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The Fleet Desk is a complete fleet 
management suite. This allows users 
within your company to create 
'Requests' for changes to be made to 
assets. Selected users can then 
review these requests.

This provides a structured 
authorisation process for making 
changes to your fleet.

What is the Fleet Desk used for?

The following requests can be made 
via the Fleet Desk:

• Asset Creation
• Asset Disposal
• Asset Transfer
• Inter-company Transfer
• Rental*
• Rental Return*
• Rental VOR Credit*
*detailed in separate documentation.

What requests can be made?

You can choose which users have the 
authority to accept or decline Fleet 
Requests. 

Accepting a fleet request means the 
requested action will take place, and 
declining will reject the requested 
action.

Who approves the requests?

Introduction to the Fleet Desk

1 2 3



How do I access the Fleet Desk?



How do I access the Fleet Desk?

To access the Fleet Desk, you will 
need to log on to your Axscend 
Portal. 

You can do this via the link below:
https://portal.axscend.com/

Step 1



Once you have logged in, click on the 'Admin' button. 
You will find this on the top right hand corner of the 
navigation bar.

Step 2
This will open a dropdown menu of options - you may 
have several options within here. Click on the Fleet 
Desk. 

Step 3

How do I access the Fleet Desk?



How to create a Fleet Request



To begin your fleet request, click the + button on the 
left hand sidebar.

Step 1
Select the type of fleet request you would like to 
create from the dropdown: Asset Creation, Asset 
Disposal, Asset Transfer or Inter-Company Transfer.

Step 2

How to create a Fleet Request



After selecting the request you want to 
create, click the '+' button to confirm.

Step 3

How to create a Fleet Request



Asset 
Creation
Make a request for a new Asset to be 
created on the Axscend system.



Within the new Fleet Request, select the 
'Asset' tab from the top of the page. On the 
asset section you should fill out all relevant 
details. 

You can use the sidebar to jump to different 
sections of the form.

This section highlights the missing required 
fields.

Step 1

If you do not have all the required information to hand, you can save the current progress at any point by 
using the save  button on the toolbar.

Asset Creation
How to create a Fleet Request

*required fields may vary based on company settings



You will now need to set up a MOT* and Safety 
Inspection schedule. To do this, click the 
'Maintenance Schedules' tab.

Step 2
Add two new schedules by clicking 'Add A New 
Maintenance Schedule' twice. Fill out the details for 
the MOT* and Safety Inspection.

Step 3

Asset Creation
How to create a Fleet Request

* If the asset is new, you do not require an MOT.



Now you have the required maintenance schedules set 
you will need to add supporting documentation, as 
indicated by the 'Missing' section at the top.

To add the required supporting documents to these 
schedules, you must first save the fleet request.

Do this by clicking the button in the toolbar.

Step 4

Asset Creation
How to create a Fleet Request

After saving, you should now add documents to the 
schedules. Use the 'Add Document' button along 
each schedule to select a file.

Step 5



Choose the relevant fuel item from the dropdown, 
then click the + button. Repeat for Tolls.

Step 7
The last required step is to add Fuel Card and Toll 
Checklist items. To do this, click the ‘Fuel and Tolls' 
tab.

Step 6

Asset Creation
How to create a Fleet Request

* If the fuel and tolls are not needed, you should toggle the option at the top.



Asset Creation
How to create a Fleet Request

Finally, you can also optionally add Tyre Information 
and related Contracts on their respective tabs.

Step 8



Asset Creation
How to create a Fleet Request

When the Asset Details, Maintenance Schedules have been completed and all documents uploaded and relevant 
Fuels & Tolls added you can submit the request. Do this by clicking the button on the toolbar.

Step 9



Asset 
Disposal

Make a request for an Asset to be 
disposed on the Axscend system.



To begin, in the Details tab start typing the 
name of the Asset you would like to remove 
from Axscend in the asset field.

After a few characters you should see a 
dropdown menu with assets which match 
your input. Click on the relevant asset.

Step 1

How to create a Fleet Request
Asset Disposal



Fill in any relevant notes in the Notes 
section. It may be useful to include why 
you think this asset is no longer required 
on the system to assist the personnel 
who reviews this request.

Step 2

How to create a Fleet Request
Asset Disposal



Scroll down the required checks, and alongside each 
tick either:
• Not Completed
• Completed
• Not Applicable

Step 4
You will now need to validate the state of the asset, 
to do this click on the 'Checklist Items' tab.

The red section highlighting the missing fields will clear 
when you have all the required information.

Step 3

(this will prevent you submitting the request)

How to create a Fleet Request
Asset Disposal



When the Asset Details and Disposal 
Checklists have been completed, you can 
now submit the request. 
Do this by clicking the     sub.  button on 
the toolbar.

Step 5

How to create a Fleet Request
Asset Disposal



Asset 
Transfer

Make a request for an Asset to be 
transferred to a different group on the 
Axscend system.



To begin, in the Details tab start typing 
the name of the Asset you would like to 
transfer.

After a few characters you should see a 
dropdown menu with assets which match 
your input. Click on the relevant asset.

Step 1

How to create a Fleet Request
Asset Transfer



Select the destination group. This is the 
group you want to transfer the asset to.

You can also add any supporting notes in 
the Notes section to assist the personnel 
reviewing this request.

Step 2

How to create a Fleet Request
Asset Transfer



The last required step is to add Fuel Card 
and Toll Checklist items. To do this, click 
the ‘Fuel and Tolls' tab.

Step 3

If fuel and tolls are required, use the 
dropdowns to find the relevant item, then 
click the + add button.
Otherwise, toggle ‘Checklist Items 
Needed’ to off.

Step 4

How to create a Fleet Request
Asset Transfer



How to create a Fleet Request
Asset Transfer

When the Asset and Group details have been completed, and any relevant Fuel and Tolls added, you can now 
submit the request. Do this by clicking the sub.      button on the toolbar.

Step 5



Inter-
Company 
Transfer

Make a request for an Asset to be 
transferred to a different company on 
the Axscend system.



How to create a Fleet Request
Inter-company Transfer

Inter-company transfers have multiple stages

1) The requesting user makes the request for 
the asset to be moved to a different 
company. The user can submit the request to 
the next stage.

2) The specified user (within the request) will 
confirm the details of the asset within the 
2nd company. The specified user can then 
submit the request for review.

3) Await review

Note



To begin the first stage of the request, in 
the Details tab start typing the name of 
the Asset you would like to move.

After a few characters you should see a 
dropdown menu with assets which match 
your input. Click on the relevant asset.

Stage 1 - Step 1

How to create a Fleet Request
Inter-company Transfer - Stage 1



When the required information has been completed, 
you can now submi  the request - this will pass the 
request on to the User from the 2nd company that you 
specified. 

Stage 1 - Step 3
Continue to fill out the details of the company 
transfer.
More fields will become available on the form once 
you have selected a 'To Company'.

Stage 1 - Step 2

How to create a Fleet Request
Inter-company Transfer - Stage 1



How to create a Fleet Request
Inter-company Transfer - Stage 1

Once submitted, the asset details need to 
be confirmed. To do this, click the ‘Asset' 
tab. On the asset tab you should fill out all 
relevant details. 

You can use the sidebar to jump to different 
sections of the form.

This section highlights the missing required 
fields.

Stage 1 - Step 4

*required fields may vary based on company settings

When confirmed, click the Save   button.

Stage 1 - Step 5



Only the user specified when creating the 
request can submit the request for review.

Stage 2 - Note

How to create a Fleet Request
Inter-company Transfer - Stage 2

The second stage of the Inter-Company 
Transfer.



Inter-company Transfer requests will wipe 
company specific relationships to the asset, 
such as Owner. Therefore we require 
confirmation of the Asset's new details 
before submitting the request for review.

To complete this, select the 'Asset' tab from 
the top of the page.

The red section highlighting the missing 
fields will clear when you have all the 
required information.

Stage 2 - Step 1

How to create a Fleet Request
Inter-company Transfer - Stage 2



When the Asset Details have been inputted, 
you can now submit the request. Do this by 
clicking the sub.     button on the toolbar.

Stage 2 - Step 2

How to create a Fleet Request
Inter-company Transfer - Stage 2



How can I review Fleet Requests?
*only authorised users can 

accept or decline fleet requests



You can filter the sidebar to just show fleet requests 
awaiting approval by changing the 'State' filter.

Step 1 cont
On the Fleet Desk page, as well as creating requests, 
you can also review Fleet Requests created by other 
users.
These will be displayed in the sidebar with the status
 

Step 1

How can I review Fleet Requests?



How can I review Fleet Requests?

After choosing a Fleet Request, you 
should review the information within the 
request. 

After this, if the Fleet Request is an Asset 
Creation, Group Transfer or Inter-
Company Transfer you can either accep  
or  declin  the request from the toolbar 

Continue to Step 3 + 4 to see additional 
actions required when reviewing Asset 
Disposal requests.

Step 2



Asset Disposal requests may require you 
to review checklist items before the asset 
is removed from the system.

Within the Disposal Request, select the 
'Checklist Items' tab from the top of the 
page.

The red section highlighting the missing 
fields will clear when you have all the 
required information.

Step 3

How can I review Fleet Requests?
Asset Disposal



Scroll down the required checks within the 
"Fleet Team Checklist" section.

 Alongside each checklist item tick either:
• Not Completed (this will prevent you 

submitting the request)

• Completed
• Not Applicable

Once all items are either marked as 
Completed or Not Applicable, you can 
review the request as per Step 2.

Step 4 

How can I review Fleet Requests?
Asset Disposal
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