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INTRODUCTION

Carpool is a vehicle booking solution that allows customers to either book specific vehicles for
their use or let the system assign a vehicle based on predefined criteria.

WHAT YOU NEED TO USE CARPOOL

1. PC or laptop with a browser

Administrators and Managers can approve and monitor vehicle bookings via a
web-based browser connected to the Internet.

2. Android or iOS smartphone

A

DRIVER

Drivers can book vehicles through the Driver App once their Driver Profile has been
created on the Fleet Page.
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SETTING UP CARPOOL

Users can assign drivers to pick from a list of vehicles or have Carpool automatically assign any
available vehicle to the driver.

Before Carpool can be used, you can set up the parameters and requirements for the bookings

to ensure that the drivers can select or be given access to the correct pool of vehicles. All of
these are optional as you can simply toggle them on / off from Carpool’s Settings page.

BOOKING MANAGEMENT

Here is how you can set up you Carpool requirements such as booking permissions or
approvals.

To access your Booking Management page:

1. Go to “Carpool”.
2. Select “Settings” then “Booking Management”.

& (L S Settings Booking Management

M Map

Drivers booking permissions

Vehicle Mansgement

Driver Management ) )
Drivers can book spacific vehicles Vehicles are system-allocated (Autoboaking)

Carpool Not

COGRAC geofence |y  Muhammad Fadhli  ReymendMg  twng +1
CDG-RAC  geofencerace @ [y RaymondNg tung  Wynelle TAN

Advance booking & booking duration

Bookings can be made up to 2 days in advance, for 8 maximum duration of 24 hours.

Booking approval settings

Al requests are automatically approved.

Booking start/stop mathods




Driver Booking Permissions

Through this setting, you can determine whether drivers can choose the vehicle they wish to
book or have the system automatically assign a vehicle to them.

{A) CARTRACK ¢

Settings Booking Management

EBooking Management

Set up how carpoal baokings work, such as how keys are managed, when you can book, how approvels work, and how 1o ectivate bookings

Booking Permissions Drivers baoking permissions

Vehicle Management

Driver Management
7 Drivers ean book speeific vehieles

Garpool Natifications D

Terms & Conditions —
EDGRAC geofence Jy  Muhammad Fadhi

Vehicles are system-allocated (Auteboaking)

RaymondNg  wng +1

CDGRAC geofencerace @ Jy RaymondNg  tung  Wynelle TAN

Advance bosking & backing duratien
t up how fai d irivers cas i 4

(T Bookings can be made up to 2 days in advance
Booking approval settings

o
5 All requests are automatically approved.
Booking start/stop mathods

-

Filtered groups: none selected

Aaron OWYEONG
Ben PM Tester
Bryantest
CDG-RAC
Chester KOH
Christopher TEQ

Desmond TAN

OOO0DO®8OCOOD

EUROKAR-RAG

CONFIRM SELECTION

Definitions:
e Drivers can book specific vehicles:
select from a list of vehicles.
[ J

The drivers that are selected here will be able to

Vehicles are system-allocated (Auto Booking): Drivers selected here will not be able

to choose which vehicles to book. Instead based on booking details selected, the system

will auto select a vehicle for the driver.
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Advance Booking & Booking Duration

Settings to determine maximum booking duration and maximum advance booking duration.

1. Select “View & Edit” to change booking duration.
2. Input the value to indicate how far ahead can drivers’ book vehicles.
3. Indicate the maximum duration that a driver can book a vehicle.

CDG-RAE  geofence jy Muhammad Fadhli  RaymondNg  mung +1 Wha can book
ﬂcnmnncx E Settings COGRAC geofencerace @ jy  RaymondNp  tung  Wynelle TAN

M Map v Booking Management

Booking Permissions
Vehicle Management Advance booking & booking duration

Driver Management
{75 Bookings can be made up to 2 days in advance, for a maximum duration of 24 hours. 1.
Carpool

oo 2. | vouconrequestbooking sesdottims sp 5 S |

3 You can set the time between vehicle pickup and retum forupte | 24 Hours - |

Baoking approval settings

Settings

equests are automatically approved.

Booking start/stop methods

Drivats start of stap bocking manually fram the app

® s
SMGI3ZIN-19  SMVES04A-19  SNNTBE8C-19  SLL1TOL19
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Booking Approval Settings

Determine how booking requests are approved. Either set as automatically approved by system

or through single or multiple approvers.

1. Select “View & Edit” to change approval settings.
2. Select this if you wish to have all booking requests automatically approved.
3. Select between Single or Multiple Approver.

e Single approver can be your department manager / approver created under

Departments.

e You can set a Master Approver to approve all bookings and this list is based on
Sub User accounts.

(A cARTRACK ¢« ST

m Map

Booking Management
Booking Permissions
Vehicle Management

Driver

Advanea booking & boaking duration
et up how far In advance drivers can boo

wiion of the bosking

{0 Bookings can be made up to 2 days in advance, for a maximum duration of 24 hours,

Carpool Notifications

Terms & Conditions.

Booking approval settings

E+] 4N requests are sutomatically approved.

®

Al raquasts are automatically approved
g on this oplion means all new carpoo| requests will automatically be approved

© Al requests must be ma

O Single approver

(O Multiple approvers

nually spproved

4. Create your Departments and Approvers here.

popariments

Nama Approvers (D) Vehicles Drivers Actions
> Sales No approver set SLVBG8IG-19, +9 Chester KOM, +16

 Customer Care No approver set SLVB683G-19 CDG-RAC, +4

> Support Mo approver set Eugene CHIN, +2

»  Operation No approver set Ving LEE

3 Metwerk No approver set Asron OWYEONE, +1

Flows per page: 25 ~ 1-6of6
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Booking Start / Stop Methods

Depending on your operational process, decide how booking trips will be triggered to start and
stop.

1. Manually start / stop booking through the driver app.

2. When this is activated, the vehicles in this category will start or stop their booking when
they exit or enter the geofences assigned to the locations respectively.

3. Enabling this will require the admin or manager to manually indicate that the key is
collected or returned to start or stop the booking.

4. Driver checklist in the Maintenance feature needs to be set up. Upon completion of this
checklist through the Driver app, this will allow the start or stop of the booking.

{Ay cARTRACK < EETSUTINE

Booking start/stop mathods

1. Drivars start or stop booking manually fram the app
Drivers csn manually start and stop bockings for vehicles In th
L]

Driver Management SMG1323X-19  SMV5594A-19  SNN7BSBC-19  SLL11SL-1S

Carpool Notifications

Terms & Conditions 2

SLVB683G19  SKAZ103M19  SMMI763C10  SMIZSTE2K10  SMWIZA1J19  SMT3608T-19 +1

Note: Maintenance feature is a Value-Added Service (VAS).
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Booking Cancellation

Create and manage cancellation reasons for users to select when booking cancellation is done.

1. Select “Add Reason” to create a new reason for cancellation.
2. Indicate the “Reason” and “Internal Description” if necessary.

{A) CARTRACK ~ ¢

[ Map

Settings

Booking Management
Booking Permissions
Vehicle Management
Driver Management
Carpesl Natifications

Terms & Conditions

SMZST62K-19  SMWIS41J19  SMT3608T19 +1

Reason Internal Description (not shown to users) Actions

I x

Urgent Leave 5]
Rows per page: 10 1-20f2
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BOOKING PERMISSIONS

This is where you can set restrictions on what the system needs to verify before users can
proceed with the bookings.

To access your Booking Permissions page:
1. Go to “Carpool” and select “Settings”.
2. Select “Booking Permissions”.

A cARTRACK < EESITITeN Booking Permissions

This section allows additional restriztions to be set on the vehicles a driver can book In Carpoo

Booking Management

Booking Permissions 2 drivers are
a 2 vehicles a

Management

ok carpool.
available for carpool booking

Driver Management
Booking permissians by departmants
Wihen tume w y allaw an Active Carpool Driver t vehicles in the same department, or nt ®

ny Active Carpoal Driver

Garpoal Notifications
Terms & Conditions

28 drivers and 11 vehicles re currently tagged in 6 departments
There are currently 2 valid vehieles in the camman pool, and they can be booked by any Active Garpoal Driver.
2 drivers are not assigned to a department, and cannat book carpool.

2 vehicles are not assigned to a department, so they aren't available for carpoal booking.

SLVE683G-19  SMG1323X19
Settings

Check for licenses

Chack for spacial licensas
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Booking Permission by Departments

Set Carpool bookings to only allow drivers to book for vehicles belonging to their department.

1. Select “Booking Permissions”.
2. Under “Booking Permissions by Departments” you can enable this option.
e Common Pool Vehicles are vehicles that can be booked regardless of
department.
3. To add or Edit departments assignment, you can click on “Edit Departments”.

A cARTRACK < EETINTIE Booking Permissions

This section allows additional restrictio

ns to be set on the vehicles a driver can boak in Carpool

Mep Rl 6ocking Management

m Booking Permissions 2 drivers are not assigned 1o a department, and cannat baok carpool.
2 vehicles are not assigned to a depariment, so they arerit available for carpaol booking

Vehicle Management

Drive
2. | vocking pormsissions by dopartments
Carpool Notifications
When tumed on, carpoal will only allow an Active Carpool Driver &
Terms & Conditions B "y Active Carposl Driver
28 drivers and 11 vehicles are currently tagged in 6 departments
There are currently 2 valid vehicles in the commen pool, and they can be baoked by any Active Carpool Driver
2 drivers are not assigned to a depariment, snd cannot book carpool
2 vehicles are not assigned 1o & department, s they aren't available for sarpool booking.

SLVE68IG-19  SMB1323%19

3. | eomoeraRTMENTS & | Depanments

ave 3 department assigned 1o be vahd

ol = s 13 0 @
Chock for licenses
nabled, i o
d v e @ oo Astions
t ol
....... care Mo apee SsesacIs G ’
" - EOME, ’
Check for special licenses
" i1 o d —r e <
 1hg
b Saes Mo apgesrer set SIVBEEICN. 49 Coester KOH. 416 s 8

Aows perpage: 25 =
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Check For Licenses

Users can set Carpool to verify drivers’ licenses when they are booking for a vehicle.

1. Select “Booking Permissions”.

2. Enable “Check for License” to get the system to validate on booking requests based

on the driver’s license.

FALZUCT T Settings Booking Permissions

Boaking

it n: v

Vehicle
Driver Management

Carpool Notifications

Terms & Conditions

ection allows sdditional restrictions to be set on the vehicles a driver can book in ¢
4 vehicles currently do not have a vehicle class set
— . »
by any Active Carpool Driver
Depar s is turned off, all drivers can see and book all vehicles,
2 Check for licenses
o
Vel
Dri
Yo
Yo
& vehicl atly do nat b hicle ¢l 1
Check for special licenses

3. Navigate to “Vehicles” under “List” to set the Vehicle required license on the “Vehicle

Class” field.

4. Navigate to “Drivers” under “List” to set the Driver’s available license on the “License

Type” field.

Note: The Vehicle Class and License Type lists are preloaded based on the country

Driver Details

vvvvvvv

cccccc
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Check For Special Licenses

If the user has a need for additional special licenses that are needed when booking vehicles,
users can create and manage them here so that Carpool will verify against these parameters.

1. Select “Booking Permissions”.
2. Enable “Check for Special License” to get the system to validate on booking requests
based on the driver’s license.

m AL Scitings Booking Permissions
This section allows additional restriction
m Map

Booking permissians by departments
L w Active Ca

»
Ative Carpost O
Departments is tumed off, all drivers can see and book all vehicles.

Terms & Conditions

Check for licenses:

2. Check for spacial boenses
Vehicle Class can be setin list » v » vehicle Sentings » Vehicle Details.
Driver Licenses can be setin wers > Oriver Details

3. Navigate to “Vehicles” under “List” to set the Vehicle required Special license on the
“Special License” field.

4. Navigate to “Drivers” under “List” to set the Driver’s available license on the “Special
License Type” field.

PCIaIMFT Carpool Settings % Fadhii K Driver Details =3

Vehicle Carposl Avasability

capweisewngs o

cance

B sz [T

O Fopase
O For28con
O Fopzeens

Note: The Special License list can be requested to be included through Cartrack.
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VEHICLE MANAGEMENT

Vehicle Management allows users to manage how individual vehicles can be set to be booked

based on Booking start / stop, Category, Departments and Availability.

To access your Vehicle Management page:
1. Go to “Carpool” and select “Settings”.
2. Select “Vehicle Management”.

Settings

Booking Management

Vehicle Management
Organize and assign your vehicles 12 groups. filters, and c

12 Vehicles dont have a location assigned and can't be booked for carpoal.
VIEW BY VEHICLE

11 Vehicles are tagged in 3 Locations.
12 Vehicles dont have a location assigned and can't be booked for carpool.

Enable vehicle categories and booking purposes

3 Categories are linked to 12 Vehicles
11 Vehicles donit have an assigned category and eant be system allocated.

3 Baaking purposes are linked to vehicle categories
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View By Group

Location
Organise your vehicles to be assigned to specific locations to ensure that users are booking
vehicles at the right location.

Users can enable or disable locations with the “ @ * putton.
Select the “View & Edit” button to view all locations and the vehicles assigned to them.
Select “Add Location” to create a new location to assign vehicles to.

e

Click on the “ 7 ” to edit existing locations.

Settings Vehicle Management /
Organize and assign your vehicles to groups, filters, and categories, then set them up for carpool booking
Booking Management

Booking Permissions 12 Vehicles dont have a location assigned and can't be booked for carpool.

Vehicle Management

Driver Management 1. VIEW BY GROUP A VIEW BY VEHICLE

Carpool Notifications

Tetrns & Conditions. Location .
ocatiens h hicles, making 1t easy for drivers to book fram the right spot. i turned on, Vehicles without a location can't be booked,

g 11 Vehicles are tagged in 3 Locations.
™ 12 Vehicles don't have a location assigned and can't be booked for carpool

) — 4 23 12
Search - -
- ! Q Tatal Locations Vehicles Unassigned Vehicles 3
Name Type Address Geofence Vehicles Actions
4 - aperia Other - Kallang Avenue, A aperia v SMXTEIZP-BC  SMXTEI2P-19 g D x
Cantrack Office OTHER 17 Kallang Jet, Sin. Kallang Pickup Point GPS - Vanessa, GPS - Henry, GPS - Shu Mei, +3 &
cT OTHER 17 Kallang Jet, Sin cT SMVES594A, GPS - Vins, GPS - Jack P
2o OTHER CQO6V+49 Singapore &
Rows per page: 10 = 1-d0fd

Add Location

Location details

Hame*

Type *

CANCEL

Note: Geofence setup is required if vehicle start / stop through locations is enabled.
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Categories and Booking Purposes
Set categories and booking purposes to allow users to book vehicles from the correct pool

based on their booking purpose.

-_—

B

Enables Vehicle Categories and Booking Purpose.

Select on “View & Edit” to view, edit or create vehicle categories.

Select “Add New Category” to create a new vehicle category to be linked to a booking

purpose.
Select “View & Edit” to view, edit or create booking purpose.

Select “Add New Booking Purpose” to create a new booking purpose to be linked to
vehicle categories.

Settings

Booking Management
Booking Permissions
Vehicle Management
Oriver Management

Carpool Notifications

Terms & Conditions

Vehicle Management /.

Organize and assign your vehicles to groups, filters, and categories, then set them up for carpoel booking

12 Vehicles dent have a location assigned and cant be booked for earpool

Enable vehicle categories and booking purposes

2 Categories are linked 1o 12 Vahicles.
11 Vehicles don't have an assigned category and can't be system allocated.

2 23 1

: 2 Boaking purposes are linked 10 vehicle categories

Rows per page: 10 =

Q. = Vehicle Calegenes veitles Unassigned Vehicks
Name Ho. Of Tagged Vehicles  Vahicles In Category Linked Booking Purposes (1) Actions
0 Select Vehicle - X |
Client Visitation 8 SLV66BIG19, SMG1323K19, 46 Client Visit ]
Office Errand 3 SMMI763C19,SLLTISL1%, +1 Client Visit, Office Errand ]

1-30f3

e O | T qoctmproponns | compoimurshmiruoss | uncorinsci 5.
Booking purpeses Linked vehicle categories (D) Actions |8 |
Categary X
Client Visit Office Errand, Client Visitation ]
Office Errand Office Erand O
Rows per page: 10 = 1=-30f3
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View By Vehicle

Shows an overview of all vehicles Carpool settings and users are able manually edit the
“Category”, “Department” and “Location”.

Settings Vehicle Management

4 carpoel vehicles are missing required fields and can't be activated for arpoo!

VIEW BY GROUP

Driver Management

Carpaol Notifications

Terms & Conditions :'dl \'e'h:.h-x - AII‘); :.x:tllle'n'.!: - . Q = ‘ 13 ) ‘.3. 2 ) 0 ) &
Vehicle Setup Status Vehicle Status  Booking start/stop Class Special Licenses ~ Category () Location () Carpool Availability  Actions
AIMV-BO-Mazds | Non-Carpool Vehicle - -
ALMV-BR - Fit Non-Carpool Vehicle - ;S ®
(BETA) Al Dual-8 Non-Carpool Vehicle - ;@
Dual Vision - Fit Non-Carpool Vehicle £ @
GPS - Henry s R Checklist completion 3 Client Visitation Cartrack Office 9] F @
GPS - sase Read - Manual from app 3 Client Visitation Cartrack Office O & @
GPS - Jack cad Manual from app 3 Chient Visitation cT o] s @

Rows per page: 2 1-23 of

e Setup Status: Displays if the vehicle is available for Carpool and all criteria have been
set.

e Vehicle Status: If vehicle is scheduled for servicing through Cartrack’s Maintenance
feature, the vehicle will be removed from the Carpool’s list of available vehicles.

e Booking start/stop: What method have the vehicle been set to trigger the start and end
of a booking.

e Category: The category that the vehicle has been assigned to, based on booking
permissions.

e Departments: The department that the vehicle have been assigned to, based on
booking permissions.

e Locations: The location that the vehicle is situated for easier allocation and booking
start/end if selected.



DRIVER MANAGEMENT

Driver Management allows users to manage driver booking eligibility, department, auto booking
and or specific vehicle bookings.

To access your Driver Management page:
1. Go to “Carpool” and select “Settings”.
2. Select “Driver Management”.

3. You can either select the “ g » icon to edit or “ © » icon to view driver details.

Settings Driver Management
Booking Management

Booking Permissions All Drivers ~ | AllDepartments - ean q = % S 1 i)

Vehicle Management

Driver Name Status Depariment Allow system autobaoking  Allow specific vehicle bo.. Can book carpool Actions
Aaron OWYEONG Non-Carpool Driver Network sy @
5 & Condin
Ben PM Tester Nan-Caspoal Driver &S @
Bryantest Non-Cafpool Driver f‘ @
CDGRAC tive Carpool Driver Customer Care ® ® L S @
Chester KOH Non-Capool Driver Sales s D@
Christopher TED Non-Campool Drive Sales FS @
Desmond TAN Non-C ales s D
Edwin KOO Non-C Sale S @
Eugene CHIN Non-Carpool Driver Support f‘ @
EUROKAR-RAC Non-Carpool Driver f‘ @
Rows per page: 25 + 1-25 of 40 >l

Status: Displays if users can book vehicles through the Driver App.
Department: Shows which department the driver is assigned to.
Allow system auto booking: Toggle this to enable or disable users for Carpool to auto
select vehicles that are eligible for the driver to use.

e Allow specific vehicle booking: Enable or disable option for driver to select individual
vehicles based on criteria that have been set.

e Can book Carpool: Allows users to enable or disable booking of vehicle for the
specified driver.



CARPOOL NOTIFICATIONS

Manage notifications to be sent to managers or drivers to notify them of Carpool booking

statuses.

To access your Carpool Notifications page:
1. Go to “Carpool” and select “Settings”.
2. Select “Carpool Notifications”.

FATEUGTTC I Settings Carpool Notifications

Backing

Booking Permissions Mart Status
Send SMS 1o Driver on Request Approval @ Active
Send Email ta Driver on Request Approval @ Active

1. Send SMS to Driver on Request Cancellation = Inactive

Send Emall to Driver on Vehicle Allocation ® Inactive
Send SMS to Driver on Vehicle Allocation » Inactive
Send SMS to Fleet Managers on Request Approval = Inactive
Send Email 1o Fleet Managers on Request Approval = Inactive
Send Emall 1o Driver on Request Cancellation » Inactive
Send Emall to Unit Manager on Request Allocation = Inactive
Send SMS to Unit Manager on Request Allocation = Inactive

1-106f 11 >

Note: SMS messages will incur charges.
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TERMS & CONDITIONS
Upload your own Terms and Conditions to be sent to drivers upon booking.
To access your Terms & Conditions page:

1. Go to “Carpool” and select “Settings”.
2. Select “Terms & Conditions”.

3. Drag and drop your Ts & Cs file or select “Browse your files” to upload.

A CARTRACK ¢ TSV Terms & Conditions

Add the Terms & conditions to be sent by email to your drivers
M Mep Booking

3.

Booking Permissions
Vehicle Management
Driver Management

Carpool Notifications

Terms & Conditions

Drag and drop files here or
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LIST

OVERVIEW

1. Creates a “New Carpool Request”.

2. Summarises information on all requested Carpool bookings based on different status
categories. (Select any of the categories to filter and view it)

3. Tabs to toggle between lists of all ‘Scheduled’, ‘In Progress’ and ‘History’ requests.

4. Tools to filter, search and change the list view.

5. Displays list of Carpool requests.

6

Actions “ ¢ ” icon enables users to Change status to ‘Active’, ‘View Booking Detail’
and ‘Cancel Carpool Requests’.

2D <
{A) CARTRACK Current Carpool List 1.

Mitect 3 INPROGRESS  HISTORY I

A, |mcowmms = muess = oewsity o, seance

Ust 5 [0 BoskingM, Vehicle Driver Wehicle Category Purpose  Requestor  Request Date Start Date. End Date Status Approved By De(lmcs Actions

o e Fadhi Training Costo.  Fachl 2024710014 1825 2024016 1400 2241101817:00 0 A - i

1=10f1
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CARPOOL STATUSES

Based on different scenarios, below are the status definitions

User have raised a Carpool request but have not been approved or declined

Carpool request have been assigned and approved

Carpool request have been declined

Approved Carpool have began using the vehicle when the vehicle exit Geofence

Canceled

An approved Carpool have been canceled

A, Force Terminated

An Active Carpool have been forcefully terminated

A Returned late

Vehicle have been returned beyond the scheduled time

Vehicle have been returned within the scheduled time
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NEW CARPOOL REQUEST

1.
2.

Click on “New Carpool Request” to create a new request.
Indicate the details of the booking and select “Book This Vehicle” or “Auto-Book”.

Driver: Determine the driver for the Carpool booking request.

Request Description: Input an optional description of the booking if needed.
Specific Vehicle or Auto-Allocated: Choosing Specific Vehicle allows the user
to select available vehicle from a list. Auto-Allocated will only enable the user to
choose the category not specific vehicles. (This setting can be set in Carpool
Settings)

Location: Select the location the user going to book the vehicle from.

Booking Purpose: Selecting the purpose of the booking will filter the available
vehicles for booking.

Vehicle Registration or Vehicle Category: Depending on your selection of
Specific Vehicle or Auto-Allocated, this is where you select available vehicle or
the vehicle category.

Booking Timings: Choose your start and stop time here.

3. Alternatively, users can select from the calendar format by clicking and dragging
their preferred slot.

Note:

DECLINED CANGELLED
4 54

Booking Availability New Carpool Request .
< 19 MAY 2025
Boaking detalls
PC1133MFT e yous booking det

SLV6EE3G

Boaking timings
ok the tmes you wh

b I

=X

CANCEL

Purpose of request can be added and tagged to a Vehicle Category.

Vehicle location can be added through Locations in Carpool Settings.

Carpool requests can be automatically approved by the system if the vehicle is available for the
requested date and time.



CANCELING APPROVED CARPOOL REQUESTS

For multiple cancellations of Carpool requests, you can select multiple requests.
Click on “ i ” after selecting multiple requests to cancel them simultaneously.
For singular cancellation, click on the request’s row “ :” icon to cancel.

Select “Cancel”.

Select the reason for cancellation and click on “Confirm”.

aoprODd =

INPROGRESS  HISTORY
W8 COLUMMS == FILTERS B DENSITY O SEARCH
- O Jeosking . Vehicle  Driver  vehicl I, Status Approved By  Declined By
l Cancel booking
O s Fadhli  Training m ——
Select reason why booking 442 is cancelled 4 Change to active

View Booking Detai
Select reason * B Cancel

CLOSE CONFIRM

1101
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MANUALLY CHANGING STATUS TO ACTIVE

1. Click on “:” icon and select “Change to Active”.

o «
VA CARTRACK Current Carpool List

SCHEDULED  In HISTORY
Il COLUMNS = FILTERS I DENSITY Q SEARCH
[0 oockingW. Vehicke Driver Vehicle Calegory Purpose Requestor  Request Date Start Date End Date Status Appraved By  Declined By Actions
0O 12 Fadhli  Training Custo.  Fadhb 2024/10/14 18:35 2024/10/16 14:00 2024/10/16 17:00 D 1
Change to active
View Booking Detail
Change to active v—

Confirm that booking 1262 will change from: Approved to active

CANCEL CONFIRM

Note:
Users can set the Approved status to change to Active automatically, by enabling Geofence is
crossed in Carpool Settings > Booking Management.
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MANUALLY COMPLETE ACTIVE BOOKINGS

1. Toggle to the “In Progress” tab to view all Active Vehicles.

2. Click on the “ @ ” jcon.
3. Click on “Confirm” for return of the vehicle.

Current Carpool List

FORCE TERMINATED

DECLINED

Wi COLUMNS = FILTERS I DENSITY O SEARCH
[0 BookingM. Vehicle Driver Vehicle Category  Purpose  Requestar  Request Date Start Date End Date Status. Approved By  Declined By Actions

Fadhli  Training Custo_  Fadhil

o sz

3. Complete booking

Please confirm completion of booking number 1255

CANCEL ONFIRM

1-1af1

Note:

4 NEW CARPOOL REQUEST

Users can set Active status to change to Complete automatically, by enabling Geofence is

crossed in Carpool Settings > Booking Management.

May 2025



MANUALLY FORCE TERMINATE ACTIVE BOOKINGS

1. Select the “In Progress” tab.
2. Select the vehicle to do a Force Terminate and click on the “X” icon.
3. A pop-up will appear, select “Force Terminate”.

Current Carpool List

FORCE TERMINATED

W COLUMMS T FILTERS E DEMSITY , SEARCH

[m] Booking N. Vehicle Driver Vehicle Calegory Purpose  Requestor  Request Date Stari Dale End Date Status Approved By Declined By Actions.

o e Fadni Trainig cusa. Fami 2024110181825 202411016 1400 02410716 1700 0 w2, o
Force Terminate Booking x

Force Terminate is only applicable for vehicles involved in an accident, breakdown, or was towed away. Are you sure you want to forcibly
terminate booking number 12627

CANCEL FORCE TERMINATE

1-1af1
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DISPLAY BOOKING TRIP

Select the “In Progress” tab.

2. Click on the “ ®” jcon.

3. Information such as booking timeline, harsh events, trip route and speeding can be
shown on this page.

Current Carpool List

o e

[0 BookingN. Wehicle Driver Vehicle Category]

Fadhli  Training

i COLUMMS = FILTERS I DENSITY O SEARCH

Bukom Island
-

PN babond shanem

0

Singapore

Uap dee B33 Oesgle Tanra sfine Rspersamazsmer

Waiting for approval

Requestor: CARTO000I
Purpose of request: Dispatch
Waiting to start

Approver: CARTO0003
WVehicle: 150463
Type: Test Category 1

End Date

2024/1016 1700

Status

Approved By  Declined By Actions

o

NA

+ NEW CARPOOL REQUEST

n

1-1at1
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VIEWING BOOKING HISTORY

Select the “History” tab.
Displays list of all Booking History.
“ ®” jcon allows the user to view information on the Carpool requests such as booking
timeline, harsh events, trip route and speeding.

scHeputeD  mpRc ], Q

W COLUMNS = FILTERS B DENSITY @ SEARGH
BookingN, WVehicle  Driver VehicleCategory  Purpose  Requestor  Request Date Start Date End Date Status Approved By Declined By Actions
anz Chi.  Training Custo.  CARTO.  2023/08/14222% 2023/08/15 04:00 2023/06/15 10:00 [ Rcturnesd | System NA 3.
s ChL Training Custo.  CARTOD. 2023708182228 023108115 0500 2073708715 1600  Feturnes ) System Na G % 0
1258 5LV6. Fadhl  Training Others  CARTOO.  2024/10/1110.56 2024/1012 10:00 202471012 14:00 m Systemn MA ]
1,255 Ilyas  Training Custo..  CARTOO.  2024/10/10 1518 2024/10/1017:00 2024/10/10 20:00 m System MA a
1258 SLve.  Fadhe  Trsining Cugle.  CARTDO.  2024/10/1110:5 202471011 12:00 2024110111 1600 System M o
1257 PCO6.  llyas  Training Custo..  CARTOO.  2024/10/1110:55 2024/10/11 13:00 2024410411 14:00 [ 4\ Retumed tate | System NA 0
1,263 Fadhi  Trairing Custe_  Fadhl 2024/10/14 18:28 2024/10/1418:35 2024/10/14 2035 [ Returned } o NA @ x 0
1,080 llyss  Training Custa 2024/06/25 11:38 2024/06/26 1400 2024/06/26 1400 [ Dectined } A System [
1=8 of &9 >

|

g
g
i

Waiting for approval

3

Requestor: CART
Purpose of request: Patrol
Waiting to start

Approver: CARTOO0003

Key collected

Driver: SPFO4
License: N/A
Police Licenses: N/A

Start trip

Pick up: Ang Mo Kio Police

Left pick-up geofence

Driver: SPFO4
License: N/&
Police Licenses: N/A

Enter drop-off geofence

Driver: SFFO4
License: N/&
Police Licenses: N/

Key returned
Driver: SPFO4

License: N/&
Police Licenses: N/A

End trip

Drop-off: Ang Mo Kio Police
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CALENDAR

OVERVIEW

1. Selecting the “Calendar” tab will display an overview of all bookings in a calendar

format.

Select the date range of information to be displayed on the calendar.

2
3. Toggle to search for “Vehicles” or “Drivers”.

4. Search bar and filters menu to display specific requirements.
5. Calendar displays all bookings for the period specified.

00:00

08:00

12:00

16:00

20:00

Mon 07/10 Tue 08/10 Wed 09/10 Thu 10/10 Fri11/10

® 1200 SLVEE83G
® 1300 PCOSSEMFT

Sat12/10

® 1000 SLVSERIG

+ MEW CARPOOL REQUEST

Sun 13/10

Note: Selecting a specific booking will open the booking timeline.
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MULTI VIEW

1. Selecting multiple vehicles will display multiple vehicles on the calendar.
2. Scrolling or Clicking on a specific booking will display information regarding the selected
booking.

Mon 07/10 Tue 08/10 Wed 09/10 Thu 10/10 Fri11/10 Sat 12/10 Sun 13/10
October 2024 < >
00:00
1
5 ° s oW omom
wow s s owow w| o400
" omon 5
5 2 X 2
" | #1256 /A Returned late
08:00 » 10:00 SLV66830
Driver
prveEs Fadhli
Q Emall Phone Number
12:00 muhammad.fadhli@cartrack.com 6581265669 Sl s
Type v ® 1300 PCISSEMFT
Vehicles ~ Purpose of Booking Vehicle Type
Customer Demo Training
[l 16:00
B ForismET Pick up Drop off
2024/1014 202410114
@ PeasssMrT 18:26Cartrack Office Sy 18:36Cartrack Office Sg
B sLvessis 000

Note: A maximum of 4 vehicles will be shown per day. Clicking on ‘See more’ will display all the
vehicles for the day.
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SINGLE VIEW

1. Selecting a single vehicle will display the hourly schedule of the vehicle on the calendar.
2. Scrolling or clicking on a specific booking will display information regarding the selected
booking.

{A) CARTRACK <

Carpool Calendar

s won

[E o

n 0 o= s

s i

DRIVERS

Type

Vehicles

@

[ PCTIZ3MET
B PCOOSSMFT

O sive6ssc

01:00

0200

0300

0a:00

0500

06:00

o700

08:00

0300

10:00

1200

13:00

1400

1500

1600

1700

Mon 7/10

Tue 8/10 Wed 9/10 Thu 10/10
#1256 A Returned late
Driver
Fadhli
Email Phone Number

muhammad.fadhli@cartrack.com  65-81265669

Purpose of Booking
Customer Demo

Pick up
2024/10/14
18:26Cartrack Office Sg

Venicle Type
Training

Drop off
2024/10/14
18:36Cartrack Office Sg

Fri 11710

PCIBEMFT
13:00. 1400

_ NEW CARPODL REQUEST

Sat 12710 Sun 13/10
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RESOURCES

OVERVIEW

1.

ok LN

The “Resources” tab enables users to view bookings via “Week” or “Day” view and
create “New Carpool Requests” on available slots.
Select the date range of information to be displayed on the timeline.

Toggle to search for “Vehicles” or “Drivers”.

Search bar and filters menu to display specific requirements.

Timeline displays all bookings for the period specified.

Select between “View”, “Sort” and “New Carpool Request”.
a. “View” can be toggle between ‘Day’ and ‘Week’

Day

Week

b. “Sort” contains the sorting of resources based on:

More available
Less available
Alphabetically Ato Z

Alphabetically Zto A

c. “New Carpool Request” can be selected through the “Resource” tab.
7. By clicking on any open slots, users can create a “New Carpool Request”.

Maon 07/10

PE1I3IMFT

PCIBSBMET

Completit DIR-D0T | In progress: DORDEY

Completnt: 01h:00m / In progress: 00h00m

Tue 08/10

Wed 09/10

Appruved: D0R00m  Requested: D0 00M

Appruved: D0D0M / Requestod: D%

0om

6. CYXCRIEE -+ wev canpool reauest

Thu 10/10 Frinn/10 Sat 12710 Sun 13/10

7. | + ew carpooi request
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DRIVER APP

REGISTERING DRIVER FOR DRIVER APP USAGE

For Drivers to use the Driver App for Carpool Booking requests, a driver account needs to be

set up in Fleet.

1. Go to “Fleet List” then “Drivers” and “Add Driver”.
2. Input required fields to create a Driver account and “Add Driver” once done.
3. Driver App login will be using a Mobile Number.

(A CARTRACK <

Drivers

GROUPS  DRIVER ID TAGS

nemeomers « || seaen al= . .® 2
Drivers |

Driver 2
iz Add new driver X
Quang Banh
WanTing First Name * Last Name
Nicolae: 3- Mobile numbe

(+™ Email *
Jayi
Jeamneng | Gender (@) Male () Female
Raymond Nl
Fadhli®e Vehicle Permissions

Select the vehicles this driver can drive, and assign the default vehicle for this driver

llyas Fadhli
carmen Calls] (® This driver can drive all current and future vehicles.
Wmele (O selected Vehicles

CANCEL ADD DRIVER

fumber

B wrortovers || + aooc ], | I ]

Expiration Class

2023/05/24

Rows per page: 25 =

1-18.0f 18

Gender
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REGISTERING DRIVER FOR DRIVER APP USAGE

Open the Cartrack Driver App.

A

DRIVER

Select “Register”.

Input the Driver’s Phone Number and select “Get Code”.
Input the received code through SMS and Select “Submit”.
Driver to key in and set their PIN and select “Confirm”.

il

Drivers can now log in to the Driver App using their phone number and PIN.

- i A SetPIN
. ) Register
m Sign In We have sent you the code
9 Please enter your phone number at 81265669
Enter your login details to receive a 4-digit register code

GER . phone number

A SetPIN

Please set up a 4 to 8 digit code to login in

Driver app.

® 2. | o e numeer 301 2 3 4 4.

Did not received the code?

or

j—— I

PIN

Confirm PIN

o

o

May 2025



CREATE NEW BOOKING REQUEST

Select “Book This Vehicle” or “System Autobooking” to confirm booking.

i

4.

£ Mew Carpool Request
D Bocking denails B Sorandiming

To book a carpool vehicle you need to first input your
Location and Booking Purpose 1 filter available
wehicles.

Cartrack Office 59

Customer Teaining

AUTO-ALLOCATED

Teloct 3 spec e eeech 1o ook

| CONTIMUE TO NEXT STEF |

1. Select the menu “ — ” icon and go to “Carpool”.

2. Select “New Carpool Booking”.

3. Input the Location, Booking Purpose, and Allocation Type.
4. Select “Continue to Next Step”.

5. Select your booking time and date here OR

6. Indicate the time and date through the fields provided.
7.
@ Carpool
Fadhll K CURRENT BOO BOOKING LIST

# Home f

9 EcoDriver o a

(3 Wehicle Inspection !

4 My Carbon Footprint

1.| & corpool m..mr:::.i:::mﬂf:wmm

Q Trip History 2 —

D Privacy Mode

€ Ssupport

@ changePIN

B+ Logout

i o <

{11} 0] £

< New Carpool Request

© 5ot sndiming

19 May 2025 3

1AM 2P 1P FL I

@ Cartrack Office 5g - [ Customer Training

19 May 12:00 = 19May 1400

PC1133MFT

7. | BOQK THIS VEHICLE

[} o <

Carpool Requested!

PC1133MFT

Hi-Ace
19 May 2025 12:00 - 19 May 2025 14:00

Continue to Bookings

May 2025



ACTIVATE AND END BOOKING

Drivers can start and end booking through the Driver App if no rules have been set in the
Carpool Webpage for Activate Booking.

1. Drivers can activate approved bookings by selecting the play icon.
2. Booking information can be viewed once the booking has started.
3. Drivers can also end booking through the Driver App by selecting the stop icon.

Carpool
F NT BIOOKIN BOOING LIST
1.
Press o start
booking
12:00 02:00 14:00
S1ar time Resrruiining Erel
Booking MNo. 2206 o AppEoved
Customer Training
@ PCIIIENFT
Cartrack Office S

19 Mary 1200 - 19 May 14:00

CANCEL BOOKING

o <

Carpool

NT BOOKING BOOKING LIST

Ongoing

booking -

press o end.
1200 s 1400
SRart time Rermainng End ime
Booking Mo, 22106 7 Booking Ongoing

Customer Training
& PCIIIGANFT
Cartrack Office 5
19 My 1200 10 May 1400

Carpool Ey
NT BOOKING LIST
3.
Ongoing
booking -
press io end.
12:00 04:36 13:00
Sxart time. Exceeded Erd tire
Booking Mo, 2207 P Booking Ongoing

Customer Training

@ PCIVIIMFT
Cartmch Ofice 59
19 bary 1200 - 19 Mary 1200

1 o
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MANAGING SCHEDULED BOOKINGS & BOOKING HISTORY

1.

N

Select “Booking List” to view bookings that are scheduled ahead of time and booking

history.

Select the “ > ” icon to view booking details.
Search or Filter scheduled or past bookings.

Carpool

cuRRENT Bookine ] |

BOOEIMG LIEST

Search for bookings

- SomBy - Statug -

Date -

20 May 2025

Boakaug Ko, 7209

Cusiomer Training

B PCI133NFT
Cartrack Sifice 5y
0 My 1200- 20 Mary 13:00

19 May 2025

Blosniong ho, Za07

Customer Training

& PCT1I3IMFT
Carmck Offoe 59
15 gy 1200 19 Mary 1300

Bookang o, ZA05

Customer Training

@ PCI1IINFT
Cartrack Office Sg
V% gy 1200 19 Mary 1500

H Fiquaneted

«" [Ended Lale

£ Booking detail
Customer Training
Booking: 2207 | 19 May 2025
(' Requested, waiting for approval
Requestor. Fadhli
Purpose of request Customer Training
@ Approved, waiting for start
Approver. CARTO001E
Viehicle PC1133MFT
Type: Training
© Active, start trip
Pick-up: Cartrack Office Sg
(%) Returned late
Drop-off: Cartrack Office Sg
m o <
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