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Have a question or need more information? 

Please contact your Enterprise Fleet Management Representative. 
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This guide helps provide a brief overview of the general “Add Person” layout. The page allows you to view contact information and assign user roles for the EFM Customer Website. 
 

1. Click “Add Person” in order to add a person to the People page. 

 
 

 

 
2. To check if they are already in the Enterprise Fleet Management system, enter their name or email in the search field. 
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3. The email address entered is used as the employee’s username for logging into the site. 

4. At least one role must be selected for the new user, but multiple roles can also be assigned. 

5. D' river Users' have access to log in to the website and view information for only the vehicles to which they are assigned. 

6. The role 'Driver No Access' allows the contact to be assigned as a driver on vehicles via the website and allows Administrator users to send the drivers email alerts for 
their assigned vehicles. However, the 'Driver No Access' user is unable to log on to the EFM website. 

7. 'Mobile Preferences' grants access to the Enterprise Fleet Management mobile application and can be set to push notifications or disable the application while the vehicle is in motion. 
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This guide helps provide a brief overview of the general “Dashboard” layout throughout the customer website. Here you will see the high level features and navigation 

options to help you find important information quickly. Below are a few sections that highlight these functions: Navigation, Charts and the Dashboard. 

 

SECTION 1: NAVIGATION 

Here in the navigation, you will be able to jump to any of the top level dashboards (i.e. Dashboard, Maintenance, Driver, People, etc.) as well as view important alerts, 

new features or view additional account information. 

 
 

1. User Menu: Change your password or logout of your session. 

2. Alerts Badge: Displays count of active alerts with dropdown menu. 

3. Change Company: Specific user account roles assigned to master accounts will be able to navigate to sub accounts within their structure/hierarchy. Not 
applicable for standalone accounts. 

4. What’s New: Displays updated information on new/upcoming features. 

5. Display Sub Customer Fleet Checkbox: Specific user roles assigned to master accounts have the choice to see all account data for accounts within their 
structure/hierarchy or just the master account. Not available for standalone accounts. 
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SECTION 2: CHARTS 

The chart library provides a variety of ways to view the status of your fleet. Charts include options such as Fuel YOY Total Spend, Fleet Mix, Maintenance and many more. You 

can easily customize and update your dashboard to feature the information you want to see. These charts are also available to use on all of the top level dashboards. 

 

6. Chart: Specific data focusing on many different areas of your fleet. 

7. Chart Library: Select from a variety of available charts. 

8. Chart Detail: Select from available charts in the library to display detail. 
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SECTION 3: FLEET SUMMARY 

The Fleet Summary report provides a top level view for your entire fleet as well as the ability to jump to either the Vehicle Details page (which provides in-depth information for a 

unit) or the Driver Details page (which provides information regarding the driver for all units they are or have been assigned to). Customize the layout of your grid by moving, adding or 

removing columns. Your settings will be saved for the future log-ins. 

 

Fleet Summary Section 

9. Report Timeframe: Select timeframe of data you would like to view. 

10. Download: Export grid data in Excel, PDF and CSV formats. 

11. Search: Dynamic search enables search based on any data in grid. 

12. Column Adjuster: Add/Hide columns available on the grid summary to customize your view. Columns can also be 
moved individually by clicking and dragging. Any column can also be sorted in ascending/descending order. 

 
 

 
 
 

Have a question or need more information? 

Please contact your Enterprise Fleet Management Representative. 

Add additional columns or ones 

that have been hidden previously. 
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This guide provides an overview of the Vehicle Details page for each unit. On this page you will be able to view information regarding your lease, detailed 

activity of all the events for that vehicle, assign drivers, create/apply custom descriptors as well as view/update mileage and more. 

 

 

1. Unit ID: Unique vehicle identifier for a vehicle assigned by EFM. 

2. Customer Vehicle ID: Vehicle identifier for any unit created and 
assigned by you. This can also be edited online. 

3. Vehicle Descriptors: Create additional vehicle labels/categories with 
assigned values for a vehicle. 

4. Driver: Assigned driver to a specific unit. You can also assign a new 
driver or create a new one. 

5. Vehicle Information: Detailed information related to your vehicle. 

6. Vehicle Activity: History of all events related to the vehicle 
(e.g.: fuel, maintenance, citations, etc.). 

7. Registration: Year/Make/Model/Series as well as licensing 
information 

8. Vehicle Location: Physical address of your unit. This can also be 
updated online. 
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9. Current Mileage: View the most recent mileage captured. 

10. Add: Create a new mileage entry 

11. Edit: Edit a previous mileage entry 

12. Lease Details: General Lease Information 
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Vehicle Descriptors can be added as tags to identify each vehicle in the fleet. These descriptors can help track accounting codes, job sites or any other item a 

customer needs to identify on a per unit basis. 

 
CREATING AND EDITING VEHICLE DESCRIPTORS: Only Users with Administrator roles can create or edit descriptors. 

 

1. Vehicle Descriptors can help display additional identifying information about a vehicle and are defined at the master customer level and cascade down 

to sub-customers. 

2. Add/Edit brings up a new screen opens to enable users to add, change or update Vehicle Descriptors. 

3. Edit a label heading or add values for a label, click “edit” next to the label of your choice. You can drag the labels to reorder them. 

4. +Add Label to create new descriptor. 
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UPDATING VEHICLE DESCRIPTORS: Users with Primary Fleet Contact, Secondary Fleet Contact or Administrator roles can perform updates. 

 

5. Dropdowns will appear for each of the vehicle descriptors and you can choose a value from within them 

6. Save when all selections are complete. 

7. + from the top right corner of the grid to add Vehicle Descriptors. 
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8. The Vehicle Descriptor column will be added at the far right of thegrid. 

9. By hovering over the column and selecting the down carrot, columns can be used to sort the 

grid, pin left or pin right. You can also move by dragging and dropping. 

10. New Columns are included in the downloads 

 
 
 
 
 

 
 
 
 

Note: Grid configuration changes, such as re-ordering or hiding columns, are saved based on the customer and the user who’s logged in. This means these 

changes do not save for EFM employees because they view all customers. EFM employees can view the configuration format the customer’s Primary Fleet 

Contact is using by clicking Switch to Customer View in the dropdown menu under the employee name in the top right hand corner of the web page. 
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1. Search limits the results displayed on the screen. 

2. Define descriptors individually using the vehicle specific dropdown. 

3. Define descriptors to all vehicles using the label dropdown in column header. 

 

 

 
 
 
 
 
 

Vehicle descriptor values associated with vehicles at the time a billing charge is finalized are tagged to that billing charge detail and are part of the billing data  

on the website. 

Important: Vehicle descriptor labels and values cannot be deleted once saved to support historical reporting. 

Note: If you edit the vehicle descriptors value for descriptors already associated with vehicle (s), all changes will apply to all vehicles. For example, if 20 

vehicles are in the label of “Region” and have the value of “East” as the vehicle descriptor value and a user edits that value to from “East” to “Eastern”, all 20 

vehicles will be changed to “Eastern”. 
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Enterprise Fleet Management offers an interactive version of your monthly statement on our website. The online version of the statement provides detailed billing 
information plus additional visibility into certain types of charges. Formatting can be adjusted based on preference, and the detailed billing information can also be easily 
downloaded in your preferred file format (such as Excel). 
 
To view and manage billing data, navigate to Billing → Statement. 
 
Note: Billing navigation is only available at the master customer level or at a sub-customer level which has items billed to it. 
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WEBSITE STATEMENT DETAIL: 

 
Vehicle Descriptors can be added as tags to identify each vehicle in the fleet. These descriptors can help track accounting codes, job sites or any other item a 

customer needs to identify on a per unit basis. 

 
1. The Bill-to account drop-down menu provides easy navigation between different accounts to display the appropriate billing detail.  
2. The Statement Date drop-down provides the ability to view billing history for the designated billing period. Once the date is selected, the summary grid will update with that month’s 

billing detail.  
3. Click Download to generate a PDF copy of the Statement for the selected period.  
4. Click Download Remittance Coupon to generate a PDF copy of the remittance coupon for the selected billing period. 
5. The View hyperlink will navigate users to the corresponding detail page for each Account type (listed below). Sections will only be displayed if applicable to your unique billing 

circumstances. 
i. Monthly Invoice: All balances related to monthly invoice charges (including previous and current month charges), payments, adjustments, and the total amount due.   
ii. Lease Prepayments: Prepaid lease activity that occurred within the designated billing period.   
iii. Unapplied Payments: Payments received but not applied (partially or fully) to charges invoiced on an account.   
iv. Out of Cycle Invoices: A listing of charges that were collected upfront between billing cycles. 

6. To sign up for AutoPay, use the Sign up for AutoPay now! option. Follow the instructions listed in the on-screen prompt to easily enroll.  
7. Additional payment options are listed under Payment info.  
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MONTHLY INVOICE DETAIL: 

 
1. The Summary provides a brief overview of the different components that make up the Monthly Invoice balance owed.  
2. Balance Detail provides a detailed view of all items billed within the selected billing period. 

i. Filters and toggles are available to assist with viewing transactions by charge type. 
ii. Vehicle Descriptors can be added as tags to identify fleet vehicles with unique identifiers. These descriptors can help track accounting codes, job sites, or any other 

descriptors needed to classify charges on a per-vehicle basis. 
3. Pending Items display billed charges finalized by Enterprise Fleet Management that are not yet consolidated on the monthly statement. These charges are anticipated for next 

month’s statement. This view does not include pending recurring monthly charges. 
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This guide helps provide a brief overview of how to change the driver of a v e h ic le . 

 
Changing a Driver: 

 
1. Current driver is displayed in the driver section of the vehicle details screen. 

2. A user can update the assigned driver by selecting ‘Change’ next to the driver’s name. 

3. The current assigned driver is displayed at the top of the screen. A list of available drivers is listed below. 

4. Users can search for a driver using the search bar. 

5. To select a new driver, click the button next to the driver’s name. 

6. Click next to advance or cancel to be taken back to the vehicle details page. 
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Select Vehicle Garage Location: 

1. The available addresses for a driver are displayed, both home and work. You can toggle between the addresses. Tax location will update as needed. 

2. Taxing location is set according to city and zip code rules. Tax location can affect lease rent. 

3. You must specify a taxing location before proceeding to save the data. 
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HOW TO VIEW ALERTS 

This guide helps provide a brief overview of the alerts functionality. Alerts functions like an inbox. You will be able to view alerts, see alert history, mark alerts as 

read and unread and update subscription information for non-administrators and administrators. 

 
1. Click 'Alerts' to access the drop down menu. The red bubble indicates how many unread alerts you have. 

2. See All Alerts takes you to a list of your alerts in an in-box format. 
 

3. Edit Settings takes you to the Settings/Alert Subscription page. For more details on subscriptions, see page 22. 
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4. Edit settings is a link to access the Alerts Subscription page to change alert preferences. See next page for more detail. 

5. Status is changed to read once the alert has been viewed. 

6. The status can be adjusted by clicking the checkbox along the left side and changing mark selected as dropdown to the desired option. 

7. Download a list of Alerts to CSV, Excel or PDF. 

8. Show Dismissed allows to view alerts that were previously dismissed. 
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ALERT SUBSCRIPTION: AVAILABLE USER ROLES 

 
Alert settings are based on the role(s) assigned to a user. 

• Driver User or Driver No Access roles only receive alerts for the vehicle(s) they are listed as driver contacts for on the website 

• Administrator user will have an additional option to set email alerts for all drivers.. 

• Users with any additional roles will receive alerts for all units within their area of responsibility. 

 
 
 
 

ALERT SUBSCRIPTION PAGE: 

Website users can set their Alert Subscription preferences via this screen. The roles assigned to each user dictate the options available on this screen. 

 

9. Edit Settings from the Alerts drop down or the alerts page navigates to the Alert Settings/Subscription page. 

10. By checking the box next to Website/Mobile, you are choosing to receive an alert for this subscription. 

11. By checking the box next to Email, you are choosing to receive an alert to your email inbox. 

12. The email address that will receive the alerts is identified at the top of the screen. 
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ALERT SUBSCRIPTION PAGE: LEVELS OF SEVERITY AND MILEAGE ENTRY REMINDERS 

Website users can set their Alert Subscription preferences via this screen. The roles assigned to each user dictate the options available on this screen. 

 
13. Some subscriptions allow users to set alerts based on level of severity such as Lease Renewal, Registration Renewal and Oil Changes. 

* Description of each level of severity is listed within the subscription 

14. If an Administrator wants all driver users to get email alerts, they can check these boxes. Driver users do not have the ability to override this setting. 

15. Administrators can send alerts to remind drivers to enter their mileages. 
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ALERT SUBSCRIPTION PAGE: CUSTOM ALERTS 

Only available to Administrator role users. Can be used to send alerts to users outside of the standard subscriptions. 

 

16. Custom Alert is a one time alert that you can send 

17. Fill in the Message box with custom alert message. 

18. Send Now to complete and send the alert. 

19. Scheduled Custom Alert is a reoccurring alert 

20. Fill in the Message box with custom alert message. 

21. Establish recurrence of alertmessage. 
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Data and reporting are available for current leased units 

only and can be accessed via the Customer Home Page 

under the My Fleet portion of the menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Values provided are per IRS guidelines specific to the employment tax treatment of fringe benefits as referenced in IRS Publication 15-B: Employer’s Tax Guide 

to Fringe Benefits. 
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There is a link to IRS Publication 15-B: Employer’s Tax Guide to Fringe Benefits on the screen and also included on the Excel Report download. 

https://www.irs.gov/uac/about-publication-15b 

 

http://www.irs.gov/uac/about-publication-15b
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Data is based on unique Vehicle / Driver Name / Driver Start Date / Driver End Date c om b ina t i on s 

• Each row is a unique combination. 

• This allows for tracking of a single vehicle with multiple drivers and multiple vehicles for a single driver. 
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Applicable disclosures and references to this IRS publication for each applicable column are included at the bottom of the Website page as well as  

on the Excel Report download. 
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ACCOUNTING PERIOD START DATE 

Can be January based on a calendar year or based on a Special Accounting Period using either November or December of the previous year per IRS guidelines. 

• November through October 

• December through November 

• January through December 
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VEHICLE QUALIFIED 

Customer has the ability to include or exclude a specific Vehicle for purposes of determining “Cumulative Taxable Benefit”. 
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VEHICLE IN SERVICE DATE 

The first date the Vehicle is available to any employee for personal use. Corresponds to “Delivered to Customer Date” per EFM Lease Schedule. 

 

VEHICLE OUT OF SERVICE DATE 

Date EFM takes possession of the Vehicle and the vehicle is no longer in Leased Unit status. 

 

DRIVER START DATE / DRIVER END DATE / DRIVER DAYS IN SERVICE 

Period of time Driver is assigned to the Vehicle. 

 

ANNUAL LEASE VALUE TERM START DATE 

Date that can be used for purposes of determining the FMV of the Vehicle. This date is defined and updated in one of three ways: 

1. The initial “Annual Lease Value Term Start Date” will be the same date as the “Vehicle In Service Date”. 

2. The Date can be updated to January 1 of the Calendar Year of transfer when there is a Driver change. 

• If the Special Accounting Rule is not being used, this date will always be January 1 

• If the Driver change happened on May 15, 2017 the “Annual Lease Value Term Start Date” will change to January 1, 2017. 

• If the Special Accounting Rule is being used, the date will be updated to the first day of the Special Accounting Period in which the Driver change occurred. 

• If the Special Accounting Period starts on November 1 and the Driver change happened on May 15, 2017 then the “Annual Lease Value Term Start Date” can 

change to November 1, 2016. 

 

3. The Date can be updated to January 1 following the fourth full calendar year of the Vehicle / Driver combination being in service. 

• If the Special Accounting Rule is not being used, this date will always be January 1 

• If the Vehicle’s fourth year ends on May 15, 2017, the “Annual Lease Value Term Start Date” will change to January 1, 2018. 

• If the Special Accounting Rule is being used, the date will be updated to the first day of the Special Accounting Period that starts immediately before the January 1 

date. 

• If the Special Accounting Period starts on November 1 and the Vehicle’s fourth year ends on May 15, 2017 then the “Annual Lease Value Term Start Date” can 

change to November 1, 2017 rather than January 1, 2018. 

 
ANNUAL LEASE VALUE TERM START DATE - INPUT 

Actual date used as determined by the Customer for purposes of determining the FMV of the Vehicle. 

• While the calculated date as previously defined is the suggested “Annual Lease Value Term Start Date” per IRS guidelines, the customer has the option to self-select 

and input the actual “Annual Lease Value Term Start Date” they want to use for purposes of determining the FMV of the Vehicle. 
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VEHICLE FAIR MARKET VALUE - SAFE HARBOR VALUE 

Value that can be used for purposes of establishing the FMV of the vehicle. Calculated as of the “Vehicle In Service Date” using the Manufacturer’s Invoice price (including 

Options) plus 4% per IRS guidelines. 

 

OPTIONS 

Capitalized and Billed AME as of the “Vehicle In Service Date” per the EFM Lease Sc hedul e. 

 

FAIR MARKET VALUE - RETAIL VALUE 

Black Book Retail Value as of the “Annual Lease Value Term Start Date”. Value can be used when there is a valid 

Driver change or at the end of the previous 4 Year Term as defined for purposes of calculating the appropriate 

“Annual Lease Value”. 

 

FAIR MARKET VALUE - INPUT 

Actual FMV of the Vehicle as of the “Annual Lease Value Term Start Date - Input” as determined by the Customer for 

purposes of determining the “Annual Lease Value” of the Vehicle. 

• While the calculated “Vehicle Fair Market Value” as previously defined is the suggested “Vehicle Fair Market 

Value” per IRS Safe Harbor guidelines, the customer has the option to self-select and input the actual 

“Vehicle Fair Market Value” they want to use for purposes of determining the “Cumulative Taxable Benefit” of 

the Vehicle. 

 
IRS ANNUAL LEASE VALUATION 

Annual Lease Value based on the “Fair Market Value - Input” as determined by the IRS published Annual Lease 

Value Table (right). 

 

IRS PRORATED ANNUAL LEASE VALUE - CALCULATED 

Annual Lease Value that can be used if a Vehicle is provided to an employee for a continuous period less than an 

entire calendar year or Special Accounting Period per IRS guidelines. 

 

IRS DAILY LEASE VALUE - CALCULATED 

Lease Value that can be used if a Vehicle is provided to an employee for a continuous period of less than 30 days 

per IRS guidelines. 
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ANNUAL LEASE VALUE - INPUT 

Actual Annual Lease Value used as determined by the Customer for purposes of determining the “Cumulative Taxable Benefit”. 

• While the “Annual Lease Value” can be either the lower of either the “IRS Annual Lease Valuation”, the “IRS Prorated Annual Lease Value” or the “IRS Daily Lease 

Value” as previously defined, the customer has the option to self-select and input the actual “Annual Lease Value” they want to use for purposes of determining the 

“Cumulative Taxable Benefit” of the Vehicle. 

 

TOTAL MILES / BUSINESS MILES / PERSONAL MILES 

Miles driven, both Business and Personal, by the respective Driver as input by the Customer into the EFM W ebs it e . 

• Mileage data is per activity entered via the Website or Mobile application only. 

• Corrections to Mileages can be made to individual vehicles on the Vehicle Details screen referenced on page 8 and 9 or on the mobile application. You 

can Bulk Update mileage by navigating to the Mileage Summary grid from the My Fleet drop down and selecting the Bulk Update tab (below). 

• Mileage activity per month can be viewed by navigating to the far right of the Website screen. 

• The effective month used when inputting mileage will dictate the month that it is reported in via the Taxable Benefit tool. 

• For Vehicle / Driver combinations where mileage has not been entered for a specific month when the Vehicle was in service, a designation of “missing” will be given in 

the applicable Month’s “Odometer Error” column. 
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PERSONAL USE ANNUAL LEASE VALUE 

Amount calculated per IRS guidelines based on the Vehicle “Fair Market Value - Input“, “Annual Lease Value - Input“, “Business Miles” and “Personal Miles” as input by the 

Customer. 

 

 
FUEL CENTS/MILE / FUEL BENEFIT 

Cents per Mile as determined by the Customer for Fuel reimbursed to the Driver for purpose of calculating “Fuel Benefit” to be included in the “Personal Use Annual Lease 

Value” per IRS guidelines. 

• The annual lease value doesn’t include the value of fuel provided to an employee. The value of the fuel must be included separately and can be valued at either: 

• 5.5 cents per mile for all miles driven by the employee. 

• The actual amount reimbursed to the employee. 

• Fleet Average Cents per Mile as defined by IRS guidelines. 

• 5.5 cents per mile is the default value used but this can be updated by the Customer by selecting the Override Fuel Benefit Calculation button and manually 

entering a value in the Fuel Benefit column. 
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PERSONAL CONTRIBUTION 

Amount paid by the Employee as reported by the Customer in the EFM Website. Amount used to offset the “Cumulative Taxable Benefit” calculated per IRS guidelines. 

• Customer can input a Driver’s “Personal Contribution” amount by Vehicle assignment, by Month by navigating to the far right of the Website screen. 
 

 
CUMULATIVE TAXABLE BENEFIT 

The Personal Use value to be assigned to the Driver per IRS guidelines calculated as: “Personal Use Lease Value” + “Fuel Benefit” - “Personal Contribution”. 

• Amount is the calculated fringe benefit value for the respective 12 month reporting period that is to be used to input into the Customers payroll system for purposes of 

calculating income tax on the personal use mileage driven by the driver. 

 

CUMULATIVE TAXABLE BENEFIT PER MONTH 

“Cumulative Taxable Benefit” calculated to a per month value based on the “Driver Days In Service”. 

• Amount that can be used by the Customer to update their payroll system on a monthly basis. 
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Reporting is available in both CSV and Excel formats and both can be downloaded on demand at any time. 
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