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Policy

Overview

Whole-of-Government, Departmental and individual agency policy is embedded into the
Fleetscape system to enable informed decision making. This ensures that the vehicles
selected meet your service delivery requirements and provides outputs of compliant vehicles
to select.

Policy has a ‘parent to child’ relationship in Fleetscape with whole-of-Government policy flows
down to agency policy which in turn flows down the agency structure.

Whole-of-Government policies are automatically embe  dded in Fleetscape and are
inherited by all agencies. Example, for SES policy, agencies will inherit these rules and
do not need to create their own SES policy.

Policies are set up in Fleetscape by the Agencies Policy Managers and are converted into
business rules which reflect the services delivered by the agency and the agency’s
organisational structure.

Online Ordering Officers will only see those vehicles available for lease from QFleet that
comply with their agency’s policy (as defined in the business rules).

Content
This section of the User manual will guide the Policy Manager through:

e Creating a New Policy through the following steps:

Step 1 - Service Delivery Descriptions
Step 2 - Vehicle Selection Rules

Step 3 - Option Selection Rules

Step 4 - Vehicle Duty Statements
Step 5 - Matching Vehicles

Search function
Edit function
Expired policy

Policy rules contain the appropriate compliant vehicle selection rules and option (accessory)
selection rules.

Each policy will consist of:

e Service Delivery Description
A name selected by your agency that should reflect the service delivery that vehicles will
perform.

e Business Group
The structure of Business Groups is designed to reflect your agency’'s operational
structure. For example, G/C5/HLTH/NQ identifies that NQ is a region in Queensland
Health and is part of Portfolio 5 within Queensland Government.

The diagram below illustrates the hierarchy of a Business Group Structure.

26 November 2009 Uncontrolled when printed Page 3 of 25



BUSINESS GROUP
STRUCTURE

Wheole of
Government

GICs5* Cluster

Department
(Queensland Health)

o S Region
fCSHLTHERE {North Queensland)

District

GICSHLTH/NQ/MKY (Mackay District)

00081020
00081030
00081040
00081070

Client Codes

Client Cost
Centres

0310/8705

Current Business Groups are already listed in the system and you will be able to select a
Business Group relevant to your agency from a Drop Down menu.

e Operating Environment
This is the operating environment where the vehicle is going to be used. You will be
required to select one or more from the following operating environments:
e Metro — city and major business centre metropolitan area.
* Regional — country districts outside major centres.
 Remote - isolated locations generally requiring off road operating capability.

e Duty
Describes the purpose a vehicle will be used e.g. Administration - Pool, Operational —
Pool, SES etc.

You are now ready to set up policy based vehicle selection rules for your agency.
The next section will guide you through creating a new Policy.
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Create a New Policy

Content
In this section you will create a new policy.

Click Policies on the task manager bar, then click New and the following screen will be
displayed:

Show Menu | Home | Contact o

QFlee)

Queensland
Government

. whole-of-government
Fleetsca T —— s fleet management

Create a new Policy - Use this application to create a new policy

Step 1:
Service Delivery Description

[ Mext== ] ( Save | [Return To Search

Enter & Service Delivery Description which reflects the vehicles use within this policy.

Applied to Operating
[Environment(s):

2D Commercial 3 A
D Commercial 1

D Commercial 2

4ND Commercial 3

4ND Commercial 4

HND Commercial 5

A cmin

Admin - Commercial

Admin - Commercial 1

Admin - Commercial 2 v

=
=

[ Mgt == ] [ Save ] [ Return To Ssatch
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Step 1 — Service Delivery Description

The first step is to determine a Service Delivery Description.

A Service Delivery Description is a name that you allocate to reflect the service delivery that
vehicles will perform in a specific area. For example, you may set up a policy specific to North
Region and the Service Delivery Description name could be ‘North Region’ — or whatever you
feel is appropriate for your agency. You can set up as many Service Delivery Descriptions as
required. However this should be done with QFleet assistance.

- Fleetscape Tab Headings at the top of the screens will also guide you through the

@ policy process. They are ordered from Step 1 to Step 5. The step number and name
will be displayed in dark blue to indicate which section you are working on. See
screen below.

whole-of-government
fleet management

Fleetscae

Create a new Policy - Use this application to create a new policy

Step1:
Service Delivery Description

You are now ready to complete the new policy fields, which consist of:

« Service Delivery Description (free text field to be defined by individual agencies).
« Business Group (QFleet requirement to reflect an agency’s hierarchical structure).
e Operating Environment (Metro, Regional or Remote).

e Duty (the duty that the vehicle will perform).

« Policy “Effective from” date.

e Policy “Expires on” date.

e Status (of policy e.g. active/ inactive).

Enter policy description fields by:

e Click in Service Delivery Description field and type in Service Delivery Description name.

» Click on the Applied to Business Group drop down menu and select the appropriate
Business Group from the list.

e Click on the Applied to Operating Environment(s) drop down menu and select appropriate
environment from the list (e.g Metro, Regional and/or Remote). You can select one, two
or all three of the environments.

« Click on the Applied to Duty(ies) drop down menu and select appropriate duty from the list
(e.g. Admin — Pool, Ops and/or SES). You can select more than one duty by holding the
Control key down.

* The With Effect From date is the date the policy is to be effective from and must be set
from at least the next working day. Use the drop down menu to select a date from the
calendar.

e The Expires On date is the date on which the policy is to be reviewed. Use the drop down
menu to select a date from the calendar.

* The status field will appear as Inactive until the actual With Effect From date arrives then
the status will change to Active.

s The last two fields will automatically populate with the date the policy was Created On
and who the policy was Created By. This creates an audit trail for Policy Managers.

When you have entered all the above fields the screen displays:
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Queensland Show Menu | Home | Contact u
Government QFlee
whole-of-government

Fleetscape s —— fleet management

Create a new Policy - Use this application to create a new policy

Step 1:
Service Delivery Description

[ eyt =» ] [ Save ] [ Return To Search

Enter & Setvice Delivery Description which reflects the vehicles use within this palicy.

S

GICTCORRIAALAALALALAARAA AL ALARANALD o

Applied to Operating Remate [Department of Corrective Services]
Environmentis): Metro [Department of Corrective Services]
Regional [Departmert of Corrective Services]

Applied to Dutyiies): 20D Commercial 3 A
4D Commercial 1

4D Commercial 2

4D Commercial 3

4D Commercial 4

4D Commercial 5

Admin

Admin - Commercial

Achin - Commercial 1

Admin - Commercial 2 b

Effect From: 21110:2009 [EE

[ Mext == ] [ Save ] [ Return To Search

Click on Save button and the screen will save or Click on the Next button and screen will
automatically save and go to Step 2.

Or click on the Step 2 Vehicle Selection Rules tab which will automatically save and go to
Step 2.

3  |f all fields are not completed when you proceed, you will receive a message
prompting you to complete the required fields before you can continue. An
example of the message prompt is below:

Microsoft Internet Explorer §|

3 ‘Service Delivery Description' is a required Field.

= '‘Business Group' is a required field.
Please choose one or more Operating Environmenk{s),
'Effective From' is a required Field.

'Expiry Date' is a required Field.

26 November 2009 Uncontrolled when printed Page 7 of 25



You have now completed Step 1 of creating a new policy and can proceed through the next
steps to apply Vehicle Selection Rules and Option Rules to the policy.

Step 2 in the next section will guide you through Vehicle Selection Rules.

Step 2 — Vehicle Selection Rules

Content
In this section you will choose the Vehicle Selection Rules to determine the attributes and
vehicle configuration/s required to meet the duty that a vehicle will perform.

whole-of-govemnment

Fleetsc_a_pe g e fleet management

Edit Policy -Use this application to amendthe selected policy

Bervice Defvery Description: Pool

Bushess Graug GIC1/CORRAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
Fifective Date: 1 Octaber 2009

Expiry Date: 3 December 2009

Step 2:
Vehicle Selection Rules

Vehicle Selection Rules are set in accordance with whole-of-Government policy,
Departmental policy and individual agency policy.

Selections will limit the matching vehicles that will be available in the online ordering module.

o When you set up vehicle selection rules it is important that you also consider:
» Fit for purpose.

¢ Whole of life costs.

e Fleet mix.

e Compliance with Government policies.

Vehicle selection rules are supported by a Vehicle Duty Statement (refer to Step 4) and reflect
the service delivery requirements, operating environment and vehicle option requirements
(refer to Step 3).

Defined selection rules will provide a list of ‘matching vehicle/s’ that are available for lease
from QFleet (refer to Step 5).

The following screen will be displayed for Step 2:
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Queensland Show Menu | Home | Contact u
Government QFlee

‘ whole-of-government
Fleetscape i . sl s fleet management

Edit Policy - Use this application to amend the selected policy

Service Delivery Description: Pool
Business Group: GICT/CORR/AAAAAAAAAAAAAAAAAAAAAAAAAAAAAARAAAAAAAAAAAAAAARAARAARAAR
Effective Date: 21 October 2009
Expiry Date: 31 December 2009
Step 2:
Vehicle Selection Rules
[ ==Back ] [ Mles == | [Return Ta Search |

These rules determine the appropriate vehicle configurationds to meet the duty required

I”CI“dES Ho Features Exist Please Add
Includes Ho Features Exist Please Add
Includes Ho Features Exist Please Add
Includes Ho Features Exist Please Add
I”CI“dES Ho Features Exist Please Add
Includes Ho Features Exist Please Add

Nut Excesdind g Features Exist Please Add
(itrMo0km)

Includes Ho Features Exist Please Add
ND‘ Exceedind  yo Features Exist Please Add
Includes Ho Features Exist Please Add

Inehudes Ho Features Exist Please Add

CO; Emissions, gkm Mot Excesding  Ho Features Exist Please Add

=
=3

2

=

2|z
=3

IbIIJ= bIbII}I
= = allz||z =
ol a2 = =l W= = ol =

=

Greenhouse Rating* Equal to or Ho Features Exist Please Add
Greater than

*x
=
=3

* Mandstory entry

[ ==Bmck | [ Hed== ] [Feturn Ta Search

The following steps will guide you through completion of Step 2.

Vehicle Selection Rules
Select vehicle selection rules by clicking on the Add button to the right of each field. A pop up
menu will display available selections (see below screen).

Note: This pop up menu will remain at the top of the screen even as you move further down
adding rules.

Click on the required selection (you can select more than one by holding down the Control
button). Click Save and your selection/s will appear under each field heading. Repeat this
step to add further rules. You don’t have to select rules from every category; only select what
is appropriate for the relevant policy.
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Queensland
Government

Nnt Exceeding
{itrM00km)

Not Exceeding
Not Exceeding

(Greenhouse Rating* Eqjusl to or
Grester than

* Mandstory entry

These rules determine the sppropriste vehicle configurationds to mest the duty required

Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add

Ho Features Exist Please Add

Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add

Ho Features Exist Please Add

== Back ] [ Mgt ==

] [ Return Ta Search

Show Menu | Home | Contact o

QFlee)

whole-of-government

fleet management

Add Wehicle Clazsification

Bdd Please Select

Add
Add

Commercial
Passenger

Addd

Adod

Add

Addd

Addd
Acld
Add

Addd

Viewing selections already saved

Click on the @ 2 saved (this denotes the number of selections already made) to view all
saved selections in that field.

Deleting Vehicle Selection Rules

You can delete selections by clicking on the [XI box. This will delete the current selection and
you can add another one.

An example of what the screen could look like when you have completed entering Vehicle
Selection Rules is illustrated below:

Queensland
Government

eetscape

Vehicle Clas: on Includes

Vehicle Segment Includes
Body Type Incluces

Number of Doors Includes

Seating Capacity Includes
Fuel Type Includes

Fuel Consumption Mot Exceeding
M00km
ders
e
F—

{Hr
(=
Engin Mot Exceeding
Tri

-InCIudeS

Includes

[CO; Emissions, gkm Mot Exceeding

(Greenhouse Rating' Eqjual to or
Greater than

* Mandstory entry

E1 Saved

Passenger

Ho Features Exist Please Add
Ho Features Exist Please Add

E1 Saved
4

Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add
E1 saved

4

Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add
Ho Features Exist Please Add

E1 Saved
0s

[ ==Bmck | [ Hed==

] [ Return To Search

&3]

[

[x]

i3]

Show Menu | Home | Contact o

QFlee)

whole-of-government

=

o

=

2

2

IbII II]:I II]> H
allal|z]|= = ||z =
ol|af|e] = o ol a2 o= =

*
=
=

fleet management
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Note: Greenhouse Rating is a mandatory inclusion.
When finished click on the Step 3 tab or Next button to proceed to Step 3.

Step 3 in the next section will guide you through Option Selection Rules.

Step 3 — Option Selection Rules

Content
In this section you will be selecting options (accessories) that you want to apply to a policy.

Queensland Show Menu | Home | Contact us
Government QFleet
) whole-of-government
FlEEtSCaPQ - a - fleet management
Edit Policy - Use this application to amend the selected policy b |
Bervice Delivery Description; Pool
Ausiness Group: G/CUCORR/AAAAAAAAAAAAAAAAAAAAAAAAAARAAAAAAAAAAAANAARAAAAAAAAAAAAA
Fitective Date: 21 October 2009
Expiry Date: 31 December 2009
Step 3:
Option Rules
The Option Rules identify the vehicle options that complete a vehicle configuration.
Option selection is limited to those options supporting the matching vehicle type/s.

Selection tabs will require you to select Mandatory (automatically included in each vehicle
quote when online ordering) or Not Available (the addition of these accessories will require
policy exception authorisation). All other accessories will be available for selection in online
ordering.
In Step 3 the following screen will be displayed:

Queensland Show Menu | Home | Contact uf

Government QFlee

‘ whole-of-government
Fleetsca “ fleet management

Edit Policy - Use this application to amend the selected policy

[=ervice Delivery Description: Pool
Business Group: GIC1/CORR/AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAARAAAAAAAAAAAA
Eftective Date: 21 October 2009
Expiry Date: 31 December 2009
Step 3:
Option Rules
[ == Back ] [ Mgt == ] [ Return Ta Search ]

These rules identify the vehicle accessories that complete the vehicle configuration

## 30 Litres Fuel per Contract
LBE

Accessory Poveer Outlet

Ajr Conclitioning

Llarm
Alloy Wheels
Bluetoath
Body Colour (Metallic)
Body Colour (Solid) Black b
Add Options
Mo Options Exist Please Add
[ == Back ] [ Mgt == ] [ Return Ta Search ]
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Adding Option Rules
Click on the drop down menu in the Group field and select an option from the list. If there are

sub-options for an option you will be required to select a specific sub-option in the Option
field.

For example, if you select Mud Flaps at the Group level you may be required to define this
further by selecting Front Mud Flaps or Front/Rear Mud Flaps.

If an option is to be Mandatory in your policy, click on the Status drop down menu and select
Mandatory. If you want to make an accessory Not Available for selection, click on the Status
drop down menu and select Not Available.

Note: Every other vehicle option will be listed on the Online Ordering Module and will be
available for selection.

Click on the Add Options tab.

Complete these steps to add further options. All options will appear on the screen in order of
selection.
ey
-- Option Selection Rules that have been nominated as Mandatory or Not Available in
%=~ the highest business group policy will flow down to all business groups under that top
level.

For example, if air conditioning is selected as Mandatory in the highest business
group policy, all policies below will show that air conditioning is mandatory, and that it
has been inherited from the higher policy.

When options are selected and added they will appear on the screen. An example appears
below:

Queensland Show Menu | Home | Contact )
Government QFlee
' whole-of-government
Fleetscap - — ‘ & fleet management
Brvice Delivery Descrigtion; Hool
Business Group: GICUCORR/AAAAAAAAAAAAAAAARAAAAAAAAAAARAAAAAAAAARAAAAARAAAAARAARAAA
Effective Date: 21 October 200%
Expiry Date: 31 December 2009

Step 3:
Option Rules

[ == Back ] [ Mext == J [ Return To Search ]

These rules identify the vehicle accessories that complete the vehicle configuration

|[## 30 Litres Fuel per Contract
\l2Bs

||#ccessary Pawer Outlet
[ &iarm

|l vivheels

|[Bluetooth

||[Body Colour (Metallic)
||Body Colour (Solic) Black

Body Colour (Solid) Blue :’
Add Options
T
GRS Maristary [ Eciit Il Delets |
D Player Mariiatary [ Eciit ]l Delete |
Air Condtioning Mancatory [ Ediit ][ Delste ]
[ ==Beck ] [ Mt =5 | [Feturn Ta Search
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Editing and/or Deleting Option Rules
Click on the Edit button beside an option you wish to amend and confirm the change by
clicking on the Edit Option button.

Click on the Delete button beside the option you wish to remove.

When complete click on the Step 4 tab or the Next button. Your selections will automatically
save.

Step 4 in the next section will guide you through Vehicle Duty Statement.

Step 4 — Vehicle Duty Statement

Content

In this section you will be able to complete a Vehicle Duty Statement. You can enter data in
some or all of the fields: Operating Environment; Terrain; Predominant Adverse Climatic
Conditions; Primary Duty; Required Capability; and/or Typical Operating Trip.

Completing a Vehicle Duty Statement is not mandatory; however, it will further define your
policy rules for vehicle selection.

Queensland Show Menu | Home | Contac..

Government QFls

; whole-of-government
Fleetscape B e i fleet management

Edit Policy - Use this application to amend the selected policy

Eervice Delivery Description; Pool

Business Group:
Effective Date: 21 October 2009
Expiry Date: 3 December 2009

;
<
“a‘w‘w&--’\:_ dx*‘wm’M Www’ﬁ - J"“’”W“’"\\ww»f\ % r“\;’\w”"“,& ,,_l

<2 The Vehicle Duty Statement reflects the main service delivery the vehicles will
perform. For example, an Administrative Vehicle would likely to be used in a “city”
and you would expect it to be driven on “sealed roads” for “100%” of its use.

Completed Vehicle Duty Statements will be available for viewing by staff ordering
vehicles through the Vehicle Online Ordering module.

The following screen will display and you can complete the appropriate fields of the Vehicle
Duty Statement:
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Queensland Show Menu | Home | Contact u
Government QFlee

f-government

fleet managemen
Edit Policy - Use this application to amend the selected policy

Service Delivery Description: Pool
Business Group: GICT/CORR/AAAAAAAAAAAAAAAAAAAAAAAAAAAAAARAAAAAAAAAAAAAAARAARAARAAR
Effective Date: 21 October 2009
Expiry Date: 31 December 2009
Step 4
Vehicle Duty Statement
[ ==Beck | [ med== || Save | [Return To Search |

The Vehicle Duty Statement is a tool used to substantiste Vehicle Selection Rules laid dowwn in this system. Please proceed to describe the operating environment that you would expect the vehicle
o operate in. Hover over incividusl ttles for a short explanation of terms used and on further guidance on completing this form.

Operating Environment (must add up to 100%) Terrain {must add up to 100%)

Sealed Roads

Unsealed Formed Roads

Predon it Adverse Climatic Condi
IDry / Dusty I Ari

[Seasonal Wet / River

ICrossing

Primary Duty

Passenger Carriage

Load / Goods Carriage

ICoastal / Sand / Salt
[Exposure

Towing Loads

Typical Operating Trip

Required Capability

IPassenger Number

(=) Pleaze select “

ILoad Carriage (kg)

[Towing Capability {kg)

[ ==Beck | [ HMed== ] [ Save | [Return To Search |
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Important: Please read the following information

Hover the curser over the black bolded headings (e.g. Operating Environment) to view
the following information, which will provide you with definitions.

Operating Environment - Estimate, using percentages, how much time the vehicle is
expected to operate in each of the stated environments (e.g. if a vehicle is expected to
operate in a city environment for 80% of its time, then enter 80 against City). Must add up to
100%. Definitions of Operating Environment:

. City — major business centre metropolitan area.

. Regional — country districts outside major centres.

. Remote — isolated locations generally requiring off road operating capability.

Terrain — Estimate, using percentages, how much time the vehicle is expected to operate in
each of the stated terrains (e.g. if a vehicle is expected to operate on sealed roads for 80% of
its time, then enter 80 against sealed roads). Must add up to 100%. Definitions of each
Terrain:

. Sealed Roads —For example any bitumen or concrete surface free of loose materials.

. Unsealed Formed Roads — Graded and compacted gravel or dirt surfaces.

. Off Road — Meaning that there has been no surface preparation for vehicle use.

Predominant Adverse Climatic Conditions ~ — Estimate, using percentages, how much time

the vehicle is expected to operate in each of the climatic conditions (e.qg. if a vehicle is

expected to operate in Dry/Dusty/Arid conditions for 80% of its time, then enter 80 against

Dry/Dusty/Arid). This need not add up to 100%. Definitions of each Climatic Condition:

. Dry/Dusty/Arid — Climates that may result in particle dust in contact with vehicle body and
entering working parts of the vehicle.

. Seasonal Wet / River Crossing — Climates that may result in water entering working parts
of the vehicle.

. Coastal/Sand/Salt Exposure — Climates that may result in substances with eroding
effects (such as salt) attacking exterior body and entering working parts of the vehicle.

Primary Duty — Estimate, using percentages, how much time the vehicle is expected to be

performing each of the primary duties (e.qg. if a vehicle is expected to carry passengers for

80% of its time, then enter 80 against Passenger Carriage. This need not add up to 100%.

Definitions of each Primary Duty:

. Passenger Carriage — The transport of humans with no excessive cargo.

. Load/ Goods Carriage — The transport of goods using the main body of the vehicle (e.qg.
roof rack or boot space), not the use of exterior bodies such as trailer.

Towing Loads — The transport of goods using an external body of the vehicle (e.g. a
trailer).

Required Capability — Provide indications of the required capability of the vehicle.

Definitions of each Capability:

. Passenger Number — Enter maximum number of passengers the vehicle will be required
to carry.

. Load Carriage — Enter maximum load carriage in kilograms.

e Towing Capability — Enter maximum towing capability in kilograms.

Typical Operating Trip — Provide indications of the distance of a typical operating trip
expected of the vehicle. Choose from:

. Less than 100km.

. Less than 250km.

*  Less than 500km.

*  More than 500km.
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You can now further define your rules by completing the Vehicle Duty Statement. You do not
have to make a selection in every section; only define what is relevant to the Service Delivery
Description and relevant to your policies.

Click in the appropriate field and type in the relevant information and/or percentages as
described above (percentage fields must total 100%).

For example - Operating Environment - City 95 Regional 5.
Repeat until you have completed your required fields.

The screen will show the completed Vehicle Duty Statement. See example below:

Queensland Show Menu | Home | Contact u

Government QFlee

whole-of-government
1 IGCLILG) fleet management
Edit Policy - Use this application to amend the selected policy

Service Delivery Description: Pool
Business Group: GIC1/CORR/AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAARAAAAAAAAAAAA
Eftective Date: 21 October 2009
Expiry Date: 31 December 2009
Step 4:
Vehicle Duty Statement
[ == Back ] [ Mexdt == ] [ Save ] [Return Ta Search ]

The Vehicle Duty Statement is a tool used to substartiate “ehicle Selection Rules laid down in this system. Please proceed to describe the operating environment that you would expect the vehicle
o operate in. Hover over individusl ttles for a short explanation of terms used and on further guidance on completing this form

Operating Environment (must add up to 100%) Terrain (must add up to 100%)

20 Unsealed Formed Roads
o

Predominant Adverse Climatic Conditions Primary Duty

IDry | Dusty | Arid
[Seasonal Wet / River
ICrossing

Passenger Carriage

Load / Goods Carriage

Towing Loads

[Coastal / Sand [ Salt
[Exposure
Required Capability

(Operating Radius, kmi (<) Les=s than 100 K v
IPassenger Number 4
ILoad Carriage (kg)

Typical Operating Trip

[ == Back ] [ Mexdt == ] [ Save ] [Return Ta Search ]

Click on Save, Next or Step 5 Tab to automatically save your entries.

Matching vehicles will be displayed and you can now proceed to Step 5.
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Step 5 — Matching Vehicles

Content
This section will enable you to view the matching vehicles.

& Queensland Shaw Menu | Hame | Contact u

Government Gfles
Fleetsca pe > — s whole-of-government

fleet management

Edit Policy - Use this application to amend the selected policy

ervice Delivery Description: Pool
Ausiness Group: GIC1CORR/AAAAAAAAAAAAAAAAAAAAAAAAARAAARAAAAAAARAAARAAAAAARAAAAALAA
ffective Date: 21 October 2009

xpiry Date: I December 2009

Step 5;
Matching Vehicles

i N W X

Ll e 5 Pl B i N e y*"’"“"“w.&\w)&m‘mf

=

The Matching Vehicle list shows all vehicles that meet the rules and the options
(accessories) you have defined in Vehicle Selection Rules and Option Rules.

The Matching Vehicles also reflects the vehicles that are available for lease from
QFleet.

The following screen will be displayed:

@ Queensland Show Menu | Home | Contact u

Government QFlee
Fleetsca pe » whole-of-government

fleet management
Edit Policy - Use this application to amend the selected policy

[Service Delivery Description: Pool
Business Group: G/IC1CORR/AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
Effective Date 21 October 2009
Expiry Date: 3 December 2009
Step 5:
Matching Vehicles
Save ] [ Return Ta Search ]

The matching vehicle list will show all vehicles available for lease from GFleet that meet the rules and options you have defined

= Filter Matching Vehicle List

CR - v
CE I - v
TN - - v
S - v
C S -

|| Trans: v || Fuet v
N
T -
o
)
=

[ Fitter Matching “ehicles ] [ Clear Filter ]

Found 2 matching vehicle variants.

CJHONDA ACCORD EURO LUX NAV 2.4 Auto SEDAN 4Drs Petrol
Luxury Passenger Vehicle Sedan Frant wheel drive iyl Autamatic Petral 211 cof ppm 9 seats O &vsilable
O TOYOTA CAMRY GRANDE 042L 2.4 Auto SEDAN 4Drs Petrol

Medium Passenger Vehicle SES1 Sedan Frant wheel drive iyl Autamatic Petral 233002 ppm 9 seats O &vsilable

== Back Return To Search
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The Matching Vehicle list allows you to view vehicle specifications and view vehicle

comparisons.

Click on the vehicle description
name (in blue) to display the
vehicle specifications. You can
then click on the tabs to view
details like Comfort, Dimensions
and Safety etc. Please refer to
the screen across:

To view vehicle comparisons,
click on the [] box at the left of
vehicle description you wish to
compare.

Click on the Compare Vehicles
button.

Click on the Close button to
return to the matching Vehicles
screen.

Refine the Matching Vehicles list
by entering details in Make,
Model, Body Type, Segment,
Drive, cylinders, CO2, Seats,
Status and Included from using
drop down menus and selecting
from the lists.

Click on the Filter Matching
Vehicles button and only the
defined vehicles will be listed.

Click on the Clear Filter button to
clear your criteria selections.

Click on the Select All button to
tick all boxes — All vehicles will be
available.

Click on the De-Select All button
to untick all boxes — All vehicles
will be unavailable. Note: You
can also individually tick or untick
single vehicles.

Click on Next or Back button, or

Click on Return to Search button and click on New to create another policy.

o Vehicle Comparison

HONDA ACCORD EURG LUX NAV
2.4 Auto SEDAM 4Drs Ratro|
(Sedan / Autornatic)

key: (W] - standard] %] <ot avaisble]l [ - ausilable 23 aption]

Safety
Brakes, front
Brakes, frant, desaription
Brakes, rear
Brakes, rear, description
Bafety, side door anti-intrusion beams
Seat belts, pretensioner, driver, type
Brakes, engine exhaust brake
Brakes, auto descent cantrol
Audible warning, sverspeed type
Audible warning, seat balt on
Cruize cantrol, stalk mountad suitches typs
Cruize cantral, steering wheel suitches type
Park distance control, rear tupe
Brakes, parking brake, operation
automatic skid reduction
Crash test standard
Crash tast rating, driver
Crash tast rating, frant passenger
Crash test rating, pedestrian protection
ABS
Brakes, snti-lock (ABS)
Alarm
Sacurity, alarm
Brake Assist
Brakes, brake sssist systern (BAS)
Driver Airbag
Airbags, driver
Electronic Brake Forca Distribution
Brakes, slectronic brake distribution system (EED)
Faglights
Lights, frant fog lights
Front Parking Sensor
Park distance contral, front
Passenger Airhag
Airbags, front passenger
Reverse Parking Sensor
Park distance contral
Seat Belts
Sest belts, front pretensioners
side Airbags
Airbags, front side (thorax)
Airbags, rear side (tharax)
side Bars
Airbags, front head/side curtain
airbags, rear head/side curkain
Spare Wheel
Spare Tyre & Rim
Traction Control
Elactranic traction contral
Traction cantral
vehicle Stability Control

Electranic Stability Cantral

ventilated discs
%}
dises

WA
VLS
/T

Uncontrolled when printed
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The vehicles will be shown as Available and a tick will appear in the box on the right
hand side.

If you determine that a vehicle is NOT available for selection by your Vehicle Ordering
Officer, you can click on the Select button to clear the box.

A blank box means that QFleet will have the vehicle available for lease but your
agency'’s policy has determined that you cannot lease that particular vehicle.

The next section will guide you through the Search function.
Search Existing Policies

Content

In this section you will be able to search and view existing policies. Return to the initial
Fleetscape screen below:

Queensland Hide Menu | Home | Contact u
Government QFlee]
; \ whole-of-government
Fleetsca — fleet management
Recently Added
(Open Al (Closs Al Fleetscape News o
Logged in as barryp (logout) Documents
= My Accourt
iy Tasks O]0|0 _
Procurement strategy vehicles
workflow Management Driver Safety Information Page
[ EEES AR IR OFleet vehicle order lead time
?;Tsham Rl Senvice Delivery and Performance Review Commission's (SDPC) Review of OFleet  change
Reporting-Manager =
B QFleet ClimateSmart Action Plan 2007 to 2010 [-BD Seminar Fleet Management
" Out of Office Assistant [ lidated nveices Pr itati
Model Management QOFleet news

Policies

Wehicle Selection

Uszer Managemert

Wehicle Returns

Betasphere FBT

Pooling

Global Driver Store SES, SMO and CEQ Vehicle Policy Useful Link
" fhout Flestscape seful LiInkKs

Fleet management guidelines

Changes to Vehicle Lease Terms

[

Client bulletins
(Fleet Vehicle Return letter

[

Vehicle Model Updates . .
Les OFleet vehicle delivery changes

EFEERHEEEHE

]

]

GG Greenhouse Ratings

]

Fleetscape - Vehicle Selection user manual Checking a OFleet Quote

E3]

Fleetscape - FBT user manual RACOQ

[E3]

Fleetscape system information CARRS-Q

Mount Cotton Training Services

[

Archived information

Click on Palicies and the Search on the task manager bar.

The following screen will be displayed:
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Queensland Show Menu | Home | Contact u
Government QFlee

whole-of-government

fleet management

Policy Search - Te view existing policies select one or more search options

o .
.
.
-
=
=

[ Search ] [ Clear ] [ Ty

Search results

Click on the Search button and all policies relevant to your access level will be displayed.

You can also search for a single policy by entering the search criteria in an individual
field or selecting the criteria from the drop down menus.

The Clear button can be used to clear all fields so information can be re-entered.

The search results will appear as displayed in the following screen:

Queensland Show Menu | Home | Contact u
Government QFlee

whole-of-government

fleet management

[ GICH ICORRIARA AL BALDALSALE |

Operating Environment i it

froee | e
e} =

[ Search J [ Clear ] [ Tewe ]

Service Delivery Des ‘
Duty
Effec ate

Search results

Service
Delivery
De=cription [Business Group +|Business Group Name

Pool ACTIVE GICTICORRLA A DDA D AP0 2 P BB D D 2P0 DI B 0 0PI 0 DD IR0 O I 0 B B R

Pool ACTIVE GICICORRIAAAAALAALALABAALAABALSALAASANSANAAAANLAANASAASABAABAABASD AAALARAARAABALAASAASAALALALAANLAALALABLABAA

2 items found, displaying all tems.

You can change the order (ascending or descending) the results will appear by clicking
on a column title. See the following screen.
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You can hide the policy criteria fields on the screen to display a full screen of search
results (see the following screen):

Queensland Show Menu | Home | Contact u
Government QFlee

hole-of-government
Fleetscape & fleet management

— [l Click here to
2 ™ hide Palicy
Seatch ara

Operating Environment

title name to listin
asending or
desending order

Pool ACTIVE GICTICORRMAMMAMALMLLLDLSID A DS D S0 SS0SADSIPAD 00D A0S0 00D JDBRP 0P 0D A DL DAD DRI PSR

Poal ACTIVE GICTICORRAAAAAAALANSAAN NS PNASPANSAPSNSPANS PSS AL PNNSAAN S SNAPN DRSSP PARS AN SADSADPANSADSSASPNS AN SSA PSR,

2 items found, displaying all tems.
1

To view details for a policy click on the Service Delivery Description name.

The following screen will be displayed:

Queensland Show Menu | Home | Contact u

Government QFlee
\ whole-of-government
Fleetscape - ——— SV

eet management
Edit Policy - Use this application to amend the selected policy

Service Delivery Description: Pool

Business Graup: GICTCORRAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAARAAAAAAAAA
Eftective Date: 21 October 2009

Expiry Date: 31 December 2009

Step 1

Service Delivery Description

[ Mgt == ] [ Save ] [ Return To Ssatch

Enter & Service Delivery Description which reflects the vehicles use within this palicy.

IService Delivery Description: |fgall]

plied to Business Group: [NNACEYVEIVIIVVEVVVYVIV VLYY VY.V YVYFVIVYYVYYVV.EVE.VVY.VY
(GICTCORRIALALAAAALAAAASLALALDALAALASASAADAAASSASALABAASALSASALDAAA]

Appli
Applied to Operating
Applied to Duty(ies): A clmin

ICreated by: bartyp

[ MNext == ] [ Save ] [ Return To Search
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To view full policy details click on each of the 5 Step tabs across the top of the screen.

You have now completed the search policy function. The next section will guide you through
the Edit Policy function.

Edit Policies

Content
In this section you will be able to edit existing policies. Return to the policy search screen
displayed below:

Queensland Show Meny | Home | Contact;
Government QFle

Fleetscape _

whole-of-government
fleet management

Policy Search - To view existing policies select one or more search options

Service Delivery Description |
s
i GICT/ICORRIAAALLAAALAALAN]

Operating Environment |

f
4
pov | ¥
Effective Date | | EEH {
Expiry Dite [ 3

E3

<

B =

[ Search ] [ Clear J [ Tl ]

Search results

e TOCPEY et oS, ’,I\‘ *4WMJM~W -ﬂ.e.'*\.\s,}"w‘ rq'\..,,.". F e ’M\,’)

Click on the Search button to display all policies relevant to your access level.

.. You can also search for a single policy by entering the search criteria in an individual
field or selecting the criteria from drop down menus.

The Clear button can be used to clear all fields so information can be re-entered.

The search results will appear as displayed in the following screen:
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@ Queensland Show Menu | Home | Contact u

Government QFlee

whole-of-government
fleet management

:
|
[

1 CORRIBAAAAAAAALSALLL v |

Click to edit

=
i policy |

€ De
L]
o |

v

l Search ] [ Clear ] [

Search results

Service
Delivery

Description |Stati:s

x|
=

Al
|

[Business Group Name

ACTIVE GIC1ICORRIAAAALAALASLALALLASLALASASASAASLLANASASASDSL A SASASAPASL SIS AOSSAAS NSNS DRSS DA SN SN SA LA DA SN SAP LB A DA

[Business Group

Pool

Pool ACTIVE GICTICORRIAA 000D 0P B0 0D 0 DB B0 P B0 BB 0B B 0 00 000 0D 2P 0 00 0 0 D 3

2tems found, displaying all tems.
1

S ¥

To edit a policy click on the Service Delivery Description name.

The following screen will be displayed:

Queensland Show Menu | Home | Contact u|

Government QFlee

' whole-of-government
FleEtscape — fleet management

Edit Policy - Use this application to amend the selected policy

Service Delivery Description: Pool

Business Group: G/C1/CORR/AAAAAAAAAAAAAAAAAAAAAAAAAARAAAAAAAAARAAAAAARAAAAAAAAAAAA
Eftective Date: 21 October 2009

Expiry Date: 31 December 2009

Step 1:

Service Delivery Description

[ Nets=s ] [ Save | [Retun To Search |

Enter & Service Delivery Description which reflects the vehicles use within this policy.

IService Delivery Description: J[z)
AAAAAAAAAAAAAAAAAAAAAA.ﬂ\AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

(GICTICORRABALAM 800 0,0,00,0,8,0,00,0,00,080,08,0,00,000,0000008008000000800800000)
Expi 311262009 =

ICreated by: barryp

[ Nedt== ] [ Save | [Return To Search |

You are now in Step 1 of the 5 step tabs across the top of the screen. You can edit details in
any or all of these sections.

To edit Service Delivery Description selections in Step 1 click on the relevant field and choose
another selection from the drop down box.
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Note: Only Service Deliver Description Name, With Effect from and Expires on fields can be
edited. To perform any other amendments in Step 1 the policy needs to be expired and a new
policy created.

e To edit Vehicle Selection Rules click on Step 2 tab and proceed to edit relevant fields.
e To edit Option Rules click on Step 3 tab and proceed to edit relevant fields.

« To edit Vehicle Duty Statement click on Step 4 tab and proceed to edit relevant fields.
* To edit Matching Vehicles click on Step 5 tab and proceed to edit relevant fields.

You have now completed the edit policy function. The next section will guide you through the
Expire Policy function.

Expired Policy
Content
This section will provide information on expired policies.

Expired policies are to remain as EXPIRED and New Policies are to be created. This will
ensure there is an auditable trail on the creation and amendments to all policies.

Return to Step 1 in Policy selection, see screen displayed below:

Queensland Show Menu | Home | Contact u
Government QFlee
; ) whole-of-government
Mﬂpe ‘ . e fleet management

Edit Policy - Use this application to amend the selected policy

Service Delivery Description: Passenger Vehicle Policy Rocky morning session class

Business Group: GIC1/CORR/CUS/CAPR!
Effective Date: 21 March 2007
Expiry Date: 22 March 2007

Warning - This policy has expired. Modlf\lcl:atlons tothis policy may result in changes to other existing policies that have not expired

Step 1:
Service Delivery Description

[ Nest=s ] ( Save | [Return To Search |

Warning

Enter & Service Delivery Description which reflects the vehicles use within this policy. message

S U ST TS gL HE | Passenger Vehicle Policy Rocky marning session class
Applied to Business Group: |[elslials e lite Nl (clm b e lle L]

: pp_lied to Operating Metro
Applied to Duty(ies): Aclmin - Passenger
21032007
22032007
EXPIRED:
21032007

Status will
show

ol

[xB la] m
HHEE :
T g
oo ; g
ERE 3 2

3

micalefin

Mext == ] [ Save ] [ Return To Search

Your policy status will change to EXPIRED as soon as the Expires On date is reached.
A warning message will also appear on the screen stating “This policy has expired.
Modifications to this policy may result in changes to other existing policies that have not
expired”.

&

If you attempt to replace a vehicle or obtain a quote for an additional vehicle where a
policy has Expired, Fleetscape will revert upward to a Parent policy in the hierarchy of
policies.
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For example, if the DIR Corporate Passenger policy (attached to Business Group
G/C2/DIR/CORP/*) has expired, quotes for vehicles attached to that policy will revert to
the Parent policy which is DIR Fleet Policy (attached to Business Group G/C2/DIR/*).

You have now completed the expired policy section.

Conclusion

You have completed the policy based section discussing:

e Service Delivery Descriptions.
e Operating Environments.

e Vehicle Selection Rules.

e Option Selection Rules.

e Vehicle Duty Statements.

Your agency policy rules are now embedded in the system.

The policy based vehicle selection rules have set the parameters for the online ordering
process supporting replacement and additional vehicle ordering.

Vehicles ordered for lease outside of these parameters will be exceptions and will require
authorisation from delegated officers.

The next section of the manual is Online Ordering.
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