#)labama

interactive

Alabama State Motor Pool
Online Vehicle Request System
User’'s Guide

Alabama Interactive

Online Vehicle Request System User’s Guide
Version 1.0

May, 2004

Page 1 of 5 alabamaf:‘:gov



What is the Online Vehicle Request system?

The Alabama State Motor Pool Online Vehicle Request system allows State employees
to reserve vehicles for official State business quickly and easily via the Internet. The
system can be accessed at any time from any computer connected to the Internet. This
allows State employees the ability to reserve vehicles at their convenience.

How does the system work?

To use the Online Vehicle Request system, follow the links to the system located on the
State Motor Pool's Web site (www.smp.state.al.us), or Alabama.gov's “State
Employees” section (www.alabama.gov).

You can also access the system directly by entering the following URL into your Web
browser. https://www.alabamainteractive.org/cgi-bin/motorpool/car request/main.cqi

Logging In:

For security reasons, you will be prompted to log into the system each time you make a
vehicle request. This ensures that only authorized users are allowed to make a request
for a state vehicle. Logging into the system is as easy as 1-2-3:

e b e o e e 1) Enter your Provider Code
it S )i oot Lo : Your provider code is a unique identifier provided for
M e ziBe each State entity. The provider code always starts with
G, the letters MP” followed by 4 digits. Your provider
“‘k" bkl ;ggir\/\gﬂ;ttehni online system is the same as it is for the
e Yy .
AN, 2) Enter your User ID
If you do not have your user id, contact your
foa A designated vehicle reservation system administrator or
the Alabama State Motor Pool.
3) Press Submit
Press the Submit button to log into the system.
i) o L @

If you experience difficulties logging into the system, verify that you are entering all of
your information, including provider code, correctly and that your caps lock key is not on
as your username and password are case sensitive. Finally, if you are still unable to log
in, contact your designated vehicle reservation system administrator or Alabama
Interactive at (334) 261-1990.
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Requesting a Vehicle:

Requesting a State vehicle is easy. To begin, fill out the fields listed on the reservation
screen.

1) Enter your telephone number e e )
2) Enter the destination you will be |5 * = *=== -
traveling to e

3) Complete the period of use section and |
specify the times you intend to pick up | ,
and return the vehicle. | =

4) Enter the estimated roundtrip mileage ‘
of your trip. If you are unsure of the | mese '
distance you will be traveling, use your | ===

best estimate or click on the linked | T
mileage chart. | —

5) Enter your email address | Riin

6) Finally, you must digitally “sign” your | = oo
vehicle request and click the checkbox | - —

certifying that the vehicle you are |
reserving is for official use and that the |

P LY T

vehicle operator possesses a valid
driver’s license.

7) When you are finished, press the Submit button to complete your vehicle
request.

The Confirmation Screen:

B it et rfhen. g R ol it i gl - Tt kvt [rpdorer [

s =1 Once your vehicle request has been submitted,

Ml R .a- | you will be directed to a confirmation screen.
P This page will summarize the vehicle request
:3; et Fox Stae Cor you have just made. You should print and
N

L i s e keep this page for your records. You will also
P e o i e receive a confirmation of your vehicle request

Hipmuerd lie Fbday 21 0825 18 CDT 2008

o via email.

:-H“. "E__::f:f':: If your travel plans change, contact the

e State Motor Pool immediately at (334) 242-
4043 to cancel or update your reservation.
Be sure to write down or print out your

= = confirmation number.

After you have printed the confirmation page and finished making your vehicle
reservation, use the link on the confirmation page to return to the State Motor Pool’s
homepage.
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Administrator’'s Guide

The Online Vehicle Request system has an administrative interface that allows
designated individuals to set up, disable and view user accounts.

The administrative interface can be reached via the following URL:
https://www.alabamainteractive.org/cqi-bin/motorpool/user panel/index.cqi

| &7 https: iftest. lsbamainteractive.orglcgi-bin/motorpool/user_pnel/index. cgl - Microsoft Interrvet Explorer TS|

To log into the administrative interface, enter |o= - ©ii = om .
your department code and user id in the blanks
provided.

s o

Foverses @ Meda | (-

Department Code
Your department code and user id are part of AN
your administrative login issued by the Alabama
State Motor Pool.

User ID

If you cannot remember your administrative
login information, contact the Motor Pool at
(334) 242'4043. & s st . » Jer_peneljnde . 3 remet

The Administrative Menu

From the administrative menu, you have access to the user accounts for your agency.
From this page you can add and modify users as well as view a list of all registered
users in your agency.

| & hetps:/itest.alabamainteractive..org/cgi-bin/motorpool/user_panelfindex.cgi - Microsoft Internet Explorer = ]
e

To view all users: Select the “Search | = & = rwe == =

for User” button. e LTt LT
To disable a user: From the “Search
for User” menu, choose the radio button
next to the name of the user you wish to =]
disable access to the system. Select B —
the “Disable Userid” button.

To add a new user: From the
administrative menu, select “Create
User”. The system will then present the
new user screen. Follow the directions
listed on this page to add a new user.
Keep in mind hat the username must
be between 6 to 7 characters long and
can use letters and numbers. This
username is different from your
department code.

| ) cone S @ et
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NOTE: When adding users, if you wish to create a master account, select the checkbox next to
“Master Account”. This will create another user who can view, add and delete users.

& hitps:iftest.alab. ctive.orglcgl pool/user_panel cgl - Internet Explorer Q@ﬁ
He Et Wew Fpens ek peo b

Qoek - O - [B @ 6| P et drFrotes & Hedo

vess | ] Ptpan fbest. alsbeman terac tive orgog-binimotoroeimer_panelindex og v B

The userid "JSMITHZ" has been added!

When a user has been
successfully  added, the
system will display a
message informing you that
the user has been created.
You can click the button to
return to the main
administrative menu or exit to
the login screen.

&) cone S @ et
Support

~
For vehicle policy-related information, p; -i; = ‘g"
vehicle information and cancellations, il E
contact: (ke 2

Alabama State Motor Pool
386 South Ripley Street ¥ o ||
Montgomery, AL 36130-3851 \ g

(334) 242-4043

For application support contact:

Alabama Interactive

Monday - Friday, 8 am -5 pm
(334) 261-1990

800 353 EGOV (3468)

support@alabamainteractive.org
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