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A NAV Fleet Charge – Initial Configuration 

1. Set up a Fleet Charge Terminal 
 

For each workstation that will use the NAV Fleet Charge feature, please follow the steps below: 
 
Go to “File->Manage Workstations IDs”. 
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Select “ADD NEW” to add a new record 
• Select the Location of this Terminal 

• Select “Fleet Charge” from the Use Type dropdown list 
• Type any name you want in “WORKSTATION NAME” 

• Type the Terminal Id value assigned by Navistar in the “WORKSTATION REFERENCE” (unless specified by Navistar, all workstations in a 
Location can use the same reference ID) 

• Make sure “Inactive” is unchecked 
 

 
 

The Workstation is now configured for NAV Fleet Charge processing. 
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2. Configure the NAV Fleet Charge program 
 

For each Location that will use the NAV Fleet Charge feature, please follow the steps below: 
 
Go to “Company->Location Support Lists->Mfg. Credit Programs”. 
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Select “ADD NEW” to add a new record. 
• Select “Fleet Charge” from the “Program Name” drop down list 

• Select a GL account to debit (where the Fleet Charge transaction settlement amounts will post) 
• Type in your Fleet Charge Program Login ID – obtain from NAV 

• Type in your Fleet Charge Program Password – obtain from NAV 

• Type in the production NAV Fleet Charge URL in the Program Link field (the example below is the test NAV Fleet Charge address) 

• Type in your Merchant Number - obtain from NAV.  Each Location will have a distinct Merchant number 

• Make sure Inactive and Auto Process are unchecked 

 

 
 

The Workstation is now ready to process NAV Fleet Charge transactions.  
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B Customer Master Information (Fleet Charge Account Numbers and State Abbreviation) 

1. Customer Master Record Configuration 
 

For each Customer that will use the NAV Fleet Charge feature, please follow the steps below: 
 
A Customer Master record should contain the following in order to process NAV Fleet Charge transactions: 

• The Business Address must include a valid State Abbreviation or it must be blank to process successfully 
• The Customer can have a valid Fleet Charge Account number defined in the Account Numbers tab OR a valid account number can be 

entered manually at the point of sale 

 
Business Address (Valid State Abbreviation required) 
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Account Numbers Tab 

 
 
 
Once the Customer Master has been configured to use NAV Fleet Charge, transactions can be processed for the customer. 
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C Settling POS transactions with NAV Fleet Charge 

 
For settling POS Invoices, please follow the steps below: 

1. Creating and Settling POS Invoices 
Here is a new Invoice to a NAV Fleet Charge customer 
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Select F6-COLLECT PAYMENT to get the Settlement popup.  Enter the amount of the transaction in the MFG CREDIT field and select 
Fleet Charge as the Type.  The last Fleet Charge Account will populate in the ACCOUNT # field (if one has been set up for the 
customer).  You can select another Account # if there are multiple accounts by clicking the ”…” or enter one in manually if one does not 
exist.  NOTE:  If an invalid State Abbreviation code is in the Customer address, the transaction will not Settle.  You can “F9-
Cancel” the Settlement and manually change the State to a valid State abbreviation (both characters must be uppercase – i.e. 
TX).  The transaction should then Settle unless there is additional validation errors (such as PO format or missing Fleet 
number) 
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Select F8-Save and Print Receipt to finalize the Settlement.  NOTE:  In some instances, NAV will require a specific Customer PO 
Format on the Invoice and/or the Fleet Num on the Settlement popup will be required in order to “Approve” and “Settle” the 
transaction with NAV.  If they are required and are not correct/present, the transaction will not Settle to the account. 
 

If the transaction is successfully approved and then settled, an Approved pop-up box will display with the Authorization Code.  The CC 
Auth Code# will also populate on the Invoice.  Hit OK to proceed. 
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The Invoice will print out to your configured printer (print routing) just like any other POS Invoice.  If no print routing is configured, then 
the Invoice will print to the screen.  The Settlement process is the same for Repair Order Invoices and WG Invoices. 

2. Creating Sales Orders 
Here is a new Sales Order to a NAV Fleet Charge customer.  If the selected Customer has a NAV Fleet Charge Account on file, the 
Fleet Charge Card menu Item is selectable.  Here you can enter an “Authorization” amount to the Customers selected Fleet Charge 
account.  This would be used if you want to “pre-authorize” a transaction for settlement at a later time.  You can “pre-authorize” multiple 
times using this process, thus creating a separate “pre-authorization” each time.  The last “pre-authorization” code will be associated 
with this Sales Order, but can be changed when converting to an Invoice and Settling.  If you don’t need to “pre-authorize” an order, 
then once this Sales Order is converted to an Invoice, you will follow the same processing steps in #1 above, Creating and Settling 
POS Invoices. 
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If you want to “pre-authorize” an amount, on the Sales Order Fleet Credit Card menu item; enter the amount to authorize and select 
“Send”.  If the “pre-authorize” transaction is successful, a pop-up box will display with the Authorization Code.  The CC Auth Code# will 
also populate on the Sales Order.  Hit OK to proceed. 
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In the Fleet Charge Transaction list, the “Authorized” transaction will show up.  It can be used as the Authorization on a future 
transaction. 
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When the Sales Order is converted to an Invoice, the transaction can be settled like any other invoice transaction. On the newly 
converted Invoice, Select F6-COLLECT PAYMENT to get the Settlement popup.  If the Sales Order was used to create a “pre-
authorization” that the last pre-auth code will initially be associated with this invoice.  Enter the amount of the transaction in the MFG 
CREDIT field and select Fleet Charge as the Type.  If there is an existing “pre-authorization”, a popup will display so you can select the 
desired “pre-authorization” to use (YOU CAN ONLY SELECT AND USE 1 PRE-AUTHORIZATION PER INVOICE).  
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On the “Fleet Charge Authorization” popup, select a “pre-authorization” if you want to use an existing authorization for this Customer 
(can select only one).  Click OK when done. 
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If the transaction is successfully approved and then settled, an Accepted pop-up box will display with the Authorization Code.  The CC 
Auth Code# will also populate on the Invoice.  Hit OK to proceed. 

 
 
The Invoice will print out to your configured printer (print routing) just like any other POS Invoice.  If no print routing is configured, then 
the Invoice will print to the screen.  The Settlement process is the same for Repair Order Invoices and WG Invoices. 
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D Returns, Voids and Transaction Lists   

1. Returns 
To create Customer Returns, you create a Credit Invoice and settle to Fleet Charge.  The Credit Invoice will have a negative Quantity 
value and a positive Price amount. 
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Select the Fleet Charge type from Mfg. Credit line. 
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The Return transaction will not be given an Authorization code. 
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2. Voids 
Invoices settled to Fleet Charge cannot be Voided.  You will have to use a Return to Credit a charge to Fleet Charge. 

3. Fleet Charge Transactions 
Fleet Charge transactions can be viewed using the Fleet Charge transaction list.  Select View Fleet Charge Transactions under the File 
menu item. 

. 
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Here is the list of Fleet Charge transactions.  You can double-click on the Sale or Reversal transactions and open the original source 
document.  An Authorized transaction is a “pre-authorization” that is waiting to be used. 

 


