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Introduction 
 

What is GSAFleet.gov 
The General Service Administration Office of Fleet Management's (GSA Fleet) mission is to 
provide safe, reliable, low-cost vehicle solutions that assist federal agencies in effectively and 
efficiently meeting their mission and federal mandates. GSA Fleet manages mandatory 

Government-wide vehicle acquisition programs, provides Federal agencies full-service vehicle 
leases, and offers short-term vehicle rentals. GSA Fleet users currently use 19 disparate system 
applications to meet this mission. GSAFleet.gov consolidates those 19 systems into a single 

integrated system enabling value-added fleet management services through enhanced automation 
provided to agencies as service offerings to improve their fleet management. GSA Fleet's 
modernization will allow agencies across the government to reap the benefits of the resulting 

solution and enhance a widely leveraged shared service.  

 

Creating an Account and Logging In 
 

This document details how to create an account in GSAFleet.gov and how to log in.  
 

Mileage Overview 
 

What is mileage reporting? 
 

This mileage reporting tool allows for monthly reporting of mileage on your fleet-leased vehicle. Mileage can 
only be reported once a month. It can be updated at any time, but must be up-to-date by the last business 
day of the month at noon in your time zone. 

 

 

 

 

 

 

 

 

 

 

https://gsafleet.gov/GSAFleet_gov_Account_Creation_User_Guide.pdf
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Reporting and Editing Mileage and Days Used  
 

There are two ways to report and edit mileage and days used on one vehicle in GSAFleet.gov: 

● The Mileage Reporting page 
● The Mileage History tab in the Vehicle Overview page 

 

Mileage Reporting Page 
 

Step 1.  From the home page, select Mileage Reporting from the Manage My Fleet main menu bar at the 
top of the screen. 
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Step 2. Select your desired filters to view your vehicles. You are able to filter by: 

● License plate 
● VIN 
● Agency 
● POC Email 
● FMC 
● Customer account (Legacy customer number) 
● Status 
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Step 3. Once you have selected relevant vehicles, you will have the ability to report mileage for vehicles 
with ready for update status. There are four statuses available for mileage: 

● Telematics: Mileage will be reported by the vehicle’s on board telematics device on the 19th of the 

month. 

● Pending: Mileage has been reported. Mileage entered will remain in Pending status until close of 
business. After close of business, the status will change to Reported. 

○ Note: Users can edit the reported mileage, days used (optional field), Fund Code, 
Description 1 & Description 2 fields until Close of Business. 

○ Close of business is defined as noon within your time zone. Mileage should be 
reported by the last business day of the month. 

● Ready for update: Mileage has not been reported. Action is required. 

● Reported: Mileage has already been reported. No action is required. 

 

 

Each row will display 

● License Plate 
● Previous Mileage 
● Field to report Ending Mileage 

● Field to report Days Used 
● Status of reporting 
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When the row is expanded using the left hand carrot you will be able to view 

• Fund Code 

• Description 1 

• Description 2 

• VIN 

• Legacy Customer Number 

• Customer Account 

• Method of Entry of previous mileage (Telematics, GORP/DESC, Average, Estimated, Manual) 

• Entered By of previous mileage 

• Date Entered of previous mileage 

 

Step 4. Reporting ending mileage and days used. Simply enter the vehicle's current odometer reading into 
the “ending mileage” field. Click the save all button to save your work. Any records you have updated will be 
saved. 

 

 

Note: The Days Used field is an optional customer driven field to record the number of days the vehicle 
was used during the reporting month. The days entered must be a positive number and cannot exceed the 
number of days in the reporting month. This field is not used for billing. 
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Step 5. If you leave the screen without saving your data a warning message will pop-up prompting you to 
save. If you exit the tab without saving your work, all entered data will be lost.  

 

 

Mileage History Tab in the Vehicle Overview Page 
 

Step 1. Navigate to an individual vehicle’s overview page from the Mileage Reporting Page or from the 
vehicle search bar on the home page. 
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Step 2. On the left side of the vehicle overview page, there will be a list of tabs. Select the Mileage History 
tab to open the individual vehicles’ mileage history. 
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Note: You can also navigate to an individual vehicle's mileage history by clicking on the black carrot (arrow) 
on the left side of the row. This will expand the row to view more information about the vehicle. Click on the 
VIN hyperlink. The page will automatically open on the Mileage History page of the vehicle. 

 

 

 

Step 3. You will be able to view a list of the mileage history activities in the chart at the bottom of the page 
by PM date, PM mileage, PM due date, PM due mileage. If you click the carrot, the row will expand to 
include: 

• Mileage date 

• Odometer 

• Days used (optional field) 

• Miles driven 

• Mileage status 
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Step 4. To view more information on a specific mileage entry, select the carrot next to the entry. This will 
show you the legacy customer number, method of entry, the user that entered it, and the date of entry. 

 

Step 5. You can also update an individual vehicle’s mileage record on this page by selecting the +Add new 
mileage record button. 
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Step 6. A modal will pop up to add your vehicle mileage record. Enter your odometer reading and days 
used (optional field) into the respective fields. Select the Save and close button to save your new mileage 
record. 

 

Step 7. Success! A green banner will appear notifying you that your mileage was successfully saved. The 
new record will now show as Pending in the table at the bottom of the page. 
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Step 8. To edit or delete a record while it is in Pending status, select the ellipses under the Actions column 
of the table. Select either Edit or Delete. Edit will open the same modal, where you can correct your entry 
and save. 

 

 

 

 

Step 9. Deleting a record in pending status will open a separate modal asking if you are sure you would like 
to delete the record. Select the Delete record  button in the modal to proceed. 
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Step 10. Success! A green banner will appear to let you know that you have successfully deleted a record 
in pending status. 
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Bulk Export Mileage 
 

Step 1. To do a bulk export of your current month’s mileage, you can navigate to the Manage my fleet menu 
and select Vehicle Data Bulk Updates from the dropdown, or select the Vehicle Reports Manager tile from 
the Manage my fleet section of the home page. 

 

 

 

Step 2. The Vehicle Reports Manager page opens. Select the Export Template for Bulk Updates tile.  
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Step 3. The Export Template for Bulk Updates page opens. Select GSA Leased and then vehicle mileage 

data template from the available templates selection. Select Next. 
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Step 4. The Agency field is required and the rest of the fields are not required. To enter a BOAC and/or a 
Legacy Customer Number, an agency and a bureau must be selected first. Select Export Report to Email. 

Note: Records in the report will only include those that match the scope selected. 
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Step 5. A green banner will appear at the top of the screen stating the export has been initiated.  

 

Step 6. Once you receive the email from GSAFleet.gov, please note that the link will expire in 7 days. 
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Step 7. When you click on the link, it will open the Mileage template. The first tab provides instructions on 
using the Mileage Upload Template, descriptions of each field name, and how to edit data. 

 

 

 

The second tab provides the template fields: 

• License Plate 

• VIN 

• BOAC 

• Fund Code 

• Description 1 

• Description 2 

• Ending Mileage 

• Days Used (optional field) 
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Bulk Import Mileage 
 

Step 1. To do a bulk import of your current month’s mileage, return to the Vehicle Reports Manager. Select 
Import Template for Bulk Updates tile for a template selection.  

 

Step 2. Select GSA Leased and select Vehicle Mileage Data from the available templates selection. Under 

Supporting File you can either drag a file, or use the Choose From Folder hyperlink. You can then select a 

file from your desktop. Select Upload. A banner will then appear at the top of the screen stating the import 

has been completed.  

 

Note: This page accepts files in the .xlsx, .xls, and .txt formats and the file should be below 30 megabytes. 
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Step 3. When a banner appears stating that there are errors in the template, click on the Download Error 

Log hyperlink. 

 
Step 4. Open the error log in .xlsx to view the errors and successes. Make your edits on your Vehicle 

Mileage Data template and upload the file following instructions in Step 1 and 2. 

 

 
 


