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Overview/Purpose 
 

This User Guide provides a comprehensive reference for administrators and users, detailing the 
procedures for managing fleet card functionalities within the Corpay Complete platform, 
including card administration, transaction controls, and vehicle and driver identification 
operations. 
 

While the Corpay Complete Cards Module User Guide provides detailed instruction on the full 
range of card functionality, this manual is designed to serve as a specialized training resource, 
focusing specifically on fleet-related fields, processes, and best practices. 
 

Log in to Corpay Complete  
 

1. Log in to Corpay Complete. 
 

2. Key in your email address and click Continue.  
 

 
 

 

3. Key in your Corpay Complete password and click Login. 
 

  

https://accrualify.zendesk.com/hc/en-us/articles/42083989513619-Corpay-Complete-Cards-Module-User-Guide
https://complete.corpay.com/login
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Log Out of Corpay Complete  
 

1. From the Corpay Complete platform, click on the Avatar icon and select Logout.  
 

 
 

 

Cards Module Dashboard 
 

All fields in the Cards Module are defined in the Corpay Complete Cards Module User Guide. 
 

Continue below to learn more about the Fleet related field of Easy Savings on the Cards 
Module dashboard. 
 

Easy Savings (last 30 days) 
 

From the Cards module dashboard, you will find the Easy Savings (last 30 days) button. 
 

Easy Savings is a type of discount from certain merchants for a Mastercard program. This is 
different from a “regular” discount coming from a vendor. The Easy Savings discount 
comes mostly from Fuel Stations. 
 

  

https://accrualify.zendesk.com/hc/en-us/articles/42083989513619-Corpay-Complete-Cards-Module-User-Guide
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Perform One-Time Purchase  
 

Corpay Complete Administrators can perform a One-Time Purchase in which the Card can 
override profile parameters for a single transaction. 
 

IMPORTANT 

The One-Time Purchase amount must be the NEXT swipe on the Card. 
Only use the One-Time Purchase for same day transactions. 

 

 

1. From the Cards Module, use the filters to quickly locate the cardholder’s name or card 
number. Once located, click the blue card number link. This will open the Card Details 
page. 
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2. On the Card Details page, in the Card Info tab, scroll down to the Card Settings. Click 
One-Time Purchase. 

 

 
 

 

3. This will open the One-Time Purchase window. Be sure to read the notes from Corpay 
that are included on this window. Key in the amount for the one-time purchase and click 
Submit. 
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Managing Fleet Card - Adding, Editing, and Deleting Vehicle ID 
 

Adding a Vehicle ID to a Vehicle Pool 
 

Follow the steps below to add a Vehicle ID to a Vehicle Pool: 
 

1. Log in to Corpay Complete using your credentials. Please navigate here to learn how to 
log in. 

 

2. From the left-side navigation pane, click on the Cards module. 
 

 
 

 

3. Click the Fleet tab, then select Vehicle ID from the drop-down list. 
 

 
 

 

Note: If the Fleet tab does not appear, click here to view the How to Enable and Access Fleet 
Pools article for instructions on adding the Fleet tab to Corpay Complete.  

https://complete.corpay.com/login
https://accrualify.zendesk.com/hc/en-us/articles/44530859434899-How-to-Enable-and-Access-Fleet-Pools
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4. On the Vehicle ID grid, click the + Add Vehicle ID button. 

 

 
 

 

5. On the Add Vehicle ID screen, complete the fields within the Vehicle Information section 
and click the Submit button. 

 

 
 

 

A. Customer ID - Unique customer identifier for the account (often a short code). 
 

B. Account Code - Internal account identifier for the billed entity or program. 
 

C. Vehicle Number - Internal or system-assigned vehicle ID. 
 

D. VIN - Vehicle Identification Number (unique 17-character code, though some test 
data may be shorter). 

 

E. Vehicle Description - Description or name of the vehicle (often includes 
make/model or custom label). 

 

F. License Plate Number - Registered license plate for the vehicle. 
 

G. Registration Expiration - Date when the vehicle registration expires (MM/DD/YYYY 
format). 

 

H. Misc #1 - Custom/auxiliary field—purpose varies by organization. 
 

I. Misc #2 - Second custom/auxiliary field—purpose varies by organization.  
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6. You will receive a Success message confirming that the Vehicle ID is submitted for 
processing. 

 

 
 

 

If a Vehicle ID is successfully created, it will show a Pending or Completed status messages on 
the Vehicle ID grid. Otherwise, a Failed message is displayed. 
 

Vehicle ID Status Description 
Pending Vehicle ID was added or updated and is being processed. 
Completed Vehicle ID has successfully been added or updated in the system. 

Failed 
Processing failed while adding or updating a Vehicle ID. Contact support for 

assistance 
 

 

Editing Existing Vehicle ID on a Vehicle Pool 
 

Follow the steps below to edit existing Vehicle ID information: 
 

1. Navigate to the Vehicle ID grid and click on the pencil ( ) icon relating to the Vehicle ID. 
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2. On the Edit Vehicle ID window, update any fields as necessary and then click Save. 
 

  
 

 

3. You will receive a Success message confirming that the Vehicle ID is updated and 
submitted for processing. 

 

 
 

 

Deleting a Vehicle ID from a Vehicle Pool 
 

Follow the steps below to delete an existing Vehicle ID from a Vehicle pool: 
 

1. Navigate to the Vehicle ID grid and select the boxes for the Vehicle IDs you wish to 
delete. 

 

• Alternatively, click on the trash can icon to delete a single Vehicle ID. 
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2. From the Bulk Action drop-down, click Delete Selected. 
 

 
 

 

3. Click OK on the prompt asking you to verify the deletion of the Vehicle ID. 
 

 
 

 

4. You will receive a Success message confirming that the Vehicle ID is submitted for 
deletion. 
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Managing Fleet Card - Adding, Editing, and Deleting Driver IDs 
 

Adding a Driver ID to a Driver Pool 
 

Follow the steps below to add a Driver ID to a Driver Pool: 
 

1. Log in to Corpay Complete using your Admin credentials. 
 

2. From the left-side navigation pane, click on the Cards module. 
 

 
 

 

3. Click the Fleet tab, then select Driver ID from the drop-down list. 
 

 
 

 

Note: If the Fleet tab does not appear, click here to view the How to Enable and Access Fleet 
Pools for instructions on adding the Fleet tab to Corpay Complete. 

  

https://complete.corpay.com/login
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4. On the Driver ID grid, click the + Add Driver ID button. 
 

 
 

 

5. On the Add Driver ID screen, complete the fields within the Driver Information section 
and click the Submit button. 

 

 
 

 

Required fields are marked with a red asterisk. 
 

A. Driver ID - Unique identifier assigned to each driver in the system. 
 

B. Customer ID - Unique customer identifier for the account (often a short code). 
 

C. Account Code - Internal account identifier for the billed entity or program. 
 

D. First Name - Driver’s first name. 
 

E. Last Name - Driver’s last name. 
 

F. Driver’s License State - Issuing state/territory for the license (2‑letter code in the 
export). 

 

G. Driver’s License Number - License number as recorded for the driver. 
 

H. Misc #1 - Custom/auxiliary field—purpose varies by organization. 
 

I. Misc #2 - Second custom/auxiliary field—purpose varies by organization.  
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6. You will receive a Success message confirming that the Driver ID is submitted for 
processing. 

 

 
 

 

Note: If a Driver ID is successfully created, it will show a Pending or Completed status 
messages on the Vehicle ID grid. Otherwise, a Failed message is displayed. 

 

Driver ID Status Description 
Pending Driver ID was added or updated and is being processed. 
Completed Driver ID has successfully been added or updated in the system. 

Failed 
Processing failed while adding or updating a Driver ID. Contact support for 

assistance 
 

 

Editing an Existing Driver ID on a Driver Pool 
 

Follow the steps below to edit existing Driver ID information: 
 

1. Navigate to the Driver ID grid and click on the pencil icon for the Driver ID. 
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2. Update any fields as necessary on the Edit Driver ID window and save your changes by 
clicking Save. 

 

 
 

 

3. You will receive a Success message confirming that the Driver ID is updated and 
submitted for processing. 
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Deleting a Driver ID from a Driver Pool 
 

Follow the steps below to delete existing Driver ID on a Driver pool: 
 

1. Navigate to the Driver ID grid and select the box for the Driver ID you wish to delete. 
 

• Alternatively, you can also click on the trash can icon to delete a single Driver ID. 
 

 
 

 

2. From the Bulk Action button, click the Delete Selected action. 
 

 
 

 

3. Click OK on the prompt asking you to verify the deletion of the Driver ID. 
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4. You will receive a Success message confirming that the Driver ID is submitted for 
deletion. 

 

 
 

 

Block a Card  
 

To Block a Card: 
 

1. Navigate to the Cards module and click the All Cards tab. 
 

 
 

 

2. Ask the cardholder for the last 4 digits of the card number and key them into the Card # 
field. 
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3. From the Card Details page, navigate to the Blocked toggle. Move the toggle to the right. 
 

 
 

 

4. When the card is blocked successfully: 
 

• The Blocked toggle will be green. 
 

• A Success message will appear in the top right corner of the screen. 
 

• The status of the card will change to Blocked. 
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How to Enable and Access Fleet Pools 
 

Corpay Complete introduces Driver and Vehicle Pools, giving administrators centralized 
control over fleet records and enabling better management of driver and vehicle data used for 
fleet card prompting. 
 

A Driver ID is a unique identifier for each driver, used to link transactions and activity to the 
correct person, while a Vehicle ID is a unique identifier for each vehicle, used to track 
expenses, maintenance, and usage for that specific asset. 
 

For this capability, two new company settings, Show Fleet Driver Pool and Show Fleet 
Vehicle Pool, have been added. When these two company settings are enabled, the Fleet tab 
becomes visible in the Cards module, providing Admins access to the Driver ID grid and 
Vehicle ID grid. 
 

The Driver ID grid helps admins to manage driver records, while the Vehicle ID grid helps with 
managing vehicle records. 
 

 

How to ENABLE Fleet Pools – Web 
 

Follow the steps below to enable Fleet Pool Settings. 
 

1. Contact your Corpay Account Manager using the email address 
accountmanagement@corpay.com. 

 

2. Request to enable one or both of the following company settings: 
 

• Show Fleet Driver Pool 
 

• Show Fleet Vehicle Pool 
 

3. Once enabled, the system will automatically display the Fleet tab in the Cards module. 
 

 
 

 

  

mailto:accountmanagement@corpay.com
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How to ACCESS Fleet Pools – Web 
 

Follow the steps below to access Driver and Vehicle Pools on the Corpay Complete web 
application. 
 

1. Log in to Corpay Complete using your administrator credentials. 
 

2. From the left-side navigation pane, click on the Cards module. 
 

 
 

 

  

https://complete.corpay.com/login
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3. Click on the Fleet tab at the top of the screen, and select either Driver ID or Vehicle ID. 
 

 
 

 

A. Driver ID – Select to view and manage driver records. 
 

B. Vehicle ID – Select to view and manage vehicle records. 
 

4. Based on your selection, the Driver ID or Vehicle ID grid displays.  
 

 
 

 

 
 

 

With Fleet Pools enabled, administrators can efficiently access and manage driver and vehicle 
records directly from the Cards module, streamlining fleet oversight within Corpay Complete. 
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Viewing Fleet-Specific Fields in Corpay Complete 
 

Corpay Complete now includes fleet-specific fields across key areas of the platform to support 
driver and vehicle card management. Fields such as Vehicle Number, VIN, and Driver’s 
License Number are now visible in All Cards grid and Card Details page in the Cards 
module. 
 

 

How to View Fleet Fields on the All Cards Grid 
 

Follow the steps below to view fleet-specific fields for a Fleet card on the All Cards grid: 
 

1. Log in to Corpay Complete using your administrator credentials. 
 

2. From the left-side navigation pane, click on the Cards module. 
 

  
 

 

  

https://complete.corpay.com/login
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3. Under the All Cards tab, on the All Cards grid, click the column selector + icon ( ) on the 
right side of the screen.  

 

 
 

 

4. Select the checkboxes to display fleet-specific columns, making fleet information easier to 
access in the All Cards grid. 

 

• Driver’s License Number - The license number of the driver assigned to the card. 
 

• Driver's License State - The state that issued the driver's license. 
 

• License Plate Number - The vehicle’s license plate number associated with the card. 
 

• Misc #1 - A customizable field for additional fleet-related data (e.g., internal driver ID or 
department code). 

 

• Misc #2 - Another customizable field for tracking extra vehicle or driver information. 
 

• Registration Expiry - The expiration date of the vehicle’s registration. 
 

• Vehicle Number - An internal identifier used to track the vehicle within the fleet system. 
 

• VIN (Vehicle Identification Number) - The unique 17-character code identifying the 
vehicle. 
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5. The All Cards grid will now display the selected fleet-specific columns. 
 

 
 

 

Note: From the All Cards grid, Admins are also able to use the Fleet option in the Card 
Program Type drop-down to filter just the Fleet cards. 

 

• Click here to navigate to the Corpay Complete Cards Module User Guide. 

 
 

 

  

https://accrualify.zendesk.com/hc/en-us/articles/42083989513619-Corpay-Complete-Cards-Module-User-Guide
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Fleet Card Issuance in the Corpay Complete Web App 
 

Corpay Complete now supports issuing driver and vehicle fleet cards with built-in prompting 
functionality. Admins can issue these cards using the Issue Fleet Card option, available under 
the Issue Card drop-down in the All Cards grid of the Cards module—only for companies with 
an active fleet card program. Depending on your company’s configuration, Admins can issue 
driver, vehicle, or both types of fleet cards. Prompting at the fuel pump or point of sale is 
supported and is based on criteria defined in the card profile during implementation. 
 

Note: 

• Fleet Required Prompts are prompted data a cardholder must enter at the POS, 
such as an employee PIN or vehicle number, before a transaction is approved.  

• For multi-cards (physical plastic cards), the Fleet Required Prompts are 
permanently encoded in the magnetic stripe during card production and cannot 
be changed, even though Corpay Complete allows the fields to be edited.  

• Profiles for multi-cards can only be updated when the Fleet Required Prompts on the 
existing profile match those on the new profile. 

• As a best practice for multi-cards, submit a request to your Account Manager to 
rename profiles so the name clearly reflects the associated Fleet Required Prompts 
(for example, “Profile 003 – Driver Card – Verify PIN”). 

 
 
Issuing a Fleet Card for Fleet Driver Card Program – Web 
 
Follow the steps below to issue a Fleet card for a Fleet Driver Card Program on the Corpay 
Complete web application: 
 

1. From the left-side navigation pane, click on the Cards module. 
 

2. On the All Cards tab, click the Issue Card button and select Issue Fleet Card from the 
drop-down. 
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3. The above action brings you the Issue Fleet Card window. On the Main tab, under the 
Card Information section, the Card Program drop-down will show you are issuing a Fleet 
Driver card program. 

 

  
 
 

IMPORTANT 
The names of the card programs will differ by company. Admins won't select 
between driver and vehicle in the drop-down as this is determined based on 

whether the selected program is set up as Fleet Driver or Fleet Vehicle. 
 

4. Under the Card Information section, complete the following required and any other fleet-
specific fields configured for your organization: 

 

 
 

*Required fields are denoted with a maroon asterisk. 
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A. Card Program Description - Displays a short description of the selected card 
program. This field is auto filled based on the Card Program and is read-only. 

 

B. Card Profile - Select the predefined profile for the card to define the transaction and 
daily spending limit for the card. 

 

C. Issue Card To – Select the driver from the drop-down list. 
 

D. Employee Number - After selecting the Issue Card To field, this field will 
automatically populate. 

 

E. Status - Set the card’s state to Active, Pending, or Blocked (Check the Corpay 
Complete Cards Module User Guide to understand card statuses.) 

 

F. Misc #1 - Add optional custom info (up to 15 characters). 
 

G. Misc #2 - Add additional optional info (up to 15 characters). 
 

H. Billing Address - Select or search for an existing billing address. 
 

I. Card Description - Provide a brief description of the card (up to 250 characters). 
 

J. + Billing Address - Click to add or manage billing addresses. 
 

5. Under the Vehicle Information section, complete the following fields: 
 

 
 

 

*Required fields are denoted with a maroon asterisk. 
 

A. Driver’s License Number - The unique number on the driver’s license. 

https://accrualify.zendesk.com/hc/en-us/articles/42083989513619-Corpay-Complete-Cards-Module-User-Guide
https://accrualify.zendesk.com/hc/en-us/articles/42083989513619-Corpay-Complete-Cards-Module-User-Guide
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B. Driver License State - The state that issued the driver’s license. 
 

C. Registration Expiry - The date when the vehicle’s registration expires. 
 

D. VIN - The Vehicle Identification Number, a unique code for the vehicle. 
 

E. License Plate Number - The vehicle’s registered license plate number. 
 

F. Vehicle Description - A brief description of the vehicle (e.g., make/model). 
 

G. Vehicle Number - The internal or system-assigned ID for the vehicle. 
 

6. Under the Shipping Information section, complete the following fields. 
 

 
 
 

*Required fields are denoted with a maroon asterisk. 
 

A. Shipping Address - Select or search for an existing shipping address 
 

B. Shipping Type – Select a shipping type from the drop-down list (USPS, FedEx 
Overnight, or FedEx 2-Day). 

 
C. + Shipping Address - Click to add or manage shipping addresses. 

 
7. From the Issue Fleet Card window, click the Accounts tab to complete the Debit 

Accounts and Credit Accounts information. 
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8. Under the Debit Accounts section, complete the applicable Debit Account fields.  
 

 
 

 

*Required fields are denoted with a maroon asterisk. 
 

A. Account - Select the account to allocate the expense to. 
 

B. Percent - Enter the percentage of the total amount for this account. 
 

C. Amount - Enter the dollar amount to allocate. 
 

D. Department - Select the relevant department from the drop-down. 
 

E. Location - Select the location associated with this expense. 
 

F. Business Unit - Pick the applicable business unit. 
 

G. Category - Select a category for the transaction (overrides custom accounts). 
 

H. For Subsidiary - Select a subsidiary from the drop-down list if applicable. 
 

I. Project - Select or search for the related project. 
 

J. Memo - Add any notes or details about the transaction. 
 

K. + Add Debit Account - Click to add another debit account entry. Alternatively, you 
can click the + icon on the top right corner of the window to add a new debit account 
entry. 

 

L. Expenses Total Amount - Displays the running total of all expenses entered. 
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IMPORTANT 
Use the trashcan icon on the top right corner of the Debit Account window to delete a Debit 

Account entry. 
 

 

9. Under the Credit Accounts section, complete the applicable Credit Account fields. All 
fields available under the Debit Accounts section are also available for Credit Accounts.  

 

IMPORTANT 
Use the + icon on the top right corner of the Credit Account window to add a new credit 

account entry. To delete a Credit Account entry, use the trashcan icon on the top right corner 

of the window. 
 

 

10. From the Issue Fleet Card window, review the information and click the Issue Card button 
to issue the Fleet card. 

 

 
 

 

11. You will receive a Success message confirming that the Fleet card has been created.  
 

  



32 
 

Issuing a Fleet Card for Fleet Vehicle Card Program – Web 
 

Follow the steps below to issue a Fleet card for a Fleet Vehicle Card program: 
 

1. Log in to Corpay Complete using your administrator credentials. 
 

2. From the left-side navigation pane, click on the Cards module. 
 

 
 

 

3. On the All Cards tab, click the Issue Card button and select Issue Fleet Card from the 
drop-down. 

 

  

https://complete.corpay.com/login


33 
 

4. The above action brings you the Issue Fleet Card window. On the Main tab, under the 
Card Information section, the Card Program drop-down will show you are issuing a Fleet 
Vehicle card. 

 

  
 

 

IMPORTANT 
The names of the card programs will differ by company. Admins won't select 

between driver and vehicle in the drop-down as this is determined based on 

whether the selected program is set up as Fleet Driver or Fleet Vehicle. 
 

 

5. Under the Card Information section, complete the following required and any other fleet-
specific fields configured for your organization: 

 

 
 
 

*Required fields are denoted with a maroon asterisk.  
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A. Card Program Description - Displays a short description of the selected card 
program. This field is auto filled based on the Card Program and is read-only. 

 

B. Card Profile - Select the predefined profile for the card to define the transaction and 
daily/weekly spending limit for the card. 

 

C. Vehicle Number - Key in the internal or system-assigned ID for the vehicle. 
 

D. Vehicle Type: Select the type of vehicle from the available options. 
 

E. Employee Number - Enter the employee’s unique ID assigned by your organization. 
 

F. Status - Set the card’s state to Active, Pending, or Blocked. 
 

G. Misc #1 - Add optional custom info (up to 15 characters). 
 

H. Misc #2 - Add additional optional info (up to 15 characters). 
 

I. Billing Address - Select or search for an existing billing address. 
 

J. Card Description - Provide a brief description of the card (up to 250 characters). 
 

K. + Billing Address - Click to add or manage billing addresses. 
 

6. Under the Vehicle Information section, complete the following fields: 
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A. Driver’s License Number - The unique number on the driver’s license. 
 

B. Driver License State - The state that issued the driver’s license. 
 

C. Registration Expiry - The date when the vehicle’s registration expires. 
 

D. VIN - The Vehicle Identification Number, a unique code for the vehicle. 
 

E. License Plate Number - The vehicle’s registered license plate number. 
 

F. Vehicle Description - A brief description of the vehicle (e.g., make/model). 
 

7. Under the Shipping Information section, complete the following fields. 
 

 
 

 

*Required fields are denoted with a maroon asterisk. 
 

A. Shipping Address - Select or search for an existing shipping address. 
 

B. Shipping Type – Select a shipping type from the drop-down list (USPS, FedEx 
Overnight, or FedEx 2-Day). 

 

C. + Shipping Address - Click to add or manage shipping addresses. 
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8. From the Issue Fleet Card window, click the Accounts tab to complete the Debit 
Accounts and Credit Accounts information.  

 

 
 

 

9. Under the Debit Accounts section, complete the applicable Debit Account fields.  
 

 
 

 

*Required fields are denoted with a maroon asterisk. 
 

A. Account - Select the account to allocate the expense to. 
 

B. Percent - Enter the percentage of the total amount for this account. 
 

C. Amount - Enter the dollar amount to allocate. 
 

D. Department - Select the relevant department from the drop-down. 
 

E. Location - Select the location associated with this expense. 
 

F. Business Unit - Pick the applicable business unit. 
 

G. Category - Select a category for the transaction (overrides custom accounts). 
 

H. For Subsidiary - Select a subsidiary from the drop-down list if applicable. 
 

I. Project - Select or search for the related project.  
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J. Memo - Add any notes or details about the transaction. 
 

K. + Add Debit Account - Click to add another debit account entry. Alternatively, you 
can click the + icon on the top right corner of the window to add a new debit account 
entry.  

 

L. Expenses Total Amount - Displays the running total of all expenses entered. 
 

IMPORTANT 
Use the trashcan icon on the top right corner of the Debit Account window to delete a Debit 

Account entry. 
 

 

10. Under the Credit Accounts section, complete the applicable Credit Account fields. fields. 
All fields available under the Debit Accounts section are also available for Credit 
Accounts.  

 

IMPORTANT 
Use the + icon on the top right corner of the Credit Account window to add a new credit 

account entry. To delete a Credit Account entry, use the trashcan icon on the top right corner 

of the window. 
 

 

11. From the Issue Fleet Card window, review the information and click the Issue Card button 
to issue the Fleet card. 
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12. You will receive a success message confirming that the Fleet card has been created.  
 

 
 

 

Vehicle and Driver Listing Reports in the Reports Module 
 

Corpay Complete now includes basic Vehicle and Driver listing reports to support large-scale 
fleet data exports, making it easier for Administrators to manage and analyze fleet records. With 
these offerings, two new reports are available in the Reports module: 
 

• Fleet – Vehicle Listing 
 

• Fleet – Driver Listing 
 

These reports allow Admins to export hundreds or thousands of records at once. Data can also 
be exported directly from the Driver ID and Vehicle ID grids. 
 

 

How to Run Fleet Reports – Web 
 

Follow the steps below to run Fleet Reports: 
 

1. Log in to Corpay Complete. 
 

2. From the left-side navigation pane, click on the Reports module. 
 

  

https://complete.corpay.com/login
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3. From the Reports tab, click the Create New Report button at the top right of the screen. 

 

 
 

 

4. In the Create Report window, select the Card & Expense option from the Category drop-
down list. After selecting the category, additional fields will appear. 

 

 
 

 

5. In the Report Type drop-down, select one of the following: 
 

• Fleet – Driver Listing 
 

• Fleet – Vehicle Listing 
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6. Based on the report type you selected, the Fleet – Driver Listing Filters or Fleet – 

Vehicle Listing Filters section will appear in the Create Report window. Complete the 
Account Code and Customer ID fields to narrow down the data set. 

 

 
 

 

7. From the Export Preferences fields, select your Export Format and Export Destination. 
 

  
 

 

A. Export Format – Select the file format. 
 

B. Export Destination – Choose where the report should be sent (Download to your 
device, Emailed, or Transfer via SFTP). 
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8. Click the Create button to generate and export the data. Check the Exclude Header 
Description checkbox if you do not wish to include the header in the downloaded report. 

 

 
 

 

9. You will receive a success message confirming a new report is submitted.  
 

 
 

 

10. From the Reports grid, under the Actions column, locate the  download icon. If the 
Status column shows Running, the icon will be disabled while the report is generating. 
When the Status changes to Completed, click the download icon to retrieve your report. 
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11. Click the Download button on the Report window to download the report. 
 

 
 

 

Note: The report will be downloaded to your drive. Open the downloaded file to view details of 
the downloaded report. See the next page(s) for a sample Fleet Driver Listing and Fleet 

Vehicle Listing reports. 
 

 

Fleet Driver Listing Report Sample  
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Column Description 
 

Column  Description 

Account Code Internal account identifier for the billed entity or program. 

Customer ID Unique customer identifier for the account (often a short 
code). 

Customer Name Account or organization name tied to the drivers. 

Driver ID Unique identifier assigned to each driver in the system. 

Last Name Driver’s last name. 

First Name Driver’s first name. 

Driver’s License Number License number as recorded for the driver. 

Driver’s License State Issuing state/territory for the license (2‑letter code in the 
export). 

Misc #1 Custom/auxiliary field—purpose varies by organization. 

Misc #2 Second custom/auxiliary field—purpose varies by 
organization. 

 

 

Fleet Vehicle Listing Report Sample 
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Column Description 
 

Column Description 

Account Code Internal account identifier for the fleet program or billing 
entity. 

Customer ID Unique identifier for the customer account. 

Vehicle Number Internal or system-assigned vehicle ID. 

Vehicle Description Description or name of the vehicle (often includes 
make/model or custom label). 

VIN Vehicle Identification Number (unique 17-character code, 
though some test data may be shorter). 

License Plate Number Registered license plate for the vehicle. 

Registration Expiry Date when the vehicle registration expires (MM/DD/YYYY 
format). 

Misc #1 Custom/auxiliary field—purpose varies by organization. 

Misc #2 Second custom/auxiliary field—purpose varies by 
organization. 

 

 

How to Delete Fleet Reports – Web 
 

Follow the steps below to delete a Fleet Report: 
 

1. Log into Corpay Complete. 
 

2. From the left-side navigation pane, click on the Reports module. 
 

  

https://complete.corpay.com/login
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3. From the Reports tab, under the Reports grid, locate the Fleet report you wish to delete. 
 

 
 

 

4. Under the Actions column, click on the trash can icon ( ) related to the report you wish to 
delete.  

 

 
 

 

5. You will receive a success message confirming the report is deleted.  
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