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OurFleet 
User Cheat-Sheet 

 
Creating a booking 

 
 

1.  Load OurFleet through the website address provided to you: 
 

 
 
2.  Log into OurFleet with the username and password provided – the 
following screen loads after a successful login: 
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3.  To create a new booking click on:  
 
 
 
 
 
4.  The following screen then loads: 
 

 
 
5.  Enter the required information as follows: 
 

 
 
Once complete, press ‘Submit’. 
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6. The vehicles available for use will then be shown, as per the below: 
 

 
 
 
7.   Select the vehicle you would like to use by clicking the radio button 
and then submit. The following screen will then load: 
 

 
 
8.  Enter the required information as follows: 
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9.  A summary screen as shown below is then available. Review your 
booking and press ‘Submit’ to continue: 
 

 
 
 
10.  You are then returned to the view/edit screen where you can view all 
Bookings: 
 

 
 
 
11.  From this screen you can create another ‘New Booking’, return to 
‘Home’ or ‘Logout’. 


