comments/explanation- if needed after creation open document and attach e
photos or receipts.
Filled the tank.

Click to add comments

Ccancel |

| Help || Summary | | Previous ||

14) The maintenance/repair record is complete. Open the fleet form to view associated accident, repair, and

maintenance records.
Accident Report Success

Add Follow-ups to Fleet
Success

Tip

You created a new Accident report TBCOL:Accident: for the fleet item TBCOL.

Attach any documentation here> Accident description.

Click to add comments.
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Maintenance Record Success

Add Follow-ups to Fleet
Success

Repair Record Success

Add Follow-ups to Fleet
Success

You have created a repair record TBC01:11/19/2014 for the fleet item TECO1. @Ip
Click next to end.

You have created a maintenance record T8C01:11/19/2014 for the fleet item L
TBCOL.
- lick next to end

Click to add comments Click to add comments

aven | [ | [ o v | [ ][ oo
i (7 Fleet Fleet MEIE RS
%4 TBCO1

Availability Available Incident  [gp TB Tracing Incident Site Iﬁ Colorado v

g Accident/Repairs/Maintenance Repair/Maintenance Associated View ¥ Search for records D
[ Name & Fleet Property Event Type Repair Type Maintenance Ty..  Performed by Cost L5
I:l TBCOL:11/.. TBCO1 Maintenance Gas Colorado Autom.., §35.00
D TBCOL:11/.. TBCO1 Repair Auto Body Colorado Autom.., §352.00

[ TBcoLAc.. TBCOL Accident

6. Remove Fleet from Service and Return Fleet to Service

The removal of fleet from service and return of fleet to service can be documented in EMRS. Fleet may be removed from
service for repair or maintenance, or it may be permanently removed from service. Fleet that has been removed from
service is not available for assignment to an individual in EMRS.

REMOVE FLEET FROM SERVICE

To remove fleet from service, navigate to the Fleet entity.
1) Select Resource Management.

2) Inthe Fleet section, select Fleet.
3) Verify that the view is Active Fleet. Change the view to Active Fleet if necessary.

4) If fleet are displaying for more than one incident and/or site, filter to display only fleet for your incident and
incident site. Note: You can create a personal view to display fleet for your incident and incident site as a default.

5) Inthe grid, find and highlight the fleet you are removing from service. You do not need to open the existing Fleet
record.

6) Select the Follow-ups button in the ribbon.
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Remove from Service

Add Follow-ups to Fleet
‘What actions?

o

p

Q

7) The Add Follow-ups to fleet dialog will open. Select Remove from Service.

M 4 Pagel b

5 T u v w x v

z

What Action for fleet TECO1?
O Create Fleet for same Incident, Site, Access,

(1 Copy Fleet- except ID and Plates
() Assign to Personnel or Premises
() Return Assigned Fleet

() Reserve Fleet for Groups

(1 Create Repair/Maintenance record
(@ Remove from Service

() Return to Service if not in service

Tip

Incident: TB Tracing

Site Managed: Colorado
Type: SUV 4 dr

Make: Chevrolet

Year: 2015

Model: Edge

Color: White:
Description:

Click to add comments

Help | | Summary

16
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8) Enter reason for removing from service.

Removal Reason
Add Follow-ups to Fleet

Remove

T
Remove the selected fleet item IECO1 from the fleet inventory for the ®
lowin 7
ot 0 reasonz e Explain why the fleet is being
Remove from service for repairs. remeoved from service then dick
next.

Repairs, maintenance, returned
to rental agency?

Click to add comments

| Help ‘ | Summary Previous | ‘ Next | | Cancel

9) Fleet is removed from service.

Remove from Service Success

Add Follow-ups to Fleet
Sucess

The selected fleet TECO1now has an availability status of ( Removed from Tip
SR Click next to end, do not back up.

Click to add comments

Help | | Summary Previous | | Mext | ‘ Cancel
Fleet Active Fleet ~ Search for records
D MName & - Availability - Incident T, Incident Site T, Licens... | ™ Type - Make h (=2
|:| Kellers Available TB Tracing Colorado K3 Ext Cab 2 WD Pickup Chevrolet 156
TBCO1 Remowved from Service TB Tracing Colorado AAATIT SUV 4 dr Chevrolet Edy
D TBCO2 Reserved T6 Tracing Colorado AAAZZE SUV 4dr Chevrolet Ed:
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RETURN FLEET TO SERVICE

To return fleet to service, navigate to the Fleet entity.
1) Select Resource Management.
2) Inthe Fleet section, select Fleet.
3) Verify that the view is Active Fleet. Change the view to Active Fleet if necessary.

4) If fleet are displaying for more than one incident and/or site, filter to display only fleet for your incident and
incident site. Note: You can create a personal view to display fleet for your incident and incident site as a default.

In the grid, find and highlight the fleet you are returning to service. You do not need to open the existing Fleet
record.
Select the Follow-ups button in the ribbon.

5)
6)

Active Fleet

Bl | e
b [l ivate [ Share
W Eb ctvate 53 Copy aLink «

Edit  Follow-ups
T E-mail a Link

Ksistin Keller
EMRSZT
sign Out

44 Microsoft Dynamics CRM

Charts  Add Customize
& S P [Rp Export to
8w
— 7 Filter
Run  Import
Report~ Data

Follow | ?E

Unfollow
Advanced
Find

Records Collaborate Process Data

n ORM for Outlook  See how CRM for Outiook makes you even more productive.  Get CRM for Qutlook

Active Fleet ~ Search for records

T Availability <
Avzilable
Remeved from Service

Resource Ma... {aj G2~ Fleet

T Make T

(4]

wepapman iRy PD B o~ D X

Licens... | ¥|  Type

Ks Ext Cab 2 WD Pickup

Name & Incident T | Incident Site L4

] Kellers
TBCOL
TBCO2

4 EMRS Resources

@ Resources evs
&P Resource Orders
" Resource Assignments O

T8 Tracing Colorago Cnevrolet

T8 Tracing.
T8 Tracing

AAALLL Chevrolet

AMA222

suvadr
SuvV4dr

Colorado

Reserved Colorado Chevrolet
@ Travel Kineraries

4J Rotations

4 Fleet
L 2 )
aw Fleet Assignments

4 Property
@ Froperty

& Property Assignments

4 Supplies

] Master 213RR's

(£ 213RR Resource Requ..

39 Products

L Opportunities v

|5 Orders

EMRS2 Home

Disease Management

Resource Management

Knowledge Management

<

1-3073 (1 selected)
Settings Al # A B C D E F G H I J K L M N O P @ R S T U V W X Y Z

Enterprise Reporting Page 1

7) The Add Follow-ups to Fleet dialog will open. Select Return to Service if not in Service.

Return to Service

Add Follow-ups to Fleet
What actions?

What Action for fleet TRCO1? Tip

) Create Fleet for same Incident, Site, Access,
Copy Fleet- except ID and Plates
) Assign to Personnel or Premises

Incident: TB Tracing
Site Managed: Colorado
Type: SUV 4 dr

Make: Chevrolet

EMRS Quick Start Guide for Fleet Management

Return Assigned Fleet Year: 2015
Reserve Fleet for Groups Model: Edge
- . Color: White
_) Create Repair/Maintenance record Description:
Remove from Service
&) Return to Service if not in service o
Click to add comments
Net || Gancel |

‘ Help | | Summary

18
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8) Fleetis returned to service, with a status of Available.

Return to Service Success

Add Follow-ups to Fleet
Success Returned to Senvice

The fleet item selected TBCO1 now has an availability status of ( Available ) Tip
and is eligible to be assigned.

Click next to end, do not back up.

Click to add comments

e | [ e

Fleet Active Fleet ¥

[ Name & ¥ pvailability v Incident T,  Incident Site T, Licens.. |~
ﬁ Kellers Available TB Tracing Colorado K5

TECO1 Available 1B Tracing Colorado AAALLL
D TBCO2 Reserved TB Tracing Colorado AMAZZD

EMRS Quick Start Guide for Fleet Management 19

Search for records
Type
Ext Cab 2 WD Pickup
SUV 4 dr
SUV 4 dr

[#]

Make |7
Chevrolet 15(
Chevrolet Ede

Chevrolet Edg
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