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1. Create and manage a driver profile 

1.1 How to create a new driver profile 

To create a new driver profile, click the 'Add' button: 

 

If you have fleet cars under contract with LeasePlan, you will first see a list with all the currently 

known drivers and the expected end dates of the leasing contract for their vehicle. You can start 

from this list to create a driver profile. Click the 'Activate' link in the row of the selected driver: 

 

   

 

If you do not have fleet cars or you want to create a driver profile from scratch, click the 'Add' 

button again.       
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1.1.1 Identification of the driver 

The first step when creating a driver profile consists of identifying the user (e.g. the driver). 

Contact details such as first name, name and e-mail address must be entered.   

                                             

 
1.1.2 Additional information 

The second step is to grant specific rights and permissions to the driver. 

                                                       
 

 Car policy: The driver is linked to the selected driver category, in other words, to a car policy 

with a specific maximum budget, authorised brands, mandatory options, etc. The drop-

down list contains all the driver categories that exist in our system for your company. If you 

want to add a category or if you want to modify the limitations for a single category, please 

contact your account team at LeasePlan. 

 Order authorised: enables the driver to inform LeasePlan or the Fleet Manager that the 

driver wishes to order a vehicle. An 'Order' button is displayed in the 'Result' section of a 

quotation, so the driver can complete the order form. If this checkbox is not selected, the 

driver can only create a quotation and not place an order. 

 Direct order authorised: this box is only available if the ‘Order authorised’ box is selected. 

If it's selected, the driver can order the car directly without verification or approval by the 

Fleet Manager. 
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In this case, an e-mail is sent to LeasePlan with the details of the vehicle that needs to be 

ordered. The Fleet Manager is put in cc of this e-mail. However, if this box is not selected 

and the driver can still order, the order e-mail is only sent to the Fleet Manager with the 

driver in cc. The Fleet Manager must then confirm the order in the program so LeasePlan is 

informed about the vehicle order. 

 Show prices: if this box is selected, the driver can see all prices, budgets or catalogue prices 

(vehicles and options). If this box is not selected, the prices are hidden from the driver. 

 Show discounts: this box is only available if the ‘Show prices’ box is selected. If this box is 

selected, the driver can see all the details about the different fleet discounts and extra 

discounts that apply to the vehicles. If necessary, the driver can also add extra discounts. 

 Show contract details: if a driver can choose between different contracts when creating a 

quotation, the driver can use this box to see the details of this contract (which leasing 

services are included). 

 
 

1.1.3 Driver access limitations 

The third and last step is to define the access limitations for the driver profile. 

 

 

 Maximum allowed quotations: the maximum number of quotations that the driver is allowed 

to create. This number includes quotations that were deleted by the driver. 

 Expiry date: the final date for the driver to access Internet Quotations. Access will be refused 

automatically after this date. 

 Block access: the Fleet Manager can set a period during the day when the driver does not 

have access to Internet Quotations. 
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This blocked period can be managed on a daily basis (e.g. from Monday to Friday but not on 
Saturday and Sunday). 

 
1.1.4 Confirm and provide the driver with access details 

When all the settings have been made, you need to confirm the profile ('Confirm' button) to create 

it. The driver profile is added automatically to your drivers list. 

The driver receives an e-mail with a link to the website where he can choose a password. He can 

then log in and create quotations. 

A manual for the driver is available to help him use Internet Quotations correctly. 

 
 

1.2 How to manage driver profiles 
 

1.2.1 Check the details of a certain driver profile 

All driver profiles created by a Fleet Manager are saved in the 'Drivers’ section. This is normally the 

first page which is displayed after logging on. All drivers are displayed in a list which is sorted 

alphabetically by default. However, the user can sort drivers by other criteria such as name, car 

policy, number of created quotations and expiry day. To do this, he clicks the title at the top of 

each column.  

 
 

 
 
 
 
 

To open a driver profile, click the hyperlink with the name of the driver. 

 
1.2.2 Edit an existing driver file 

There are two ways to edit a driver file: 

 Click the link in the row of the driver in question. 
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 Or click the ‘Edit’ button in the details section for the driver 

 
 
 

1.2.3 Delete an existing user profile 

If necessary, a driver profile can be deleted from the list of existing drivers by clicking the link in 

the row of the driver in question. 

 
 
 

Then you must confirm that you want to delete the driver in a second step. Clicking the ‘Delete’ 

button deletes the driver profile permanently. To cancel the deletion action, click the 'Back' button 

to stop deleting. A deleted driver no longer has access to Internet Quotations. 

 
 

1.2.4 Check the quotation(s) that were created by the driver 

You can trace all quotations that the driver created. To do this, click the link in the row of the 

driver in question. 
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This displays the list of all quotations that were created by this driver. Note that drivers who are 

not authorized to view prices have a different view than yours because the prices are hidden. 

You can click the 'Details in PDF' button in the ‘Result’ section of a specific quotation to obtain a 

detailed quotation with all elements. 

                              

A request is sent to create an official quotation. This process may take a few minutes. The user is 

informed when the PDF file is available, via: 

 An e-mail informs the user that the file is available online (this feature needs to 

be activated in ‘My profile’; see How to receive a confirmation e-mail when you 

request an official quotation in PDF?) 

 An e-mail with the PDF file attached (this feature needs to be activated in ‘My profile’; see 

How to receive a confirmation e-mail when you request an official quotation in PDF?) 

 A new link in the quotations list that is displayed just before the brand and model.  
 

             

Note that you may need to refresh the page in your internet browser in order to 

display the icon that indicates when the file is ready. 
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The PDF file is always provided in the language used to request the PDF file. If the user wants to 
receive the PDF file in a different language, he can change the language and then click ‘Details in 
PDF’ to launch a new request. 

 

 
A driver can also request a PDF quotation, but the layout is modified accordingly if he does not 

have the authorisation to view prices or discounts. In this case, the Fleet Manager receives a 

different PDF file (with all the details) than the file sent to the driver (limited information). 

 
1.2.5 Detect an outdated driver profile 

When the expiry day of a driver profile is exceeded, the Fleet Manager is informed by means 

of a      icon which is displayed automatically in the drivers list, to the right of the date. 
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2. Order a vehicle 

The order a vehicle option is not available for all drivers. The Fleet Manager has the option 

to activate this parameter and make the order procedure available at driver level (see the 

Additional information section). However, the method for ordering a vehicle is still the same 

for a driver and for a Fleet Manager. 
 
 

To order a vehicle, the user must complete an order form. 

This form is opened from the quotation by clicking the  link in the quotations list (in the ‘My 

quotations’ section if the Fleet Manager created the quotation, or in the list of driver quotations if the 

driver prepared the quotation) or the ‘Order’ button (in the ‘Result’ section of the selected quotation).  

 
 ‘My quotations’ menu (quotation created by the Fleet Manager): 

 
 

 Driver quotations menu (quotation created by the driver): 
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 ‘Results’ section:

  
 

The user must enter the latest information in the order form to place the order for the car: 

 Contact details of the driver, 

 Colour of the vehicle (interior and paint colour), 

 Contact details of the dealer (if not selected by LeasePlan) 

 Optional details about provisional car 

 Specialist winter tyres 

When all the mandatory fields are completed, the user confirms the order by clicking the 'Order' 

button at the bottom of the order form. 
 

 
There are two options: the driver orders his vehicle directly, or he orders it through an 

approval procedure. 

 
 

2.1 What happens if a driver orders his vehicle directly? 

In this case, the completed form must be e-mailed directly to LeasePlan (and specifically to the 

Fleet Advisor) with the responsible Fleet Manager in cc. 

2.2 What happens if a vehicle is ordered through an approval procedure? 

In this case, the Fleet Manager is informed by e-mail that the driver (in cc) wants to order a vehicle. 

The Fleet Manager is requested to check the quotation online (see the section 'Check the 

quotation(s) that were created by the driver') and to finalise the order, unless the quotation does not 

meet the requirements of the company policy. To finish the order, the Fleet Manager must have 

access to the order form and click the 'Confirm' button. 
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2.3 How can an ordered vehicle be identified in the quotations list? 

When a vehicle is ordered, a icon is displayed in the row of the corresponding quotation in the 

‘My quotations’ section. 
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3. Manage my user settings 

3.1 How to change the number of displayed results per page? 

When a list of items is displayed in Internet Quotations (e.g. options, model versions, etc.), the 

program shows 25 results per page by default and several pages are generated when there are more 

than 25 results. The user can increase or decrease the number of results to be displayed per page. A 

button is available at the bottom of each page to modify the number of results per page: 

 
 
 
 
 
 

3.2 How do you receive a confirmation e-mail when you request an official quotation in PDF? 

The user can request an official quotation with all the details about the chosen vehicle. This 

quotation is prepared in PDF format. (If you want to know how you can request a PDF quotation, 

see Check quotation results and request an official quotation in PDF.) 

 
 

3.2.1 Receive a confirmation e-mail 

The PDF quotation can be consulted in Internet Quotations, but it may take a few minutes after the 

creation request for the quotation to appear online. For this reason, the user can request that he is 

informed by e-mail about the availability. 

To receive this confirmation, the user must go to ‘My profile’ and click 'Settings'. In this menu, 

the user must choose 'Yes' under the following parameters 
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When these parameters have been chosen, the user can confirm the changes. If a PDF quotation was 

requested, an e-mail is sent automatically to the user's e-mail address. 
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3.2.2 Receive an e-mail with the PDF quotation as attachment 

In addition to the option of receiving a confirmation e-mail, the prepared PDF quotation can also 

be sent as attachment. 

To receive this quotation by e-mail, the user must go to ‘My profile’ and click 'Settings'. In this 

menu, the user must choose 'Yes' under the following parameters 

 

 
When these parameters have been chosen, the user can confirm the changes. If a PDF quotation 

was requested, the PDF is sent automatically as attachment to the user's e-mail address. 

 
 

3.2.3 Send the e-mail (with or without attachment) to a different e-mail address 

All e-mails are sent by default to the e-mail address entered in ‘My profile’. 

 
 
 

The user can choose a different e-mail address for sending the confirmation e-mail or the 

attachment (e.g. a personal e-mail address) when a PDF quotation is requested. To add a second e-

mail address, the user must go to ‘My profile’ and click 'Settings'. In this menu he must click 'Yes' 

under ‘Also send to a different address’ and enter the e-mail address to be used: 
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After choosing these parameters and entering the e-mail address, the user must confirm this 

modification. Subsequently, all e-mails will be sent automatically to the user's second e-mail address 

when a PDF quotation is requested. 


