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Completing Scheduled PM Reminders 

Reminders should always be completed using the FLEETMATE Reminders 
window. 

Whenever you click the Reminders toolbar button, a check is made to 
determine whether any reminders are due.  If any PM reminders are due 
for any assets in your fleet, the Reminders window will appear, and will list 

all due reminders for all assets. 

The Reminders window will also automatically appear when you start 
FLEETMATE, provided you have not turned-off this feature.  If no reminders are 
currently due, a message box will appear to let you know. 

 

 

FLEETMATE Reminders Window 
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Completing a Scheduled PM Reminder 

PM (preventive maintenance) reminders relate to actual service and involve a 
work order so that the service activity will be documented.  To complete a 
reminder, click it to select it, and then click the Complete Selected Reminder… 
button near the bottom of the window. 

For PM reminders, you may select multiple reminders for completion using one 
(1) work order. To do this, hold the [Ctrl] key on your keyboard while using your 
mouse to select the reminders you want to complete. 

The reminder(s) that you selected for completion will appear on your work order 
as one or more Labor Lines.  The work order Summary Description will appear 
as “Scheduled PM.”  You may change the Summary Description if you like, or 
leave it as-is so that you can easily identify Work Orders involving scheduled 
maintenance. 

When completing PM type reminders, use care not to alter the Labor Line 
Description(s).  FLEETMATE compares this description to your reminders so that 
it can determine whether the work has been completed. 

If a Parts Kit was defined, the material within the kit will have been added to 
your work order automatically, and relieved from inventory.  Quantities on each 
parts line will follow the kit definition within the inventory module. 

If a fixed cost and vendor name were defined on the reminder, the labor line will 
show the cost per unit as the fixed cost with one (1) labor unit. 

Click OK on the Work Order window to save the work order and to satisfy the 
reminder(s). 

If you click Cancel at this point, the partial work order remains pending, and the 
reminder will be satisfied, since the pending work order indicates that you plan 
to complete the work order in the future. 
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Completing Fleet Asset Admin Type Reminders 

An Admin type reminder does not relate to service, nor does it involve a work 
order.  These types of reminders are designed to capture date and cost for items 
such as registration renewals, or insurance premium payments. 

When the Payment/Expense window appears, use care not to alter the 
Description field, since the system uses this value to recognize that the reminder 
was satisfied.  Do not change the description.  You should now continue entering 
information into the Payment/Expense window to record all relevant information. 

Click OK on the Payment/Expense window to save the record and to satisfy this 
reminder. 

If you click Cancel at this point, the reminder will not be satisfied.  It will 
continue to remain due. 

 

 
Completing Personnel Reminders 

The Personnel tab on the Reminders window will only be enabled if one or more 
Personnel reminders are due. 

Personnel reminders will always produce a License Renewal/Certification window 
during the completion process.  These types of reminders are assumed to be 
related to activities such as license renewals, training classes, and other types of 
certifications. 

Refer to the Personnel Customer Guide for additional information regarding the 
setup of Personnel type reminders. 
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Completing Emissions Test Reminders 

If the Completion Window was set to Emissions Test, via your setup on the 
Vehicle Details window, a new Scheduled Emissions Test window will appear.  

Some information will be automatically supplied by the reminder, such as the 
Description.  Use care not to alter the Description field. 

You should now continue entering information into the Scheduled Emissions Test 
window to record all relevant emission/smog test data. 

If you want to record the Test Fee as an expense, check the box labeled 
Create/Record Expense.  This will record an expense record for you 
automatically. 

Click OK on the Scheduled Emissions Test window to save the record and to 
satisfy this reminder. 

If you click Cancel at this point, the reminder will not be satisfied.  It will 
continue to remain triggered and due. 
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Editing a Scheduled Reminder 

 
You may find that you want to change a Scheduled Reminder.  If you 
manually created the scheduled reminder, you can freely edit it to meet 
your needs.  However, it is important to understand that reminders that 

are scheduled by Recurring Tasks are under the absolute control of the recurring 
task, and any manual changes will be over-ridden by the recurring task. 

To edit a Scheduled Reminder that you manually entered, select the vehicle in 
question in the upper pane of the Setup Vehicle Reminders window, then 
double-click the Scheduled Reminder you need to edit.  
 

 

Scheduled Reminders Tab 

If you see a  or a  icon next to a reminder, this indicates that the reminder 
is under the control of a Recurring Task, and cannot be edited.  These reminders 
are under the control of recurring tasks.  
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Deleting a Scheduled Reminder 

If you manually entered the scheduled reminder, you can freely delete it. 
However, it is important to understand that reminders that are scheduled by 
Recurring Tasks are under the absolute control of the recurring task.  Therefore, 
these type of reminders will persist. 

To delete a Scheduled Reminder that you manually entered, first select the 
vehicle in question in the upper pane of the Setup Vehicle Reminders window, 
then click the Scheduled Reminders tab.  Existing Reminders will be listed. 

Right-click on the Reminder you need to delete, and choose Delete Scheduled 
Reminder… from the popup menu.  If you have Delete Confirmation activated, 
the system will ask if you are sure you want to delete this record.  Click either 
the Yes or No button.  If you do not have Delete Confirmation activated, the 
record will be immediately deleted from your database. 

If you see a  or a  icon next to a reminder, that indicates that the reminder 
is under the control of a Recurring Task, and cannot be deleted.  These 
reminders will persist unless the related recurring tasks are deleted. 

 

 


