Updated February 23, 2001


How to Use The GSA Vehicle Scheduler

Note –A valid Army Defensive Driver’s Course certification is required to operate a GSA vehicle.  Please review the PEO GSA Vehicle Policy for further details.  

 A GSA VEHICLE SHOULD ONLY BE SCHEDULED WHEN IT IS AVAILABLE!

A CONFLICTING RESERVATION WILL BE DELETED FROM THE CALENDAR!
1. Open Outlook

2. Open ‘All Public Folders’ – (either the one in the Shortcut menu or Folder List)

3. Open ‘GSA Vehicle Scheduling’ folder

4. Click GSA vehicle preferred 

(G10-Compact Sedan; G11-Sedan; G41-Mini Van; G43-Large Van) 

The calendar for the GSA vehicle is now opened.

5. To create New Reservation,

a) Click New Appointment Icon     [image: image1.png][CElniew -



   OR

b) Click Actions on menu bar-New Appointment OR

c) Press Ctrl+N OR

d) Double-click on notepad area

The below screen should appear
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6. Required:  Fill in Subject Line: Last Name, First Name, Phone Number

7. Required:  Fill in Location Line:  Location traveling to and number of passengers

8. Required:  Select Start and End times:

a) Click arrow left of the time to show drop-down box.

b) Click time preference.

9. Verify dates on reservation are correct.
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10. Optional, fill in the Note – (white space at the bottom e.g. use it if you have one person traveling but are transporting equipment and hence need the large van)

Hint:  To copy reservation to personal calendar, click  [image: image4.png]


 (Copy to Personal Calendar) on the tool bar.

11. Click Save and Close.  The new reservation is now scheduled on the calendar.


Note:  Reservations may only be deleted or edited by the person who created it or those  

             with special permissions.  Special permission is described in FAQ, next page.
NOTE:  FOR RESERVATIONS THAT SPAN FOR SEVERAL DAYS

Please use the ‘Recurrence’ option – this will show the time blocked for several days otherwise the reservation will only show in the top portion of each day and may not be visible to other individuals.

The ‘Recurrence’ icon  [image: image5.png]


 can be found in the top menu of the appointment screen.

1) Click on the ‘Recurrence icon’ and another screen will come up where the time and dates can be entered.  

2) Select the appropriate times.

3) Select ‘Daily’ for the Recurrence Pattern.

4) Choose the appropriate start and end dates.

5) Select ‘OK’. – The appointment screen will now be showing.

6) Choose ‘Save And Close’
To Edit Appointment

1) Double click on reservation – this should open the appointment screen.

2) Edit appointment.

As a courtesy to others, delete your reservation as soon as you are aware the reservation is no longer needed.

To Delete Appointment

1) Double click on the specific reservation – this should open the reservation.

2) Click the delete icon.  [image: image6.png]



OR

1) Right click on specific reservation – this should open up a menu

2) Select delete.

Frequently Asked Questions

· Who has special over-ride permissions?


SSG Torretti      (703) 806-3972
torrette@peostamis.belvoir.army.mil


Irv Newell
  (703) 806-3636
newelli@peostamis.belvoir.army.mil


Helpdesk
  (703) 806-4610
helpdesk@peostamis.belvoir.army.mil

· When should I contact a person above?


-When GSA vehicle is delayed in route past the return time.

-When a previous reservation needs to be bumped due to a higher priority - although it is   

  advised to contact the individual with reservation first.


-When reservations needs to be made from remote (i.e: TDY) location.

-When GSA vehicles are not available on the automated reservation list, contact the   

  vehicle manger to try to locate one of the back up vehicles.

· Can I use the GSA vehicle without a reservation?

    
NO - The reservation system is used to monitor usage and justify vehicles.  

· Who maintains the keys?

Keys are maintained by the GSA Fleet Manager located in the Front Office, Room 136.

· How do I locate cars?

The key case will have identifying characteristics (make, color, license plate number) of the car.

· What do I do if I need to get vehicle keys if SSG Torretti is out for the day?
Contact someone else in the Front Office.

· What do I do when returning keys if the front office is locked?
The keys should be slipped underneath the door.

· What if I need the use of a vehicle very early in the morning?
To eliminate any problems obtaining vehicle keys very early in the morning, it is recommended for individuals to block out time starting on the previous day (after 4:00 pm) and hold the keys over night.

· What does NO ACCESS mean?

These are reserved cars and only SSG Torretti can commit them (e.g. The PEO’s vehicle).

· How do I create a short-cut icon to schedule vehicles?

1)  Point mouse on the title of folder

2)  Right click


3)  Click “Shortcut on Outlook bar”

4)  Rename is preferred

· Can I get to GSA Vehicle Scheduler when on the road?


Yes – Use procedures for retrieving email on LAN team web page.  

Access either through TSACS or your ISP.             https://www.peostamis.belvoir.army.mil/lan_support/ 






