
 
 

 

 

 

 

 

 

 

Qnet Vehicle Management – 

6.0.0.1 

User Manual 



Copyright Qnet Group Ltd -2007 2 

Table of Contents 

 
 

1. General.......................................................................................................................3 

1.1 Login ....................................................................................................................3 

1.2 Navigation............................................................................................................3 

1.3 Order of data entered ...........................................................................................4 

1.4 Dates ....................................................................................................................4 

2. Reminders ..................................................................................................................5 

3. Main Menu.................................................................................................................6 

4. Vehicle Details...........................................................................................................7 

5. Drivers........................................................................................................................8 

6. Employees..................................................................................................................9 

7. Claims ......................................................................................................................10 

8. Departments .............................................................................................................11 

9. Vehicle Suppliers .....................................................................................................12 

10. Service and Maintenance Suppliers .......................................................................13 

11. Insurance Companies .............................................................................................14 

12. Fuel Cards ..............................................................................................................15 

13. Correspondence......................................................................................................16 

14. Vehicle List............................................................................................................17 

15. Correspondence List ..............................................................................................18 

16. Reports ...................................................................................................................19 

17. User Maintenance (Administrators Only)..............................................................20 

18. Access Permissions (Administrators Only) ...........................................................21 

19. Payment Terms (Administrators Only)..................................................................23 

20. Emissions (Administrators Only) ..........................................................................24 

21. P11d Fuel Types (Administrators Only)................................................................25 

 

 

 



Copyright Qnet Group Ltd -2007 3 

 

1. General 

 

1.1 Login 

 

 
 

When first entering the system the user will see the login form as above. There is no 

need to enter a password as the application will use the user’s windows login to 

validate them on the system.  

 

If the user receives a message ‘You are not authorised to use this system’, then they 

need to be set up as a user by someone with administrator privileges. (See ‘User 

Maintenance’ below) 

 

 

1.2 Navigation 

 All forms use a standard windows navigation bar to move between records. It 

is important to note that to enter a new record the ‘add new’ button (‘+’) must be 

clicked first. Similarly the save button must be clicked in order for any changes made 

on the form to be saved. It is recommended that the save button is pressed regularly 

when entering large volumes of data.  
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1.3 Order of data entered 

 

 When initially loading the application, it is recommended that data is entered 

in the following order, so that drop down lists on subsequent screens are correctly 

populated. 

  

 Departments 

 Employees 

 Vehicle Suppliers 

 Insurance Companies 

 Service and Maintenance Suppliers 

 Fuel Card 

 Vehicles 

 Drivers 

 Claims 

 Correspondence 

  

1.4 Dates 

 Dates should be entered in format dd/mm/yyyy where no date picker exists. 

 

 Where no date has been entered on the system in the main body of the forms,  

the date will be shown as 31/12/9998 and highlighted in bold.  

 



Copyright Qnet Group Ltd -2007 5 

2. Reminders 
 

 
 

Reminders are automatically displayed when the user first logs on. For a user with 

departmental access (see ‘User Maintenance’ below), only reminders relating to their 

department will be shown. 

 

The following reminders are displayed; 

 

Vehicles with road tax due within 1 week. 

Vehicles with a service due within 1 week. 

Vehicles with a service due within 500 miles. 

Vehicle with an MOT due within 1 week. 

All outstanding insurance claims (no Claim Settled date entered). 

Any claims where an insurance accident form has not been returned within 3 days. 

Drivers with 6 or more penalty points. 

Vehicles with monthly audits outstanding. 

Drivers about to turn 25 years old within the next week (affects insurance rates)   
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3. Main Menu 
 

 
 

The main screen features a standard windows menu with a toolbar of shortcuts to all 

the main system functions. 
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4. Vehicle Details 
 

 
 

Select from the ‘Process’ menu or using the toolbar. 

 

This is the main form for the system where users can record details of all vehicles 

used by the company along with historical information regarding servicing, 

maintenance, fuel usage, vehicle audits, claims, correspondence, drivers who have 

used the vehicle and insurance & hire charges. 

 

By default, only those vehicles currently on hire will be displayed. This is indicated 

by the empty check box next to the off-hire date. If the vehicle is ‘off hired’ the check 

box should be ticked and the appropriate date entered.  

 

To include off-hired vehicles in the display click the ‘include off-hires’ button at the 

top of the form. 

 

Filters are also available at the top of the page to limit the display to vehicles for one 

department or to a single vehicle (by entering the appropriate registration number and 

clicking ‘load’). 

 

Registration Number is compulsory for all vehicles.          
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5. Drivers 
 

 
 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for recording details of all drivers employed by the company and related 

historical information. Including Vehicles they have driven, tickets received, pay 

deductions and P11d information for tax returns. 

 

A search facility exists to display just the details for a given employee by entering the 

employee number (see Employees form below) at the top of the form and clicking 

‘load’.   

 

Licence Number is compulsory for all drivers. 
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6. Employees 
 

 

 
 

 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for recording brief details of each employee, including non-drivers. 

The Employee Number is used as a drop down list on the Vehicle Details and Driver 

forms. 
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7. Claims 
 

 
 

 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for recording details of all insurance claims, including other parties involved 

and related correspondence. An image of the incident can be displayed, if required. 
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8. Departments 
 

 
 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for recording details of company departments. The department name is used 

as a drop down list when entering information on the Vehicle Details, Driver, 

Employee and User Details forms. 
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9. Vehicle Suppliers 
 

 
 

 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for recording details of vehicle leasing companies providing the company’s 

fleet. The vehicle supplier name is used as a drop down list when entering information 

on the Vehicle Details form. 

 

Tabs at the bottom display vehicles supplied by this company (read only), approved 

maintenance suppliers and any associated correspondence. (See Correspondence form 

below) 
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10. Service and Maintenance Suppliers 
 

 
 

 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for recording details of garages providing service and maintenance for the 

company’s vehicles. The maintenance supplier name is used as a drop down list when 

entering information on the Vehicle Details form. 
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11. Insurance Companies 
 

 
 

 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for recording details of vehicle insurance companies. The insurance company 

name is used as a drop down list when entering information on the Vehicle Details 

form. 
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12. Fuel Cards 
 

 
 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for details of any fuel cards used by drivers. The name on the card is used as a 

drop down list when entering fuel information on the Vehicle Details form. 
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13. Correspondence 
 

 
 

Select from the ‘Process’ menu or using the toolbar. 

 

A form for entering details of any correspondence received. The correspondence can 

be related to Vehicle (by registration number), Insurance Claim or Vehicle Supplier, if 

required. The information will then be reflected on these other forms. 
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14. Vehicle List 
 

 
 

Select from the ‘Process’ menu. 

 

Provides an alternative view of all recorded vehicles. This form is ‘read only’. 

 

By default, only currently hired vehicles will be displayed. Click ‘Include off-hires’ to 

display all vehicles on the system. 
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15. Correspondence List 
 

 
 

Select from the ‘Process’ menu. 

 

Provides an alternative view of all recorded correspondence. 
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16. Reports 
 

 
 

Nine pre-packaged reports are currently available on selection from the ‘Reports’ 

menu. 

 Claims by Driver (Insurance claims) 

 Fuel by Department (Fuel Usage) 

 Fuel by Requesting Employee (Fuel Usage) 

 Fuel by Vehicle (Fuel Usage) 

 Insurance Vehicle Report (List of current vehicles) 

 Insurance Vehicle Report – off hires (List of past vehicles) 

 Mileage Report (Vehicle list) 

 Outstanding Claims Report (Insurance Claims) 

 Supplier Costs (Repair and Service costs by supplier)   

 

 

Only one report can be run at a time. By default, all data will be loaded for the report 

on request. Some reports have filters available for selection at the top of the screen. 

Clicking the ‘load’ button will apply the filter. Clicking the ‘load all’ button will re-

display all data available. 

 

Options are available to export or print reports if required.    
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17. User Maintenance (Administrators Only) 
 

 
 

Accessed from the ‘Admin’ Menu. Administrators may use this screen to Add, 

Update or Delete users from the system.  

 

By default, the first person to install the application will be set up with full 

administrator rights, enabling them to add new users as required. 

 

Three access levels are available.  

‘99’ – Administrator (full access) 

‘50’ – Normal user. No access to administrator functions, but access to data across 

 all departments 

‘01’ – Normal User. No access to administrator functions. Access only to data relating  

 to the specified department     
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18. Access Permissions (Administrators Only) 
 

 
 

Accessed from the ‘Admin’ Menu. 

 

For security purposes the system is split into 20 distinct functions. Each user  

may be granted specified access to each of these 20 areas of either ‘none’ 

‘read only’ or ‘full’ access. This applies to all users, including administrators. 

 

By default, when a new user is added on the User Maintenance form (see above) they 

will be granted ‘read only’ access to all parts of the system. An administrator will then 

need to adjust access permissions to those appropriate for the user using this form. 

 

Most of the access permissions relate to a particular form in the application with the 

exception of the Vehicle Details form where permissions may be set for each area of 

information displayed. 
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The Access Permissions available are; 

 Audit (Audit tab on Vehicle Details) 

 Charges (Charges tab on Vehicle Details) 

 Claim (Claim Form) 

 Correspondence Detail (Correspondence Detail Form) 

Correspondence List (Correspondence List Form) 

Department (Department Form) 

Driver (Drivers Form) 

Employee (Employee Form) 

Fuel Allocation (Fuel tab on Vehicle Details) 

Fuel Card (Fuel Card Form) 

Hire Information (Hire Information tab on Vehicle Details) 

Insurance Co. (Insurance Company Form) 

Repairs (Repairs tab on Vehicle Details) 

Reports (Reports Form) 

Service and Maintenance (Service and Maintenance tab on Vehicle Details) 

Service and Maintenance Supplier (Service and Maintenance Supplier Form) 

Vehicle Detail (Vehicle Detail Form as a whole)   

Vehicle Driver  (Drivers tab on Vehicle Details) 

Vehicle List (Vehicle List Form) 

Vehicle Supplier (Vehicle Supplier Form) 
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19. Payment Terms (Administrators Only) 
 

Accessed from the ‘Admin’ Menu 

 

This form is for future expansion and is not currently used. 
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20. Emissions (Administrators Only) 
 

 
 

Accessed from the ‘Admin’ Menu 

 

Used for setting possible vehicle emission levels. 

This list is used to populate a drop down list on the Vehicle Details form. 
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21. P11d Fuel Types (Administrators Only) 
 

 
 

Accessed from the ‘Admin’ Menu 

 

Used for setting possible P11d fuel types. 

This list is used to populate a drop down list on the Vehicle Details form. 

 


