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FleetCommander Vehicle Reservation Website 
Sign Up  
To register for Fleet Rentals, follow the instructions on the Register for Fleet Rentals page. You will need to receive 
authorization from your Agency Transportation Officer (ATO) and have them send the completed Driver Information 
Form to mpmail@des.wa.gov. 

Once Fleet staff has authorized you to use the reservation system, you will receive a welcome email. Select the Log in to 
FleetCommander button in the email.    

Accessing the Reservation System for the First Time / Forgot Password? process 
From the welcome email, or if you need to change your password:  

1. Access the DES FleetCommander website: https://washingtondes.agilefleet.com/fleetcommander/login.asp 
2. You will be on the Please Login screen. Select the Forgot password? Link. 

 

  

3. Enter your work email in the Username (email) field and select Submit. 

https://des.wa.gov/services/fleet-vehicles-parking/fleet-operations/register-fleet-rentals
mailto:mpmail@des.wa.gov
https://washingtondes.agilefleet.com/fleetcommander/_Welcome.asp


   
 
 

DES Fleet Operations Vehicle Reservation Instruction Guide P a g e  | 3 

 

 
4. You will receive an email with the subject Reset Password - DES Fleet Operation's Automated Keybox Rental 

System. Select the link in the email to reset your password. 

 

5. Enter a password in the New Password field, and again in Confirm Password field, then select Save Changes. 
Warning! This is the same password that you will use to log in at the kiosk. To avoid being locked out, please 
ensure you have your password with you when picking up and returning your vehicle. 
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6. You will see a “Password Has been Updated.” message. Click Log In.  
 

 
You will receive a confirmation email with the subject Password Reset Successfully - DES Fleet Operation's 
Automated Keybox Rental System.  
 

7. In the Username (email) field, enter your email address. Enter your new password in the Password field. Then, 
select Login.  
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Once logged in, you will be on the Welcome screen. 

 

 

Changing your Password 
If you forget your password, use the Forgot Password? Process above to reset it. 

If you are logged into the system and need to change your password:  

1. Select My Profile. 
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2. Enter a password in the New Password field, and again in Confirm Password field, then select Save Profile. 
Warning! This is the same password that you will use to log in at the kiosk. To avoid being locked out, please 
ensure you have your password with you when picking up and returning your vehicle. 

 

Your new password will be saved. Use the password to log into the website and the kiosk, when needed. 

 

Make a Reservation 
1. To begin the reservation process, select Make Reservation from the menu. 
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2. If the request is for you, leave the This request is for me option selected. If you are making the reservation for 

another person, select This request is for and enter their exact agency email address in the field. 
• Note: If you are making a reservation for another person, they must have a user account in 

FleetCommander. If they do not yet have an account, you will receive an error message. Have them 
follow the Sign Up instructions prior to making a reservation.   

Select Next (Continue Request).  

 

 
3. You will see your available sites (locations) in the Select Site field.  

 

 
 
Choose a site (location) from the Select Site dropdown. If you wish to reserve a fully electric vehicle (EV), and 
there are one or more available, select the option that ends with - EV. 
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4. Complete the reservation form. Fields with an asterisk (*) are required. 

 

• Driver’s User Id: The email of the person for whom the reservation is being made will display. 
• *Pick-up Date / Time: Enter or select the pick-up date and time for the reservation. 
• *Return Date / Time: Enter or select the vehicle return date and time. 
• Type: Select the type of vehicle you need. 
• Number of Occupants: Enter the number of people who will be in the vehicle.  
• *Destination: Enter the destination city that the vehicle will travel.  
• Master Index (Billing) Code: Entering a billing code (optional) is for your reference only. 
• *Personal Vehicle Parking (PV): Select whether you are leaving your personal vehicle at the site. 
• *PV Plate# (Put N/A if no PV): If you are leaving your personal vehicle at the site, enter your personal 

vehicle’s license plate number. If you are not leaving your personal vehicle, enter N/A.  
• Comments: If applicable, enter any special vehicle requirements for your reservation. 

When you have completed the form, select Next (Continue Request).  

5. Review the information on the Confirm Request screen, select:  
• Previous (Change Request) to make changes. 
• Cancel Request if you no longer need the reservation.  
• Submit Request if you are ready to submit the request to Fleet.  
• Submit and Make Similar Request if you’d like to submit the request and make another request based 

on the information you entered for this request. This will start a new request with pre-populated 
information (you will be able to make changes, if needed, prior to submitting the new request). 
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6. When you are done submitting requests, you will be on the My Schedule - Current Requests screen. You will 
receive a confirmation email. If needed: 

• To view a reservation, select View . 
• To cancel a reservation, select Cancel . Follow the directions below. 

 

Cancel Reservation 
To cancel a reservation:  

1. Navigate to the My Schedule - Current Requests screen by selecting My Schedule from the menu.  
 

 

 

2. Select the Cancel  button next to the reservation you wish to cancel. 
 

3. On the My Schedule - Cancel Request screen, you may enter notes (optional). Then select Yes (Cancel Request). 
 

 

Request Change to Reservation 
To request a change to a reservation:  

1. Navigate to the My Schedule - Current Requests screen by selecting My Schedule from the menu. 
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2. Select View  next to the reservation that you want to change.  

 

3. Select Request Changes. 
 

 
 

4. Enter the necessary changes (e.g., requestor, schedule, vehicle request, etc.). Please be specific when entering 
your requested change. Then select Submit Change Request. 
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Kiosks  - Vehicle Pick Up & Return 
Check Out Vehicle  
For yourself 
WARNING! To retrieve the keys to your vehicle, you will need to use the same username/login (email address) and 
website password at the kiosk location! To avoid being locked out, please ensure you have this information available 
when picking up your vehicle. 

When you arrive to the kiosk to pick up the keys for your vehicle:  

1. Locate the touch screen and select Check Out Vehicle.  

 

 

2. Using the same username (email) and password that you use for the vehicle reservation website, log in to the 
kiosk. If you are unable to recall your password, call Fleet Operations at 360-664-9207 (Monday - Friday, 
7:30am - 4:30pm). There is no after-hours assistance. 
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3. Select the Conf # next to the reservation.  

 

4. Verify the information in the Additional Information section or correct it by touching a field and typing in the on-
screen keyboard, and then select Check Out. 
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5. The system will check the key status and then unlock the door. The keys for your reservation will be released. 

 

 
 

6. A countdown will begin; you have 60 seconds to remove the keys:  
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1. The light next to the door will light up. Lift the latch and open the door. 
2. The light next to the correct key will light up. 
3. Turn the key counterclockwise and remove it.  
4. Close the door. 
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If successful, you will receive a “Your checkout was successful.” message. 

 

 

If you are unable to remove the keys in 60 seconds, the system will display a “Your key was not removed in the time 
allotted.” message. Select Home to try again. 

 

For someone else 
WARNING! To retrieve the keys to your vehicle, you will need to use the same username/login (email address) and 
website password at the kiosk location! To avoid being locked out, please ensure you have this information available 
when picking up your vehicle. 
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When you arrive to the kiosk to pick up the keys for the vehicle:  

1. Locate the touch screen and select Check Out Vehicle.  

 

 

7. Using the same username (email) and password that you use for the vehicle reservation website, log in to the 
kiosk. If you are unable to recall your password, call Fleet Operations at 360-664-9207 (Monday - Friday, 
7:30am - 4:30pm). There is no after-hours assistance. 
 

 
 

2. Select Check Out via Confirmation Number. 

 

 
3. Enter the Confirmation Number using the on-screen keypad. The Confirmation Number is a six-digit number that 

can be found in the FleetCommander reservation system or in the confirmation emails sent from the system. 
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4. Select Continue. 

 

 
5. Verify the information in the Additional Information section or correct it by touching a field and typing in the on-

screen keyboard, and then select Check Out. 
 

6. The system will check the key status and then unlock the door. The keys for your reservation will be released. 
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7. A countdown will begin; you have 60 seconds to remove the keys:  

 

 

 

 
1. The light next to the door will light up. Lift the latch and open the door. 
2. The light next to the correct key will light up. 
3. Turn the key counterclockwise and remove it.  
4. Close the door. 
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If successful, you will receive a “Your checkout was successful.” message. 

 

 

If you are unable to remove the keys in 60 seconds, the system will display a “Your key was not removed in the time 
allotted.” message. Select Home to try again. 

 

Check In Vehicle  
WARNING! To return the keys to your vehicle, you will need to use the same username/login (email address) and 
website password at the kiosk location! To avoid being locked out of the kiosk, please ensure you have this information 
available when returning your vehicle. 

When you arrive to the kiosk to return your vehicle:  

1. Locate the touch screen and select Check In Vehicle. 
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2. Using the same username (email) and password that you use for the vehicle reservation website, log in to the 

kiosk. If you are unable to recall your password, call Fleet Operations at 360-664-9207 (Monday - Friday, 
7:30am - 4:30pm). There is no after-hours assistance. 
 

 
 
 

3. Select the Conf # next to the reservation. 

 

 

4. Check In screen: 
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• Mileage In: If you did not turn the vehicle on, but need to return the keys to the kiosk, you will be 
prompted to enter mileage. Enter the starting mileage that is displayed in the “Mileage Out” field above.  

• Full tank or plugged in (EV)?: Select whether the vehicle has a full tank of gas (if gas or hybrid) or if it is 
plugged in (if it’s an electric vehicle).  

• Comments: If there are comments (e.g., such as a warning or check engine light, broken windshield, 
etc.), enter those in the Comments field.  

 
Then, select Check In.  
 

5. The system will check status and unlock the door. 
 

6. A countdown will begin; you have 60 seconds to return the keys.  
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1. The light next to the door will light up. Lift the latch and open the door. 
2. The light for your key slot will light up. 
3. First, insert the card holder with the oval cutout facing up. Then, enter the key and turn it clockwise.  

• Note: You must turn the key clockwise to complete the return! 
4. Close the door.  
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 Note: If you don’t return the key, the countdown continues. 

7. When the countdown hits 0, the system will finish checking the key status. 

 

 

 

If your check-in was successful, you will receive a “Your check-in was successful.” message. 

 

If your check-in was not successful, you will receive a “Key not returned in the time allotted…” message. Select Return to 
Menu and try again. 

 

Assistance 
If you have questions or need assistance with any part of the vehicle reservation or vehicle check out/check in process, 
please contact DES Fleet Services at (360) 664-9207 (Monday - Friday, 7:30am - 4:30pm) or email 
mpdispatch@des.wa.gov. 
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