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Editing your vehicle registration

Changing your vehicle registration (number plate) couldnt be 
simpler, the following guide will show you how to change your 

vehicles registration. 
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1.From the portal homescreen use the search bar shown below to 
enter the vehicle registration you want to change

  2.Once the vehicle appears on the screen as shown below select the 
cog icon (settings)  then choose edit vehicle reg and enter the new 

vehicle registraton.
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3.Enter your new vehicle reg in the new vehicle registration box and 
select save. Your new reg has now been changed.
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Editing your vehicle icon

If you would like to change your vehile icon to something that suits 
your current vehicle or just fancy a change, this guide will show you 

how simple it is to do just that.
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1.From the portal homescreen use the search bar shown below to 
enter the vehicle registration for the icon you want to change.

2.Once the vehicle appears select the settings cog then change the 
vehicle icon
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3. A selection of vehicle icons will appear for you to choose from. 
You can now select the icon you want to change your current icon 

to.

4. Next, choose the colour of the icon you want the vehicle to be 
and click save.
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Creating and allocating driver names

This section will show you how to create and allocate driver names.



11

1. Once logged into the tracking portal select admin on the right 
hand side of the page and click the Manage Drivers option

2.Then click the Create New Driver option to create a new driver 
or click on the edit button on the right hand side of the driver you 

would like to edit.
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3. In the form box that pops up, fill in the details of the new or updated driver and 
click save.

4. Once back to the home screen enter the vehicle reg into the search box on the 
left of the page and click the setting cog then edit Vehicle Driver/Assign Driver.
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5. From the drop down box, the name of the driver you previously 
created in step 3 should appear, select this and click save.
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Generating Reports

From our portal you can check and generate numerous reports 
such as  driver behavior, journeys, mileage, events and vehicle 

speeds.

These reports can be filtered by dates and generated in numerous 
formats such as .xls, .pdf or HTML. Here we will be 

looking at driver speeds but reports are all generated the same 
way.
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1. From the main portal screen click on the reports tab on the right 
hand side of the screen as shown below

2. From the pop out menu you can choose an option to generate a 
report on  for this example we will be choosing speeding.
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3. Next you will need to select your vehicle from the groups tab on 
the left, select the date range and exeption criterea (how much 
mph over the limit) and what format you would like the report in.

4. Then simply click generate report, your report will open in a 
new browser window with the relevant information in your chosen 

format.
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Email Reporting

Our tracking portal also allows you to schedule reports on a 
recurring schedule,  this can be set up to generate a report on a 
daily or weekly basis. helping you to easily keep track of driver 

activities. 

These reports can be filtered by numerous activities such as time 
on site, journeys, speeding, driver behaviour and mileage.
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1. From the main portal screen, click on the reports tab on the right 
hand side.

2. From the pop out menu click on the email reports option at the 
bottom of the menu
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4. In the reports options box that opens, simply choose what you want 
to report on, then select your date range and recurrence pattern. Then 
slect the vehicle/vehicles that you would like to report on and select the 

time filter and save. Your scheduled emails will be sent to the email 
address on your account. 
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Geo Fence

Geo Fence allows you to set up an area such as a work site or 
banned zone where you can track your vehicles as they enter or 

leave a specific area 
designated by yourself.
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1. From the main portal screen click on the Geo zones tab on the 
right hand side.

2. To create a POI (Point of Interest) type the address in the search 
bar and it will take you to the location. In the POI tab you can give it 
a name, change the radius of the Geo-Zone and the colour of the 

pin and area. After all this is completed click save.
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3. To Create an AOI (Area of Interest) type in the address you are looking for 
then left click on the map where you want the Geo-Fence to cover. Once you 
are happy with the Geo-Fence you have created Right click on the map and 

it will come up with Pins on the map (as shown below). When you have named 
the Geo-Zone and are happy with the area chosen, click save.

4. The Geo-Fence Alert tab will allow you to create an email alert 
when a chosen vehicle enters or exits the Geo-Fence zone. You can 
select a POI and AOI on every report. Simply select each of them in 

the tabs and then select copy.
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5. You can then select wether you want an alert on zone entry, exit 
or both by ticking the boxes.(circled below)

6.Then you can select the vehicle you are wanting the report for 
and click copy.
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7. Then select the recipient tab click Add Recipient and enter all 
your details and tick the email box if you want an email sending to 

you then click save.

8. When the vehicle triggers the alert it will show like this on the 
portal.
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9. When a selected vehicle enters or exits the Geo-zone, your alert 
email will look like this.
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Driver Defect Check Report

This section will show you how to create a checklist and assign to 
vehicles and how to use the driver vehicle check app as well as how 

to read the 
vehicle check report.
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1. Once logged into the tracking portal select Vehicle Checks on the 
right hand side of the page.

2. Select the new checklist tab to create the checklist for the 
drivers.

Creating a Checklist and Assigning to the vehicles
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3. Once you have clicked the + icon, a box will appear to create a 
new ‘daily checks.’ You can then edit the ‘type of response’ to have 
different checklist options. Create the ‘Checklist name’ and then 

click save as issued.

4. Then select Vehicle List, select all the vehicles you want the checklist 
to be assigned to with the tick boxes on the left hand side. Then select 
Assign Checklist and you will then be able to choose your checklist to 

assign.
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1. Log into the app using your 
username and password, this 
screen will come up straight 

away. Select the company tab 
that you work for.

Using the driver vehicles check app

2. From the list of vehicle 
registrations, select your vehi-

cle.
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3. View all of the available 
checks, if there are any de-

fects make sure to select the 
one 

that best describes the vehi-
cle accurately and add notes 
if any defects. If no defects 

apply to your vehicle click not 
Applicable.

4. If there is a defect on any 
part of the vehicle you can click 
the camera icon to take a pic-
ture of the defect as shown 

here.
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5. Once all checks are com-
pleted press save to com-

plete the report.
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1. Once logged into the Tracking Portal select the Vehicle Checks 
tab on the right hand side of the page.

2. Click on the “eye” symbol shown below in the view column of the 
driver report you want to check.

Reading the vehicle check reports
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3. The report will appear as shown below. If there are any defects 
that are 

reported they will appear with the comments next to them of the 
specific defects that have been reported.
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Speeding Report

This section will show you how to create speeding report for a se-
lected 
vehicle.
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1. From the main portal screen select the vehicle to want to report 
on, on the menu on the left.

2. Next click on the reports tab on the right hand side menu..
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3. From the list that opens, click on the speeding option as shown 
here.

4. In the option box you can select the criterea, like date range or 
percentage of speed over the limit.
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5. You can also choose which format you would like the report in, 
HTML (web) .pdf or .XLS (spreadsheet) then simply click generate 

report.

4. Your report will look like this and show all of the required infor-
mation on journey and speed.
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Time on Site.

This guide will show you how to generate a report for your vehicles 
time on site, this can be used for checking your vehicles movements 

from a specific work zone.
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1. From the main portal screen select the vehicle to want to report 
on.

2. Next click on the reports tab on the right hand side menu..
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3. From here you select your criteria like date range, then select the  
location of your site via different options like POI, AOI, all locations 

or simply choose a city or postcode.

4. You can also exclude on site movements and the duration the time on 
site must exceed to be reported on, once chosen click the generate 

report button.
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5. Your report will look like this and show all of the required infor-
mation Time on site like arrival time, departure time and actual time 

on site.

4. For a quick breakdown click on a result to show the report like in 
the image below.
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Live Traffic

This guide will show you how to turn on the live traffic option 
on your portal, this will show you live traffic updates in real-time.
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1. From the main portal screen.

2. Next in the top option bar on the right hand side click the live 
traffic check box.
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3. This option will load real-time traffic data on to your map includ-
ing 

traffic jams and scheduled works.

4. You can also click on an exclamation icon to see what the exact 
issue is on a specific road.



45

Changing Map Views

This guide will show you how to change your map view, we have dif-
ferent options for you to choose from such as road, satelitte, aerial 

and street view.
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1. Firstly, log into your tracking portal, in the bottom right you will 
see find  the option to change map view, it will be set to road by 

default.

2. Once clicked the different options for map views will show, you 
can now choose the view you want.
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3. Here are the different views to choose from.

Satelitte View

Aerial View

Street View

Oridinance Survey
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POI’s and AOI’s

This guide will show you how to set up POI’s and AOI’s as well as 
how to show them on the map and set up alerts. 

POI: Place of interest, where you can target a specific building or 
place.

AOI: Area of interest, where you can target a customisable zone.
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1. Log into your tracking portal and click on the Geo-zone tab on 
the right hand side of the page.

2. In the box that pops up, you will have a few options, if you want to 

select a precise location choose POI, if you want to select 

customisable a zone or area choose AOI.
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3. For a POI simply click on a location to drop a pin on the map, you 
can then use the options to customise your pin or pin radius.

4. If you want to pin multiple sites you can set up a  POI category, 
this will allow you to have multiple pins under the same category. To 

do this create a new category, name it save the AOIs into the 
category.



51

5. You have now set up multiple POIs in a category. For an AOI it’s 
exactly the same execpt for creating your zone.

6. To create your zone, click on the AOI option, for multiple zones, 
create your category and then you can create your zone.
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3. To create your AOI simply click on a location to drop a pin on the 
map, you can then place multiple pins to create an area, once you 

are happy with your zone simply click save.

5. You now have your AOI or POI set up, you can now set up alerts 
based on these locations (See our Geo Zones Guide).
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6. To show or hide your AOIs and POIs simply click the box shown 
below. 
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Map Tools

This guide will show you various map tools and how to use various 
features of the map such as:

Turning map tools on/off
TFL Disruption view

TFL Camera view
Live Traffic

Pausing the map
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Turning map tools on/off

1. The map tools allow you to zoom in and out of your map as well as 
change the map style, to hide them, simply click the hide map tools 

in the top option bar shown below
 

2. Here you will see that the map options have been hidden
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2. In the top option bar you will see various check boxes to toggle 
the relevant information required. To check for traffic disruptions 

click the TFL Disruption option.

1. TFL or Traffic for London is the government body responsible 
for the transport system in Greater London, our system can show 

the TFL’s up to date traffic information and camera locations,
fistly log into the portal. 

TFL Disruption view
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3. From here you will see where all the disruptions are in and 
around the Greater London area

TFL Cameras

1. As above to see where all of the camera locations are from the 
TFL, simply click the TFL Camera option in the top option bar. 
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1. When logged into the portal you may notice that it updates every 
30 seconds, the timer at the side represents this.

2. Also, you may notice that once a vehicle is selected it will zoom 
and centre around that vehicle every 30 seconds.

Pausing the map
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3. Then, if you were to select another vehicle the screen would 
zoom out so you can see both vehicles.

4. The more vehicles you have selected the system will automatically  
scale to fit all vehicles on the screen at once. If one of those vehicles 

goes out of the viewable area, the map will scale after the 30 
second timer. 
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5. To focus on one area and stop the map from scaling simply click 
the pause map option, this will hold the map in place and stay 

focused on that area.

1. The live traffic view will show live traffic updates with a detailed 
expaination of the traffic situation for a specific road.

Live Traffic View
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2. As shown here, it will detail the reason, severity, an explaination 
and a scheduled start and end time.
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Views

This guide will show you the views tab, it will show you how to set 
your view, veiw your fleet and view your fleets activity.
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1. Log in to your tracking portal and click the tab in the top left if 
not already open.

2. Here you will find your views menu,
Dual View - Allows you to view a vehicle and the map simultaniously
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3. Fleet View - Allows you to view all vehicles that are tracked in 
your fleet.

4. The activity view will show the activity of any chosen vehicle, 
here you can choose a date and time range and see all activities 

from the chosen vehicle during that date range as well as select any
of the chosen points view where any activity has occured.  
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Out of Hours Usage Reports

This section will show you how to generate out of hours usage 
reports and alerts.
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1. Log into your tracking portal

2. First you will need to set up an alert profile by clicking the Admin 
option on the right and selecting Alert Manager
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3. Name your alert and click the manage profile button

4. In the profile builder, name your profile and click the check box 
for your fleet, then click the Time Range option.
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5. Here you can select the day and time ranges to trigger the alerts 
as well as manage various options for wether outside hours 

journeys are permitted, click save once you have chosen your 
permissions.

6. Once saved return to your Alerts page, you should now see the 
profile you created in the box on the left, select your profile and 

click copy and save. 
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7. Now you have your profile set up, Click on the reports option 
on the right hand option bar and click Out of Hours (Query) at the 

bottom of the list.

8. This will open the report option box, here you can select the time 
and date range you want the report generated for as well as the 

format you want the report in.
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9. Your report will look like this and give you all of the out of hours 
usage information based on the profile you made previously
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Idling Report

This section will show you how to generate idling reports for your 
vehicles.
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1. Log ito your tracking portal

2. Select the vehicle from your fleet list on the left hand side of the 
mapping screen..
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3. Next click on the reports tab on the right and choose the Idling 
report option as shown below.

4. In the pop-up box, enter the parameters you require, such as 
date range, Idling length of time and which format you would like the 

report in and click generate report.
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5. Your report should look like this and show various info regarding 
your tracked vehicle
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Fleet Management +

This section will introduce you to Fleet Management +.
Fleet Management + allows you to manage and view your fleets 

information all in one easy to view place, you can set up parameters 
and notifications on due dates like mileage, MOT, inspections and 

servicing (by mileage or date) for each vehicle in your fleet.
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1. Log into your tracking portal

2. Select the Admin option on the right-hand side then click tools > 
Fleet Management +



3. Next, in the box that pops up, click the configure button as shown 
below, if your fleet isnt showing up in the list, click the show/hide 
tab. You can also set the parameters of the options you want to 

manage and choose to turn on email alerts.

4. To set up a vehicle, find the required vehicle from the list, scroll 
to the right and click the settings icon.

77
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5. In the options box you can set up the vehicle parameters that 
you want to manage, for example MOT due date, Tax due date and 

sevice intervals by date, mileage or time.

6. Once your parameters have been set click the save button. This 
will bring you back to the fleet list. To view your fleet report click 

on the PDF of XLS button to download the report.
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7. The report will look like this and show you all of the required info 
on your fleet like when services or MOT’s are due
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Generating Time sheets

This guide will show you how to generate time sheets for single 
vehicles of your entire fleet.
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1. Log in to your tracking portal.

2. In the options menu on the left click on Reports > Time Sheet 
Report.
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3. A panel will then pop up with a generated time sheet for your 
entire fleet from here you have various options.

4. You can filter the page to show specific vehicles or time ranges 
as well as download the report in .PDF or .XLS spreadsheet 

formats
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Driver Behavior Report

This section will show you how to generate a report on your
driver’s behaviour. This report will show you various driving 

elements like harsh cornering, harsh speeding and  hard braking 
and then generate a detailed report with a mapped trail of your 

drivers behavior. 
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1. Log in to your tracking portal.

2. Select your vehicle from your fleet you want the report on and 
then use the options panel on the left and click Reports > Driver 

Behavior Report
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3. On the pop up you can select your required date range as well 
filter wether you only want negative driving journeys and then 

format you would like the report in. 

4. Once you have selected your options and clicked generate report  
the page below will pop up with all of the journeys for the specified 

date range. Click on a journey to see it in more detail.
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5. In the screen that pops up, this will show a detailed breakdown of 
the specific journey, you can also play back the journey from here 

showing the exact time and location of all of your drivers behaviour.
You can also download a snail trail report via a .PDF file .

6. Your snail trail is a visual report showing exactly where your 
vehicle has been and shows all driving behavior shown on the map.
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7. Attached to the snail trail will also be a text base report 
showing the same journey with date, times, icon, location, speed and 

any behaviour based event.
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Mileage Report

This guide will show you how to generate a mileage report for any 
vehicle in your fleet. 
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1. Log in to your tracking portal.

2. In the options menu on the right click on Reports > Mileage.
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3. Select the vehicle you want the report on and in the option box 
that pops up, choose the date range and format you want the 

report generated from and then click Generate reoprt.

4. Your report will look like this and show mileage broken down by 
date in the range specified.
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Journey Report

This section will show you how to generate a report on your
driver’s journey, it will show you information regarding, journey 

start/end, speed and mileage as well as idling time.
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1. Log in to your tracking portal.

2. In the options menu on the right click on Reports > Journey.
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3. Select your vehicle from your list on the left and in the option box 
choose the date range and format you want the report in.

4. In the page that opens you will see all journeys for your specific 
date range. To generate more detailed information click on one of 

the journeys.
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5. This is the screen that pops up and shows a detailed breakdown 
of the selected journey.

6. You can now play back the journey using the play button shown 
below and also adjust the playback speed 
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7. The green arrow shows at which point of the journey your 
vehicle is currently. Also you can download a .pdf report showing 

the specified journey.

8. Your .pdf report will look like this and show a snail trail of the 
vehicle journey as well as a text based report.
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Today’s Journey

This guide will show you how to generate a report regarding 
a vehicles journey that day as well as show you the vehicles activity 

view.
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1. Log in to your tracking portal.

2. In the view menu on the left click on the required vehicle and click 
the settings cog, in the dropdown select Today’s Journeys.
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3. The screen that pops up will show all of the journeys for that 
vehicle on that day.

4. You can now play back the journey using the play button shown 
below and also adjust the playback speed 
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5. The green arrow shows at which point of the journey your 
vehicle is currently. Also you can download a .pdf report showing 

the specified journey.

6. Your .pdf report will look like this and show a snail trail of the 
vehicle journey as well as a text based report.
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Changing Drivers between Groups

This guide will show you how to change a driver from 1 group to 
another.
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1. Log in to your tracking portal and click the admin option in the 
panel on the right

2. In the otions panel on the right, click on the Manage Vehicles 
option .
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3. The screen will show all of your vehicles in your default group, if 
the vehicle can’t be found here use the Group dropdown menu to 
find the vehicle you want to move, once found click the edit option 

to the right.

4. In your vehicle screen, scroll down and click the Next button.
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5. On the next screen, do the same and click next.

6. When this screen pops up, in the groups section select the group 
you want to remove the vehicle from and click remove, you can also 

have a vehicle in multiple groups if you require.
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3. Once removed, click on the group you want to add the vehicle to 
and click copy.

4. Once copied and your vehicle is is in the selected group, click on 
the save option, your vehicle has now been moved into the required 

group.


