
Office of Fleet Management
Motor Pool Instructions

Creating an Operator ID 
Making a Reservation
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Motor Pool Web-based Reservations 
(See your agency HR rep for your KHRIS ID)

On the KHRIS Home page, click the Fleet Management tile.
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From the AssetWorks Home page, click the select the 
“Reservations” tab 



Enter your KHRIS ID (See agency HR for this info)

4

KHRIS ID



Click the Update My Info button to enter your eMARS
accounting template and Department Number
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Remove the words 
“FLEET” and the 
“Department ID”, to 
search for your 
template or name of 
the template in eMARS.

Enter or search for your 
eMARS Account 
Template and your 
eMARS Department ID. 

1-Click the Save button 

2-Click the Back button
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Click the New Reservation button
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Enter the Pickup date time and the Return date time

Click Select button next to the “Type Available” of vehicle 
you wish to reserve
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Verify the information and click the Confirm button

(an email confirmation should be mailed to your email box)
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To cancel click the Cancel Reservation button
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