
Custom Forms and Workflows 

Overview and Guide



Getting Started: Login 
and System Access

What to expect

You'll receive two separate emails for your initial system access: one for Accelerate and 

one for the form system, sent from AutoFleet.

Both emails require you to log in and complete first-time setup before you can use the 

systems.

AutoFleet will ask you to verify a phone number with a one-time code the first time you 
access it. This is only to confirm you're a real person — that number is not used for any 

future logins.



Access from Xcelerate
Getting to your forms

After initial setup, you'll always reach the form system through Accelerate — not by logging into AutoFleet directly.

Click the Tools icon, then Custom Workflows. This opens AutoFleet and logs you in automatically.



Landing Page in Forms 

Orienting yourself

This is the landing page after entering Custom 

Workflows.

It shows your open requests, lets you check their 

status, and gives you a way to start a new 

request.

Important: click the Tasks tab at the top to see 

the correct view — other tabs won't show your 

requests.



Setup your dashboard page
Customizing your view

Click Columns to choose which 

fields display in the task list —

turn off anything not relevant to 

your role.

Click a column header, such as 

Created Date, to sort by it. Sorting 

by created date shows the newest 

requests first.



Opening an Existing Task
Click a task's row to see its full details.

From here you can review status and take action — e.g. reopen a draft to keep editing.



Searching Tasks
The entire task list is searchable.

Search by a specific ID or any other detail to 

quickly locate the task you're looking for.



Area/Agency Selection
Tasks are organized by agency-level detail, so you'll need to know your agency code.

Searching your agency code navigates to the right area — down to a specific location.

You can choose (or move a task to) the correct agency and location when generating, opening, or editing a request.



Support Access

Getting technical help

This icon opens live chat support, right from the 

dashboard.

Use it for technical issues — a workflow that 

didn't process correctly, or trouble with access.

Support can't help with operational or business 

questions, like approving a specific request —

but they can help with anything technical.



Central Report Navigation
Search “forms” to find GA Forms, then in the left sidebar go to Reports > SOG (State of Georgia) Custom Forms — a centralized, filterable view of every 

form, and your go-to if you can't find one.



Opening new task
This process is the same for both Vehicle Request and Motor Vehicle 

Assignment.

From the dashboard, click the + button above Tasks.

Type “new” in the title box, select the task type, and click Create.

The task appears at the top of your list with a generated ID. Reopen it to start 
filling in the details.



Vehicle Request - Getting started
Starting the form

Reopen the task you just created.

Click the eye icon next to Vehicle 

Request to open the form and begin 

filling it out.



Vehicle Request - details

Required fields are marked in red if you try to submit without completing — the form will not submit until every required field is filled in.



Vehicle Request - details

Need more vehicles? Copy request 1 to start a second, or open a brand-
new one — new line items open either way.



Vehicle Request - details

Vendor & budget

After vehicle details, you'll enter vendor information and budget.

Don't see your vendor listed? Select Other and enter the vendor's details manually.



VR – Approval flow

Setting up approvals

If you are the primary approver, select Yes — you'll approve the form yourself and 
move it to the next step.

If not, enter the primary approver's details; submitting triggers their approval request.

You can also add an additional approver, who signs off after the primary approver.



VR Approval Continued
Status update

Status moves from Draft to Submitted Agency. The primary approver (not you) gets an email with a one-time 
secure link — no login needed.

They can Approve, Request More Info, or Reject.



VR Approval Process Continued
Where it goes next

With an additional approver, status becomes Submitted Additional; 
otherwise it routes straight to OFM.

From there it goes to OFM, then the OFM Director.

You can check the status at any point.



VR Approval and Asset Creation

Approval (and rejection / more-info requests) trigger an email. Once approved, revisit the 
request to add the vehicle: pick the exact location, fill in all vehicle details (sticker, WEX 
account), and submit — this starts a 24-hour vehicle-creation process.



Motor Vehicle Assignment 

Selecting a vehicle

Launching an MVA task works the same as 
a Vehicle Request.

The key difference: you must select an 
existing vehicle.

Choose the correct business area/location 
first, or the right vehicle won't appear.

Vehicle not listed? It must be added to the 
system (via Vehicle Request) before it can 
be assigned.



MVA
Add the driver's details here. If the driver isn't already in the system, they're added once you 

submit. The approval process afterward is the same as Vehicle Request.



MVA – Driver Certification

Driver certification

The driver details you entered trigger an email to the driver 

with a one-time secure link.

The driver must open it and confirm/certify all the details 

themselves.

Follow up directly with the driver if this step doesn't move 
forward.



MVA – Approvals

After driver certification, the request routes to agency approval and then to any additional 
approver — the same flow as Vehicle Request. The approver can approve, reject, or ask for 
more information.



MVA – Final Approval

Final approvals

After agency approval, the request routes to OFM and then the OFM Director.

Once approved, you'll receive an email — just as with Vehicle Request.



Cancelling request

Both Vehicle Request and Motor Vehicle Assignment tasks can be 

cancelled.

Toggle Cancel Request, then save the task.

Once saved, the request is cancelled and no further approval steps will 

take place.



Request more information
If an approver asks for more information, you'll get an email and the task reverts to Draft.

Reopen it, review what's being asked, add the details, and resubmit — this continues the approval 
process from where it left off.
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