Merchant Fleet Share Quick Start Sheet
Log in: your Plymouth email address
Here is what your login page will look like:
[image: ]
If you didn’t get a password email, go ahead and click “Forgotten your password” on the screen and you can set your password there.














[bookmark: _GoBack]Once you get logged into the Keaz system, you are all set to begin making reservations.  This will be the first page you see.  First thing you must do is to CLICK the link PLYMOUTH STATE UNIVERSITY, you see below.  After, you are able to change the dates to what you are looking to reserve.
[image: ]
This sceen will SOMETIMES show up, be patient and it will go away.  It is because the system is “pinging” the vans to see where they are and if there is a reservation in the system. If it does not go away, then contact the campus travel coordinator because the vans may be booked and we can sometimes get another van on campus for that time period.
[image: ]



This page will show if there are vans available to reserve.  Click the “BOOK NOW” button.
[image: ]
Here you can either book the van for yourself or another registered participant.  Once you complete the reservation, you will get an email from the system confirming your reservation.
[image: ]


To add a NEW Driver, you need to choose SETTINGS / USERS on the main screen.
[image: ]
Then, Click the ADD USER button as seen below:
[image: ]






On this screen, add as much information that you have available.  The RFID does not need to be entered until closer to the reservation date and then you want to set that individual with a specific card from the stock given to you by the campus travel coordinator.  Then click SAVE to enter the user type and cost center.
[image: ]

This is the next page you will see.  You want to only choose “Driver Access” so that they are unable to reserve in someone else’s name.  BEFORE YOU CLICK SAVE, CLICK THE “LOCATIONS” BUTTON TO SET COST CENTER!!
[image: ]
Once on this page, make sure you open all the Cost Centers to find yours, then save.  The new user is now set up![image: ]
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plymouth-state-university.keaz.software/bookconfirm/163/vehicle/635/2016-04-18/07:00/2016-04-20/23:00

< Confirm Your Booking

PSU Transit 1 the Transit
3 Armory Road, Pymouth, NH 03264, United States (view map)

3 Monday, 18th of April @ 7016, 07.00 AM
BOOKING DETAILS ‘Wadnesday, 20th of April @ 2016, 1100 P
2 ays.16 hours)

Business cost 5 2 65636E656E656565 day x 50.00 = $0.00 (usch 0=
) Private cost 152 6666666666656565 day X S0.00 = $0.00 (usa)

OFF ) Enable Recurring Booking
RECURRING

You can book on

another's behalf. Booking as other user
1 you are making this booking on behalfof another user.
please type their name here.

[ ]

Deboreh A Hedley Busnesy/private
Honan Ancry e —
S busnes ype. lessa type your purpose

EXTRADETAILS
Katharine N Harrington
Business N
Matthew Wallace
Trip purpose
Enter your purpose for this ip or a note for your cost centre.
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