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WHAT IS FLEETFOCUS M5?

FleetFocus M5 (M5) is a comprehensive vehicle management system used to track and
manage the Commonwealth Fleet. It provides a common repository for all automotive
information, such as but not limited to, the following:

Vehicle maintenance
Operating expenses
Fleet utilization

M5 has security measures embedded within the system allowing users access to only
the vehicles assigned to their specific agency or included in their security permissions.
With the exception of Bureau of Vehicle Management (BVM) staff members, users of
one agency cannot access or view information pertaining to vehicles assigned to
another agency. Agency access is limited to read-only capabilities in most instances
with limited update capabilities in selected screens or frames.

M5 ACCOUNTS

To access M5, users must first be established within the M5 system. To obtain an
account, a request must be submitted to BVM M5 Administrators (M5 Administrators) at
RA-mb5administrators@pa.gov by the agency’s automotive liaison. If the automotive
liaison is not available to submit the request, the request must be sent by the
automotive liaison’s director.

Each individual accessing the M5 system must have their own individual account. This
requirement is necessary due to Commonwealth security and M5 auditing requirements.

If a user should change job positions, transfer to another agency, or depart from
Commonwealth employment, it is the responsibility of the automotive liaison to notify the
M5 Administrator(s) to have that specific user disabled from accessing the M5
application.

ENTERING MONTHLY MILEAGE USAGE

1. Vehicle Operators must record monthly mileage information for passenger units that
do NOT have Telematics installed on the Commonwealth of Pennsylvania Monthly
Automotive Report (STD-554). Recorded information must include a daily
breakdown of all miles driven delineated between business, commute and personal
(as applicable) and a monthly total of days with business miles greater than zero.
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To access the “STD-554 directions and form”, press “Ctrl” on your “keyboard” and
click the following link: https://www.dgs.pa.qgov/Vehicle-Management/Pages/Policies-
Manuals-Forms.aspx

Once the page loads, scroll down until you see “STD FORMS”.

o If you need instructions on how to complete the “STD-554", click on
“‘How to Correctly Complete a STD-554.ppt”

STD FORMS

STD-541 - Automobile Accident or Loss Notice.pdf
STD-554 - Monthly Automotive Activity Report.xlsx
STD-554 - Monthly Automotive Activity Report.pdf
I:> How to Correctly Complete a STD-554.ppt
STD-555 - Repair Authorization Request.pdf
STD-557 - Request for Automotive Equipment - This form is in triplicate. It can be ordered through the DGS Warehouse through Procurement
through SAP / Internal Goods and Services / Commodity Code 131040

STD-928 - Declaration of Use of a Commonwealth-Provided Vehicle.pdf

Click “Open”

J1

V
Do you want to open How to Correctly Complete an STD-554.pptx (1.86 MB) from dgs.pa.gov? Open Cancel

The instructions will open in a “PowerPoint” presentation

A x . =0
10
2
3
4

How to Correctly Complete a
Monthly Automotive Report
(STD-554)

2 23 3R @R 23 0w ~aow

L 4 4 4 0

August 1, 2019

ﬂ'pennsylvania
SLIY GmaATENT OF CEAERAL SEACES
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o When you are ready to complete the “STD-554", click on “STD-554 —
Monthly Automotive Activity Report.xIsx”

STD FORMS

STD-541 - Automobile Accident or Loss Notice.pdf
|:> STD-554 - Monthly Automotive Activity Report.xlsx
STD-554 - Monthly Automotive Activity Report.pdf
How to Correctly Complete a STD-554.ppt
STD-555 - Repair Authorization Request.pdf
STD-557 - Request for Automotive Equipment - This form is in triplicate. It can be ordered through the DGS Warehouse through Procurement
through SAP / Internal Goods and Services / Commodity Code 131040
STD-928 - Declaration of Use of a Commonwealth-Provided Vehicle.pdf

o Click “Open”

U

Do you want to open STD-554.xlsx (47.4 KB) from dgs.pa.gov? Open Cancel

o Click “STD-554"

MONTHLY AUTOMOTIVE REPORT

Field Descriptions and Directions
Unless otherwise noted, all fields are required.
THIS VERSION IS FOR USERS OF MICROSOFT OFFICE EXCEL
FIELD NAME: DESCRIPTION/INSTRUCTION:

Unit Number: Enter the Equipment Number of the vehicle with or without dashes.

[ VY N

Enter the month and year for which you are collecting data. The worksheet will automatically
Month/Year: format the month and year as, Month-Year. For example, if June 2011 is entered, the worksheet

6 will format as "Jun-2011."

Permanently Assigned Driver Name: \ftffls vehicle is Per.manently assigned to one driver, enter the driver's name. If this vehicle is a pool

7 vehicle, leave this field blank.

Personnel Number: Enter rh.e e.rnployee number for the permanently assigned driver. If this vehicle is a pool vehicle,
8 leave this field blank.
9 |License Plate No. Enter the license plate for the unit number identified.

. . Check ONE box to indicate whether the vehicle's overnight parking location is the driver residence
Overnight Parking:

10 OR a work location.
11 |Division or Unit: Enter the Bureau, Division, or Unit to which the vehicle is assigned.
12 |Agency: Enter the Agency to which the vehicle is assigned.

Enter the calendar date as “M/D/YR” for the date on which vehicle usage is recorded. For Example,
June 16, 2011 should be entered as 6/16/11. The worksheet will format the date as “16” once you
Date: tab to the next field. If the car is driven multiple trips on the same day by ONE driver, one entry per
day is sufficient (with all destinations listed). If the car is driven multiple strips on the same day by
13 MULTIPLE drivers, a new entry should be made for each driver.

Enter the ODOMETER reading as it appears when the driver enters the vehicle. Once Ending
Starting Odometer: Odometer for the previous entry has been accepted, and the next date field entered, the Ending
Odometer will pre-populate as the Starting Odometer for the new entry.

14
DEFINITIONS! Sheet4
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o You are now ready to complete the “STD-554"

2 B C D E F G H | J K L 1
COMMONWEALTH OF PENNSYLVANIA
m pennsyl.vania MONTHLY AUTOMOTIVE REPORT STD-554
2 (REV 5/1/11)
B T TONTITYR: AT FSSTOED SRER R PESONNEL NUNEET
4
5 LICENSE PLATE NO.: QVERNIGHT PARKING: DIVISION OR UNIT: AGENCY:
6 [Residence [ Jwork
T pare [OMEELTEADIS | e o DESTINATIONS DRIVER NAME | FUEL | FUEL
N Ao | Evom | DAY | sramrommanows | poovenseom) | aaons | cost
9
10
1
12
13

o VERY IMPORTANT, do NOT close the Excel spreadsheet when
you are finished. You need to first “Save” the spreadsheet, so
you don’t lose the information you just entered

o Click “File”

A ) B
@ Home Insert Page layout Formulas Data Re

4 cut Calibri oA A ==
Paste E@Cupy - O A

< Format Painter

Clipboard M Font
110 < i

4 B C D E F G H
co

m pennsylvania Mc
2
3 |UNIT NUMBER: MONTH/YR: PERMANENTLY
4
5 | |LICENSE PLATE NO.: OVERNIGHT PARKING: DIVISION ¢
6 [(hesidence [ Jwork
7 | opomerer reapms | | rora ~

o Click “Save As” and then click “Browse”

& Save As
ﬁ:h Home

O New @ Recent

Commonwealth of Pennsylvania

= e
OneDrive - Commonwealth of ..
namediaz@®pa.gov

Info

Sites - Commonwealth of Penn...

Save .
namediaz@pa.gov

Save As Other locations
Print Elg__—l This PC
Sz @ Add a Place

Export
B Browse

Publish

Clase
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o Click “Desktop”

Next to “File name”, name the file “Unit (whatever the actual unit
number is) STD-554"

El Save As *
« v 4 m » ThisPC » Desktop v ) | Search Desktop P
Organize ~ New folder ==~ 0
~ - VI
= This PC Name Date modified Type
D Obiects
m Desktop

= Documents

4 Downloads

b Music
= Pictures
@ Videos
%9 Windows (C) v < 2
> Filename .
Save as type: | Excel Workbook (* xlsx) ~
Authors:  wilward Tags: Add atag

Browser View Options... [] Save Thumbnai

~ Hide Folders Tools ‘ Cancel

2. “Automotive Liaisons” or designated “M5 agency users” must collect “STD-554(s)”
from operators and dispatchers, and then enter the “STD-554" data into “M5” on the
“Commute Usage Entry” frame. BVM will provide a listing of all passenger units for
each reporting month as well as a reporting timeline and schedule. Agencies should
not enter monthly mileage information until directed to do so and provided with this
information.

Unless otherwise informed by BVM, monthly mileage information must be entered by
the 15" of the following month (i.e., December mileage will be due on January 15™).

Starting August 1, 2018, passenger units that have telematics installed do not
require mileage entry.
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IT REQUIREMENTS

Client workstations should be at least 1 GHz Pentium Il running Windows 2000,
Windows XP SP3, Vista, or Windows 7 Operating System. Minimum 512 MB RAM.
1 GB hard disk drive space. Minimum screen resolution of 1024 x 768 pixels.

FleetFocus M5 requires Internet Explorer 6.0 or higher and the free Adobe Viewer

add-in.

Have your agency IT organization verify the following Internet Explorer settings for
each user PC, prior to accessing M5. After changes, close all browser windows and
log back into the application.

1.

Tools, Internet Options, Advanced Tab: un-check Enable Third-Party
Browser Extensions; check Enable Integrated Windows Authentication

Tools, Internet Options, Security Tab, Trusted Sites: enter your site URL
(https://iwww.fleetfocusmb.state.pa.us)

Tools, Internet Options, Delete Files, Delete All Off-line content

Tools, Internet Options, Delete Cookies
Settings, Temporary Internet Files, Check for newer versions of stored
pages: Every time | visit the webpage

Verify ActiveX Settings:

Tools, Internet Options, Security Tab, Trusted Sites, Custom Level,
ActiveX controls and plug-ins:

Automatic prompting for ActiveX controls — ENABLE

Binary and script behaviors — ENABLE

Download signed ActiveX controls — ENABLE

Download unsigned ActiveX controls —- PROMPT

Initialize and script ActiveX controls not marked as safe — PROMPT
Run ActiveX controls and plug-ins — ENABLE

Script ActiveX controls marked safe for scripting — ENABLE

@ ooo0oTw

User Authentication, Logon:

6.

COMMUTE USAGE ENTRY — Monthly Mileage Usage

Automatic logon with current user name and password

Tools, Pop-up Blocker, Turn On Pop-up Blocker (unchecked)


https://www.fleetfocusm5.state.pa.us/

THINGS TO REMEMBER

All entries must be supported with an STD-554.

Entries must be entered in chronological order by month (i.e., enter July mileage
before entering August mileage).

Data must be entered for every Commonwealth passenger vehicle that does
NOT have Telematics installed, (determined by BVM and confirmed with each
agency monthly), for every month.

Once an entry has been saved, users will not be able to correct or delete the
record. The M5 Administrator will assist users in correcting/deleting any errors
made on saved entries. When encountering errors, users must submit a
screenshot showing both the unit number and error message. This screenshot
and the respective STD-554 must be emailed to the M5 Administrators at RA-
mb5administrators@pa.gov in order for the correction to be made.

Agencies must maintain STD-554(s) according to the Commonwealth’s record
retention and disposition schedule to support data entered. BVM may request
these records for auditing purposes.

ACCESSING M5

1. Open Internet Explorer (IE)

2. Access the M5 internet web-based application by pressing Ctrl on your keyboard
and clicking the following link:

https://fleetfocus.assetworks.com/m5web/presentation/common/CSILogon.aspx?m5
site=pa_prod

3. Type your “User name”, “Password” and then click “Log In”

Your login screen will resemble the following:

AssetWQORKS

FleetFocus M5

[ Remember My Logon Information

(] Change password

KeyValet™

T -

COMMUTE USAGE ENTRY — Monthly Mileage Usage 7


mailto:RA-m5administrators@pa.gov
mailto:RA-m5administrators@pa.gov
https://fleetfocus.assetworks.com/m5web/presentation/common/CSILogon.aspx?m5site=pa_prod
https://fleetfocus.assetworks.com/m5web/presentation/common/CSILogon.aspx?m5site=pa_prod

4. “Internet Explorer” will then open the “M5 Home Page” and your screen

resemble the following:

File Edit View Favorites Tools Help
AssetWQRKS + | Locaion VMMAIN - DGS VEHICLE MAINTEN.

0 0
Wome M5ADMINISTRATION Favores  Histoy Dashboard 44 Reporta” Notications

& save ) [P unoo ) (@ rotesn | (X oo ) (Prna
Welcome &

My Favorites «

WELCOME TO THE OF GENERAL SERVIC VEHICLE M5 FLEET SYSTEM.
Bureau of Vehicle Management Policies and Forms can be found at the DGS/BVM Po e
Information regarding the AssetWorks M5v15 upgrade can be found at the DG S/BVM Auto Lialson Webpage.

NEWS:

** As of August 1, 2018, all units with a telematics device are no longer required to enter monthly mileage information using the Commute Usage Entry frame.

GOOD NEWS!! The issues with the “Work Order Detail Report” have been resolved. Agencies are now able to run the “Work Order Detail Report” to acquire maintenanceirepair costs for any units assigned
to their individual agency. Should you continue to experience any issues with this report contact the M5 Administrator at (717) 705-8583 or at ncollins@0a.gov

« Effective February 5th, 2018, M5 Password Parameters have changed Passwords must be at least 12-characters in length ang meet the following criteria
+ Contain at least one of each of the
+ One Upper-case Letter
+ One Lower-case Letter
« One Number
+ One of the following Special Characters (These are the ONLY special characters accepted by the M5 Application)
. #

The Home Page will display important information such as:

DGS/BVM Policy Webpage link
DGS/BVM Auto Liaison Webpage link
M5 News

Reports

Month Mileage Entries

Contact for Questions or Concerns

O O O O O O

*Please check back often as this information could change periodically*

5. Click inside the “box” next to “Menu” and type “Commute Usage Entry”

AssetWORKS

Q, Search Frames and Reports

Home Favorites ~ ~  History ~  Reports ° Dashboard '

ASSGtWQRKS Q, Search Frames and Reports

commute usage entry| -ei==a x Q
Frames
) — 1

COMMUTE USAGE ENTRY — Monthly Mileage Usage
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6. Your M5 frame should now resemble the screenshot below

Commute Usage Entry

CGommute Usage Information

Logation: [VMMAIN DGS VEHICLE MAINTENANCE
Commute Usage Entry (New record number 1)
Final
Meter
Last Day Reading Operator Previous Previous  Current @
for Total atend of Total Previous Final Total Meter Current
Unit Reporting  Business  Reporting  Meter Commute  Reporting  Business  Reporting Meter ling Meter Current
Mo Year/Make/Model Wonth DaysUsed  Month 2 Miles Date Miles Date Reading  LTD Usage
I [o o I

This frame is used to enter data from the STD-554 for all passenger vehicles
(determined by BVM and confirmed with each agency monthly assigned to your
agency). An entry must be made for every passenger vehicle that does NOT have
telematics installed, for every calendar month and must be supported by a

completed STD-554.

COMMUTE USAGE ENTRY FRAME

Agencies may choose to enter mileage for units with telematic devices. However, it
is NOT required by BVM. If agencies choose to enter mileage for units with
telematics and receive an error message, errors will not be resolved until all errors

for required units are addressed.

Click in the blank field directly under the “Unit No” column name, as shown below.

Commute Usage Entry

Commute Usage Information-

Location: [VMMAIN [DGS VEHICLE E

GCommute Usage Entry (New record number 1)
Final
Last Day Meter Operator Previous Previous: Current

- Total Total Previous - Current
Unit of usiness  Reading Meter at end of Final tal Meter Current
No Year/Make/Model Reporting DaysUsed  for  Ovemide COmne®  Reporting  PjanesS  RePOWNS  pewr  Commute Reading  hep  LTDUsage

Monih Reporting Month ding  Miles Date 9

Month
] | | I

I_G\ T [0

2. Enter the “Unit No” (as reflected on the STD-554) without dashes as shown below.
Next, click the “tab key” on your keyboard to advance to the “Business Days Used”

field as shown below.

Commute Usage Entry
Commute Usage Information
Location: [VMMAIN

[DGS VEHICLE MAINTENANCE

Commute Usage Entry (New record number 1)
Final
Last Day Meter Operator Previous  Previous  Current
. Total Total  Previ Current
Unit of usiness  Reading Meter at end of Final Total Meter Current
No SRS Mo Reporting DaysUsed  for  Ovemide COMMUE  Reporting  BUSMNESS  RePOMND  peter — commute  Reading Mol LTD Usage ]
Montn Reporting Month Reading Miles Date 9
Month
[007711769 [2016 FORD EXPLORER [ 0373012018 [0 O0 [o [SMITH JANE [1466 [03/3172018  [21418 0 [0470472076 21462 [2i4s7
I L P ] u I I I I I
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3. Verify that the “Last Day of Reporting Month” accurately reflects the last calendar
day of the month for which you are entering data. (If the vehicle is new and does
NOT have prior entries, place your cursor in this field and enter the correct calendar-
end date)

Mileage must be entered in consecutive monthly order. Do not skip a month. Please
note that if you skip a month, we will need to delete any future dated mileage
entries so that you can enter the skipped month’s data. You will also need to
re-enter the deleted month’s mileage as well.

Commute Usage Entry
Commute Usage Information

Location: [VMMAIN |DGS VEHICLE MAINTENANCE

Commute Usage Entry (New record number 1)

Last Day Meter Operator Previous  Previous  Current
Unit YearakelMode! of Business  Reading _Met Contal o atendof  Total - Previeus inal Total Meter  Cutent  cument =
No Reporting DaysUsed  for  Ovemride = Reporting = o Meter Commute Reading Ml LTD Usage
Month Reporting Nonth Reading Wiles Date 9
Month
[007T17709[2016 FORD EXPLORER omozois e 28977 o [SWITH JANE (414 OEE12078 28503 0 07782018 [30203 EpES
] ——"To | ] | T T T T T I T T

4. Next you will need to enter the “Business Days Used” (as reflected on the STD-554).
This field initially populates with a “0”. Enter the number of “Business Days’ (i.e., do
not include commute only or personal days). Then tab to advance to “Final Meter
Reading for Reporting Month”.

Commute Usage Entry

Commute Usage Information

Location: [VMNIAIN D65 VEHICLE MAINTENANGE
Commute Usage Eniry (New record number 1)
Final
Last Day Meter Operator » Previous  Previous  Current
. ° Total Total Drevious , Current
Unit of Business Reading _Meter at end of 2 Final Total Meter Current
No leariak o Reporting DaysUsed  for = Ovemide COMM™®  Roporting  Business  RePOMNG  yeter  Commute Reading MO TDUsage [
nth Reporting Month Reading Miles Date g
Month
[007111798  [2016 FORD EXPLORER [0sB0z018 [8 m] o [SMITH JANE [1053 [0831/z018 28503 o [10/18/2018 [30293 [30288
] 0 u I I I I I I I ] I

If you left a zero in the “Business
Days Used” field, you will receive this
Number of business days used is zero is this the correct action? - Confirmation aCtion dlalog screen
once you attempt to save the record.
By selecting “Yes”, the system will
proceed in saving your record. By
selecting “No”, you will be returned to
the Commute Usage Entry screen to
modify the record.

Action Required

COMMUTE USAGE ENTRY — Monthly Mileage Usage 10



5. Next, enter the “Final Meter Reading for Reporting Month” (as reflected on the STD-
554). Please ensure the number entered in the “Final Meter Reading for
Reporting Month” field represents the final odometer reading as recorded on
the STD-554.

Do not use a comma or decimal point. (i.e., if the mileage is 29,123.5, type 29124 as
the Final Meter Reading) Next, click the tab key to advance to “Total Commute
Miles”, as shown below.

Commute Usage Entry

Commute Usage Information

Location: [VMMAIN [DGS VEHICLE MAINTENANCE

Commute Usage Entry (New recor number 1)
Final
Last Day Weter Operator

_ z Total Total Previous
Unit of usiness  Reading  Meter at end of : g
No jLearskeMode Reporting DaysUsed  for  Ovemide COMMY®  Reporting  Dusiness  Reporfing

Month Reporting Month
Month

i Previous  Current
Final Total Meter otor rent
Commute  Reading  poui,  LTD Usage

Current
Meter e
Reading Miles Date

[007111789  [2016 FORD EXPLORER [09302018  [8 sz [ o [SMITH JANE [1053 [08/31/2018  [28503 o [10/18r2018 30293 [30288

J 0 “D I I I I ] I I I ]

6. Next, enter the “Total Commute Miles” (as reflected on the STD-554). If you don’t
have any, enter 0.

Do not use a comma or decimal point. (i.e., if the mileage is 253.4, type 253 as the
Total Commute Miles) Next, click the tab key.

Note: For those employees who are allowed to log personal miles as part of
their executive compensation package and are taxed accordingly, the
Automotive Liaison or agency user must add the total commute and personal
miles and enter the sum in the “Total Commute Miles” field.

Commute Usage Entry

Commute Usage Information

Location: [VMMAIN |DGS VEHICLE MAINTENANCE

Commute Usage Entry (New record number 1}
Final
Last Day Meter — Operator P Previous  Curres fr—
unit of Business Reading _Meter atend of Final Total Meter Current
No =it Mokl Reporting DaysUsed  for  Overiide COmTU'®  Reporting  Dumie: = M Commute Reading Ml | TDUsage 1
Month Reporting Month Mile: ate L
Month

[007111799 2016 FORD EXFLORER [osrz0i2018 8 peet7 ] o E [SMITH JANE [1053 [0831/2018  [28503 o [10/182012 [30293 [30288

I 0 ] [ I I I I I I I |

At this point, please review the entire row for accuracy. If corrections are
required, make them now. Click in the field to be corrected and re-enter the
information.

Once a row_is saved, you cannot make corrections. If you need assistance,
please contact the M5 Administrators at RA-mb5administrators@pa.gov before
you save the entry.

Please note the “Total Business Miles” field does not update until after you
have saved the record.

COMMUTE USAGE ENTRY — Monthly Mileage Usage 11
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7. After you verified everything is correct, click “Save” as shown below.

AssetWORKS + | Location:| VMMAIN - DGS VEHICLE MAINTEN... |~

0

o ) C
Home M5ADMINISTRATION Favorites History Dashboard £k, Reports  Notifications

(Ssae ) (Punso ) (@ ot | [ K pawe ) (Prmna )

Commute Usage Entry
Commute Usage Information:

Location: [VMMAIN [DGS VERICLE

Commute Usage Entry (New record number 1)

Final
Last Day Meter Operator . Previous  Previous  Current
” Total Total  Previous - Current
Unit Business  Reading Meter it end of Final Total Meter Current
No VLR Reporting DaysUsed _ for  Override  “OMTUt®  Reporting  Bsnicss  RePOMND oo Commute Reading MO LTD Usage
Month Reporting Month ding Miles Date L
Montn
[007411789|2016 FORD EXPLORER 0973072018 & z9t7 o [SWITH JANE [41# 083172018 [28503 @ [10F8/2016 /30293 30288
[ L b ] L J

If no error message appears, the record has been saved.

Should an error message appear, take a screenshot of the error message and
email the M5 Administrators resource account box at RA-
mb5administrators@pa.gov_for assistance. Please make sure your screenshot
captures the “unit number” so that the M5 Administrators can troubleshoot the error.

Please make sure to keep all STD-554(s) on file at your respective agency should
an audit be conducted. You will need these records in order to justify keeping any
vehicle that do not meet the minimum usage standards (measured over a six-month

period).

After the record has been saved successfully, the “Total Business Miles” column is
automatically populated, as shown below.

Commute Usage Entry

Commute Usage Information
Location: [VMMAIN [DGS VEHICLE MAINTENANCE

Commute Usage Entry (New record number 1)

Final
Last Day Meter Operator : Previous
Unit A of Business Reading  Meter T°‘a" atendof o joca ': s Final
No R Reporting DaysUsed  for Override mf:: ®  Reporting ‘;:I'I':E:s °g:‘e"‘° Meter
Month Reporting Month Reading
Month N
007111795 [2016 FORD EXPLORER [0913022018 8 29360 L] jo s Jang (57 ) [08/31/2018  [28503
I 0 [ O I [ ~— I I

The number in the “Total Business Miles” field should match the total business
mileage recorded on the STD-554 (as shown below) for the month reported. If the
numbers do not match, contact the M5 Administrators at RA-
mb5administrators@pa.gov for assistance.

L L T 117 | |

1
TOTAL B OMMENTS: TOTALFUEL  |4%_ |
oas | o AL LIASH 3 77 |14
8US. USE L /N } o A GALLONS/COST: ”
For Permanently Assigned Vehicles Only For Pool Vehicles Only
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Note the following:

a.

The “Year/Make/Model” field has been automatically populated with the Year,
Make, and Model for the unit number entered.

The “Last Day of Reporting Month” field has been automatically populated as
follows:

i. If mileage has already been entered into M5 for this unit, the next month
end date (i.e., calendar date) requiring mileage will auto populate.

ii. If you just received the unit and no mileage has yet been entered into M5,
the last day of the previous month will auto populate.

The “Operator at end of Reporting Month” will show the data that is currently
populated into M5. If the operator is not correct, do the following:

i.  If you have not reported this change in operator to BVM, please complete
a GSVM-88 (Vehicle Inventory Change Report form) and email the
completed GSVM-8 form to ra-BVMR&R@pa.gov.

ii. If you have previously submitted a GSVM-88 and the change has not yet
been made to M5, please email a copy of the GSVM-88 to the M5
Administrators at RA-m5administrators@pa.gov. We will expedite this
change for you so that you can enter your mileage.

“Total Business Miles” initially displays the business miles as of your last month’s
data. Once you have entered this month’s information and saved the record, the
“Total Business Miles” will auto calculate and should reflect the current month’s
total. If after saving the record, this total does not match the current STD-554.
Please check the STD-554 for accuracy. If you are unable to resolve the
discrepancy, please report this issue as an error to the M5 Administrators RA-
mb5administrators@pa.gov.

The “Current Meter Reading Date” field has been automatically populated with
the date of the most recent odometer reading in M5 (Voyager fuel entry, service
work order, etc.).

The “Current Meter Reading” field has been automatically populated with the
most recent odometer reading in M5 (Voyager fuel entry, service work order,
etc.).

The “Current LTD Usage” field has been automatically populated with the life-to-
date usage. The “Current Meter” and “Current LTD Usage” may or may not be
the same.
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8. To continue data entry for additional passenger vehicles, click the “Refresh” icon on
the “Menu bar” as shown below. The “Commute Usage Entry” frame will come back

Location: | VMMAIN - DGS VEHICLE MAINTEN...

up showing blank fields for a new entry.

Search

Menu

AssetWRKS
= 0
Home M5 ADMINISTRATION Favorites History Dashboard é Reports  Notifications

[ ESave ][ 3 Undo ([ g Refresh D X Delete ” pFind ]
e

Final

Commute Usage Entry

Commute Usage Information
’7Location: VMMAIN ‘DGS VEHICLE MAINTENANCE

Commute Usage Entry (New record number 1)

9. To exit and end the M5 session, click the Person Silhouette icon in the upper right-

hand corner and then Logoff, as shown below.

outerfrar 2+ O | g Commute Usage Entry

e F- Y ——
File Edit View Favorites Tools Help
AsSetWEARKS | commus usags enty Locaton | VAMAIN - DGS VEHICLE MANTEN
o .
s 0 0
Commute Usage Entry
Commute Usage Information
Locaton (VAT f
Commuda Usage Eriry (New record nurrber 1)
Final
Last Day Moot Towl operator  po, Provious  PTEVIOUS  Previous  CUENt oo
unit o Gusiness Reading  Meter atend of Final Total  Meter cumont
No R Reporting DaysUsed  for  Override COnU'®  Reportmg DSt ROPOND  por  Commute ing et LTD Usage =
Wonth Reparting Mont Reading Miles Date J
Manh
[007111798 [2016 FORD EXPLORER. [o7Rizois 8 ) @ [SMITHJANE [0 [06B02018  [26111 o 208
I (| o [ I I T I I I I
O ) B i smemonscomimsven eserstnvasetor © - G | Commat Usge By
File Edit View Favorites Tools Help
ASSEtWQRKS | cCommis Usags Eniry +|  Locatom:| VMMAIN -0GS VEHICLE MAINTEN . | =
(-]
& 0 0
Commute Usage Entry
Camnute Usags Infamaion
Location: AWAR OGS VEFICLE MARTENARCE
Cammuts Usage Enky (e record numbar 1)
- o2 I e e &D
Last rator ious jous Curront
Tolal Towl  Previus Current
unit of | Gusiness Readmo  Wtsr at snd of & Fnal Total Current
o Toarmimsnicou Roparton DoysUsed | for  Ovomde IS foporng PSS RSO i Commue Aesdng I UTDUsage O
month Reporting = Month J Reading Mikes. e
Month
[CEET] I [ TEMITH JANE [0 (06018 [T 0 T 20 25708
o [ O I T T T T T T T T

fEoTiie (201
T
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The M5 Log In screen will appear after you have logged off successfully

AssetWQORKS

FleetFocus M5

User name:
Password:
Location:

[ Remember My Logon Information

O Change password

Service Solution |
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QUERYING M5 for COMMUTE USAGE ENTRY

To verify the mileage entry for a given unit and/or given month, you can query M5
through “Commute Usage Query”.

1. To open, click in the box next to “MENU” and then type “Commute Usage Query”

2. Click on the highlighted field “Commute Usage Query”

AssetWORKS ([IEEIIKC oo ol

Home Favorites ~ ~  History ~  Reports ° Dashboard '

AssetWORKS [EET

commute usage query <: X Q

Frames

3. Type the “Unit Number” in the field next to “Unit Number” and then press the
“tab” key on your keyboard

4. Click “Retrieve”

Commute Usage Query

Selection Criterj
Unit Numb(E 1007111799 ; x [2016 FORD EXPLORER

Operalor: |

Location

L
Commute Usage History (Loaded 0 records)

- Effective Business -
Unit Number Date Days Used Location Operator Meter

s Bl
=

Commute Business LTD Date Entered/ =5
Usage Usage Usage Modified User
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If you would like to filter to a certain “Operator”, “Location” and or “Start / End

5.
Date”, enter criteria into those fields.
Commute Usage Query
— Selection Criteria
Unit Number [007111799 | 2016 FORD EXPLORER
Operator ||
Location | |
Start Date: | [
End Date: | Ia]
6. If you only enter the unit #, you will see all commute usage data entered in M5

against that unit #.

Commute Usage Query

— Selection Criteri
Unit Numb#&g |80 99 x |2016 FORD EXPLORER
Operator |

Location | _ | |

"~
@

Start Date: |

|
@

|
End Date: | |
[ Clear ] [ Retrieve ]
oY

L=

Commute Usage History (Loaded 0 records)
Commute Business LTD Date Entered/ User

. Effective Business .
LIl Date Days Used RocatioapOperatonMetey Usage Usage Usage Modified
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Below is a sample of the commute usage query placed against unit # 007110500. Each

field is described below.

Commute Usage Query

Selection Criteria

Unit Number |00?1 10500

| [2007 FORD EXPLORER

Operator | [

Location | [T

Commute Usage History (Loaded 22 records)

ME X
|

LTD (Life-
to-Date)
Usage is not
relevant to
commute
usage entry.

l

Unit Number EffDe:tt;ve E’B;:;Ssirl'_lass:d Location Operator Meter c%':;;';te Bﬂssi;;:s u';;ge Daﬁoi?flizzedf User E]
007110500 02/29/2012 VMCRO1 ICOURTESY CAR 121710 0 121710 03/15/2012 IAMARROCCO
007110500 01/31/2012 0 VMCRO1 ICOURTESY CAR 121013 0 318 121013 02/24/2012 AMARROCCO
007110500 12/31/2011 16 AULIAS ISTALNECKER MICH#|120695 0 1549 120695 01/09/2012 LMACINTYRE
007110500 11/30/2011 0 VMCRO1 UNASSIGNED DRIVE|[119146 0 3006 119146 12/15/2011 AMARROCCO
007110500 10/31/2011 0 VMCRO1 UNASSIGNED DRIVE|[116140 0 978 116140 12/15/2011 AMARROCCO
007110500 09/30/2011 0 VMCRO1 ICOURTESY CAR 116162 0 0 116162 12/15/2011 AMARROCCO
007110500  |08/31/2011 [0 [vMCRo1 |[COURTESY GAR  [115162 0 [115162 [115162 [11/16/2011  JAMARROGCO
T A A A A
| T T T T
(Ij\/lon]Eh-e?]d The location Ending Number of End-user
ate_l or the for the end- odometer business that inputted
b mileage user reading input miles the data.
eing input. inputting the by the end calculated by
data. user. M5 for the
month.
Number of The operator Number of Date the
business actively commute & commute
days used assigned to personal usage data
reported for M5 at the miles was entered
that month. time of recorded for into M5.
entry. If this the month.
is incorrect,
submit a
GSMV-88 to
BVM
Records &
Reports to
update the
operator
information.
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ERROR REPORTING AND ASSISTANCE WITH M5

Errors must be reported to the M5 Division for resolution. When encountering errors,
please email a screenshot of the error message and a copy of the “STD-554" (for the

same reporting month that is shown on the error message) to “GS, M5 Resource”
account at RA-m5administrators@pa.gov.

To create a screenshot, complete the following steps:

1. Make sure the error message is displayed on your monitor. Position this error
message so that we see what you have entered into the “Commute Usage
Entry” frame for the unit causing the error.

Example of an error message:

e L niip//msatoo assemworks.com/msweb/Presenation/outeriiar © + € | i Commute Usage Entry

File Edit View Favorites Tools Help
AsSetWORKS | commte usage eny + | Locaton: | vusaAN - DGS VEHICLE MAMTEN. |+
e @ 0 0

Error Messages and Warnings

1) MM207-Warning! The given meter r

eading of 55111 is larger than the system calculated mileage of 125836

Commute Usage Entry

Commute Usage Information

Location: [TMMAIN DGS VEHICLE MANTENANCE
Commute Usage Enlry (New ecord number 1)
Final
Last Day Wotor Operator Piovious  Previous  Curtent
Total Total Previous Current
unit of Business Roading _ Meter atand of A A Final Total Moter urtent =
No R Roporting  DaysUsed  for  Ovemde COMTU®  Roporting  Disiness  Reportin Motsr  Commue Readwg  Chewr  LTDUsage B
Wonth Reporting Month Reading Milos Date ]
‘Month
[p07110500  [2007 FORD EXPLORER losr0r2013 [8 ss111 | o | [1039 Josaiz013 [132371 ] Joar22013 [132592 132582
T

= [ I I T T T T T

2. On your keyboard, click on the “Print Screen” button (typically found in the top
row towards the right-hand side of your keyboard). By clicking on the Print

Screen button, you have basically taken a picture of the information displayed
on your monitor.

COMMUTE USAGE ENTRY — Monthly Mileage Usage 19


mailto:RA-m5administrators@pa.gov

3. Now go to Outlook and open a new email message. With your cursor
positioned in the body of the email, right click your mouse and select “Paste”
from the drop-down menu. The image of your error message sh
appear in the body of your email.

D__‘ (=] %) % = Error -- Unit #007112234 - Message (HTML) -8B Xx
- Message Insert Options Format Text Developer (7]
Be sure to send the Ty A oot [ == (8 & 6 =5 b
message to “GS, ey (8w AdEm e s g L e | s
Administrators” at RA- ~_", — — = ———
m5administrators@pa | _ j't_| e //
.gov C_II /

AN
w] o
\\E
il
L4 :\
=3
I. >
ik =
i g
i
P
] » 5

It is also extremely :
helpful if you include - e

. . [ Past
the unit # in your A m
Subiject line. | ,
E, Lookup

Please note, errors must be documented via email for the M5 Division to research and
make any necessary corrections. However, if you need to talk to someone in the M5
Division, please feel free to give one of us a call.

Please note the M5 Division working hours are M-F 7:30 a.m. to 3:30 p.m.
Email is the preferred method of communication because all three administrators have
access to the M5 Administrators Resource Account. In the event one person is off,

another person can respond to the email.

GS, M5 Administrators Resource Account
RA-m5administrators@pa.qov

Nicole Amediaz
717-787-1394

Tyler Schmidt
717-346-3344

Nyla Collins
717-705-8583
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