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INTRODUCTION 
There are two ways that users can look at their reports: Users can view and download their 

reports through the Reports page on Fleet Web or via our Mobile App. 

WHAT YOU NEED TO USE REPORTS 

1. PC or laptop with a browser 

 

You can view and download your reports via a web-based browser connected to the internet.  

2. Android or iOS smartphone 

 

You can also view your reports via our mobile app that connects to the internet. Search 

“Cartrack GPS, Vehicle & Fleet” on the app store or use the links below. 

a. Apple 

b. Android 

 

  

https://apps.apple.com/za/app/cartrack-gps-vehicle-fleet/id498444696
https://play.google.com/store/apps/details?id=com.cartrack.fleet&hl=en_ZA&pli=1
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FINDING THE RIGHT REPORT 

STANDARD AVAILABLE REPORTS 

1. Click on the “Report” tab. 

2. Navigate to the list of available categories on the left to see which reports are 

standardised.  
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SEARCHING FOR  A REPORT 

1. Click on the “Report” tab. 

2. Navigate to the “Search” bar and search for the report you’re looking for. 
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EXPORTING A REPORT 

ONE-TIME DOWNLOAD 

A one-time download report, is a report that you only want to download once. This simply 

means that the report won’t be downloaded multiple times over a set period. 

1. Click on the “Reports” tab. 

2. Choose the report you want to download. 

3. Click on “Export”. 

4. Select “One-time” and fill in the necessary fields. 

5. Select “Download Report”. 

 

Note: 

Depending on what report you are downloading, additional fields might be required to be filled 

in. For example, the duration, working hours, drivers, and vehicles.   
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SCHEDULING RECURRING REPORTS 

Customers can schedule and recur reports based on their preferred frequency. This allows 

them to automatically receive reports without downloading them every time. Additionally, 

they can add multiple recipients for the scheduled reports. 

1. Click on the “Reports” tab. 

2. Select the report you want to schedule. 

3. Click on the “Export” tab. 

4. Click on the “Recurring” tab on the pop-up screen. 

5. Select the frequency at which you want to receive the report and the data period of the 

report. 

○ You can select whether you want to receive a PDF or Excel report, 

○ You can also add multiple recipients, and 

○ Password protect the reports to ensure that they don’t get viewed or altered by 

the wrong person.  

6. Click on “Schedule email” to save your settings. 

 

Note: 

Based on the data period and frequency that you have chosen, a preview will be shown of 

when the reports will recur.  
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FAVOURITE REPORTS 
Favourite reports are any reports that you might want to download at any given moment. 

Without having to search for the report, you can go to your favourites and get quick access 

to them. 

HOW TO FAVOURITE A REPORT 
1. Click on the “Reports” tab. 
2. Search for the report you want to favourite. 

3. When you hover over the report you have selected, you will see a grey outlined 

“ ” icon. Click on it. 

 

4. Your report is now favourited and will be displayed in the “Favourites” tab. 
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CUSTOMISED REPORTS 
This is a report where you can build based on your requirements and is only available on 

your account. This is what makes it different from the standard available report. 

1. Click on the “Reports” tab. 

2. Click on the “Custom” tab. 

3. At the top of the page there’s a “Create Custom” tab, click on it to create a custom 

report. 

 

4. “Filter by category” determines the data on your custom report. You can chose 

between “Positions” or “Trips”. 

○ Positions: Your data will mainly reflect details concerning the information of 

the vehicle such as vehicle position, latitude and longitude, fuel use and levels, 

oil pressure, and water temperature. 

○ Trips: Your data will mainly outline details of the trips the vehicle has taken; 

this includes stopping points, idling time, and geofence events. It also includes 

details of the driver and passenger as they relate to the trip. 
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5. “Set up columns” is where you can choose which of the available data fields to 

include in your report by dragging them individually from the “Available Fields” 

column to the “Selected Fields” column. 

 
6. “Set up filters” allows you to further filter the data that you wish to see on the custom 

report.  
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7. “Submit” is where you can choose how to receive your report, this process is the 

same as the steps you follow when exporting a report. 

 

Note: 

Any unique reports that you have created will be saved under the “Custom” tab.   
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STATUS MANAGEMENT 
The Status and Management section provides you with a status overview of all reports 

exported one-off or recurring. It further allows you to manage all the recurring reports you have 

set up. 

REPORT EXPORT STATUS 

1. Click on the “Reports” tab. 

2. Click on the “Status & Management” tab. 

3. To view your report export statuses, click on “Report Export Status”. 

4. On the far-right corner under “Status”, you can see whether reports have been 

downloaded or sent. 
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MANAGE RECURRING REPORTS 

1. Click on the “Reports” tab. 

2. Click on the “Status & Management” tab. 

3. Click on “Manage Recurring Reports” to view your recurring reports. 

 

4. You can update or change the information by clicking on the “ ” icon. A pop-up will 

appear, which allows you to edit the information. 

5. You can also delete a recurring report by clicking on the “ ” icon. 
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VIEW REPORTS ON MOBILE APP 
Users can get quick access to specific reports on their mobile devices. It is important to note 

that the mobile available reports are limited. 

1. Pull the menu bar up to the middle of the screen. 

2. Click on the “Reports” icon. 

  OR 
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3. You can select which type of report you want to view. There are five reports available 

to choose from: 

o Speeding report: see how fast drivers were driving in their vehicles. 

o Usage report: see how often a specific vehicle has been used based on 

vehicle ignition. 

o Risk report: see driving behaviour for speeding, harsh events, and idling.  

o Last position report: see your vehicle’s last location. 

o Alerts report: see all the alerts that have been triggered by a specific vehicle. 

4. Choose the vehicle and the date of a report that you want to pull. 

5. View the details straight away. 
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RECOMMENDED REPORTS 
We have specific reports that can help you manage your vehicle and fleet better: 

1. Risk Management Report: Harsh behaviour alerts, idle time, total duration of harsh 

events, after hour trips and km/per alerts are shown on this report. This report does 

not just display driving behaviours, it also allows users to identify excessive vehicle 

usage outside of working hours. 

 
2. Refuel Report: Shows details about vehicle refuelling such as time, date, location and 

amount of fuel put into the tank. This report is perfect for users who wish to validate 

fuel claims by drivers to prevent fuel fraud. 

 
3. Fuel Efficiency Report: Compare your target efficiency ratings against the same 

vehicle category. Identify high fuel consumption of your fleet through this report by 

comparing against litres/100km or litres/hour. 
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4. Driver Scorecard Version 2.1 Report: A scoring system where a driver is allocated 

a fixed amount per day and these points are deducted for each harsh event committed. 

Enables users to either coach or reward their drivers based on their driving behaviours.  

 
5. BPW Trip Report: Shows start and end details for each trip and categorised as 

‘Business’, ‘Private’, or ‘Rest Days Depending on the Working Hours’. This report can 

be used to identify excessive usage outside of working hours or assist in validation of 

fuel claim through mileage. 
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6. Geofence to Geofence by Vehicle Report: An overview of the driver’s time spent 

travelling to and from the geofences. Get full visibility of your vehicles’ movement from 

one geofence to another to ensure driver productivity. 

 

Note:  

Some of these reports are VAS reports and are not available if you do not have the VAS. 

 


