1. EVENT INFORMATION
Event Name:
Enter the name of the reason for your
travel. For example, VCCA Conference.
Event Description:
Enter the city and state you are traveling
to/from. For example, Lynchburg, VA
Event Categorization:
Select State Vehicle Reservation
Submitter Information:
Name and email of person who will be
driving the vehicle.
PLEASE NOTE: Drivers may be required to
show valid driver’s license when picking
up keys.

Click “ADD INFO” before proceeding

2. SCHEDULE INFORMATION
Enter the start and end dates that you
need to reserve the vehicle.
The times refer to the time you want to
pick up and the time you anticipate
returning the vehicle.
DO NOT enter all day. FMS must know
the time you need to pick up the vehicle.
PLEASE NOTE: Drivers may be required to
show valid driver’s license when picking
up keys.

Click “CHOOSE SCHEDULE”
before proceeding

3. ROOM INFORMATION - Think of each vehicle as a
room.
Click the box beside State Vehicle Reservation. All
available vehicles will show up once you click LOOK UP
AVAILABILITY.
Any vehicles not showing up are not available.

Click “LOOK UP AVAILABILITY”
before proceeding

3. (cont) ROOM INFORMATION - Think of each
vehicle as a room.
Place a check beside the vehicle(s) you wish to reserve.
If the vehicle you are requesting does not show up, it is
not available.
Select CHOOSE ROOMS before proceeding.

Click “CHOOSE ROOMS”
before proceeding

3. (cont)
Check the box as indicated.
Select CHOOSE ROOMS

Click “CHOOSE ROOMS”
before proceeding

3. (cont) If more than one vehicle is needed for your
reservation, select ADD ROOM and select the additional
vehicle(s) needed.
Be sure to click CONFIRM ROOM SELECTION before
proceeding.

Click “CONFIRM ROOM
SELECTION” before
proceeding

4. RESOURCE INFORMATION – If no GPS is needed, skip this step.
Select GPS from the drop down menu.
Put “1” in the QTY box
Click ADD
Click CHOOSE RESOURCE(S)

5. CHECK OVER THE
INFORMATION TO BE SURE
YOUR RESERVATION IS
CORRECT.
You can change any information
by selecting EDIT
Use CTRL+P to print a copy of
the reservation for your files.
Select SUBMIT REQUEST to
send your reservation request
for approval.
You will receive an email
confirming your request and
another once your request is
approved. PLEASE KEEP THE
SECOND EMAIL and use the
option to delete your
reservation if your travel plans
change.
Please note that drivers may be
asked to present a valid driver’s
license when picking up keys.

Click “SUBMIT REQUEST” to
complete your reservation.

Use the Calendar link on the
FMS webpage to check vehicle
availability.

