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INTRODUCTION 
MiFleet is a cost management and fuel fraud validation tool that helps you stay on top of 

your fleet expenses. Users can access their cost-related data on our MiFleet feature on Fleet 

Web. 

WHAT YOU NEED TO USE MIFLEET 
1. PC or laptop with a browser 

 

You can view your fleet or personal costing data via a web-based browser connected to the 

internet. 
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MIFLEET COSTS 
This page allows users to create and review fleet costs, enabling them to pinpoint any 

irregularities within their fleet. 

COST OVERVIEW 
1. Click on the “MiFleet” tab to see your cost overview. 

2. Select the cost overview you want to see from the tabs at the top of the page: 

o Fuel: Allows you to create fuel costs manually, through import or integration. 

Creating the fuel costs also allows MiFleet to validate fuel transactions. 

o Tolls: Allows you to add toll costs manually, by importing data, or through 

integration. MiFleet validates these transactions by matching them with toll 

gate locations. 

o Fines: Lets you record fine-related costs either manually, through imports, or 

via integration. MiFleet can verify these fines based on the location where 

they occurred. 

o Tyres: Allows you to create fine costs manually, through import or integration. 

o Maintenance: Supports the recording of maintenance expenses using 

manual entry, imports, or integration. 

o Accidents: Facilitates the addition of accident-related costs through manual 

entry, imports, or integration. 

o Miscellaneous (MISC): Covers costs that don’t fit into predefined categories, 

such as company credit cards. 

o GROUPED: Consolidates expenses from the same supplier and time period, 

allowing you to organise multiple bills for a single vehicle under one entry. 
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MANUALLY ADDING COSTS 
Fleet costs can be added manually through the Overview tab or individually from each cost 

category. 

1. Click on “Costs” under “MiFleet”. 
2. Go to “Add Cost” on the top right. 
3. Go to “Add Single Transaction”. 
4. Fill in the required fields which are marked with a red “*”. 
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FUEL VALIDATION 
Fuel costs that have been added to MiFleet will be validated by the system based on a few 

criteria. This helps users to be aware of any Fuel Fraud instantly. 

1. Click on the “Costs” tab. 

2. Select the “Fuel” tab. 

3. Choose the date range of transactions you want to view. 

4. You can see the status of your fuel bill under the “Document Status” column. There 

are five statuses:  

○ Pending 

○ Validated 

○ Overdue payment 

○ Paid 

○ Cancelled 

5. Under the “Fraud Status” column you can see what the transaction status is. There 

are five statuses: 

○ High Risk - When 1 or more of the validation criteria are unmet. 

○ Manager Declined - The manager manually declined a transaction. 

○ Pending - The transaction is pending manager approval. 

○ Manager Approved - The manager has approved the transaction. 

6. You can also see the transaction status by clicking on the “ ” icon. Your fuel is 

validated based on three aspects: 

○ Location: Where the vehicle was refuelled. 

○ Litres: Whether the amount of fuel “inserted” in the vehicle correlates with the 

amount of fuel in the tank after refuelling. 

○ Tank capacity: Whether the amount of fuel inserted into the vehicle 

correlates with or exceeds the max. capacity of the tank. 
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TOLL MANAGEMENT 
Similar to Fuel, Toll costs will be validated by the system mainly based on the vehicle’s 

location at the point of transaction. 

1. Select the “Costs” tab to see your costs. 

2. Select the “Tolls” tab to see your toll information. 

3. Select the range of data you want to see. 

4. Under the “Document Status” column you can see your toll costs status. There are 

five statuses: 

○ Pending 

○ Validated 

○ Overdue payment 

○ Paid 

○ Cancelled 

5. See which costs the manager has approved and paid under the “Fraud Status” 

column. 

6. You can also see the fraud status in detail by clicking on the “ ” icon. 
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REMINDERS 

ADDING AND MANAGING REMINDERS 
1. Click on the “Reminders” tab. 

2. Click on the “Add Service Reminder” icon. Click “Save”. 

3. You can see the status of your scheduled services under the “Status” column. 
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IMPORT HISTORY 
Get a detailed import history done in MiFleet and understand any errors during importing. 

IMPORTING COSTS 
1. Click on “Import History”. 

2. Click on the “New Import” icon. 

3. Click on “Bulk Import”. 

4. Select the cost category and import type. There are multiple cost category options 

which in turn will influence the import type options. 

5. Alternatively, download the import cost template or 

6. Drag and drop your file into the pop-up menu. 

7. Click “Next”. 
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8. Fill in all the mandatory fields. “Next”. 
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UPLOAD STATUS 
1. Click on “Import History”. 

2. See the “Upload Status” to view which uploads have been successful and which 

haven’t.  

3. See how many files did not successfully upload under the “Error Records” column. 

Click on the column to view the error details. 
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REPORTS 

RECOMMENDED REPORTS 
Reports are available in MiFleet selecting the Reports tab will navigate you to the Fleet 

Reports. Select the MiFleet Category to view all available reports for MiFleet. 

1. TOE/CO2 Report: The TOE/CO2 report allows users to view their fleet’s carbon 

emissions over a specific period based on the fleet’s refuelling transactions. This 

report is useful to ensure company ESG compliance.  

 

2. Monthly Costs Report: This report provides a 12-month overview of total fleet costs, 

categorised by cost centres in MiFleet. This report helps users analyse departmental 

cost distribution for budgeting purposes. 
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3. Vehicle Cost per Concept: This report breaks down costs into vehicle, operational, 

and regulatory categories, highlighting areas that might need attention. This report 

further supports decisions on buying, leasing, or replacing vehicles, planning 

predictable expenses, avoiding penalties, and optimising user resource allocation. 

 

Note: 

Some of these reports are VAS reports and are not available if you do not have the VAS. 
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FILES 
Files is a location that allows users to store documents related to the fleet in MiFleet. Access 

all your fleet-related documents such as insurance, maintenance contracts, and drivers’ 

licenses in one place. 

ADDING NEW FOLDER 
1. Navigate to the “MiFleet” tab. 

2. Select the “Files” tab under MiFleet. 

3. Click on the “Add Folder” icon to add a new folder. “Add File”. 
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ADDING A NEW FILE 
1. Navigate to the “MiFleet” tab. 

2. Select the “Files” tab under MiFleet. 

3. Click on the “Add File” icon to add a new file.  

4. Select the folder you want to add the file in.  

5. Drag and drop or select the file from the computer, select the fields, and input the file 

description. “Add file”.  
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CONTRACTS 

Centralise your contract storage for easy access. As an example, insurance premiums can 

be paid monthly, quarterly, or annually. If you decide to pay it annually, the system will 

separate the monthly amount over the 12 months and showcase the smaller amounts on the 

system. 

CONTRACT STATUS 
1. Click on the “MiFleet” tab. 

2. Click on the “Contracts” tab. 

3. See the “Status” column to see whether your contracts are active or expired. 
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ADDING A NEW CONTRACT 
1. Click on the “MiFleet” tab. 

2. Click on the “Contracts” tab. 

3. Click on the “Add Contract” icon and fill in all the mandatory fields. Save. 
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EDITING A CONTRACT 
1. Click on the “MiFleet” tab. 

2. Click on the “Contracts” tab. 

3. Click on the “ ” icon to view contract details or contract history. 
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SETTINGS 

ADDING A NEW SUPPLIER 
Add and manage different suppliers on one system where you can edit or change details at 

any given time.  

1. Navigate to the “MiFleet” tab. 

2. Select the “Settings” tab. 

3. Click on “Suppliers”. 

4. Click on the “Add New” icon and fill in the mandatory fields. “Add Supplier”. 
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MANAGING SUPPLIERS 
1. Select “Settings” under the MiFleet tab. 

2. Click on “Suppliers” to view all the details of your suppliers or 

3. Edit their details by clicking on the “ ” icon. 

4. You can also delete a supplier by selecting the “ ” icon. 
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LIST DATA 
Users can create a list of cost types based on the pre-defined cost categories. When 

creating a cost you can identify the type of transaction it is.  

1. Navigate to the “MiFleet” tab. 

2. Select “Settings” tab. 

3. Click on “List Data”. 

4. Click on the “ ” icon next to a category to edit the sub-categories. 
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MANAGING COST CENTERS 
Cost Centers can be used in Mifleet Reports to group costs based on Cost Center. Users 

can create specific tabs for specific departments in your company for budgeting purposes. 

1. Navigate to the “MiFleet” tab. 

2. Select “Settings” tab. 

3. Click on “Cost Centres”. 

4. Add a new folder by clicking on “Add Folder”. 

5. You can also add a cost centre by clicking on “Add Cost Center”. 
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FUEL VALIDATION 
Get notified when there’s possible fuel fraud based on the number of times a vehicle is 

allowed to refuel within a certain amount of time.  

1. Navigate to the “MiFleet” tab. 

2. Select “Settings” tab. 

3. Click on “Fuel Validation”. 

4. Click on the “ ” icon to adjust notification timing for transactions or the allowed 

transaction limit. 

○ Transaction Time: This refers to the number of hours in which a driver is 

allowed to make specific transactions. 

○ Transaction Count: This refers to the number of times that a driver can 

make transactions based on the Transaction Time.  
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MANAGING TAXES 
Assign your taxes to the cost based on your tax selection. Taxes can be applied when 

creating a cost to ensure that the correct amount is reflected in Mifleet. 

1. Navigate to the “MiFleet” tab. 

2. Select “Settings” tab. 

3. Click on “Taxes”. 

4. Select the “Add New” tab to create a new value. 
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FISCAL CONFIGURATION 
Set your own depreciation value based on the straight-line method. Input your tax value as a 

decimal. For example, if your tax is 7%, you should input 0.07 (7% = 7/100 = 0.07). 

 

1. Navigate to the “MiFleet” tab. 

2. Select “Settings” tab. 

3. Click on “Fiscal Configuration”. 

4. Select the “Add Configuration” tab to create a new value. 
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VEHICLE MAPPING 
If a vehicle’s name is different on the import document to that on the Fleet Web, the system 

will automatically link the different names to the same vehicle.  

1. Navigate to the “MiFleet” tab. 

2. Select “Settings” tab. 

3. Click on “Vehicle Mapping”. 

4. Select the “Add Mapping” tab to create a new vehicle link. 
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DASHBOARD 
Get a visual representation of your fleet costs. 

1. Navigate to the “Dashboard” tab. 

2. Select “Fleet Running Costs” tab. 

3. Click on any or all three widgets: 

o Refueling Cost 

o Total Fleet Cost 

o Your Daily Operational Cost 
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MIFLEET ALERTS 

VIEWING MIFLEET ALERTS 

1. Click on the “ ” icon. 

2. Click on the “MiFleet” tab. 

3. Select the date range of alerts you want to view.  
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SETTING UP MIFLEET ALERTS 

1. Click on the “ ” icon. 

2. Click on the “MiFleet” tab. 

3. Click on the “Add Alert” icon. Fill in the information. “Create”. 

 


