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Read and accept at bottom of page.
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[bookmark: _GoBack]When filling out the “user registration”, everything with an asterisk * has to be filled in. The account number and department has to be the one you, as a “user”, are tied to in IRIS, account number descriptor. Once you are confirmed as a “user” and start to reserve a vehicle, you may change the account number to charge the vehicle rental to. After you register as a user, you have to wait until an admin approves it before you can make a reservation. If you register after hours or weekends, you will not be able to reserve a vehicle.  Everyone has to register as a user themselves since you will have to use your UT credentials. Without being a register user, you will not be permitted to get a vehicle or return one.
 
After this, go to Instructions.
[image: ]

After clicking on Start, it will take you to this page.
[image: ]
If the reservation is for you, click the top, if you are making it for someone other than yourself, click on second space. Once you have done this, click on NEXT.
[image: ]
Choose whether the travel is IN STATE or OUT OF STATE.
[image: ]
The User ID/Name, Email address, Driver’s User ID, and account number have been marked out. The renter’s information will be there instead. 
If you need to charge the rental to a different account number for this rental, you may do so. Put the destination and the purpose of your trip. If you have any special requirements or requests, please put them in the comments section. Click Next to continue.
[image: ]
If everything is correct, click on Submit Request. If you need to change something, click on Previous or if you need to cancel, just click Cancel Request. If you need to have multiply reservations, click on Submit and Make Similar.
[image: ]
You should see this screen if you chose to Submit Request. If your reservation has been APPROVED you should see a 6 digit number confirmation (as above) in the “Request ID or Confirmation Number”. This means we have a vehicle assigned to you. If in the “Request ID or Confirmation Number” section you see an R followed by 6 numbers, this means you DO NOT have a confirmed reservation. It is only a Request for a reservation. This means, we do not have the type of vehicle you requested and your vehicle may have to be substituted for another “type” of vehicle. If during business hours an admin can assist with this. 
Every requester, renter and approver, should receive two emails. The first one is a Request Confirmation (i.e. R plus 6 numbers) which means your request for a vehicle was put into the AGILE system. If a vehicle is available, all will receive a second email. This one is a Reservation Confirmation, (i.e. 6 numbers) which means you have a vehicle assigned to you. 

The new key box is located at the back of the building.
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‘Our goal s to make the process of requesting reservations and checking or updating those requests as simple as possible. A basic
overview of Fleet Management's on-line vehicle reservation process is isted below. Just follow these three easy steps:

@First, complete and submit the on-line new request form. Your reservation request is given the status of ‘Pending’ and you are
assigned a reservation request confirmation code. You will recsive an email notifying you of your reservation request. This
request code does not mean your request has been filled!

Note: If this is your first time placing a request click on the Sign Up Now button or contact Fleet Management for
login assistance.

@next, your reservation request will be processed by the Flest Management staff. Most requests are responded to within 1 hour
(during normal business hours). If the request can be fulflled, then the reservation request is given the status of ‘Approved'. You will
receive an email notifying you of your reservation approval and the assigned reservation confirmation code. This code Signifies
that the request has been filled. This reservation code will be required in order to utilize the electronic key boxi

At any time, my schedule may be used to view the status of your reservation request(s) on-line. Additionally, you may cancel or
request changes to your reservation request(s).

Note: If your reservation request is ‘Rejected’ or ‘Cancelled" then you will receive an explanation with your email response
indicating the reason.

ur vehicle at the requested location identified on your reservation confirmatior

u should be sure to review our policies (if you are not familiar with them) and our current vehicles and
I you need any further assistance, please contact us by email, by phone (during normal business hours), o by fa

After the vehicle is returned, please be sure to provide us with feedback on your experience.
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Please wait while the data is retrieved...

The following information pertains to Fleet Management policies regarding the utiization of short term rental vehicles. Every operator of a Fleet Management
rental vehicle is responsible for understanding and adhering to ALL policies

Palicy
[Use Authorization
[Requirements of Operator
[Responsibilties of Operator
[Cancellations

[Picking Up Vehicles
[Returning Vehicles

[Road Repairs

[Accident Reporting
insurance

Use Authorization
Only authorized drivers (as defined by Fiscal Policy FI0725-Use of University Vehicles) may operate Fleet Management vehicles

Additional policies include FI0705Travel, FI0275-M Use of University Vehicles, FI0135-Insurance, SA0900-Smoking, SAAD022-K-incident & Accident
Reporting, SAGS025-K-Alternative Vehicles, and SA0875-Firearms.

e o

Requirements of Operator

Drivers must have a valid driver's license in their possession.

Responsibilities of Operator

The operator of the vehicle has, but is not limited to, the following responsibilities

« The vehicle represents the University of Tennessee, as such, the driver must operate the vehicle in a safe, responsible, and legal manner.

« Safety betts are to be wom by all occupants of the vehicle at all times the vehicle is in motion. The driver is responsible for ensuring that all occupants
comply with this requirement. Damage to UT-owned rental vehicles will be charged back to the renting department

« Drivers are required to report any and all mechanical defects upon return of the vehicle to Fleet Management.

« As UTis a smoke-free campus, no smoking is allowed in UT-owned vehicles

« Only senice animals can be transported in UT vehicles. Cleaning fees may be assessed
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