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Document Purpose

To provide users with a manual for the Vehicle Selection module of Fleetscape, including a
step-by-step guide on how to use the Fleetscape system to set up fleet policy and order
vehicles online.

Copyright

As part of the Queensland Government, QFleet asserts the right to be recognised as author
of this material and it will remain the intellectual property of QFleet.

Except for purposes permitted by the Copyright Act 1968, use of this material should only be
in accordance with the copyright statements appearing on individual Queensland Government
web sites. In the absence of such statements, please contact the Administrator Crown
Copyright (Crown Copyright and Intellectual Property) for conditions governing the use of
Queensland Government material.

© Copyright 2005 the State of Queensland.

Disclaimer/Confidentiality

The materials presented in this user manual are distributed by QFleet as an information
source only.

This user manual is for Queensland Government employees who have appropriate
authorisation for its use.

=N
¥ When you see this information symbol used in this manual additional information and
tips about the process will be explained.
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Introduction to Fleetscape

Background

Fleetscape has been developed to provide the Queensland Government and its agencies with
best value fleet management.

Roles and Responsibilities

In each agency, a number of key roles are undertaken by staff in the management of the
vehicle selection process to ensure compliance with whole-of-Government and agency policy.

Elements of the system and users are shown below:

Elements Agency Users

Policy Manager

v

Ordering Officer / Authorising .
P Requesting Officer > Officer > Autho[|5|ng|; 20 =
Level 1 eve

-}‘ Ordering Officer (Operational) ‘

-}‘ Authorising Officer (Operational) ‘

>

-}‘ Policy Manager (Strategic) ‘

Fleetscape User (Tactical) ‘

The responsibilities of staff undertaking roles in Vehicle Selection Policy element are detailed
below:

Role Responsibility

=  Selection of appropriate task descriptions to match
departmental service deliveries.

Agency Policy Manager = Identification, documentation and maintenance of
policies.

=  Maintenance of policies in Fleetscape.

= With agency policy managers translate agency
policy to business rules in Fleetscape.

QFleet Policy Manager =  Conduct quarterly policy review and provide

proactive guidance to agency on policy
development/amendments.

System Administrator = Management of the systems security, access,
troubleshooting etc.
(QFleet)
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The diagram below shows the tasks users will perform during the process of Vehicle
Selection Online Ordering.

Fleetscape Vehicle Selection Process
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The roles and responsibilities for Vehicle Selection Online Ordering element are detailed

below:

Role Responsibility

Authorising Officer =  Authorisation of vehicle replacement requests and
new vehicle requests.

Level 1

= Review of non compliant selection justification

consistent with departmental process.

Authorising Officer = Delegation for the selection consistent with Policy

Level 2 and Budget.

=  Review and authorisation of an additional vehicle
request consistent with budget.

Ordering Officer e .
(Operational Officer) (additional) vehicles.

= Replace vehicles due for return and order new

QFleet Fleet Consultant

= Validation of the quote submitted by the agency
ordering officer.

QFleet Fleet Purchasing | ®  Processing of vehicle orders received from an
Officer

agency through to the manufacturer.
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Key Concepts

Term

Meaning

Service Delivery
Description (SDD)

A name chosen by an agency that reflects the service delivery that
vehicles are selected to support.

Business Group
(BG)

QFleet coding which reflects an agency’s organisational hierarchy. For
example, the Business Group “G/C2/DPW/QFleet” indicates QFleet is
an agency within the Department of Public Works in Portfolio 2 in the
Queensland Government.

Operating
Environment

The environment in which the vehicle is going to be used. For example,
Metro, Regional, Remote.

Duty

Describes the service delivery for which vehicles are going to be used.
For example, Admin — Pool, Ops — Emergency Response Vehicle and
SES.

Vehicle Selection
Rules

Determine the appropriate vehicle configuration/s to meet the service
delivery required in a specific operating environment. Vehicle Selection
Rules are set in accordance with policy.

Option Rules

Are the accessories selected that complete vehicle configurations.

Matching Vehicles

Vehicles available for lease from QFleet which meet your defined
Vehicle Selection Rules and Option Rules defined in the policy process.

Vehicle Duty Reflects a summary of the service delivery the vehicle will perform.
Statement

Glossary

Term Meaning

Body Vehicle shape e.g. sedan, wagon.

Business Group
(BG)

QFleet coding which reflects an agency’s organisational hierarchy.
For example, the Business Group “G/C2/DPW/QFleet” indicates
QFleet is an agency within the Department of Public Works in
Portfolio 2 in the Queensland Government.

Client Code An overarching code that holds a number of Business Groups.
Describes the service delivery for which vehicles are going to be

Duty used. For example, Admin — Pool, Ops — Emergency Response
Vehicle and SES.

FBT Fringe Benefits Tax.

EMOL Fully Maintained Operating Lease.

Formal Extension

An extension for a current client of an existing agreement.

Kerridge

QFleet’s core operating system.

Make

Vehicle Manufacturer e.g. Ford, Holden.

Matching Vehicles

Vehicles available for lease from QFleet which meet your defined
Vehicle Selection Rules and Option Rules defined in the policy
process.

Model

Manufacturer’'s model name e.g. Falcon, Commodore.

Odo

Odometer: the indicator of the number of kilometres the vehicle has
travelled.

26 November 2009
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Operating
Environment

The environment in which the vehicle is going to be used. For
example, Metro, Regional, Remote.

Option Rules

Accessories selected to complete vehicle configurations.

Segment

Model analysis code.

Service Delivery
Description (SDD)

A name chosen by an agency that reflects the service delivery that
vehicles are selected to support.

Variant

The definition of a specific vehicle e.g. (Toyota) Camry sedan
automatic 4 cylinder.

Vehicle Duty
Statement (VDS)

Reflects a summary of the service delivery the vehicle will perform.

Vehicle Registration
Duty

A State charge levied on leasing contracts.

Vehicle Selection
Rules

Determine the appropriate vehicle configuration/s to meet the service
delivery required in a specific operating environment. Vehicle
Selection Rules are set in accordance with policy.

Whole-of-life costing

Whole-of-life costing is only an indication of the monthly expected
total running costs of the vehicle over the lease term. As a guide, it is
intended to allow you to make more informed decisions when
evaluating the financial costs of the lease vehicle in question. Whole
of life costing will be a sum of the following: Lease Costs; Fuel Costs;
Fringe Benefits Tax; and Management Fees (where applicable).

26 November 2009
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Getting Started

P If you require access to Fleetscape, please contact QFleet to obtain a Fleetscape

Access Request form. Complete the form and return it to QFleet and a Username and
Password will be arranged for you.

If you have access to Fleetscape:

Log into Fleetscape via www.dfleet.gld.gov.au.

The QFleet home page will be displayed:

Q tand Home | Site map | Contact us'| Help™ | ERNEMEm
\ ueensian
\\\\ Government - QFleet

About us | Buying a car | Fleet Management | Community | Join QFleet |

1 am looking for... RElReL, ‘Qulcklmks: -
™ -
— Welcome to QFleet
Information for... QFlzet is the Queensland Government's provider of wehicle leasing
- and fleet management services with approximately 13,500
i | vehicles, QFleet provides these services to government
departments and agencies and government-funded organisations,

Fleet Management

OS2
Fleetscape - "

[ Login | Register

— Finlibrsts S anshhns A8 bidhdly To
cas Gold Ambassador
[ Login | Reaiste proudiy supporting

Fatality Free|
FRIDAY
2010
TakeiThelPledEe
fatalityfreeiriday.com

Right to Information (RTI)
DEW's Publication Scheme
and Dizclosure Lag

How do T make an RTI
application

Click on the Login button in the Fleetscape box.

The following screen will be displayed:

Queensland teames | Ssntacti
GoveErmment

_F[eetscapg == L whule—of—gnw;lm ment

. Fleetscape

Username: | I
Password: I

ool your pa
. tl
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Enter your Username and Password and click the Logon button. The following screen will be
displayed:

Queensland Hide Menu | Home | Contact U
Government QFlee
; \ -government
Fleetsca - - fleet management
Recently Added
(Open Al (Close &l) Fleetscape News Y
Logged in a5 barryp (logodt) Documents
= My Account
My Tasks 0)0|0 "
Procurement strategy vehicles

WDr_kﬂDW Malja_gemel'_ﬂ Driver Safety Information Page ‘

2“;‘”33: :'3_1""“’ Lo OFleet vehicle order lead time

F;T M AN Service Delivery and Performance Review Commission's (SDPC) Review of QFleet  change

Reporting-Manager o

Ml OFleet ClimateSmart Action Plan 2007 to 2010 CBD Seminar Fleet Management

" Out of Office Assistant C. idated Invoices Pr. tati

Model Managemert QFleet news

Policies : Changes to Vehicle Lease Terms
Vehicle Selection Client bulletins

User Management (Fleet Vehicle Return letter
Wehicle Returns .

Betasphere FET ] Veficle Model Upates (Feet vehicle delivery changes
Pooling

Global Driver Stare SES, SMO and CEO Vehicle Policy

" &hout Fleetscape Useful Links

[

Fleet management guidelines
GVG Greenhouse Ratings

Fleetscape - Vehicle Selection user manual Checking a QFleet Quote
Fleetscape - FBT user manual RACO

Fleetscape system information CARRS-0

Archived information Mount Cotton Training Services

You can access the latest version of the User Manual from this screen.

The left side of the screen is the task manager bar. Depending on your access level the task
manager bar content will differ.
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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.
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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.

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.

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.

26 November 2009 Uncontrolled when printed Page 11 of 97



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.
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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 o

ne.

An example of what the screen could look like when you have completed entering Vehicle

Selection Rules is illus

trated 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
Fleetscape_ - =z — 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
Government

Edit Policy - use

ervice Delivery Description:
Ausiness Group:

ffective Date:

xpiry Date:

=

e

Show Menu | Home | Contact u

QFlee

whole-of-government

fleet management
o amend the selected policy
Pool

GIC1CORR/AAAAAAAAAAAAAAAAAAAAAAAAARAAARAAAAAAARAAARAAAAAARAAAAALAA

21 October 2009
Step 5
Matching Vehicles

31 December 2009
I alie W gk ol "‘*"‘-'MAW\W" m«m&#rw““&;\“'m‘mf

i N W X

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
Government

Fleetscape

[Service Delivery Description:
Business Groug:

Effective Date

Expiry Date:

. ommrs
Edit Policy - Use this application to amend the selected policy

Show Menu | Home | Contact ul

QFlee|

whole-of-government
fleet management

Pool
G/IC1CORR/AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
21 October 2009

31 December 2009

Step 5:
Matching Vehicles

== Back Save

J

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

Return Ta Search ]

= Filter Matching Vehicle List

e

CE I -

Body Type ‘ Body Type:

N -

Drive ‘ Dirive:

v || Fuet

Cylinders From
Search Status
Included From

to
to
o

1

Status:

[ Fitter Matching “ehicles

I

Clear Filter ]

Found 2 matching vehicle variants.

CHONDA ACCORD EURO LUX NAV 2.4 Auto SEDAN 4Drs Petrol

Luxury Passenger Vehicle Sedan Frant wheel drive iyl Autamatic Petral 211 cof ppm

O TOYOTA CAMRY GRANDE 042L 2.4 Auto SEDAN 4Drs Petrol

Medium Passenger Vehicle SES1 Sedan Frort wheel drive 4oyl Automatic Petral 233 co? ppm

== Back

Return To Search

Select Al

5 seats O Available

5 seats O Available
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The Matching Vehicle list allows you to view vehicle specifications and view vehic
comparisons.

Click on the vehicle description
name (in blue) to display the

le

vehicle specifications. You can

HONDA ACCORD EURO LU AV

then click on the tabs to view e
details like Comfort' Dimensions Kay: (7]~ standard] [ - notavsitable] [ - Ausilabls 5 option]
and Safety etc. Please refer to the

screen across:

safety
Brakes, front

Brakes, front, description

To view vehicle comparisons, Aticooen
click on the [_] box at the left of AR o

Safety, side doar anti-intrusion beams

vehicle description you wish to S
compare. Bhklazs erigiH axhast brals

Brakes, auto descent contral
Audible warning, overspeed type

Audibls warning, sast bak on

Click on the Compare Vehicles s b e ezt
button . Cruize cantral, stearing uhesl suitches type

Park distance control, rear type

Brakes, parking brake, operation

Click on the Close button to B
return to the matching Vehicles b s
screen. F T e e

Crash test rating, pedestrian protection
ABS

Brakes, anti-lock (ABS)

Refine the Matching Vehicles list By
by entering details in Make, e
Model, Body Type, Segment, s

Drive, cylinders, CO2, Seats, S
Status and Included from using Ritoer die

drop down menus and selecting o ot e gt 5
from the lists. Foglights

Lights, frant fog lights

Front Parking Sensor

Click on the Filter Matching Park ditancs contel, front
Vehicles button and only the D
defined vehicles will be listed. Revarse parking Sancor

Park distance contral
Seat Belts
Click on the Clear Filter button to Y
clear your criteria selections. e

firbags. frant side (thorax)

Airbags, rear side (tharax)

Click on the Select All button to side Bars

. . . Airbags, front head/side curtain
tick all boxes — All vehicles will be rage. row e sdide suta
available. Spare Whee!

Spare Tyre & Rim

Traction Control

Click on the De-Select All button Elecwenic wagien control
to untick all boxes — All vehicles I
will be unavailable. Note: You Elestonic stabilty Carel
can also individually tick or untick
single vehicles.

ventilated discs
%}
dises

WA
VLS
/T

Click on Next or Back button, or

Click on Return to Search button and
click on New to create another policy.
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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 | Cantact y
Government QFlee
whole-of-government
fleet management
(Open AI) (Close Al Fleetscape News Recently Added
Logged in as barryp (logout) Documents
= My Accourt

My Tasks O[O0
Workflowy Managemert
Buziness Activity Montor

Procurement strategy vehicles

]

Driver Safety Infermation Page
QFleet vehicle order lead time

HEEEEEEH

?;Tsham Rl Senvice Delivery and Performance Review Commission's (SDPC) Review of OFleet  change

Reporting-Manager =

Reporting OFleet ClimateSmart Action Plan 2007 to 2010 CBD Seminar Fleet Management
" Out of Office Assistant [ lidated nveices Pr itati

Model Management QOFleet news

Policies Changes to Vehicle Lease Terms
Vehicle Selection Client bulletins
User Management (Fleet Vehicle Return letter

Wehicle Returns
Betasphere FBT
Pooling
Global Driver Store SES, SMO and CEQ Vehicle Policy .

" fhout Flestscape Useful Links

Fleet management guidelines

[

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

Service Delivery Des on

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

26 November 2009 Uncontrolled when printed Page 28 of 97



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

Sel Del
TR
g |
ey |
poryone

1 CORRIBAAAAAAAALSALLL v |

Click to edit

=
i policy |

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.

* 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.

26 November 2009 Uncontrolled when printed Page 32 of 97



Online ordering

Ordering a replacement vehicle

Fleetscape will take you through a number of steps to create your vehicle order:

Step 1 — Confirm your details

Step 2 — Build your vehicle

Step 3 — Select your vehicle

Step 4 — Confirm and accept quote

Click on the plus sign next to Vehicle Selection on the left hand menu, then click on Vehicle
Search.

STEP 1
Confirm your Details

To begin, select the vehicle being replaced. You can search for a specific vehicle by entering
criteria into individual fields (eg Rego or Reference) and clicking on the Search button, or you
can look at all vehicles in your fleet by leaving all fields blank and clicking on the Search
button.

The right hand side of the screen provides an explanation of the different statuses listed,
which can assist you in specific search requests by status only (eg Active, Replacement Due).

Hide Meny | Home | Contact us

QFleet

¢ whole-of-government
fleet management

@ Online Ordering Search - Use this application to search for a vehicle

Advanced Search @ Status iz indicated by one of the 15 stages listed:

Reference

Active - The vehicle is not yet due o be replaced,

Replacement Due - The vehicle is within 120 days of its lease end date.

Replacement Commenced - The replacernent vshicle iz within staps 1 and 2 of online
- . T ordering,

Hefress Exop o G G/CL/CORR/CUSACTELMN Mot Replacing - The vehice will be returned, no replacement required.

To Be Extended - The vshicle's original agresmant is to be extended,

New - The new vehicle is within steps 1 and 3 of online ardering,

Quoted - A quote has been received from Fleetscape,

QFleet To Validate - Awaiting a Fleet Consultant to validats the quots,

Awaiting L1 Authorisation - Awaiting L1 Authorisation,

Awaiting L2 Authorisation - Awaiting L2 Authorization,

Authorised - Authoris ation(s) cormpleted.

Ordered - The quote has been authaorised and the vehide is on order,

To Be Returned - The ariginal vehicle is due for return,

tomplated - This vehicle order is completed.

Cancelled - A new vehicle order that has expired due ta inactivity,

263qgw

Base Location

Duty v

[ Search ] [ Hew ] [ Clear ]

= search results

Rsterence <Rsgo — *fWake Modsl [Clint Couo =[Your Rer |Gusiness Group fisse Location-[uty <lenabate <lstatus |

R-263QGW- CAMRY ATEVA Admin -
R 2630GW TOYOTA ;oo 00170270 421375 G/C1/CORR/CUS/LOTALN Mareeba paceanger  13/072009  Rapiscarmant

Due

One itemn found,
1

4=\ If you search by Rego, leaving all other fields blank, a result will only be displayed if
@, the vehicle’s status is Replacement Due . If you cannot find the vehicle you are
looking for, click on arrow next to Advanced Search. This will display more fields to
allow you to refine your search. Tick the Show All box to display vehicles against
every status group.
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©®

\L) You can change the order of results to appear in either ascending or descending

order by clicking on a column title.

When you have brought up your vehicle details, click on the hyperlink under either the Rego
or Reference column, and the following screen will display:

Close

STEP1
Confirm your Details

lelinuea

# Replacing 2630GW, TOYOTA CAMRY ATEYA 042L 2.4 Auto SEDAN 4Drs Petrol.

& Requiring Admin - Passenger vehicle 25000 km annually, Operating in Mareeba

¥ehicle Details

Registration ZEIQEW client Code 00170270

Make TOYOTA Base Location Mareeba

Model CAMRY ATEWA 0421 Duty Admin - Passenger
Yaran o SEDAN 4Drs Petrol Previous Registration 491JAF

2007 Previous Agreement 412896
2003 Driver

Usage Analyser

Latest Odo miDSIDQIQDDS ==+ :43445 Recalculate
km Months km / Month Utilisation
Lease - Contract 50000 27 1251
Lease - Actual 69749 27 2583 139%
Next Action ‘:'\Do not replace ‘S’Replace
FET Data

i Mareeha v Please enter values for both private percentage and home garaging to
o et e —— ensure the resulting FBT forecast is as accurate and complete as possible.
Dperating Enwironment Regional b

4=  This screen will provide you with a Usage Analyser for the vehicle you are replacing.
@ It shows whether the vehicle has been under or over-utilised, and will help you select
the lease kilometres for the replacement vehicle.

If the odometer reading is not current, you can update this by clicking on the drop down

calendar next to the field Date, then entering the correct odometer against Reading. Click the
Recalculate button.

Vehicle not being replaced

If the vehicle is not to be replaced, click on Do Not Replace and you will be advised to “click
the Complete button to indicate that you are no longer required to replace this vehicle.”

Clicking the Complete button will change the vehicle status from Due for Replacement to Not
Replacing. You will receive the following message:
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_Online Orderin

Return to Wworklist

You have chosen not to replace your current vehicle. The vehicle has been deleted from your reorder list.
Please return to your worklist when ready.

Click either the Close button or the Return to Worklist button to take you back to the search
screen.

/@ If you later determine after changing the status that the vehicle will be replaced, send

7 an email to your QFleet Fleet Consultant, who will re-set the status.

Vehicle to be replaced

If the vehicle is to be replaced, click on Replace.

_'_ Onling_OrQerin-g 2 - i

L7

STEP 1
Confirm your Details

Contin ue=

s Replacing 2630GW, TOYOTA CAMRY ATEYA 042L 2.4 Auto SEDAN 4Drs Petrol.

* Requiring SES1 wehicle 25000 km annually, Dperating in Mareeba

— Wehicle Details

Registration ZEIQGEW tlient Code 00170270

Make TOVOTA Base Location Mareeba

Model CAMRY ATEVA 0421 Duty Adrnin - Passenger
Variant 2.4 Auto SEDAN 4Drs Petrol Previous Registration 491JAF

Lease Start Date 16/04/2007 Previous Agreement 412896

Lease End Date 15/07/2009 Driver

Lease Rate (nett) $ 725.09 / Month

— Usage Analyser- 3 = ——
Corfirmthe information | CXKIP <oss | (Realaiita ]
for the replacement km / Month utilisation
Lease - Contract vehicle. All of these 1851
Lease - Actual fields must be 2583 139%
populated to continue

Next Action ODO not replace

FBT Data

| Mareeba L | Please enter values for both private percentage and home garaging to

r , ensure the ing FBT forecast is as accurate and complete as possible.
Operating Environment | Regional vi & T
puy | '

Duty

araging Nig

If they are not already completed, enter the Base Location, Operating Environment, Duty and
Annual Kms fields by selecting from the drop down menus. Note: Any pre-populated
information in these fields is taken from the vehicle you are replacing. You can change any or
all of these defaults by selecting from the drop down menus, or typing in a numeric value.
You will not be able to proceed unless you have a value in each of these fields.
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FBT data should be completed where applicable to allow the system to factor these into the
estimated whole-of-life costs later in the process.

When all fields are completed, click on the Continue button, which will take you through to
Step 2.
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STEP 2
Build your Vehicle

This is where you will build your vehicle by defining the vehicle base and accessories.

| STEP
Build your Vehicle

# Replacing 2630GW, TOYOTA CAMRY ATEYA 042L 2.4 Auto SEDAN 4Drs Petrol.
# Requiring SES1 vehicle 25000 km annually, Operating in Mareeba

Policy Applied: Whaole of Government SES 1 | View vehicle Duty Statement |

\iew Accessories

¥ehicle Base

Vehicle Classification |IZEECHET-4

V¥ehicle Segment

View Accessories
Button

Body Type

Number of doors

Seating Capacity

Fuel Type

Transmission

&= == %] ] =] =] %]

Max Monthly Lease
Cost

The Vehicle Base section is where you determine what type of vehicle to order. The first field,
Vehicle Classification, must be completed before you can proceed. It will only list
classifications allowed by your agency’s policy (e.g. the policy may dictate that only
passenger vehicles can be leased).

Some of these fields will be automatically populated, based on the policies that have been
predetermined by your department. You can further define your vehicle by selecting from the
drop down lists.

The more fields that are completed will limit the number of vehicles that you will be
X7 able to bring up.

Then select any accessories that you require for the vehicle by clicking on the View
Accessories button. The accessories offered are those available within the range of vehicles
that match your definition in the Vehicle Base Selection (e.g. if you select a small 4 cylinder
sedan, it is not possible to select a tray).
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| STEP

Build your

Policy Applied: Whaole of Government SES 1

¥ehicle Base

V¥ehicle Classification
V¥ehicle Segment
Body Type

Number of doors

Seating Capacity

Fuel Type

Transmission

Max Monthly Lease
Cost

2
Vehicle

+ Replacing 263QGW, TOYOTA CAMRY ATEYA 042L 2.4 Auto SEDAN 4Drs Petrol.
# Requiring SES1 vehicle 25000 km annually, Dperating in Mareeba

¥ehicle Accessories

Haover the cursor owver the accessory narme for a full description,

Optional Accessories

(90 1

Available Colours

I R I

## 30 Litres Fuel per Contract

Cargo Barvier

Floor Mats Front

Floor Mats Rear

Mud Flaps Front

Mud Flaps Rear

Reverse Parking Sensor
Roof Rack /Bars

Side Airbags

Towbar

Weathershield Driver
Weathershield Passenger

Window Tint

Body Colour (Metallic)
Body Colour (Solid) Black
Body Colour (Solid) Red
Body Colour (5olid) White
Body Colour (Solid) Yellow

Solid Paint

Clear Accessories

Conlinuea

@
N4
de-selected.

Mandatory accessories that come directly from a policy are listed at the top, and
cannot be de-selected. Any accessories that form part of a minimum safety
specification for Queensland Government vehicles will also be listed, and cannot be

Click on the relevant boxes in the Optional Accessories to select accessories. If you need to
return to the vehicle base field, press the Clear Accessories button, however you will be

required to click on the View Accessories button again before proceeding (you don'’t have to
actually tick any of the accessories if you don’t need any). Click Continue to proceed to Step

3.

Your choice of accessories will determine the number of matching vehicles that are
available in Step 3 (e.qg. if you select engine immobiliser as an accessory, you will

only be shown vehicles that are able to have an engine immobiliser fitted to them).
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STEP 3
Select your Vehicle

A list of matching vehicles will be displayed:

Click on the Contact [Contact QFleet
QFleet button if you -
require assistance at this
| \\ point
RY ATEYA 042L 2.4 Auto SEDAN 4Drs
cle 25000 km annually, Operating in Mareeba
The prices shown below are indicative only.
For a firrn quotation on a lease select a lease rate to quote on, and click on the "Guote" button,
‘Whale of life cost is calculated based on vour current vehicle's usage and should be taken as a guide only for budgeting purposes
Matching ¥ehicles: sorted by 24 month lowest indicative Whole of Life cost, click 12 mth, 24 mth, 36 mth to resort
18 ¥
i — M.I
2,0 Man - @ Quote|
HATCH S5Drs  MiA s
Petrol
corp €1 Focus ) -
Greenhouse Rating: 7 L3 _]
2.0 Man e = Quote
o O C0, gfkm: 170 SEDAN 4Drs MiA $1,043.03 495321 HiA [Qucte]
Petrol
nassan E1E TIIDA Q C11 A -
Greenhouse Rating: 6.5 % ] j
Man HATCH ~ = [ouote
o 0 €O, afkm: 182 SCie Dabial MiA 41,064,223 $967.69 HiA (2ot
& Spead
corp EIE Focus )
D D Greenhlfusle Rating: 6.5 2.0 Auto ] O |Q
€0, gikrn: 192 HATCH SDrs MAA $1,1023.82  $1,008.30 HEA -
Petrol
coro €15 Focus A
D D groeenplfuslellg;tlng: 6.5 2.0 Auto ] O |g
2. JRON SEDAN 4Drs  MPA $1,103.82 $1,008,90 NiA
Petral
NISSAM @ EJ SRR R ~
S : MKZ - 1.8 ) ()
Greenhouse Rating: 6.5 Quote
O = 2o, afkm: 187 Auto HATCH  yea 4111871 $1,013.89 [0S ® [Quote]
E SOrs Petrol
rorp Bl = FOCUS GHIA N
| F Greenhouse Rating: 6.5 ;Tt- zl-ligTCH O Qo |g Quote
CO, gfkm: 192 D MiA $1,163.61 $1,051.27
:z SDrs Petrol
il = FOCUS GHIA ;
0 0 EDRDh@QR o e e 9] 0] A maximum of 10 vehcles
reenhouse Rating: 6, .
o, gikm: 192 s ’:;t"-‘ EEEA'I“ MiA $1.16361 $1,051.27 will show an the screen.
2 rz Petro -
- Click on the More.. button
HYUNDATI @[EJ ELANEE S i
Eape : ELITE 'S’ HD ~ fo view more
reenhousze Rating: 6.5 1§ C.\
O O o, gfkm: 186 patiaute
Felasiit SEDAN 4Drs MiA o $1,220.800 $1,088.13
Petral
mazoa &= EUSXPUZRSY = = c
Greenhouse Rating: & i3] ]
2,3 Auto o @ Quote
o O Co; afkm: 203 SEDAN 4Drs MiA o $1,287.91 $1,179.86 HiA S (Quots
Petrol

If you require assistance at this point, click on the Contact QFleet button. The following
screen will ask you to complete your details which will be sent to your Fleet Consultant, who
will contact you by telephone to assist you with your quote:
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2} hitp:{fwww.fleetscape.qgfieet.qld.gov.au - QFleat Common Desktop Environment - Microsoft Internet Explorer

_Online Ordering

Send Details o [

e
¢ Contact My QFleet Fleet Consultant

Your Fleet Consultant can be contacted on the following details Alternatively, if you would like a fleet conzultant to contact you to
provide some assistance, please complete your details belaw

Contact Name: iShannon Townsley |
|

Mame: Catherine Conaty

Position: Project Officer
Telephone: 2224 5058 -
_ nnontownsley@qgflest. gld. gov. 5
Fax: 32278216
Ernail: catherine, canaty@gflest. gld.gov, au Communication: -

Preferred Contact [2rmrediazdiy =
Hours: L =

Complete your contact details and then click on the Send Details button to contact your Fleet
Consultant. Click the Return to List button to return to the list of matching vehicles.

The prices of the vehicles at this stage of the quotation are for whole-of-life costs. The green
shading indicates the cheapest whole-of-life cost.

Note: the screen will display a maximum of 10 vehicles. If there are more vehicles available,
the remaining list can be viewed by clicking on the More button at the bottom of the screen.

4=\ You can limit the number of matching vehicles displayed and view only specific

@ vehicles: Under the first column, tick the boxes of the vehicles you wish to view, and
click the Hide button. This will remove all other vehicles that haven't been ticked from
view. If you wish to view them again, click the Show button.

A4

4=\ You can also view a ‘side by side’ comparison of vehicles. Under the second column,
-/ tick the boxes against the vehicles you wish to view, and click the Compare button.
This will open a Vehicle Comparison screen.
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Press the Return to List
button when you are

eneral

General
Marque
Model
Series
Modal vear
Grade
Market Body
Version
Country of
Build

Wehice Name

Transmission
Fuel

Final Drive
Location

Body Style
Releasze Date

Rezearch
Status

Recommended
Retail Price
(AUD)

Body
Construction

# ¥Yehicle Comparison

Key: [El - Standard]

FORD FOCUS ZETEC LT

MISSAM TIIDA O C11 MKZ

finished.

Return to List

MAZDA 3 5P23 LUXLRY

2.0 Man SEDAN 4Dtz Petrol 1.8 Man HATCH SDrs Petrol & Speed 2.0 Auto SEDAN 4Drs Petroi

(Sedan / Manual)

15 - Mot Available]

(Hatchback / Manual)

[

(Sedan / Autornatic)

' - Awailable as option]

Ford Hyundai
S Click on the different Elantra
i fabs to view a [Met on file]
z007 comparison of the 20086
ZETEC vehicles' features i
40 Sedan 40 Sedan

S man 2,0L d4cyl Petral

South Africa
Ford Focus LT 2007 ZETEC

4D Sedan - 5 man 2.0L
4eyl Petral

Manual

Petral
Front

Sedan

01-Jul-2007

approved

26,490

monocoque

Hatchback - & man 1,50 4oyl Petrol

& man 1.8L 4cyl Petral 4 auto 2,00 4cyl Petrol

Thailand South Korea

Hyundai Elantra 2006 Elite 5

40 Sedan - 4 auto 2,0L deyl
Petrol

Mizsan TIIDA C11 2007 Q 4D

Manual Autaornatic (epicyclic)
Petrol Petrol
Front Front
Hatchback Sadan
01-lan-2007 01-Sep-2006
approved approved
22,990 28,990
monocogque monocogque

2.3 Auto SEDAM 4Drs Petrol
(Sedan / Autornatic)

Mazda
MAZDAZ
[Mot an file]
2008
SP22 LUKURY PACK
40 Sedan

5 auto 2,3L 4oyl Petrol

Japan
MAZDA MAZDAZ 2008 SP23

LUXURY PACK 4D Sedan -
S auto 2.3L 4oyl Petrol

Autormatic (epicyclic)

Petrol
Frant

Sedan

O1-Apr-2003

approved

33,880

ronocogue

Click on the Return to List button to take you back to the list of vehicles.

The following are some tips to help you navigate around the screen:
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| 2 STEP 3
I 1 Select your Vehicle

» Replacing 2630GW, TOYOTA CAMRY ATEYA D42L 2.4 Auto SEDAN 4Drs Petrol.
* Requiring SES1 vehicle 25000 km annually, Dperating in Mareeba

The prices shown below are indicative only.
For a firmn quotation on a lease select a lease rate o quote on, and click on the "GQuote" button,
vour current wehicle's usage and should be taken as a guide only for budgeting purposes

Click on any of the grey arrows
in the Make column to see more
information about fuel
consumption and greenhouse
ratings

estindicative Whole of Life cost, click 12 p

Click on any of the grey
arrows in the Costs column
to see a further breakdown
of whole-of-life costs

D Greenhousay Yating: 7

O

S0, afkmi 18D CEDAM 4Drs  MPA  $1,043.03  $o53.21 HiA
Petral
NISSAN &= TIIDA G
Greenhouse Rating: 6.5 C11 MKZ - o —
=] COo gfkm: 182 1.8 Man | | S ;l b
HATCH SDrs wea 41,064.23  $967.69 [TE &
5 7 Petral &
Click on the Internet E Speed
Explorericonto open the Cost /km  $0,00 $0.51 $0.46 $0,00
manufacturer's We_b page g:f:l::‘ $0.00 $12,770.76 $11,612.28  4$0.00
about that vehicle Lease /mth $0.00  $842.81 $751.47 $0.00
Fuel /mth  $0.00  $205.83 $205.83 $0.00
FBT /mth  $0.00 $0.00 $0.00 $0.00
Options /
st $0.00 $14.17 $9.44 $0.00
Towbar
i (= FoCUS
| | g?etgh%gating: 6.5 EEJZ(.:_.!;T B O &) =
G0, afkmi 192 HaToH SDrs MAA  $1.103.82  $1,008.90 HiA

Lease costs are displayed in columns of 12, 24 and 36 months, depending on the annual
kilometres that you entered in Step 1. If you wish to view the cost for 18 or 30 months, select
from the drop down arrow and click on the Calc button. Note: These are indicative whole-of-
life rates. In the next section you will be able to calculate your lease with any lease term (e.g.
22 months).

You can request a quote for any vehicle displayed in the list by clicking on the Quote button.
You will be presented with the following screen to complete:
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STEP 3
Select your Vehicle

GW, TOYOTA CAMRY ATEVA 042 2 SEDAN 4Drs Petrol.

a
Requiring SES1 vehicle 25000 km annually, Operating in Mareeba

QFlect reserves the right to change a lease withaut notice where diracted by authority of the Queensland Government

or where a change in law or regulation, including taxation, is imposed upon QFleet. Further, whilst QFlect takes avery measurs
to ensure that procuremant of the request ushicle is sacured, changes imposad by manufscturars sfter 5 lease has baan creatad
may render that lease agreement void.

ate: frelds vith (%) denote mandatary fields and raust ba complated

Submit Return to List

Replacement Vehicle

vahicla: FOCUS GHIA LT - 2.0 Auto HATCH 5Drs Petrol &)

GVG Greenhouse Rating: 6.5

Client: LOTUS GLEM CORRECTIONAL GENTRE

Lease Terms: |24 | menths, |s0000

Lease Type: Wehi Fully Maint Oper Lease

Contract Features

onal Tyres - ALL - Comprehensive Insurance

Private Use (*) [ [PIllPrivate Plated (1) Mo ~|

Your Reference () Motor club (%)

A
2
2

Vehicle Colour

colour Group (*)

=
5
<€

Colour Option (*)

b'\II

Vehicle Option:
Vou haus raquestad the follawing accessaties

owhar (*)

Hauer the cursar ouer the accassory nama for 3 full description,

<

Mote: any text entered here will cause the quote to be sent to a QFleet consultant for completion

nal notes

I

Costing

Whole of Life costing is given as an indication only of the monthly expected total running costs of the vehicle over the lease term.
As = guide, it is intended to sllow you to maks mars informed decisions when sualuating the financisl casts of the lsass ushicls in
question.

QFleet Charges Whole of Life Costing (Indicative only)

Met Rate 245,08 Total Rate (see left)  § 928.53

GET § 84,50 Accassories $17.42

GST Incl Rate § 929,53 Fringe Benefits Tax 4 0.00

HD ¢ 0.00 Fuel 4 216.67

Total Rate $920.53 Management Fas 4 0.00
Total WOL Costing $1,163.61

Delivery Details

Required By 15/07/200%
special Instructions

Contact Details

Location () ~

Your Details Alternate Contact

Name Catherine Conaty pame ]
Phane 3224 5058 _
Fax 32278718

Ernal

catherine, conaty@qfleet.qld. gov, su
Driver or Pooling Manager Details

. TEE

GENERAL

The following is a breakdown of the information that needs to be completed in each field:

Replacement Vehicle

vehicle:

Client:
Lease Terms:

Lease Type:

% fmn _pals. Contra:
el

GVG Greenhouse Rating:

Replacement ¥ehicle

FOCUS GHIA LT - 2.0 Auto HATCH 5Drs Petrol @
6.5

LOTUS GLEN CORRECTIONAL CENTRE

24 rmonths, |S0000

Weh: Fully Maint Oper Lease

{
¢
(

T 3 TSR LT e S S L =y o

* Lease Terms - if you require an alternative lease term to what has defaulted, enter the

new details in the Lease Terms field. Your lease terms should be based on your previous
vehicles’ utilisation.

Contract Features

Contract Features

Addi
Re

red

Private Use (*]) Mo
Your Reference (*)

nal Tyres

IR Private Plated ( Mo
Motor Club (*)

. m ALL - Comprehensive Insurance

u

WY P Y e i gl PRY o VSR SN )(
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« Additional Tyres Required — replacement tyres are not included in the lease rate unless
you specify the number of additional tyres required.

» Private Use — is the vehicle for Private Use? Defaults to No.

* Your Reference — this is a free text field to add your own reference number.

e Insurance - this will default to QFleet’s current insurer.

« Private Plated — this will default to No.

e Motor Club — will default to ‘Breakdown Service’ unless the Private Plated field is changed
to yes. Vehicles with private plates get full RACQ Membership.

Vehicle Colour

¥ehicle Colour

Colour Group (%) v
[Colour Option (*) w

e Colour Group - this is where you choose between a metallic or a solid colour.
e Colour Option — select from the range of colours available in the colour group.

Vehicle Options

V¥ehicle Options -
“fou have requested the following accessaries, Hover the cursor over the accessory name for a full description, ‘

v )

Mote: any text entered here will cause the quote to be sent to a QFleet consultant for completion,

E
Additional notes

\_*‘v‘ rm\. 'm—'--\‘_ .."‘“~._'.qu -wm-’“'n ."\.\“_\_‘**__.'—"

« Accessory choices will need to be defined by clicking on the drop down menu and
selecting the accessory from the list.

e Standard Accessories will be identified by the letters (STD) when selecting from the drop
down menu.

e Additional Notes — any text that you enter in to this field will cause the quote to be sent
to a QFleet consultant for completion. In this field, you can add any accessories that were
not listed in step 2. When listing accessories, please number them, e.g. 1) Floor Mats, 2)
Engine Immobiliser 3) 12 Volt Plug.

This field can also be used to add messages to the consultant e.g. Replacing Vehicle
write-off, please source.

Costing
Whole of Life costing is given as an indication only of the monthly expected total running costs of the vehicle over the lease term. (
Az a guide, it is intended to allow you to make more informed decisions when evaluating the financial costs of the leaze vehicle in
question. ‘
Fleet Charges Whole of Life Costing (Indicative only) ,
Met Rate $ 545,03 Total Rate (see left) $ 929,53
GET % 84,50 Accessories $17.42 3
G5T Incl Rate $ 929,53 Fringe Benefits Tax % 0,00 ’
HD $0.00 Fuel $ 216,67 ‘
Total Rate $920.53 Managernent Fee % 0,00 ;
Total WOL Costing $1,163.61 )
+vng il .- - e i i . " anani, gt sl
BNl gt ittt oph el b o gphe , o e f s

* QFleet Charges shows a breakdown of the GST charges.
*  Whole-of-life costing (indicative only) is an estimate of the whole-of-life monthly cost and
includes expenses such as FBT, Fuel etc.
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Delivery Details

Delivery Details

B W,
- .
P _W_“J.I\.’IVA,M “alhe e g, 0=ﬁ’ . ‘-‘.‘JMW“‘ \ /

* Required By — this will default to the lease end date of your current vehicle. Vehicles must
be ordered 120 days prior to the contract end date of your current vehicle.

e Special Instructions — special delivery instructions.

« Location — enter the location of the nearest suburb where you would like to collect the
vehicle.

Contact details

Contact Details

Your Details Alternate Contact ‘

Marne Catherine Conaty _ ’

Phone 3224 5058 _

Fasx 22278216 j

Ernail catherine. conaty@qgfle=t. gld. gov, au ,
" 4

L - s s il ol . “t-ﬂ"-*-t‘._\_,"\ -.-"\_h '—ﬂ"—-u-“,.u_l"' ‘-M"\*.\,\ R / /“-‘.‘ .

e Your Details — the system will load your details here.
< Alternate Contact — you can enter details of a second contact here.

Driver Details

Driver or Pooling Manager Details

S
&
«...M.J.r‘- —&-\."-._ AP it sl _“p’ g wu.--»"’“-_n-"‘\\ T o

« Name — enter the details of the actual driver of the vehicle. If the vehicle is a pool car,
enter ‘Pool Vehicle’ in this field.
« If the vehicle is for an SES officer, choose the relevant level from the drop down selection.

When you have completed all of the fields, click on the Submit button.
If the quote is unable to be completed for any reason, e.g. accessory pricing is unavailable,

you will receive a message (see screen below). The quote will be referred to your QFleet
Fleet Consultant who will contact you as soon as possible to assist with completion.
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Online Ordering

STEP 3
Select your Vehicle

# Replacing 2630GW, TOYOTA CAMRY ATEYA 042L 2.4 Auto SEDAN 4Drs Petrol.

= Requiring SES1 vehicle 25000 km annually, Operating in Mareeba

Thank you for submitting your quote.

Your quote has been placed in a queue.

Due to the configuration of the requested vehicle, your quote could not be completed online. Your details have
instead been passed to a fleet consultant who will progress your quote and contact you with the result, in the
mean time, your quote will remain in a pending state. Click here to go back to your search results.

A workflow task has been created to process your quote.
An email will be sent to this address: catherine.conaty@gfleet.qld.gov.au when the quote has been processed.

If the quote does not require any assistance by your Fleet Consultant, you will either see the
following screen which indicates that the quote is being processed, or you will receive a quote
immediately with an agreement number:

Online Ordering

STEP 3 - Select the vehicle

STEP 3
Select your Vehicle

* Replacing 2630GW, TOYOTA CAMRY ATEYA 042L 2.4 Auto SEDAN 4Drs Petrol.

» Requiring SES1 vehicle 25000 km annually, Dperating in Mareeba

Thank you for submitting your quote.

Your quote has been placed in a queue.

You can wait here to see your completed quote.
Alternatively, click here to return to your matching vehicle list where your quote status will be displayed.

If you receive a quote with an agreement number, click on the Print Version button to print out
a copy of the quote. Click on the Return to List button to take you back to the list of vehicles.
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- Click on the Print

:‘3 Print Yersion :

Version button to print
| _ the guote

EP 4
v nd Accept Quote

» Replacing 2630GW, TOYOTA CAMRY ATE¥A 042L 2.4 Auto SEDAN 4Drs Petrol.
= Requiring SES1 vehicle 25000 km annually, Dperating in Mareeba

vithout notice where directed by authority of the Queensland Government
fing taxation, is imposed upon QFleet. Further, whilst QFleet takes every measure
thicle is secured, changes imposed by manufacturers after a lease has been created

Return to List

to ensurg
rmay rend

Agreement Acceptance
AGREEMENT NUMBER: 463739

The Return to List

Replacement Yehicle s
button will take you

Vehicle: FOCUS GHIA LT - 2.0 Auto HATCH 5Drs Petrol &1 back to the list of
GVEG Greenhouse Rating: 6.5 vehicles
Client: LOTUS GLEN CORRECTIONAL CENTRE

Lease Terms: 24 months, 50000 km

Lease Type: Weh: Fully Maint Oper Lease

Quote Status: Available

Your Reference: 123456879

Replaced Vehicle Rego: DEIEW

Date Created: 23/10/2009

- Contract Features

Additional Tyres Private Plates {non QG) *Yes

2

Required Motor Club RACQ Membership
Insurance ALL - Comprehensive Insurance

Registration and CTP ez

insurance

Vehicle Options

## 30 Litres Fuel per
Contract

Body Colour (Metallic)

#4# 20 Litres Fuel per Contract(STD)

Flum Bluszh
T/Bar 750Kg Smalfnd Plugs Ball
Standard Trim(5TD)

Towbar
Trim (Standard)

Costing

Whole of Life costing is given as an indication only of the monthly expected total running costs of the vehicle over the lease term.
As a guide, it is intended to allow vou to make more informed decizions when evaluating the financial costs of the leaze vehice in
question,

Payment Terms: Manthly in Advance

QFleet Charges Whole of Life Costing (Indicative only)

Met Monthly Rate $ 855,01 Total Monthly Rate (see
$ 976,81

GsT §.88.80 above)
GST Incl Rate $ 976,81 Accessaries $17.42
HD» 4 0.00 Fringe Benefits Tax $ 0,00
Total Monthly Rate $976.81 Fuel $ 216,67

- '| Management Fee $ 0.00

Total WOL Costing $1,210.80

(Monthly rate)

To submit your quote, you need to click on the box next to Available, and then click on the
Complete button:
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|Contact QFleet] |

Step2-Clickonthe
Complete button Complete (g

The prices shown below are indicative only.
For a firrm quotation on a lease select a lease rate to quote on, and click on the "GQuote" button,
‘Whale of life cost is calculated based on your current vehicle's usage and should be taken as a guide only for budgeting purposes

Matching ¥ehicles: sorted by 24 month lowestindicative Whole of Life cost, click 12 mth, 24 mth, 36 mth to resort

FORD @ El

ZETEC LT -

Greenhouse Rating: 7 |2 )
O O colarkm: 170 £:3Man
3. G4 SEDAM 4Drz MAA $1,043.03  $953.21 MfA
Petrol
NISSAM @@ LIEE e
i C11 MEZ -
Greenhouse Rating: 6.5 1.6 Man (“ O
] IF1 co, afkm: 182 G -
- MiA $1,064.23 $967.69 MiA
SOrs Petrol
& Speed
FORD @EJ o
. ZETEC LT - ~
Greenhouse Rating: 6,5 L) C.‘
O O o, gfkmy 192 < fl:Ato =
2 QLRI HATCH MWiA o $1,103,82 $1,008.90 MiA
SDrs Petrol
FORD @EJ GEELS
. ZETEC LT - ~
Greenhouse Rating: 6.5 ) C.\
O O 2o arkm: 192 2t 5
g SEDAN 4Drs  MA $1.103.82
Petrol =
= = TIIDA @
HISSAN @D. C11 MKZ - = Step 1 - Select the quote
D D Greenhouse Rating: 6.5 Lot Airte ($) that isht d
€O, gfkm: 187 HATCH WA $1.118.71 a_ You WIIS .0 procee
5Drs Petrol with by clicking on the
corp B1= FoCUS Available box
ey . GHIA LT - ~
Greenhouse Rating: 6.5 )
Ll O o, gfkmy 192 < llrito =
L afkm: HATCH MiA o $1,163,61
SDrs Petrol
Prov Agree: 463739
Your Ref: 123456879 $1.210,89
Lease Termis: 24m /5000 0km
FORD @EJ FREHS
. GHIA LT - ~
Greenhouse Rating: 6.5 ) C.\
O O o, gfkmy 192 2:lrita =
29 SEDAN 4Drs  NAA $1,163.61 $1,051.27  M/A
Petrol
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) STEP 4
Confirm and Accept Quote

Click on the Submit for Authorisation button. This will send the order details to the authorised
officer within your agency for approval.

STEP 4
Confirm and Accept Quote

Click on the Submit for
Authorisation button

* Replacing 263QGW, TOYOTA CAMRY ATEVA 04
#* Requiring SES1 vehicle 25000 km annually, O

Subrnit for Authorisation

Your provisional agreement number - 1 is detailed below. To proceed to arder the vehicle, click an the "Submit for Authaorization”
buttan which will send the order details to the authorised officer within your agency for approval. Approval by your authorised officer will
be required within 14 days of the date of the provisional agreement. Please ensure that the terms of and conditions of the lease as

outlined are acceptable to vour agency,
Return to List

Agreement Acceptance
AGREEMENT NUMBER: 463739

Replacement ¥ehicle

Vehicle: FOCUS GHIA LT - 2.0 Auto HATCH 5Drs Petrol 2]
GVG Greenhouse Rating: £.5

client: LOTUS GLEM CORRECTIOMAL CEMTRE

Lease Terms: 24 ronths, 50000 km

Lease Type: weh: Fully Maint Oper Lease

Quote Status: Awailable

Your Reference: 123456879

Replaced V¥ehicle Rego: ZEIQEW

Date Created: 23/10/2009

Conbract Features

Additional Tyres Private Plates (non QG) ‘ez

2

Required Motor Club RACG Marmbership
Insurance ALL - Comprehensive Insurance
Registration and CTP Yes

insurance

V¥ehicle Dptions

£#.30 litves Fuelper: ## 30 Litres Fuel per Contract(STD)

Contract

Body Colour (Metallic) Plurm Blush

Towbar TFBar 7S50Kqg Smalknd Plugs Ball
Trim (Standard) Standard Trimn(STD)

Delivery Details

Required Delivery Date 20/10/2009 Delivery Location Alderley
Special Instructions Operating Location Mareeba
Costing

Whole of Life costing is given as an indication only of the monthly expected total running costs of the vehicle over the lease term.
Az a guide, it is intended to allow you to make more informed decisions when evaluating the financial costs of the lease vehide in
question,

Payrment Terms: Monthly in Advance

QFleet Charges Whole of Life Costing (Indicative only)
Met Manthly Rate % 588,01 Total Monthly Rate (see
$ 976,81
GST $ 88.80 above)
GST Incl Rate § 976,81 Accessories $17.42

The screen will then show that the quote has been submitted. If you wish to print out a hard
copy of the quotation, click on the Print Version button and then on the printer icon.
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" Online Ordering

* Replacing 2630GW, TOYOTA CAMRY ATEYA D42L 2.4 Auto SEDAN 4Drs Petrol. {
= Requiring SES1 wehicle 25000 km annually, Operating in Mareeba i

[ Print Mersion ] [ Return to Waorklist ]

The quote for agreement number 463739 has been submitted. Your order details have been sent to the autharized officer within your
agency for approval. Approval by your authorised officer will be required within 14 days of the date of the provisional agreerment,

Thankyou for using the online ordering system.

M“&"f?&g},ﬁgf‘fwm . _ﬂ%w o SRR S Y S

You have now completed your request for your replacement vehicle. The request will be
submitted through Fleetscape to an Authorising Officer for approval at Level 1. If required, the
request will then be forwarded to a Senior Authorising Officer for approval at Level 2.

You will receive notification by email that:
e Your request has been authorised at Level 1.
* Your request has been authorised at Level 2 (if appropriate).

QFleet will receive your request and you will receive notification by email that your vehicle is
on order.
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Ordering an additional vehicle

Fleetscape will take you through a number of steps to create your vehicle order:

Step 1 — Confirm your details

Step 2 — Build your vehicle

Step 3 — Select your vehicle

Step 4 — Confirm and accept quote

Click on the plus sign next to Vehicle Selection on the left hand menu, then click on Vehicle

Search.

STEP 1
Confirm your Details

For an additional vehicle, click on the New button, and the following screen will appear. Enter
information in all fields, using the drop down arrows to make selections. Note: FBT Data is
optional, but should be completed where applicable to allow the system to factor into the
estimated whole-of-life costs later in the process:

STEP1
Confirm your Details

a Back Conlinuez

#» Create a new ¥Yehicle Request

Nota: fields with (%) dencte mandatory flelds and must be complated

Business Group or Client

5] L
Base Location (*) |
?‘P)erating Environment I -

Duty () [ ]

Annual kms (*) | v

FBT Data

Please enter values for both private percentage and home garaging to ensure the resulting FBT
forecast is as accurate and complete as possible.

Private Use %

Home Garaging Nights u]

4= If you are unsure of which client code to use, enter the first four digits of the client
@ code, or do a partial word search and it will bring up a list of possible codes that you

can select from (see below):
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» Create a new ¥ehicle Request

bote: fieids with (%) dencte maendstory

Business Group or Client P 3
0004
‘

Type in the first four letters
of the client code, ordo a
partizl word search and the
system will bring up a list of
clients to choose from

Cnnllnueﬁ

Click the Continue
button when you
have completed all
of the fields

00040110
00040113
00040114
000401158
00040120
rexpaw 00040130
Foracastis 2 coaraon and Eampler] 00843140
00040160
00040170
00040133
00040141
00040142
00040143
00040144
00040210
00040220
00040250
00040260

CEWTRAL OFFICE - G/C4/ED/EQ/CEQ/R O - Central Office

DO NOT USE - EDUCATION DEPARTMENT - G/OBSELETEEDUC - G/OBSELETEEDUC

M8 PROJECT - G/C4/ED/EQ/CEQ/MSE - MES Project

CEWTRAL OFFICE PROPERTY MANAGEMENT - G/ C4/ED/EQ/CEQYREGLIT - Central Office Property Managerent
CENTRAL OFFICE PM - EXECPRIN - Gf C4/ED/EQf CEQ/ERECPRIN - Executive Principals

TOMORROWS SCHOOLS - G/ C4/ED/EQ/CEQ/TMORROW - Education Queensland - Tarmarraws Schaals
INFORMATION STRATEGY BRANCH - G/C4/ED/EQ/CEQ/INFOSTEN - Education Queensland-Infarmation Stategy...
DO NOT USE - EDUCATION DEPARTMENT - G/OBSELETEEDUC - G/ OBSELETEEDUC

DO NOT USE - EDUCATION DEPARTMENT - G/OBSELETEEDUC - GfOBSELETEEDUC

BRISBANE SCHOOL OF DISTANCE EDUC - &/ C4/ED/SCH/GBN/BS - Brisbane South District Schoals

URBAN EEC - GfC4/EDfSCHGBM/BC - Brizsbane Central snd West District Schools

TOOHEY FOREST EEC - G/ C4/ED/SCH/GBN/BE - South East Brisbane District Schools

EARLY CHILDHOOD EDUCATION AND CARE - G/C4/ED/EQ/EARLYCHILD - EARLY CHILDHOOD EDUCATION AMD CARE
1585 PROJECT - G C4/ED/CAPS/ISSS - 1S5S Project

CORPORATE & PROFESSIONAL SERVICES - G/C4/ED/CAPS/CEC - Carparate and Professional Service - Cent..,
EDUCATION HOUSE E&T - GfC4/EDYTRN/CENTRALOFF - Educstion Queensland - Training Services - Centr...
CENTRAL OFFICE - Gf C4/ED/TRN/CENTRALOFF - Education Queensland - Training Services - Central Hea...
TRAINING OMBUDSMAN E&T - G/ C4/ED/ TRM/ CENTRALOFF - Educstion Queensland - Training Services - Cen...
SKILLING SOLUTIONS E&T - &/C4/EDyTRN/CENTRALOFF - Education Queensland - Training Services - Ce...
EMERALD EDUCATION OFFICE - G/ C4/ED/EQ/FCW/EM - Emerald District Office

DYSART STATE HIGH SCHOOL - G/ C4/ED/SCH/ MY W/ME - Mackay - Whitsunday Districk Schools

SCHOOL OF DISTANCE EDUCATION - Gf C4/ED/SCH/FCW/CQ - Central Queensland District Schaols

CAMP FAIRBAIRN OUTDOOCR ED CNTR - G/ C4/ED/SCHIFCW/ CW - Central West District Schoals

When all fields are completed, click on the Continue button, which will take you through to

Step 2.
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STEP 2
Build yvour Vehicle

This is where you will build your vehicle by defining the vehicle base and accessories.

| Close

| =1 STEP 2
i Build your Vehicle

Request: N-74192
cle 10000 km annually, Operating in Rockhampton

Vehicle Base
Section

e Rates Book - Demo [ View Yehicle Duty Statement J [Disable Policy]

The Veficle

Classification
field must be
completed  JF*°

¥ehicle Base

Vehicle Classification
V¥ehicle Segment

Body Type

Number of doors
Seating Capacity

Fuel Type

Transmission

Max Monthly Lease
Cost

The Vehicle Base section is where you determine what type of vehicle to order. The first field,
Vehicle Classification, must be completed before you can proceed. It will only list
classifications allowed by your agency’s policy (e.g. the policy may dictate that only
passenger vehicles can be leased).

Some of these fields will be automatically populated, based on the policies that have been
predetermined by your department. You can further refine your selection by choosing from the
drop down lists. Note: The more fields that are completed will limit the number of vehicles
that you will be able to bring up.

Then select any accessories that you require for the vehicle, by clicking on the View
Accessories button. The accessories offered are those available within the range of vehicles
that match your definition in the Vehicle Base Selection (e.g. if you select a small 4 cylinder
sedan, it is not possible to select a tray).

4= Your choice of accessories will determine the number of matching vehicles that are
@ available in Step 3 (e.qg. if you select engine immobiliser as an accessory, you will
only be shown vehicles that are able to have an engine immobiliser fitted to them).

Note: Mandatory accessories that come directly from a policy are listed at the top, and

cannot be de-selected. Any accessories that form part of a minimum safety specification for
Queensland Government vehicles will be also listed, and cannot be de-selected.
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STEP 2
Build your Vehicle

le Request: N-74192

ring Admin vehicle 10000 km annually, Operating in Rockhampton

Conrinuec

Policy Applied: Fleetscape Rates Book - Demo

Vehicle Base -

¥ehicle Classification

Vehicle Segment

Body Type
Number of doors
Seating Capacity

Fuel Type

Transmission

Max Monthly Lease T
Cost L

Clear Accessories

V¥ehicle Accessories
Hover the cursor over the accessary narme for a full description.

Optional Accessories

EHEHENENENEHENELEENENENENENE NSNS

Fuel per Contract

ABS

Accessory Power Dutlet
Air Conditioning

Alarm

Bonnet Protection
Brake Assist

CD Player

Cargo Barrier

Cruise Control

Driver Airbag

Drivers Knee Airbag
Electronic Brake Force Distribution
Engine Immobiliser
Floor Mat Second Row
Floor Mats Front

Floor Mats Rear

Foglights

Click on the relevant boxes in Optional Accessories to select accessories. If you need to
return to the Vehicle Base field, press the Clear Accessories button, however you will be
required to click on the View Accessories button again before proceeding (you don'’t have to
actually tick any of the accessories if you don’t need any). Click Continue to proceed to Step

3.
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STEP 3
Select yvour Vehicle

A list of matching vehicles will be displayed.

The prices of the vehicles at this stage of the quotation are for whole-of-life costs. The green
shading indicates the cheapest whole-of-life cost.

Note: the screen will display the cheapest 10 vehicles. If there are more vehicles available,
the remaining list can be viewed by clicking on the More button at the bottom of the screen.

4=, You can limit the number of matching vehicles displayed and view only specific
@ vehicles: Under the first column, tick the boxes of the vehicles you wish to view, and
click the Hide button. This will remove all other vehicles that haven't been ticked from
view. If you wish to view them again, click the Show button.

4=\ You can also view a ‘side by side’ comparison of vehicles. Under the second column,
@ tick the boxes against the vehicles you wish to view, and click the Compare button.
This will open a Vehicle Comparison screen.

Return to List

Press the Return to
List button when you

# ¥Yehicle Comparison

HYUMDAL T 30 5% MITSUBISHI LAMCER ES CJ are finished
1.6 Auto HATCHBACK SDrs T/Diesel (T1) 2.0 Auto HATCHBACK 5Drs P etr o e HE ACK, 5Dt T/Dizsel (T1)
[Hatchback / Autormatic) (Hatchback / Autarmatic) d Autornatic]

Key: [ - Standard] [[X] - Mot Available] [ - Awailable as aption]

General
General
Marque Click on the Mitzubizhi Peugeot
Model .dlﬂ-el'el'lt tabs_to LAMCER. z0g
VIew a comparson
Saries of the vehicles’ Lok} [Mot on file]
Model Year features / 2002 2008
Grade =53 ES SPORTBACK #S HDi TOURING
Market Body 40 Hatchback 40 Hatchback 40 Wagan
Wersion 4 auto 1.6L 4cyl T/ Diesel CRODI cvt 2.0L 4cyl Petral & rman 1.6L 4cyl T/ Diezel
Country of
Build South Karea Japan France
R HYUMDAL i30 2009 5% 4D Hatchback - 4 MRl s LalifE pdialla g PEUGEOT 208 2008 X5 HDi TOURING 40
Vehicle Marme = © SPORTBACK 4D Hatchback - cut 2.0L -
auto 1.6L 4cyl T/Diesel CRDI Wagaon - & man 1,6L d4cyl T/Diesel
eyl Petral
Transmission Autornatic [epicyclic) Autormnatic (CWT) Manual
Fuel Diesel Petrol Diesel
U .Driue Front Front Front
Location
Body Style Hatchback Hatchback Wagon
Relzase Date 09-Oct-2008 01-Oct-2008 01-Aug-2008
Research approved approved approved
Status PP PP PP
Recommendead
Retail Price 23,890 24,490 33,590
(AUD)
Body rmonocoque rmonocoque rmonocoque
Construction = # 4

Pressing the Return to List button will take you back to the list of vehicles.

The following tips will help you navigate around the screen:
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This is the reference
number for your quote

# Creating new ¥ehicle Request: N-73386
#* Requiring Admin vehicle 20000 km annually, Operating in Brisbane

The prices shown below are indicative only.
For a firrn quotation on a lease select a lease rate to quote on, and click on the "GQuote" buttan,
‘Whale of life cost is calculated based on your current vehicle's usage and should be taken as a guide only for budgeting purposzes

Matching ¥ehicles: sorted by 24 month lowest indicative Whole of Life cost, click 12 mth, 24 mth, 36 mth to resort

oo ot e | (R ]

s | = 40 0 =) b=
Clicking on the Internet NiA L2
Explorer icon will take
you to the L .
O ] manufacturers web HATCHBACK o @]
page about that vehicle SDrs TiDiesel  MWA $929.14  $855.27 M A
(T1)
; 130 8K - 1.6
Bl E] Greenhouse LtEeiiRaon O O
co, gikm: 1 $964.46  $885.01 M A
= CI|Ck|ng_0n the grey down
] O %ﬁ%‘lﬂm arrow will show you more (2] O
o, gikm: 183 information about fuel $969.01  $876.61 Mi A
@@ consumption and
-(ri?:eg:::use Rating: 7 greenhouse I'EtII'IgS
il il SO, gfkm: 180 o () O [gl
HATCHBACK MiA $254.04 $594.48 M
SDrs Petral
(T1)
mITsuBIsur &1 ElEER N
E || B e D oo ®
2. T SDrs Petrol MiA $1,000.14  $901.68 A
(T1)
peuceor &1 (=) FHE sl
e - 1.6 Auto EGC -
B | B (e D e 5l ®
2. T SDrs TéDiesel  MiA  $1,022.05  $925.86 A
(T1)

You can view a further breakdown of whole-of-life costs by clicking on one of the grey arrows
under the Costs column:
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. Contact QFleet ] Close .;

Select your Vehicle

» Creating new ¥ehicle Request: N-73386
= Requiring Admin vehicle 20000 km annually, Dperating in Brisby

The prices shown below are indicative only.
For a firrn quotation on a lease select a lease rate to quote on, and click o
‘Whale of life cost is calculated based on your current vehicle's usage and =

Clicking on the arrow under
the Costs column will show
you a further breakdown of
whole-of-life costs

'dgeting purposes

Matching ¥ehicles: sorted by 24 month lowest indicative Whole of Life cost

=]

HYUNDAT &=

| 2 Gresnhouse Rating: 6.5
L D colgkmiaez

] e O
A 4930.31 f244.73

=

i

Cost / km $0.00 $0.56 $0.51 $0.00
Cost / annum  $0.00 $11,163.72 $10,136.76  $0.00
Lease /mth  $0.00 $765.64  $630.06 $0.00
Fuel / mth $0.00  $164.67  $164.67 $0.00

FBT / mth $0.00 $0.00 $0.00 $0.00
Options /
i 40,00 $0,00 $0,00 $0.00
uvunpar 1= th?__‘ i N
D D groeenplfuslellg;tlng: 7.5 HATCHBACK O &) lg
3 @s kT SDrs T/Diesel MA $929.14 $855,27 MiA
(1)
Bl= 130 8% -1.6
ol m LR o o0 ® ==
o, gfkm: 159 (5_?2? Tibiesal e $964,46  $385.01 HiA =
& = 1305 -2.0
nyunpar €1
e : Auto WAGOH ) ()
|l |l Greenhousze Rating: 6.5 e @ Quote
co, afkm: 183 S0ts Retrol NiA $963.01  $876.61 N

Lease costs are displayed in columns of 12, 24 and 36 months, depending on the annual
kilometres that you entered in Step 1. If you wish to view the cost for 18 or 30 months, select
from the drop down arrow and click on the Calc button. Note: These are indicative whole-of-
life rates. In the next section you will be able to calculate your lease with any lease term (e.g.
22 months).

You can request a quote for any vehicle displayed in the list by clicking on the Quote button.

You will be presented with the following screen to complete. See below for further detail of
each field.
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STEP 3
lect yourVehicle

Creating new Vehicle Request: N-73387
Requiring Adm le 20000 km annuall

QFleet reserves the right to change a lease without notice where directed by authority of the Queensland Government
arwhere a change in law or requlation, including taxation, is imposed upan QFleat. Further, uhilst GFlast takes eusry meszurs
to ensure that procurement of the request vehicle iz secured, changes imposed by manufacturers after a lease has been created
may render that lease agreemeant void,

Note: fialds with (*) danote mandatory fields and must be completed

[ submit | [ ReturntoList |

New Vehicle

Yehicle: 130 5 - 2.0 Auto HATCHBACK 5Dvs Petrol (11) £
GVG Greenhouse Rating: 65

tlient: RATES BOOK

Lease Terms: 24 months, (40000 T kms
Lease Types Vehi Fully Maint Oper Lease

Contract Features

] 5 m;\m - Gomprahensive Insursnce
-

Vehicle Colour

otour Growr ¢ |8 |

¥ehicle Options
“You have requested the following accessaries. Hover the cursar over the accessary name for a full description,

-

cD player (1)

c: Control (*) v|

[Vahicle stability Control 5
indowe Tint (*) v

Note: any text entered here will cause the guots to be sent to a QFlest consultant far completion.

Additional notes

Costing

Whole of Life costing is given as an indication only of the monthly expected total running costs of the ve
As a guide, it is intended to allov you to make mare informed deci

e over the lease term.
= when evaluating the financial costs of the lzase vehicle in

question.

QFleat Chargas Vihole of Life Costing (Indicative only)
Met Rsta 4 696.04 Total Rate (see laft) § 765.64

asT 4 69.60 Accassories $0.00

GST Incl Rste § 765.64 Fringe Benefits Tax $0.00

HD 4 0.00 Fuel §164.67
Total Rate 4765.64 Managerment Fee $0.00

Total WOL Costing $ 930,31

Delivery Details

Required By
special Instructions

Contact Details

v

Your Details Altarnate Contact

Harne Catherine Conaty _
Phone 3224 5053 _
Fax 32276216

Ernail catherine. conaty@qfleet.qld. gov. au

Driver or Pooling Manager Details

o |
Fax

Phana (*)

New Vehicle

MNew Wehicle

Vehicle: 130 5% - 2.0 Auto HATCHBACK 5Drs Patrol (T1) &1
GVG Greenhouse Rating: £.5 \
Client: RATES BOOK .
Leasa Terms: 24 rmonths, 40000 ks
Lease Type: Weh: Fully Maint Oper Lease

1

e Lease Terms - if you require an alternative lease term to what has defaulted, enter the
new details in the Lease Terms field.
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Contract Features

Contract Features

;dd“fiol'::lal _;'_’V"ES v ALL - Cormprehensive Insurance ,
equired (*
Private Use (*) Ho PP rivate Plated (*) Ma e 3

f
e s L S S S RN

< Additional Tyres Required — replacement tyres are not included in the lease rate unless
you specify the number of additional tyres required.

» Private Use — is the vehicle for Private Use? Defaults to No.

* You Reference — this is a free text field to add your own reference number.

e Insurance - this will default to QFleet’s current insurer.

*  Private Plated — this will default to No.

e Motor Club — will default to Breakdown Service unless the Private Use field is changed to
yes. Vehicles with private plates get full RACQ Membership.

Vehicle Colour

Vehicle Colour

.

C '
colour Option (*
Mcolour Optian (1) _ — S “M__._Mﬁ_\pﬂ«h‘-\_‘“ ’...“‘—/

e Colour Group - this is where you choose between a metallic or a solid colour.
e Colour Option — select from the range of colours available in the colour group.

Vehicle Options

Vehicle Dptions
“You have requested the following acceszsories. Hover the cursor over the accessory name for a full description.

AES (*) v
CD Player (*) w
Cruise Control (*) W

Wehicle Stability Control a3
e

'Window Tint [ b

Mote: any text entered here will cause the quote to be zent to 2 QFleet consultant for cormpletion,

Additional notes

\. COE T, VA W

e i ey Gt b S e

e Accessory choices will need to be defined by clicking on the drop down menu and
selecting the accessory from the list.

« Standard Accessories will be identified by the letters (STD) when selecting from the drop
down menu.

- Additional Notes - any text that you enter in to this field will cause the quote to be sent to
a QFleet consultant for completion. You can add any accessories that were not listed in
step 2. When listing accessories, please number them, e.g. 1) Floor Mats, 2) Engine
Immobiliser 3) 12 Volt Plug.

This field can also be used to add messages to the consultant eg Replacing Vehicle write-
off, please source.

Costing

Costng

Whole of Life costing is given as an indication only of the monthly expected total running costs of the vehicle over the lease term,
Az a guide, it is intended to allow you to make more informed decisions when evaluating the financial costs of the lease vehide in
question,

QFleet Charges Whole of Life Costing (Indicative only)

Met Rate 4 696,04 Total Rate (see left) £ 7FE5.64

GET $ 69,60 Accessories $ 0,00 4

G5T Ind Rate $ 765.64 Fringe Benefits Tax § 0.00 ’

HD 4 0,00 Fuel t 164,67 )

Total Rate $ 765.64 Management Fee $ 0.00

Total WOL Costing $930.21 2

P rr '\.,._5_ f"".‘ et e N *., N f
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* QFleet Charges shows a breakdown of the GST charges.

« Whole of Life Costing (indicative only) is an estimate of the whole of life monthly cost and
includes expenses such as FBT, Fuel etc.

Delivery Details

Delivery Details

Required By v| Location (*)

Spec Instructions

L S T, _..,.,.‘«-v,__\ . """“"""‘*‘“‘, e P , .

* Required By — enter the delivery date that you require the vehicle.
e Special Instructions — Special Delivery Instructions.
« Location — enter the location of the Dealer where you would like to collect the vehicle.

Contact Details

Contact Details

Your Details Alternate Contact -

catherine, conaty@qfleet qld. gov, au

Fax 22272216 f
.| Ernaj 1
R NN - N Nl -SRI SPEE S PP R

e Your Details — the system will load your details here.
« Alternate Contact — you can enter details of a second contact here.

Driver Details

Driver or Pooling Manager Details "'
¢
: /
R il gttt A At 'J"_h___f\‘\.'*'“"\“ Y N —, ....,""' =

« Name — enter the details of the actual driver of the vehicle. If the vehicle is a pool car,
enter ‘Pool Vehicle' in this field.

* |If the vehicle is for an SES officer, choose the relevant level from the drop down
selection.
When you have completed all of the fields, click on the Submit button.
If the quote is unable to be completed for any reason, e.g. accessory pricing is unavailable,

you will receive a message (see screen below). The quote will be referred to your QFleet
Fleet Consultant who will contact you as soon as possible to assist with completion.
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Online Ordering

STEP 3 - Select the vehicle

| STEFP 3
Select your Vehicle

# Creating new Yehicle Request: N-73387

#» Requiring Admin vehicle 20000 km annually, Operating in Brisbane

Thank you for submitting your quote.
Your quote has been placed in a queue.
Due to the configuration of the requested vehicle, your quote could not be completed online. Your details have

instead been passed to a fleet consultant who will progress your quote and contact you with the result, in the
mean time, your quote will remain in a pending state. Click here to go back to your search results.

A workflow task has been created to process your quote.
An email will be sent to this address: catherine.conaty@qfleet.qld.gov.au when the quote has been processed.

If the quote does not require any assistance by your Fleet Consultant, you will either see the
following screen which indicates that the quote is being processed, or you will receive a quote

with an agreement number:

ring

| STEP 2 STEP 3
[ f al ta L [ Select your Vehicle

new |

equiring Admin - Pool vehicle 10000 km annually, Operating in Brisbane

Thank you for submitting your quote.

Your quote has been placed in a queue.

You can wait here to see your completed quote.
Alternatively, click here to return to your matching vehicle list where your quote status will be displayed.

If you receive a quote with an agreement number, click on the Print Version button to print out
a copy of the quote. Click on the Return to List button to take you back to the list of vehicles.
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26 November 2009

| Print Version
button

g taxation,

s imposed upon QFleet. Further, whilst QFleet takes every measure
= is secured, changes i

posed by manufacturers sfter a lease has been created

Return to List

Agreement

may rander that le3 N

Agreement Acceptance

AGREEMENT NUMBER: 463420
New Vehicle
vehicl AVENSIS GLX ACM2 1R - 2.4 Auto WAGON 4Drs Petrol £
GVE Greenhouse Rating: [
dlient: RATES BOOK
Lease Terms: 24 months, 20000 km
Lease Type: Weh: Fully Maint Oper Lease
Quote Status: #wailable
Your Reference: 10987654321
Replaced Vehicle Rago: NEW
Date Created: 0s5/10/2009

Contract Features
Private Plates (non QG) No

0
Motor Club Breakdown Service Only

Insurance ALL - Comprehensive Insurance
Registration and CTP Tes

insurance

¥ehicle Options

Body Colour (Metallic)  Silver Ash

Gruise control (5TD)
standard Trim(3TD)

Cruise Control
Trim (Standard)

Costing
Whole of Life casting is given as an indication only of the monthly expactad total running costs of the vehicle over the leasa term.

A5 & guide, it is intended to allow you to make mere infermed decisions when =valuating the financial costs of the l=ase vehide in
question.

Paymant Terms: Manthly in Advance

QFleet Charges Whole of Life Costing (Indicative only)

Met Manthly Rate §963.36 Total Monthly Rate (see 44 oop oo
asT 496,39 above)
GST Incl Rate $1,060.25 Accessories 4 0.00
4 0.00 Fringe Benefits Tax $ 0.0
Total Monthly Rate $1,060.25 Fuel § 99.67
Managemant Fee $ 0.0
Total WOL Costing § 1,150.92

(Monthly rate)

Excess Charges

Excess charges: In the svent the vehicde exceeds 20000 kr st lease end date, the follawing charges will apply. If returned on time
betwean:

& 20000 to 24000 km
® 20000 to 30000 km: 13.877 cents per km plus GST 1.40 Total 15.375 cents per km.
® ouer 20001 k! 28.030 cents per km plus GST 2.80 Total 30.843 cants par
Early/Late return will sttract pra rating.

Delivery Details

Required Delivery Date 30/10/200% Delivery Location Mansfield
special Instructions Operating Location Brishane
Contact De
Your Details Nominated Contact

Marne Catherine Conaty Harne A GFLEET
Phone 3224 5058 Address 9999

Fax 32276216 Phone(s)

Email catherine, conaty@qflest, qld. gov. au Email

Alternate Contact

Marne

Phone

Driver or Pooling Manager Details

Namne pocl Location brisbane
Position Phone 33333333
SES GEMERAL Fax

Private Use Ho
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STEP 3
Select your Vet

+ Creating new Yehicle Request: N-73918
+ Requiring Admin - Pool vehicle 10000 km annually, Operating in Brisbane

The prices shown below are indicative only.
For a firm quotation on @ lease select a lease rate to quote on, and dick on the "Quote” button,
Whole of life cost is calculsted based on your current vehide's usage and should be taken as a guide only §

Matching Vehicles: sorted by 24 month lowest indicative Whole of Life cost, click 12 mth, 24mth, 36 mth
* Indicstive Whoie of Life costs not fully costad

Step 2 Click on the
Complete button

voikswacen 1)
Grean sti

=
m | ° ®
o Nia | #7944 3203055 g
Step 1 - Click on the box
Tovora €17 next to Available

Graenhouss Rating: &

[ <o gfkmi 220

| 117270, $1,041.18 Wik
4Drs Petrol
Prov Agree: 463420
Your Ref: 10987654321 $41,159.92 Auallable ]
Lease Terms: 24m /20000km
Tovora E1E AdlaIs
Gresnhouse Rating: & ;"éLIZMIA_ ) ()
| 0O <o, etkmi 220 2.4 Auto wa  $1.912.95 §liesez
WAGON 5 x ® k
4Drs Petrol
Tovora E1E LSl
Greenhouse Rating: 5.5 S &) )
O il €O, grkmi 222
2 2.4 Auto $1,402.15 $1,240.31
Shn WA W b A
4Drs Patrol
Tovora E1E gpnaes
Gresnhouse Rating: 5.5 SioR &)
| O <o, erkmi 222 2.4 Auto $1.448.15 §1,278.7¢
/A % £ HEs
WAGON
4Drs Petrol

When you have clicked on the Complete button, the system will take you through to Step 4.
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) STEP 4
Conhirm and Accept Quote

Click on the Submit for Authorisation button (located at either the top or bottom of the screen)
to proceed and complete your request:

_ sTEPa
Confim and Accept Quote

Submit for Autharisation

#F the "Submit for Authorisation”
_fFroval by your suthorized officer will
% of and conditions of the lease as

Return to List

Your provisional agreement number 53421 is detailed §
button which wil zend the order details authorized
be required within 14 days of the date of the prowisionsl
outlined are acceptabla fo your agancy.

Agreement Acceptance
AGREEMENT NUMBER: 463420

New vehicle

vehicle: AVENSIS GLX ACH21R - 2.4 Auto WAGON 4Drs Patrol &1
GG Creenhouse Ratng: &

Client: RaTES BOOK

Lease Terma: 24 morths, 20000 km

e Veh Fully Malnk Oper Laase

Quote Status: Awailable

Your Refarance: Lpssresesal

Replaced vehicle Rego: N

Date Created: 05¢/10/200%

Contract Features
Additionsl Tyres Private Plates (non QG) Mo

Required Motor Club Breskdoun Seruice Only
Insurance ALL - Gamprehensive Insurance

Registration and CTP Yes

Vehicle Options

Fuel per Contract 44 30 Litves Fusl par Cantrac(STD)
Body Colour (Metallicy  Siluer Ash

Cruisa Contral Cruise ontrsl (STD)

Teim (Standard) Standard Trirn (STD)

Delivery Details

Requived Delivery Date  30/10/2009 Dalivery Location Mansfield
special Instructions Operating Location Erisbane
Costing

Whole of Life costingis 2 anly of the y exp the vehicle tarm.
As a guide, it is intanded to allow you to make more informed decisions when evalusting the financial costs of the lease ushide in
quastion,

Payment Terms: Manthly in Advance

QFleet charges Whle of Life Costing (Indicative only)
Het Manthly R ate £ 962,36 Total Honthly Rate (see ¢ 1 o0 s
$96.39
ST Ind Rate $1.060.28 Accassorias 0,00
HE ion Frings Benefits Tsx  § 0,00
Total Monthly Rate  §1,060.25 Fusl § 99.67
Management Fee $ 0,00
Total WOL Costing
(Monthly rate) e

Excess Charges

Excess charges: In the event the vehicle exceeds 20000 km at lease end date, the following charges will apply. If returned on time
betuasn

© 20000 to 24000 krn: nil

© 20000 to 30000 ki 13.977 cents par km plus GET 1.40 Total 15.375 cants par k.

© over 30001 km: 28.039 cents per km plus GST 2.80 Total 30.843 cants per km.

Early/Lats return will sttract pro rating.

Contact Details

Your Details Nominated Contact
Name Catharine Canaty Narme A QFLEET
Phane 3224 S058 Address

32270216 Phone(s)
Email catherine.conaty@aflest.qld.gow. su Email

Alternate Contact
Name
Phane

Driver or Pooling Manager Details

Nama pool Location brishane
Position Phone 33333333
SES GENERAL

Submit for
Authorisation button

Authorisation Status

Level 1 Authorisation: Unactioned
Leual 2 Authorizstion: Unactioned

Subrmit for Authorisation

The next screen will show that the quote has been submitted. If you wish to print out a hard
copy of the quotation, click on the Print Version button and then on the printer icon.
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Online Ordering

Print Version button

= Creating new ¥ehicle Request: N-73918
#* Requiring Admin - Pool vehicle 10000 km annually, Operating in Brishane

Print VYersion ] [ Return to Wworklist

The quote for agreement number 463420 has bean submitted. vour order details have been sent to the autharized officer within your
agency for approval, Approval by vour authorised officer will be required within 14 days of the date of the provisional agreernent,

Thankyou for using the online ordering system.

Agreement Acceptance
AGREEMENT NUMBER: 463420

New ¥ehicle

Vehicle: AVENSIS GLX ACMZIR - 2.4 Auto WAGON 4Drs Petrol @
GVG Greenhouse Rating: [

Client: RATES BOOK

Lease Terms: 24 months, 20000 krm

You have completed your request for an additional vehicle. The request will be submitted
through Fleetscape to an Authorising Officer for approval at Level 1. If required, the request
will then be forwarded to a Senior Authorising Officer for approval at Level 2.

You will receive notification by email that:
e Your request has been authorised at Level 1.
* Your request has been authorised at Level 2 (if appropriate).

QFleet will receive your request and you will receive notification by email that your vehicle is
on order.
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Workflow

Workflow is an automated system which allocates tasks to users.

Fleetscape users receive Workflow tasks as new processes are created by other users.
Tasks are automatically added to a user’s Worklist. There is also an option to refer tasks to a
group or to another workflow user.

Workflow ensures that tasks are not omitted and processes are carried out efficiently and
effectively. Timeframes for tasks to be completed can be measured.

Authorising Officers are notified by email when a Workflow task has been allocated. The
email natification contains a link to the vehicle request the Agency Vehicle Ordering Officer
has submitted for authorisation.

This section will guide users through the following Workflow processes:

¢ Quote Exception — QFleet Fleet Client Services

e Online Ordering Collaboration — QFleet Fleet Client Services
« Validate Quote — QFleet Fleet Client Services

« Authorisation of Vehicle Requests — Client

e Accept Quote — QFleet Fleet Client Services

e Order Vehicle — QFleet Fleet Purchasing Officers

« Dispatch Vehicle Order — QFleet Dispatch Officer

* Vehicle File — QFleet Records Management

e Terminate Agreement — QFleet

¢ File RVIR — QFleet
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Getting Started

4 If you require access to Fleetscape, please contact QFleet to obtain a Fleetscape
Access Request form. Complete the form and return it to QFleet, and a Username

and Password will be organised for you. . The form can also be accessed on the
QFleet Website:

http://cas.qgfleet.qld.gov.au/03 clientoaccess/pdf/accessform fleetscape.pdf

Tips and Hints

="
P

@ The left side of the Fleetscape screen is the task manager bar. Depending on your
: access level the information you see may be different.

Workflow tasks are numbered and colour coded to identify how many there are and their level
of urgency. The task manager bar shows the number of tasks allocated to you.

You can hide the task manager bar to make the screen less cluttered by clicking on the words
Hide Menu at the top right hand corner of the screen. You can then switch between the two
views. You can also make the task pane narrower or larger by moving the double vertical
lines on the screen.

Queensland
Government

Fleetscape -

Hide Menu | Home | Contact u"s

Click Hide Menu to remove the task

column
8 L.

(Cpen Al (Close Al
Logged in s townsleys (logout]

Look For: (Rl Status: [J4l] ¥ Search

"y Aoz (o= [ e 3 R T S WV T —
(s 002 ———
B f’]‘; g‘m‘i ooz 174243483747 Quate Authorisstion  Accsptance Walidste Guote NOM-GOY  Accepted  1510:2008 2.00 PM ot..
ask Searc)
Workflowy Management M-74244-463745 Quote Authorisation / Acceptance “alidate Guote MOM-GOW Accepted 16102009 2:15 PM

Business Activity Monitor

é
System Admin 2 tems found, displaying all items.
Reporting 1

HEHEE

® Out of Office Azsistart
Policies View Referred tasks
‘ehicle Selection ferred Tasks
User Management

+ Betasphers FBT
= about Fleetscape

M HEEH

Drag the vertical line left or right to
make the task column narrower or
larger

\wwm_‘*,‘uw ’M‘ angh b, F\&J’kr-\__’_w*‘\\M‘A-m-\ e *’J\“.’,"'A
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Quote Exception — QFleet Fleet Client Services

Quote Exception means the quote created by the Client requires a manual action by QFleet.
For example the client may have entered notes or accessories items in the quote field on the
quote and the client requires assistance from QFleet to complete the quote.

Quote Exception Workflow tasks are allocated to the appropriate Portfolio team. The task
name is Quote Exception and the Reference field has a number starting with either N or R
e.g. N7-4246 is for a new or additional vehicle, R711QGV is for a replacement vehicle.

Queensland
Government

Hide Menu | Home | Ccmtact,"
QFleet

You will receive a Task called Quote

' Exception when the client can not whole-of-government
Fleetscape - — . complete the vehicle quote fleet management

(Open Al (Close Al — -
Logged in a5 townsleys (logout) -6 terence:
e My Tasks 0)013 M-74245- 463747 Quots Authorisstion 1{ e Validats Quote NOM-GOY  Accspted 15042008 2:00PM o
Task Search / g
B Workflow Menagement N-T8244-453748 Guote Authorisation / | £ Validate Guote WOM-GOY  Accepted  16/0/2009 215 P |
B, cBuSiess teivip Monkor N-T424E Guote Exception Complete Quote NOM-GOY  Allocated  1BA0/2008 256 PM [ s |
B System Admin === —_ =
#  Reporting
T 3 ftems found, displaying all items. .
[ Policies & /
ezl . pgporasiabite | gpsmtnis.. o M"\.ﬂ"‘r e SRS S 1 e e S e

Accept the task by clicking on the down arrow in the Next Action column and select Acquire.

Open the task by clicking on the Reference number. Click on each of the tab headings to view
the quote and identify where the client requires your assistance.

If the client has added Notes or if any accessories require pricing, a message will display in
the System Messages tab.

Queensland Hide Menu | Home | Contagt
Government ;

: whole-of-government
Fleetscapg =~ g & fleet management

(open A s A [ hrom 1 ererence 1w 1 oicome | Swus
Logged in as townsleys flogout T
o MC :;D“::"t's eys (lagout) 174248 MOM-GOY 164102009 Z:56 P Acoepted | Select..
® My Tasks 0]0[3
® Task Search Reference Variables

5 workfiow Managemert e —
E  Businsss Activity Maritor
E System Admin Task Messages
B Reporting

= Out of Difice Assistant
H  Folisies

.
F  ‘Wehicle Selection m 1
E Y _Online O, &S

@ Betasphers FBT I
B ppout Flestscape

I i The System Messages tab will
provide a brief message explaining
why the quote has been sent to
you as a quote exception.

System Messages

System Messages
Messages

Option notes have been enterad

7w SR 11 B NP D SO v

Click on the PA tab, to confirm the quote is compliant and valid. If any of the above details are
incorrect, contact the client and provide assistance.
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Queensland Hide Menu | Home | Contas r

Government qi!
|( government

Fleetscape fleet management

I S S S S Y. T

(Open Al (Cioss Al)
Loggedin as townsleys (logout) hLT4246 HON-GOY 1640/2008 2:55 PM sccepted
Wy Account

My Tasks 0{0]3
Task Search Reference Variables
WiriHow Margement
Business Activity Manitor
System Admin Task Messages
Reporling

= Ouf o Office Assistart
Policies
\iehicle Selection
User Management
Betasphers FBT
= sbout Fleetseape

Task History

Print Agreement

e Request:

QFleet reserves the right to change a lease without notice where directed by authority of the Queensland Government
orwhere a change in law or regulation, including taxation, is imposed upon QFleet. Further, uhilst QFlzst takes svary massurs
to ensure that procurement of the request vehicle is secured, changes imposed by manufacturers after a lease has been created
rmay render that lzase agreement void,

Agreement Acceptance B
AGREEMENT NUMBER: 463754

New Vehicle

Body Colour (Solid)
White

Ceramic White

This is where the Client has added the

Vehicle: 130 5% - 2.0 Auts HATCHEACK 5Dvs Petrol (r1) B =
GVEG Graenhouse Rating: 65 T
client: RATES BOOK _P
Lease Terms: 24 months, 20000 ke
Lease Type: Vehi Fully Maint Oper Lease
Quote Status: with Censultant |

afdsf

HEW
Date Created: 15/10/2009 I
Contract Features
Additional Tyres = Private Plates (non QE) Mo

Motor tlub Breakdown Service Only

Insurance ALL - comprehensius Insurance
Registation and TP Yes
insurance i
vehicle Options =l
Fuel per Contract Full Tank Fusl(STD) #
Cruise Control Cruize Inc Foglamps(STD) r
Foglights accessories they require.
side Arbags
side Curtain Air Bags  PROTECTZ PACK - SK I30(5TD)
Trim (Standard) Standard Trirn

Window Tint, Seat Covers on Front Seats
~ Costing

Whole of Life costing is given as an indication only of the monthly expected total running costs of the vehicle over the lease term.
As a guide, it s intended to allov you ta make more informed decisions vhen evaluating the finandial costs of the l=ase vehide in
question,

Payrnent Terms: Monthly in Advance

I .| —0OFleat charges = | Whaole of Life Costing (Indicative o aE
S AP sl IR ol ol r “Manthieate ‘M‘m'““"“- B i s 7 it e .

==

o i

When you have reviewed the action required and undertaken the appropriate steps so the
quote can be completed, proceed to the next step.

If the quote exception requires accessory pricing, refer the task to the FPO group.

Select the Next Action field, click the down arrow and select Refer to Group:

Queensland Hide Menu | Home | Coft,
Government

M whole-of-government
Fleetsca_pe — ” fleet managemesi.

(Open All (Closs Al
Logged in s townsleys (iogout)

TR Feference v Secrch Hide Pencing

G2 o)1
B TMYk?S“i” 13 74243453747 Guote Altharisation { Acceptance Validate Quats NON-GOYV  Accepted 161072008 2:00 PM [sekect
ask Searc = 1

[ Workflow Managemert 74244453748 Quote ALthorisation | Acceptance Walidate Quate HON-GOY Accepted 1671072009 215 P =
[ Business Activity Monitor

E System Admin M-74246 Guote Exception Complete Quote

HON-GOY Accepted 61072009 2:56 PM

[ Reporting
Tt e e 3 ftems found, cisplaving &l ems.
@ Poiivies i

[#  ‘ehiole Selection Wiews Referred tasks

Select Refer to Group if the =
o Referred Tasks

Quote Exception requires e 1o Group
accessory pricing | Complete:

[ User Management
[ Betasphers FOT
= Abm”mmcane View unaccepted tasks in vour qroup.
e Group Tasks

A box will display, select the Refer to Group by using the down arrow and choosing the
appropriate group e.g. Fleet Purchasing Officer Team 1.
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&

Fleetscape

= iy Account

HEEE

Queensland
Government

(Dpen A (Close A1
Logged in s townsleys (logout)

Wehicle Selection

Uzer Managemert

Betazphere FBET
" Shout Fleetzcape

My Tasks 003 M-74245 Complete Quote Accepted Refer to Group )
" Tazk Search
------ Select ------ hd -
Wiorkflow Managemert Refer To Group = el ect
Buziness sctivity Monitar Fefaiede 00 M. Sk
System Admin Flaet Consun!ng Team 5
. Fleet Consulting Team 4 d
Reparting Fleet Conzuling Team 3
u ] i Comment
Ou? '?'f Office Assistart Fleet Conzulting Team 2
Policies | Gol I | Ca|Fleet Consulting Team 1

ey

Action Required
Reference  TTask  Saws  |Adion |

Digpstch Team
Records Management Team
Sales Team

Mairtenance Cortrol Team
Fleet Administration Team 4
Fleet Administration Team 3
Flzet Administration Team 5
Fleet Administration Team 2
3items found, displaying all tem| Fleet Administration Team 1
1 (Fleet P ng
Process Control Team

hctons | Reterence

M-F4243-463747

Walicste Quote

bl-74244-46357 45 Yalidate Guote

M-F4246

Complete Quate ’

+

“iew Referred tasks

e, Mo Referred Tasks :
M "'\,_\ ) ‘“*kri'\;' "‘\"W“"‘B‘ﬂl‘_, T T ““"\m.J-U‘.‘-‘J '—s""‘\

Now you have to enter a Referred Due date and time. This information will need to be before
the Due date and time in the Quote Exception row. Comments can also be added if required.
Click the Go button when completed.

Queensland
Government

(Open All) (Close All)
Logged in = townsleys (logout)
® My Account
® My Tasks 0)10]3
® Task Search
E - Workflow Management
B Business Activity Monitor
B System Admin
Reporting
= Out of Office Assistart
Policies
“Wehicle Selection
User Management
Betasphere FET
= About Flestscaps

=]
=]
=]
=]

Fleetscape

Hide Menu | Hn"

d whole-of-government
fleet manal

Action Required

M-T4246 Complete Quote Accepted Refer to Group

: Fles na Otficer Team 1

Refer To Group g Otficer Team 1 |

_’fThe date and time you select must be

E \ A ""

Referrod Due [16noza0e | & 1100 EU"-\-I-i _— before the Due date and time.
| | \
Comment ‘
——
etone T Reterence ] Process ol S Dept < Siaus |

N-T4243-4B3747 Guote Authorisation [ Acceptance “alidate Cuote NON-GOY Accepted 1641072008 200
[1-74244-463745 GQuote Authorisation / Acceptance Walidate Quote NON-GOY Accepted 18i10/2009 215 P
[-74246 Guote Exception Complete Guote FION-GOY Accepted 16 0/2003 2:56 Phi

g, g, gy ]

The task has

"-“—wamﬂﬂ"“-- N PR S N 0“*»«) 'M ~W-...M,‘*\y'\"\. ,m‘r‘*w}f

now been referred to the Fleet Purchasing Officer Team 1, and moved to the

middle section of your Fleetscape screen. By referring the task to the FPO team, the task has
remained with you but referred to them to obtain pricing or information.

Queensland
Government

Fleetscape

(Open All (Close All)
Logged in as townsleys (logout)
= iy Account

My Tasks 0]0|3

" Task Search

B

F Workflow Management
#  Business Activity Monitor
B System Admin
Reporting

= ut of Oifice Assistant
Palicies
Vehicls Selection
B User Managemsnt
& Betasphers FBT

= About Flestscaps

Hide Menu | Home | Cﬂng
Q

whole-of-government
fleet manageme

Search

»

=]
T e bem  mm d e ]

Walidate Cunte: MON-GOY Acepted 416/ 002008 2:00 Pt

Show Pending

N-74243-463747

Process
GOunte Authorization f Anceptance

Next Action

h-74244 463748 Quite Authorisation § Acceptance Validate Cunte: MON-GOY Acepted 1611002009 215 Pt | Select

2 items found, displaying el tems.

1
AT The referred task has moved. |

= M-74245 Guote Exception  Complete Quete  MNON-GOY  Grouped  Fleet Purchasing Officer Team 1 16042009 11:00 A 16/ 0/2009 2:56 PM

Next Action
| Select...

One ftem found,

W e
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2. The FPO does not action the task in Fleetscape. You will need to provide the hardcopy
agreement to the FPO highlighting the information you require.

When the hardcopy agreement pricing is received from the FPO team you need to retrieve

the task. Click on the drop down arrow in the Next Action field and select Retrieve my referred
task.

The task will go back to the top of the screen. Now you need to complete the task.

Click on the drop down arrow in the Next Action field and select Complete.

Queensland iz Weny | Home | Conta,
Government

whole-of-government
leet management

gE—

‘Open &I (Close All)

Logged in s tewnsleys (logout) Laok For: | Status: [ b’ Search L Fendin
iy accad [hciors | peiwenee  Fecess I Gmx I w3 mmm e 3
My Tasks 01013 174243465747 Gucte Authorisation / Acceptance ‘alidats Quots HON-GOV sccepted  16/10£2008 2:00 P
= Task Search —
Workflow Management 1474244 463745 Quote Authorisation / Acceptance ‘alidate Quate HON-GOV fccepted  16/10/2008 215 P
Business Activity Monitor
System Admin 2 tems found, displaying all tems
Reporting 1
= Out of Office Assistart
Palicies Vigw Referred tasks

Wehicle Selsction
User Managsment

Betasphere FET =

. [L74245  Guots Exception Cnmplate Guots  NOM-GOY  Grouped Flest Purchasing Officer Team 1 1BA0Z00811:00 AWM 16/10/2008 2:56 P
aboul Flestseape

HHEE

Select...
One item found

Cancel
1 Redirect to Group
“iew unaccepted tasks in your grow
Mo Group Tasks

pe
ook i '
[ ST Ry ST S Sy W W NP S W ey _Jr

N

A box will display, enter any Comments and then click the Go button. Note: These notes will

not flow on to any other Workflow task, but will be included in the email to the client generated
by Fleetscape.

Queensland o
Government ]

Fleetsca

[Cpen A (Close &l

Action Required
Logged inas townsleys (logout)

s TN T T I
® My Tasks 003 P-7 4245 Complete Guote Accepted Complete
" Task Search t
[ warkflowe Mansgement
#  Business Activity Monitor R *
F System Admin | Gol [}_l | Cancel |
F#  Reporting 12X y
"G e
g S;“;I;z Selection M-74243- 463747 Guote Authorisation § Acceptance Walidate Guote ]
B User Management M-74244-463748 Guote Authorisation ! Scceptance Walidate Gucte {
[+  Betazphere FBT X
= pbout Flestscaps M-T4245 Guate Exception Complete Gucte

i 3 nem*gnd, displaying all tems. ""\\ s
“adl AP G e anpiEe s I S w\_r e sl
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The workflow task has been sent back to the client. They will receive an email from
Fleetscape informing their quote request is now available to complete.

;_,s actions ey
Saldlrsinxie-v-nlol

From;  shannon,townsley@aqfleet qld.gov,au Sent; Fri 16/10/2009 11:21 AM
To: TOWNSLEY Shannon

ce
Subjsct;  Quate Request Completed - ACTION REQUIRED FROMPTLY >

&

>

Department: Heon Gevernment
Quote Rel 463754

Tour request for a quote on a HYUNDAT, I 30 S3X for a 24 month, 20000 km lease has now been completed. Please click here to view the quote details. Note that quotes are automatically expired after
14 days from creation, and are therefore unable to be accepted after this expiry date.

S
;
Dear Shannon, }
Subject: Quote Request Completed ’

Should you have any queries, please do not hesitate to contact me ’
Regards, &
Fleet Consultant Details: '
Shannon Townsley
Ph: 32258114
e-mail: shannon townsley@gflect. qld gov.au

B agl - MJ o S S Y e’ ST X ey & 2 ¥ N b, o
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Online Ordering Collaboration — QFleet Fleet Client

Services

The Ordering Officer (Client) is able to click on the Contact QFleet button at Step 3 in the
Online Ordering process for assistance:

Ir Online O Ering'

- Select the vehicle

tip:ifwww.fleetscape.qfieet.qld.gov.au - QFleet Common Desktop Environment - Microsoft Internet Explorer

» Creating new ¥Yehicle Request: N-74284

The prices shown below ara indicative only.

tovora &= TARLD TRz
Greenhouse Rating: 7.5 At
| ¥ GO, oflms 154 HATCHBACK
7 GBI SDrs Petrol
(T1)

* Requiring Admin vehicle 30000 km annually, Operating in Brisbane

For a firmn quotation onia lease select a lease rate to quote on, and dick on the "Quote" button,
whole of life cost is calculated based on your current wehicle's usage and should be taken as a guide only for budgeting purposes

Matching Vehicles: sorted by 24 month lowest indicative Whole of Life cost, click 12 mth, 24 mth, 36 mth to resort

MiA

-M\M¢AWMQWWW i il WA P T

STEP 3
Select your Vehicle

The Client will click on the
Contact QFleet button if they
require assistance.

=
) ouotd

©
$973.65

@]

$1,048.18

®

MiA

L\a‘ L PO, W P e L T

The Client will confirm their contact details, and then click on the Send Details button:

Online Ordering

#* Contact My QFleet Fleet Consultant

Your Fleet Consultant can be contacted on the following details

Marne: Catherine Conaty

Position: Project Officer

Telephone: 3224 5058

Fax: 32278216

Ernail: catherine, conaty@gfleet. qld, gov. au

26 November 2009

Uncontrolled when printed

Altarnatively, if you would like a fleet consultart to contact you to
provide sorme aszistance, please complete vour details below

Contact Name: |Shannon Tawnsley |
af

Preferret_:l = | Phane v\
Communication: L

Preferred Contact | Iririrediatel
Hours: i

=]
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The Client will receive the following message:

_Online

%

http: ffwww.fleetscape.gfieet.qld.gov.au - QFleet Common Desktop Environment - Microsoft Internet Explorer

“ontact My QFleet Fleet Consultant

Your request has been submitted, A QFleet consultant will contack vou shartly to provide some assistance.

e I N DI S L e o ooy

1

| Return to List ,,

Ordering .

The Fleet Consultant will receive an Online Ordering Collaboration task and accept the task:

Queensland Hide Menu | Home | Contact
Government QFlee:,
Fleetscape whole-of-government
rleeiscap —— fleet management
(Open All (Clos Al §
Longed in as townsleys fiogaLt) e Hie bending @
iy et m— =Y
= My Tasks 0013 74243063747 Guate AL i Acceptance Velidate Quote NOM-GOY  Accepted  16/10/2009 200 P Select
Task Search =
F Workfiow Menagement K-74244- 463748 Quote A F foseptance Validate Quote KOM-GOY  Accepted 16012008 2415 PN [ setect v
HL, ¢Bessss e iMontoh 74284 Online Ordering Callabaration Wiew: Matching Vehicles HOM-GOY  Alocated  1610/2000 414 Ph [select.. v
B System Admin L |
B Reporting - .
Aitems found, displaying all tems: {
= Out o Office &ssistant ;
B Policies 1 An Oniine Ordering i
[ ‘ehicle Selection Collaboration task will be Accept the task, and
Wiew Referred tasks sent to the Fleet Consultant
B User Management Fn s pee Tt then contact the Client
Bl jbetpue BRI View unacgspted tasks in your grou =
= NP ..,#F—H;&—E - 3 fpotnn
*nﬂ i Al mI e L LN o A, R Jx’\m d-t-‘_\’\.

To view the Client’s issue, click on the Reference number. You can identify where the Client
is requiring assistance and guide them through completing their quote.

Queensland Hide Menu | Home | Contact us
Government QFleet
whole-of-government
Fleetscape

(Open All (Close Al
Logged in 55 townsleys (ogout)
= My Accourt
My Tasks 0|03
® Task Search

)

Warkflow Management
Business Activity Moritar
System Admin
Reporting

= Qut of Office Assistart
Policies:
Wehicle Selection
User Management
Bietasphere FET

= Apout Flestscape

leet management

[ Actons T heterence T pepr Ty e s Next Aztion
74284 NON-GOY 160/2008 4:14 PM Accepted Select. v|
Reference Variables
Task History
Task Messages
Requested Officer- o,
Requestor o gy Position Fleet Consultant Phone 32258114
Officer
Preferred prafeired
Email shannon.townsley@afleet.qld. gov. au © _ Phone Contact  Immedistely
Communication Time =
|
Online Ordering .
. Cantact QFieet] |
I STEP 3
Select your Vehicle
que. 4284
e 30000 km annually, Operating in Brishane
The prices shown below are indicative only. T
For a firrn quotation on a lesse selact & lesse rate to quote on, and dick on the "Guote” button
Whale of life cost iz calculsted based on your current vehicle’s usage and should be tsken a3 3 guide only for budgsting purposes
Matching Vehicles: sorted by 24 month lowest indicative Whole of Life cost, click 12 mth, 24 mth, 36 mth to resort -
24 mith Costs Status
il ;e.g:; ET B

You are required to complete the task to remove it from your task list. Click on the down arrow
in the Next Action field and select Complete.
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The following screen will display. Click on the Go button to remove the task from your

Workflow list:

Queensland
Government

Fleetscape

(Open Al (Close A1
Logeed in as townsleys (logout)
=y Socount

My Tasks 0|3

" Task Search

=]

FH o Workflow Management
[+ Business Activity Monitaor
H System Admin
Reporting

" Qut of Office &asistant
Policies
Yehicle Selection
F User Management
H

26 November 2009

Action Required 3
M-74254 “Wiewy Matching Yehicles Accepted Complete (
Comment | _‘ i

| Gal | cancel |
e _
q
[M-F4243- 453747 Quate Authorization / Acceptance Walidate Guate p
[-F4244 4E3748 Guote Authorization f Acceptance Walidate Guote

EIetaSpherE lii ',a mm.__m 3

ﬂ"\\ﬂy\.-’w b w"ﬂmﬂﬂwr"ﬂ‘-im
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Validate Quote — QFleet Fleet Client Services

All quotes are validated by QFleet to ensure that the vehicle is compliant and the quote is
correct before being submitted to L1 and or L2 for authorisation. If there are any queries, the
Fleet Consultant or Fleet Administrator contacts the Client Ordering Officer.

Fleet Client Service Branch staff review Workflow tasks that have been allocated to them.
The task will display as Validate Quote.

@ Queensland Hide Menu | Home | Contact ub
Government QFl

Fieetsca pe - = . whole-of—govef{gerg %‘;nagement

(Dpen Al (Close Al oy
Logaed in &= tewnsleys (logout] Look For: [ESEAIECNING Status: [gi] Srnh Skt
=Wy s m—mm
C . ?:SEESS;(:IELV ? N-74245-485747 Guote Authorisation f Acceptance Yalidate Guote RMON-GOY Allocated 16/10/2009 2:00 PM
# wyorkflow Management M-74244-4B83748 Guote Authorisation / Acceptance Yalidate Gucte MON-GOY Allocated A16/10/2009 215 PM 5 =
Business Activity Monitor
System Admin 2 tems found, displaying all tems
Reporting 1

" Out of Office Assistant

Rl P Hﬁm&w—’ RS L ’M\_ﬁ’__.l‘ R P S e e WY e ’,

Validate Quote Workflow tasks are allocated to the appropriate Portfolio team. Click on the

drop down arrow on the Next Action field and select Acquire. The Status will change to
Accepted.

Click on the Reference Number to open the quote details.

Queensland Hide Menu | Home | Contaglh
Government

\ whole-of-government
Fleetscape - fi

leet management

(Open Al (Close Al
Logged in s townsleys (logout)
= My Account

Search Show Pending

m—m—_

W-74243-4537 GQuole Autherisation / Accegtance Validale Guote NOM-GOY  Accepled y  18/10/2009 200 PM | setect.. v
N774244—4537§§ Guote Authorisation { Acceptance ‘Validats Quote MOM-GOY  Accepted 02008 215 PM Select =

2 tems Click. o the: Reference rimber The Status is now Accepied.

i to open the quote

wu‘_‘,“‘-.wwv’“\-r\ W sy gl iiniamtB . P ppets g R _}\-Mw&-m,p..__*,twwa*'\pf \'-J

2]

My Tasks 0[7)2

® Task Search
Workflow Management
Business Activty Moritor
System Adrmin
Reporting

B Mut At Office 8acistant

EEHEH

The following screen displays:

Queensland Hide Menu | Home | Contact us
Government

QFleet

whole-of-government

fleet management

(Open &I (Close Al | Actions | Reference ____ | ___Dept | Duebate _______ | Stts | Next Action
Loedinas towneieys (Beod) 74243463747 HON-GOY 1B410/2009 200 PM Accepted
My Account

Wy Tasks 0[0f2
® Task Search Reference Variables
B Warkfiow Waragement
Business Activity Moniar
System Admin Task Messages
Reporting
® Out of Office Assistant
B Policies
\eticle Selection
User Managemert
& Betasmhere FBT
® Ahout Flestscape

Task History

Contact Details:

Name Shannan Townsley Address [z
Phone 32258114 Fax 32278216
Email h Id

Driver or Pooling Manager Details

Name Catherineg Position
SES GENERAL Fax
Phone 12313545 Location Brishane

Check all details on the screen by clicking on each of the tab headings.
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You are now required to complete the task to remove if from your task list. Click on the Next
Action column and select Complete:

Queensland Hide Menu | Home | Contag
Government

Fleetscap_e — 3 wmle-of-gw?'lrggt‘?:;nagemeni

(Opec )l a1 T S ST S A Y. TN lext Aciion

Luggf A o tavmsleys (oot N-74243-463747 NON-GOY 164 0/2008 2:00 P Accepted [select..
My Accourt
B My Tasks 002
® Task Search Reference Variables
Wiarktlow Managemert .
et Task History Redirect to User
Business Activity Monitor Rt ol
System Admin Task Messages i
Reporting
® Out of Office Assistant
B Policies
B, Vekicle Selection
A ool e

The following box will display. If the quote is valid and compliant, select Yes for each of the
questions asked. Click on the Go button and the task will move from your Workflow list to the
Level 1 Authorisation Officer. The quote will not proceed unless all answers are Yes.

Make any notes if required e.g. to advise the FPO team that the vehicle is required ASAP and
must be sourced for delivery.

Queensland X
Government ;

Fleetscape

Sighted approvals for DG and
OPSME approval it SES
vehicle outside of OPSME

B About Flestzcape

(Open Al iClose All) Action Required
Logged in as townsleys (logout)
= hy Accourt Reference  rask __ [Status ____ |Action |
# My Tasks 0)02 hl-74243-463747 “alicate Guote Accepted Complete
¥ Task Search —
F Workflow Mansgement \i'-..
F  Business Activity Monitor Commert : d f
# System Admin . i _"i Once Yyou nave reviewe
[ R;pomng ek YES——Y-E the guote, Choose Yes o f
B oot of Office Sssistant Reviewy wehicles in the XX ,"\;‘ES | Mo for each of the
F  Policies poot — guestions. Then select
#  Wehicle Selection Review delivery date ofthe | 1 the Go button
F  User Management vehiole: [ves B é‘
F  Betasphere FBET a
&

guidlines:
| Gal | Cancel |
|
| Actions | Reference |

M-F4243- 463747 Gyote Authorisation J Acceptance Yalidate Cuote
M-74244- 465748 Guote Authaorisation  Acceptance “alidate Guote

wmw P g ., M HM‘\ ‘M—M‘#—\.\, o i admanbossadlP s, T

e
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Authorisation of Vehicle Requests — Client

Government Agencies can have Level One (L1) Authorising Officers and Level Two (L2)
Authorising Officers. L2 Authorising Officers are not mandatory for all agencies.

The information contained in these instructions applies to both levels of Authorising Officers.

There are two ways to complete Authorisations:

Option One - Receive a Fleetscape Authorisation email (Automated).
Option Two - Log in to Fleetscape (Manual).

Option One

1.

Receiving the Fleetscape authorisation email

Authorising Officers receive an email generated from Fleetscape Workflow advising a
request for a vehicle replacement or new vehicle requires authorisation. The email
contains a link to the task. Click on this link to be directed to Fleetscape:

B Vehicle Quote Authorisation Request. - ACTION REQUIRED PROMPTLY - Message (HTML)

I File Edit Wiew Insert  Formab  Tools  Actions  Help
ety | (gRenly oAl | (pFoverd | 4 [ D ¥ S| X + -7 -8 @

Subject:  Yehicle Quote Authorisation Request. - ACTION REQUIRED PROMPTLY

From: flestscape@qflest.qld.gov.au 3
T TOWMSLEY Shannan

Online Ordering

Dear Shannon, *

John Smith has requested a quote from QF leet far a wehicle lease. You are required to review and autharise ’
this request, being for a HYUINDAL | 30 SX 2.0 Auto HATCHBACK 50rs Petrol (T1) on a 24month, 40000 km lease. ‘,

Quote reference is 462682 a
This autharisation must be provided by 26 March 2010 after which the quote will expire and can no langer be accepted. g

Please click here to authorise or deny this request.

Ifyou are no longer responsible for this authorisation please click here to re-direct this back to QF leet

Ordering Officer Details:
John Smith

3404 1212
john.smith@mines qld gov.au

Heet Consultant Details:
Ellen Kear

32258114

ellen kear@afleet.qld.gov.au

R I Y

\..-q,- L SOV
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2. Logon to Fleetscape
The Fleetscape login screen displays. Enter your Fleetscape Username and Password,
click on Logon to open Fleetscape:

Fleetscape

Uzername: |tnwns|eg.rs |

FPassword: ||||||||||| |

Ligon

Fotgot your password?
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3.

Confirm vehicle details
The Online Ordering screen displays. This screen provides all the information to view
the vehicle to be ordered.

Check the Decision Required By field, and ensure you action the authorisation before
the quote expires.

Click on each tab heading to view more information about the vehicle order.

Vehicle Details tab is a summary page and provides details on:
» Lease parameters
»= Financial implications and delegations
= Vehicle selection compliance with policy

The Policy Details tab provides details of the Policy selected by the Ordering Officer.

The Checked Options tab will display the standard options and accessories selected by
the Ordering Officer.

The Duty Statement tab will be populated by the Ordering Officer when justification for a
non-compliant vehicle is required.

The PA tab outlines the provisional Agreement Acceptance:
= Vehicle details including GVG rating
= Ordering Officer details
= Detailed Financial components

Once you have checked the vehicle details and agree to the vehicle quote, place a tick
in the Disclaimer box.

Online Ordering

Authorisation / Denial Comments

Authorise ] [ Deny

Requested By John Smith

Business Group

on 07 Sep 09 Dept of Mines and Energy
Status COMPLIANT Decision Reqd By 08 Sep 09
Disclaimer:
I confirm that I arm a duly authorised person for the purposes of autharizsing this vehicle requisition, and, if I am the
% designated driver of the subject vehicle, I have not also been the authorising officer.
Vehicle Details

Requested Vehicle =

No Image
Avallable

Current Yehicle

No Image
Avalkable

Location Brishane-City
Service Delivery Requirement Adrnin - Passenger
Lease Duration (months) 24
Lease Distance (km) 40000
Lease Cost Per Month $6958.73
Wol Cost Per Month $933.27
Fuel Consumption {1/ 100km) 7.6
Make HY UMD AL
Model I305K
Yarant 2.0 Auto HATCHBACK SDrs
Petral [T1)
Cylinders 4
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Authorise or Deny the vehicle order
You now need to Authorise or Deny the vehicle:
= Click on either of the buttons at the top of the vehicle screen.

Notes explaining you reason to deny or authorise the quote can be added into the
Authorisation/Denial Comments box.

When the Authorise button is selected a warning box displays to confirm your selection.
The same will apply if you Deny the vehicle.

If you Deny the quote you are required to enter note explaining your reason. An email
will be sent to the Ordering Officer advising the quote was denied, the vehicle will need

to be requoted.

" Online Ordering

l Authorisenhj [ Deny ]
A
Authorisation / Denial Comments
Requested By John Smith ”
on 07 Sep 09 Business Group Dept of Mines and Energy
Status COMPLIANT Decision Reqd By 02 Sep 09

Disclaimer:
I confirm that I arm a duly authaorised person for the purposes of autharising this vehicle requisition, and, if I am the

designated driver of the subject vehicle, I have not also been the authorizing officer,

VYehicle Details

Microsoft Internet Explorer

Lacation ?(J ‘You have chosen to Authorise this vehicle order, is this correct? ity
Service Delivery Requirement -y enger
Lease Duration (months)
Lease Distance (km) [ oK %J I Cancel
Lease Cost Per Month %
Wol Cost Per Month $933.27
Fuel Consumption (1/100km) £
Make HYUMDAL
Model I 208K
Yarant 2.0 Auto HATCHBACK SDrs
Petral (T1)
Cylinders 4
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Authorisation confirmed

Fleetscape will display a confirmation message if the vehicle quote has been
authorised correctly. The authorisation process is now complete and the task will be
removed from your task list.

F Online Ordering

| This ¥ehicle Requisition has been Authorised.

P

Requested By John Smith ” .
on 07 Sep 09 Business Group Dept of Mines and Energy
Status COMPLIANT Decision Reqd By 08 Sep 09 /

Disclaimer:
I confirm that I am a duly authorised person for the purposes of authorising this vehicle requisition, and, if I am the
designated driver of the subject vehicle, I have not also been the autharising officer,

Where does the task go?
Fleetscape Workflow will automatically forward an email with a link to the next
Authorising Officer if required.

Once the order request has been authorised, workflow will allocate the task to a QFleet

Fleet Consultant team to accept the vehicle order, which will then be placed with the
vehicle manufacturer based on your specification.
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Option Two

1. Log on to Fleetscape

Authorising Officers can log on to Fleetscape and access the tasks allocated to them
by Workflow.

Open the QFleet Website www.gfleet.gld.gov.au and click on the Fleetscape Login
button.

2 QFlest | Welcome to QFleet - Microsoft Iternet Explorer eS|
w
B

D X B Osenan Fyrmons &)

Adcress ] httpef . ofleet.ald.gov. aujPagesidefaul. aspx Beo k> s B &

\ Queensland

Government

About us | Buying acar | Fleet Management | Community | Join QFleet |

1 am looking for... QFleet Quicklinks: | >

Welcome to QFleet I

QFleet is the Queensland Government's provider of vehicle leasing and flaet management services
with approximately 13,500 vehicles. QFleet provides these services to government departments

and agencies and government-funded organisations @
N

Fleet Management

Click on this button
to apen
Fleetscape

Informatior|

Celebrate Queensland's 150th birthday in 2008

The Fleetscape application opens. Enter your Fleetscape Login and Password.

2 Fleetscape - Microsoft Internet Explorer.

File Edit View Favortes Tools Help

> ] \ﬂ @ k;‘| /-"saar(h ‘E:‘_‘;-'Favnr\tes & - 7 = ?

4

Address ESE hittp: { e, Fleetscape.oflest.gld.gov . aufdesktopf

Queensland
Government

Fleetscape =

. Fleetscape

Username:
Password; T
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2. Check your tasks

Your workflow tasks will display. The Task column will provide an explanation why the
task was directed to you.

The task needs to be accepted before authorisation can occur:
= Click on the Next Action column and select Accept.

Queensland Hide Menu | Home | Contact us
Government QFleet
Fleetscape whole-of-government

fleet management

Open Al (Close Al

(anged mJ;s townsJIeys (logout) Seerch E IR REnEE)

=ty Account

My Tasks 0K 1-73305-467840 Guate Authorisation | Acceptance L1 Authorise Quote LON-GOY  Allocated
Task Search
Wiarkflovy Management
Business Activity Monitor
System Admin 1
Reporting

B Out af Otfice Assistant
Folicies

=

140372009 1:19 PM

COne item found

Redirect 1o Lser
Redirect to Group
Wiew Referred tashks A,

Mo Referred Tasks

[ERERERE

o=

i “igw unaccepted tasks in your group
‘ehicle Selection N:grv:uunTa;:Sc:S ed tasks in your grouy
" Wehicle Search i

=

User Management

3. Open the vehicle order
Open the vehicle quote to provide authorisation:
= Click on the quote number in the Reference column.

Government

Queensland {

Fleetscape

[(Dpen Al (Cloze Al
Logged in as townsleys (logout) Reference b ANy

" My sccourt (hctions || Reference ] Process

F My Tasks Oj0p

" Task Search -7 3305~ 4EZidﬂ liauote Avtharization .I'Acceptance e
Wiarkflow: Management

Businesz Activity Monitor One itam folgg ' i
System Admin 1
[F  Reporting

B Out of Office Assistant
[+ Policies - -
B Wehicle Selection Wiewy unaccepted tasks in vour group

Wiewy Referred tasks
Mo Referred Tasks

" vehicle Search Hoehaup Tase
El Uzer Management
s ST
/i T oy,
i o8 Sopy Swew R e M\. xJJ"'WM e SV
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4. Confirm vehicle details
The Online Ordering screen displays. This screen provides all the information to view
the vehicle to be ordered.

Check the Decision Required By field, and ensure you action the authorisation before
the quote expires.

Click on each tab heading to view more information about the vehicle order.

Vehicle Details tab is a summary page and provides details on:
» Lease parameters
»= Financial implications and delegations
= Vehicle selection compliance with policy

The Policy Details tab provides details of the Policy selected by the Ordering Officer.

The Checked Options tab will display the standard options and accessories selected
by the Ordering Officer.

The Duty Statement tab will be populated by the Ordering Officer when justification
for a non-compliant vehicle is required.

The PA tab outlines the provisional Agreement Acceptance:
= Vehicle details including GVG rating
= Ordering Officer details
= Detailed Financial components

Once you have checked the vehicle details and agree to the vehicle quote, place a
tick in the Disclaimer box.

Fleetscape — ‘ whole-of-government

e fleet management
S AR ES A | Actions | Reference | Dept [ DueDate |  Stus [ NextAcion |

Looged in as townsleys (logout
S g Uogout) 173305 462840 HON-GOY 14/08/2008 1:19 PM Accepted | Setect ~|
Ity Aceourt e

B by Tasks 0|1
B Task Search Reference Variables
[ Wiorkfiow Management
Business Activity Monitar
System Admin Task Messages
Reporting
¥ Out of Office Assistant
Palicies
wehicle Selection
" Wehicle Search
#  User Management
[*#  Betasphere FBT

Task History

HEH

n®

[ Autharise | [ Deny ]

= Ahout Fleetscape thorisation / Denial C
1 I
|
|
Requested B: John Smith
i Y 07 Sep 03 Business Group Dept of Mines and Energy
Status COMPLIANT Decision Reqd By 08 Sep 09

Disclaimer:

1 confirm that I am a duly authorised person for the purposes of autharising this vehicle requisition, and, if I am the
designated driver of the subject vehicle, I have not slso been the autharising officer.
Vehicle Details
‘turrent Vehicle Requasted Wehicla e
No Imoge No Imoge
Avallable Availoble
Location Brisbane
Service Delivery Requirement Admin - Passenger
Lease Duration (months) 24
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5. Authorise or Deny the vehicle order
You now need to Authorise or Deny the vehicle:
= Click on either of the buttons at the top of the vehicle screen.

Notes explaining you reason to deny or authorise the quote can be added into the
Authorisation/Denial Comments box.

When the Authorise button is selected a warning box displays to confirm your
selection. The same will apply if you Deny the vehicle.

If you Deny the quote you are required to enter note explaining your reason. An

email will be sent to the Ordering Officer advising the quote was denied, the vehicle
will need to be requoted.

e-of-government

fleet management
(Open Al Close A1 [ Acions | eerence | Dew | Duedwe | Sws | NewAdion
Ls ol i t 1 Iogaut; | T |
Hee M';' ey ERESH) 173305.462840 OGOV 14/09/2009 1:18 PM Acosptad | select v

My Tasks Ofo)1

B Task Search Reference Variables
Wk flowe Mal.'na.geman.t Task History
B Business Activity Monitor
System ddmin Task Messages
Reporting

® Qut of Office Assistart
Policies
= “ehicle Selection

B wiehicle Search

User Management ‘ e ILJ [ — J
[ Betasphere FBT
® &bout Fleetscape th / Denial G

Microsoft Internet Explorer,

\?/ ¥ou have chosen to Authorise this vehicle order, is this correct?
Requested By b
On MG/ MG/ NG/ FLTSCAPE - RATES BOOK

e e g

Disclaimer:

I confirm that I am a duly authorised person for the purposes of authorising this vehide requisition, and, if I am the
designated driver of the subject vehide, I have not also been the authorising officer.

6. Authorisation confirmed

Fleetscape will display a confirmation message if the vehicle quote has been
authorised correctly.

. ¢ whole-of-government
Fleetscape -

fleet management

(Open a0 (G504 T T S S S et Acion
L d t 1! (L Ut T il
900 w:;:l"':“ st ool 14.73305 462840 NON-GOY 14/09/2008 145 i Acceptsd Select ~|
3] My Tasks 001
ek Snih Reference Variables
B Werkllow Wansgement T
B Business Activity Mantor
B System Admin Task Messages
B Reporting
= Out of Office Assistant
B Poicies
El Wehide Selection
= \ehicle Search 3
E :;E’ M:”Egig:"‘ This Vehicle Requisition has been Authorised.
3 asphere e
® mhout Fleetscape Reason
|
Requested By Shannon Townsley .
On 11 5ep 09 Business Group HG/MG G FLTSCARE - RATES BOOK
Status COMPLIANT Decision Reqd By 12 Sep 09
Disclaimer:
I confirm that I am a duly authorised person for the purposes of authorising this vehide requisition, and, if T am the
= designated drivar of the subject vehighs, 1 havs nat slso ben the suthorising officar, @
Sy P o ¥ . ol {
I B e SR N M\\,‘.«A«wﬁ. ol g B r"" Sy Lo ,l‘*"-" |
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7. Complete the Workflow task

(Open Al (Close A1)

Logged in a= townsleys (logout)
= wy Account

®= My Tasks 001
® Task Search

F Workflow Management
B Business Lctivity Monitor
[ System Admin
[#  Reporting

® Out of Office Assistart
[#  Policies
=l ‘ehicle Selection

= Wehicle Search

B User Managemert
#  Betasphere FBT

" About Fleetscape

ol et

The task needs to be completed in Workflow to allow the automated emails to
continue to the next user:

e Click on the Next Action column and select Complete.

j - -government
Fleetscape

fleet managem

[actons | hererenee | Dew | oueome | stwus |
M-73305-452840 MON-GOY 14/09/2009 1:19 Ph Acceptedd

Reference Variables

Refer to User
Task History Redirect to Uzer
Refer to Group
Task Messages Redirect to Group

|

Online Ordering

This ¥ehicle Requisition has been Authorised.

Reason

« A warning box will display and Comments can be entered if required. If you type a
comment in the Comment field it will stay in workflow only.
*  Click the Go button:

Queensland ;
Government
Fleetscape
(Cpen &0 (Close A0 Action Required
Logged in as townsleys (logout)
o Roterence ek s cton ]
FH Wy Tasks 01001 M-73305-462540 L1 Authorize Guote Accepted Complete
" Task Search -7| p
Wiorkflowe Management |
[#  Business Activity Monitor Commerit — |
System Admin Gol I | Cancel |
Reparting L
" utof Office Assitert = S pept | status 2|
Policies
= “Yehicle Selection M-73305-462540 Guote Authorisation £ Acceptance L1 Authotize Quote NOM-GOY Accepted 14,
" Yehicle Search
User Management
#  Betasphere FBT 1 items found, displaying all items.
" About Flestscape
*; ;. P G b B
""-W’“ ol i & 2o ”“WE—?@W "M ’#""\ ““‘m’&-.ﬁ’\m\\ﬂ m"“ﬁw
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8. Where does the task go?
The task is no longer available in your Workflow task list:

3 whole-of-government
= fleet management

w7 N O B

Fleetscape

Cpen &ll) (Cloze Al
[_ogged in as townsleys (logout)

= wy Sccount Mo Accepted Tasks
[c] My Tasks i Yiewr Referred tasks
ST ST ! Mo Referred Tasks
[+ Workflow Management Wigw unaccepted tasks in your droup
2] Business Activity Monitor Mo Group Tasks
[ System Admin
& Reporting

® Qut of Office Assistant
Policies

/

| ¢

J

Wehicle Selection (
Ve

User Management
Betasphers FEIT

-, B Apout Fleetscans TR Lol - ‘.m’-w-aih“\ ’ﬂ‘\ M;_—ﬂ mrdhﬁn J R SHE waqr"“‘\“”“'“":nwar“._'ﬂ.

H O EE

Fleetscape Workflow will automatically forward an email with a link to the next Authorising
Officer if required. Workflow will also forward an email to the Vehicle Ordering Officer notifying
them the request has been approved.

Once the order request has been authorised, workflow will allocate the task to a QFleet Fleet

Consultant team to accept the vehicle order, which will then be placed with the vehicle
manufacturer based on your specification.
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Accept Quote — QFleet Fleet Client Services

QFleet Fleet Client Services team members will review Workflow tasks that have been
allocated to them. The task will display as Accept Quote.

Click on the drop down arrow on the Next Action field and select Accept. The Status will
change to Accepted. Click on the Reference Number to open the quote details.

Queensland Hide Menu | Home | CDntar
Government QFle.

whole-of-government
fleet management

(Open &1) (Close Al
Logged in as townsleys (logout)
= hiy Account

i Reference W Search Hidle: Pencling

)

My Tasks 0|02

= Task Search
Wiorkflow Management
Business Activity Mantor
System Admin
Reporting 1

Guote Authorisation f Acceptance. AEEE;J( Guote

Accepted 201002009 336 P

MOR-GOY
g ALthorization § Acceptance -

i 336 FM [Select.

Accept Quote

Click on the Reference

The Status of the quate is
number to open the quote

now Accepted.

HEEE

?:n‘:z?stwﬂ m W , Vs it B i s o tanten sl 7‘“’”%#"‘"’*‘“, b _\}"\f’.f’

The vehicle quote details screen opens. Click on each of the tab headings to review the
quote.

h-74245- 465747 NON-GOY 200102009 3:36 P Accepted |SEIEE.1 VI '

]

&

4

14

Click on each of the tab headings to
review the Quote e

Print Agreement

# Creating new Yehicle Request: N-74243

» Requiring Admin - Passenger vehicle 20000 km annually, Dperating in Brishane

QFleet reserves the right to change alease without nohce where dlrected by authority of the Queensland Government

or where a change in law or rag , including posed upon QFleat. Furthar, whilst QFleet takes evary massure
to ensure that pracurement of the request vehicle is secured changes imposed by manifacturers after a laase has been created
may render that lease agreement void,

Agreement Acceptance
AGREEMENT NUMBER: 463747

New Vehicle

Vehicle: YARIS YR - 1.3 Auto HATCHBACK 5Drs Petrol (T1) &
GVYG Greenhouse Rating: 7.5

Client: RATES BOOK

Lease Terms: 24 months, 40000 km

Lease Type: Veh: Fully Maint Gper Leass

9 Iy vﬂ“ L Quote statggemn.y, 4 ’luallabla T PR o - b
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You are now required

to complete the task to remove it from your task list:

Queensland
Government

Fleetscape

@ My Tasks 00|12

[ Workflow Managemert

Task History
#  Business Activity Monitor
H  System Admin Task Messages
#  Reporting
® Qut of Crffice Assistant
#  Policies

¥ Yehicle Selection

@ User Managemert

#  Betasphere FBT
® shout Fleetscape

B N o

Hide Menu | Hurr"

whole-of-government

{Oen Al [Clote Al) | Actions | Reference | Dept | Due Date | Status | Next Action
L o i 1 1 Togout’ —
haged injastownsleye (OUE) HT4243453747 MO-GOY 20/10£2000 %36 Pt Accepted [Select.. v/
My Accourt

® Task Search Reference Variables

Fefer to User
Redirect to User

Reter ta Group
When the quote has been Group
reviewed Complefe the task o

Print Agreemsnt

icle Request: 3
Bassenger 20000 km anr_u_.lally, Operati

The following screen displays. Click on the Go button to remove the task from your Workflow

list.

N
The vehicle quote needs to be accepted in Kerridge.

@ Queensland
Government

Fleetscape

(Open Al (Close Al
Logoged in as townsleys (logout)
by Accourt
My Tasks 0|02
¥ Tazk Search

e

Action Required

Rererence Tasi o cton |

M-74243-463747 Accept Guote Accepted Complete
| ¢
Comment | ;
| Gal | Cancel | #
o

[-Fa24 3463747 Quote Authorization f Acceptance Accept Guote

Wiorkflowe Mansgemert
Business &ctivity Monitor
System Sdmin

Reporting

= Ot of Office Assistant

Policies
: Wehicle Selection
“‘*«M,{MQ_BM = . i
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Order Vehicle — QFleet Fleet Purchasing Officers

QFleet Fleet Purchasing Officers will review Workflow tasks that have been allocated to them.
The task will display as Order Vehicle.

The Fleet Purchasing Officers (FPO) are set up as a group. All Order Vehicle tasks are sent
to the FPO Group. Each FPO will acquire Order Vehicle tasks from the group tasks as

required. Accept the task by clicking on the down arrow in the Next Action column and select
Acquire:

The Task will be Order Vehicle and the Status will be Accepted. Click on the Reference
Number to open the vehicle to be ordered details.

Queensland
Government
(Open Al (Close Al
Logged in & rutledges (oaout) 3 HusH e
“yaccars T T e B I e I TR
8y, My Lashs 4013 e 173663463355 Guele Autheriselion | Acceptance. Oreler Vehicle DVE-GLD Accepted 16/10/2008 343 FM Select... v
= Task Search '
# Workflow Management = - 73964463447 Guote Authorisation § Acceptance Oreler Vehicle MRIN-GLD Accepted 1941052009 3:35 PM Select. bl
E g:;!:f‘; Ay Manior R-D150GY-422152.453525 Guote Authorisation | Acceptance Order Vehicle TRAK.GLD Aecepted 200042009 541 AN Select v-‘ f
= Out of Ofice Assistart 044007 416584 4E37E Guote Authorksation / Acceptance Ordder Yehicle DESA-GLD Accepted 19402008 405 P Select v
& Policies f
= Aout Fleetsoape 4 fems found, displaying all tems:
1 When the Order Vehicle task is a
Vv Referred tasks. allocated to the FPO Group.
Mo Reforred Tasks Acquire the task from the group b
iew unaccepted tasks In vour roup fhsting
T T Process ¢ T T
= ReB81KCS 451754463805 Quote Authorisation  Acceptance Crdler Yehicle HEA-GLD 20402009 514 M
R-GGAL 29-433333-462710 Quote Authotisation [ Acceptance Dispateh Order DMR-QLD 0741052008 12:00 P
RATICOU 45053 ot Excoption Complete Guote DVR-GLD. 24/1042005 12:2 PM Redirect to Group
1o L
RISBKARA2TSI6 Quots Exception Complete Quote HEA-GLD 408200 5:11 M S
= RBE60GU443450 Quots Exceplion Complete Guote DWR-GLD 194042009 5:48 A
= R-445KXC-441214 Quots Excention Complete Quate QLA-OLD 1911012009 1:57 P | Setect. >
,m’”“"‘u.-‘W Sl \Ar-n" W cam o o \‘n-v«v.e---‘-\._.j Al o A e il e S ey

=]

BEHEHE

S
2RI e L

Fleetscae

(Dpen A (Close A1)
Logoed in s townsleys (logout)
= My &ccount

® Task Search

Queensland Hide Menu |
Government

Search Hide Pending

by Tasks 0|2

Guote Authorisation lACEEp{EnEE

Order Vehicle MON-GOY

Workflow Management
Business Activity Maritor
System &dmin

Reporting

igation f Acceptance MO

Arccept Gudts

Click on the Reference number

to open the quote The Siaifus is now Accepled.

The vehicle quote details screen opens. Click on each of the tab headings to review the
quote:

Reference Variables

Task History

Task Messages

Click on each of the tab headings to
review the Quote.

- 4%

Print Agreement

» Creating new ¥ehicle Request: N-74243
+ Requiring Admin - Passenger vehicle 20000 km annually, Dperating in Brisbane

QFleet reserves the right to change a lease without notice where directed by authority of the Queensland Government

or where a change in law orr i including i isi d upon QFleet. Further, whilst QFleet takes every measure
to ensure that procurernent of the request vehicle is secured, changes imposed by manufacturers after a lease has been created
rnay render that lease agreement void,

Agreement Acceptance
AGREEMENT NUMBER: 463747

AN

Newr ¥ehicle

Vehicle: YARIS YR - 1.3 Auto HATCHBACK 5Dvs Petol (T1) j

"""-*\ hoyze Rating:  2002,5 ey 'u.-w-t ot mninns, autedl W WY ppey L r

ﬂv
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M-74243- 463747 MOM-GOW 20/ 002009 9:49 &M Accepted Select

Home 5




You are now required to Complete the task to remove it from your task list.

oty
P

@ The vehicle order needs to be created in Kerridge.

(Dpen Al (Cloge Al

Queensland Hide Menu | Home | @\
Government
Fleetscape whole-of-government

fleet managemdy

Logged in as townsleys (ingaut]
= My Aocourt
@ My Tasks 002
" Task Search
& Workflow Management
#  Business Activity Monitor
E  Systsm Admin
@ Reporing
= Out of Office Assistart

uote Authorization / Acceptance

Oriler Vehicle

M-74244-463748 Guote Authorisation / Acceptance Accept Quote

2 ftems found, displaying all tems.
1

& Policies

] “ehicle Selection
El

El

User Manzgement Viewy Lunaccepted tasks in your group

Betazphet; T Mo Groug
e g | g

Wiewy Referred tasks
Mo Referred Tasks

list:

Hicle Pending

NON-GOY Arcepted

MOMN-GOY Allocated 201052009 336 PM

When the quote has been
reviewed Complefe the task.

"\..‘"‘*““M‘-«J"“' £ ‘-MWM ‘-M’:\‘U"-'.M\_(M"" i il A

The following screen displays. Click on the Go button to remove the task from your Workflow

Queensland
Government

Fleetscape

26 November 2009 Uncontrolled when printed

Logeed in a3 townsleys (logout)
* My Accourt Reference _ [Task ___ [Status ____ JAction |
H My Tasks 002 M-74243-463747 Order ‘ehicle Accepted Complete
" Task Search e !
FH  Workflow Mansgemert ‘ ‘
Business Sctivity Monitor Commert
SYS}EE”_T gl Qunte iz Walid: | Yes v ' é
Reporting T
" Out of Office Sssistant | oo ,\e_l | cancel |
[ Policies b
[ Vehice Seection
+ 2 .
% Usey ._Tf;ﬂﬂ o J TR Qucte AUISSS SN | AL0SEIRACE e i, i OTEERMEICI o
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Dispatch Vehicle Order — QFleet Dispatch Officer

The QFleet Dispatch Officer will review Workflow tasks that have been allocated to them.
The task will display as Dispatch Order.

The FPO will also supply the hardcopy vehicle order to prior to accepting the Workflow task.
To accept the task click on the drop down arrow on the Next Action field and select Accept.
The Status will change to Accepted. Click on the Reference Number to open the vehicle to
be ordered details.
Queensland Hidle Meny | Home | £

ﬁ Government
3 whole-of-government
Fleetscape - %

(Open Al (Close AN
Logged inas townsleys (logaut)

= Wy Account
My Tasks 002

¥ Task Sgarch
o wWork Management

[H  Business Activity Monitor

174243 463747 \Qume Authorisation  Acceptance D\spatnh Order HON.GOY Acoepted Y 20M 042008 1:56 P [ 5e|§& kil
W EE
& Reporting

- ion [ Acceptance Accept Guote M-
Click on the Reference number The Skat & i
2 items for to open the quote. BRI RO e oepiE
1
= Out of Office Assistart

T T N N N ™ Tl o= SN C P A _j

F - System Admin

Confirm the hard copy vehicle order matches the Workflow task and then Complete the task.

oty

The dispatch date also needs to be updated in Kerridge.

Queensland Hide Menu | Home | Contact
Government Qﬂg

A whole-of-government
Mape e fleet management

{oven s Cse T T Next Acton
fotoetines owmslcyn g N-74243.463747 NOM-GOY 20/0/2008 1:56 PM Accepted
My Accourt

[

My Tasks OJ0j2
" Task Search Reference Variables

Fefer to Lser

Wiorkflow Management o— e
B Business Activity Montar Bl
M System Admin Task Messages ] Re dire m . Gfou
E  Reporting Click on each of the tab headings to ! i
= OUt of Office Assistant ensure the hardcopy vehicle order
Falicies matches Fleetscape

Wehicle Selection

Uszer Management

Betasphere FBT
= ahout Fleetscape

HEHE

Complete the task to remove it from your
task list

® Creating new ¥ehicle Request: N-74243

e Requiring Admin - Passenger vehicle 20000 km annually, Operating in Brisbane

QFleet reserves the right to change a lease without notice where directed b f the
or wh;a change in law ar regulahnn luding taxation, Is imposed upon QFleet. Further, P T Sy

e | Y psi aroymenart o il e peimia s gt by gufaciamsader + 532 et sl e

Print Agreement }

The following screen displays. Click on the Go button to remove the task from your Workflow
list:

Queensland &
Government

Fleetscape

[Open &l (Close All
Logged in as townsleys (logout)

Action Required

= My Accourt Reference __________[Task Status Action
F My Tasks 002 M-7424 34635747 Dizpatch Order Accepted Complete
¥ Taszk Search e ==

# Workflow Management

Business Activity Monitor Commerit N f

System Admin [ oo p | [ conce | }

Reparting L o
ol hctions— | ererence 7

F  Policies — :

E  “ehicle Selection bl-Fa243 465747 Cuiote Authorisstion f Acceptance Dizpstch Ordei

B User Managemsnt M-T4244-463745 Guote Autharisation § Acceptance Accept Guot

qp_,ﬂﬁasphere EET e abonnontbints P ™ o dsmmsiate, Ve T e S SR Y
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Vehicle File — QFleet Records Management

The Records Officer reviews Workflow tasks that have been allocated to them. The task will
display as Create Vehicle File.

The Records Officer receives a copy of the vehicle order to prior to accepting the Workflow
task. To accept the task click on the drop down arrow on the Next Action field and select

Accept. The Status will change to Accepted. Click on the Reference Number to open the
vehicle to be ordered details.

If required click on the Reference Number to open the vehicle order detalils.

Queensland
Government

. whole-of-government
Fleetsca — - % fleet managemes

Hide Menu | Home | Cnﬁt’

(Open All) (Close Al
Logged in a5 townsleys (logaut) Look For: RGGICCHNG Status: Lall) Sea = Hie Eoodg

B My Tasks0i0)2 74243463747 Quote Authorisation / Acceptance Create Vehicle File NOM-GOY  Accepted

Next Action
® Task Search :}
Workflove Management
Business Activity Monitar
System Sdmin
Reporting

® Out of Office Assistant

L[y, Policie - wigwy Retferred
\_WMH "’ - e

dggtion [ Acceptance

Accept Guote MOMN-G

If required to verify order number

When the paperwork is received
click on the Reference number

from thee Status is changed to
Accepted.

HEEE

1

{
v-»-«mqw ’M_M.j M" I“’\Wwe& R S — /

Complete the workflow task by clicking on the drop down arrow on the Next Action field and
select Complete:

Queensland Hide Menu | Home | Contd
Government :
Fleetscape - — : whole-of-government

fleet manageme

(Open A1) (Close Al . -
Logged in as townsleys flogout] hilesbencing
2 :":Sla;::ﬂ;ﬂ H-T4243- 453747 Guote Authorisation f Acceptance Create Yehicle File NOM-GOW  Acoepted  21AD2009 213 P
B Workflow Management NL74244- 453748 Quote Authorisation f Acceptance Accept Quote NON-GOV  Allocsted
B Business Activity Monitor
B System Admin 2items found, displaying all ftems
®  Reporting 1

= Qut of Offics Assistart

Status: =

20052008 336 PM

When the vehicle details have
been reviewed Compiefe the

@ Policies Wiew Referred tasks
#  Wehicle Selsction Mo Referred Tasks
H User Management

View unaccepted tasks in your grouy

= s fmbrmbimetall 1o S TSttt i et A el "\_’ul"'\‘-«*f""\

The following screen displays. Click on the Go button to remove the task from your Workflow
list:

& Queensland &
Government il

Fleetscape

[Dpen AN (Close Al

Logged in a5 townsleys (logout)
=y Account

[+ My Tasks 0012
® Task Search

Action Regquired

Retorence —_ [Task Status Action

W-74243- 463747 Dispatch Crder Accepted

Complete

F Workflow Management ?

Business Activity Manitor Commert I

System Admin ] 3

Reporting “
= Out of Office Sssistart [“Actions. | Reference <) — ¢

F  Policies — :

F ‘ehicle Selection hl-74243- 453747 Guote Authorisation f Scceptance Digpatch Orde

B iHsecManagement 1-74244-453748 Qucte Authorization / Acceptance Accept Quat

%

e S T, e T o ST S
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Terminate Agreement — QFleet
The Fleet Consultant will review Workflow tasks that have been allocated to them. The task

will display as Terminate Agreement. This task has been generated by the Return Agent
receiving a vehicle return.

Click on the drop down arrow on the Next Action field and select Accept. The Status will
change to Accepted. Click on the Reference Number to view the Inspection Returned Details.

Complete the workflow task by clicking on the drop down arrow on the Next Action field and
select Complete.

Queensland
Government

Fleetscape

(Open Al (Close All)
Logged in as silke (ogout)
=y Account
My Tasks 10|14
¥ Task Search
Workflow Management
Business Activity Monitor

=

FHH &

Reporting

= Out of Office Assistart
Model Management
Policies

= EH

Wetiicle: Selection
® shout Fleetscape

The Vehicle Refurn Date and
Vehicle Odometer Reading are
used to terminate the vehicle in
Kerridge.

Hide Menu | Home | Contact

QFle|

whole-of-government
fleet management

e R S e ..

203GGLY DES-QLD 2171002009 303 PM Accepted

Reference Variables

Refer to User
Redirect to Ussr
Refer to Group

Task History

Task Messages

Inspection Report Details Agreement Details

Made! SONATA, Agraemert R
Make HvU Number

Wehicle Return Client Code DO00210
Dete 20072009 ClentName  BSS HEAD OFFICE
Wehicle Return ZILLMERE Registration 903aGL
Location Stetus L

el Start Date 03/0812005
Odometer 51088 Endl Date 021112008
Reacding u T -

sase Type
I Correct Carrect fid
. Make HYU

ErgreNo

Pl Madel SONATANF
Manutectured Vehicls Name 2.4 Auio SEDAN 40rs Petrol
Correct orre Sale Date 251212008
Client Signed N

Return Date

Comment

Receipt

Confirmeation

Comment:

The following screen displays. Click on the Go button to remove the task from your Workflow

list:

CQueensland
Government

Fleetscape

(o= - Bt s ot ]
Logged noas ke loped
® by Bl
£ by Tankn 100
* Tagh Soarch

F  Whnricfio Msreorareert

- s an Bofedy Kok
= Frportrg

Bl o Ot AEmisi e
L Lodad Mg
B Pk

Aitiish

= Wahacis Taiscion
* lyalucis Seacch

% Belasprere FET
 Aond Fevdzonps

e r\‘“‘*“-ﬁ'ﬂ B B

| e M it P

Piosonn

Tt e Ageeenent
A Wekicht Felufra

The vehicle also needs to be terminated in Kerridge.
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File RVIR - QFleet
The Records Officer reviews Workflow tasks that have been allocated to them. The task will
display as File RVIR.

The Records Officer does not action anything in Workflow until a hardcopy Returned Vehicle
Inspection Report (RVIR) is supplied to them.

When the RVIR is received perform a search in Fleetscape to find the workflow task

Click on the Task Search menu item, change the Look For search enquiry to Reference and
enter the registration number on the RVIR.

@ Queensland
Government

Fleetscape -

Hide Menu | Home | Cuntacg'

whole-of-government
fleet management
(Dpen All) (Close A1)
Logged in &= cairnsp (logout)
® Wy Accourt

B My Tasks OO0

" Task Search
Warkflove Managsment
Businzzs Activity Montar
Reporting

" Out of Otfice Assistant

® spot Fleetscape

EEHE

Enter the registration number
on the RVIR to find the
Workflow task

SNy S NG AR SRR PR S SO M"‘*-—-,,..A.rf

The task will display. Click on the drop down arrow on the Next Action field and select
Acquire:

Queensland
Government

Fleetscape

Hide tMenu | Home | Contact 4%

whole-of-government
fleet management

(Open &) (Cloge Al)
Logged in as cairnsp (ngout)

= My Account
@ My Tasks Oj00

= Task Search
& Workflow Management

Records Mansgemem Tesm
®  Business Activity Monitor

446K

= One item found.
#  Reporting Redirect to G
= Out of Office Assistant 8 Aiatateto ter
= About Fleetscaps
* e, + Export options: CSV Ext:el
Y r&&m' ‘B i]

SR WO .I““""‘“""”‘““‘\ 2 “""& M““"“‘* r”""‘“"‘" " X mf &

The task has now been assigned to you. If you need to verify the hardcopy RVIR with the
Workflow task click on the Reference Number to open the Inspection Report Details

Complete the workflow task by clicking on the drop down arrow on the Next Action field and
select Complete:

Queensland
Government

Hide Menu | Home | Cunta.g'

Fleetscape whole-of-government
2 e S bl P_ - fleet management
(Open A1) (Close Al
Longed in as cairnsp (logout )
= iy Acoount Look For: 445ikp Status: B pisplay Completed & Cancelied Tasks:
By Teske o I R e S Sl T T =Y T M LTIV
.
Task Search Petalouise Caims 44BJ<E “ehicle Returns File Regional RVIR Acospted  26A072008 808 AM | Select
Warkflow Management
ER: Activity Monit
B Business Activity Moritor F—
®  Reporting
B Out of Office Assistant 1

* sbout Fleetscape

Evport options: 4] C5v | K] Bxcel

Referto Group }
Redlremto Group

3
“’\%..MWWD\M”‘"‘HJ At ..MJ""’“M J’MGW

The following screen displays. If required amend the Doc Receipt Date. Click on the Go
button to remove the task from your Workflow list.
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Queensland

Hide Menu | Home | C;m#
Government

le-of-government

fleet manageme
(Open Al (Closs All)

Action Required *
Logged in as caimsp (logout) L
S i ererence o ]
B My Tasks 0]/t 24EHP File Regional RR: Accepted Complete
® Task Search T
E Wirkflow Managsment ‘ i
[ Business Activity Monitar jeonie _
E  Reporting : 2201042009 | &
® Out of Office Assistant Drehersin e e

= shout Flestscape

Gl Cancel
o | [ ]

Look For: H45ikp Status: B pisplay Completed & Cancelled Tasks:
Assigned to _+] Refercnces]  Process 3 Task 3] Dept & Status 3l bue 3]

Peta-Louize Cairns 446 IKP ehicle Returns File Reginnal RVIR DRIGLD  Accepted 2601052009 08 AM Select | [l

‘r"“""""‘“\.'ﬂ" 'e‘ w“-‘"\ V'Q’gﬂ?in,wg“-“-"ﬂmw-\_ r»,,.,..m”*'-"""“m\ Q-' w gl ™.

A

The RVIR needs to be scanned and filed on the vehicle file.
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