
Made with Scribe - https://scribehow.com 1

Complete Scheduled Maintenance Entry in
Fleetio

1 Navigate to your Fleetio Dashboard https://fleetio.com

2 Click the "Overdue" or "Due Soon" Service Reminder.

https://secure.fleetio.com/c54535031b/dashboard
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3 Select the one of the maintenance items for the Vehicle.

4 Click "Resolve" and "Add to Service Entry"
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5 Select all items that received service.

6 Make sure to click "Show more" to ensure all applicable services are captured.
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7 Add to New Service Entry is already selected. Click "Continue"

8 Click "Scheduled"
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9 Click the "Odometer" field and add current mileage. If this is a cart, use 1.

10 Add service completion date and time.
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11 Select the Vendor. If not listed, select "Not Listed"

12 Add labor and part totals for each line.
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13 Add receipts or invoices. *Departments are responsible for prompt payment
directly to the supplier. Fleet does not process for payment.

14 Add comments if necessary.
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15 Click "Save Service Entry"

16 Click "Dashboard"
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17 Service Reminder for that vehicle will be removed by the system.


