
FLEET MANAGER ONBOARDING GUIDE

Your first 30 minutes
with Truck Genie
Set up your company, your PM schedules, your trucks and your

people, then watch your first DVIR come in. Every step shows the

screen you'll use.
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SECTION 01

Before you start
Setup goes fastest with everything in one place. Gather this first and the rest is typing.

HAVE READY WHY YOU NEED IT

Your EIN, business address and phone Your company record in Truck Genie, and the first step on the Getting Started

panel.

Your logo (optional) It heads every PDF Truck Genie makes for you, like DVIR reports. Without one,

your company name is used.

Your maintenance intervals How often each truck and trailer gets an oil change, filters, grease, a state or

annual inspection. By miles, engine hours, time, or a mix.

A list of your units with VINs Every truck and trailer, with the name your drivers call it (Truck 240, Trailer 12)

and its 17-character VIN.

Names and emails for your people Drivers, mechanics and anyone in the office who needs access. Each person

needs their own email address.

How the pieces fit
Every unit follows one PM schedule, so build schedules before you add units. Every DVIR a driver submits

lands on the unit's record, and every defect on it opens a work item for your shop. That is why the order in the

next section matters.

Where things live. The web app is at my.truckgenie.app . Drivers and mechanics use the Truck Genie phone app

from the App Store or Google Play. You can do everything in this guide from the web.

Where you land when you sign in. The menu on the left is how every step in this guide is written: Fleet › Units  means Units under

Fleet.
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SECTION 02

Your Day 1 checklist
Print this page and tick it off. Times are for a small fleet; add a minute or two per extra

unit.

Complete your company information

Company › Settings. EIN, address, phone, logo.

3 min

Build a PM schedule for each kind of unit

Maintenance › Schedules › New Schedule. Tractors, trailers, reefers.

8 min

Add your units

Fleet › Units › Add Unit. Name, VIN, fuel type, PM schedule.

8 min

Invite your drivers and mechanics

People › Users › Invite User. One role each.

5 min

Have one driver submit a DVIR

On a real truck, from the phone app.

5 min

Open it on the web

Fleet › DVIRs. Check the defect became a work item.

1 min

Hand out the Driver Quick Start

One in every cab. Free at truckgenie.app.

 

The Getting Started panel in the bottom

corner of every page tracks the first four

steps for you and ticks them off as you go.

Click a step to jump to its page.

After day one: a two-minute morning check

What got written up

Fleet › DVIRs

Set Result to Has Issues or

Unsafe Condition to see only

the inspections that need you.

What the shop is on

Fleet › Work Orders

Every defect a driver flags opens

a work item here, with the

driver's note and photo.

What's coming due

Maintenance › Schedules

PM Status shows how close

each unit is to its next service by

miles, hours or date.

Truck Genie · Fleet Manager Onboarding Guide 3



SECTION 03

Company information
In the web app: Company › Settings

The same page holds your billing and your company documents, such as your USDOT number and insurance certificates, with their

expiry dates.

Under Company Information, enter your EIN / Tax ID, Phone Number and billing address. Add a DBA

only if you trade under a different name.

1

Click Save Changes.2

Under Branding, click Upload Logo. PNG, JPG, WEBP or GIF, up to 2 MB.3
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SECTION 04

PM schedules, one per kind of unit
In the web app: Maintenance › Schedules

A PM schedule is a named set of intervals. You build one for each kind of equipment you run and every unit on

it follows the same intervals. Change the schedule and every unit on it changes with it.

A typical small fleet
SCHEDULE COVERS

Tractor -

25,000 mi

Oil and filters by miles, grease, state

inspection yearly

Trailer - Annual Annual inspection and brakes by time

Reefer - Hours Reefer unit service by engine hours

Use your own intervals. These are examples, not

recommendations.

Check it later. PM Status, on the same page, shows how close every unit is to its next service.

Click New Schedule.1

Give it a Schedule Name that says what it

covers, like Tractor - 25,000 mi or Trailer -

Annual.

2

Tick each maintenance item that applies to this

kind of unit.

3

For each ticked item, set when it's due:

Mileage (mi), Hours (hrs), a Time Interval such

as every 1 year, or any mix. Each item needs at

least one.

4

Click Create Schedule.5
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SECTION 05

Add your units
In the web app: Fleet › Units › Add Unit

One at a time. Units are added one by one; there's no

spreadsheet import. A fleet of ten takes about eight

minutes.

From your phone. Admin mode in the phone app can

add units too. It only opens on a phone with a

passcode or biometric lock turned on.

Unit Name: what your drivers call it. It's what

they pick in the app.

1

Type the VIN and click Decode to fill in year,

make and model.

2

Choose the Fuel Type. For a trailer, switch on

Towable Unit. That switch decides where

drivers find it: trailers show only under

Add Towed Unit in a DVIR, never in the truck

list.

3

Pick its PM Schedule and click Create Unit.4
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SECTION 06

Invite your people
In the web app: People › Users › Invite User

Someone who drives and wrenches can have both roles. The app

asks which one to open.

Which role?
ROLE FOR

Driver DVIRs, their documents and

roadside inspections in the phone

app

Mechanic The shop work queue in the phone

app

Fleet Manager Managing units and their records

Company

Administrator

Everything, including billing

What they get
An email titled You've been invited to

Truck Genie. The link opens a page where

they create a password (8 or more

characters, with upper and lower case, a

number and a symbol) and click

Complete Setup & Get Started. Then they

sign in on the web or in the phone app with

that email and password.

Links last 7 days. An unused invite shows

Invite Expired on the Users list, where you

can resend it.

Enter their Email Address, First Name and

Last Name.

1

Tick a role under Security Roles.2

Click Send Invitation.3
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SECTION 07

Run your first DVIR
Have one driver do a real inspection while you watch, on a truck with something to write up if you can. It takes

a few minutes and shows everyone the whole loop. The steps are on the Driver Quick Start.

Then in the web app: Fleet › DVIRs , and open it

Each defect is already a work item. Truck Genie

creates it when the DVIR is submitted and lists it

under Work Orders Created. It won't duplicate an

item that's already open on that truck for the

same issue.

Unsafe goes to the top. A driver who flags the

truck unsafe triggers an urgent alert, and its work

items get a higher priority.

The next driver sees open defects. Before their

next inspection on that truck, they have to

acknowledge anything not yet repaired.

Keep a copy. Download PDF saves the report.

Truck Genie records the driver's certification but

not a mechanic's repair sign-off, so keep your

shop's usual process for that.
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SECTION 08

Training script: drivers
Five minutes at the truck, phone in hand. Read the lines in quotes, or say them your

own way.

1. Why

“From today, pre-trips and post-trips go in the app, not

on paper. What you write up goes straight to the shop,

with your photo.”

2. Sign in

“You got an email from Truck Genie. Set your password

from it, get the app from your app store and sign in.”

Check everyone is signed in before you move on.

3. Do one together

“Tap Start Inspection, pick this truck, put in the miles and

choose Pre-Trip. Every item starts off, which means OK.

Only switch on what's wrong.”

“When you switch something on, say what's wrong and

add a photo. That's what the mechanic works from.”

4. The rules

“If the truck isn't safe to drive, switch on Unsafe

Condition. It alerts us right away. Don't drive it.”

“If the app shows defects not yet repaired, look at them

before you acknowledge.”

“The certify switch is your signature. No signal? It saves

on your phone. Tap Retry on the DVIR tab later.”

Then hand each driver a Driver Quick Start and hang one in every cab.

What a driver sees after signing in
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SECTION 09

Training script: mechanics
Five minutes in the shop. Mechanics sign in to the same phone app as drivers.

1. Your queue

“When a driver writes something up, it

lands in your Work Queue with their note.

Home shows what's Not Started, In

Progress and waiting on parts, and how

many are high priority.”

2. Work an item

“Open it, set the Status to In Progress

when you start, and write what you did in

Mechanic Notes. Tap Save.”

3. Close it out

“Waiting on a part? Set Parts Requested.

Fixed? Set Completed. Couldn't do it?

Completed - Unfulfilled, and say why in

the notes.”

4. Why it matters

“Until you set an item to Completed, the

next driver on that truck is shown it as not

yet repaired and has to acknowledge it.”

Home One work item

Need a hand? Email support@truckgenie.app. Tell us your company name and what you were trying to do.
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