
How to make a 
new reservation



Link to INVERS system coming on August 1, 2016

If you don’t already have login information, contact 
your agency transportation officer.



New Reservation:

• Click on the “New Reservation” icon.



Required data for a reservation:
• Category of vehicle you wish to reserve.

• City and location where you are picking 
up the vehicle.

• Start and end dates.

• Click the “Reserve” button.



Selecting Start Date & Time:

• Once you select the date, the hour box will appear. (figure 1)

• Select your hour, and the minute box will appear. (figure 2)

• Select your minute pickup time. (figure 3)

• You must select an option on each screen.
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Selecting End Date & Time:

• Once you select the date, the hour box will appear. (Figure 1)

• Select your hour, and the minute box will appear. (Figure 2)

• Select your minute pickup time. (Figure 3)

• You must select an option on each screen.

• Click on the “Reserve” button.
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Required information to confirm your reservation:

• Destination.

• Master Index (billing code, dept., or N/A).

• Will you be crossing a toll bridge? Yes or No.

• Number of occupants.

• Check box confirming you have a valid driver’s license.

• Click “Confirm Reservation” button.



You will need the “KeyManager Access Code” to pick up 
the keys to your vehicle.



Picking up your vehicle

Enter your “KeyManager Access Code” on the keypad.





How to cancel 
a reservation



• Click on the “Reservation” drop down menu.

• Choose the “My Reservations” option.



Under “All Reservations”, select the reservation you would 
like to cancel.



Verify this is the reservation you would like to cancel.

Click the “Cancel Reservation” button located at the top of the 
screen.



Click the “Cancel Reservation” button located in the 
bottom right corner.



Success! Your reservation has been canceled.


