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QFleet RVIR in Fleetscape

Objective

To provide a document to Return Agents which details the process for validating and
submitting a Return Vehicle Inspection Report.

Scope

The RVIR process has been designed to enable the contract for all leased vehicles to
be terminated by QFleet within 24 hours of the RVIR being submitted by the Return
Agent through Fleetscape.

Definitions
RVIR — Returned Vehicle Inspection Report

Screen Shots

Screen 1 Menu Items

Screen 2 Fleetscape link

Screen 3 Logon

Screen 4 Vehicle Returns

Screen 5 New Return

Screen 6 Previously Completed

Screen 7 Validate and Submit Vehicle Details
Screen 8 RVIR

Screen 9 Cancel Inspection Report

Screen 10 Inspection Report (opening screen)

Screen 11 Inspection Report (working screen)

Assumptions

The accuracy of the RVIR process will depend on how well the following assumptions
hold:

e Return Agents enter the correct registration number, make and model of the
vehicle, odometer reading and return date.

After validating and printing the RVIR, the VIN and Engine number are checked
against the vehicle and if the details are found to be incorrect, the correct details
are typed into the text boxes provided under Step 2 — Submit to QFleet.

The RVIR has been completed manually showing the condition of the vehicle, all
tick boxes that are required to be ticked on the form are completed.

The RVIR has been signed by both the QFleet representative and the Authorised
client representative upon completion of the vehicle condition check.
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QFleet RVIR in Fleetscape

Exclusions

e The RVIR process is only available to persons that have authorised access to
Fleetscape as a user and a Return Agent.

RVIR process

Access to Fleetscape

For a new user, please email a request to the DPW Helpdesk at
hdc@publicworks.qld.gov.au and provide the following information :-

0] Full name of new user
(i) Phone number

(i) Fax number

(iv) Email address

(v) Department

(vi) Return agency

Access to Fleetscape is via the following web addresses:-
QFleet home page which is found at
www.gfleet.gld.gov.au.

Select Fleetscape on the menu bar (Screen 1) and then “click here” (Screen 2). This
will take you to the Fleetscape login screen.

Screen 1- Menu Items
Address [{E] http:/jsuncas! ~Ese ks >

%ueensland Home | Site map | Contact us
overnment

Quick links
® Public auction catalogue
e Think Safe, Drive Safe
(PDF, 93kh)}
ene ter e Find your Senior Account
= Manager
QFleet is committed to supporting » Eind your Fleet Consultant

the Queensland Gavernment in e Latest OFleet Journey
developing a sustainable ethanal (PDF, 381kb})

industry in Queensland. Faor mare
information click here,

To find the nearest ethanal o - E-gas: another shade of
distributor click here. ) = . — green

Electronic Journey

would you like to receive Purchase a quality ex-government vehicle from QFleet and you'll drive away in a
Journey electronically? near new, carefully maintained vehicle with low kilometres on the clock. Head out
Click here to an auction site to pre-inspect our wide range of passenger cars, utes, vans and
4WDs. You can even purchase at a fixed price prior to auction. Call 1Boo 735 338.

Filename Date
User manual - RVIR 9 October 2006




QFleet RVIR in Fleetscape

Screen 2 — Fleetscape Link

HOAress |iE] NEEp: SUNCas(US_CIentoacesss risetseaps. ntm

@ Queensland
Governmen
i Ay

About us | Buying a QFleet vehicle | Client access | Fleetscape

Thank you for visiting the Fleetscape website e Think safe, drive safe
(PDF, 93kh)

Through this website, users will have access to a host of applications and sewvices being offered by QFleet e Find your Senior Account
Manager
* Find your Fleet Consultant

The Retum Vehicle Inspection Report solution is now anline.

Click here to link t\Flestscape

Login

Enter your username and password (Screen 3) as provided by QFleet — click on the
“logon” button. Once you have logged in, your password must be changed.

Screen 3 - Logon

Queensland Home | Contact us
Government QFleet

Fleetscape : WhoLe-of-gweflr:errt]?':l‘;nagement

, Fleetscape

Username:

Password:

Copyright | Disclaimer | Privacy | Access keys

» To Change Password

To change your password:-
e Select "My Account” as shown on Screen 4
e Select the change password button.

e Clear the old password out of the box and type in your new password and
then confirm your new password

Select - save

Vehicle Returns

New Return & Inspection Reports

To process a vehicle return select “Vehicle Returns” on the task manager bar on the
left hand side of the page. Open Vehicle Returns by clicking on the + which will bring
up two options, Inspection Reports and New Return.

To enter a vehicle return, select “New Return” as shown on Screen 4.

To view the status of one or more inspection reports, select — “Inspection
Reports” as shown on Screen 4.
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QFleet RVIR in Fleetscape

Screen 4 — Vehicle Returns
Covermmen. Y L
elcome to Fleetscape

(Open All) (Close Ally
@ LogyegirasTiymey (ogout)
\:l Fleporting
L My ecourt
{3 vebicle Returns
) Inspection Reports
L) hew Return

> New Return

Select:-
e New return (as shown on screen 4).
e The QFleet Returned Vehicle screen will appear as shown in
Screen 5.

Screen 5 — New Return

QFleet Returned Vehicle - bymev @ ZILLMERE
Step 1: Vehicle ldentification Step 2: Submit To OFleet

GEE e | [Cvehicle YN Sighted! and Correct

Step 1 Previously Completed or enter correct WIN {

Either VI l [ClEngine Mumber Sighted and Correct

o v 3 or enter correct Engine Humker |
- Or - Engine -

Odo Reading

|
- OF - Make I 4 ol [ compliance Date Sighted and Correct

| or erter correct Complance Date |
_ MM £y L
0

Return Date ferroos (% [Jvenicie Surrender suthorisation Received
[ Glient will sian Vehicle Condition Authorisation AFTER vehicle inspection b

Validate Yehicle Details [vehicle Received via Freight
[

» To process a New Return

Step 1: Vehicle Identification
Enter information as listed below:-

e Type in - Rego number

e Click on - “Step 1 Previously Completed”.
Clicking on “Step 1 Previously Completed” will bring up vehicle information
previously entered and validated or it will show a message below the “validate

vehicle details” button as shown below in screen 6 advising that it is “unable
to find any previously validated inspection reports”.
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RVIR in Fleetscape

completed

whole-of-government
fleet management

(Fleet Returned Vehicle - bymev @ ZILLMERE Worklist 9 HELF
Step 1: Vehicle ldentification Step 2: Submit To OFleet

|Rego v [{51Rer [TI+ehicle I Sighted and Carrect

[ Step 1 Previously Completzd | or enter correct VIN A —

; 7 DEngine Mumber Sighted and Correct
Either ¥IN | | .
= o enter correct Enging Mumber |
-- Or -- Engine # | \ e
T —= [l compliance Date Sighted and Correct
v & Model g g

“v 1 or enter correct Compliance

| Date: ( MM £ )

-- Or -- hake
|

Dcdo Reading \

[Cwvehicle surrendsr suthorisstion Receiver
Return Date ‘ g T

DCIierﬂ will sign Wehicle Condition Authorisstion AFTER vehicle inspection D\f'eh\cle Received via Freight

“alidate Yehicle Detsils i

- Unahle to find any previously validsted inspection reports that hawven't already
heen submitted for 151GQGF

“ehicle cannat be validated. Please check details above and try again!

Clear

If previously validated information appears in the text boxes, check that the
information is still correct and continue to “Step 2 — Submit to QFleet”.

If the text boxes remain blank, continue with Step 1.

Enter the Make and Model of the vehicle. Use the drop-down options for
easier selection. (May enter VIN or Engine number if required but the Make
and Model is easier.)

Enter the Odometer reading. If the message (as shown below) appears after
the vehicle details have been validated, please make a note on the RVIR that
this has occurred.

AFTER vehicle inspection
[ “Yalidate Yehicle Details

To enter the Vehicle return date - click on the calendar icon next to the Return
Date box and select a date checking that the month is correct.

Tick the text box if the client is going to sign the RVIR after the Vehicle
Inspection.

Click on “Validate Vehicle Details”.

NOTE: If the vehicle return date is before the current day’s date, a text
box highlighted in yellow will appear next to the return date text
box. Typein a short explanation, eg: manual RVIR and click on
“Validate Vehicle Details” again to re-validate the vehicle.
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QFleet RVIR in Fleetscape

If any data is incorrect, an error message will appear at the bottom of the Vehicle
Identification section in red. Enter the correct the data and click on Validate Vehicle
Details again.

e Screen will show all the vehicle information required for the RVIR.

Screen 7 — Validate and Submit Vehicle details

L

Hide Menu | Home | Contact us

QFleet

whole-of-government
fleet management

QOFleet Returned Vehicle - bymev @ ZILLMERE Worklist @ HeLp

Step 1:Vehicle Identification Step 2: Submit To OFleet

\ Rego (¥ | |51 AR [Jehicle VIN Sighted and Correct

Step 1 Praviously Compisted or enter correct i [

[l Engine Number Sighted snd Correct
Etther VIN EFPALAJGSWSM3S214
o etercomectErgre b ||
- OF - Engine #

[ compliance Date Sighted and Correct

- Or - Make e e |
Date (MM £'7Y )

Odla Reacing [[wehicle Surrender suthorisation Received

Ore
Return Date ESIUEEUUE

[ wenicle Received via Freight

Clint will sign Vehicle Cancition Authorisstion [
AFTER vehicle inspection

Subimi to QFleet
Validate Yehicle Details

Wehicle validated. Please print and complste the RYIR
FORD FALCON XT BA MK2 4.0 Auto SEDAN 4Drs Petrol

Cliert: HARRRAGEAM LOGAN
P —
( iew I Print RYIR ' Cancel Inspection

¢ If the information shown on the screen is totally incorrect and you would like
to cancel the validation of the vehicle and start again, the process for
cancelling the validation is found in “Cancelling an incorrect validation” on
page 8.

e Click on “View/Print RVIR”.

Screen 8 — RVIR

3 Vehicle inspection - Microsoft Internet Explorer

€] O X B | Oseren lpravens €2
l%Fleet Returned Vehicle Inspection Report #2778

TOVOTA CAMRY ALTISE 4CYL 2.4 Auto SEDAN 40rs Petrol [ Cashmers [ Trim not Specii

1 a5 prakes & crise [ & conditioning

(1 spare uhee! [ Tacks & jack [ spare Keys: ory [ Handbook, servise Bock
Rego 141060 Weather at time of inspection

Retum date 02/12/2005

(1 Odometer 44967 CAner Remarks:
Qur ref. 362445

our ref

L1 v 6T153BK360X032202
[ Engine 2A7A098708 Indicate any damage with an X on this diagram
(1 Compl. Date 200309
Transmission Automatic
Seats

GYM (Kilos)

Claims

Senvice due

Prior RVIRs

Bay numher

Estd sale date

Digital images

Fuel E

Hem oK Condition

Console/dash/rim

Winiscreen

Bonnet

Bumpers (F & )
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RVIR in Fleetscape

To print the RVIR - select the printer icon on the toolbar.
This will print the RVIR showing all vehicle details as shown on Screen 8.

Manually document the condition of the vehicle in the areas provided on the
RVIR.

Check off all the text boxes provided on the RVIR to confirm the information
that has printed is correct and ensure that the VIN, Engine number and
Compliance date are correct against the vehicle. Corrections to the current
information can be made in Step 2.

The QFleet Representative and the Authorised Client representative are
required to enter their name, position, phone and fax in the designated area
at the bottom of the form and both the return agent and the client should sign
the authorisations for Vehicle Surrender and Vehicle Condition. If the client is
not available to sign, then the Return Agent must sign the Vehicle Surrender
Authorisation and the Vehicle Condition Authorisation and put a line through
the Authorised Client Representative section.

» Cancelling an incorrect validation

If the incorrect registration number has been entered into the vehicle identification
screen and has been validated or there has been a duplication, it can be cancelled.

To correct the error:-
o Enter the registration number and click on “Step one — previously completed”.
e Check to make sure that the correct registration has been entered
e Select the “Cancel Inspection” button (refer screen 9)

Screen 9 — Cancel Insgection reﬁort

QFleet Returned Vehicle - tobinl @ ZILLMERE Worklist  @neLp

—Step 1: Vehicle i i —Step 2: Submit To QFleet

Fego = 579060 I vekicle IN Sighted and Carrect
Step 1 Previously Completed or enter correct VIN

Either VI [WROFZ226a01 001725 | I™ Engine Mumber Sighted and Correct
D321z or ertter correct Engine Number
TOYOTA == I compiiance Date Sightsd and Correct
- Or - Make Madel or erter correct Compliance Date
HILL = Chib 17 )
Odo Reading 6631 I vvehicle Surrender Authorisation Recefved
Return Date 26/09/2005 % —or

I™ *vehicle Received via Freight

— Or - Engine #

T client wil sign vehicle Conwition Authorisation
AFTER vehicle inspection I

“Walidate Yehicle Details Submit to GFleet

“ehicle validated. Please prirt and complete the RVIR.
TOYOTA HLUK SR DUAL CAB 4 3.0 Man CAB
CHASSIS 4Dr TiDiesel

Client; QFLEET }000¢ HILUX VEHICLES

View 4 Print BVIR Clear Cancel Inspection

Process the RVIR again from the beginning of Step 1.

To submit the RVIR after the vehicle inspection, repeat the 1% two dot points of Step
1 and proceed to Step 2.
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QFleet RVIR in Fleetscape

Step 2: Submit to QFleet (refer back to screen 7)

Check on the RVIR that the VIN, Engine number and the Compliance date are
correct.

If the information is correct -
e tick the tick box

If the information is incorrect —
e enter the correct information into the appropriate text box leaving the tick box
blank

If the Client Representative has not signed the Vehicle Surrender Authorisation —
o |eave the two tick boxes blank and type in the blank text box, “Client rep has
not signed RVIR” in the text box

If the vehicle has been received via freight —
o tick the tick box

Select “Submit to QFleet”.

Return Agents — Regional

Once an RVIR has been submitted on Fleetscape, the RVIR must be faxed through
to QFleet on fax number 07) 3227-8406 and also on to the forwarding location ie:
Rockhampton, Townsville etc, if applicable.

Return Agent — Zillmere

The Zillmere Workshop which is the Brisbane return agent, is to send the RVIR via
the QFleet internal mail system.

» Inspection Reports

To check on the status of an RVIR, select “Inspection Reports” under Vehicle
Returns.

The status of inspection reports can also be viewed when in New Return by selecting
“Worklist” as circled in red on Screen 5.
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Screen 10 — Inspection Report (opening screen)
A Fleetscape - Microsoft Internet Explorer

File Edit View Favortes Tools  Help

@Ea:k - Q |ﬂ @ ;‘i /-\‘Search *:;'E-'Favuntes & - .W' i Jﬂ 3
s ] etljomsn ool o aujdesktonfncex. 5. [l e
Queensland Fleetscape

Government T
Inspection Report WorkList e Search Clear

Submit Status User Name Registration Agreement No Return Date Location

Searches can be done by populating one of the following fields:-
Report id, Status, User Name, Registration, Agreement Number, Return Date or
Location.

The Submit Status and Location fields show down arrows to the left of their text
boxes. Click on the down arrow for further selection as shown on the screen prints
below.

If the information required is for the specific status of vehicles, select the down arrow
against the text box for “submit status” and select the relevant status or leave blank
which will show a full status list for your location.

Submit Status

alidated Only :
Submitted
Cancelled

The location field will automatically populate for your location.

On occasion vehicles are moved from one return agent to another. If the receiving

return agent wants to see if an RVIR was processed for a vehicle, they can proceed
as follows:-

e select the down arrow against the “location” text box
e select the particular region required
e click on the “search” button.
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ZILLMERE
TOOWOOMEA
ROMA

il CK,
MaRYBOROUGH
GYMPIE
EUNDABERG
ROCEHAMPTOM
EMERALD
BARCALDIME
TOWHSWILLE

MT 154

CAIRKS

IMGHAM
CLOMCURRY
DALBY
GOOMDMIMDI
MaCkAY FORD
MACKAY HOLDEN
MACESY MITSUBISHI
MACKAY HISSAM
MACEAY TOYOTA
MT 154

When a search for the status of an RVIR is required, information status of all RVIR’s
for the specified location is shown as per screen 11.

Screen 11 — Inspection Report (working screen)
ctiress ] httpifjwen. o et ad.gov.auldesitoplindes.Jsp v B ke >

@ Queensland Fleetscape

Governme g ¥ T
nspection Report WorkList New Search Clear

ZILLMERE v

2851 Submitted rollstonr QGY481 341288 DBA12/2005 ZILLMERE
2853 Submitted rollstanr 938QGD 359288 07A12/2005 ZILLMERE
2854 Submitted rolistonr SETQGE 3BETE1 07272005 ZILLMERE
2855 Submitted rolistonr BS0GGA 368420 0722005 ZILLMERE
2856 Submitted rolistonr B04GGA 346998 OFA2/2005 ZILLMERE
2859 Submitted rolistonr S36QCD0 365708 07N 2/2005 ZILLMERE
2060 Subimitted rollstonr QAGT250 349444 07N 2/2005 ZILLMERE
2861 Valicated Only rallstonr QOWT42 375320 07N 2/2005 ZILLMERE

4 < [
Showing 1461-1463 of 1468

Select the correct location or leave blank and click on “search”. This will show all
vehicles under that particular status.

If the information required is for a specific vehicle only, type in the registration of the
vehicle in the text box under the heading “Registration”, select the correct location or
leave blank and click on “search”.

The status of vehicles should be checked once a week to ensure that all RVIR’s have
been submitted. The only vehicles in the status of “Validated Only” should be
vehicles that are currently being checked.
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