
 

 

 

 

GeoTab User Guide 
Log in, DVIR, Workflow, Navigation, and Special Pay 

 

 

 

 

 

 
 

 

 



 

 

1) If iPad is off press button on top of iPad to turn on.  

2) Press Home button on front of iPad to turn screen on 

3) Enter applicable department 4 digit lock key 
a. Perishable 0867 

b. Petroleum 0668 

4) Click on GeoTab Drive app on iPad 

 

5) Enter coworker number for Username  

 

6) Click ‘Next’ 

 



 

 

7) Enter Password (8 digit coworker ID with leading 0’s) 

 

8) Select vehicle – will show units nearby or you can type in your truck number 

 

9) Click ‘+’ next to trailers to add trailer number 

 

 

 



 

 

10) Search for trailer number 

 

11) Trailer will show at the top, then select ‘continue’ 

 

12) If Perishable driver, click ‘+’ next to shipments 

If Petroleum driver, you will add your shipment after your first load. The previous 

shipment should be attached to your truck. 

‘Save and continue’ 

 



 

 

13) Complete shipment log 

a. Shipper Name: CT 

b. Commodity: (Leave blank) 

c. Shipment Document Number 
a. Perishable: Route # 

b. Petroleum: Manifest # 

d. Click ‘Add’ 

 

14) Asset Inspection 

a. Select ‘inspect’ on Vehicle 

 

 

 

 

 

 



 

 

15) Select Pre-trip 

***Once you select Pre-Trip you will be placed On-Duty*** 

 

16) Click blue arrow to left of section to expand. 

 

17) If defect – click ‘add defect’ 

***All DOT/Safety sensitive defects must be reported*** 

 



 

 

18) Add remark 

 

19) Take picture if able to and ‘Save’ 

 

20) Once picture is saved it will add under remarks on DVIR line item 

 

 

 



 

 

21) Select ‘Done’ when complete 

 

22) Sign Asset Inspection by selecting ‘Yes’ 

**You will receive a notification that you have been placed on duty and will back your time 

to when you began the DVIR*** 

 

At this time you can check your HOS and it will notify you on violations if applicable.  

 



 

 

23) If defect, Geotab will note that there is a repair needed – call shop and let them know 

defect and they will be able to locate your eDVIR with pictures and comments. 

 

24) Inspect trailer 

This shows a previous inspection completed – you can certify if there were any repairs 

that needed to be done.  

 

 



 

 

25) Select ‘Pre-trip’ & Checklist type (Perishable Trailer Defect list or Petroleum Tanker 

Defect list) 

 

 

26) Complete inspection, if no defects, select “No defects) 

 

27) Sign Asset Inspection 

 



 

 

28) Workflow 

From Dashboard – select “Kwik Trip” 

 

 

29) This will be the workflow with applicable forms, special pay, and navigation 

 

a. Special Pay Form – at any time you can locate the ‘special pay’ form at the top 

right of the Kwik Trip workflow screen. Complete with applicable information 

and ‘Submit’.  

 



 

 

30) Petroleum Drivers Enter “Petro” 

(Perishable drivers skip to step 35)  

 

31) Petroleum Drivers will see ‘Navigate’ ‘Form’ ‘Go Home’ and ‘Route Completed’ 

 

32) Select ‘Navigate’ and CoPilot app will open 

a. Select magnifying glass on top left of screen 

 

 
b. You can search by 



 

 

i. Address – type in address 

ii. ‘Search place by ID’ will allow you to enter Store number 

 

Click on store name and address 

 

Click the ‘+’ to add to route 

 

 



 

 

Click green arrow to navigate 

 

33) Complete Petroleum Form (e-ticket) with applicable information and select ‘Submit’ 

 

34) You will then see screen with the options ‘Navigate’ ‘Form’ ‘Go Home’ ‘Route 

Completed.’ Continue steps with Navigate and Form until route is complete. 

 

 



 

 

35) Perishable Drivers: Enter Route # (Petroleum drivers skip to step 38) 

 

 

36) Your first stop will show. Select ‘Navigate’ - CoPilot app will appear 

 

 

37) Navigate to first stop 

 



 

 

38) Complete Ice/LP Form and submit 

 

 

39) You will need to enter 0’s if no LP or Ice was delivered to submit.  

 

40) Once the form is submitted, you will then be directed back to the workflow and your 

next stop will appear. Continue process of navigation and forms until route is complete. 

Once route is complete, you can “Go Home” to Navigate to the spot you started from.  

 



 

 

At any time during your route you can click “Stops Completed” to see your route for the day 

and what has been done.  

 
41) ***IMPORTANT”*** All drivers must select “Route Completed” and CONFIRM when 

finished for the day in order for your miles to be sent to payroll. 

 
 

42) Complete post-trip asset inspection in the “Asset Inspection” tab 

a. Select “post-trip” 

b. Complete inspection 

 



 

 

 

 

43) Click on your name on the top right and then click “Log Out” 

 

 

44) You will then see the option to remove your trailer and shipment from the truck. 

 

45) You will then have the option to verify any unidentified logs. 



 

 

 

 

46) Select Off Duty then “Verify and log out” 

 

 

47) Log in screen will appear 

 

**For questions on ELD/HOS log review, messaging, 

adding co-driver, etc. please review the GeoTab Drive 

manual located in all trucks** 
Last updated: 1/14/22 


