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Fleet Services

Summary
Northern Arizona University, University Transit Services

The Fleet Services department has created a new online vehicle rental request system.

Objectives

The Purpose of this document is to provide instructions on how to submit a vehicle request and understand various automated
emails associated with a vehicle request submission.

Additional Notes

Link: Fleet Services Online Vehicle Rental Request System
Email: Fleet.Services@nau.edu
Phone: 928.523.2469

Website: https://in.nau.edu/university-transit-services/fleet-services/



https://cas.nau.edu/cas/login?service=https%3a%2f%2fonbase.nau.edu%2fappnet%2fUnityForm.aspx%3fd1%3dAfGAt6aedv2%2f21VgnNwwwqmB57NGAIrwDv6Ju7NnbVasgy6tGBdbRLzJCQyThuW2gwc5SnM122X%252b2%2fksl%2fUKGHFClLzso6H8lR%2fncvDNeKu9UNRd9PxObvWq4tamrDE%2frPBis0c7UAqYj%252b4YANeu7DvDFlQrnZHpuWrmEqvvZ4kI2xD7f9wvFBijvI2tKFI44uDsC4qrkurf32h0qdiYhRM%253d
mailto:Fleet.Services@nau.edu
https://in.nau.edu/university-transit-services/fleet-services/

1.0 Link to the Fleet Services Online Vehicle Rental Request System.

1.1 Sign in using Central Authentication Service (CAS) credentials.

2.0 Submitter Information.

2.1 Following successful CAS sign in, the fields will auto-fill with CAS information.

Request Type

Submitter Information

Submitter Name * Submitter Phone Number*

Submitter Email®

[ 1

Submitter Department *

3.0 Requestor Information.

3.1 Search by full name, NAU User ID, or NAU Employee (Empl) ID.
3.2 If the Requestor is the same as the Submitter, click Requestor info is same as Submitter.
3.21 The Requestor will be the primary contact for this specific request.

The Requestor is the Primary Contact for this reservation

Requestor i me as Submitter
Rn?uaxlw User 1D u?mm Phone*

To Search by Name, put the Exact Name or enter EMPLID or User ID instead within the Requester .
EMPLID Field or User ID Field Requestor Empl ID Rf“ﬂw B?Einm!m Name
First Name

Rn?ueslw Name *

R!?uzslnr Email*

Last Name

4.0 Rental Request Type.

4.1 Select Vehicle. Read the Guidelines and Regulations.
4.2 Check the box next to | have read and understand the policies set forth by NAU and the state of Arizona.

4.3 Click Next Page.

Rental Request Type

Request Type:*
O Vehicle
Bus
By submitting a vehicle rental request farm, the requestor and driver have read and understand:
That it is my responsibility to ensure compliance with the policies set forth by Northern Arizona University and the State of Arizona on the proper use of state vehicles:
That State of Arizna statutes require the possession of a valid operator’s license to operate any state-owned vehicle and therefore eertify that the vehicle driver possesses a valid operatar’s license:
‘That the driver's defensive driving training, passenger van training, and driver's license registration have been completed and remain current as required by the Northern Arizona University Authorized Driver Policy:
To protect the lessee from lability for unavoidable damages, It is recommended that vehicle inspections are performed and documented including when leaving vehicles unattended in parking lots/garages and returning after-hours to NAU Fleet Services:
Vehicle rentals from outside vendors: Additional fees may apply. Cost estimates for outside vendor rentals do not include fuel costs. Any options added by driver after a reservation is created by Fleet Services will be at driver's expense. It is recommended that driver ensures vehicle is fully fueled by
vendor prior to departure and by driver upon rewrn. Outside vendor vehicles do not include a State fuel card. Oriver is respensible for payment upon purchase of fuel. Outside vendor vehicles require a valid NAU parking permit 1o park on NAU campus: it is the responsibility of the department to purchase
NAU parking permits; government permits can be purchased using a SpeedChart at NAU Parking & Services,

91 have read and understand the policies set forth by NAU and the state of Arizona.*

5.0 Request Information.

5.1 Enter the email address of the employee who should receive the billing invoice.

.. |

gilling Recipient Email* Speedchart Number

Depart Date/Time* Destination (City, State)

Return Date/ Time " Is your pickup location outside of Flagstaff, AZ 7*
Yes

O Ne

5.2 Enter the Depart Date and Time.

e - e

Billing Recipient Email * Speedchart Number*
| —
Depart Date/Time* Destination (City, State)*

o NN Is your pickup location outside of Flagstaff, AZ 2*
Yes
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icle Details Tab at the top of the form, Click the Add buttan to request additinal vehicles.

[

Count
1
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5.3 Enter the Return Date and Time.

Vehicle Details

Request Information

Request Type

Billing Recipient Email Sfuﬂ(h:rl Number*
Def,m Date/Time* Destination (City, State)*

Return Date/Time* Is your pickup location outside of Flagstaff, AZ 7*
Yes

O N

icle Details Tab at the top of the form. Click the Add bulton to request additional vehicles.
Count
1

5.4 Enter the Speedchart (or Grant) to be charged for the rental.

Vehicle Details }

Request Information

Billing Recipient Email * Sﬁud(harl Number*®
Depare Dase/Time Destination (Ciy, State)®
Return Date,Time * Is your pickup location outside of Flagstaff, AZ 7*
o
5.5 Enter the Destination(s).
5.5.1 Cities/states should be entered in this field. Multiple cities/states may be entered.
5.5.2 Specific addresses, events, etc. are not necessary for this field.

Request Information

xmwa mdf\zm Email* Sfuunmn Number*
Depart Date/Time * Destination (City, State}*
[ ]

Return Date,/Time *

Is your pickup location outside of Flagstaff, AZ 7+
Yes

ono

6.0 Pickup Location. Vehicles not departing from the Fleet Services location on NAU campus, Enterprise will be utilized.

6.1 If the pickup location is at NAU Fleet Services, leave No selected and continue to Vehicle Information.

Speedchart Number®
Destination (City, State)*
[ ]

Return Date/Time *

Depart Date/Time*

Is your pickup location outside of Flagstaff, AZ 7*
Yes

OnNo

6.2 If the pickup location is not NAU Fleet Services, select Yes. In the corresponding field that appears, enter the physical address of the Enterprise
location then continue to Vehicle Information.

| Request Type | €l Vehicle Details

Request Information

Billing Recipient Email* Speedchart Number* Please provide the physical address of the third-party pick-up loeation *
Depart Date Time * Destination Emf‘ state)*

Return Date/Time*

15 your pickup location outside of Flagstaff, AZ 7*
Yes

No

7.0 Vehicle Information.

7.1 Available vehicle types depend on whether the departure location is Fleet Services or an Enterprise location.
7.2 Further information regarding vehicle types is available under the Vehicle Details tab at the top of the page.

7.3 Vehicles listed in the Vehicle Types dropdown and under the Vehicle Details tab are determined by the departure location chosen in the Request
Information.



7.4 Vehicle Types dropdown and Vehicle Details tab if departure location is Fleet Services:

Request Information
‘aning Recipient Emall* Speedehart Number* )
‘n.p,.. Dat Destination (City, State)* .
s your pickup location outside of Flagstaff, AZ 7+
Yes

o

Return Date/ Time *

For Vehicle Details, please click the

hicle Details Tab at the (0p of the form. Click the Add bution 1@ request additional vehicles.
Vehicle Type* Count

1 B

L Full Size Sedan

Mid All-Wheel SUV

Large 4x4 High Clearance SUV
Large All-Wheel SUV
§ Large 4x4 SUV

[ st Tk cunsie vendor oo | - —

Moving Truck Rental Information

Request Type

To request a moving truc}
1. Submit a Work Request to Moving Services by calling 928-523-4227 or visiting hitp://fsrequestnau.edu/
2. 1f Moving Services cannot fulfll your request, contact Fleet. Services@nau.edu or 928-523-2469 0 request a moving truck from an outside vendor.

Vehicle Details

k‘sl

Vehicle Example
[ hr

o 1 Vehicle Example Vehicle Example
[Dodge Grand Caravan ] [Honda CR-V. 1

e
[ —
e

‘Weekly Rate
[5160.00

m.mr Rate

|
|

I

ileage Rate

Large All - Wheel SUV

IW

Large 4x4 High Clearance SUV

(- \
== A

7.5 Vebhicle Types dropdown and Vehicle Details tab if departing from an Enterprise location:

\
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Request information

ing Recipient Emas

Speedehart Number® Please provide the physical address of the third-party pick-up location*

[Depln Date/Time * y Destination (City, State) *
Return Date/ Time *

Is your pickup location outside of Flagstaff, AZ 7*
Oves

Mo

icle Information

For Vehicle Detalls, please click the Vehicle Details Tab at the top of the form. Click the Add bution to request addtional vehicles.

Vehicle Type- Count

Compact Sedan
Standard Sedan
f
Small SUV

{ standard suv

A e s
Folt suv I, ot

Sedan

hicle Details

Moving Truck Rental Information

To request a moving truck:
1. Submit a Work Request to Moving Services by calling 928-523-4227 or visiting hitp: //fsrequest.nau.edul

2.1f Moving Services cannot fulfil your reque:

, contact Fleet.Servi

s@nau.edu of 928-523-2469 0 request 2 moving truck from an outside vendor.

OQutside Vendor Vehicle Rentals

‘Additional fees may apply.
Cost estimates for outside vendor rentals do nat include fuel costs.

Any options added by driver after a reservation is created by Fleet Services will be at driver's expense.

It is recommended that driver ensures vehicle is fully fueled by vendor prior to departure and by driver upon return.
Qutside vendor vehicles do not include a State fuel card, Driver is responsible for payment upon purchase of fuel,
Outside vendor vehicles requ

e a valid NAU parking permit to park on NAU campus; it is the responsibility of the department to purchase NAU parking permits; gavernment permits can be purchased using a SpeedChart at NAU Parking & Services

Vehicle Details

Vehicle Example
[Nissan versa Vehicle Example
Kia Soul

Vehicle Example
[Toyota Car

Seating Capacit
I —— semni c;im.i sam,.i c,i.mi
Dally Rate
Daily Rate Daily Rate
3467 s37.67

Standard SUV

/. - e

11




7.6 Choose how many of the Vehicle Type(s).

Requested Vehicle(s)

For Vehicle Details, please click the Vehicle Details Tab at the top of the form. Click the Add button to request additional vehicles

Vehicle Type * Count
0

Driver Information

Selected Driver(s)

Click add to select additional drivers.

7.7 If additional vehicle types are needed, click Add.

Requested Vehi

For Vehicle Details, please click the Vehicle Details Tab at the top of the form. Click the Add button to request additional vehicles.

Vehicle Type* Count.
[

-] [ ]

8.0 Driver Information.
8.1 Search for driver by either full name, NAU User ID, or Empl ID.
8.2 If additional drivers are needed, click Add.
8.2.1 If additional drivers are unknown at time of request, vehicles will then be reserved under the initial driver. For classes requiring
multiple vehicles but unknown drivers, it is recommended that the teacher/instructor be listed as the initial driver. When additional

drivers come to pick up the vehicles, they should know the name of the initial driver/teacher/instructor. Reservations will no longer
be listed under classes.

Driver Information

Selected Driver(s)

Click add to select additional drivers.

o — R prcem:

To Search by Name, put the Exact Name or enter EMPLID or User ID instead within the Driver EmpliD*
Requester EMPLID Field or User ID Field [ ]

First Name

NAU Driver Name*

Last Name

Selected Driver(s) s

Click add to select additional drivers.

NAU Driver User ID
orversewra R

To Search by Name, put the Exact Name or enter EMPLID or User ID instead within the Driver EmpliD*
Requester EMPLID Field or User ID Field

First Name

NAU Driver Name *

e ——

Last Name

Click add 1o select additional drivers.

—— _—
T

To Search by Name, put the Exact Name or enter EMPLID or User ID instead within the Oriver EmpiiD*

Requester EMPLID Field or User ID Field ,—%

First Name . =
NAU Driver Name *

Last Name

9.0 Rate Estimation (Optional).

9.1 This optional section provides an estimated cost of the request. The # of Days field is auto-filled based on the dates and times chosen in the Request
Information Section.

cle Type

-]
oo s Rate prat
Free Miles T e e

anaing 1o

Extimated Miles Troveled For ind party vendor veni

cam vary by location. One-way

akculatorIs a estimation tos. Costs and fees for third party vendors
rop fees which vary by location. Ful couts are based on average fael

Extimated rice Per Gallon

Airport Pickup?
[

Total Estimated o




10.0 Additional Information.
10.1 This section provides the opportunity to add any notes or details relevant to the request.

10.2 To add further information, select Yes and enter notes in the corresponding text field.

Additional Information

Do you need to provide Fleet Services with any additional Infarmation in regards 1o your rental request?*
es.
No

Additional Information *

10.3 If no further information is needed, select No.

Additional Information

Do you need o provide Fleet Services with any additional information in regards to your rental request?*
Yes

One

I
L

11.0 Submit.

Additienal Information

Do you need to pravide Fleet Services with any additional information in regards 1o your rental request?
Ves

One

12.0 Automated Emails.

12.1 After submitting a vehicle rental request, the following automated emails from NoReply@nau.edu will be sent to the Submitter, Requestor, and
Driver(s). Do not reply to these emails. Contact Fleet Services directly with any questions, changes, or cancellations.

12.2 The first email will confirm the request.

***This is an automated message from the NAU OnBase System. Please do not reply***
Hello,
Thank you for submitting a Vehicle Rental Request Form. Your request will be reviewed and Facility Services will get back to you soon.

Sincerely,
Fleet.Services@nau.edu

12.3 The second email will either:

12.3.1 Approve the request. The vehicle(s) have been reserved. A Vehicle Request number will be included. Please reference this number
when contacting Fleet Services to change or cancel a reservation.

***This is an automated message from the NAU OnBase System. Please do not reply***
Hello,
The Vehicle Request (5333833) has been Approved.

Request Information
Requestor Name:
Requestor Phone:
Requestor Email:
Billing Recipient Email:

Driver Information
Driver Name: Driver Email:

Vehicle Rental Information
Type (Count):

Vehicle Pickup Time:
Vehicle Return Time:
Destination:

Additional Information

Comments from Fleet Services



mailto:Fleet.Services@nau.edu

12.3.2 Request further information. Fleet Services needs more information in order to complete the request. Follow the link provided in
the email then answer any questions Fleet Services has posted.

***This is an automated message from the NAU OnBase System. Please do not reply***
Hello,

The Vehicle Request (5333839) has been denied.
Comments from Fleet Services: Fleet Services request for more information here
Please click the following link to return to your Request Form and make all required changes for your resubmission.

https://onbase.nau.edu/appnet/docpop/docpop.aspx?docid=5333839&chksum=12dd4b643395df23086c25966aabdc230183822a920c5

Thank you,
NAU Fleet Services
If you have any questions or concerns, please contact NAU Facility Services at (928) 528-4227

12.3.3 Deny the Request. Extremely rare. Fleet Services cannot fulfill transportation needs through the NAU Motor Pool or any outside
vendor such as Enterprise and Budget.



