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0.0 General explanation: 
 0.01 What is Fildo /  Why Fildo 
 0.02 How to use Fildo 
 
 
1.0 The tabs / lists: 
 1.01 Station list           
 1.02 Cars list        
 1.03 Del/Col for downtown stations 
 1.04Transport – proposal and accepted 
 1.05 OOS + 2.03 out of Service 
 1.06 Turnback 
 1.07 Overdue and On Rent 
 1.08 Quote + 3.02 Reservation at Station + 4.07 Wal k Up Customer 
 1.09 Request Reservations 
 1.10 Print the information 
 
2.0 How to deal with the cars: 
 2.01 Vehicle Information and Status / Vehicle Trace  
 2.02 Ready for Fildo – Inventory      
 2.03 Out of Service - ���� 1.05 OOS LIST 
 2.04 Damage documentation – F50 
 2.05 Fix MVA - ���� 3.01 Incoming Reservatios + 4.02 Car Pick Up 
 
3.0 Reservation 
 3.01Incoming –  

may be modified at station level via X502 
  not to be modified at station level via X502 
  Fildo add ons without touching Wizard reservation  
 3.02 Raised at station level 
 3.03 With delivery and collection 
 
4.0 Car pick-up 
 4.01 Quick Check Out : from station list, any other starting screen – Fild o allocated car      
 4.02 Search for alternative car / No car suggested / Fix MVA    
 4.03 Upsell 
 4.04 Rate Changed 
 4.05 Longterm rental 
 4.06 Interim  RA         
 4.07 Walk Up         
 
5.0 During the rental 
 5.01. Minilease / Longterm extension 
 5.02 Exchange – minilease/longterm with “reservation” 
 5.03 Change and Update collection information 
 
6.0 Car return 
 6.01 Damage documentation 
 6.02 Print the information 
 
7.0 Station Administration 
 7.01 Fildo support for: VRS-Reports, Refuelling lists, etc. 
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0.01 FILDO – WHAT IT IS AND WHY WE USE IT  
 
FILDO stands for Fleet In-L ife Disposition Optimisation and is a tool to help with the effective use of 
our fleet.  
 
Fildo does NOT replace Wizard but is dependent on t he information captured in Wizard and the 
information added to this via the Fildo dialogue bo xes  – so with your Wizard knowledge you can 
use Fildo more or less straight away once you understand what Fildo can do and how it ties in with 
your daily work at the station.  
 
The main purpose of Fildo is to help to reduce fleet associated costs  by  

• calculating the demand according to the reservations and the returns and in case of shortage / 
over fleeted will suggest where cars are available or needed.  

• allocating the best car to a reservation – even if in the beginning you sometimes don’t 
understand the logic behind some of this. 

• improving utilisation. 
• reducing slack days. 

 
To achieve this it is absolutely necessary, that EVERY STATION keeps as closely to the rules and 
enters EVERY transaction preferably LIVE into Wizar d in the Fildo environment and every 
delayed transaction as soon as possible.  
 
In addition to the “facts-data” that are collected from Wizard, parameters are set up in Fildo that 
determine the time needed between the transactions according to the station situation like: turnaround 
times, time needed for transfers, vehicles for walk-up customers, etc.. Theses parameters can be set 
for each station / region / district according to variables like day of the week, distance to service 
centre, staff availability, weather conditions, type of business a station does, etc.. 
 
 
With Fildo it is possible to 

• add information to reservations without touching the Wizard information to help Fildo to 
allocate the correct car in time, i.e. information about upgrade promotions or specific 
make/models for VIPCO customers, time needed for deliveries and collections etc.. 

• add information to the rental agreement that will result in making it easier to deal with, i.e. add 
the actual return date to long term rentals that are not to be renewed on a regular basis, 
change collection information and time etc.. 

• show additional information on the various Wizard screens that are usually NOT immediately 
visible i.e. on X101 or X203 rates for delivery, vehicle make model, special conditions 
associated with the rate, the price of FUF for the allocated car etc.. 

• create Wizard reports as Excel sheets for easier handling.  
 
 
In short: 
Fildo has access to all data for all stations at all times and works 24 hours 365 days with hardly any 
break – so everything you might not see or forget during a hectic moment behind the counter – Fildo 
already took care of it: 

• foreign car back to owner? Fildo allocated it already to the correct reservation. 
• long term rental? Fildo allocated the “youngest” car with the lowest mileage reading. 
• guaranteed upgrade promotion for certain customers? If an upgrade is available, it has been 

already allocated to the reservation. 
 
 
Using Wizard in the Fildo environment has the added benefits that  

• short cuts between the various Wizard screens can be used, i.e. display the rental agreement 
in one session and with a click on the MVA have the trace for this car in the second session, 
click on a RA number in a VRS report and have the rental agreement instantly displayed. 

• for many prompts in Wizard a drop down Window with help functions is available, i.e. on all 
screens in the station prompt a search function for the station code can be accessed. 

• for most prompts on many screens explanations and input information can be called up during 
use to help with completing the mandatory inputs. 
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0.02 HOW TO USE FILDO 
 
As we said before, Fildo does not replace Wizard . Wizard used in the Fildo environment is 
enhanced and Fildo adds the benefit of optimizing t he use we make of our fleet.   
 
 
To get the full benefit of Fildo we need to keep mo re strictly to a few rules than we used to: 

• RESERVATION MUST BE  – even for a walk-up customer, otherwise Fildo can’t allocate a 
car. 

• The sooner and completer a reservation is entered into Wizard  the better Fildo can plan 
and help you with allocating an optimal vehicle. 

• Only correct codes in the correct fields  in the reservation – otherwise Fildo can’t read them. 
• Special requests that cannot be entered via a code in Wizard  (must be black car/no xyz 

make etc.) NOT via AD1-AD3 (or whichever field takes your fancy) but added to the Wizard 
reservation via the Fildo dialogue box . 

• DELIVERY + COLLECTION  via the F11 / DACUP screen – then Fildo takes time needed into 
account and allocates car on time / doesn’t plan with car before actually back at station.. 

• Check out ALWAYS starts with selecting the reservat ion. 
• All manual  processes (rentals / VTCs) must be entered into Wizard as soon as possible . 

 
In addition to this, there are a few Fildo rules  that need to be followed as closely as possible: 

• ALWAYS try and “sell” the allocated car to the cust omer. 
• If no car is allocated  or if the allocated car is not acceptable  to the customer use the 

ALTERNATIVE CARS  option to find a car. 
• If a specific vehicle  is needed that is NOT on the ALTERNATIVE CARS list, then use FIX 

MVA to rent this car. 
• To add Fildo relevant information  to a reservation or a rental always use the FILDO 

DIALOGUE BOX  together with the correct Wizard screen . 
 
 
Similar to Wizard manifests, reports and logs Fildo uses lists for you to work with that are accessed via 
the tabs and are updated by clicking on REFRESH. These lists are LIVE and the sequence of the 
columns can be changed according to your preference and most of them have filters that you can use 
to display the various aspects of the information.  
Information as to reservations, rental agreements or MVA-numbers in a line on the list can be quickly 
accessed by marking it and clicking on the relevant icon on the side menu – a vast improvement from 
the “copy and paste” process in Wizard. 
 
 
At the start of the day simply click on the Fildo button on the desktop and the application will open – 
already signed in for your station. Clicking on the SESSION tabs is the next step – this will open your 
Wizard sessions, also already signed in to your station and presenting the XMENU screen. 
 
If you first access one of the Fildo lists, you need to click on the REFRESH icon or simply press enter 
– this will display all the information. The time when the last update was made is always displayed at 
the right hand bottom of the screen. 
 
How to access, filter and work with the lists and dialogue boxes will be explained step by step on the 
following pages. 
 
 
The many functions in Fildo are called up by clicking on the tabs at the top of the screen. 
 

 
 
Once you have opened the application the first thing to do is click on the SESSION tab(s) to open your 
Wizard sessions. The Wizard session(s) will be signed into your station so that it is ready to use. 
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The two lists you will need all through the working hours are STATIONLIST and CARS – so don’t 
forget to click on the Refresh button fairly frequently to make sure you do have the newest version. 
 
On a regular basis you will need to check and/or work with  
QUOTE – to find customer information via an old reservation or former rental by customer name. To  

deal with a walk-up customer and quote a price, to cancel a reservation and send the  
information via e-mail to the customer.  

TRANS PROP and the TRANS ACC  lists – to organise the scheduled transport of cars between  
 stations.  
OOS CARS and TB CARS lists – to organize the repair cars and the cars that need to be de-fleeted  

because of turn back status. 
REQ RES list – much easier and faster than checking the requests on the X602. 
DEL/COL  list – if your station does deliveries and collections you should use this in addition to the  
 DACDTL screen in Wizard. 
OD CARS list on which all cars that are due in at your station are listed.  
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1.0 Tabs / Lists 
 
1.01 STATION LIST 
 
The STATION LIST shows all CUSTOMER RELATED expected activities in chronological order for 
the day:  
reservations, due ins, scheduled exchanges, scheduled long term renewals for your station.  
 
 
With filters, changing the size of the columns or re-arranging the sequence of the columns you can 
tailor the list to your needs. Clicking then on the “SAVE PREFERENCES” button on the right hand 
sub-menu you can save this order. The first column should always be STATUS/MVA as the main 
purpose of Fildo is optimizing the fleet. 
 
 
Every activity was allocated a symbol:  

   reservation with FIXED MVA (fixed either by Fildo, by transport or manually) 

    reservation waiting for customer  

   expected check-in 

     reservation has been picked up 

    scheduled exchange 

    long term follow up needs to be raised 

   Fildo couldn’t allocate a car to this reservation (various reasons) 

    this reservation causes an error , Fildo can’t deal with it 

    time of reserved pick-up exceeded  

    this reservation is still waiting for pick-up – previously allocated car was used  
    for another customer. Fildo will no longer allocate a car to this reservation 
 
 
the status of the activity is then defined by various colours: 

  preferred service customer 

   allocated car should be ready by pick-up time  

   car is expected and should be ready by pick-up time 

   car is in transit – from another station or service centre. Car is also on  
Transport Proposal list. 

   expected return time not passed, car expected in time 

   expected return time exceeded 
 

   reservation was checked out with Fildo allocated car 

   upsell 

   no car allocated, car picked from alternative cars list 

   car for this rental was manually allocated via FIX MVA from Alternative Cars 
 
 
to make it easier to pick what you need at a glance. 
 
 
At the bottom of the screen you can see how many of the various activities will take place this day. By 
removing the tick in the box in front of the symbol you can remove activities from the station list until 
you set the tick again. 
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On the right hand side you have  

  Information as to date and station 

  a sub-menu  

  various info-boxes 

  information on walk-ups and turndowns 

  date and time of last information update 
 
 
 
When you call up Fildo at the start of the working day the date will always be today’s date and the 
station will always be as set out in the LOGIN OPTIONS. To display the information of any list for the 
first time, you need to click on the REFRESH button – this information will stay like that until you click 
refresh again. At the bottom of the side menu you will always find the date and time of the last refresh 
of the information for this list. 
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The DATE can be changed with the forward / backward buttons , by 
simply overwriting or by picking a date from the calendar.  

 
 
STATION can be changed by overwriting or picking a code from the drop down list. 

 
 
 
 
To display the information for the changed date and/or station click on the REFRESH button. To get 
back to today and/or the login station the information must be set back and REFRESH needs to be 
clicked again. 
 
 
 
 
 
SUB MENU 
 

Besides the  REFRESH button that updates your information on the various screens the submenu 
offers shortcuts to Fildo functions and Wizard screens.  
 
Marking one line of the list with a click will enable you to select the following options: 
 

   Ready for Fildo – inform Fildo that the car allocated to this reservation is ready to be  
rented. If the car was not set ready for Fildo after the turnaround / transport it can be 
done quickly with the short cut before you raise the rental agreement. 

 

   Quick check out – brings you directly to the X101. Mark a reservation, click on QUICK  
CHECK OUT and it will bring you to this screen where you enter your agent id and can  
define if it will be a real time check out, a pre print or a delayed entry. 
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   display reservation – opens the reservation on X502.To check a reservation all you  
need to do is find the customer in the station list, mark the line and click on DISPLAY  
RESERVATION. The reservation will be displayed on the X502. You can now  

– modify the reservation in Wizard if the reservation source allows it. 
– edit the reservation in Fildo 
– cancel the reservation   
– click on QUICK CHECK OUT and start the check out process 

 

  display RA – opens the current rental agreement on X203. Enables you to check a  
rental agreement on X203 and answer customer’s questions or make any modify that  
is needed.  

 
  display vehicle – opens the X313 with all Wizard information. To quickly check the  

Wizard status of the car or any other car information that is not available via the Fildo  
car information, obtained by a right click on the MVA or licence plate. 

 
  display trace – shows trace, start day 10 days ago - to quickly check the last  

movements if a car information discrepancy is being highlighted. 
 

   save preferences – saves changed sequences of how a list is displayed 
 
 
 
INFO BOXES   
USED RULES 
Fildo offers the possibility to show information independently from Wizard.  
Information, that cannot be easily visibly loaded into Wizard such as special promotions for certain 
customers, short time upgrade promotions for certain AWD numbers / rate-codes / booking sources, 
marketing offers of giveaways with certain packages, seasonal specials such as winter tyres must be 
or winter tyres in rate included are shown here. The Fildo team can load most of the things here and 
will do so on request. 
 
 
 
SPECIAL REQUEST ITEMS 
Special request items such as child seats, mobile navigation etc will display here if they were correctly  
noted in the reservation. If these items were not correctly noted down in the reservation or if the  
customer calls prior to pick up to request one of these items and the reservation can not be modified,  
you can add special request items without interfering with the original reservation. Car related 
requests  
can be added in such a way that Fildo will be able to read this and include the information when  
selecting a car for this reservation. 
How to add this information will be explained in the chapter Reservations. 
 
 
The last information here shows how many Walk Up customers and / or Turndowns took place 

 – always at the time of the last REFRESH of the station list. The time 

of the last update is at the right hand bottom of the page: . 
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1.02 CARS LIST  
Shortly after a rental agreement or VTC is closed, the car appears on the Cars List of the IN 
STATION. 
 
At the bottom of the screen the status symbols are listed and the number of cars with the 
corresponding status. By removing the tick in the box in front of the symbol you can remove cars from 
the cars list until you set the tick again. 
 

  car is on hand but not set on READY FOR FILDO 
  car is on hand and READY FOR FILDO – this car will be allocated to a reservation 

and can be fixed to a reservation by Fildo 

  car was manually fixed to a reservation 

Cars with  and  will show on ALTERNATIVE CARS and UPSELL lists. 
 

 car is out of service 

  car is turnback / marshal / hold 
Cars with theses symbols will not be allocated to any reservation. 
 
 
SUB MENU 
 

The SUB Menu on the CARS LIST is headed by the station . In the left 
hand box is always the main station, the right hand box is for the sub-station associated with this 
station and can be picked via the dropdown list.  
 
 

It starts with the REFRESH button  and as this is a LIVE list it needs to be clicked on a regular 
basis to give you the updated information.  
 
The car relevant short cuts help you with these tasks: 

 set a car ready for Fildo 

 brings you to the X607 Wizard screen CAR STATUS CHANGE 

 display vehicle – opens the X313 with all Wizard information 

 display trace – shows trace, start day 10 days ago. 
 

 display reservation – no function here  

 display RA – no function here 
 

 access to the F50 – recorded damage information from Merlin 

 enables you to raise a VTC and set a car out of service at the same time. If this process is  
handled this way the car will show on the OOS CARS list and help keeping track of your shop  
cars.  

 save preferences – saves changed sequences of how a list is displayed 
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The available cars information box shows for stations that have set up a service centre the number of 
cars in the available car groups that are 
O(N HAND), D(EMAND  / RESERVED), T(URNAROUND – being prepared) 
For all other stations the turnaround cars are not shown, but all cars checked in are listed in the ON 
HAND column as soon as the previous movement is closed. 
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1.05 OOS TAB 
2.03 Out of Service 
 
To ensure that Fildo always has the correct information about any car, it is very important to set any 
vehicle that is not fit to be rented on OUT OF SERVICE as quickly as possible. 
 
 

All vehicles that are set on OOS via the Fildo tool : 
 

 
 
will then appear on the OOS Cars list to help you keep track of the individual Out Of Service vehicles : 
 

 
 
At the bottom of the screen is the explanation for the icon in front of each car and the count: 
 

 
 
 
This is a big improvement, as on the VARMENU it is not possible to list individual Out of Service 
vehicles or show when they will be ready for rent again or if one was “forgotten” altogether: 
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The  button is on the side menu of these tabs: Cars, TB (turn back), OD (overdue), OR 
(on rent). Once the vehicle is identified on any of these lists simply click on the button Create OOS . 
This will open this window where you can not only quickly change the car status but also raise a VTC 
if needed. 
 
The car information is auto filled. Just enter WHERE the car is going to be repaired in the REMARKS 
box: 

 
 
pick the Fildo and Wizard reasons via the drop down windows (Fildo Reason here shows the German 
list – will be tailored to your country’s requirements and language):  
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Once you have completed the fields and a VTC (NRT) is not needed because the car is repaired on 
station simply click OK and the completed X607 Wizard screen will open: 
 

 
 
Just complete the ENTER prompt with the end date of the repair and press enter. 
 
The vehicle status has now changed from ON HAND to OUT OF SERVICE and the information will 
appear on the OOS list with the icon  in front. 
 
 
 
 
 
If a VTC (NRT) is needed tick the Create VTC box and enter the necessary details. The END DATE 
and the Return Station can be picked via a drop down window. Then click OK: 
 

 
 
 
 
 
 



 
FILDO User Manual Document Version 0.2 

 

Date: 15.12.2010  15/ 69 

This will open the XNRT screen with the completed VTC (NRT) ready for printing: 
 

 
 
 
Displaying the vehicle on the X313 will give you all the information: 
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Should it become necessary to raise a VTC (NRT) after the car has been set on OOS it is important, 

that this is done from the OOS list via  – otherwise the VTC (NRT) information will not be 
captured on the list and removing the OOS status will not automatically close the VTC (NRT). 
 
Mark the line and click EDIT OOS – has NO VTC (NRT) be raised, the CREATE VTC box appears 
and can be ticked to complete the information. Confirm with OK. 
 

  
 
 
If the duration of the VTC (NRT) needs to be changed simply pick the car on the OOS list and click 

 - and the box EDIT VTC appears. Tick and enter the changes. Confirm with OK.: 
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Once the car is back and ready for rent it is very important that the process of closing the VTC (NRT) 
and changing the car status back to ON HAND is completed via the Fildo tool to ensure that the OOS 
list is always up to date and reliable. 
 

Mark the entry on the OOS list and click on . Enter the current mileage and click OK - 
the Out of Service status has been cancelled: 
 

       
 
 
the VTC (NRT) is closed: 
 

 
 
 
and the status on the OOS list has changed to DONE: 
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WHAT HAPPENS IF THESE RULES ARE NOT FOLLOWED? 
 
Status change to OOS not carried out via the Fildo tool  but manually on the Wizard X607 so that 
vehicle does not appear on the OOS list: 
 perform a COS via the X607 and then change the status again to OOS via the Fildo tool. 
 
 
 
VTC (NRT) raised via the XNRT  so that the VTC (NRT) number does not show on the OOS list: 

remember to close the VTC (NRT) via the XNRT before the next movement as this will not 
automatically be closed with Remove OOS.. 

or 
close this VTC (NRT) as DELAYED a minute after check-out via the XNRT and raise a new 
one with EDIT OOS. 

 
 
Status change to COS not carried out via the Fildo tool  but manually on the Wizard X607 – the 
movement “sticks” on the OOS list: 

mark the movement on the OOS list, click on Remove OOS, tick box “Fildo only”, enter new 
mileage and click OK. 

 
 
 
If you compare the OOS list  with the OUT OF SERVICE vehicles listed on the VARMENU  and find 
that there are more entries on the OOS list than in the VARMENU then you need to:  

check the car status of every vehicle on the OOS list on X313 
check the TRACE of every vehicle on the OOS list for an open VTC (NRT) movement  

 
This way you can identify the “missed” OOS entries on the OOS list. With REMOVE OOS and a tick in 
the box Fildo only this entry will be then classified as DONE and disappear the following day. 
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1.08 Quote 
 
 
Quote is a Fildo tool that allows you to search for data of any customer that has ever rented with Avis 
by name. All customer information as in the last rental agreement will be displayed and can be used:  
 

• to quote a price, send the quote to the customer, and save it for further use 
• for raising / modifying / cancelling reservation 
• to create a Wizard reservation for a future date 
• to create a Fildo only reservation for a Walk-up customer. 

 
 
For WIZARD RESERVATION  please see chapter 3.02 – Reservation raised at station level 
 
For Reservation for Walk-Up  customer please see chapter 4.07 - Walk Up  
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Find Customer Data / Quote a Price / Send Quote / U se Quote for 
Reservation / Send Reservation / Modify or Cancel R eservation 
 
To find customer data enter the name as completely as possible in the Search field and then click on 
the looking glass: 
 

 
 
 
In a drop down window all information as entered in a rental agreement with this name will be 
displayed: 
 

 
 
 
To help you identify the correct customer the date of birth, complete address, last pick up station and 
date as well as the drop of station and date are given. Verify with your customer which is the correct 
data, mark the line and click.  
 
All data will be displayed in the quote screen. Select pick-up station and date, return station and date, 

requested car group via the drop down windows and click on : 
 

 
 
The AWD number from the last rental agreement will be displayed and used to find the correct price. 
In addition to the price for the car group requested you will be offered the price for the next 
lower/higher group.  
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If there is no AWD number in the last rental agreement but the customer can prove that he is with a 
company that has an agreement with Avis, simply click on the looking glass next to the box AWD 
number and a drop down window opens. The box country is always auto filled with the country you are 
working in: 
 

 
 
Enter company name and if necessary select the country from the list provided. Click again on the 
looking glass and the information from the Wizard AWDALP screen will be displayed. Select the 
correct AWD number and transfer it with a click into the Quote tool: 
 

 
 
 
 
If a customer presents you with an AWD number but no written proof that he is entitled to use this 
number, you need to check. Faster than using the AWDALP screen in Wizard is the Quote tool. 

Simply enter the AWD number and click on the looking glass. The information will 
be displayed: 
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If the customer agrees to the price but will not make a reservation now you click on  to 
create a quotation number: 
 

 
 
The offered price will be held for two days and the quotation can be called up with the quotation 
number and turned into a reservation. You can now either print the quotation with all relevant 
information for the customer or send the quote to the customer via e-mail. 
 

Click on the print icon  and the quote will be displayed. On the left hand side of page one you 
can type in further information – but that can’t be saved so it will only be on this print out and NOT in 
the e-mail you send to the customer: 
 

 
 
On the second page all information as to making a reservation, the driver’s licence, method of 
payment, the non cancellation fee etc. is listed for the customer: 
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Clicking on File will open this drop down window: 
 

 
 

For printing click on .  
 
 
For sending the quote as an e-mail make sure that the station e-mail is signed on and then click on 

. A reminder that all added text will not be captured in 
the e-mail will show: 
 

 
 
 
 
Click on OK. The e-mail opens and all you have to do is enter the address of the customer and click 
on send: 
 

 
Additional text that is not captured on the PDF file could be typed in now. 
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To call up the Quote you have the choice to  
 

• enter customer name 
or 

• enter Quote number 
 
in the Search field. 
 
Entering customer name or the quotation number as q+number in the Search box the drop down 
window will open  

 
Here you have to click on the  tab to access the quotations for this customer. 
 
If you enter the quotation number with Q as a capital  letter the quote will display instantly: 
 

 
 
 
To create a reservation all you need to do is click on the  tab and the message 
 

 
 
will come back. Close the message and the quote number has been changed to a reservation number: 
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To display the reservation instantly in the X502 Wizard screen click on the tab : 
 

 
 
With MR (modify reservation) you can now enter the CID details. To print or send the reservation as 
an e-mail call it up in the Quote tool and follow the steps as set out in printing/sending a quote..  
 
 
To modify or cancel a reservation via the Quote tool you need to enter either customer name or 
reservation number into the search field.  
If you enter customer name or the country code in the reservation NOT in capital letters, then you 
need to click on the reservation tab in the drop down window and then select the correct reservation. 

 
 
If you enter the reservation number and type the two letter country code as CAPITAL LETTERS the 
reservation will be displayed: 
 

 
 
 

You can now make the necessary changes and click on the tab . 
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If the MODIFY will have no impact on the quoted price (update address or driver’s licence number, 
change credit id etc) the modify will be accepted and the message window will have the information: 
 
MODIFY COMPLETED 
 
without showing the reservation again. By clicking on the tab  the changed reservation can 
be checked in the Wizard X502 screen. 
 
 
If the customer wants a change that will impact the price this window will appear: 
 

 
 
Close the window and click on the tab . The reservation with the modified information and 
the correct action code in the PAC field will show: 
 

 
 
Explain the change in price to the customer – and if he agrees - press enter to save the changes. 
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To CANCEL a reservation call it up in the same way as you would for a modify. 
 

If you then just click on the tab  the information window will open with this text: 
 

 
 
And if you then click on the  you will see that the reservation is cancelled: 
 

 
 
This will prevent the NON CANCELLATION FEE being charged to the customer, but the cancellation 
number is NOT captured in the reservation. To make sure that the cancellation number is correctly 
captured you need to reverse the process: 
 
Call up the reservation, open it via the  tab in the X502 Wizard screen, enter the cancellation 
number and modify the reservation. Then either cancel it in the X502 Wizard screen directly (if 

customer does NOT need an e-mail) or call it up again in the Quote tool, click on the  
tab and then send it as you would a quote or a reservation. 
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2.0 How to deal with the cars 
 
2.01 Vehicle Information / Status / Trace  
 
All information as to a vehicle is displayed on the X313 in Wizard – some of it is easy to read and 
understand, other parts are a bit cryptic, some information can’t be displayed on the X313 and some 
of the fields on the screen aren’t even used in Europe and so the entry there is mostly dummy 
information – not very user friendly. 
The information as to the current vehicle status  is the only one that always needs to be checked on 
the X313 as this is LIVE information and not included in the static vehicle information that Fildo 
provides. 
 

 
 
 
Customers often ask car specific questions (horse power, engine size, air condition, etc.) – and 
sometimes the answers are not easy to find unless you have the car papers right in front of you (and 
even there the answer needs a bit of finding). 
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With Fildo it is possible to have all these answers and other information that might be needed in 
connection with this particular car with a click on the MVA number: 
 

  
 
 
Should the information as to turn back date and/or turn back miles  on the Fildo information box 
differ  from the information on the X313 it is always the X313 information that is valid.   
 
 
 
A really useful feature of Fildo is that you can access the vehicle information from ANY screen: simply 
click (if MVA is blue) or double click on the MVA number and a QUICK NAVIGATION  window opens. 
Depending from which screen you call up the drop down window the choice of short cuts is slightly 
different.  
 
MVA in blue gives you this choice                                         MVA in black opens this window:  
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If damage information is captured in Merlin and correctly entered on the F50 sticker, then this 
information can also be called up by clicking on the MVA-number on any screen via the Quick 
Navigation box. That is very helpful if a customer queries the damages or if a car comes back from 
repair and the damage status needs to be changed. 
 

 
 
To either see or amend the information click on the corresponding line and the next window will open: 
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From the CARS-, OOS-, OR- and OD (DI)-lists a double click on the MVA-number will show you how 
Fildo planned with a particular car. This might help you to understand why Fildo allocated this 
particular car to a reservation. And shows you why it is so important to rent the allocated car whenever 
possible. 
 

 
 
 
Don’t forget: the main reason we have Fildo is to optimize the fleet – to the benefit of Avis, our 
customers and everybody at the station! 
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2.02 Ready for Fildo 
As soon as a car is ready for rent – previous movement closed and car physically ready for the next 
customer – it is important that the car is then also set on READY FOR FILDO. Who performs this task 
depends on your station organisation.  
 
You have access to the Ready for Fildo button from almost every screen – it is always located in the 
right hand side menu.  
 

 
 
The box READY AT will always display the station you are signed in for. If your station has associated 
substations you can choose the correct location via the drop-down list: 
 

 
 
Always make sure, that you have the correct station code in the Ready at box – depending on that 
information the car is added as ready to the Cars Lists of the station and will be allocated to the 
reservations. 
 
Now simply either scan the bar code on the key tag / car documents or type in the MVA number. With 
a click on ADD the car is set ready for Fildo.  
 
 
If you are not sure if a car that comes back from the turnaround is already set on ready for Fildo it 
does not matter if you perform this action again – the action Ready for Fildo is much quicker than 
checking all possible lists. 
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2.3 Out of Service 
 
All Out of Service Information is to be found in  
 

1.05 OOS 
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2.5 Fix MVA 
 
 
To assign a vehicle manually to a reservation or a car pick up you have the option FIX MVA. 
 
This option can be accessed from the screen X502, the Check-Out screen X101or the STATION 
LIST. 
 
 
How to do this is explained: 
for the X502 and Station List  in the chapter 3.01 Reservation : 
 
  Fildo add on without touching the Wizard reservatio n 
 
for the X101 in the chapter 4.02 Car Pick-Up : 
 
  Search for alternative car / No car suggested / Fix  MVA 
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3.0 Reservation 
 
3.01 INCOMING RESERVATIONS 
 
Incoming reservations for a station can be classified in two categories: 

• Reservation can be modified on X502 at station level – i.e. add special services in the remarks 
field for easier handling during preparation time before car pick up. 

• Reservation MUST NOT be modified on X502 at station level 
 
With Fildo there is a tool that allows you to add information to a reservation without touching it on 
the X502 in Wizard  – the DIALOGUE BOX . This tool is very useful for both kinds of reservations if  
 

• special services are booked that do NOT show in the REMARKS  field of the reservation and 
so might be missed when the cars are readied for the customers. Counter products, that are 
booked via “SHIFT F11” do not pull an entry in the remarks and need to be identified either via 
the SS or CP manifest. 

 
• a special make / model is requested – then Fildo can be informed via the dialogue box and will 

try to allocate the requested car to this reservation. Very helpful if in a car group are for 
instance 5-, 6- and 7-seaters or make / models with restricted entry into various countries.  

 
• a specific car needs to be allocated to a reservation this can be done with FIX MVA in the 

dialogue box. 
 

Information added via the dialogue box will be indicated on the station list with * in the SR column. 
When the line is marked, the added information is shown on the side menu in the box SPECIAL 
REQUEST ITEMS. 
 
Customer Nikolov has reserved a car group that has no inbuilt GPS – the GPS was booked via the 
counter products and needs to be identified via the SS or CP code on the manifest: 

 
 
 
This information does not show in the remarks field: 

 
 
By editing the reservation the information is clearly visible on the station list and helps to prepare for 
the day (the mobile GPS will be at the counter) and for the arrival of the customer – by locating him on 
the station list this information is also shown. This saves you calling up / printing the special service or 
counter product manifest to prepare for the customers. 
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Special vehicles like prestige cars, convertibles or cars with special equipment need to be requested. 
If such a request is confirmed the station must supply the confirmed make/model.  
 

 
 
To make sure that this customer will get the confirmed Porsche 911at the time of confirming the 
request the reservation was edited:  

 
 
If there is a Porsche 911 on station on the day of pick up Fildo will automatically allocate it to this 
reservation. In some cases you might allocate the car manually with FIX MVA in the dialogue box. 
 
If the request / reservation is made with a special rate , then the information that this is “Porsche must 
be” is picked up by Fildo from the rate-code and the information will show in the USED RULES BOX: 
 

 
 
and Fildo will allocate the correct make / model. 
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The reservation that is to be edited can be accessed either from the station list or from X502. Although 
the edit information may be cancelled or amended until pick up of the car the sooner information as to 
car specific items are entered the better the chances that Fildo will find the “perfect” car. 
 
This is how you add the information. Click on EDIT and the dialogue box will open.  
For each item there is a list of possibilities to select from – for TOPIC and  VALUE the list will be 
tailored to your needs. 
 
MODE gives the order to Fildo 
 

 
 
TOPIC is the area in which the kind of request is located: 
 

 
 
 
 
OPERATOR contains = > <  and is always set on =. You select < or > if you want Fildo to search for 
the car in a higher or lower car group as well as in the reserved one. 
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VALUE offers you the specifics to the selected TOPIC. In this example the topic was MAKECODE – 
so you get a list of all the makes currently on fleet:  
 

 
 
 

After marking your selection you click on  to store the information. 
 

 
 
If you need to add another selection you can do this now. Once you have finished it is important to 
click on  
 

 
 
to save the information and pass it on to Fildo. 
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Using FIX MVA for manually allocating a car to a reservation should be done only  
• if it is the only way to ensure that a reservation can be served correctly. 
• at the last possible moment as Fildo will not calculate with this car any longer. 

 
Open the dialogue box, enter the MVA-number, your agent id and a reason why FIX MVA is used. 
Then tick the box USE FIX MVA and click on . This will bring up a reminder : 
 

 
 

Click on  to submit the information. 
 
The car is now “blocked” for Fildo, disappeared from the CARS LIST, will not be shown on the 
UPSELL or ALTERNATIVE CARS LIST and on the STATION LIST the reservation is marked with this 
icon: . 
 
To take a fixed MVA (or any other special request item) from a reservation simply mark the reservation 

on the STATION LIST and click on  in the dialogue box on the side menu: 

 
 
Then confirm your choice: 

  
 
The car will now appear again on the CARS LIST and be shown on the UPSELL or ALTERNATIVE 
CARS LIST. 
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3.02 Reservation Raised at Station 
 
 
Using the QUOTE – tool in Fildo - ���� chapter 1.08 
 
 
 
Wizard X502 in Fildo environment 
 
Reservations are created on the X502 Wizard  screen. Using the X502 in the Fildo environment gives 
you additional options.  
 
By clicking on the ? in front of the entry space, a window will open with an explanation: what 
information is entered and which format to use: 
 

           
 
 
Finding the mnemonic or numeric station code  of another station is sometimes not easy. If you use 
the X502 in the Fildo environment simply double click in the STA or ILC field and a search function 
similar to the one in the Quote tool opens. The country is always auto filled with the country you work 
in (requests for rentals abroad should always be referred to the call centre). When the window first 
opens ALL stations in your country are listed in alphabetical order of the mnemonic code. If you are 
looking for a station outside the country you change the country via the drop down window before you 
enter the name of the town: 
 

 
 
After typing in the name of the town the display will show all stations that have the name of this town in 
the address – also if the station is located in a street with that name.  
Select the correct station and click on OK to transfer the station code to the STA or ILC field. 
 
The DATE can be picked with a “date picker” that opens if you double click into the ETA or ETT field. 
Select the date, enter the time and click OK or press enter. The information will be transferred in the 
correct format: 
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Clicking in the EQP field will open this box where you can select the car – very useful if you are not 
quite sure which car group  is the smallest with an inbuilt navigation system or with an automatic 
transmission etc. Select the car group by clicking on the highlighted line: 
 

 
 
 
If the customer has rented with Avis before you can activate the customer search  by a double click in 
the name  field. A search window similar to the one in the Quote Tool will open. Enter full customer 
name and the result will be like in the Quote Tool. Identify the correct entry and transfer it with a click 
to the X502:  
 

 
 
With these information you can now enter RS in the PAC field and press enter to let Wizard find a rate 
for the customer.  

Countries that have access to the AVIS Pricing tool click on  to access the station 
pricing. 
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FILDO PRICING TOOL (available for Germany only) 
 
Using the RS function in Wizard on the X502 and the entry of pick-up / drop-off station and date plus a 
car group will select a rate that is also available through the call centre and other channels.  
 
Most stations are using local rates and flexible pricing for their local customers that are depending on 
demand, availability and local conditions (high or low season, events etc.). To ensure that the correct 
prices are quoted and sold these can be controlled via the Avis Pricing Tool.  
 

Clicking on the  with these information in the X502 
 

 
 
will bring up this information: 
 

    
 
The first information is the price without extra cover – to see the price including SCDW you click on 

 and the new price will be shown. 
 
Please note that in this display the price is shown for every car group that is available at the station, so 
that you can quickly answer customer questions as to a lower / higher car group. 
Return Station / Date can be changed either by selecting the new information from the drop down 
window or by simply overwriting the displayed information. As soon as your customer agrees to an 
offer click on OK and the data will be transferred to the X502. 
 



 
FILDO User Manual Document Version 0.2 

 

Date: 15.12.2010  43/ 69 

As we choose the option SCDW the CPA field is already partially filled with the correct information. All 
you need to do now is complete the CPA-field, enter the credit information and change the PAC code 
to CR and press enter. 
 

 
 
 
 
 
After you created the reservation (also if created using the QUOTE tool) you can add special requests 

for Fildo by clicking on edit  in the side menu: 
 

 
 

This will open the  box and you can add whatever is necessary to 
ensure that Fildo will be able to allocate a car. 
 
For more information about EDIT -� chapter 3.01 Incoming Reservation 
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3.03 RESERVATION WITH DELIVERY / COLLECTION 
 
If a DELIVERY is reserved via the Y in the DEL field on the X502 this information is passed on to Fildo 
and the car will be allocated 30 minutes before the reserved time of pick-up.  
 
To deal with the deliveries on station level it is often necessary to deliver the car well in advance of the 
reserved time for different reasons. 
 
In these cases it is necessary to capture the time needed for the delivery either at time of reservation 
or when planning the deliveries and collections for the next day(s) so that Fildo can allocate a car in 
time. This information is entered via the DACUP screen in Wizard.   
 
After creating or displaying the reservation press F11 to enter the delivery / collection details.  
In the last line of REMARKS/DIRECTIONS enter the information in this format: 
/0230  0230 is two and a half hours BEFORE reserved pick up time.  
 
 

 
 
 
 
This will be shown on the station list as 150 minutes in the DEL column: 
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Likewise the time for COLLECTION is set at 30 minutes if no input as to collection time is entered into 
the last line of the COLLECTION DETAILS. As it is very rarely possible to collect a car 30 minutes 
after it has been reported ready for pick up at the drop off address, it is very important that you enter 
the time it will take you to have the car actually at the station. This will prevent Fildo calculating with 
the car after the set time (30 minutes after stated ETT plus turnaround time). If it is already known at 
time of reservation, how long it will take to collect the car (drop of close or after station closing time, or 
on a day the station is closed) enter the time right away: 
 

 
 
The 22 hours will show on the station list as 1.320 minutes like this: 
 

 
 
If this is not known at the time of reservation or at the time the customer picks up the car, the 
information can always be amended during the rental or at the time the car is reported to the station 
ready to be collected. 
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4.0 Car pick up 
 
4.01. QUICK CHECK OUT 
The check-out process can be started from any screen in Fildo or Wizard. 
 
Picking customer from STATION LIST. 
 
Mark the customer and click on Quick Checkout 

 
 
 
 
 
This will bring you onto the X101 with this insert. If it is the correct customer simply enter your agent 
id, press enter or click on OK for a real time check out. 
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If you call up the X101 without marking a customer on the station list or from any other screen the 
insert will offer you all reservations for this time: 
 

 
 
Here you select the customer either by swiping his card or by marking the name and then clicking on 
OK. 
 
All reservation data and the information as to the allocated car will be transferred to the X101: 

 
Additional Fildo information to the car will be shown at the bottom of the screen. In this example  
Grp A   the allocated car is a group A car 
Code Plate  the licence plate number 
Description  make model of the car 
AC/CD/NAV etc  special equipment yes / no 
STR Amount  information as to cost of snow tyres 
FUF   the price of prepaid gas 
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The side menu on the X101 offers you shortcuts to other Wizard screens or to Fildo functions that are 
helpful at the time of Check-Out: 
 

    call up the current damage information if the car papers aren’t updated 
 

 if no credit card has been captured at time of reservation and customer has 
rented with this credit car before enter credit card number manually, click on 
icon and a window with all relevant data will open. Confirm with customer, 
click OK and the information will be transferred to the X101 

  list of cars suitable for upsell including costs – only works if METH PAY is CV 
If other means of payment are used you need to pick the car from the 
alternative cars. 

 if a reservation can not be checked out because customer can’t qualify (no 
credit card, no driver’s licence, other Avis standards not met) 

 

 shows a set amount of available cars. Used if  
- no car was allocated to the reservation 
- allocated car is not acceptable to customer 
- method of payment for upsell is not CV  

 
 to quickly set a car on ready for Fildo if not done prior to rental 

 
Then you have info boxes with further information: 

  Special request items that have been added to the Fildo 
reservation only to help Fildo to allocate a make/model close 
to the customer’s request. 

 

   to validate the presented identity card / passport 
 

  very important for the times when Pearl/Merlin are down – allows you to print 
a rental agreement with all customer and car details so that you only have to 
copy the rate information and the estimated rental costs before customer 
signs – saves using a manual contract or filling in a xx  form. 

 
 
 
Now either swipe the credit card or enter the reason why no swipe was done, check that the 
information as to customer’s address, diver’s licence, return station and date are correct, offer pre paid 
gas and complete the FUEL OUT field. Then press enter. 
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This will open another insert, where you are asked to confirm that you are really going to rent the car 
as in the rental agreement. 

 
 
Either enter the MVA number manually or scan the barcode on the key tag or car documents.  
 
 
You now have successfully completed a Fildo check-out with the allocated car. 
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4.02 ALTERNATIVE CARS LIST 
 
If the allocated car is not suitable or if there was no car allocated yet you can pick one from the 
ALTERNATIVE CARS list: 
 

 
 
The directly available cars in the group reserved would be marked  
green – the best car for this rental – reserved car group and with the best return for Avis 
grey – cars in the reserved car group that would also fit the reservation 
orange – cars in the reserved group that are not immediately available but could be picked up from the  

listed station - time in brackets is the calculated waiting time for the customer if someone could 
transfer the car right away 

red – cars suitable for an upsell  
blue – other cars 
 
In this example the maximum number of cars shown in each category is set at 5 – by changing the 
number you can widen the search. 
 
To pick a car from the list simply mark it and click on ok – the MVA number and current mileage 
reading will be transferred to the rental agreement.  
The “CONFIRM CAR” window opens with a slightly different message – that the car you are going to 
rent was picked from the alternative list: 

 
Again either enter MVA manually or scan the barcode on the key tag or car documents. 
 



 
FILDO User Manual Document Version 0.2 

 

Date: 15.12.2010  51/ 69 

FIX MVA 
Cars, that were turned in before the date/time specified on the rental agreement or cars that were 
returned to your station instead of the station noted on the rental agreement or rental agreements that 
have not yet been closed or set ready for Fildo might be available but do not show on the 
ALTERNATIVE CAR list. 
You can manually allocate such a car by using FIX MVA – simply tick the box and enter the MVA 
number. 
 
Again the message on the “CONFIRM CAR” window will be slightly different: 
 

 
 
Again either enter MVA manually or scan the barcode on the key tag or car documents. 
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4.03 UPSELL 
 
Using the button UPSELL directly will only work if the CREDIT ID is a credit card and the METH 
PAY is CV. 
For Upsell on all other methods of payment use the Wizard method:  

enter letter for reserved car group in the MVA field and press enter to see the cost. 
select car from the ALTERNATIVE list. 

 
 
 
 
 

4.04 RATE CHANGED 
 
If the reserved rate changes during the check out process (credit id has a profile that calls up a Vipco 
rate, check out parameters are different from reserved information etc) Fildo will inform you of this and 
give you the reserved rate code: 
 

 
 
Click on OK or press enter to continue. 
 
In this case compare the rental agreement on X203 with the reservation on X502 to determine why the 
change occurred and explain to the customer the possible change in the estimated costs before the 
rental agreement is signed – this will prevent a complaint at the end of the rental or when the customer 
gets the final bill. 
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4.05 LONGTERM RENTALS 
 
Sometimes there are rentals that exceed 30/31 days but they can’t be treated like Minilease and the 
agreement needs to stay open until the car is finally returned. Usually you have the information in the 
remarks field, i.e. ETT20JUN10. After 30/31 days these rentals appear on your VRS-Overdue report. 
To help you deal with them you can mark them in Fildo as LTR (long term rental) and save time when 
working on the report. 
 
 
You can mark the reservation by simply calling it up on the X502, clicking into the Longterm Rental 
EndDate box, pick the date 
 

 
 

and then click on  . 
 
The rental agreement will then not only show on your OR List: 
 

 
 
but also show up on the ML/LTR list showing the actual date of return: 
 

 
 
If a rental slipped through you can always mark it later as a LTR – just call up the reservation again 
and mark it as before. This will also work if a rental agreement has been raised already as you are not 
interfering with the Wizard reservation but just adding information for Fildo.  
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4.06 PRINT INTERIM RA 
 
This is used for the times when Pear/Merlin is down and will save you filling in a manual form. All 
relevant customer and car information is supplied and you can then either enter the rate and 
conditions manually after printing or fill in these information before printing.  
 
Front Page: 
 
 

 
Page with vehicle information: 
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Page 2, where the rate and price information are usually printed, only carries theses information. At 
the top 
 

 
 
 
and the additional information at the bottom: 
 

 
 
 
Always make sure that BOTH COPIES of the agreement state the estimated cost, what is included in 
the rate/price and what options the customer has accepted before he signs the agreement. 
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4.07 WALK UP 
 
With Fildo you should always turn the quote that you give to a walk up cu stomer into a 
reservation  before proceeding with the check out. In doing so, Fildo will in most cases allocate a car 
to the customer or give you a good choice via the Alternative cars list.  
 
To find customer data, quote a price and have all information transferred to the X101 you can use the 
QUOTE Tab in Fildo. 
 
Using QUOTE  has the advantage that you can find customer data for customers that do not have a 
Wizard (Customer) Number by searching for CUSTOMER NAME if this customer has rented within the 
last six month with Avis – and these information will be transferred to the X101 screen in Wizard 
without first creating a reservation. 
 
When you call up QUOTE the following fields will be auto filled: 
Check out and check-in location your station 
check out date / time    today / plus one hour from now 
check in date / time  plus two days / same time as check out –  

amend to correct date/time 
car group    A – change to requested car group 
 

 
 
Enter customer name as completely as possible and click on SEARCH. A window will open with a list 
of names that correspond to your entry and also names that are similar: 
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At the end of each line you get this information: 

 
 
The date of birth and complete address help you to identify the customer correctly. 
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Once you have found the correct information, mark the line and double click. This will transfer all data:  
 

 
 
As the customer had an AWD number in the last rental, this will be transferred to the information so 

that if you now click on  at the top of the screen or on  at the bottom of the 
screen the correct rate will be shown: 
 

 
 
In addition to the price for the requested car group the price for a group higher and a group lower will 
be shown as well.  
 
 
Once you have checked with your customer that all information is still correct, click on the Walk in 

button  and all information will be transferred to the X101 Check Out screen. 
Swipe the customer’s credit card and finish the rental agreement. 
 
Depending on the car situation at this time  

Fildo will directly allocate a car  
or  

you will need to pick it from the alternative list  
or  

use Fix MVA. 
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All information but no car allocated: 
 

 
 
The cursor is now at the end of the name. Click into the white bar under the AGENT ID and swipe the 
credit card: 
 

 
 
All you need now is pick a car from the alternative list or use Fix MVA. 
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5.0 During the Rental 
 

5.01 Minilease / Long Term FOLLOW UP RENTALS 
 
All correctly marked Minilease Rentals (ML) and other long term rentals (LTR) are listed on the ML / 
LTR LIST: 
 

 
 
To help you keep track of the rentals, Fildo will give you a list of the previous rentals with a double 
click on the marked line:  
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If you then click on the tab VRVs you will see if and on which rental agreement an exchange took 
place: 
 

 
 
To display any of the listed rental agreements mark the rental agreement number, copy it to the 
Wizard screen (X203 or X806) and display.  
 
The raised follow up rentals can be displayed on the MLEASE screen. 
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Business long term rentals, that are not created as minilease rentals, but have been correctly marked 
as long term either at time of reservation, check-out or during the rental and where the follow up 
agreement is renewed every 28/30 using the method M/previous RA number, will also hold the 
information as to previous rentals and exchange.  
 
 
Tourist long term rentals with durations well over 30 days that have been marked as LTR will also 
display any exchanges that have occurred:  
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MINILEASE Follow up Rental 
 
Identify the rental agreements that need extension:  
 
on the STATIONLIST  where the symbol marks the rental agreement and the car is also listed as a 
return:      
 

 
 
 
on the ML/LTR  list where the date in the LZ column  is the date of the contract renewal : 
 

 
 
 
or on the SRTMINI where you can filter the information with the entry in the FROM   -   TO fields: 
 

 
 
 
 
On either list / screen mark the rental agreement and open it in X203 to make sure you know the 
conditions for the check-in (free mileage, exchange on the agreement?, all information captured?).  
 
Close the current agreement with the correct date/time in.  
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Go back to the ML/LTR  list, mark the rental agreement and click on QUICK LTR   
 

 
 
 
 
Click on OK and the details of the pre print are displayed. All you have to do is enter the correct 
mileage, FUEL OUT option and press enter to complete the rental agreement.  
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On the ML/LTR list  the date in the LZ column  has changed to the new renewal date: 
 

 
 
On the STATIONLIST  for the date of the next renewal date information will be shown like this: 
 

 
 
 
 
 
 
 
 
LONGTERM – BUSINESS AND LEISURE 
All other long term rentals that have been correctly marked will show in the same way on the ML/LTR  
and STATIONLIST .  
 
Before closing a rental prior to renewal ALWAYS  check on X203  to see if it is a business rental  that 
needs to be renewed or if it is a leisure rental  that NEEDS TO STAY OPEN until the actual date of 
return. 
 
 
 
BUSINESS LONG TERM 
Details for a follow up rental can be called up like the minilease follow ups – all details from the closed 
rental agreement will be displayed on the X101 – even the correct check-out TIME will be auto filled: 
check-in time plus 1 minute to make sure that the car information will be correctly recorded on the 
WZTTRC. All you have to do is enter a manual rental agreement number. 
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5.02 LONGTERM EXCHANGE 
 
Usually a vehicle exchange cannot be planned. With long term rentals this is different as many of our 
cars have restrictions as to holding time or mileage, so a car reserved for 6 month usually needs to be 
exchanged before the termination of the rental.  
 
The information as to when a car should be exchanged is on the ML/LTR  list in the column VRV – 
depending on how your station’s parameters are set this date gives you up to two weeks in which to 
arrange the exchange.  
Once you have contacted the customer and arranged the details for the exchange – which can also 
take place at another station – you click on  on the side menu and enter the details. This 
information is then captured on the ML/LTR list in the columns  
VRV confirmed  and Station confirmed : 
 

 
 
 
Clicking on brings up the window with the date as in the VRV column and as exchange 
station the original renting station. Enter date, time and station where the exchange will take place and 
click on SAVE. 
 

                                     
 
 
 
This will then produce a dummy reservation  with “VRV,” included in customer’s name for easy 
identification on the STATIONLIST for the date and station of the exchange so that Fildo can calculate 
the demand for the day and allocate a car: 
 

 

 
 
Please note:  the dummy exchange reservation will NOT show on the XMANIFST!   
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To enter the exchange into the system select the customer from the ML/LTR list and click on QUICK 
VRV – a window similar to the one at check-out opens. Check that the information is correct, enter 
your agent id and if applicable delivery and/or delayed and click on ok: 
 

 
 
 
The X206 screen opens with the details of the car that is returned and the Fildo allocated car already 
entered. If no car was allocated or if a specific car has been selected for this customer, either pick 
from ALTERNATIVE CARS or use FIX MVA: 
 

 
 
 
Complete REMARKS, ML/KM IN, BUY FUEL? and if delayed also DT/TM IN and IN STA. 
 
No car allocated – open ALTERNATIVE CARS and either pick from list or use FIX MVA. Then 
complete the FUEL OUT field and finish the process. Don’t forget to print the rental agreement and 
have the customer sign the agreement with the new car details. 
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Once the exchange is completed, the ML/LTR list will display the rental with the new MVA  
 

 
 
and on double clicking on the customer you can display the exchange information: 
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5.03 Change and Update Collection Information 
 
 
If a car is reported to your station for pick up at a customer’s make sure that you call up the rental 
agreement on the X203 to amend the information as necessary to stop Fildo from calculating with this 
car before you actually have it on station. 
 
If the car was reported at 1700 hrs all you need to do is press F11 to call up the DACUP screen to 
enter the time it will take you to collect the car. If the time the car was turned in differs from the ETT on 
the rental agreement, modify this before calling up the DACUP. 
 

 
 
 
If we assume that the car was returned on a Saturday at 1700 hrs and your office is closed on the 
Sunday it will be Monday midmorning before this car can be picked up and this brings you to 
approximately 40 hours: 
 

 
 
If you fail to enter these times Fildo might allocate this car to a reservation on Monday morning. 
 
 
 
 
  


