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Introduction to Maintenance Approvals 
 
 
This user guide provides a guided tour of Maintenance Approvals in Xcelerate.  
 
 

• Accessing Your Maintenance Approvals 

• Navigating the Maintenance Approvals Page 

• Enhanced Maintenance Approval Emails 
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Accessing Your Maintenance Approvals 
 
 
You can access your maintenance approvals through Notifications, Extended Search and Vehicle Driver Detail (VDD).1 
 
 
Notifications – Click on the Notifications icon in the upper right-hand corner of Xcelerate and your approvals queue will appear under the All tab.2 
 

• The number (red bubble) over the Notifications icon indicates the number of New approvals in your queue. 

• An approval is New if it has not been clicked/viewed. 

• An approval will automatically clear from your queue once it has been responded to. 

• Click on the approval to view details and respond. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

1. For “over-limit” repairs that exceed your repair authorization policy. 
2. The Approvals tab will take you to a search page where you can search/view previous approvals. If this tab does not appear, security access for Maintenance Approvals has not been 
granted. Contact your FPS representative for access. 
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Extended Search – Using Extended Search, select the Maintenance tab in the upper right-hand corner and your approvals queue will appear 
under the Approval Status column. 
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Vehicle Driver Detail (VDD) – From the VDD page, select the Maintenance tab and your approvals for that unit will appear under the Approval 
Status column. 

 

 
 
 
 
 
 
 
Back to main menu 
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Navigating the Maintenance Approvals Page 

 
Clicking on an approval request will open the Maintenance Approvals page for that particular repair. Click on any one of these features to learn 
more: 
 

1. Submit 

2. Hold 

3. Ask Question 

4. Cancel 

5. Show Comments 

6. Maintenance History 

7. Supplier Details 

 

 

 
 
 
 
 
 
 
Back to main menu 
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1 - Submit 

 
Approve the repair by clicking the Submit button.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Note: The Action column defaults to Approve all items. Uncheck the repair items you wish to decline. 

 
 
 
 
Back to maintenance approvals page 
 
Back to main menu 
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2 - Hold 

 
Click the Hold button to put an approval on hold. Click Remove Hold to update and/or submit the approval. 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Back to maintenance approvals page 
 
Back to main menu 
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3 - Ask Question 

 
Ask Element a question about a repair. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
Back to maintenance approvals page 
 
Back to main menu 
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4 - Cancel 
 
Click Cancel to close out the Maintenance Approvals page and return to the Xcelerate home page. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Back to maintenance approvals page 
 
Back to main menu 
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5 - Show Comments 

 
See repair comments documented by Element. 
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Back to main menu 
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6 - Maintenance History 

 
View maintenance history and life of vehicle maintenance cost. 

 

 
 
Back to maintenance approvals page 
 
Back to main menu 
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7 - Supplier Details 
 
View information on the supplier repairing the vehicle. 

 

 
 
 
 
Back to maintenance approvals page 
 
Back to main menu 
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Enhanced Maintenance Approval Emails 
 
A few updates have been made to the maintenance approval email notifications: 
 

• Reformatted for enhanced readability 

• Flexible response options for speed and ease of use: 

o Respond via Xcelerate 

o Respond via Quick Links 
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