
Importing Vehicles into the New System  

Step Description 

1. • Click the Vehicle Import link in the Administrative Panel on the Company Dashboard.

2. The Import Vehicle Inventory screen will be displayed. 

• Click the Choose File button to locate the file on the computer that has the Vehicle Inventory listed. Double
click the file to be imported.

• Click the Upload File button.

Note: The file must contain the Unit Number, Unit Model Year, Vehicle Make, VIN, License Plate Number, 
License Plate State, Country, and Vehicle Type (see image above for details).  
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3. The Import Vehicle Inventory Step 2 screen will be displayed. 

• Designate which column the data is located in each dropdown list, as well as the row the data starts on.

• Click the Import Sheet button.
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4.  The Vehicle Import Results screen will be displayed indicating the number of vehicles successfully imported. 

 
Note: If there are any errors in the data, the Vehicle Import Results screen will indicate the number of failures. 
Users can click the View Load Failures button to open the Vehicle Import Exceptions Report. 

5.  • Click the Return to the Dashboard link to return to the Company Dashboard. 
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