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Add a Vehicle

The first thing you need to do is add a vehicle (or two if you have a "toad").
On the top level menu click Data>Vehicles>New Vehicle.
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Or click on the vehicle icon (looks like a truck)
Click on the yellow plus sign at the bottom of this screen.
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The title of this new screen is New_Vehicle.

Add the details of at least one vehicle. Type in all the details ensuring you input at
least the VVehicle name.

Click OK.
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Edit a vehicle

Click on the Vehicles icon (see above)
Click on the Edit icon at the bottom of the screen
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Add a Fuel Expense

Note: You will need to start a trip before you Add a Fuel Expense
Click on the Fuel icon (looks like a fuel pump) 2™ from the left

Py View Trgn  Dats  Raposty W

Sa S0 YE

[ 57 st [ o | Gy | o | e
L

Entry,
it o D—mlﬁb- Mupy ik coop . Mok booer and =

o84 0 g e had rear n. Maosis e vary e gn e

Eniry’
it pamen Gt whogpansg fhe bo e Muniy checkee coop. Much boger and -
recar e ihe made ol e than et e et of e aferoon wit Anony and
Jarans wd Dot e Tath in e fober B4R 30 ©F T Bl S ] Bl

L 0 I g W P R B Mo W Ty O O T

o4 w2y M e EEddT

Page 6 of 12



Choose the date from the drop down calendar

Enter the location of where you purchased the fuel

Choose the vehicle you filled up from the drop down menu

Enter the odometer reading of the vehicle

Enter the number of litres or gallons purchased

Enter the cost per litre or gallon eg 1.23 for $1.23

Click tab or click into the last field and it will automatically calculate the total cost

Click OK
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View Fuel Consumption

Click on the Fuel tab. This view show your fuel ecomofiy for the highlighted trip in
the left in graphical format
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To view the information in table format click on the right arrow at the top of the tab to
view the following pages
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Edit a fuel expense

Click Trips>Fuel Expenses>Browse Fuel Expenses
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Select the Fuel Expense you wish to edit
Edit the details
Click the Save Data icon at the bottom of the screen
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Add a Vehicle Maintenance Expense

Click on the \Vehicles icon (looks like a truck 5™ from the left — see above)
Hightlight the correct vehicle in the list of on the left

Click on the Maintenance tab

Click on the yellow plus sign to add a new expense
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Choose the type of maintenance from the list or add a new maintenace type from the
green plus sign

Choose the correct date from the drop down calendar

Enter the labour component of the costs

Click on the green plus sign to add a part

Choose a listed part or add a new part by clicking on the green plus sign

Enter the part detail

Click OK
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Vehicle Maintenance Report

Click on the \Vehicles icon (looks like a truck 5™ from the left — see above)
Hightlight the correct vehicle in the list of on the left
Click on the Maintenance tab
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