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Introduction 

 

 

The Fleet Web Portal is the web interface for the Government’s Fleet Management System. 

It was first launched with the scope of providing “Fully Expensed” vehicle holders the facility 

to issue fuel requisitions from anywhere. Later on it was extended to provide several 

features related to Fleet Management, including recording of expenses and repairs, 

reconciliation and reporting. 
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Logging on to the FMS Web Portal 

 

1. To access the fleet web portal open Internet Explorer (or Chrome) and in the address 

bar type the following address: https://fleetweb.gov.mt/   

 

2. Enter your username and password in the appropriate fields and press the button 

“Log In”. In case of new users, the Username and Password will be provided by the 

System Administrator after an ERFS (Electronic Request for Service) has been logged 

and processed. In case of difficulty, please speak to your representative within the 

CIO’s office. 

 

 Note: Do not type in corp\ in front of your username 

 

 
Fig. 2. Log on fleet web portal 

Unsuccessful login 

 

 

 If the credentials, i.e. the username and password are not entered correctly you will 

be given an error message, “Invalid login Details” as per below screenshot.  

 

https://fleetweb.gov.mt/
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 If you don’t remember your password, you will not be able to login. In such an event 

you need to call the MITA service call center and log a request or send an email to 

transport.mfin@gov.mt  to reset the FMS password. You will be provided with a new 

password by the system administrator. In some cases, your Ministry also has an 

appointed “Super User” which is also able to reset your password. 

 

 In order to use the fleet web portal your account must be enabled. If it is not 

enabled, you will see a message: ‘User access has not yet been activated by the 

System Administrator, or has been disabled. If this is the first time you are using 

Fleet, then please contact your System Administrator at MFIN (You can send an email 

from contact us on this page).’ In such a case you need to contact your system 

administrator at MFIN. The phone details can be found on the contact us section at 

the bottom of the webpage. You can also send an email on transport.mfin@gov.mt 

 

 
Fig. 3. Unsuccessful Login 

 

mailto:govtransport.mfin@gov.mt
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Fig. 4. Contact us screen 

Fleet web Home Screen 
 

 Once you successfully login you will be directed to the home screen.  Any messages 

from the FMS administrator will be displayed here. 

 

 You might also see a schedule of any vehicles from your fleet that have an upcoming 

or overdue service. This schedule is available for those users who avail themselves of 

the vehicle expenses functionality in fleet. 

 

 On the right-hand side, you will see the login name, the department and the type of 

access you have.  

 

 Just below the login details you will find the Logout option, which you should press 

when you have finished the work on fleet web. 

 

Press here 
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Fig. 5. Home screen of fleet web portal 

 

How to Change the Password  

 

The change password screen allows the user to reset the FMS password. To change the 

password, enter the current password in the old password field. Enter the new password in 

the next field and repeat it in the third field. Please note that the; 

  Password field should not be left blank. 

 

  Password must be at least eight characters in length. 

 

 Password must contain a character from three of the following four-character sets:  

Lower case characters (e.g. a to z) 

Upper case characters (e.g. A to Z) 

Numeric digits (e.g. 0 to 9) 

Character symbols (e.g.! $, #, %, etc.) 
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 Password should not include three or more consecutive characters from your login or full 

name. 

 

 Password should not be a word in any language, slang, dialect, jargon, etc. (e.g. the word 

password is a weak password). 

 

 Password should not include your name, common names of people or places, technical 

jargon, repeating sequences and keyboard sequences. 

 

We strongly recommend that the password is not written down or stored on-line and should 

be easily remembered. One way to do this is to create a password based on a song title. 

 

 

Fig. 6. Change Password screen 
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How to Add a New Vehicle  
 

You can add a new vehicle to the Government Pool by clicking on the vehicle management 

link and then press on the ‘Add New Vehicle’ button. The screen functions exactly like the 

current screen in the Fleet Application (Screenshot below).  

 

If the Vehicle Registration number is found in CDR, the logbook details i.e. all details with a 

yellow arrow (fig. 7) will be populated automatically once MFIN approve the new vehicle.  

Please note that through fleet web you will not be able to modify logbook details unless the 

Administrator does not manually detach the vehicle from CDR.  When adding a new vehicle; 

 

Fig. 7. Add new vehicle screen in web 

 

 The Vehicle Registration, Fuel Type, Vehicle Type, Energy Classification, Minor Service, Major 

Service & Tank Capacity fields are mandatory. 

 The energy classification is a new field to specify whether a vehicle is Fuel operated, a 

Hybrid, or an Electric Only Vehicle (EV). Allowances on the maximum purchase price are 

maid when purchasing EV and Hybrid vehicles. Please refer to the Ministry for Finance for 

more information on the subject. 
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 You can also enter the; Vehicle file number, mark the odometer in miles/ km / hours, mark 

vehicle as privately owned. 

 Pay attention to the odometer checkbox. Although most vehicles' odometers are in km, 

there are instances where your odometer is in miles or calculated in hours (Such as boats, 

generators and similar machinery). In these instances, you need to tick the appropriate box. 

 In case you are inputting other types of fuel operated machinery, such as a motor tiller or a 

grass cutter, input the serial number in the chassis number field. You will only be able to 

input the serial number once the Administrator has approved it and has detached it from 

CDR. In case the serial number field remains greyed out, ask your Administrator at MFIN to 

detach the vehicle from CDR. 

 In case the vehicle is being procured fuel with a button, please tick the “Uses Fuel Button” 

check box. When this checkbox is ticked, you will not need to print fuel requisitions. 

Otherwise Fuel requisitions will need to be printed before they are reconciled. 

 If you try to enter a vehicle which is already entered in FMS, you will be given a message 

‘Registration number …… already exists’. In such case refer to section how to acquire a 

vehicle from the government pool. 

After you press ‘save’ you will be redirected to the acquisition details screen to complete 

acquisition of the vehicle.  
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Fig. 8. Acquisition details in fleet web 

 

Vehicles can be acquired with different ways and means, such as purchase, lease, or 

transferred from another location. Once an acquisition type is chosen the fields will change 

automatically.  The mandatory fields need to be filled in order to save. The available fields as 

per acquisition type are listed in the table on the next page. 
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Acquisition Types 

 

Type Mandatory  Optional 

Purchased 

Department Remarks  

Purchase Date    

Purchase Type   

Supplier   

Invoice No.    

Purchase Order No.   

Purchasing Price (excluding registration tax and excl. VAT)   

Registration Tax 
EUR VAT (Tick Exempt if purchase is exempt from VAT) 

  

Retail Price (Calculated automatically)   

Approved by MFIN officer   

Date of Approval   

On loan 

Department Remarks  

Date Loaned    

Loaned until   

Approved by MFIN officer 
Date of Approval 

  

Hired  

 
Remarks  

Hired On    

Hired Until   

Rental Company    

Price Per Day 
EUR VAT on Price Per Day (Tick exempt if VAT Exempt) 
Price incl. VAT (Calculated automatically) 
Approved by MFIN officer 
Date of Approval 

  

Leased 

Department  Remarks  

Leased On   

Lease Expires    

Rental Company   

Price Per Day / month/ year (any one of them) 
VAT on price per day/ month / year (or tick exempt) 
Price incl. VAT 
Approved by MFIN officer 
Date of Approval 

  

Transferred 

Department Remarks  

Transferred On    

Transferred From 
Approved by MFIN officer 
Date of Approval 

  

Donated Department    Remarks  
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Date of Donation     

Donated by        

Value 
Approved by MFIN officer 
Date of Approval 

  

Seized 

Department  Remarks  

Date Seized   

Value  
Approved by MFIN officer 
Date of Approval 

  

Impressed 

Department Remarks  

Date Engaged    

Impressed Driver 
Approved by MFIN officer 
Date of Approval 

  

 

Owner's Role / Benefits (Applicable to all types) 

 

When acquiring a vehicle, one will always need to specify whether the vehicle is fully 
expensed or for general use, as explained below; 

 

 General use.  These are department vehicles not assigned with a particular officer 
but rather used as pool cars. General use vehicles can also include machinery, boats, 
generators, cherry pickers etc. The DCS (Director of Corporate Services) can specify a 
fuel quota, although this is not mandatory. Either a Monthly Quota or a Weekly 
Quota can be applied.  

 

If the ‘Functional Use’ check box is ticked, then you will need to assign an officer by 
pressing find, entering the details and press search. From the person/s retrieved 
select the correct person and the person details will appear in the functional use 
field. 

 

 Fully expensed vehicles are assigned to a particular role within Government. You 
need to choose the owner’s role from the list. The fuel allowance will be filled 
automatically for fully expensed vehicles according to the role. For fully expensed 
vehicles you will also need to specify the Contract End Date for the officer using the 
vehicle. 

 

 Once all the details are specified press ‘save’ to add the vehicle. 
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Fig. 9. Functional use 

 

 

 How to Acquire a Vehicle from the Government pool 
 

A user can acquire a vehicle from the Government Pool. The vehicle must not be laid off and 

must have its status set as ‘transferred’ or ‘lease / hire expired’. You can also acquire a 

vehicle you added yourself and for which you did not complete the acquisition process. 

When you click on acquire vehicle, a new screen will appear where you can specify the 

Registration Number of the vehicle to acquire. If the vehicle is in the government pool, then 

a new screen to input the new acquisition details will appear. The screen will be identical to 

the current screen in the Fleet application, with the difference that all details are simplified 

on one page rather than on multiple tabs. 
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Fig. 10. Acquire Vehicle screen 

 

The following TM Registration details are carried forward when the vehicle is transferred (or re-

acquisitioned in a different department:  

 Owner Name and Surname,  

 Owning Organisation and Owner Address. 

 Other TM details, such as pending dues, engine number, chassis number, etc.. are 

automatically carried forward. 

 

How to issue a Fuel requisition 

 

In order to issue a fuel requisition, you need to click on the Vehicle Management link.  A vehicle can 

be located by searching by vehicle registration number, or else by the make of the car, section or 

chassis number. You need to enter the information in any of the search criteria fields and press 

‘search’.  

If you enter for example: BAV in the ‘registration no.’ field, all the vehicles with BAV registration 

number available to you will be displayed.  If you are trying to locate a vehicle which you know exists 

in Fleet, but you cannot see it, it could be that you do not have access to it. Speak to your System 

Administrator. 

Once the desired vehicle is found press on the fuel icon (the 5th icon with a fuel pump on it) and you 

will be redirected to the Vehicle fuel issue.  This screen allows you to;  
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 Issue a new fuel requisition,  

 Edit an un-reconciled requisition and 

 Reprint a fuel requisition.  

 

 

Fig. 11. Vehicle management 

 

The vehicle fuel issue requisition screen provides you with a summary of information relating to the 

vehicle selected. The information includes the monthly fuel allowance of the vehicle selected, the 

amount of fuel already supplied during the month and the amount of fuel allowance left. You can 

also see statistics such as the average fuel consumption, the number of kilometres driven in the last 

365 days and the litres used during the last 365 days.  

 

 



Fleet Web Portal  - User Manual 
 

Page 19 

Fig. 12. Vehicle fuel issue screen 

 

New Fuel requisition 

 

 

One of the duties of a transport officer is to issue a new fuel requisition. The “New Fuel 

Issue Request” button will allow you to issue a fuel requisition for a selected car provided 

that the last requisition is complete* (and provided that the System Administrator has 

granted you access to do so). When a vehicle is coming closer to a service, a remark is 

displayed on the Fuel Requisitions screen. The amount of fuel that can be issued depends on 

the owner’s role (which is displayed at the bottom of the screen) or on the optional fuel 

quota in the case of general use vehicles, if applied. When a new requisition is being issued 

the following details need to be specified; 

 

*Certain roles (such as Minister and Prime Minister) are allowed multiple empty fuel 

requisitions if they are not older than 28 days. As soon as an incomplete requisition is older 

than 28 days, no new requisitions will be allowed.  

NOTE Vehicles that are supplied fuel through a button in FleetWeb, are marked with a 

special icon, clicking on the icon will not have any particular effect, just a small popup will 

state that fuel for this vehicle is supplied through the button.  For vehicles set as fuel being 
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procured through the button, printing the requisition note will not be mandatory for 

reconciliation. 

 

 The person who is requesting the fuel. (Mandatory). The last person who requested 

the fuel for a vehicle will be automatically loaded but you can search for a person 

with the surname, name and id card number by pressing the find button. 

 

 The fuel Cost (Euro) or the Volume (Litres) (Needs to be filled before issuing the next 

chit but can be left initially empty) 

 

 The rate of fuel per litre. Normally this field is blocked, however there can be 

exceptions since occasionally fuel stations might sell fuel at a different price per litre 

from the standard rate. In case you wish to specify a different price per litre and the 

system will not allow you, make sure you have selected the correct fuel station. If 

you still cannot specify the price per litre, write an email to your system 

administrators notifying them of the fuel station and the fuel type.  

 

 The service station supplying the fuel for the vehicle. (Needs to be filled before 

issuing the next chit but can be left initially empty) 

 

 The odometer reading. (Needs to be filled before issuing the next chit but can be 

left initially empty) 

 

Once ready you can press the ‘save’ button to save the requisition and print it later. 

The fuel requisition will be printed twice on the same paper, the original is to be 

given to the service station and the copy is to be retained by the department. The 

transport officer has to rubber stamp the Department’s stamp and sign (Issued by) 

the original and the first copy.  

"Do not close the Original Fuel Requisition Sheet before you are sure it has printed 

successfully! Sometimes you might get a printer paper jam, or you might print to 

the wrong printer. Originals can only be generated once, hence ensure you have 

the printed sheet in-front of you before closing it" 
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Once this procedure is complete, the driver can procure fuel from the supply station 

with the amount indicated on the fuel chit. In the case the officer has not specified 

an amount, you will either fill up the vehicle, or procure an amount as agreed with 

the fuel officer. At the fuel station when the car is being filled, the areas left empty 

on both halves of the sheet (Total Litres, Total Euro, Kms Before filling) have to be 

filled. Later on, both the pump attendant and the driver have to sign, and the station 

attendant has to rubber stamp the chit with the stamp of the fuel station. The 

original part is retained by the station while the 1st copy is retained by the driver and 

returned back to his/her accounts department. 
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The original will be sent back to the department with the invoice by the fuel supplier. 

As with the FMS application the original requisition can only be printed once. If for 

any reason the original requisition is lost or stuck in the printer then kindly contact 

your system administrator. 

Normally, at the end of each month, the fuel supplier will send the invoice of all fuel 

taken in the preceding month to the department. The invoice sent by the supplier 

has to be accompanied with the originals so that the accounting officer reconciles 

the fuel requisition on the FMS. 

The long code found on the ‘Original Chit’ is not printed on the first copy so that 

reconciliation is not carried out before the supplier sends the invoice together with 

the originals. To reconcile a fuel requisition, the accounting officer must enter the 

first two digits of the long code. Both the original chits and the first copy are to be 

retained together after reconciliation is complete as these might be required later by 

the National Audit Office or Internal Audit and Investigations Department for audit 

purposes.   

 

Fig. 13. New fuel requisition 
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Edit a Fuel Requisition 

 

Fuel requisitions that have not been reconciled can be edited straight away (with the 

exception of the requisition date). Once the fuel button is pressed near a selected vehicle, 

the details of the previous requisitions will be listed (ordered by most recent requisition 

first). In order to issue a new fuel requisition all, the details in the previous requisition must 

be entered.  The details that must be entered are; 

1. Requested by person requesting fuel. 

2. Volume/Cost  either the volume in litres or the amount in euro should be entered. 

3. Odometer the odometer reading of the vehicle prior to refuelling. 

4. Service station  the name of the service station from which the fuel is being issued. 

5. Supply Date The supply date is the date when the fuel is actually taken. You can only 

change the supply date of the last requisition. If for any reason you need to change the 

supply date of a previous requisition kindly contact your system administrator. 

Once ready press the save changes button. 

Fig. 14. Edit Requisition screen 
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Requesting changes to a fuel requisition 
 

Before you proceed with this section, please note that a “Super User” within your Ministry might 

have been appointed. The super user has access to make exceptional changes to a fuel requisition as 

follows: 

1. A small change in the amount of the fuel requisition (Normally up to 10 cents) 

2. Change the requisition date, as long as it is within the same month 

3. Change the Supplier 

The “Super User” cannot make any changes if the fuel requisition has been reconciled. 

 

Although the requisition date cannot be changed with the edit button, a request to the FMS 

Administrators, providing a valid reason, can be submitted from the fleetweb portal. You can 

request changes to the requisition date, the supply date or the odometer reading in the case of a 

requisition that is already reconciled. 

 

Fig. 15. Request changes for a requisition 

 

To make such a request you need to press the request changes button near the fuel requisition you 

want to change. Depending on whether the request is reconciled or not, the fields that can be 

changed will be enabled or not. If the requisition is reconciled, you can request to change; the 

requisition date, the supply date, the odometer reading. If a requisition is not reconciled, you can 

only request to modify the request date since the other 2 fields can still be changed by editing the 

requisition. When you press save, the request will be submitted to MFIN. MFIN can then decide 

whether to accept or reject a fuel change request.  
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Fig. 16. Request changes  

 

If a change request needs to be deleted, you need to press the request change button again for that 

requisition number that has been previously submitted. The details of the requested change will 

appear again, but you will have a new tick box named Delete Request. Tick the box and press save to 

delete the change request. 

 

 

Reprint a fuel requisition 

 

Sometimes due to printing errors the original is not printed. If you need to reprint a 

particular fuel requisition, then you can press the ‘print’ link (opens in a new window) near 

the desired fuel requisition. Please note that the original requisition is never printed twice. 

In this case, the transport officer, with the authorization of his/her senior has to cross out 

the word first copy and write ‘Original’ instead. Near the word ‘Original’ the senior officer 

has to sign. Another option is to call or email this office (MFIN - FPMD) and to ask the fleet 

administrator to set the Total Euro and the Total Litres to zero and issue a new one. Please 

note that only unprinted original chits can be deleted from the system. Printed chits can be 

deleted when the ‘Original’ is physically received at this office.  
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Fig. 17. Fuel requisition reprint 
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How to change the vehicle status                                                                                                                            
 

If a vehicle is not yet acquired, or has been laid off, then the status cannot be changed. To 
change the status of the vehicle, locate the vehicle in the vehicle management screen. Then 
select the change status icon which will direct you the vehicle status screen. The current 
status of the vehicle will be displayed and can be changed to the below; 

 

 Active 

 Hire/Lease expired  

 Not in use 

 On loan 

 Transferred 

 Under repair [Please refer to next section] 

 

NOTE: When changing the status please note that the Finance approval will be switched off 
and you will need to seek re-approval when changing the status back to active. When a 
vehicle is transferred within the same Ministry, the Finance approval is normally automatic. 

 

 

Fig. 18. Vehicle Status screen 
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What happens when a vehicle is Under Repair? 
 

In times where a vehicle requires repairs, it’s status needs to be changed to ‘under repair’. 

When the vehicle is changed to under repair, a pop out will ask you if you want to add a 

replacement vehicle.  
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Fig. 19. Changing the Vehicle Status to Under Repair 

 

There is a three-step process to follow if a replacement vehicle (Rented) is selected. First 

you need to enter the replacement vehicle’s registration number. 

(Note, in case you do not immediately know whether you shall be renting a replacement 

vehicle, you can still rent a replacement vehicle by clicking on the “Rent” icon which will 

appear next to the vehicle currently set as “Under Repair”.) 

 

 

 

Fig. 20. Replacement vehicle step 1 
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If the rental vehicle already exists in FMS then the last logbook details are displayed and can 

be changed, otherwise the same procedure for inputting a new vehicle applies. The pop up 

also caters for additional vehicle information such as fuel type, tank capacity and logbook 

details.  

 

 

 

 

Fig. 21. Replacement vehicle step 2 

 

In the acquisition of the hired vehicle pop up, the user can input; start date and end date of 

the hire, the cost per day and the supplier.  If the hire period is less than 3 weeks, then no 

Finance approval is required. On the other hand, if the hire period exceeds the 3 weeks the 

Finance approval is required.   

Note: In some Ministries, a “Super User” has been delegated to perform special 

administrative tasks. The super user can, if approved by DCS, extend the replacement 

vehicle’s rental duration once for a period of up to 30 days. 
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Fig. 22. Replacement vehicle step 3 

What happens when the vehicle is repaired? 

 

When the vehicle under repair is returned and its status is changed to active, the Finance 

approval for the repaired vehicle is automatic (Only if the rental period of the replacement 

vehicle has not yet expired). The Finance approval for the hired replacement vehicle is 

automatically switched off.  To return a vehicle to active you need to go to the vehicle 

management screen, retrieve the vehicle and press on the change status icon. 
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Fig. 23. Vehicle repaired Step 1 

 

You will see that the current status of the vehicle is set to under repair, so in the new status 

select active and press save. Then confirm by pressing ok. 
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Fig. 24. Vehicle repaired Step 2 

 

After the status is changed a pop up will ask you whether you want to enter the expenses 

incurred in repairing the vehicle. If you press cancel the screen will close but you can always 

enter the expenses later. If you press "ok" you will be directed to the vehicle expenses 

screen. 

 

Fig. 25. Vehicle repair costs pop up screen 
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In the vehicle expenses screen you can enter the date, invoice number, supplier, expense 

type, odometer reading (km or miles), next service (km or miles), the description, the cost 

and any applicable VAT, the days out of action, file red no, and the commitment number. 

 
Fig. 26. Vehicle Expenses Screen 

 

Hence in a nutshell, if you want to hire a replacement vehicle while a vehicle is out of action, the 

Fleet Web Portal will allow you to automatically rent the replacement vehicle and issue fuel without 

any approvals from Finance. This always when the vehicle is out of action for a period of not more 

than 3 weeks. 

 

Note that fuel issued from the replacement vehicle is counted with fuel issued from the original 

vehicle. Hence quotas still apply for fuel issued from replacement vehicles. 
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How to lay off a vehicle 
 

When a vehicle is no longer required by government, it needs to be laid off (Do not layoff a 

vehicle if it is being transferred to another Government Department). To lay off a vehicle 

press on vehicle management, find the vehicle you wish to lay off and click on the layoff 

vehicle button (the one with a vehicle driving in a garage).  You will be redirected to a page 

where you need to input the appropriate lay off details. The selectable Layoff types are the 

following: Sold by retired officer, Sold to General public, Disposed/ laid off, donated to 3rd 

party, Owner no longer employed (Not a government vehicle), Owner changing vehicle (Not 

a government vehicle). 

 

Fig. 27. Layoff Vehicle Screen 

 

When a vehicle is laid off, the status is automatically changed to not in use. Please note that 

a vehicle cannot be laid off if it has not yet been acquired or does not have DCS approval. 

Vehicles which are Laid Off do not feature in the popup and list of vehicles due for a service. 
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How to record Expenses 
 

From time to time you will incur expenses related to any given vehicle. You can record such 

expenses through the expenses screen. Information about any previous expenses can also 

be accessed by selecting the vehicle and pressing the expenses button next to it (the button 

with car and spanner). You will be then redirected to that vehicle’s expenses page (fig 26.) 

where a history of the selected vehicle’s expenses will be displayed. You also have the 

option to edit/delete the old expenses and add new expenses. The list of expenses can be 

saved in csv format. Furthermore, an expenses summary history and a service summary 

history are available to save as well. 

 

Fig. 28. Vehicle Expenses Screen 

Saving the expenses history 

 

Once the desired vehicle is selected and the expenses button is pressed, the expenses 

screen will be displayed. A history of previous expenses for the selected vehicle will be 

displayed in chronological order, from the most recent to the oldest expense record. These 

are also divided in general expenses and service history expenses incurred. All lists can be 

saved in csv format (that can be opened with any spreadsheet application) by pressing the 

‘save as’ button and selecting the location where the file is to be saved. 
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Recording an expense 
 

In order to enter a new expense, press the new expense link in the expenses screen. There you can 

enter the date, invoice number, supplier, expense type, odometer reading (km or miles), 

next service (km or miles), the description, the cost and any applicable VAT (Tick the exempt 

checkbox if no VAT was applicable on the cost), the days out of action, file red no, and the 

commitment number. If you choose a Service, both Minor and Major, you can input the next 

suggested service mileage so that the system will remind you when servicing is due. 

 

Fig. 29. New Expense 

Editing/Deleting a previous expense 

 

You can edit the details of past expenses by pressing the edit button located on the left-

hand side of each expense record (fig. 26). This will redirect you to the expenses screen. 

After editing the record, you can either save the modifications by pressing ‘save’ or undo 

the changes by pressing ‘cancel’. 

 

If for some reason you entered expense record by mistake you can also delete it by pressing 

the delete button (fig. 26). 
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How to register a collision 
 

In instances were a vehicle is involved in an accident, you can record details about the 

collision through the collisions screen. Information about any previous collisions can also be 

accessed by selecting the vehicle and pressing the collisions button next to it (the button 

with two cars colliding). You will be then redirected to that vehicle’s collision page (fig 17.) 

were a history of the selected vehicle’s collisions will be displayed. You also have the option 

to edit/delete the old collisions and add new collisions. The collision history can be saved in 

csv format. 

 

 

 

Fig. 30. Vehicle Collision Screen 

Saving the collision history 

 

Once the desired vehicle is selected and the collision button is pressed, the collision screen 

will be displayed. A history of previous collisions for the selected vehicle will be displayed in 

chronological order, from the most recent to the oldest collision record. The history can be 

saved in csv format (that can be opened with any spreadsheet application) by pressing the 

‘save as’ button (marked 1 above) and selecting the location where the file is to be saved. 

 

 

New collision 

 

2 

4 3 

1 
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In order to record a new collision, press the ‘new collision’ link (marked 2 above) and you 

will be redirected to the vehicle collision details screen. The collision date is mandatory i.e. it 

needs to be inputted in order to save a record.  In addition, you can also enter; the repair 

cost in €, any vehicle parts that were replaced, a description of the accident, the amount of 

days that the vehicle was not used and the commitment number. In cases were the blame 

for the collision is taken, the ‘Blame Taken’ check box should be ticked and the 3rd party 

repair cost value can be entered. When the details are entered press ‘Save’ button to save 

the collision or cancel to exit without saving. 

 

Fig. 31. New Collision 

Editing/Deleting a previous collision 

 

You can edit the details of past collisions by pressing the edit button located on the left-

hand side of each collision record (marked 3 in fig. 26). This will redirect you to the 

collision’s detail screen. After editing the record, you can either save the modifications by 

pressing ‘save’ or undo the changes by pressing ‘cancel’. 

 

If for some reason you entered a collision by mistake you can also delete the record by 

pressing the delete button (marked 4 in fig. 26). 
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How to record a Licence Renewal 
 

If you require information on any previous licence renewals or you need to enter a new licence 

renewal record you can access this information by searching for the vehicle and then pressing the 

licence renewals button (the button with European flag). You will be redirected to the vehicle’s 

licence renewals page (fig 19.) that will show the history of the selected vehicle’s licence renewals, 

with an option to edit/delete the past renewals and add new licence renewal records. You can also 

save the licence renewal history. 

 

 

Fig. 32. Licence Renewals Screen 

Saving licence renewals history 

 

Once the desired vehicle is selected and the licence renewals button is pressed, the licence 

renewals screen will be displayed (fig. 28). A history of previous licence renewal/s for the 

selected vehicle will be displayed in chronological order from the most recent to the oldest. 

The history can be saved in excel format by pressing the ‘save as’ button (marked 1 above) 

and selecting the location where the file is to be saved. 

 

New licence renewal 

 

To register a licence renewal, press on the new licence renewal link (marked 2 above). The 

Date of Renewal and the Amount fields need to be entered. You can also enter the 

commitment number and a comment. Any two renewals for the same vehicle cannot have 

the same date. 

 

2 

1 

3 
4 
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Fig. 33. New Licence Renewal Screen 

 

Editing/Deleting a previous licence renewal 

 

You can edit the details of past licence renewals by pressing the edit button located on the 

left-hand side of each licence renewal record (marked 3 in fig. 28). This will redirect you to 

the licence renewal detail screen. After editing the record, you can either save the 

modifications by pressing ‘save’ or undo the changes by pressing ‘cancel’. 

 

If for some reason you entered the licence renewal record by mistake you can also delete it 

by pressing the delete button (marked 4 in fig. 28). 

 

 

 

How to record a VRT 
 

Management of VRT renewal information is possible through Fleet Web. To manage this 

information for any given vehicle, you would need to retrieve the desired vehicle and then 

press the VRT icon (man servicing car). Once clicked, a screen will show a history of past 

VRT’s with the option to change or remove old and add new VRT tests. 
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Fig. 34. VRT Screen 

Saving VRT history 

 

Once the desired vehicle is selected and the VRT button is pressed, the VRT screen will be 

displayed (fig. 30). A history of previous licence VRT’s for the selected vehicle will be 

displayed in chronological order from the most recent to the oldest. The history can be 

saved in excel format by pressing the ‘save as’ button and selecting the location where the 

file is to be saved. 

 

New VRT 

 

To register a new VRT, press on the new VRT link. The date of the test, the VRT garage and 

the amount fields need to be entered. You can also enter the commitment number and a 

comment. If the Passed indicator is not checked, then the vehicle has failed the VRT. You 

need to tick the re-test indicator on the next VRT inspection when a vehicle has failed the 

previous VRT.    

 

 

 

 

1 

3 2 
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Fig. 35 New VRT Registration Screen 

 

Editing/Deleting a previous VRT renewal 

 

You can edit the details of past VRT renewals by pressing the edit button located on the left-

hand side of each VRT record (as in fig. 30). This will redirect you to the licence renewal 

detail screen. After editing the record, you can either save the modifications by pressing 

‘save’ or undo the changes by pressing ‘cancel’. 

 

If for some reason you entered the licence renewal record by mistake you can also delete it 

by pressing the delete button. 

 

 

 

 

 

 

Vehicle Pending Dues 
 

In Fleet Web you can also view any pending dues for a given vehicle. The pending dues screen also 

provides information about the Owner’s registration address, vehicle road licence and next VRT as 

listed by TM. In order to view the pending dues, press the pending dues button (coins icon) near the 
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requested vehicle. This will open the pending dues screen which is identical to that in the FMS 

application. The dues information is imported from the VERA system. All information is Read Only 

but can be saved to a .csv file.  

 

Pending dues only appear on the Fleet Portal when payment is overdue. If a due appears on 

the portal, then renewal of the road licence will not be possible until settled. Do not expect 

to see a parking fine on the portal the next day you incur it. 

 

 

Fig. 36 Pending Dues Screen 

 

If you want to save the list of pending dues for a vehicle press the ‘save as’ button and select 

a location to save the file. The file can then be opened using Microsoft excel or any other 

popular spreadsheet applications. 

Odometer Check 
 

MFIN requires that at least once a year, the officer in charge of transport physically reads and 

confirms the odometer reading. To access the screen press on the  icon of the selected vehicle. 
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You will be displayed with the below odometer check screen. Enter the odometer reading, the 

reading date and tick the box where you confirm that you have physically checked the odometer. 

 

 

Fig. 37 Odometer Check Screen 

 

Electric Charges 
 

In case of Electric Vehicles, a new module has been developed to log electric charges. This module is 

new and is still in it’s initial phases of development. The scope is purely to explore the possibility of 

being able to log how much electricity a vehicle utilises throughout it’s lifetime. The intention is to 

collect feedback and improve upon this module in the future. 

For electric vehicles, a new icon will appear. Click on this icon to open the electric charges module 

for this vehicle. 
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Here you will view a history of past charges inputted. You can save the history to excel by clicking on 

the “Save As” button. Click on “New Charge” to log a new electric charge. 

 

 

For each charge you need to input the date, the number of units, the odometer, and in case it was a 

chargeable charge, tick the “Chargeable” tick box and specify the cost per unit, vat per unit, and the 

supplier. 

 

 

 

 

 

 

Vehicle Management 
 

The vehicle management screen is the main screen of the Fleet Web Portal. When pressing 

the vehicle management menu button, you will be displayed with; 
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1. Search criteria options, 

2. Add a new vehicle button and, 

3. Acquire a vehicle button 

 

 

Fig. 38. Vehicle management 

 

Any vehicle in Fleet Web can be searched with the following criteria; 

1. Ministry 

2. Department 

3. Section 

4. Vehicle Registration Number  

5. Chassis Number  

6. Make of the vehicle 

 

 

Vehicle options icons explained 

 

For every vehicle retrieved you would have the following options; 
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Vehicle Details This screen contains the Vehicle logbook details and other vehicle 
information. The screen is identical to FMS application. 

 

Acquisition Details This screen contains details about the vehicle acquisition. 

 

Approval This screen contains details about the vehicle approval. 

 
Change Status Allows the user to change the status of a vehicle to active, 

transferred, hire/lease expired, not in use, on loan, or under 
repair. (Refer to section ‘How to change the vehicle status’) 

 

Fuel This screen is the screen for viewing and issuing fuel requisitions. 
(Refer to section ‘How to issue a fuel requisition’) 

 

Lay off vehicle This screen allows users to lay off a vehicle. (Refer to section 
‘How to layoff a vehicle’) 

 

Remarks This screen allows users to save a remark on a vehicle. 

 

Collisions This screen allows users to register a collision and maintain the 
vehicle’s collision history. 

 

Expenses The screen allows the user to input expenses for the selected 
vehicle and to view the history of expenses incurred by the 
vehicle. 

 
Licence Renewals This screen allows users to register the vehicle’s licence renewal 

and maintain renewals history. 

 
VRT This screen allows users to register vehicles VRT’s and maintain 

the vehicles VRT history. 

 

Pending Dues This screen provides information on pending dues for a given 
vehicle. 

 

Odometer Check Enables the transport officer to enter the odometer reading that 
has been physically checked. 
 
 

              Status History             Records the status history for a vehicle including changes, approvals      

              Electric Charges             Records electric charges for EVs      
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Vehicle Details                                                                                                                   
 

This screen functionality is identical to the FMS application. The vehicle logbook details are 

populated through CDR once the vehicle is approved by Finance.  Through fleet web, you 

will not be able to modify any logbook details, (i.e., all details with a yellow arrow on the 

side), unless the Administrator does not manually detach the vehicle from CDR.  

 

The details that can be updated in this screen are;   

 

Fuel type, vehicle type, vehicle type free text, minor service, major service, tank capacity 

(restricted to certain users), gross vehicle weight, vehicle file number, emissions, next VRT 

date, odometer type (restricted to certain users), procured through a fuel button and 

privately-owned indicator. 

 

 
Fig. 39. Vehicle details 
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Acquisition details                                                                                                  

 

 

The acquisition screen contains the vehicle acquisition details. A vehicle can be either; 

 

 Purchased, Leased, On loan, Hired, Transferred, Donated, Seized, Impressed (The 
mandatory details will change according to type of acquisition selected.) 

 

A user should be able to view, and to a certain extent edit the acquisition details. If the DCS 
Approval or Finance Approval have been granted, then only the following details can be 
changed: 

 

 Remarks 

 Vehicle Section 

 All quota details 

 

In a recent enhancement, a new field to input the end of contract date has been included. 
This only applies for Fully Expensed Vehicles and refers to the employee's contract end date. 
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Fig. 40. Acquisition details 

 

 
 
 
 

Approvals/Granting DCS approval                                                                                                                          

 

When you add a vehicle, it must be approved by DCS first and then by Finance in order to 

issue a fuel requisition. When pressing the approval icon near a selected vehicle you will be 

redirected to the approval screen (fig. 20) which displays the current approval status / 

details of a selected vehicle. 
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If you are a Clearance 2 user (DCS) then you are probably authorised to grant DCS approval. 

In order to provide approval tick on the DCS approval check box and specify the approval 

date and enter any comments. 

Fig. 41. Approval details screen 

The System Administrator at the Finance Department will be popped up once a vehicle has been DCS 

approved. S/he will then be able to grant or reject Finance Approval. 

 
 
 
 
 
 

Remarks 
 

This screen will allow you to view, insert or edit remarks on the vehicle selected.  To enter a 
remark, select a vehicle from the vehicle management screen. Press the remarks icon near 
the vehicle and enter the remark in the text box and save when ready. If you need to edit, 



Fleet Web Portal  - User Manual 
 

Page 53 

just repeat the process, edit the remarks and save. And if you need to delete just delete the 
remarks from the textbox and save. 

 

 

Fig. 42. Remarks screen 

What determines which vehicles I can manage 

 

The FMS system contains all vehicles and fuel operated machinery in use by Government. 

Your system administrator or the “Super User” within your Ministry will determine which 

vehicles you can manage. This can be done as follows. 

 Clearance 2 users can view all vehicles within their ministry unless the administrator 

specifically limits them to view only one specific department or section. 

 Clearance 3 users can view all vehicles within their department unless the 

administrator specifically limits them to view only one section. 

 Specifically assigned vehicles – The Administrator or the “Super User”can manually 

assign one or more vehicles directly to a user irrelevant of the department or 

ministry, if necessary.  

 Mixed Access - The Administrator can also grant you access to all vehicles within 

your Department, and access to all other vehicles within other Department/s if need 

be. This can be particularly useful during Ministerial re-shuffles when you are 
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transferring vehicles from one Department to another and you need temporary 

access on 2 Departments at the same time.  

 Note that the “Super User” within your Ministry can only assign you specific vehicles 

within your Ministry. S/he cannot change your clearance level, and can neither assign 

you vehicles outside his/her remit. 

Officers  
 

For a fuel requisition to be issued, the requester needs to included in the list of officers. Unless this 

person has been entered previously in the officer’s screen, you would not be able to locate the 

person in the ‘requested by’ field. The officer’s link allows an authorised user to add new officers, 

remove and edit existing officers in the FMS system. To see if an officer is already entered in the 

system you can search by the ID Card number, name or surname. The results of the person/s 

matching the criteria will be retrieved in the results pane. 

 

Adding a new officer 

 

To add a new officer, press on the officer’s link in the top menu and click on “New Officer”.  Enter 

the ID card number and click on “Load from CDR”. If the ID is valid, the name and surname are 

retrieved automatically.  

 

 

 

Officers Link 

Add New 

Officers  
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Fig. 43. Officers screen 

Editing or Deleting an Officer 

 

If you need to edit the details of an officer, first locate the user and then press the edit link 

on the left-hand side of the record (if available). Then make the necessary changes and 

press save.   

If for some reason you need to delete an officer, locate the officer and press the delete link 

and press yes on the message box. However, if at least one action was carried out in the 

name of the officer, deletion will not be allowed due to auditing purposes. 

 

 



Fleet Web Portal  - User Manual 
 

Page 56 

Fig. 44. Edit/delete Officers  

Reconciliation of Requisitions and Supplier Invoices 
 

When a fuel requisition chit is issued from Fleet, and the fuel is supplied, the Service Station 

will send an invoice for the fuel supplied. These invoices are to be reconciled with the fuel 

chits issued from the Fleet system. The amount of fuel invoiced by the service station must 

tally with the amount of fuel supplied from Fleet.  Fleet Web allows you to save multiple 

invoice drafts for multiple suppliers, so that one can save and continue with the 

reconciliation later.  

NOTE:  In order to be reconciled, an invoice cannot be older than one year. Furthermore 

invoices need to be reconciled with 90 days else no fuel chits can be further issued. 

 
Step 1 
 
To access the reconciliation screen, you need to click on the menu item “New Invoice”. The 

system will identify which fuel requisitions are up for reconciliation, based on the access you 

have.  The link is only available to users who have access to reconciliation.   

Fig. 45. Select supplier to reconcile 

 
Step 2 
 
After pressing the new invoice menu, you will be provided with a list of suppliers who have 

pending requisitions. Requisitions up for reconciliation are those requisitions which: 
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1. Are Fully Completed (Odometer, supplier, supply date and litres are inputted) 

2. Were printed at least once 

3. Are not reconciled already 

 
 
 
 
 Step 3 
 

Once you select a supplier, the list of requisitions that are up for reconciliation for the 

selected supplier is displayed, (based on the vehicles you have access to). You can search a 

particular requisition by using the filtering criteria, such as Department, Section and Supply 

Date.  
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Fig. 46. Reconciliation screen  

Step 4 

 

In the results pane all matching requisitions will be displayed with the following columns: 

1. A tick box indicating whether you are including this requisition in the invoice. 

2. An editable text box that can take 2 digits only (the first two digits of the fuel 

requisition security code on the original needs to be entered here). 

3. With the above, the Requisition Number, Vehicle, Fuel Type, Request Date, Supply 

Date, Litres, Euro Total, Department and Section will be displayed. 

Step 5 
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In order to reconcile an invoice, first tick those requisitions that are included in the invoice 

you are working on. For each ticked requisition, the first two digits of the Security Key Code 

are to be inputted. The security code is obtained from the original fuel issue. If the security 

code is incorrect, a message screen will inform you to re-enter the code as it is incorrect. 

NOTE For vehicles set as fuel being procured through a fuel button, supplying the security code 

will not be mandatory during reconciliation.  

 

 

Step 6 
 

Once the requisitions are ticked, in the bottom section you need to input the Invoice Details. 

When you finish, press the ‘finish’ button. At this point the system will verify that: 

 The invoice total matches the total for all requisitions selected.  

 All key codes match accordingly.  

 The Invoice No., Date, Amount in Euro are inputted. 

 The invoice date is not more than 1 year old. 

The PV (Payment Voucher) number can be left empty and inputted later. 

Note: The invoice total needs to match the total amount in EUR for the requisitions selected, 

however due to rounding imprecision, a minor discrepancy of 10 cents is allowed. 

Once everything is correctly inputted, press the finish button and press ok on the pop-up 

screen. Upon confirmation the invoice is saved, and all the selected requisitions are updated 

and marked as reconciled.  
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Fig. 47. Saving a Reconciliation  

 

Saving a Draft during Reconciliation 

 

 

If you are reconciling an invoice and you need to stop half way through, you can save a draft 

of your work. You can then reload this draft and continue working on your invoice. This can 

come in useful especially during long invoices. To save a draft during reconciliation you will 

need to specify the invoice number and click on Save Draft button.  It is suggested to 

frequently save drafts while working in case electricity cuts off or your computer crashes.  
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Fig. 48. Saving a draft reconciliation  

 

Loading a Draft Reconciliation 

 

To continue working on a saved requisition press the 'continue saved invoice’ menu item. 

You will be displayed with a list of draft invoices that you had previously saved. Press the 

select menu item near the invoice you want to load. 
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Fig. 49. Loading a draft reconciliation  

Overwriting a Previous Draft 

 

You can save multiple invoices for the same supplier or for different suppliers. If you save a 

draft invoice for a particular invoice number and make any changes, a message box will ask 

you whether you want to overwrite the old draft. If you press save the new draft will be 

saved, if you press cancel then the draft will not be saved, and the old draft is not erased. 

 Fig. 

50. Overwriting a draft reconciliation 
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Invoice History 

 

When you save an invoice, an Invoice Summary Sheet is displayed in a new window. This 

sheet can be reprinted at any time. To reprint a past Fuel Reconciliation Sheet, click on the 

“Invoice History” top menu item. When clicking on this link, the system will display a list of 

past invoices reconciled in the last 3 months and you will have the option to reprint any one 

of them.  

 

To facilitate searching there is also a search facility where you can find an invoice by its 

invoice number, supplier, supplier's VAT number or batch number. You can load invoices 

which you did yourself, or of your colleagues within your department. If you wish to list 

invoices older than the last 3 months change the “Invoice Date From” search criteria 

accordingly. 

 

Fig. 51. Reprinting an invoice summary 

 

Entering a PV Number 

 

Once you have reconciled the invoice and the payment is processed you will obtain a PV 

number from DAS. You can enter this PV number by pressing the invoice history menu item. 

Search for the invoice and press the edit button near the fuel reconciliation. Enter the PV 

number and press the update button. 
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Fig. 52. Invoice Summary Sheet and PV number 

 

 

 

 

 

 

 
 

How to use Reports 
 

A number of reports can be extracted from the Fleet Web Portal by selecting the ‘Reports’ 

link, as per below screenshot.  
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Fig. 53 Reports screen 

The reports screen opens an accordion, listing all the reports. Once a report is opened, the 

user is presented with search criteria fields and two buttons, “Search”, and “Clear Criteria”. 
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Fig. 54 Reports Accordion and Results Format 

 

What determines what Reports I can access? 

 

Each Accordion Pane is only visible if the user is granted access to the particular report. 
Naturally you will only be able to report on vehicles which you currently have access to. 
Furthermore, in certain instances, you will not be able to view a vehicles history if you do 
not have access to. For example, if you currently manage a vehicle which was transferred to 
you from another Ministry, you not be able to view any requisitions issued whilst it was still 
with the other Ministry. 

 

Fuel Requests by Criteria Report 
 

This report can be selected by clicking on Reports and then Fuel requests by Criteria. The 
report provides details on fuel requisitions falling within the selected criteria including;   

 

Ministry, Department, Section, Request No, Vehicle, requester, fuel station, Request date 
range and supply date range (for the latter two items there are quick buttons to set Last Year 
and This Year dates), invoice number, Batch number and reconciliation status. 
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Fig 55. Fuel Requests by Criteria Report 

 

The results of the report can be saved to a .csv file that opens with excel. The result set 
includes; 

 

 Issuing Authority details including:   Ministry, Department, Section  

 Fuel requisition details: Request No, Request Date, Vehicle, Fuel Station, Fuel Station VAT 

Number, Amount Litres, Amount Euro, Price per Litre, Fuel Type, Vehicle Tank Capacity, 

Supply Date, Odometer Reading, Issued with button 

 Requester details: Name – Surname – ID No, Remarks,  

 Reconciliation details: Invoice number, Invoice date, invoice comments, Batch no, 

Reconciled Indicator, Reconciled Date, Reconciled User, Reconciled Invoice No. 
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Fuel Requests – Grouped by Supplier (Fuel Station) 
 

This report can be selected by clicking on Reports >> Fuel requests grouped by Supplier 
(Fuel Station). In terms of functionality the report is identical to the FMS application. The 
report groups fuel requisitions by the Fuel stations, falling within the selected criteria 
including;   

 

Ministry, Department, Section, Request No, Vehicle, requester, fuel station, Request date 
range and supply date range (for the latter two items there are quick buttons to set Last Year 
and This Year dates).  

 

 
 

The results of the report can be saved to a .csv file that opens with excel. The result set 
includes; 

 

 Supplier and the VAT number 

 Number of requisitions for the selected date range 

 Total fuel in Euro bought from the supplier for the selected date range 

 Total Litres bought from the supplier for the selected date range 
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Fuel Requests – Grouped by Month (Request Date)  
 

This report can be selected by clicking on Reports >> Fuel requests grouped by Month. In 
terms of functionality the report is identical to the FMS application. The report groups fuel 
requisitions by month, falling within the selected criteria including;   

 

Ministry, Department, Section, Request No, Vehicle, requester, fuel station, Request date 
range and supply date range (for the latter two items there are quick buttons to set Last Year 
and This Year dates).  

 

 

The results of the report can be saved to a .csv file that opens with excel. The result set 
includes; 

 

 Year and month 

 Number of requisitions for the selected date range 

 Total fuel in Euro  

 Total Litres bought 

 

 

Vehicle Yearly Fuel Consumption Statistics 
 

This report can be selected by clicking on Reports >> Vehicle yearly Fuel consumption 
Statistics. In terms of functionality the report is identical to the FMS application. The report 
groups yearly fuel consumption by month, falling within the selected criteria including;   
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 Ministry 

 Department 

 Section 

 Vehicle Type 

 Tick box to include/exclude inactive vehicles 

 The Year 

 

 

The result will list the total fuel in litres and in EURO procured by month for that year for each vehicle 

the user has access to (and according to the criteria provided).  

 

 

 

 

Make / Model Fuel Consumption Statistics 
 

This report can be selected by clicking on Reports >> Make / Model Fuel Consumption 
Statistics. Through this report you can compare fuel consumption for vehicles of the same 
make and model. Whilst you will only view vehicles you have access to, the report will also 
calculate the average government wide fuel consumption for the specific make / model you 
choose. So, if for example you issue the report on Peugot 206’s, and you currently manage 3 
Peugot 206’s, the report will list the fuel consumption for those three plus the global fuel 
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consumption average for Peugot 306’s within all Government. Naturally the more popular 
the model, the more precise the government wide average is. 

 

 

 

By default average fuel consumption is based on the last year unless you do not change the date 

range in “Fuel supplied on or after” and “Fuel supplied on or before”. A minimum of 3 requisitions is 

required in that date period for the vehicle to be listed in the report. Filtering by make, model and 

fuel type is mandatory. 

 

In the sample report issued above, a peugot 405 is being matched with the government wide 

average. Vehicle ABX445 had 6 requisitions within the last year and made 16.57 kms per litre when 

compared to a normal average of 10.57 kms per litre based on 26 requisitions issued for all peugot 

405’s within Government during the last year. 

 

Vehicle Expenses by Criteria Report 
 

This report can be selected by clicking on Reports and then Vehicle Expenses by Criteria. 
This report provides details on vehicle expenses for the selected criteria including;   

 

Ministry, Department, Section, Vehicle, Supplier, Expense date range (2 quick buttons to set 
Last Year or This Year dates are provided). 
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Fig 56. Vehicles Expenses by Criteria Report 

 

 

The results of the report can be saved to a .csv file that opens with excel. The result set 
includes; 

 

 Issuing Authority details including:   Ministry, Department, Section  

 Expense details: Expense Date, Repair Type, Cost Euro, Description, Commitment 

No, RED No, Invoice No, Day out of Action, Supplier, Supplier VAT No 

Vehicle ADT Registrations Report 
 

This report provides the user with vehicle registration details and is accessible by clicking on 
Reports and then Vehicle ADT Registrations. The following are the search criteria; 

 

Ministry, Department, Section, Vehicle Type.  Inactive vehicles can be included in the results 
by ticking the box or not included by leaving the box unticked. 
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Fig 57. Vehicle ADT Registration Report 

 

The results of the report can be saved to a .csv file that opens with excel. The result set 
includes the following fields; 

 

Vehicle Details:  Vehicle, CO2 Emissions,  

Owner details:   Organisation, Owner, Address, Area, Locality, Post Code, 

Licence details:  Licences Until, Last Update, VERA System No. 

 

 

Vehicle ADT Pending Dues Report 
 

The vehicle ADT pending dues report provides details of outstanding dues for the selected 

vehicles. The report can be retrieved by selecting from the following criteria; 

Ministry, department, section, vehicle type. Inactive vehicles can be included in the results by 
ticking the box or not included by leaving the box unticked. 
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Fig 58. Vehicle ADT Pending Dues Report 

 

The report’s result set is identical to that in the Fleet Application, and displays the following 

fields: 

 

Authority details including:    Ministry, Department, Section. 

Dues details:   Vehicle, Due Description, Euro, Start, End,  

 

 

Vehicles by Criteria Report 
 

The vehicles by criteria report provides details of vehicles matching the specified criteria. 

The report can be retrieved by selecting from the following criteria; 

Ministry, section, department, vehicle type, Fully expensed/general use indicator, body type, 

acquisition type, role type, VRT overdue, year of manufacture, calculate kms. Inactive 
vehicles can be included in the results by ticking the box or not included by leaving the box 
unticked.  Another two tick boxes that show only contract vehicles expiry status and vehicles 
that have not checked the odometer for a certain timeframe. 
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Fig 59. Vehicle by Criteria Report 

The retrieved result set should be identical to that in Fleet Application, and display the 

following fields: 

 

Vehicle Registration No., Department, Section, Status, Engine No. Chassis No., Make, Model, 

Capacity, Registration Year, Year of Manufacture, Owner's Role, FE/GU, Fuel Type and Quota, 

Vehicle Type, Body Type, Fuel Type, Tank Capacity Litres, Kms Driven, Original Acquisition Type,  

Acquire From, End of Contract, CO2 Emissions, Licences Until, Next VRT, Last odometer Check, 

System No, Kms per Litre, uses fuel button. 

 

Vehicle by Organisation Report 
 

The vehicle by organisation report provides a printable report of vehicles being used by 

Ministry, department and section. The report can be retrieved by selecting from the 

following criteria; 

Ministry, section, department, body type. Inactive vehicles can be included in the 
results by ticking the box or not included by leaving the box unticked. 
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Fig 60. Vehicles by Organisation Report 

 

 

The retrieved result set should be identical to that in Fleet Application, and display the 

following fields: 

 

Vehicle details: FE/GU, Status, Original Acquisition, Make, Model, Registration Year, Year of 

Manufacture, Fuel Type, Body Type, Fuel Limit, Chassis No., Engine No., cc, System No. 

 

This report does not have the option to save as a CSV Sheet unlike the others Furthermore. 

the report is only printable in A4 Landscape format. 
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Administrator Features 
 
The Super User can have access to a number of administrator tools within FleetWeb, as follows: 
 
Assignment of Vehicles within the Ministry to Specific Users 
Password Reset of users within the Ministry 
Extension of Lease for Replacement Vehicles 
Minor Modifications on Fuel Requisitions 
Transfer of Fuel Requisition between Vehicles 
Update of Tank Capacity and Odometer Type 
Odometer Reset 
  
All Admin tools are available from the “Admin” option in the top menu as portrayed below. If you 
cannot see this menu option, then you are not authorised to use these admin features. 
 

 
 
Note that any changes you make using your privileged account are subject to audit. 
 

Admin Feature – Specific Vehicle Assignment 

 
 
To assign specific vehicles to a user, from the Admin Section, click on “User Management”.  Locate 
the user in question by searching with the appropriate criteria and click on search. Once the user is 
located, click on the Magnifying Glass.  
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You can now add or remove vehicles this user has access to. It is important to understand that MFIN 
will pre-set an account beforehand so that specific vehicles can be assigned to it. In other words, a 
user might only be able to view vehicles within his or her Department, and you will not be able to 
assign other specific vehicles. A user’s account can be set in three different modes: 
 
Can only view vehicles assigned to him/her 
Can view vehicles within his remit according to the clearance level, and also vehicles assigned to him 
her 
Can only view vehicles within his/her remit (in which case you cannot assign additional vehicles)  
 
 

Admin Feature – Password Reset 

 

From the User Management Option you can locate a user within your Ministry and click on the 

padlock to reset his/her password. 

 

 

 
 

Admin Feature – Extension of Lease for Replacement Vehicles 

 



Fleet Web Portal  - User Manual 
 

Page 79 

When vehicles are set as “Under Repair”, a replacement vehicle can be leased for a maximum of 21 

days. The replacement vehicle will be automatically approved, and it’s fuel quota will be bound with 

that of the vehicle it is replacing.  

As a Super User you can extend this lease period once for a maximum period of 30 days. 

To extend the lease period, from “Admin” >> “Extension of Lease for Replacement vehicles”, enter 
the registration number of the replacement vehicle and by how many days you wish the lease to be 
extended. 

 
 
Finally click on “Extend Lease”. 
 
 

Admin Feature – Fuel Requisition Modifications 

 
 
As a Super User, you can make some minor amendments on a Fuel Requisition until it is reconciled. 
Open the tool from the “Admin” top menu option and click on “Modify Fuel Requisition”.  
 
Specify the Fuel Requisition Number and click on Load. 
 
 

 
 
 
You can amend the Requisition Date (as long as the new date is within the same month), the Supply 
date, and amount in EUR, as long as the variation in EUR is minor (a few cents only). The change in 
EUR is allowed in case of rounding issues during reconciliation, and should not be used for any other 
purposes. 
 
 

Admin Feature – Transfer of Fuel Requisition between Vehicles 
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Through this Administrator Tool you can transfer a fuel requisition from a general use vehicle to 
another general use vehicle within your remit. Transfer of fuel requisitions to and from fully 
expensed vehicles is not allowed. Furthermore, the fuel type of both vehicles needs to be the same. 
Reconciled requisitions cannot be transferred. 
 
Open the tool from the “Admin” top menu option and click on “Transfer Fuel Requisition”.  
 

 
 
Input the fuel requisition number you wish to transfer and click on “Load”. Details of the Fuel 
Requisition should popup as portrayed above. Then specify the vehicle registration number where 
you wish to transfer the requisition and also specify comments why it is being transferred. On 
clicking transfer you should receive a confirmation that the fuel requisition was transferred 
successfully. 
 
 

Admin Feature – Update of Tank Capacity and Odometer Type 

 
 
Through this Administrator Tool you can modify the Fuel Tank Maximum Capacity and the Odometer 
Type (between kms, miles or hours) for vehicles which are already approved. Naturally you can only 
make modifications on vehicles which you have access to.  
 
Open the tool from the “Admin” top menu option and click on “Update of Tank Capacity and 
Odometer Type”.  
 

 
 
Specify the Vehicle Registration number of the vehicle you wish to modify and click on “Load”. The 
current settings are displayed, which can be modified. Make the necessary changes you need to do, 
specify a comment why the change is being made and click on “Save”. 
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Caution: Modification of the Odometer Type between kilometres and miles will not automatically 
make any changes on odometer readings recorded with past fuel requisitions. If you had erroneously 
inputted an odometer reading in miles whilst the vehicle was configured with an odometer reading 
in kms, then such a requisition (or requisitions) needs to be corrected as well. 
 
 

Admin Feature – Odometer Reset 

 
 
Through this Administrator Tool you can reset the odometer of a vehicle which you have access to. 
An odometer reset is necessary when the odometer of a vehicle is replaced. This is due to the fact 
that the Fleet Management System will not let you record new fuel requisitions with odometer 
readings lower than previously recorded fuel requisitions. In certain cases, particularly with hired 
and leased vehicles which are not continuously leased to Government, an odometer reset is also 
required since the Fleet Management System will not allow requisitions having a large gap between 
them.  
 
Open the tool from the “Admin” top menu option and click on “Odometer Reset”.  
 

 
 
Simply specify the Vehicle Registration number of the vehicle you wish to reset the odometer, 
specify a comment and click on “Reset Odometer”. 
 
Note that this Administrator tool only allows odometer resets on Hired or Leased Vehicles. Should 
you wish to reset an odometer of any other type of vehicle, contact MFIN. 
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Glossary – Transport Policies and Procedures 
 

Acquisition type: Acquisition types include: 
1) Purchased or procured; 
2) Leased;  
3) On loan; 
4) Hired;  
5) Transferred; 
6) Donated;  
7) Seized;  
8) Impressed. 

Category or Owner’s Role: Category or owners’ role include: 
1) General use: These are department vehicles not assigned with a 

particular officer but rather used as pool cars. General use 
vehicles can also include machinery, boats, generators, cherry 
pickers etc. The DCS or equivalent can specify a fuel quota, 
although this is not mandatory. Either a Monthly Quota or a 
Weekly Quota can be applied (FMS Manual); 
 

2) Fully expensed vehicles: These vehicles are assigned to a 
particular role within Government.  

The owner’s role has to be chosen from the list. The fuel allowance will 
be selected automatically for fully expensed vehicles according to the 
role. 

Collision:  In instances were a vehicle is involved in an accident, the collision details 
are to be recorded through the collisions screen. (FMS manual) 

DCSs or equivalent: Director Corporate Services or equivalent roles in Ministries.  Financial 
Controllers or equivalent roles in Public Entities. 

Layoff:  When a vehicle is no longer required by government, it needs to be laid 
off (FMS manual).  A vehicle can be laid off in one of the following 
manners: 
1) Sold to retiring officer; 
2) Sold to general public; 
3) Donated to third party; 
4) Owner no longer employed and therefore vehicle is no longer 

accountable to Government; 
5) Owner changing vehicle when his/her vehicle was not originally 

procured by Government. 
When disposing of a vehicle, rules as laid down in Section J of the 
Financial Regulations have to be followed. (FMS manual) 

Public Officer: The holder of any public office or a person appointed to act in any such 
office (Glossary of Organisation and Management Terms – PAHRO).  

Reconciliation: When a fuel requisition chit is issued from the Fleet Management 
System, and the fuel is supplied by the service station, the latter will 
send the invoice for the fuel supplied to the issuing Ministry or Entity 
(FMS Manual).  
These invoices are to be reconciled with the original fuel chits issued 
from the system. The amount of fuel invoiced by the service station must 
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tally with the amount of fuel supplied from the Fleet Management 
System. (FMS manual) 

Status of vehicle: This refers to the status of the vehicle and status can be as follows: 
1) Active: The vehicle is fully functional and may be issued with fuel 

vouchers; 
2) Loan/Hire/Lease expired: This is an automatic function when 

the loan hire or lease is expired they became automatically 
inactive; no more fuel issues are allowed once the status is 
changed; 

3) Not in use: The vehicle is no longer required by the Ministry, 
department or entity; 

4) On loan: The vehicle is on loan to Government, usually by 
Impressed Drivers etc; 

5) Transferred: The vehicle is transferred on FMS to a Government 
pool, in order for other Ministries, departments or entities to 
utilise it; 

6) Under repair: A vehicle needs to be set to under repair until it is 
fully functional. 

Supply date: Date when the fuel is actually taken. You can only change the supply 
date of the last requisition. (FMS manual) 

 

 


