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IMPORTANT NOTE
This guide was created for employees part of a vehicle fleet.
Your account has been configured to answer to a predetermined plan, privileges and access
authorized by your fleet manager. The information is discussed in a general matter and may not be
meant for all users.
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Contacts Module
Contact Tab
This tab contains your general personal information as well as your companies’ address.

=

Account Tab
The account tab will show you the email address, password and role that were assigned to you by the
administrator. If you wish to, you can change your password by clicking the “change password” button.
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Options Tab
Used to see your display settings. You can choose different settings however, note if you unselect “show the
time of the trips”, the duration of your trips as well as your trip time will no longer be hidden and no longer be
visible in the Trip Tab. To unhide the duration, simply reselect it.
Privacy Policy
The “Rights and Access” section will allow you to manage your account in regards to your personal trips.

Vehicle Tab
This tab displays all vehicle associated to your account. If you notice a mistake regarding your vehicle,
please advise your account administrator.

Tax Profile
This tab shows you which tax profile you belong to.
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Vehicle Module
This module contains your vehicle’s information.

=

General Tab
This tab contains your vehicles general information. It was completed by your account administrator.

Leased or Owned

This section holds the general information regarding the lease or purchase of the vehicle as completed by your
administrator.
For information purposes only.
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For information purposes only.

User Tab
This tab contains the current driver’s information such as date and history.

Device Tab
This tab contains which device is associated to your vehicles.

If the device has not been associated, click the “Link vehicle to a device” button. You will be redirected to the
“device” module. From the list, select the IMEI number that matches the one displayed on the back of the
device. Then, click the “vehicle” button and choose from the list.
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Odometer Tab
This section will explain where you update the
vehicle odometer.
The term often-used is “Synchronize the odometer”
so that is may reflect reality. When you update
your vehicle’s odometer it is important to note the
reading, as well as the time and date when it was
taken, because ODOTRACK will perform the
update according to that information. To make
the first update, click on “Update odometer”, and a
window will appear allowing you to enter the
information.

Odometer update
Enter the odometer’s reading, as well as the date and
time and click “Next”.

2

1

Otherwise, choose whichever of the three options is the
most appropriate to your needs. The most commonly
selected option is “Prorata Auto Fix”. This option will
create two trips based on the business/personal
percentage that you made since the last odometer
update.

4

At the first update, only the option “Force
Synchronization” is available.

5

3

6

All odometer updates will be saved under “Odometer History” (6). It is also possible to delete the last update if you
notice an entry error.
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Taxation Tab
In this tab, you will find the tax profile chosen by your employer. This is also where you can customize the
mileage reimbursement, if different from the maximum allowed by the government.

Trip Module
This module contains all of your completed trips. Note that privacy is automatically on when creating a user
account. Personal trips, unless the user has agreed, will not be visible from the administrator or manager’s
account.

=

TOOLBAR
The toolbar is mainly used to make changes to multiple trips. If you only need to make a change to one trip, it is
faster to click on the field of the relevant column and make the change. To select which trips will have a change
apply to them, you can make your search easier by using the options in the selection bar.

Add: First icon - Used to add trips. Even though the trips are automatically transferred to this module,
sometimes one or more trips must be added manually for certain reasons: either the device has a low battery
and is unable to save a trip or the device was not in the vehicle at the time of the trip, for instance.
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To add a trip, you must click on
the first icon; a window will
appear allowing you to enter the
information for this trip. For your
convenience, it is also possible to
use your “favourites” ,
icon to the right of the departure
and arrival address.
(1)

Reason for the trip

If it is a “round-trip”, simply click on “Add return trip” (1) before saving. Note that it is not possible to see the
route of an added trip.
For most icons, to make a change to a trip, click on the square to the left of the relevant trip(s) and select the
desired icon.

Update: 2nd icon - Allows the addition of one or
more trips. Select the trip(s) and click on the icon. A
window will appear allowing you to make all the
necessary changes, except the duration and the
distance travelled.

Reason for the trip

Delete - Used to delete one or more selected trips. A window will appear to confirm deletion.

Restore - Used to restore trips deleted by
mistake.

To restore one or more trips, you must select the “Active – No” option located below the toolbar and
your deleted trips will be displayed. You may now click on the “Restore” icon. Select the “Active – Yes”
option to return to your active trips.
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Update Comments - Used to edit or enter a similar comment for the selected trips. You must select the
trips that require an update or that have been updated, then click on the icon. A window will appear
allowing you to enter the information and save.
Set type - Used to change the type of trip from business to personal or vice versa. Just select the trips to
be changed, then click on the icon and select the type of trip you want.
Set Vehicle - Used to change the vehicle. Just select the trips to be changed, then click on the icon and
select the vehicle you want.
Set Driver - Used to change the driver. Just select the trips to be changed, then click on the icon and
select the driver you want.
Merge - Used to merge two or more consecutive trips of the same type into a single trip. Just select the
trips you want to merge and click on the icon. If the trips are not of the same type (business or personal),
a window will appear asking you if you want it in business or personal mode or to cancel. The merged trip
will be identified with a triangle to the left of it.

Clicking on the triangle will show the merged trips. You will notice that the original information about the
merged trips has remained intact.

Un-merge - Used to cancel a merge. Click on the trip you want to un-merge and then click on the icon.
The cancellation is done instantly and the original trips appear.
Split Trip - Used to divide a trip in two based on a number of
kilometres. You have to select the trip you wish to split and
click on the icon. A window will appear allowing you to enter
the distance at which you want to split the trip.

It is also possible to split a trip with the 15th icon, “Detailed itinerary”, or with “View on map”. Click on
the icon or the map to the right of the trip to split. A window will appear to show you the itinerary, point
by point.

PAGE 10

USER’S GUIDE

(1)
First, click on “Show Markers” (1). It is possible to
enlarge the image by using the zoom to the left of
the map to better target where to split. When it is
found, click on the point, and a window will appear
allowing you to view it with “Street view” (2), on a
more detailed map, or split it.

(2)
(3)

Click on “Split” (scissors icon) (3). Be careful, trips
are split instantly without asking for confirmation.
Now, there are two trips instead of one.

Export to Excel - Used to automatically save a report in Excel format. Simply use the selection bar to get
the trips to be exported to Excel. Unlike other icons, you don’t have to click the square to the left of trip
because they are automatically selected. After you have made your selection, click on the icon to save
your report in Excel format.
Charge - Used to produce a report for charging travel expenses. After selecting the trip you want to
charge, click on the icon. A window will appear to indicate the kilometric rate to be charged, excluding
personal travel (by default) and the option to round up trips to the nearest kilometre.
By clicking the “Charge trips” button, you will get a travel expenses report that you can save and print out
to attach to your invoice.
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Export in KML format - Used to display the itinerary, point by point, of the selected trips via Google Earth.
Before exporting, you must download the software at the following address:
https://www. google.com/earth/. After selecting the appropriate trips, click on the “Earth” icon, then
click on the link that will be displayed (usually at the bottom of the screen on the left side) and click on
the trip or the point you want to show in Google Earth.
Detailed itinerary - Used to display the
itinerary, point by point, of the selected
trips. A maximum of 10 trips can be
traced simultaneously. After selecting
the related trips, click on the “Detailed (1)
itinerary” icon. A window will appear
showing you the itinerary of each of the
selected trips. On the left of the map, you
will have the summary of each trip and
the colour matching the itinerary. To
display the detail of a trip, simply move
the mouse pointer over it.

It is also possible to uncheck one or more trips to better analyze them. You can also click on “show
markers” to display particular points and use the options shown in the window. If the points do not
appear, click on “show markers”. For more information about these options, see the “Split” icon.
Show/hide columns: Used to show or hide columns as needed.

Unknown destinations: Used to quickly
see the frequently visited and
unidentified destinations that are
grouped by destination, by displaying
them in descending order, allowing you
to quickly view a trip and/or create a
favourite.

By clicking on the icon, a window will appear, listing the destinations. To help identify the destination,
simply click on the map to view it using “Street view” or on the star to save it as a favourite. To learn more
about favourites, see the FAVOURITES module.
Refresh view: Used to update the data.
Actions: Contains the features of all icons.
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STATISTICS AND SELECTION (TRIPS) BAR

Used to optimize the selection based on different criteria such as:
• Choice of one or more vehicles
• Type of trip, all, business or personal
• Active trip yes/no
• Trip status
• Comments (name, company, etc.)
• Period (week, day, month, etc)
• Start date and end date
• Advanced filter (specific hours, days, start or end of day)
PERIOD BAR

Shows the information of the selected period or the start and end date.
SELECTION BAR (PAGES) AND FILTERS

Indicates the number of trips per page, the number of pages and the option to move from one page to another
or to select a specific page.
TITLE BAR

Used to sort columns. Click once for an ascending sort and click twice for a descending sort.
TRIPS SECTION

This is where all the trips made are transferred.

Elantra
Elantra
Elantra

You can also make changes on a specific trip directly. Simply click on the relevant column and enter the
new information.
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Expense Module
This module contains all eligible expenses for the purposes of vehicle taxation as well as for entertainment
and other expenses. You can enter all or some of your expenses, depending on the rights that you have been
granted.

=

NOTE: It is also possible to have an administrator or manager be responsible for entering all or some of the
expenses related to a vehicle (in case the vehicle belongs to the company, for example) or other fees for which
a refund is requested.
As with all modules, there are several ways to enter, modify or simply view the data.
(1)
(2)

Let’s begin with the icon toolbar. The majority of icons are mainly used to make bulk changes. You can select
all of your expenses by clicking on the square to the left of each expense, then clicking on the appropriate
icon. Note that the Update icon does not appear when this is done, and that the “Actions” button contains all
the icons’ features.
The icon toolbar below allows you to make various searches by:
• Date
• Day(s), week or weekend (using the filter)
• Vehicle
• Driver
• Type of expense
• Comments
• “Add” button that displays a row for quickly adding an expense with taxes.

Add: First icon - Used to add expenses. By clicking on it, a window will appear allowing you to enter an
expense. In addition to allowing you to enter various information for an expense, it is possible to enter
recurring expenses based on a number of occurrences or an end date.
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By selecting “Recurring expense”, you
can choose among the options offered.
Note that when you save, the window
remains open showing the last selected
information, allowing you to quickly
enter other expenses such as a series
of fuel receipts, for example

Update: 2nd icon - Used to update the information related to an expense. You must click on the square to the
left of the relevant expense, then click on the icon. A similar window as shown above will appear with the
expense information. Make the necessary changes and save.

Update directly on the expense field: It is possible to make changes simply by clicking on the relevant expense
column and editing the information.
Some columns offer an input field, others a drop-down menu or a suggested choice in a new window.
For icons 3 to 17, the procedure is the same. To edit one or more expenses, you must click on the square to
the left of the relevant expense(s) and then click the icon corresponding to the change you want to make.
Delete - Delete the selected expenses.
Set date - Change the selected expenses’ date.
Set vehicle - Edit the vehicle assigned to the selected expenses.
Set driver - Edit the driver assigned to the selected expenses.
Set type - Select or change the type of expenses.
Set payment method - Enter or edit the payment method of the selected expenses.
Set amount - Edit the amount of the selected expenses.
Set supplier - Edit or enter a supplier for the selected expenses.
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Set order - Edit or enter an order number for the selected expenses.
Update comments - Edit or enter a single comment for all the selected expenses.
Update approval status - Approve or disapprove changes made to the selected expenses.
Export to Excel - Automatically save a report in Excel format with the criteria you have selected.
Show/Hide columns - Show or hide columns according to your needs.
Refresh view - Update the data.
Actions button - Contains all the features of the toolbar icons.

Management and tax reports Module
This module is divided into the following 4 sections:
Left side section:
5 Management reports
5 Tax reports

Right side section:
5 Customized selection according to the type of
report requested
5 Description of the requested report

=

When a report is selected, a window will appear to the right enabling you to customize the report before
displaying or downloading it.
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Management Reports
Trips (Mileage logbook):
Report by Vehicle:
1

2

3
4
5

6

7

1

Time period: Select the desired time period

2

By vehicle: To make a selection of one or more active and/or archived vehicles, you must click the “vehicles”
button and select the proper vehicle.

3

Report View:
• Detailed: Displays all trips based on the requested selection.

• Summary: Displays the total kilometres travelled per month, according to the requested selection.

4

Type: All, business or personal
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5

Show the time of the trips: This pertains to the start and end times, the duration of travel, and the time spent
stopped (downtime). There are two places where you can check or uncheck this option. The first is in the
Contacts module (under option) and the second in the Reports module (under trips, mileage logbook).
During a government audit, it would be important to uncheck this option BEFORE printing the logbook to
submit as evidence, since it is not a government requirement.
Note: If you uncheck this option, the trip times will no longer appear in the Trips section and the duration and
stop columns will no longer be visible. To display the time again, go to the Contacts or Reports module and
check the option.

6

View / download: you can visualize your reports onscreen or save them to download and print later. Some
reports can be exported to Excel or PDF format.

7

History: Used to see the history of the reports you asked in the last 48 hours. Click on the icon on the right
to download.

Reports by favourites: This report gives you the ability to group by favourites (recurring destinations). This
enables you to quickly analyze the time spent at each location (personal or business)
NOTE: Make sure you have created or imported your favourites before requesting this report. For more
information about reports by favourites, please refer to the Favourites module.

Favourites (2 choices): All of them or a selection. If you
choose to manually select one or more favourite(s), a
window will appear for you to enter it. More than one
favourite can contain the same word, character or basic
description. In such case, a list of favourites containing
these words will appear.
To add or remove favourites, simply click on the “

” sign next to

a favourite, or click the “Select all” button, then press “OK”.
You can also view your favourites by clicking on the star icon.

Report by province / state: The mileage logbook combining trips by province or state.
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Expenses:
Expenses Report: This report only contains expenses pertaining to your vehicle. It enables you to sort the
expenses by vehicle and by type of expense. When a detailed report is requested, it is shown by month. If a
summary report is required, the expenses are combined for the requested period.

Expenses statement report:
Presented differently, as a spreadsheet
containing vehicle expenses.

Employment expenses report: Similar to the expenses report, it includes, in addition to expenses related to the
vehicle, allowable employment expenses such as meals, lodging, supplies etc. When a detailed report is
requested, it is displayed by month. If a summary report is required, expenses are combined for the requested
period.
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Tax reports
The tax reports meet government standards and are updated annually or when changes occur during the year. For
each tax report selected, you will find to your right, one or more links directing you to government websites.
The reasonable allowance report: By default, it displays the rates in effect for the current year (as determined by
your employer).
Taxable benefit report: The rates are updated every year and are used to validate with a single click, the
taxable benefit report for the right to use and cost of operations, whether for a purchased or leased a vehicle.

Favourites Module
The Favourites module lets you automatically generate a comment for a known destination. To create a
favourite, you need a destination address and the name of the destination (company, client). It is also possible
to add options to a favourite to optimize management.
There are three (3) easy ways to create favourites:
• From a completed trip;
• Directly in the Favourites module;
• Import them from a data base (csv format).

Legend:
Non-existent favourites
Applied favourites – created from your
account
Applied edited favourites (different from the
saved value)
Applied favourites created by another user.
These favourites can only be modified by
whoever created them, unless you have the
permission to do so.

Create a favourite form an existing trip
In the Trips module, select the trip from which you want to create the favourite by clicking on the white star to
the right.

=
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The following window will appear and the pin in the middle indicates the destination.

1

2

a

4
5
2
3

b

Reason for the trip

To create a favourite:
1
2

3

Confirm the position depending on the destination.
Confirm the radius (suggested minimum is 250 metres).
a
Increase it or decrease it according to your actual destinations,
b
Move it directly on the map so that it points to the targeted destination by clicking on the pin with the
left button of the mouse, holding it down and dragging it to the right location.
Enter the description of the visited place in the “Comments” field.

In this step, you can save your favourite for this trip and subsequent trips. In order to add details to the
favourite, you can also fill the following fields:
4

Logbook address: Allows you to enter the destination address the way you want it to appear in the Trips
module and in your reports. If you leave it blank, the Google or Yahoo address format will be applied
depending on which one you have selected.

5

Define a departure address: This option lets you create a favourite based on a start and end address. It is
frequently used to record trips between home and the workplace (and vice versa) so that they will be
considered personal in order to comply with government tax law.

By clicking the “Define a departure address” button, a window will appear to let you enter the address. It is also
possible to enter a “Logbook address” in this space.
In the “Departure” field you must enter the starting address, 5a (see next page) then point the mouse cursor to
the “Comments” field to locate the destination. If it is recognized, a pin will appear to the right of the field and
instead of seeing a radius on the map, you will be able to see point A (start address) and point B (end address).
You can enter the description of the visited place in the “Comments” field.
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5a

6
7
8
9
10
11

By default, the favourites apply to all vehicles created in the account since the trips of uninvolved users are not
affected. It greatly simplifies management when there are changes to be made to the vehicles. However, you
can also select one, some, or all vehicles.
6

Place Suggestion: When the destination is close to sites known by Google Place, these are displayed in a
drop-down menu to allow you to choose. If more than 10 companies are in the same radius, only the first 10
will be on the list.

7

Comments: This field is used to identify different destinations, manually or by using the favourites. It also
lets you enter a note or a comment for a particular trip, whether it’s a favourite destination (customized
favourite for a trip) or not.

8

Active: For a favourite to be displayed, it must be active. It is however possible to make it inactive instead of
deleting it.

9

Default trip type to: In addition to creating a favourite for a destination, it is possible to define, through the
favourite itself, whether it’s a business or personal trip.
By forcing the trip type to business or personal when a favourite is created, this selection overwrites the
selection of trip type made on the device itself.

10

Apply favourite to existing trips: It is also possible to apply a favourite to existing trips by checking the
appropriate box and selecting the date on which you want to start.

11

Notification active: When this feature is enabled, the selected users will receive an email advising them
when the vehicles reach the favourite’s destination. By clicking “Yes”, you have the possibility to enter two
users. However, the users’ accounts must have been created first.
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Edit a favourite from the “Trips” module

Select the trip associated to the favourite you want to modify, click on the “Update” icon or click on the star
at the right.

Create your favourites from the Favourites module
If you have the details of the destinations you would like to save as a favourite, simply click on the Favourites
module and then on the icon at top left.

The

“Add favourite” window will appear allowing you to enter the required information to create the
favourite. The procedure is the same as for the creation of a favourite from an existing trip with the
exception that the destination address is not yet known. You must therefore enter the address and click
in the comment field to confirm it.

If the address is recognized, a radius will appear at the destination’s location. You can then customize your
favourite. If the radius that appears does not match the address entered, confirm the address and enter it
again. If the address is not recognized, a message will indicate that it is invalid.
Edit a favourite
There are several ways to edit a favourite:
Fig (a) Click on the “Edit” icon to the right of the favourite.
Fig (b) Select the favourite by clicking on the square to the left of the favourite, then clicking on the second
icon at the top left.

Fig (a)

Fig (b)
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The “Modify favourite” window will appear allowing you to make the necessary changes.

From the favourites list, the following changes can be made simply by clicking on the relevant column. You will
need to confirm:
•
•
•
•

Logbook address
Comments
Active
Trip type

Delete one or more favourites
To delete a single favourite, click on the trash can to the right of the favourite. (1). To delete multiple trips
simultaneously, check off the squares at the left and click on this icon
(2) or use the filter (funnel on the
right) (3).

(2)

(3)

(2)

(1)
A window will appear asking you to confirm deletion. Click on the option
of your choice.
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