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Using Fleet Finance Manager

This documents describes how to use Fleet Finance Manager Software. Please visit
www.shappstech.com to download latest version of the software or for further information.

Five Easy steps to start using Fleet Finance Manager

Enter Fleet Operator details.

Add your Fleet drivers.

Add your Fleet Vehicles.

Maintain day to day activities/travels of your fleet vehicles.

Generate financial, vehicle or driver specific reports in a clear printed format (also as PDF)
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Step 1 e Enter your Company details

Step 2 e Add your Fleet Drivers

Step 3 * Add your Fleet Vehicles

Step 4 e Add Envelopes

Step 5 e Generate Financial Reports

Using Fleet Finance Manager




Shapps Technologies, www.shappstech.com

Before Installing Fleet Finance Manager:

***IMPORTANT***
Please use 'D:' drive or a location where you have write permission to install Fleet Finance Manager.

Fleet Finance Manager stores the database in the installation directory, therefore, having write permission
to that folder is important.

Normally, installing in the default location of 'C:\Program Files (x86)" will require you to run the application
as an Administrator since write access is not allowed by default in that location. If you don’t want to run the
application as an administrator:

1. Either install the application to D: drive, or My Documents, or a folder with write permission.

2. Or Run the application by Right Clicking on the shortcut and selecting 'Run As Administrator'

Running Fleet Finance Manager:

After installing the Fleet Finance Manager Software using the Setup program, you will see the shortcut
icon will appear in the Start Menu.

Recently added

il  Fleet Finance Manager

=l File Explorer

Power

= All apps

Click on the link to start Fleet Finance Manager.
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Fleet Finance Manager Main Screen:

Once started, you will see the ‘Main Screen’ of Fleet Finance Manager. You can access to all the features through
this screen.
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The software is divided into three key sections:

1. Profile Management

e You can enter your company details, fleet drivers, fleet vehicles and maintenance records here.
2. Data Management

e You can enter day to day activities here like daily trips, vehicle expenses, etc.
3. Reports Generation

e You can generate and view Reports for either vehicles or drivers or simply your income

All these functionalities are arranged in a natural sequence. When you first use the software, you will be going
through each section and enter the information in the same sequence too.
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Step 1: Enter your company details

Click on ‘Operators Profile’ button in the Main Screen to open this window.

I Operator's Profile % |

Operator's Profile

Personal Information Company Information

Mame : | Alpha | = Company Mame: | Alpha Co |
=

Address: | Gamma Street | Company ABN: | 123 456 789 |

Phane Ma: | 012 345 578 | Company Address: | Company Street Address

Mobile No: |012345r5?s |

Accreditation No: | 00110011

s (Mocate | S | *Required field

Enter your company details here. Fields with a * next to them are required. You can’t save the form without
entering anything in these fields.

The information you enter here is used in Report Generation. The information is also displayed in the printed ‘pdf’
files.

Using Fleet Finance Manager
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Step 2: Enter your Fleet drivers

As a fleet, you will have a number of drivers in your fleet. Click on ‘Driver’s Profile’ button on the Main Screen to
open this window.

I Drivers Profiles > |

Driver's Profile

Following are the current drivers present in the database:
Index Criver Mame Muobile Mumber Email Address Home Address
1 John +1 234 5567 890 abc@abe, com
2 Smith +1 234567891 abcd@abod. com
*(: Add Driver Modify Driver Remove Driver Close
PRINT

The above screen display’s all your drivers that you have entered. Click ‘Add Driver’ Button to add a new driver. You
can also modify any driver details or remove them also.

iModh‘y Driver T |
Modify Driver
Personal Information Further Information
e — . leencetunber: [ ]
e P —
P e I —
Ponetimber: [ | cegory: [ ]
—
Email Address : | @bcd@abed.com Online Account :
T —
ModfyDiver | | Cance | = Required fickd
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Step 3: Enter your Fleet Vehicles

Click on ‘Fleet Vehicle Profiles’ to view this window. Here you will enter all your vehicles in your fleet. You can also

select if a vehicle is active or not. Again, only fields with * are required, but you can enter more information if you
need.

i‘l.-'ehicle Profiles > |

Vehicle Profiles

Following are the taxis present in the database:
Index Vehide Mumber Status Model Year
i Tx 1001 Active - Running Carnry 2010
2 TX 1002 Active - Running Carnry 2012
o,
3 el Add Vehide Modify Vehide Remove Vehide | | Close
PRINT

This window has been designed very similar to ‘Driver’s Profile’ window to keep the software user friendly.

You can Add new vehicles, modify them or remove them in this window.

| view Vehicle Information x|

Vehicle Detaileddiew

Please enter the following details :

Vehide Information Further Information
Vehicle Number Registration Number ; | AE L |
Chasis Number : | |
Car Details Engine Number ; | |
T | Toyota | Oddometer Reading: | |
Model : | Camry | Purchase Price : | |
Year : |_2L'l12 | Purchased From : | |

| Close

Using Fleet Finance Manager
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Step 4: Maintain day to day activities/travel of your vehicles

In this section, you will learn how to add and maintain day to day activities of your vehicles. You do this in the
‘Earnings Centre’. It’s important to understand the concept of an envelope.

An envelope is a single entry of a trip/activity of one of your fleet vehicle. For example, a vehicle ‘1001’ driven by
driver ‘John’ goes from point A to point B and costs/earns $200. This will be entered as a single envelope.

iEarn'rngf. Centre x

Envelopes Centre

Sort Envelopes —

(®) By Vehide Mumber

Index Date Shift Vehide Driver Amount

OBy Date 1 7-11-2015 1001 John 60,00
2 7-11-2015 1002 Smith 100.00

£z

Search Envelope

Manage Envelopes

eieeee |

| vodfyEnvelope |

| Delete Envelope |

| erntEnvelpes |

Click ‘Add Envelope’ button to open the Add Envelope window. Here you can enter the details of the trip. Some
fields will automatically populate like list of ‘vehicles’ and ‘drivers’. You can later modify an envelope too through
the Earnings Centre.

Information entered in each envelope is used for ‘Report Generation’. The software is designed to keep
data/information entering very simple. Therefore, you are only have to enter information in the envelopes, to
capture your vehicles’ trip/activity. Later in Report Generation, the software can automatically extract information
from vehicles, drivers, or dates from the envelopes seamlessly. Hence, there’s only one point of information
gathering which keeps the software very simple.

Please note, you can also enter vehicle maintenance related expenses or business expenses in other sections,
which are also captured by the ‘Report Generation’.

Using Fleet Finance Manager
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You can enter as much information as you like in each envelope but only fields with * are required. Any information
not captured by normal fields can be entered in the ‘Misc Details’ section.

%Add Envelope |

Add New Envelope-

Vehide and Date Money Matters Meter Readings

Vehide No's | 1002 v] = Total Shift Taking : | 100 | = Fare Meter Start : |:|
Driver name : | Smith V| = Driver's Earning : | Commission {50%) V| Fare Meter End : I:l

shift : [ Am v| = DriversTaking: 50 Odometer Start: | 12500
Date : | 7/11f2015 E~ | = Dockets : | | Odometer End : 12550

EFTPOS @ | | Odometer Total :
Shift Timings Rt | |
StartTme : | 7:00:00 AM = ki I | e
End Time : | 8:00:00 AM ‘ Others : | | iy ' |:|
Envelope Settings i | ! | t(]ari"gqf}emils:
[ Close windaw after entering envelope. Sl Totnl 2 | v | Destination)
[CJreset all fields after entering envelope. Balance : | 8 |

| Rave | ‘ el | *Required field

Vehicle related expenses can be entered here. You can also print the information by clicking the ‘print’ icon.

i\.-’ehicle Maintenance x|

Vehicle Maintenance

Please select a Vehide to see or add its Maintenance Record. o

Select Vehide
Date ‘ehide Amount GST Description
Vehide No 25-1-2013 1001 590,00 53.64 Regular Service
F-7-2013 1001 260.00 23.64 Regular Service, Oil change
14-9-2013 1001 420,00 38.18 New 4 Tyres
Maintenance Options
| ModifyRecord |
| Remove Record |
| Search Record |
< >

Add a new Maintenance Record

daie:  [moomors @) Mewicrame: [ |
T

Description:

Add Record *Required field
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Step 5: Generate Financial Reports

The end result is to generate financial reports for your business. Fleet Finance Manager provides three different

types of report generation:

1. Driver’s GST Calculator
e Calculates income per driver in the given time period, which is used to calculate GST.

2. Earning per Vehicle
e (Calculates income per vehicle in the given time period.

3. Operator’s Earning
e Calculates total income by the operator in the given time period.

Click on ‘Reports Centre’ button on the Main Screen to open this window.

Reports Centre

ONNOCRRAE

Reports are generated based on the time period that you enter. Therefore, you to select a ‘Start Date’ and ‘End
Date’ for each report. This gives you the flexibility of generating reports suitable to your business timeframe.

Using Fleet Finance Manager
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| Operator's Earnings > |

Operator's Earnings

Please select the Start and End Dates to caloulate Operator's Earnings for that period of time.
Time Period Operator's Earnings
GST
Earnings from Vehides : | 180.00 14.50
. | 2j11/2015 -
stertDate : Total Drivers Taking : | 80.00 | | 7.27 |
EndDate: | 8142015 |G Total Fuel : | 0.00 | |000 |
1 Movember 2015 L Total Cleaning : | 0.00 | | 0.00 |
Mon Tue Wed Thu Frn 53t Sun Total Other Expns. | 0,00 | | 0,00 |
2% Z7 28 29 30 3} 1
2 3 4 5 &6 T Non-Mechanical Expns, : | 0.00 0.00
9 0 11 12 13 14 15
%% 17 18 19 20 21 2 Maintenance Expenses ; | 0,00 0.00
23 24 M 26 2T 28 M _
1 2 3 4 5 6 Total Earning : 80.00 7.7
[ Today: 8/11/2015

Printing Reports

Each report can be printed to either an actual printer or simply to a ‘pdf’ file. To print a report, simply click on the
‘Print’ button and select the printer you wish to use.

The Fleet Finance Manager software prints the reports in a clear format which also includes your business details
that you entered in the ‘Operator’s Profile’ window.

To print in pdf, you will need to have a pdf printer installed in your computer.

Please note that Windows 10 features native support for PDF files, including the ability to 'print' documents
straight to PDF. So, if you are using Windows 10, you don’t have to install any PDF printer, as you will have this
option by default. Otherwise you can install a pdf printer like ‘Nova pdf’ or similar.
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The following is how a printed Tax Invoice ‘Driver’s Total Earnings’ looks like:

Business Name: Alpha Co Phone No: 012 345 678
Business ABN: 123 456 789 Address: Company Street Address
Vehicle Shift Details Driver Details
Date Vehicle Shift Amount
7-11-2015 TX 1001 AM 30.00 Name: John

ABN:

Address: 1 Some Street

Start Date: 1-11-2015

End Date: 8-11-2015

Driver's Eaming: 30.00

Driver's GST: 273

The following is a printed ‘Total Earning’s per Vehicle':

Alpha Co
Business Name: Alpha Co Address: Company Street Address
Business ABN: 123 456 789 Phone No: 012 345 678
Vehicle: " 1002" Total Earning
Date Driver Shift Amount
7-11-2015 Smith AM 100.00
Start Date: 1-10-2015
End Date: 8-11-2015
Vehicle Eaming: 100.00
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Support

We hope that the above guide will get you started in using the Fleet Finance Manager. If you would like to provide
any comments or need any assistance, please contact us at:

Website: www.shappstech.com

Email: shapps@msn.com

Thank you for using Fleet Finance Manager.
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