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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 

 

 
 

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 need to set up the parameters and requirements for the 

bookings to ensure that the drivers can select or be given the correct pool of vehicles. 

DEPARTMENT CREATION 

 

Departments must be assigned vehicles and drivers for managers' approval. 

 

1. Go to “Fleet Settings”. 

2. Select “Company” then “Departments”. 

3. Here you can add a “Department” and “Assign” a manager for approval if needed.  
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FACILITIES CREATION 

Facilities are used if the user will be activating the start and end of a vehicle booking using a 

Geofence. Once the vehicle exits a Facility, it will register as the start of the booking and once 

the vehicle enters the Facility, it will register as the end of the booking. 

 

1. Go to “Fleet List” and select “Facilities”. 

2. Select “Add Facility”. 

3. Input the information accordingly and select the “Geofence” for the facility. Select 

“Save”. 
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VEHICLE CATEGORIES CREATION 

Vehicle categories must be assigned to both the “Request Purpose” and the “Vehicle” to 

ensure that the system selects from the correct pool of vehicles during booking. 

 

1. Go to “Carpool Settings”. 

2. Select “Vehicle Categories”. 

3. Click on “Add New”. A pop-up menu will appear for you to name a vehicle category. 

Select “Save”. 
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ASSIGNING DEPARTMENT, FACILITIES AND CARPOOL 

VEHICLE CATEGORIES TO VEHICLE 

 

1. Go to “Carpool Settings”. 

2. Select “Available Vehicles”. 

3. Select the Edit “ ” icon under Actions. 

4. In the pop-up menu, you can edit and input the Department, Facilities (Default Location) 

and Vehicle Categories in their respective fields. 

5. Click “Save”. 

6. The Status column also allows you to toggle which vehicles should be made available 

for a Carpool booking. 
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ASSIGNING DEPARTMENT TO A DRIVER 

Assigning a department to a driver ensures that, if 'Manager Approval' is enabled in ‘Fleet; 

Company; Department; Settings’, the department manager must approve the booking. 

 

1. Go to Fleet List and “Drivers”. 

2. Select the Driver to assign. 

3. In the pop-up menu under Company Relation, Edit and select the department to assign 

the driver to. 

4. Select “Save”. 
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REQUEST PURPOSE CREATION 

 

“Request Purpose” allows users to specify the reason for their vehicle booking. Each Request 

Purpose must be linked to relevant vehicle categories to ensure that the system selects from the 

appropriate pool of vehicles based on the booking purpose. 

 

1. Go to “Carpool Settings”. 

2. Select “Request Purpose”. 

3. Select “Add New” to open a pop-up where you can enter the Request Purpose and link 

it to the relevant Vehicle Categories. Select “Save”. 
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RULES SETUP 

1. “Reason” displays a list of system logic rules. 

2. “Value” can be edited according to the specific requirement. 

3. Toggle the specific system logic rule to be ‘Active’ or ‘Inactive’. 

 

 
 

Definitions:  

o Automatically approve new requests: New Carpool Requests will be 

automatically approved by the system when the vehicle is available. 

o Booking in Advance: Allows users to set how far ahead booking is allowed to 

be requested. 

o Maximum Booking Time: Defines the maximum duration a Carpool booking 

request can be raised. 

o Check Driver Special License Type: The system will validate against any 

Special License required for the vehicle against the driver in the Fleet. 

o Check Driver License Class: The system will validate against any License 

Class required for the vehicle against the driver in the Fleet. 

o Key Collection: Indicates whether a vehicle booking trip is triggered through Key 

Collection. 

o Activate Booking: Select between Key Collection or Geofence for booking 

activation. 

o Disable Multi Level Approval: Enable or Disable Multi Level Approval from 

managers for booking requests. 

o Mandatory Driver in the Request: Toggles option to enforce Driver as a 

mandatory field when making a booking request. 

. 
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TERMS & CONDITIONS 

 

1. Displays the “Terms & Conditions” that will be sent to drivers upon Issuance Request 

booking. 

2. The “Terms & Conditions” file can be downloaded or deleted and replaced with an 

updated file. 
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LIST 

OVERVIEW 

1. Creates a “New Carpool Request”. 

2. Summarises information on all requested Carpool 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’. 
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CARPOOL STATUSES 

Based on different scenarios, below are the status definitions 
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NEW CARPOOL REQUEST 

 

1. Click on “New Carpool Request” to create a new request. 

2. Indicate “Driver” and “Purpose of Request”. 

3. “Pick-up” and “Drop-off Date” and “Time” can be selected through the calendar. 

4. Select a “Vehicle Location” to indicate to the system which pool of vehicles it should 

select from, on vehicle category/vehicle registration. 

5. Based on user settings, a user can select between these options: 

o Selecting a vehicle category will have the system auto-select a vehicle for the 

user. 

o Selecting by vehicle registration will allow the user to select from a list of 

vehicles. 

6. Click on “Save” to create the Carpool request. 

 

 
 

 

Note: 

Driver selection list is determined by the Department assigned to them in Settings. 

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

Vehicle Location can be added through Facilities in Fleet. 

Carpool requests can be automatically approved by the system if the vehicle is available for the 

requested date and time. 
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CANCELING APPROVED CARPOOL REQUESTS 

 

1. For multiple cancellations of Carpool requests, you can select multiple requests. 

2. Click on “ ” after selecting multiple requests to cancel them simultaneously. 

3. For singular cancellation, click on the request’s row “ ” icon to cancel. 

4. Select “Cancel”. 

5. Select the reason for cancellation and click on “Confirm”. 
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MANUALLY CHANGING STATUS TO ACTIVE 

 

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

 

 
 

Note: 

Users can set the Approved status to change to Active automatically, by setting Default Location 

(Geofence) as a trigger for usage and return of the vehicle. 
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MANUALLY COMPLETE ACTIVE BOOKINGS 

 

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

2. Click on the “ ” icon. 

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

 

 
Note: 

Users can set Active status to change to Complete automatically, by setting Default Location 

(Geofence) as a trigger for usage and return of the vehicle. 
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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”. 
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DISPLAY BOOKING TRIP 

 

1. Select the “In Progress” tab. 

2. Click on the “ ” icon. 

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

shown on this page. 
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VIEWING BOOKING HISTORY 

 

1. Select the “History” tab. 

2. Displays list of all Booking History. 

3. “ ” icon allows the user to view information on the Carpool requests such as booking 

timeline, harsh events, trip route and speeding. 
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CALENDAR 

OVERVIEW 

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

format. 

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

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. 

 

 
 

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. 

 

 
 

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. 
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RESOURCES 

OVERVIEW 

1. The “Resources” tab enables users to view bookings via “Week” or “Day” view and 

create “New Carpool Requests” on available slots. 

2. Select the date range of information to be displayed on the timeline. 

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

4. Search bar and filters menu to display specific requirements. 

5. Timeline displays all bookings for the period specified. 

6. Select between “View”, “Sort” and “New Carpool Request”. 

a. “View” can be toggle between ‘Day’ and ‘Week’ 

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

 
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”. 

 

 



14 Nov 2024 

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. 
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REGISTERING DRIVER FOR DRIVER APP USAGE 

 

Open the Cartrack Driver App on Mobile Phone. 

 

 
 

1. Select “Register”. 

2. Input the Driver’s Phone Number and select “Get Code”. 

3. Input the received code through SMS and Select “Submit”. 

4. Driver to key in and set their PIN and select “Confirm”.  

 

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

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

2. Select “Create a new booking request”. 

3. Input the necessary fields and select “Request Booking”. 
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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 “Activate Booking”. 

2. Booking information can be viewed once the booking has started. 

3. Drivers can also end booking through the Driver App by selecting “End Booking”. 
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MANAGING SCHEDULED BOOKINGS 

1. Select “Scheduled” to view bookings that are scheduled ahead of time. 

2. Select the “ ” icon to view booking details or cancel the scheduled booking. 

3. Select the “ ” icon to filter scheduled bookings. 
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MANAGING BOOKING HISTORY 

1. Select “History” to view all past bookings. 

2. Select on “ ” icon to filter booking history. 

3. Select the ">” icon to view booking details. 

 

 


