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Section 1. Data Setup 

System Flags 
See the System Flags Table for a complete listing of system flags. 

Approval Functionality 
MP Approval flag on the Employee Main General tab - If this flag is set to Y, the 
employee must have their motor pool reservation approved. 

Ticket Approver flag on Department Main frame – Must be a valid M5 employee who 
can approve reservations for this department. 

Reservation Advanced Notice and Reservation Duration fields on the Location Main 
Configuration tab -  This limits the days in advance a reservation can be made and the 
length of time a reservation may be made for. On the Application User Maintenance 
frame, the employee must exist and must be a valid M5 employee who can approve 
motor pool reservations. 

Privileges 
MP-RESV-ENTRY – You will need this privilege if you can make motor pool 
reservations. 

MP-RESV-APPROVAL – You will need this privilege if you can approve reservations for 
your subordinates as well as any departments that you are set up to approve. 

MP-MANAGER – This privilege will allow the user to approve anyone’s reservation as 
well as make any reservations. 

MP-ADJUSTMENT – You will need this privilege in order to make an adjustment on the 
Motor Pool Manager frame. 

Billing Codes 
Set up billing codes and motor pool rates using the Billing Codes frame on the Motor 
Pool tab. 

Locations 
You must define a location as a “motor pool location” using the Location Main 
Configuration tab. 
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Assign Billing Codes 
Assign the billing codes to units: 

● New Units – Use the Unit Main frame. 

● Existing Units – Use the Unit Billing Code Maintenance frame to update existing 
units. 

● Use Approve All feature on the Billing Codes frame for motor pool units. 

Define Rental Classes and Preparation Duration Days 
Define the motor pool rental Class and Prep Duration Minutes(s) using the Motor Pool 
Rental Class frame. 

Assign Units to MP Classes and Locations 
Assign units to a motor pool Class and Location using the Motor Pool Assign Unit 
frame. 
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Section 2. Technical Support 
AssetWorks provides several ways to connect with the Customer Care team. Be 
prepared to provide detailed information to the representative. If you are reporting an 
issue by email, include screen images of the problem. This information provides the 
Customer Care representative with the necessary information to quickly and effectively 
respond to you. 

Customer Care is available 7AM – 7PM EST Monday through Friday. 

Telephone: 800.900.8152 

Email: M5Support@AssetWorks.com 

Website: Community.AssetWorks.com 

You can use this website to open issues, review the status of past submitted issues, 
review and download documentation, review additional training materials, and access 
the latest AssetWorks news. For secure access to the website, contact Customer Care 
by calling the listed telephone number. 

mailto:m5support@assetworks.com
https://community.assetworks.com/hc/en-us
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Section 3. Motor Pool Billing Codes 
The first step in preparing the Motor Pool module for use is setting up billing codes 
specific to motor pool usage. You have the option to bill unit usage at Hourly, Daily, 
Weekly, or Monthly rates. You have this option on the billing codes frame or when 
opening and completing motor pool tickets. 

Codes created on this frame can be assigned to units using the Unit Billing Code 
Maintenance frame or on the Unit Main frame when creating a new unit. 

 

Types of Billing Codes 
LEASED - Units or departments are billed for leases, usage, fuel, and repairs. 

NONLEASED - Units or departments cannot be billed for leases or motor pool, but can be 
billed for usage, repairs, and fuel. 

MOTOR POOL/TASK - Units are billed for motor pool tickets. Usage cannot be charged for 
motor pool/task units, but a Charge Per Usage can be entered for the purpose of setting the 
rate for usage entered on the motor pool ticket. Only these units can be reserved or picked 
up in the motor pool frames. While repairs and fuel can be set to bill, the charges get billed 
to the owning or using department and not to the department that had a ticket at that time. 
As a result, repairs and fuel are rarely billed for this type. 

 Note: In addition, the Share Pool functionality allows for units not having motor pool 
billing codes to be assigned as a motor pool unit and billed as such.   
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Create a New Billing Code  
Billing Code – Enter a new billing code here, field is limited to eight characters. 

Description – Enter a description for the billing code, field is limited to 30 characters. 

Disabled – Yes or No dropdown to indicate if the code is disabled. The default value is 
No. 

Effective Date – Date from which the billing information defined for the code becomes 
effective. 

New Effective Date – After a code is created, a new effective date can be entered, if 
applicable. 

Preserve Rates – Select the checkbox to preserve the rates. 

Type – Select from the dropdown LEASED, MOTOR POOL/TASK, or NONLEASED. 

Toggle (Un)Approve All Units/Depts – Select to toggle (Approved or Unapproved) All 
Units/Depts. If any or none are selected, the remainder is selected. If all are selected, all 
will be cleared. 

 Note: Selecting the Unit checkbox to approve the unit billing data will not populate 
the unit level, unless some other data on the billing code has changed. 

 Note: When you select the Toggle (Un)Approve All Units/Depts button and select 
the Unit/Dept Bill Code checkbox, a New Effective Date must be entered when 
the Default Method Billing Method is COMBO on the Motor Pool tab. 

After this section is complete, select the SAVE button at the top of the frame to save the 
new billing code. If the Type is LEASED OR MOTOR POOL/TASK, the next section can 
be edited after saving. If the Type is NONLEASED, the Lease Information section will be 
greyed out. 

Usage of Primary Meter Section 
Flat Usage Per Period – Enter the usage per period. This is the number of free usage 
per period or the minimum number of free usage to charge depending on the value in 
the How to Charge dropdown. 

Charge Per Usage – This dollar value represents the amount of money charged per 
mile, kilometer, or hour. 

How to Charge – Dropdown options are Flat Usage Fee or Charge as Min. 

Recording Method – If the Type is MOTOR POOL/TASK, the dropdown is     
read-only and the value defaults to Unit History. If the Type is LEASED or NONLEASED 
you can select Unit History, Captured Meters, Entered Usages, or Don’t Bill. 
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Motor Pool tab 
The Motor Pool tab allows you to define billing information for codes with a MOTOR 
POOL/TASK billing Type. This tab is read-only and not editable if the billing Type is 
LEASED or NONLEASED. 

Fuel Charge 
Default Fuel Charge Per Gal/Liter – Default dollar amount to be charged per gallon or 
liter. 

Employee Operating Information 

This section is used to bill employee labor when using a motor pool vehicle. It is 
customer-specific functionality. 

Time Type – This field defaults to the Time Type default from the Time Type 
Matrix frame. 

Rate with (Type) (Base 1.0 X) – Base rate for time type. 

Rate with (Type) (Overtime 1.5 X) – Overtime rate for time type. 

Rate with (Type) (Double 2.0 X) – Double rate for time type. 

Rate Table Information 
This section allows you to set the billing method, rates, and free usage for motor pool 
billing. 

Default Billing Method – Dropdown options: Hourly, Daily, Weekly, Monthly, or 
COMBO. A month equals 30 days. System Flag 1196 controls the maximum number of 
hours in a half-day. 

Rates – Dollar amount charged Hourly, Daily, Weekly, or Monthly. 

Free Usage – The amount of Hourly, Daily, Weekly, or Monthly free usage before billing 
charges apply. 

Applicable to Hourly or Daily rates only 

Bill Weekends – Select the checkbox to apply billing to weekend usage (applies to 
hourly or daily rates). 

Bill Holidays – Select the checkbox to apply billing to usage on holidays (applies to 
hourly or daily rates). 
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COMBO Default Billing Method 

The COMBO Default Billing Method allows you to break down the charges by hour, 
day, week, or month when you return the vehicle. 

For example, you rented a vehicle from 11/15/20xx to 12/15/20xx. The total elapsed 
time would be 720 hours. When you exclude weekends from the total you end up 
with approximately 493 hours. 

From there, rather than billing all 493 hours at the hourly rate, you can break it down 
so that if you have a discounted rate for days, weeks, and months it will bill each unit 
of time at the appropriate rate. 

So, in this example you have 493 hours, but you want to apply a weekly rate of $500. 
You can enter $500 into the rate field for "weeks" and that gives you two weeks of 
time to bill at $500. Now that leaves 157.25 hours.  

You can apply a daily rate of $100. That will bill six days of the rental period at $100 
per day. After the weekly and daily rates have been applied, we are left with 13.25 
remaining hours we can then bill at the hourly rate. 

Fixed tab 
The Fixed tab allows you to set up a Bill Item for fixed billing charges. Each billing code 
can be set to bill an unlimited number of fixed charges. Use the Fixed Bill Items list of 
values to see the fixed charge bill items set up using the Billing Items frame. Each fixed 
charge applies to each unit or department assigned the billing code. 
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Section 4. Motor Pool Location 
To assign units to a location, locations must be designated as a Motor Pool Location 
by using the Location Main frame on the Configuration tab. A System Administrator 
typically performs this task.  

 
1. Select the Motor Pool Location checkbox in the Type of Location section. The 

Motor Pool Reservation Information section displays.  

2. Enter the Reservation Advance Notice. This value represents the number of days 
in advance reservations must be made for this location.  

3. Enter the Reservation Duration. This value represents the maximum number of a 
days a reservation can last.  

4. If using in conjunction with a KeyValet Location system, select the location from the 
dropdown.  

5. Enter the Late Pickup Hours. This value represents the maximum number of 
Hour(s) past the pickup time that a person can still pick up their vehicle.  

 Note: A reservation is considered expired at the moment their pickup date or time 
passes or the pickup date or time + the late pickup hours passes.  
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Section 5. Motor Pool Rental Class 
The Motor Pool Rental Class frame allows you to create and maintain the rental classes 
for your motor pool. These rental classes help M5 manage fleet vehicle reservations 
based on total units in a class versus how many are available in that rental class at the 
time of the reservation.  

 
To create a new rental class, enter a new code in the blank Class field. This field has a 
limit of six characters. Next, enter a Description for the rental class. The Description 
field has a limit of 30 characters. 

Enter a value for the Prep Duration (Minute(s), Day(s), or Hour(s) for the class, the 
default value is zero. The Units Assigned column is read-only and displays the total 
number of units assigned to the Rental Class Code. As you assign the code to different 
units the value in this column updates accordingly. 

You can delete a class from this list provided the rental class code is not in use on any 
other tables in the system. If the class has a value greater than 0 in the Units Assigned 
column, you will not be able to delete the record from the list. 
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After saving, the value in the Class column displays as a hyperlink that opens the Motor 
Pool Confirmation Codes frame for the rental class. The Motor Pool Ticket Confirmation 
Codes i-frame displays for the rental class and includes:  

● Unit number  

● MP Ticket  

● Confirmation Code  

● Pickup Location 

● Estimated Pickup Date 

● Estimated Return Date 
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Section 6. Motor Pool Assign Unit 
The Motor Pool Assign Unit is a query frame that displays all units that have a Motor 
Pool/Task billing code Type. This frame gives you the ability to easily assign things 
like rental Class, Prep Duration, Location, Body Color, and Where Now (current 
location) or Ticket Number (if the unit is reserved to a Motor Pool Ticket). 

 

 Note: You can use the unit number hyperlink to display the unit’s information on 
Motor Pool Confirmation Codes or Unit Main. 
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Section 7. Motor Pool Reservation Approval Setup 
When System Flag 5143 is set to Yes, the approved motor pool reservation functionality 
is used. Motor Pool Reservations can be created on the Motor Pool Reservation frame 
or on the Motor Pool Manager frame. 

A Motor Pool Reservation Approver can be an employee’s supervisor, a department 
motor pool approver, or an employee who is authorized to approve all motor pool 
reservations. 

Employee/Driver Main Frame 
 

 
1. From the Employee/Driver Main frame, enter the supervisor Employee ID. 

2. In the Position Information section, select Yes from the Supervisor dropdown. 

3. Select the SAVE icon. 

4. Next refresh the frame and enter the Supervisor ID on the Assignment tab.  

5. Select the SAVE icon. 
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Department Motor Pool Reservation Approver 
 

 
1. From Department Main, select the Motor Pool tab. 

2. Enter the valid M5 Employee No. 

3. Select the SAVE icon. 

 Note: A supervisor or department motor approver must have the Role Maintenance 
frame privilege MP-RESV-APPROVAL. 

 Note: A user can also be given the All Motor Pool Reservations Approver 
designation by giving them the MP-MANAGER privilege on Role Maintenance.  

 Note: The application user must be assigned a valid MP Approver identity on 
Application User Maintenance. You must assign a valid Employee No in the 
Application User Identity section. 
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Section 8. Reservations 
The Motor Pool Reservation frame or the Motor Pool Manager frame can be used to 
create motor pool reservations for approval. 

 

Create a New Motor Pool Reservation 
1. From the Motor Pool Reservation frame, select the New Ticket button to create a 

new reservation. The Status will automatically be Build and the current sign on 
location as the Pickup Information Location and Return Information Location. 
The current date and time will display in the Pickup Information Date/Time field. 

2. If the pickup location is not correct, select the correct pickup location from the 
Location dropdown. 

3. Select the Calendar icon in the Date/Time field to select the date and time of the 
rental pickup. If you enter a date greater than the advanced reservation notice set for 
the current motor pool location, you will receive a warning message that it cannot be 
greater than that value. Select the OK button to enter a new pickup date. 

4. If the return location is not correct, select the correct return location from the Location 
dropdown. 

5. Select the Calendar icon in the Date/Time field to select the date and time of the 
rental return. If the return date is greater than the reservation duration for the pickup 
location, you will receive an error message. Select the OK button to continue and 
enter a new return date. 

6. In the Equipment Detail section, select a Rental Class from the dropdown. 
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7. Enter a valid M5 employee in the Reserved For field, or select from the Employee 
Operator (Active) List. The renter’s Department automatically displays. 

8. If you need to change the Department number of the renter, select from the 
Department dropdown. 

9. Enter the Phone No of the renter. 

10. If there is another number that you need to refer to, enter it in the Ref No field. 

11. Enter the location of where the renter is going in the Destination field. 

12. Enter the person making the reservation in the Requested By field. The on date and 
time automatically displays. 

13. Enter the Reason for the rental. 

14. Enter a direct Account No or select from the Direct Account List if an account 
number is required. Use this field if there is a certain account number that you want 
to make sure this rental gets billed to. 

15. Enter Notes if notes are needed. 

16. Select the SAVE icon when complete. There is now a ticket number and the Status 
has changed to Reserved. 

 Important: If using the approval process, make sure that you have an approver set 
up for the department entered on the reservation and the application user has an 
MP Approver privilege or you will receive an error message. 

View or Edit Existing Reservations 
To view or edit existing reservations, enter the ticket number in the MP Ticket No field or 
select from the Motor Pool Tickets in Reserved Status list of values. 

Copy an Existing Ticket 
You can copy an existing ticket by following the same steps to view or edit an existing 
ticket and then select the Copy Ticket option from the MORE dropdown menu at the top 
of the frame. 

Delete an Existing Motor Pool Reservation 
1. To cancel or delete a reservation, enter or select the ticket number in the MP 

Ticket No field  

2. Select the DELETE button at the top of the frame. The Action Required window 
opens.  

3. Select the Delete button to set the status of the ticket to CANCELLED. 
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Motor Pool Approval 

 
When System Flag 5143 is set to Yes, the approved motor pool reservation functionality 
is used. Motor Pool Reservations can be created on the Motor Pool Reservation frame 
or on the Motor Pool Manager frame. 

A Motor Pool Reservation Approver can be an employee’s supervisor, a department 
motor pool approver, or an employee who is authorized to approve all motor pool 
reservations. 
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Section 9. Motor Pool Manager 
The Motor Pool Manager frame is used to make a motor pool reservation whether Motor 
Pool Approval functionality is implemented or not, record motor pool unit pickup 
information, record motor pool unit return information, change the motor pool billing on a 
particular ticket, print the Motor Pool Ticket, and print the Motor Pool Invoice.  

The Motor Pool Manager frame has three tabs: Reservation, Pickup/Return, and 
Adjustment History. The Motor Pool Ticket Report and Invoice Report are printed by 
using the MORE button or report programs. 

 

 Note: Creating, viewing and editing existing reservations, copying a reservation, 
and deleting or cancelling reservations follows the same process as outlined on the 
Motor Pool Reservations frame. 
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Section 10. Motor Pool Reservation Assignment 

 

Assign A Unit 
This frame lists all open reservations by Pickup Location that are in a Reserved status.  

The Open Reservations i-frame displays the Ticket number, Pickup Date, Return Date, 
Return Location, Rental Class, and Unit. The frame was designed to allow the user to 
quickly assign motor pool units to reservations. 

The Unit number column will show if the motor pool ticket has been assigned a unit 
number. A unit number can be added or changed, as applicable.  

To assign a new unit or add a unit, you can select a unit from the Motor Pool Available 
Units for list of values. The list of values display the standard available units by location 
list. 

Select the unit to be assigned to the reservation. 

 Important: Motor Pool Messages 

 Alert: When a unit is assigned to a motor pool reservation on the Motor Pool 
Reservation Assignment frame>Reservation tab or on the Motor Pool Manager 
frame>Pickup/Return tab, if there is a work request or an open work order, a 
popup message displays. This is only a notification. The unit can still be 
assigned to the motor pool reservation. 
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 Alert: If you select View, the Motor Pool Units with Work Orders/Requests 
appears. It shows the unit’s open work orders and work requests that are not 
assigned to work order. If you select the blue hyperlinks it will navigate to the 
Work Order Main or the Work Request Main frame. 

Display the Reservation Information 
On the Motor Pool Reservation Assignment frame, is Requester Detail. Double-click on 
the Unit number, the reservation details display in the Requester Detail section. 
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Section 11. Vehicle Pickup and Return 
When the renter is ready to pick up a unit, pickup dates and meter readings are entered 
on the Pickup/Return tab of the Motor Pool Manager frame. You can also check out a 
unit if an advanced reservation was not made. The only difference in the procedure is 
the amount of information that you need to enter. 

If the unit being picked up is an electric vehicle, the electric vehicle’s state of charge is 
evaluated for dispatch. State of Charge Percent, Last State of Charge Date, and Last 
State of Charge Source is configured or imported by using telematics devices on the 
Unit Main> Meter/Accounting tab. 

If the electric vehicle’s State of Charge Percent is below System Flag 5509 - Electric 
vehicle state of charge % warning upon dispatch threshold, a warning message is 
displayed to the user, but the electric vehicle can still be dispatched.  

If KeyValet is being used and the electric vehicle’s State of Charge Percent is below 
System Flag 5510 - Electric vehicle state of charge % do not dispatch at KeyValet 
threshold, the electric vehicle’s keys will not be released at the KeyValet box. 

A temporary unit can be picked up and returned. This would be for rental equipment that 
is not owned by the fleet. In this case, the unit number would not be a validated field. For 
further information, see Temporary Unit Pickup. 

. 
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View Motor Pool Manager Reservations for Pickup 

 
From Motor Pool Manager, to view reservations waiting to be picked up, double-click in 
the MP Ticket No field, within the List of Values select 1 – Reservations Only. From the 
Motor Pool Tickets in Reserved Status list of values, select a ticket. 

 Note: If the Unit has not been assigned do that now. Remember as discussed in the 
previous section, if there is a work request or an open work order, a popup message 
will appear as a notification. The unit can still be assigned to the motor pool 
reservation. 

 Note: Within the Approval Detail section if the reservation needed approval, the 
approval details display. Proceed to select the Pickup/Return tab. 
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Pickup 

 
1. Select the Pick up button. Select the Calendar icon to enter the pickup  

Date / Time.  

2. If the date and time is greater than 24 hours from the entry time, the system prompts,  
"The pickup date is more than one day ahead”. 

3. Verify the pickup Location. Select a valid motor pool location by using the List of 
Motor Pool Locations list of values. 

4. Update Meter 1 and Meter 2, as applicable. The basic M5 meter checks will be 
performed. If the system detects an error, a warning message appears. 

5. To accept the mileage, select the Meter Override checkbox. If the system detects a 
meter rollover, a warning message displays. 

6. To accept the meter, select the Meter Override checkbox or correct the odometer 
readings. 

7. The Where Now? field indicates if there is a reservation number or comment. 

8. Enter the renter’s driver license or permit Number in the License/Permit section. 

9. Enter the renter’s driver license state in the State field. 

10. Enter the renter’s city license number in the City License No field. 

11. Enter any additional notes in the Notes box. 

12. Select the SAVE icon when complete. 

13. The system changes the Status field to Picked Up. The system displays a new ticket 
number in the MP Ticket No field if there was no reservation. All the fields on the 
frame are now display only. 

14. To print a pickup ticket, select Motor Pool Ticket from the MORE button. 
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Return 
When you return (check in) a unit, you enter the usage and motor pool rate information 
needed to correctly calculate the rental charges. After the unit is checked in and the 
ticket Status is changed to Complete the unit is returned to the motor pool as an 
available unit. 

You can change the motor pool Rate method, Free Usage amount and rental period of 
time when completing the motor pool ticket. 

From Motor Pool Manager, to view reservations waiting to be picked up, double-click in 
the MP Ticket No field, within the List of Values select 2 – Pick Up Status Only. From 
the Motor Pool Tickets in Pick Up Status list of values, select a ticket. 
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After selecting the ticket number, select the Pickup/Return tab. 

 
1. Select the Return button. 

2. The current date and time defaults into the Date/Time field. You can select the 
Calendar icon to manually enter a date and time. 

3. The system calculates the total amount of time the unit was rented on this ticket. The 
correct time figure is entered within the Motor Pool Charges section in the Hours, 
Days, Weeks or Months field, based on the defaulted motor pool rate method in the 
Billing Method field. The number of hours in a half day is determined by the value of 
the Maximum number of hours in a half day system flag. 

4. The system populates the current signed on to motor pool Location, however, this 
can be overwritten. 

5. Enter the current primary or secondary meter reading in the Meter 1 and Meter 2 
fields. If the system detects an error, a warning message appears. 

6. To accept the mileage, select the Meter Override checkbox. If the system detects a 
meter rollover, a warning message displays. 

7. To accept the meter, select the Meter Override checkbox or correct the odometer 
readings. 

8. Enter where the unit is currently parked in the Where Now? field. 

9. In the Return Information section, indicate if there were Moving Violations or 
Damage, and who returned the vehicle. 

10. Enter additional Notes, as applicable. 

11. Review the billing information and make changes as required. After you have saved 
the information, you cannot go back and make additional changes.  

12. Select the SAVE icon. 
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13. The Status of the ticket changes to Completed and the fields will become display 
only. 

14. Select Invoice Report from the MORE button to print the motor pool report. 
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Section 12. Adjusting Motor Pool Billing Charges 
Completed Motor Pool Ticket billing charges can be changed if the Motor Pool ticket has 
not been billed. The person making the change must have the MP Adjustment privilege 
authorized on their role. You can change the number of days, the free usage, or the daily 
rate. 

You can view these adjustments on the Adjustment History tab. 
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Section 13. Combo Billing Explanation 

 
The way COMBO billing option on Motor Pool Manager works is when you return the 
vehicle, you can break down the charges by Hours, Days, Weeks, or Months. 

For example, let’s say you rented a vehicle from 11/15/xxxx to 12/15/xxxx. The total 
elapsed time would be 720 hours. When you exclude weekends from the total you end 
up with approximately 493 hours. 

From there, rather than billing all 493 hours at the hourly rate, you can break it down so 
that if you have a discounted rate for days, weeks, and months it will bill each unit of 
time at the appropriate rate. 

In this example you have 493 hours, but want to apply a weekly rate of $500. You enter 
$500 into the Rate field for weeks and that gives you two weeks of time to bill at $500. 
Now that leaves 157.25 hours. You can then apply a daily rate of $100. That will bill six 
days of the rental period at $100/day. 

After the weekly and daily rates have been applied, you have 13.25 remaining hours to 
bill at the hourly rate. 
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Section 14. Temporary Unit Pickup 
This is a method for renting equipment that is not part of or owned by the fleet. In earlier 
versions of M5, the Motor Pool module would require the unit to be a valid unit number 
that exists in M5. In the case of renting equipment outside of the fleet (for example, 
renting a crane for a construction project or a rental car) and to accommodate the 
temporary use and charge of that unit to the appropriate entities, the system now allows 
the unit to be non-validated. This unit is called “temporary”. 

System Flag 2070 - Allow motor pool tickets on units not in the fleet? exists to allow the 
use of temporary units within the Motor Pool module in M5. If this system flag is set to 
"Y", then the user can create free-form unit numbers that are not real M5 units during the 
motor pool pickup process. These units are temporary units and are not retained after 
the motor pool ticket is closed. 

No reservations can be made on a “temporary” unit. They must be ticketed immediately 
which puts the ticket into Picked Up Status. Required fields are Unit Description, 
Serial Number, Type of Billing Method, and Rate. 
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Section 15. Motor Pool Billing Interface 
The new M5-MPBILLING Interface will close all motor pool tickets that are in a Picked 
Up status for the previous fiscal period based on your fiscal calendar and reopen them 
as new tickets. This is useful for those fleets that want to bill clients on a monthly basis 
even if the motor pool unit is still being rented on a short-term basis and has not been 
returned. 

In order to use this interface, make sure the M5-MPBILLING Interface is not disabled by 
going to the Interface and Screen Names frame. 

To run the interface, open Interface Manager and select Motor Pool Ticket Processing. 
The Interface Parameters are: 

● EMAIL 

● REPROCESS MOST RECENT CLOSED PD (Y/N) 

Nothing from this process goes to the Interface Reject Manager. 
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Section 16. MP Location Unit Assignment 

 
The Motor Pool Location Unit Assignment frame displays counts for: 

● Number of Units with unassigned locations. 

● Number of Units with unassigned class. 

● Number of Units with unassigned locations and class. 

Within the Locations with Unit Count i-frame a basic list of all Motor Pool Locations and 
the total number of Motor Pool Units assigned to each location display. 

The Motorpool Units Listed By Location frame opens when you double-click on a 
Location. 
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Section 17. Motor Pool Units by Location 

 
The Motor Pool Units Listed by Location frame allows you to enter a Motor Pool 
Location and view a list of units assigned to that Motor Pool Location. 

To view a list of units for a specific location, enter a valid location from Location 
Main (the location must be designated as a Motor Pool Location on this frame) or 
double-click in the field to select one from the List of Values. 

Press tab or enter to display the list of units for that location. Each record on the Motor 
Pool Units at this Location i-frame will display the Unit number, Year/Make/Model, and 
Class (from Motor Pool Rental Class). 
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Section 18. Motor Pool Notifications 
The Notification Manager frame provides functionality to send emails (notifications) to 
certain users when certain specific events take place. 

Some notifications require special items to be created and the value of these items can 
determine those to whom the notification is sent. See the Special Qualifier column in 
the event table for these. A notification event can be disabled so that it will not be used. 

The Subject line and email Message that is sent to the user can be customized on the 
Notification Manager frame. The variable used in the Subject line and Message will 
show the exact value for which the event occurred. For example: U means the exact unit 
number will be shown in the email message. 

Multiple emails can be sent to different people for certain notification events. For 
example, an email message can be sent when a unit is sold. The message can be sent 
to both the owning department contact of the unit as well as the maintenance location 
contact. 
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When a motor pool reservation is created or modified to include the unit number on the 
Motor Pool Manager frame or the Motor Pool Reservation Assignment frame a 
notification will be sent that will include a meeting invite file for Outlook or Lotus notes. 
This file will generate a calendar event for the email recipient. The notification email 
contains the following information: 

● MP Ticket Number 

● Unit Number 

● Reservation Pickup Time 

● Reservation Return Time 

● Employee Number 

● Employee Name 
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Section 19. Motor Pool Reports 

Motor Pool Dispatch Ticket 

 

Motor Pool Over Due Report 
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Motor Pool Invoice 
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Motor Pool Summary 
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Section 20. Motor Pool Portal 
 Note: This module requires an activation key for its use. Please contact your 
Account Manager or M5 Support for more information. 

The Motor Pool Portal Screen Designer functionality permits the client to design custom 
Motor Pool Reservations frames to allow external users (referred to as outside M5 
users) to check motor pool reservations, cancel motor pool reservations, create a motor 
pool reservation, and print a motor pool ticket. The text, the colors and the format of the 
Motor Pool Portal is completely customizable and multiple variations of the Motor Pool 
Portal frames can exist. 

The Motor Pool functionality must be configured in M5. M5 Motor Pool System Flags that 
are configured for Motor Pool functionality apply to the Motor Pool Portal. In addition, the 
Motor Pool Notifications can be used with this functionality. However, the calendar 
feature only works with Outlook. 

The screen designer foundation for this functionality is the Motor Pool Reservation. The 
Motor Pool Reservation foundation can be used to create one or more pages that are 
“linked” together to allow the user to check on reservations, cancel reservations, and 
create reservations. 

The foundation has multiple user controls and these user controls may have property 
sheets to be used to configure the Motor Pool Portal frames. 

For an outside user to use the Motor Pool Portal, a custom Portal Logon needs to be 
designed. The Motor Pool Portal also permits messages to be displayed on the custom 
frames. 

The new Motor Pool Portal is accessed by selecting an icon on the desktop that takes 
the user directly to the Motor Pool sign in page. The username and password is entered 
or if the operator needs to be created, the user can select the hyperlink to register a new 
user. 
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Section 21. Updates 
The following updates apply to the Motor Pool Application User Training Guide. 

Release Section Description 

25.0 All sections Applied miscellaneous writing style 
updates throughout the document. 

24.4 2. Motor Pool Billing Codes Added COMBO to the Default Billing 
Method within the Rate Table 
Information section. 

24.0 Data Setup – System Flags Updated to reference the System 
Flags Table guide. 

23.2 All sections Applied miscellaneous writing style 
updates throughout the document. 
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