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Plug the GPS Trip Stick in to the vehicles 12v socket.

B

BB
R

Please make sure the light on the GPS Device is a solid green. When the GPS Device has a solid blue light, it
is operational.

Usually, the device will get a signal very quickly, however, on particularly overcast days or in built up
areas this can take up to 1 minute. If your vehicle is moving the satellite may take longer to gain a fix and
some of your journey may be missed.

GPS Device Light colours
Blue — GPS signal found, everything’s working
Red — No GPS signal

No light - No power
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Logging in

Log in to PEAK Mileage Capture

uT us CONTACT INFO

Enter your username and password and click ‘Log in’.

= AdFAs 8

Username / Email address

"] Remember me

Register for an account
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Click on ‘My Account’.

My Details

My Clients

My Locations

My Vehicles

My Reminders JM
Change Password

Download Software ORY

Click on ‘My Details’.
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Check your details, if any of the details are incorrect or need adding click on ‘Edit my details’.

Edit my details

Please confirm that your IMElI number (15 Digit Device number) has been assigned to your account.

If a device is not assigned you can assign it by clicking on the ‘Find GPS Device’ button and add in your 15
Digit IMEI number that will be found on the back of your GPS Device.

Journey upload

The GPS device will automatically upload all your trips. If the Trip Stick doesn’t have sufficient network
signal the data will be stored on the device until a network is found.
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Once trips are uploaded to the account the PEAK system will automatically make a pending claim for you
based on your company’s monthly cut off dates. To view your pending claim, click on ‘My Claims’ tab then
‘Pending Claims’ button.

My Claims

Create a Claim

Clairm History
Review Claims

h"l 1

Click on the ‘View’ button for the claim you would like to work on.

Claim no. Date created Description Start date End date Journeys Cost of business miles Type Status Notes Action

43191 24/11/2015 01/11/2015 30/11/2015 1 £13.48 | Manua! | Pending View Deleta |

Once you are in the claim screen you will see at the top of the page the claim summary and below the
journeys. The first thing we recommend doing is adding in your odometer reading. To do this click on

‘Edit Claim’.

Add Jourmey

Preview & Submit

Please add in the following:

- Description for the claim

- Notes for the claim

- Odometer reading

- The date of Odometer reading

- Change your default vehicle for the claim (main vehicle).

Once you have done this you can then click on ‘Save’ and you will return to the claim.
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[ LiGa052 - BMW 520D LUXURY AUTO.

You will notice from the image below that all trips uploaded via the GPS Trip Stick have their journey
details prepopulated. Including:

- Start address
- End address
- Date, time

- €02

- Vehicle

- Miles

- Trip value

If there are locations that you frequently visit you can add a “friendly name” so next time you go to this
location your friendly name will automatically populate.

By clicking on the text ‘Map’ a representation of the journey travelled will be launched.
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The map shows an accurate representation of your journey taken but may not show every turn you
actually undertook. Particularly short journeys can occasionally look a bit strange. The map is supposed
to show an overview of the journey rather than a turn-by-turn representation.

L] Route Map - Moailia Firefox - oEN

Gaeby

Kettering

wim
B jaingdan
Marthampsars

 \ )
ton” {stevarge |

{
afar Halow
dd) Losdinmt®e? e

ki slough -~ London
Feading 3~ S pounsaw 2
P {i

‘Weston supei-Mate
ranenesa o e

L i et
BridguaNee - aiisiiortnry

Taugyh
- e Yeowil
taidhs o7 * Ssndtond

By using the ‘Business/ Personal’ toggle buttons you can indicate if a trip is business or personal.

Business trips will show on mileage reports whereas personal trips will not, they will only show the distance
travelled.

Journey

@ Business.
--\.P r HI

Enter the reason for your trip using the drop down.

'Personal Went to lunch
networking

[  External Meeting Je
client visit

training
hospital visit t
traim station 1

=== Add new reason ---
— ee—
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Enter the client’s name using the drop down.

TS WA S L WL | DS an
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Fleet Innovations
Painters

The Pixel Stack

Edit information about the journey by clicking the text ‘Edit’.

Add any notes against the journey.

Motes. This is a note.

If you have used a vehicle that is not your normal vehicle you can add a specific vehicle against the trip
(to add this, see below instructions) by using the drop down to select a journey or by using the vehicle

look up to search for a new vehicle.

--- Find/Add vehicle ---
Your vehicles
LIGS052 - BMW 520D LUXURY ALITO
NLEOULU - FORD MONDEQ EDGE TDCI 138

Vehicle * ¥ CKB4ALYO- VOLVO S60 T SE AUTD
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To add a new vehicle, enter the registration number and click ‘Look up’.

You canreduce the mileage of a trip by changing the number in the ‘Miles driven’ box. You cannot increase

the mileage. If a proportion of your trip is both business and private set the trip to business and then
reduce the private miles

l 28.86 l

Once you have amended the details click ‘Save’.

Save and retum to claim Save and add new
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Submitting your claim

Once you are happy that your claim has been completed click the ‘Preview and Submit’ button.

Edit Claim Details

-{' Add Jourmney

R —

Freview & Submit

At this point all personal journeys are removed from the claim. Double check you are happy to submit your
claim and click

Then click ‘Submit Claim’. This will lock the claim, the system will automatically create a new claim for you.

Print Claim J
Submit Claim
GoBack

I
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Add a Manual Journey

If your GPS Trip Stick wasn’t plugged in or in the unlikely event that it didn’t record your trip you can add a
manual journey to your claim. To do this click on the ‘Add Journey’ button at the top of the claim.

When you add a manual journey, you will need to add a start location and end location. The system will
use Google Maps to automatically add in the mileage. If you would like to edit the route taken you can
do this by clicking on the edit route button.

Once you had added in all the journey details you can either click on ‘Save and Return to claim’ or ‘Save

and add new’.
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Click on ‘My Account’.

My Details
My Clients

My Locations

My Vehicles

My Reminders UM
Change Password

Download Software O RY

Click on ‘Change Password’.

Fields marked with an asterisk (*) are mandatory fields. Once you have confirmed your new password
click ‘Save’.

CHANGE PASSWORD

Old password * | New password * |

Confirm new password ~ |

Save Cancel
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Select ‘My Reminders’ from the ‘My Account’ navigation menu.

My Account

My Details
My Clienis
My Locations
My Vehicles

Change Password
Download Softwara

Click on the ‘“+New reminder’ button.

-+ New reminder

Choose your start date, frequency, Subject and Message then click Create.

CREATE A SCHEDULED REMINDER

Start date ~ I 25/11/2015 Frequency ~

Subject Message

Create Cancel

If you have any questions about the PEAK system, please feel free to contact our support team at
servicedesk@proximitum.com or (+44) 20 3875 8930
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