Make a Reservation

1. GotoJSU home page. www.jsums.edu

2. Go to the Web Directory -->Click on “F” --> Click on Facilities & Construction Management
3. Click on “Rent a Vehicle” menu item
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4. Click on the link to reserve a vehicle.

v e " CHALLENGING MINDS, CH

Home - | Units | Shuttle Services | Service Requests- | Rent a Vehicle Contact Us

Quick Links MAKE A RESERVATION

The Transportation Mobility Center is always delighted to serve the vehicle needs of One JSU. One
. . i way we service those needs is by offering vehicle rental services. All vehicle rentals require the
. completion of an online vehicle request. Please be mindful of the following:

!a = Aftach a copy of valid driver's license

Service = Attach a copy of the itinerary (if applicable)

Raatast = All rental requests must be received at least 7 days prior fo departure
= All motor coach requests must be received at least 14 days prior to departure
. . = Payment must be received within 5 days of your reservation
. - Please allow 24 hours for your rental request to be received.
Vehicle requests are honored in the order in which they are received.
IR Citeay, Click here to reserve a vehicle
Status
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Make a Reservation

5. The link will take to the screen below

M
@ WebTMA 5.0.9 - Jackson State University - Fleet Reservation (Fleet) - Mozilla Firefox L = g
webtmaprd jsums.edu/webtma/MainApp.aspx?windowlD=6dc8344b623349049a11761abc422f3d :
e s
—H JACKSO Nl
== \We R |STATE.
= — rOWERED BY TWA SYSTENS MyPage S
Drvome  off Logout H () Add |} Ed E3.c Delete | (D) Firs DPrev. () text (D Last | [3 se 4 F @ Hep | g save ) cancel h
Refresh

d

| & e asi‘_ &

_:; Full Screen

\  Add Favorite

¢

6. Click on Transactions=>Vehicle Reservation=> Make a Reservation JSU

@ WebTMA 5.0.9 - Jackson State University - Fleet Reservation (Fleet) - Mozilla Firefox

—
webtmaprd.jsums.edu/webtma/MainApp.aspxiwindowll=53claas] ch¥ edd 23304612097 d9dadf
Transactions

Make a Reservation JSU

_AEdt 3 copy 3

:—_—:] Full Screen

\  Add Favorite

&
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Make a Reservation

7. Click Add on the “Make a Reservation JSU window”

@ WebTMA 5.0.9 - Jackson State University - Fleet Reservation (Fleet) - Mozilla Firefox

| webtmaprd,jsums.edu/webtma/MainApp.aspxtwindowlD=53 claa57 cb7 ed4 2390461 2097 d9 d a9

Transactions

WebTMA Make a Reservation JSU IS—

Y Home  ff] Logout Mrrst Qrrev @ Next @ Last | |3 Search| S Print
Linked Documents Requestor: Soujanya Vadlani Reservation # |1
Contact Person: soujanya Rental #
w1y Last Modified i
R Organization: Request Date: |09/30/2014
Department: Facilities & Construction Manageme .
Convert P L Agent.
L.} JSU P.O.Box: 833 walter payton dr Agent Name:
o Authorize Address 2: Repair Center: TRAN
Destination City: Jackson Cancellation Date:
'i".-s Ianual Routing State: MS Zip: 39217 Status: |Accepted
- Phone #: 601 979 2522 Event:
\  Add Favorite Fax & :
; ax #
(‘-’ . - .
Add Bookmark E-mail Address: |soujanya.vadlani@jsums.edu \ Reservation Info / Payment Info
Filter Calendar Authorized
Resource Type Type Code Type Description Tag Mumber Tag Description
\/ Vehide Type Car Car
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Make a Reservation

8. All the red fields are mandatory fields . Click on Add Resource to add a vehicle.

1

JOR [SIATE

Make a Reservation JSU

(4 Lg2-E 53 D 3 3 1 o' ] (@) Help |l save ¥ cancel
Identity Approval Routing History Browse
Requestor: | Allyson Berry |' | Reservation #:
Contact Person: Allyson Berry Rental #
Purpose of the Trip: Test trip Request Date: 02/29/2016
Department: | Facilities & Constructio|| i | Agent: | |v | \
JSU P.O.Box: 17460 Agent Name:
Destination City: |Test City Repair Center: | |v |
State: MS Zip: 39217 Cancellation Date:
Phone #: 601-9792522 Status:
Fax #: Event:
JSU Email: allyson.berry@jsums.edu; souja &1

R L A Payment info

I % Add Resouroei

|:| Resoi

Mo records to display.

urce Type Type Code Type Description Tag Mumber Tag Description

4

I 2

|
14

<] -l

D

0

0 items in 1 pages

9. A Reservation Resource Entry window will pop up. Please see the screen below. The vehicle

reservation

can be done by 1) Vehicle Type or 2) specific vehicle.
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Make a Reservation

== Reservation Resource Entry = % = O X

I Type Only i Specific tem © I

Start Date: 02/29/2016 09:38 End Date:

Select tem Type... «

»

Quantity:/Avail: |1
Estimated Cost:

[C] Recurrence:

—Recurrence Pattern

m

Daily
Weekly
Maonthly

— Range of Recurrence

End After occurrence(s) End By

:Saue&l:luse v| | Cancel

10. The Start Date and End Date are the Trip Start Date and the Trip End Date

Type Only Vehicle Reservation

11. The reservation screen for Type only selection will make the requestor select a Vehicle Type, for
example: Car, Van, Mini Van, and Bus

Typa Only & Specilic Bem
Siart Date: 0379216 [F | 09:38 End Date
gy T e

jWohicle Typo - - -/

Quantity ffoai

Hus
Estimated Cost. | Car
Minivan
van

SRS

Note: An error message will pop up if the dates selected does not meet the lead time on the
Vehicle type .

e Allrental requests must be received at least 7 days prior to departure
e All motor coach requests must be received at least 14 days prior to departure
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Make a Reservation

= % = O X
Type Only @ Specific ltem © I
Start Date: | 03/01/2016 09:38 End Date: |03/02/2016 10:02
Vehicle Type - -
Quantity:/Avail: |1
Estimated Cost: == -
[C] Recurrence: JL

—Recurrence Pattern

m

Advance notice reguired. The date selected
Daily does not meet the lead time for this type of item.
‘u"u"eel-(ly Required Lead Time(Days).7.

Manthly i oK [

—Range of Recurrence
B —
End After occurrence(s) End By

|Save & Close ¥| | Cancel

12. The Start Date and End Date and selection of the vehicle is done right, click on “Save & Close”
button at the bottom to save your selection.

= Reservation Resource Entry H % = O X
Type Only @ Specific ltem © 1
Start Date: | 03/08/2016 10:0 End Date: |03/09/2016 10:02
Vehicle Type wvan
Quantity:/Avail: |1 5

Estimated Cost:

[T Recurrence:

— Recurrence Pattern

m

Daily
Weekly
Monthly

—Range of Recurrence
End After occurrence(s) End By

I [Saveacluse !’Il Cancel
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Make a Reservation

13. After clicking “Save & Close”, the Reservation Resource Entry Screen will close and take you
bake to the “Make a Reservation JSU”.

14. Click on Save on the top right hand side of the “Make a Reservation JSU” screen which will give

you the Reservation number
JRS |STATE

@ Help I | save FJ Cancel

. Make a Reservation J3U

L A =3 u . ks - - - =
—_ Ee—
Identity Approval Routing History
Requestor:| Allyson Berry |v Reservation #
Contact Person: Allyson Berry Rental #:
Purpose of the Trip: Test trip Request Date: |02/29/2016
Department: | Facilities & (Jonstructiol| bl | Agent: | |"
J5U P.O.Box: 17460 Agent Name:
Destination City: Test City Repair Center- | |v |
State: MS Zip: 39217 Cancellation Date:
Phone #: | 601-9792522 Status-
Fax #: Event:
JSU Email: allyson.berry@jsums.edu; souja =]

Reservation Info

Payment Info |

[® Add Resource

|:| Resource Type Type Code Type Description Tag Number Tag Description

Fali| Vehide Type Van Van

Notel: A notification email will be sent to you when the Reservation is saved, converted to a rental
etc.

Note 2: If you want to reserve more than 1 vehicle, please do separate reservations.

Note 3: Please make sure to check your payment method in payment info tab as shown below. The
reservation will not be saved without entering the payment type.

entity | Approval Routing History Browse

Requestor: | Allyson Berry |~ ||

The payment should be made within 5 business days of the

Contact Person: Allyson Berry re_segat‘ljol:rb bit Card
2 Credit/Debit Can
Purpose of the Trip: Test trip © Check

Department: | Fadilities & Construct'lo|| =
JSU P.0.Box: 17460
Destination City: Test City

@ Inter Departmental Transfer

State: MS Zip: 39217
Phone #: 601-9792522
Fax #:

J5U Email: allyson.berry@jsums.edu; souja [

S | Payment Info [

[ Add Resource

|:| Resource Type Type Code Type Description Tag Mumber Tag Description

rahi Vehide Wan Van G053264 7-12 Standard Passenger Van
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Make a Reservation

Specific Item Vehicle Reservation

15. For Specific type of Vehicle reservation, you should select the “Specific tem” radio button on
the Reservation Resource Entry window. Please see the screenshot below.

Reservation Resource Entry =1 G
Type Only © Specific ltem @
Start Date: 03/08/2016 13:41 End Date: 03/10/2016 13:42
Facility: |'|
Vehicle Type ~ Van - Van
L]
Vehicle - —
5= Available Item Search = % = O X
Occupant: | is equal to I

Attribute Char 1:
Attribute Char 2:
Attribute Char 3:

Attribute Char 4:
Attribute Char &:

contains

Attribute Number 1:
Attribute Number 2:
Attribute Number 3:
Attribute Number 4:
Attribute Mumber 5:

contains

contains

|. Search | | Clear Fields | | Cancel |
Item Code Description Facili Type Descri 1:i::ar|'“|kmIEI by Department
R Y ype PHOF erial Mumber pa Booked =
5042536 2007 CHEVROLET EXPRESS (20 Jackson State U Van
Jackson State
053264 7-12 Standard Passenger Van University Van Transportation
(Main Campus)
GO53265 7-12 Standard Passenger Van Jackson State U Van Transportation
Jackson State
GO533TE 7- 12 5tandard Passenger University Van
Van e ——

Page 8 of 14



Make a Reservation

16. The selection fields for the specific item reservation will have an additional field Vehicle and search
button to select a vehicle from the available set of vehicles of that particular vehicle type.

Reservation Resource Entry =1 G
Type Only © I Specific ltem @ I
Start Date: 03/08/2016 12:41 End Date: 031072016 13:42
Facility:| |'
Vehicle Type * Van * \an
Vehicle lv
EE Available Item Search H % = 8 X
-
Occupant: | is equalto_|~ | 1
Attribute Char 1: Attribute Number 1: ﬂ
Attribute Char 2: ﬂ Attribute Number 2: n
Attribute Char 3: ﬂ Attribute Number 3: n
Attribute Char 4: Attribute Number 4: ﬂ
Attribute Char 5: ﬂ Attribute Number 5: n
| Search || ClearFields || Cancel |
. = -_.._Model Mumber
Item Code Description Fadility Type Descr||:|t|or5eria| Number Department Booked l
5042536 2007 CHEVROLET EXPRESS (20 Jackson State U Van
Jackson State
053264 7-12 Standard Passenger Van University Van Transportation
{Main Campus)
GO53265 7-12 Standard Passenger Van Jackson State U Van Transportation
Jackson State
GO58276 f:anlz Standard Passenger [ e Van
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Make a Reservation

17. Double click on the Item code of the vehicle which you want to reserve. Please see the

screenshot below.

£ Reservation Resource Entry

Type Only ©

Specific ltem @

Start Date: | 03/08/2016 13:41 End Date: 0311072016 13:42
Facility: | 15U |' : Jackson State University (Main Campus)
Vehicle Type - Van - |[Van
Vehicle - GO053264 L4 17-12 Standard Passenger Van

Estimated Cost:

[l Recurrence:

—Recurrence Pattemn

Daily
Weekly
Monthly

—Range of Recurrence

End After occurrence(s)

End By

18. Hit “Save & Close” to save your selection.
19. Hit Save on the top right hand side of the “Make a Reservation JSU”

; ez STATE
“‘ Make a Reservation JSU |STATE
L1 Add Lz Ed 53 Copy Dekete | (D) ‘ & he ) Las &, Search| 5§ (@ Hel |l save Cancel
e—
| dentity | S8

Requestor: ’W‘q_

Reservation #:

Contact Person: Allyson Berry Rental #:
Purpose of the Trip: Test trip Request Date: |02/29/2016
—
Department: ‘ Facilities & Construct'lo|| I |_ Agent: | |v |:
JSU P.O.Box: 17460 Agent Name:
Destination City: Test City Repair Center:| |v |r...]
State: MS Zip: 39217 Cancellation Date:
Phone #: 601-9792522 Status-
Fax #: Event:
JSU Email: allyson.berry@jsums.edu; soujd [
\ Reservation Info |
[% Add Resource
= Resource Type Type Code Type Description Tag Mumber Tag Description Start Date
# M vehide van Van 6053264 7-12 Standard Passenger Van 03/08/2016

Pa
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Make a Reservation

Notel: A notification email will be sent to you when the Reservation is saved, converted to a rental
etc.

Note 2: If you want to reserve more than 1 vehicle, please do separate reservations.

Note 3: Please make sure to check your payment method in payment info tab as shown below. The
reservation will not be saved without entering the payment type. An alert box with an error
message shown below will pop up.

Approval Routing History Browse

Requestor:| Allyson Berry |" The payment should be made within 5 business days of the
Contact Person: Allyson Berry FESENEHD,”' _
Credit/Debit Card
‘urpose of the Trip: [Test trip Check
Department:| Fadilities & Constructio|| ™ |le=s ) Inter Departmental Transfer
JSU P.O.Box: 17460
Destination City: [Test City
State: MS Zip: 39217
Phone #: 601-9792522
Fax #:
J5U Email: allyson.berry@jsums.edu; sl__—— x
'™ Add Resource
D Resource Type Type Code Typel Please select a Payment Type. fa Description
F Al Vehide Van Van | 0K | 12 Standard Passenger Van

Note 4: If there are no vehicles available, an alert message will pop up to contact
Transportation Mobility Center for reserving a vehicle through a vendor.
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Make a Reservation

X

There are no items of this vehicle type currenthy

available. Please select a different vehicle type

or contact the Transportation Mobility Center @
G01-975-2522 for other options.

ok |

How to attach an item to your reservation

Once you save your reservation, to attach your required documentation, click on the

“ Linked Documents” icon on the left hand side under action menu.

@Hnme @Lugnut | ] Add _; Edit =3 Cop “ Delete | (W First | Pra

Comments Approval Routing History

Requestur:| Allyson Berry |" [
Contact Person: Allyson Berry
Purpose of the Trip: |test city

™

Department: | Facilities 8 Constructh|| I

13 | JSU P.0.Box: |17460
o Authorize Destination City: Test city
State: MS Zip: 39217
i [fanual Routing Phone #: 601-979-2522
LIS
Fax #:
\  Add Favorite _
B J5U Email: allyson.berry@jsums.edu; souja |
‘h{?‘ [® Add Resource
|:| Resource Type Type Code Type Descript
F AR Vehicle Type Van Van

Note: The linked documents will be active only when the reservation is saved.
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Make a Reservation

e The linked document screenshot is below.

Linked Documents

I ) _Add Document I
ile Name Description Created Date Modified Date

Mo records to display.

= Document Entry = % = O X

Titlf |
Typl FDF -
Descriptio

UpIDatI Browse... | Mo file sllected.

CINERi Ry 3N 0itemsin 1 pages

| Save | | Closa |

e Once the attachments are attached
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Make a Reservation

Linked Documents

[% _Add Document

fldiacs Rassiaian = ified Date
# T Drivers License.pdf
i} SamEIEItinerarx.Edf

|E| ‘I‘ |l||I| ‘E‘ 2items in 1pages

{

| [ close |

Hit save at the bottom of the linked document window to save your reservation.
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