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CUSTOMER GUIDE: The Basics

Getting Started

Welcome to FLEETMATE®, Windows® based desktop software that helps you
organize your fleet information, service history, fuel and maintenance history,
expenses, and manage your preventive maintenance. This program is designed
for all 32-bit and 64-bit Windows operating systems.

FLEETMATE is designed to assist you in managing the maintenance of your fleet
of company vehicles. However, you can also track and manage other types of
assets such as electric and IC class palette jacks, order pickers, compressors,
and generators. You can manage and track essentially any type of equipment
that requires regular maintenance.

Although the focal point is maintenance, specifically preventive maintenance,
FLEETMATE goes well beyond that to include useful features such as
replacement parts inventory tracking, and personnel and vendor information.
This wide range of features should enable you to effectively maintain your fleet,
and to know exactly what it is costing you to do so.

FLEETMATE is Network Aware, and can be used in your networked office
environment. A Registration Key is required for each PC on which FLEETMATE is
installed. If you need additional registration keys, you may purchase them on-
line at http://www.FLEETMATE.com.

R If you encounter difficulties that are not addressed within this
m ¥ document, please contact us for assistance. You may send email
) inquiries to support@FLEETMATE.com.

Additional product information is also available 24 hours a day on the
FLEETMATE website at http://www.FLEETMATE.com.
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CUSTOMER GUIDE: The Basics

Getting Started

FLEETMATE supports U.S., Metric, and U.K. systems of measure. It also
recognizes and supports most international date/time and currency formats
based on your computer's regional settings.

FLEETMATE facilitates preventive maintenance using a system of Recurring
Tasks and Scheduled Reminders. Recurring Tasks are set up once, based on an
interval, and automatically create reminders in your vehicle’s maintenance
schedule, as a prior reminder is completed. Recurring Tasks will ‘float’ based on
the date and/or odometer interval(s) you specify, and the last time that a
specific service activity was completed. Oil changes are a good example of
when to use a recurring task. Recurring tasks will automatically create
Scheduled Reminders for you.

You may also create and utilize Templates, collections of recurring tasks that
relate to a specific class or type of asset. You apply a template to an asset with
just a few clicks. These save time typing and help to keep your maintenance
schedules consistent across your entire fleet. Once you define everything,
FLEETMATE will automatically remind you when you need to take action.

FLEETMATE was designed to be intuitive and easy to learn and use. If you're
just getting started, browse these documents to understand what the program
can do, and how to use it. Reference the Customer Guide entitled “Setup” for
additional information.
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CUSTOMER GUIDE: The Basics

Getting Started

30-Day Trial Mode

We do not offer a trial or demo version of FLEETMATE. The software that you
install on your PC is the full commercial release of the product. Unlicensed,
FLEETMATE will run in trial mode for 30 days. During the 30-day trial period,
FLEETMATE will be fully-functional, and will accommodate up to 50 assets.

Following the expiration of the 30-day period, you will no longer be able to Add,
Edit, or Delete most data records. However, all other program functions will
remain active, and your existing data will remain in-place.

Once you purchase a registration key and enter it when requested, the 30-day
trial mode becomes disabled. If your 30-day trial period had expired, all
program functions will become re-activated. So you may register the product at
any time during or after the 30-day trial period.

All data that you have entered during the 30-day trial period will remain in your
database, even if your 30-day trial period expires.

If your 30-day trial period has expired and you need additional time to fully
evaluate FLEETMATE for use at your company, send us an email and request a
30-day trial extension. Send your email request to support@fleetmate.com.
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Data Backups are Essential!

With FLEETMATE, you can choose to use either the Standard Microsoft JET
database (included) for data storage, or opt for a Microsoft SQL Server
database. A SQL Server license is not included in your FLEETMATE purchase,
and must be purchased separately.

Whether using a JET database or a SQL Server database, maintaining data
backups is essential. You may also want to consider storing your data backups
off-site to facilitate disaster recovery. Make sure you can get to your backups
if/when they are needed.

Consult with your IT department to confirm that effective business continuity
protocols are in-place. Whether fire, accident, natural disaster, or virus/ransom-
ware attack, you must have clean, reliable data available for recovery.

Standalone Single-User Installation — Microsoft JET

Each time you exit FLEETMATE, by default, it will create a date/time-stamped
copy of your current database. It will store these copies into a drive/folder of
your choice. Use the General tab under Options | Preferences... to specify
an external storage device as the Backup Path for your backup copies.

Network Multi-User Environment — Microsoft JET

When you choose to store your JET database file on a file server, make
certain that the file server has been configured to make daily backups of your
data files, including your FLEETMATE JET database file.

Network Multi-User Environment — Microsoft SQL Server

When you choose to use SQL Server for data storage, make certain that SQL
Server has been configured to make regular backups of your SQL Server
database.
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Understanding the Main Window

Window Panes

The FLEETMATE main window contains four (4) resizable areas called ‘panes’.

@ FLEETMATE™ [C:\Users\Public\FLEETMATE\FLEETMATE fdb] via [Microsoft.Jet. OLEDE.4.0] =3 x
File Vehicle CompanyDats View Options Help
«—\ y ), ) .
7Y 3 < 5 Search: @®VIN (O Veh No () TagNo () Order No
& . F ] D . @8 @ d e &2 o = | [»] Clcreate order
Reports Details Routes PMSetup  Templates Reminders | Vendors  Inventory Personnel Tires Admin  Designer | S L
Fleet Assets (5 of 5) ‘Work Orders Pending (0) Work Orders In-Progress (1) ‘Work Orders Completed (0) Dashboard
Al ~| \Where: | Vehide.Year vl= - | Image | Fuel | ExpDist | Exp/Time |
Veh No+ TagNo UnftNo Year Make Model Type “Body VIN Operatt
101 101 101 2004 CAT EC25KE LIFT TRUCK - ELECTRIC  NA 0987654321 E00003
2005 Dodge Neon PASSENGER CAR 7890123456789012
387-10 L712543 Baker44 2004 Ford F-550 CHASSIS BOX TRUCK 67890123456789012  E00006
555-6 ABC123 Able-22 2005 Ford F-150 TRUCK PICKUP 23456789012345678 E00001
665-5 1889173  Easy-52 2002 Ford E-250 TRUCK VAN 12345678901234567 E0O0001

< >

Fuel Log (22)  Work Orders (11) Payments/Fees (7)

\Where:| Maintenance.Date == *"l

Date™ Order Odometer Pri Category 'Cn'mp\ated Order Total Description Serviced By

4 Status Description Miles Hours By ~

03/4/2018 FM-1000211 74.43 Scheduled PM Fleet Maintenance Department
01/30/2017 FM-1000210 33021 1  Routne Yes 20.00 Scheduled PM Fleet Maintenance Department h St B
03/23/2014 FM-1000209 33021 2 Routine Yes 90.00 Scheduled PM Fleet Maintenance Department eck/Replace Brake  4nqc nfa

Pads/Shoes
11/4/2013  FM-1000206 33021 1 Routine Yes 30,00 Scheduled PM Fleet Maintenance Department

nfa
07/29/2013 FM-1000205 31587 1 ine 3 \ t Maintenance Department “- - "
03/1/2007 FM-1000181 25005 1 ‘ e Yes 5 i PN et Maintenance Department A
10/17/2006 FM-1000178 16755 1 Yes 2 e fid P1 leet Maintenance Department r g St o 005 n }
5. el P Fleet Maintenance Department e .’
il Mot Start

.0

01/22/2006 FM-1000077 12000 1
01/19/2006 FM-1000076 9002 1 Routing es 6.65 Fleet Maintenance Department
09/20/2005 FM-1000072 7000 1 Routine Yes 123.65 Scheduled PM Fleet Maintenance Department g E
08/4/2005 FM-1000071 31311 Routine Yes 90.00 Unscheduled Service Local Dodge Dealer Elz?dnge Transmission 53501 nfa nfa
- v
0033527 . MPG: |20.06  FuelCost: | $1,304.68 Maint Cost: $997.35 LastServ: 03/4/2018 Cost/Mile: |$0.07 | USER: Unknown 01/1/2020

Assets
The upper-left pane contains your Vehicle and/or equipment records on the Fleet
Assets tab.

Image
The upper-right pane contains an optional image of the currently selected
vehicle or equipment, and features tabs for a variety of graphs.

Activity
The lower-left pane contains Fuel, Work Order, and Payment records for the
currently selected (i.e., highlighted) vehicle.

Status
The lower-right pane shows you how soon reminders are coming due for the
currently selected vehicle and/or equipment.
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Understanding the Main Window

Toolbar

The toolbar at the top of the main window contains buttons that will quickly take
you directly to major areas of the software. This is an alternative to using most
menus. The toolbar also features tool-tips.

@ FLEETMATE™ [C:\Users\Public\FLEETMATE\FLEETMATE fdb] via [Microsoft.)Jet. OLED'B.4.0]
File Vehicle CompanyData Wiew Options Help

= \ =

S .0 0 b.s ¢ ;I 9 =
Reports Details Routes PM Setup Templates Reminders Vendors Inventory  Personnel Tires Admin Designer
Fleet Assets (5 of 5) Work Orders Pending (0) Work Orders In-Progress (1) Work Orders Completed (0) Dashboard

When you hover your mouse pointer over a toolbar button, a further description
of the button will appear. You may also use the program menus if you prefer
that approach.

You will notice five (5) tabs beneath the toolbar buttons.

o The Fleet Assets tab will list your fleet assets. The term asset refers to
vehicles, trailers, and any other types of mechanized equipment that you
need to manage.

e The Work Orders Pending tab will provide a list of open work orders
that are pending. Pending means the work order is empty. There are no
labor or parts records that have been entered.

o The Work Orders In-Progress tab will provide a list of open work
orders, where some labor and/or replacement parts records have been
entered on the work order.

o The Work Orders Completed tab will make it easy to browse completed
work orders, and you can filter the work orders listed, in cases where
you’re searching for a specific completed work order.

¢ The Dashboard tab will display a variety of fleet status indicators
including fleet asset status, work orders, inventory and reminders.
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Understanding the Main Window

Dashboard Tab

] FLEETMATE™ [C:\Users\Public\FLEETMATE\FLEETMATE.fdb] via [Microsoft.Jet.OLEDB.4.0] - X
File Vehicle CompanyData View Options Help
B 5 ! = ? g
& . B,. a ) . \-@ @ =) E’ s;,: ° T [V Smlrltlzlm (OVIN @ Veh Mo O Tag Ho (O Order Mo
Reports Detolls ~ Routes | PMSetup  Templates Reminders | Vendors Inventory Personnel  Tires Admin  Designer M ] Doreate orcer
Fleet Assets (2265 of 2265) Work Orders Pending (0}) Waork Orders In-Progress (1) Work Orders Completed (90) Dashboard
OYeartoDate @ Custom  From: [01/01/2000 _~| To:[04/15/2021 ~| | Refresh Print | to Printer: hp Laserlet 1320 PCLS v
~
H FLEET STATUS AS OF:
SCB Towing, LLC Thursday, April 15, 2021
FLEET ASSETS . REmmDERs |
OUT OF ASSET PM ASSET ADMIN PERSONNEL
TOTAL ACTIVE SERVICE RETIRED DUE NOW OVERDUE DUE NOW OVERDUE DUE NOW OVERDUE
2265 1375 254 636 2 32 0 23 0 0
REPLACEMENT PARTS INVENTORY OPEN WORK ORDERS
LOW MOST RECENT MOST RECENT
ACTIVE STOCK DEPLETED INACTIVE PENDING IN-PROG URGENT ORDER DATE ORDER NUMBER
15026 0 138 0 1 0 03/31/2021 WO029785
COMPLETED WORK ORDERS FUEL STATISTICS (Volume and Cost)
01/01/2000 to 04/15/2021 01/01/2000 to 04/15/2021
COUNT MAINTENANCE COST UNLEADED DIESEL
28245 $4,555,496.88 112,949 Gal  $323,253.99 13,259 Gal  $48,753.39
m . MPG: | 0.00 Fuel Cost: | $0.00  Maint Cost: | $0.00 Last Serv: |None Found _Cost/Mile: | $0.00 | USER: Unknown | 04/15/2011

The Dashboard tab gives you a convenient view of important fleet statistics.
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Understanding the Main Window

Toolbar — Barcode Scan Area

If you have barcode settings defined in FLEETMATE, you will also see a barcode
scan area on the toolbar, as pictured below. First select the scan option you
wish to use: VIN, Veh No, Tag No, or Order No.

- >

Search: @ VIN ()Veh Mo () Tag No () Order No
:||_|3"5|!|,|1_|_||1__| ¥ [cCreate Order

Click in the blue scan field to position your cursor, and then scan the barcode for
the VIN, Veh No, Tag No, or Order No you’re looking for. FLEETMATE will
quickly open the record on your screen.

If you do not have a barcode scanner attached, you can also manually type a
value that you are searching for and then press [Enter] on your keyboard.

If you have the Create Work Order box checked, scanning the VIN, Veh No, or
Tag No for a vehicle will automatically open a new work order for that vehicle.

When you choose Order No, you will be searching for an existing work order. If
the work order number is valid and is found in your database, FLEETMATE will
quickly open the work order on your screen. This is a convenient way to locate
and update existing work orders when you know the order number, but do not
know the vehicle number.
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Understanding the Main Window

The Activity Pane - Topic Tabs

This area of the main window is where much of your activity will take place on a
routine basis. This pane contains three Topic Tabs that will enable you to
access the three primary topics for the currently selected vehicle. Each tab will
also indicate the number of records listed in that tab.

1. Fuel Log — lists your fuel transaction records for the currently selected
vehicle. Use this tab to add and/or edit fuel transaction records.

2. Work Orders — lists all work orders for the currently selected vehicle.
This tab contains all maintenance activity. Use this tab to add and/or edit
work orders.

3. Payments/Fees — contains all expense records not related to fuel or to
maintenance. Examples are insurance premiums and registration renewal
fees.

Click the tab you need and then right-click in the pane to access a menu of
options for the records in that tab.

Fuel Log (22) Work Orders (11) Payments/Fees (7) /

VWhere:|Maintenance.Date = ~ /

FLEETMATE is a registered trademark of SCB Consulting, LLC.
Microsoft, Windows and Excel are trademarks or registered trademarks of Microsoft Corporation.
All other product names found in this document are trademarks or registered trademarks of their respective holders.

Copyright © SCB Consulting, LLC. All rights reserved. Page 9




| L- I . n a I . ®
The Better Way to Manage Maintenance
443-808-2719 — Weekdays 9am to 5pm U.S. Eastern Time

CUSTOMER GUIDE: The Basics

Understanding the Main Window

Status Bar

The Status Bar tells you...

The current odometer (or “hours”) reading
Reminder Status

The fuel economy statistic (MPG or L/100 km)
Total fuel costs

Total maintenance costs

The date of last service

The Operating Cost per Mile/km for the vehicle that is currently selected
in the assets pane.

0033527 . MPG: |20.06  FuelCost: | $1,304.68 Maint Cost: $997.35 LastServ: 03/4/2018 Cost/Mile: $0.07 | USER: Unknown 01/1/2020

S

When the Reminder Status indicator is green, there are no reminders due for the
selected vehicle.

A yellow status indicator means that there is at least One (1) reminder currently

due.

If the Reminder Status indicator is red, at least one reminder is overdue.

The Last Serv indicator lets you quickly know when the selected vehicle was
last serviced.
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Understanding the Main Window

Asset Selection Droplist

The Fleet Assets tab on the FLEETMATE main window contains four (4) list
options that will determine the assets listed based on asset status.

The Fleet Assets tab will also display the number of asset records listed, and the
total number of assets in your database. In the picture below four (4) asset
records are being listed out of a total of five (5) assets.

IE' FLEETMATE™ [Ci\Users\Public\FLEETMATENFLEETMATE.fdb] via [Microsoft.)et. OLEDE.4.0]
File Vehicle CompanyData View Options Help

2.0 2. |8

Reports Details Routes | PM Setup Templates Reminders Vendors
Fleet Assets (4 of 5) Work Orders Pending (0) Work Orders In-Progress (1)
Active ~ | “Wwhere: | Vehide.Year w | = w
Al . | UnitNo  Year  Make ‘Model 'T}rpe -
Out of Service 101 2004 CAT EC2SKE  LIFT TRUCK - ELECTRIC |
Retired 1 Fox-51 2005 Dodge MNeon PASSENGER CAR
3550 ABC 123  Able-22 2005  Ford F-130 TRUCK f,.'
6653-5 1889173 Easy-52 2002 Ford E-250 TRUCK £

2 "f'--

As pictured in the droplist above, an asset in FLEETMATE may be:
e Active
e Out of Service

e Retired

As an example, if you only want to see which assets that are currently Out of
Service, choose the “Out of Service” status in the droplist.

If you select “All”, all assets will be listed, regardless of status.
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Using Your Mouse

Right-Click

‘ FLEETMATE makes extensive use of the right button on your
mouse. A right-click gives you options from which to choose.

When you see the words “click” or “double-click” in this
document, we are always referring to your left mouse button.

Within in this document, when the right mouse button should be
used, we will specify “right-click”.

] FLEETMATE™ [C:\Users\Public\ FLEETMATE\FLEETMATE fdb] via [Microsoft.Jet. OLEDE.4.0] - X
File Vehicle CompanyData View Options Help

::,’ - E}' a __33 - _ @ 2] :\ﬂ 8_5 2 b Search:.©VIN (O veh No (O TagNo (O Order No

g, | [ create order

Reports Details Routes PMSetup  Templates Reminders | Vendors Inventory Personnel Tires Admin  Designer
Fleet Assets (4 of 5) Work Orders Pending (0) Work Orders In-Progress (1) Work Orders Completed (0) Dashboard
Active ~| Where | Vehicle.Year v = ~ | | Image Fuel = Exp Dist | BExp/ Time
Veh No4 Tag Mo Unit No Year Make Model Type Body VIM Operatt me:‘nml-leen ‘Ei Tn:lDl-Dl-zDZn J! @Pie O Bar
101 101 101 2004 CAT EC25KE LIFT TRUCK - ELECTRIC ~ NA 0987654321 E00003
CKG 881 2005 PASSENGER CAR COUPE 7890123456789012 E00009
555-6 ABC123 Able22 2005 Add Velicle.. PICKUP 23456780012345678  E00001
665-5 1889173 Easy-52 2002 R VAN 12345678901234567  E00001
Delete Selected Vehicle
Fuel
Information > Additional Details... M e
Copy Selected Record Attachments/Images... Loan/Lease
s Insurance
aste Record... B Ctreriisc
- Yard Check - Update Odemeters... .
Fuel Log (22) | Work Orders (11 Daily Fuel Entry Worksheet...
//here: Maintenance.Date Apply Task Template... ‘
Date™ Qrder Odometer Pri  Category Completed Order Total Dascmntion Serviced By ~ Status Description Miles Hours By =
03/4/2018 FM-1000211 33521 1 Yes 74.43 Scheduled PM Fleet Maintenance Department
01/30/2017 FM-1000210 33021 1 Routine Yes 20.00 Scheduled PM Fleet Maintenance Department h ta "
03/23/2014 FM-1000209 33021 2 Routine Yes 90.00 Scheduled PM Fleet Maintenance Department Ea;‘;.kéfsss e Beke 40005 nja nfa
11/4/2013  FM-1000206 33021 1 Routine Yes 30.00 Scheduled PM Fleet Maintenance Department
07/29/2013 FM-1000205 31587 1 Routine Yes 199.99 Scheduled PM Fleet Maintenance Department
03/1/2007 FM-1000181 25005 1 Routine Yes 95.00 Scheduled PM Fleet Maintenance Department
10/17/2006 FM-1000178 16755 1 Routine Yes 72.63 Scheduled PM Fleet Maintenance Department Lube Steering 20005 il i
01/22/2006 FM-1000077 12000 1 Routine Yes 75.00 Scheduled PM Fleet Maintenance Department Unkage
01/19/2006 FM-1000076 9002 1 Routine Yes 126.65 Wil Not Start Fleet Maintenance Department
09/20/2005 FM-1000072 7000 1 Routine Yes 123.65 Scheduled PM Fleet Maintenance Department
08/4/2005 FM-1000071 3131 1 Routine Yes 90.00 Unscheduled Service Local Dodge Dealer Change Transmission
Fuuid 63521 nfa nfa
v
0033527 . MPG: 20.06  FuelCost: | $1,304.68 Maint Cost: $997.35 LastServ: 03/4/2018 Cost/Mile: $0.07  USER: Unknown 01/2/2020

When you right-click in the Assets pane on the main window, you will see a
context menu appear, similar to the picture above. You may then select a function
from the choices displayed in the menu.
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Using Your Mouse

Context Menus

As pictured on the previous page, when you position your mouse pointer over
the list area of a pane and click your right mouse button, a menu of options will
appear. We call this a Context Menu. The menu choices are specific to the
records in that pane. In the picture on the prior page, we right-clicked in the
Assets pane. Here are two (2) more examples of how to use your right mouse
button.

If you need to add a Work Order:
1. Click on the vehicle in the Assets pane to select it
2. Select the Work Orders tab
3. Right-click your mouse inside the Activity pane
4

. Select “Add Work Order...” from the context menu

If you need to add a parts record to a Work Order, follow these steps:
1. Double-click on the Work Order to open it
2. Select the Parts tab
3. Right-click your mouse inside the parts list area
4

. Click “Add New Parts Record...” from the context menu

A vehicle record must be entered before any other information about the vehicle
may be stored. Right-click in a pane to access a menu of options that are
relevant to the records in that pane. Images of your vehicles, as well as
documents that relate directly to a vehicle may be stored.

You may move most column headings by clicking and dragging the column
heading horizontally to a new position. You may also resize the width of most
columns that are displayed.

Additional configuration flexibility is available by accessing the Options | Main
Window Columns... and Options | Custom Field Captions... menu items.
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Data Entry

General

When completing a form in FLEETMATE, enter information into all fields on a
window. FLEETMATE will only enable you to save your information if all required
fields contain information.

Use the OK button to save the information that is displayed. Some windows in
FLEETMATE, such as the User Administration window, use a “Save Current
Record” button. The functionality is the same... either button will save the
information you have entered on the window.

Use the [Tab] key on your keyboard to move from field to field as you complete
a window. As you tab from one field to the next, any information that is already
in the next field will be automatically highlighted. You can turn this feature off if
you prefer.

Droplists

Ford |V Droplists offer previously used values to choose from using
CAT your mouse, rather than having to retype the same value
Chevraolet each time you need it.

Dioa: FLEETMATE will remember new text values that you enter
Freightliner into any droplist field. Use the Company Data | Droplist
GMC Values... menu to manage your droplist values.

International

Mack Use the User Interface Rules tab under the Options |
E‘:Q::Eu"t Preferences... menu to control how droplist fields behave.
Strick You can lock droplists so that only values in the list can be
Volvo used.

‘ale

Key-Press Positioning

If you begin typing on your keyboard, FLEETMATE will quickly position you in the
list of records based on the current sort column. As an example, if you need to
find a vehicle record based on the Veh No value, click the Veh No column
heading to sort the records, and then begin typing the vehicle number you need.
As you type, FLEETMATE will position you in the list based on the first match it
finds. This feature refreshes after two (2) seconds of no keyboard activity.
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Important Information When Entering Data

Data that you enter into any text field in FLEETMATE should be free of punctuation
characters. Use special care to avoid entering single-quotes, double-quotes,
commas, and any other punctuation except a period.

Text data is always best and most reliable when it consists of alphabetic characters
A-Z, numerals 0-9, spaces, and periods. Do not use single-quotes, double-quotes,
commas and any other punctuation character.

When entering key fields, such as a VIN, Stock No, Emp ID, etc., do not include
spaces anywhere within the value you’re entering. These are important values that
are used in special ways within your FLEETMATE database. For these fields, use
only alphabetic characters A-Z, and numerals 0-9. No spaces, no punctuation.

Windows File Names and Folder Names

Whenever defining a file name or a folder/directory name in Windows, avoid
punctuation characters and space characters. A period is used to separate the root
filename from the extension.

The hyphen or under-score character is permitted and recommended as an
alternative for a space character.

These are general best-practices when naming Windows files and folders. See your
IT staff for additional recommendations.
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Window Controls and Buttons

Resizing Panes

/ Adjusting Pane Sizes
| You may adjust the height and width of panes on the Main

/ 2753ty Window, as well as panes on many all other windows in
FLEETMATE.

You do this by positioning your mouse cursor over the pane

splitter bar until you see the mouse cursor change. The

mouse cursor arrows will tell you how the splitter bar can be
moved. When the mouse cursor changes, click and hold, drag the splitter bar to
a new location, then release the mouse button.

Changing the Sort Order of Pane Lists

You may change the sort order of

< records in any pane individually. Simply
click on the column heading you wish to
Fuel Log (22}  Work Orders (11) sort by. Click again on the same column

Where: [Mantenace.Dale - heading to switch the sort direction,
. either ascending or descending.

Odometer

An arrow will indicate sort direction.

You may also click and drag column headings to new locations to suit your
personal preferences. There are many additional options regarding the columns
presented on the Main Window.

Additional configuration flexibility is available by accessing the Options | Main
Window Columns... and Options | Custom Field Names... menu items.
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Window Controls and Buttons

Adjusting Column Widths

You may adjust the width of each column
in most panes based on your personal
preference.

Fuel Log (22)  Work Orders (11)

To do this, position your mouse pointer on
the boundary between two columns.

When the mouse cursor changes to a Left-
Right icon (as pictured), click and hold,

- and drag your mouse horizontally to resize
the column width.

\Where:| Maintenance.Date

Date™ Order

1/30/2017  FM-1000210

FLEETMATE will ‘remember’ your column width settings for each subsequent
session.
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Window Controls and Buttons

B Extended List Button
Numerous droplists are provided in FLEETMATE, to save you time typing and to
help keep your entries consistent. Simply click the down arrow to drop the list.

There are also Extended List buttons that appear to the right of certain fields.
These will produce a dialog that will enable you to choose values beyond those
presented in simple drop lists.

An example of an Extended List button appears on a Parts record. The extended
list button will open the Parts Pick List dialog, which provides you with several
functions to help you locate the replacement part you need.

Calendar Button

Use the calendar buttons to easily select a date. Again, this saves typing and
ensures that the date value is formatted properly and is valid.

When selecting a date from the popup calendar, set the Year, choose the Month,
and then be sure to click on the day of the month that you need. Finally, click
OK to set the date.

? “What's This” - More Information Icon

Click this icon to get additional information on a nearby field. Most fields that
are used for a purpose that may not be immediately obvious will offer a More
Information... icon.
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Filtering Data

Overview

Although you may never find a need to use it, FLEETMATE offers a Filter feature
that will enable you to locate specific types of information that may otherwise be
difficult to find in a long list of records. You may specify a filter to help locate
the following types of information:

e Vehicles

e Fuel Log Records

e Maintenance/Work Orders
o0 Completed Work Orders
o Labor Lines
o Parts Lines

¢ Payments/Fees

e Personnel

¢ Inventory Items

e Vendors

e Tires
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Specifying a Filter Expression

Where: | Maintenance.Description

Date™

Order

Odometer

S

Pri

Caitegu:nr',r

X

Like

Yepmo

Co

Order Total Description

03/4/2018 FM-1000211 1 74.43 Scheduled PM
01/30/2017 FM-1000210 33021 1  Routine Yes 20.00 Scheduled PM
03/23/2014 FM-1000209 33021 2 Routine Yes 90.00 Scheduled PM |
11/4/2013 FM-1000206 33021 1 Routine Yes 30.00 Scheduled PM
07/29/2013 FM-1000205 31587 1  Routine Yes 199.99 Scheduled Pl
03/1/2007 FM-1000181 25005 1  Routine Yes 95.00 Scheduled
10/17/2006 FM-1000178 16755 1  Routine Yes 72.63 Schedy)
01/22/2006 FM-1000077 12000 1  Routine Yes 75.00 Sche
01/19/2006 FM-1000076 9002 1  Routine Yes 126.65 Wil
09/20/2005 FM-1000072 7000 1 Routine Yes 123.65 &

08/4/2005 FM-1000071 3131 1 Routine Yes 90.0¢
D03352Th MPG: | 20.06  Fuel G~

In the example above, we are searching for work orders (i.e., maintenance
records) that contain “pm” as a part of the description. On the main window,
you begin the filtering process by clicking on the Work Orders tab, because we
will be searching for work order related information for the currently highlighted
vehicle. Parts and Labor records are contained within the Work Orders topic.

The next step is to choose the field you wish to filter. Use the droplist to select
your Field. In the example we will search by the Description field at the
Maintenance record level. Next, select the Operator. The operator determines
how the search value you supply will be evaluated. In the example we are using
the Like operator, which is specifically designed for searching fields that contain
strings of alphanumeric characters. The % symbol is the wildcard character.

Lastly, you will specify the Value you are searching for. In the example above,
we are searching for the value “pm”. The leading percent symbol (26) means
that we don’t care what precedes the value “pm”. The trailing percent symbol
means that we don’t care what follows the letters “pm”.
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Filtering Data
Specifying a Filter Expression

Embedded Strings

You may search for a word or any portion of a word within a text field by
surrounding your value with percent symbols. A value of 20xyz%6 means find
records where the value xyz occurs anywhere within the specified field.

Further, a value of %oxyz means find records where the value xyz occurs at the
end of the field. Lastly, a value of xyz% means find records where the value
Xyz occurs at the beginning of the field. A percent (%) symbol is only valid for
string (text) type fields.

Operators

Use the =, <, >, and <> operators (equal-to, less-than, greater-than, and not
equal-to respectively) to locate records using string, numeric, flag, and date
values. The Like operator is only valid for string (text) fields.

Executing the Filter
To execute your filter, press the [Enter] key on your keyboard.

Clearing the Filter
To stop filtering your data, and to once again list ALL records without restriction,
remove all text from the Value field, then press [Enter].

Notes:
String type searches are not case-sensitive.

When filtering on a flag field (e.g., Parts Warranty), use one (1) for true and
zero (0) for false. A numeric zero is not the same as an alphabetic “O” (oh).
When filtering by a numeric field, only numeric characters may be used. When
filtering by date, you must supply a date in a valid format (e.g., mm/dd/yy)

If you press a key on your keyboard and the character does not appear in the
Value field, this means that the character you typed is not a valid character.

If the background of the Value text box changes to yellow, FLEETMATE is telling
you that the character you typed is not valid for the field that you have selected.
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