
 
 

Self-Service Scheduling 
Quick Reference Guide 

This guide shows Fleet Managers and Fleet Delegates how to book a service appointment for a fleet asset through the eShop 2.0 

portal, then track that work order through its lifecycle. You can start a booking three different ways: from the Service 

Appointments page, from the TA Loca ons map view, or by going directly to the Service Request page. 

Note: Por ons of applica on pages are grayed/blurred out to conceal and protect iden es. 

Getting to the Booking Page 

1.  Log in to the Customer Portal as a Fleet Manager or Fleet Delegate. From the top navigaƟon bar you can reach a booking 

three ways: open the Service Appointments page and click the Book a Service buƩon, open TA Loca ons to use the map 

view, or open the Work Order menu, Service Request page directly. 
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2.  If you start from Service Appointments, use the Book a Service buƩon. 

 

3.  If you start from TA Loca ons, search for a locaƟon, review its wait Ɵme, and select it. The locaƟon you choose is carried 

forward and pre-populates the TA Loca on field on the Service Request form. 
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Completing the Service Request 

4.  Go directly to the Service Request page using the Work Order menu. 

 

5.  On the Service Request page, complete every required field (each is marked with a red asterisk): Accounts, Service, TA 

Loca on, Work Order Type, Payment Type, and Asset. 

*If you belong to a mul -company / parent-child account, you will see both your account and the child account(s). Some fields update 

when you change the account, so confirm your selec ons a er switching accounts. 

 

Note: Certain types of requests (e.g., ERA, mobile maintenance) may require the Lat(itude)/Lon(gitude) of the service loca on. 
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6.  Click Search. The available Ɵme slots load in your Ɵme zone for the selected Calendar date. 
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7. Select your preferred Time Slot. Enter your Work Order Comments (this field is required to submit the work order). If needed, 

aƩach a file using Choose Files under Upload Images. 
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8.  Note the Service Expires In countdown at the boƩom of the page. When it reaches 0:00, click Search again to refresh the 

Ɵme slots. Validate the request summary — locaƟon, service, work order type, date, and Ɵme — then click Book Appointment. 

*If the mer expires before you book, your reserved slot is released. Simply search again to pick a new me. 
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9.  The system will take a few moments to review the entered details and create the Work Order. A Success message confirms 

that your appointment has been scheduled. Click OK. 
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Tracking Your Work Order 

10.  You are returned to the Work Order Dashboard, where your new work order appears in Scheduled status. Click the Work 

Order number to open it and view its details.  
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11.  As the work order moves through its lifecycle, use the Work Order menu to manage each stage. Use Manage Work Orders 

for day-to-day management, the Service Es mate & Authoriza on page to approve line items during the esƟmate phase, 

and Manage PO when the completed work needs payment. 
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12.  Once the work order is paid out and moved to Completed status, open Service History to review your past work orders — 

either from the asset perspecƟve or as a list of all work orders for your fleet. 

 

 

 

 

Your Support Channels 
Questions: Reach out to your Field Sales Representative 


