
SECTION 2: CREATE FLEET 
 
 
 

TRANSACTION TYPE SELECTION: 
 
 
Create Fleet: Select to enter fleet name, customer contact name, contact number and 
email address.  Manager name, number and email address can also be added at this 
 time. Multiple fleets can be created.  (Vehicles will be added to the fleet later using 
Maintain Fleet task from the Main Menu.)  
 
To begin the transaction, select Create Fleet.  Click Next.  
 
 

 
 
Enter customer contact and manager contact information. Up to two customer and 
manager contacts can be entered.  
 
Provide accurate email addresses.  Renewal notices will be electronically generated and 
sent to the emails provided.    
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You will receive the following error messages if a contact’s email address field is left 
blank: 
 
 

 
 
 
 
Or  if the two emails entered for the contact don’t match: 
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Verify that all contact information is complete and accurate.  
 
Select Create Fleet. The fleet information that was entered will display.   
 

1/2012 Section 2: Create Fleet Page 3 



 
 

 
 

Select Create Fleet Confirm or Edit Info to change information.   
 
 

 
 

 
Receive Fleet Completion Confirmation 
 
Return to Menu.  Select to return to Main Menu and continue processing or log off. 
Repeat steps to create additional fleets.   
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