
Motor Pool Reservation Instructions



To log in to Fleet Motor Pool Reservations, please log in to your KHRIS account and 
go to the Fleet Management tab. It will take you to Collective Data website. 

This can be done from any location and any device. 



After entering KHRIS and going to Collective 
Data, log in using your Microsoft account.



After you log in, click on Motor Pool Reservation.  

You will need to add the required information: Employee, Cabinet, Department, 
Account (EMars account), and check out date and time. 

There are pull down menus to look them up. 

Emars account



Once you put in your check out and check in times, there will be more windows 
added to allow you to request the type of vehicle needed.



When you click on Motor Pool Class, a drop-down menu will provide options.
When you have filled these in, click Submit Reservation at the bottom.



When you have finished with and submitted the request, you will get an email 
confirmation.  

This email will have a six-digit conformation number for you to check out the vehicle.

Confirmation: 586432



You will use this machine to check out your key after entering the 
Fleet Management Building (369 Warsaw St., Frankfort). 



On the right side, you will see this key tracer.  
Click Login Pin. 



When the pin pad comes up, enter the pin number you received in 
your email confirmation.  



The door will unlock. Only your key will light up.  
Please take your key and shut the door.



Upon returning, scan your key card here next to the pin pad and enter your return confirmation 
number.  The door will open, and the slot that will allow your key to go in will light up red.  

Put your key in that spot. Then close the door.  Afterwards, you will be able to make another 
reservation if needed.
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