
Adding a new vehicle to your 
profile 



Select the “my vehicles” button 

A list of your vehicles history will be displayed. You can add a new vehicle to the list by selecting the add new 
vehicle button. 

Before submitting a claim for mileage, your vehicle will need to be set up so that claims can be made 
against it. Also when you change your vehicle, you will need to register the new one and end the old 

vehicle (assuming it is no longer available to use).   



Enter the new car registration and then select the next button. 



1. Enter the date that you obtained the vehicle. You can select your old vehicle to replace it with 
your new vehicle. If you still have your old vehicle and wish to use it in future claims, please 
select the tick box at the side of the question “is your previous vehicle still available to you?” 

2. If the new vehicle is your default vehicle, please select a tick box “Is this your default vehicle?” 
3. Select next. 
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• Enter and verify the details from the registration document (as above).  
• The make is selected via the dropdown box. If the vehicle make is not present, please contact Payroll ASAP. 
• Please note that *(Asterisk) marked fields are mandatory.  
• Select next. 
 

• Select the vehicle type, transmission and ownership by clicking into the dropdown boxes provided. 
• The rest of the field are mandatory, but if these are not known, please enter “0” 
• Select next. 

 



The rest of these fields for the vehicle registration are optional. 
If you are satisfied that you have entered all relevant details, please select the submit button. 
The screen will then inform you that the submission has been made. This will be forwarded to your line 
manager who will need to check your registration documents as well as a copy of your insurance certificate, 
to ensure you are covered for business use. 

Your line manager will not be able to authorise your vehicle until they have seen your documentation 
(detailed above). 
Any claims to this vehicle cannot be processed until the vehicle has been authorised.  



• Until authorised by your line manager, the new vehicle will remain pending (as shown above).  
• You can close your old vehicle details by selecting the end date close button. 

 

This will display the vehicle details where you can enter the closing date. 
 
Select submit. 


