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Login 
 

- Open your web browser and go to http://hino.corcentric.com  

 

 
 
 

- Login to the website using your secured username and password that have been given 
to you. 
NOTE: Username and Password are case sensitive 

- Once you login, you will be redirected to the Home Page 
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Login (Cont.) 

Web Site Navigation 

 
There are two ways to navigate through the website: 
 

Tabs:  

 

 
 

- A row of tabs will appear across the top of your screen at all times. You can click on any 
one to be brought to the main page for that section.  

 

Links:  

 
- The links can be used as a short cut to see what is on the tabbed pages from the home 

page. 
 
- On each page you will see a list of options on the left hand side of the screen. Clicking 

on any one will bring you directly to that option. The exception to this rule is the home 
page on which the options are listed down the center of the page. 
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Home Page 
 

 
 
The home page is your main landing page. Along the left hand side you will see any special 
messages from the community. In the center you are given a list of options that are available to 
you. These are quick links to help you get to other pages.  

Options 

 
- Select the option you wish to use.  
 

 

 

Quick Links 
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Invoices 
 

 
 
Under the Invoices header you will find three options:  

o Create/Edit an Invoice  
o Invoice Discrepancies 
o View Sent Invoices.  

Clicking on Create/Edit an Invoice directs you to a screen that will allow you to either create a 
new invoice to send to a customer or complete/edit an invoice that you have started but have 
not submitted to the customer yet. Clicking on View Sent Invoices will take you to a screen that 
allows you to search for and view invoices that have already been sent to the customer. 
 

 
 

Create/Edit an Invoice 

 
From the home page, click Create/Edit an Invoice (under Invoice)  
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Invoices (Cont.) 

Create New Invoice 

 

 
 
- Select Create New Invoice. 
- Enter in your invoice number (this will come from your business system). 
- Select the buyer from the drop down list.      
 

 
 

- Enter the invoice date. 
 Notes: The system automatically defaults the Invoice Date to the current date. A 

different date can be entered in manually, following the same format as the current 

date or by clicking on the mini calendar icon to the right side of the date. 

- Once you have entered an invoice number, selected a buyer and put in the proper 

invoice date, click on the button labeled . 
 Note: The system will not continue on if you have left any of the three fields blank.  

- There are three sections to an invoice, the Invoice Header, the Line Items, and the 
Miscellaneous Summary. 
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Invoices (Cont.) 

Invoice Header 

 

 
 

- Enter in the PO Date. Please keep the same format of MM/DD/YYYY or click on the mini 
calendar to the right. 

- Enter in the PO Number and click the  located at the top right corner, just 
beneath the PO field.      
 Note: The PO format will always include the Mega-Fleet branch location ID.  

This number is provided by the purchasing Fleet location. 
 For Penske, use the Mega-Fleet branch location ID which is included as part of the PO 

number provided by Penske districts. 

 For Brink’s, use their Branch location ID number followed by your Business system 
invoice number (no dash between these numbers). 

- The above steps are MANDATORY to ensure the proper Mega-Fleet Program pricing is 

used. 

- Enter information into all the relevant fields.  
 Note: Any of the fields that have captions in red or red stars are required fields (i.e. PO 

Date, PO Number, Vendor Part, etc.) 
- Ship To: Select the location that received the product. 
- Ship From: Select which of your locations the product was shipped from (or picked up at). 
- Delivery Ticket Number: Enter bill of lading number, packing slip number, or any other 

secondary reference number. 
- Delivery Date: Enter the date of delivery for the shipment 
- * Payment Terms: The system will default to your pre-set payment terms; however, you 

can alter these dates. 
- * Discount Due Date: Enter the date by which the invoice needs to be paid for the discount 

percentage to be applicable. 
- * Discount Percentage: Enter any applicable discount percentage terms. 
- Line Item Charges: Depending upon your setup, there are two different options for 

entering in line item charges.  
* These will default to the Mega-Fleet Programs terms.  
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Invoices (Cont.) 

Line Items 

 
Search Entry: You may enter Mega-Fleet parts from existing price sheets either manually 
(directions listed below), or by using Search Criteria. When using Search Criteria you must 
first select the appropriate price list from the drop down menu at search criteria function.  
You then enter your part number in the search criteria field and Click  button. The part 
information will appear in the Search box.  Select the part you wish to bill from the box, you 
will notice once the part is selected and highlighted the parts entry fields automatically 
populate.  You will need to enter your quantity in the Quantity field and enter any price 
changes (not to exceed Mega-Fleet pricing). 
 
 Click the  button once all necessary fields are completed.  

 
Manual Entry: If you need to charge for a part that is not on an existing price list, you can 
enter the part information manually into the line item. 

Note:  You are required to list the Vendor PN, Quantity, Description and Price. If other 
information is applicable please fill it in here. If you are not using one of the Corcentric 
Price Lists, please select Non Mega-Fleet for the price list. 

 
 Click the  button once all necessary fields are completed. 
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Invoices (Cont.) 

Line Items (Cont.) 

 
Price List: Price lists are provided for the Mega-Fleet Program. If the part you want to charge 
the customer for is on one of these price lists, you can use this option for faster entry, 
accurate pricing, and automatic use of any special pricing that may be in effect. You can 
also lower the price after selecting the part to reflect any special discount you may be 
offering on the particular invoice.  
- Select a price list that contains the part you are attempting to add to the invoice from the 

drop down menu located directly below the manual entry boxes 
 Note: You can also enter an entire part number, part of one, or nothing at all in the 
text box next to it to limit your search. If you are searching with a part of a number, 
and the characters you are searching with are not the first, you need to put a “%” in 
front of them.  

 For Example: If you are searching for a part number 1005331, you could put 10% 
or you could enter in %5331 (Click on Search Help for all search options). 

- Click on the button labeled Go 
- Click on the correct part from the list generated by your search and click on the button 

labeled . 
 

 
 

Note: If you find that you have made a mistake on the part after you enter it, you can 
either edit it by clicking on the , or delete it completely by clicking on the .  

 
- Repeat this process to add any additional parts 
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Invoices (Cont.) 

Line Items (Cont.) 

 
Credit invoices: Credit invoices are entered following the same procedures outlined above.  
The only difference is the quantity field.  When entering credit invoices you must enter your 
quantity as negative value.  Do not change the PRICE value to a negative!  
 
For example: see diagrams below and next page. 
 

 
 

 
 
 
 
The line calculates based on quantity value: 
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Invoices (Cont.) 

Line Items (Cont.) 

 
Core returns: Core returns are entered following the credit invoice procedure.  If the core 
charge was included in the price of the part purchased, you will need to select the original 
part billed from the appropriate price list.  

 

 
 
 
You will enter your quantity as a negative value and then 0.00 Price value, leaving core 
value as billed. DO NOT CHANGE CORE PRICE TO NEGATIVE VALUE! 
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Invoices (Cont.) 

Miscellaneous Items 

 

 
 
- Enter Labor, Shop and Handling Charges in the boxes located in the section labeled 

Summary Miscellaneous Items. 
 Note: If you do not enter any descriptions, the system will default to Labor, Shop 

and Handling respectively. 
- Enter Summary Level taxes in the boxes located in the section labeled Taxes. 
- Any additional notes that you need added to the invoice can be entered in this section 

labeled Notes (up to 400 characters). 
- Enter reference information if applicable and available in the boxes located in the section 

labeled References. 

- When you have finished entering the invoices, click on the button labeled  
at the bottom of the page, this will update all of the charges and show you the final 
invoice total at the bottom of the invoice. 

- If everything is correct, click the button labeled  and you will be directed to a 
page that will display the invoice as the customer will receive it. 
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Invoices (Cont.) 
 
 

 
 

 Verify your invoice and the Corcentric invoice are accurate. PRINT a copy for Your 
records. 

- If everything is correct, click the button labeled . 

Note: If the invoice is not correct you can click on the button labeled  to return to 
the previous page and edit the invoice.  
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Invoices (Cont.) 
 
If you find that you have made a mistake that cannot be edited (such as the Buyer), you 
can return to the previous page and deleted the invoice completely by clicking on the 

button labeled . 
- If you need to come back to the invoice at a later date to finish it, you can click on the 

button labeled . When you come back, the invoice will show up under 
Complete Unsent Invoices. The process for completing unsent invoices is described 
below.  

 
 

Complete Unsent Invoice 

- From the home page, click on the link labeled Create/Edit an Invoice 
 

 
 

- Select Complete Unsent Invoice. 
- Select the invoice you want to edit/complete from the drop down. 

 Note: The Invoice date will automatically populate, but you have the option of 
altering it if need be.  

- Click on the button labeled  
- You will be directed to the invoice creation page where you can complete the invoice you 

had already started. 
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Invoices (Cont.) 

View Sent Invoices 

When an invoice is received by Corcentric, it is validated against the price lists and rules 
setup by the Mega-Fleet Program. If it does not pass any one of these tests, it will be 
considered in error and will be displayed in Invoice Discrepancies. If the invoice passes the 
entire test (or has been fixed), it will appear in the View Sent Invoices.  

- From the home page, click on the View Sent Invoices link (under Invoices). 
 

 

- The Transaction Finder along the left hand side of the screen allows you to search for 
sent invoices by invoices number, date range, buyer, and document status 

- Use whichever search field(s) that will bring back the invoice(s) you are looking for. 
 Note: We recommend you leave the default criteria at first. This will show you 

every invoice that you have sent during the default date range.  

- Once you have selected your search criteria click on the button labeled .  
- Click on the Invoice number in order to view the detail. 
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Invoices (Cont.) 

 
 
- If this invoice had an error that was fixed, a check box will show up on the invoice 

rendering that says “Show Changes”. 
- Check this box to view any alterations that were done to the invoice. They will show up 

in red (see image above). 
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Invoices (Cont.) 

Invoice Discrepancies  

 
- From the home page, click on the link labeled Invoice Discrepancies (under Invoices). 
- The Transaction Finder in this page works just like View Sent Invoices. You can search 

by invoice number, date range, buyer and document status. 

- Click  

 
 

- Click on the  next to the invoice number and the error details will show up.  
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Invoices (Cont.) 

 
 
 

 
 

- Depending upon the type of error and the permissions setup by your community, you will 
have the option of amending the part number, amending the price, or deleting the part 
from the invoice altogether.  

- You will also have the option to  Reopen the invoice. If there are multiple errors or an 
error that requires reentry of part numbers, you should Reopen the invoice. 
When you select Reopen, your invoice will then be transferred to your complete unsent 
invoices file. You can locate this by selecting Create/Edit invoices from your Invoices 
tab and then opening your Complete Unsent Invoices menu. You will then be able to 
make any corrections to the invoice and resend.   
 
 
 
 



Mega-Fleet Website Manual 

19 

Invoices (Cont.) 
 

- To receive automatic email notifications on Invoice Discrepancies, review Page 30 in this 
manual. An accurate email is required. Below is an example of an Invoice Discrepancy 
email. 

-  
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Invoices (Cont.) 

Amending the Part Number 

If the part number that is submitted in the invoice does not match a part number found on an 
existing price list, or does not have a valid cross reference setup, it will error out.  
 

Note:  If the invoice has multiple discrepancies listed or you notice additional   
corrections that need to be made the best way to accurately correct the Invoice is 
to Reopen.  
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Invoices (Cont.) 
 
- Change PN: If the original part number that was entered is not recognized by the 

systems as being valid, you can change the part number to a valid number from the 
price sheets. This will also update the unit price to the price sheet price. You can do this 
by searching for the part number and clicking on it in the list. Then click the button 

labeled .  
- Part Xref: If the original part number is a valid part number but does not match a part 

number on the price sheet, you can create a cross reference so that whenever this 
original part number is used, the system will know which price sheet part to tie it to. All 
you have to do is select the part you want to cross it to from the price sheet and click the 

button labeled . 
- Allow Once: This will allow you to use this invalid part number one time, without adding a 

cross reference. Just click on the button labeled . 
- Vendor Code Xref: If the part is valid, but the vendor code is not valid, you can add a 

cross reference to specify that this particular vendor code is valid and is identical to the 
existing one in the system. 

- Delete Item: This will remove the part from the invoice and recalculate the invoice total.  
 
Note: Part Xref and Vendor Code Xref are only applicable if you enter the part numbers 
manually into the invoice or you sent your invoice to Corcentric via an alternate mention 
(See Mega-Fleet for more information).  
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Invoices (Cont.) 

Amending the Price 

 
If the price that is submitted in the invoice does not fit within the acceptable criteria set by 
the community, it will error out.  
 

 
 
- Suggested Price: The system will try to find a part number in the price sheets that is 

similar or identical to the part number that was sent in. From there it will suggest a valid 
price.  

- Changed Price: This is the price you want to change the part to. It defaults to the 
suggested price but you can alter it.  
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Reports 
 

 
 
The reports section allows you to download current price lists and search for summary level 
detail on your invoices. 

Mega-Fleet Price Lists 

 
- Select Mega-Fleet Price List from the drop down. 
- In the Transaction Finder you can search by Price List and whether you want to see All 

Prices or just Special Pricing. 

- Click  
 

 
 

- You can download the file in PDF format or as an Excel Spreadsheet by clicking on the 
link. You may also export the report by selecting the format on the top of the screen to 
download in PDF, Excel, or Web archive (as shown in the red circle above).  
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Reports (Cont.) 

Mega-Fleet Invoices 

 
- Select Mega-Fleet Invoices from the drop down. 
- The Transaction Finder allows you to search by account, buyer or vendor as well as the 

date range for the invoices you want to retrieve 

- Click on the button labeled .  
- If you want to export the report, you can select the format on the top of the screen to 

download in PDF, Excel spreadsheet, or Web archive (as shown in the red circle below).  
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Reports (Cont.) 

Mega-Fleet Parts Sale 

 
- Select Mega-Fleet Part Sales from the drop down. 
- The Transaction Finder allows you to search by account, buyer or vendor as well as the 

date range you want to search by. 

- Click on the button labeled . 
- If you want you can export the report. You can select the format on the top of the screen 

to download in PDF, Excel or Web archive (as shown in red circle below). 
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Mega-Fleet 
 

 
 
The Mega-Fleet page gives two options: Mega-Fleet Vendor Code Xref and Mega-Fleet Part 

Xref. These options are only applicable if you do not use the price list in the manual invoice 
entry or if you send your invoices to Corcentric via alternate means.  
 
Corcentric has the ability to receive and process your invoices in many different formats 
including flat files, XML documents, and EDI. For more information about this option, please 
contact us at 877-825-3823 or helpdesk@corcentric.com.  
 

Mega-Fleet Vendor Code Xref 

 
Different vendors/lines may use the same part numbers. In order to differentiate between the 
lines, a prefix is often used before the part number. Sometimes there can be more than one 
prefix that means the same vendor/line. In this case, you will want to setup a Vendor Code Xref 
so the parts will be validated against the proper part in the proper price list.  
 

- From the home page click on the Mega-Fleet Vendor Code Xref under Mega-Fleet. 
 

 
 

- Select whether the xref is designated by character positions (ex: always the first 3 
charters in a part) or whether there is a delimiter between the vendor code and the part 
(ex: a space or an *). 

- Specify the position or the delimiter and click the button labeled . 
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Mega-Fleet (Cont.) 

 
 

- Select the price list that contains the part you want to create the vendor xref for. 

- Enter the vendor code and click the button labeled . 
 

 Note: This should only be done once in the system. Once the Xref code 
has been edited it will stay within the system. 

 
 



Mega-Fleet Website Manual 
 

 28 

Mega-Fleet (Cont.) 

Mega-Fleet Part Xref 

 

 
 

- Select the price list and part number you want to work with and click . 
 Note: You have the option of searching by the Mega-Fleet Part number 

or the existing Xref number. This will only need to be done once in the 
system 

 
- Click on the .  

- Enter the Cross Reference and click on the button labeled .  
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Admin 

 

Administer Locations 

- From the homepage, click on the Administer Locations under Admin. 
 

 
 

- You may review any and all locations that Hino has listed out for you.  
- If any changes need to be made to the location on your account (improper address or 

change in location) please contact Hino at 866-372-4466.  
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Admin (Cont.) 

Administer Users 

 
- From the home page, click on the Administer Users under Admin.  

 

 
 

Edit Users 

 
- From the home page, click on Administer Users. 
- To deactivate the login, uncheck the box next to their name and click Active? 
- To alter the information about a user (including the functions they have access to and 

the locations they can see on), click on the users name and edit any of the applicable 
data.  

 

Discrepancy Notify 

  
Check the Discrepancy Notify box if you want the user to receive email notifications when an 
invoice you have submitted is in error and needs to be fixed. Please ensure the user have a 
valid email address set up in their profile. You can click on the username and look at their profile 
to confirm this. 
The Discrepancy Notify sends an automatic email out to the users selected when any invoice 
discrepancy occurs on their account, no matter who creates the invoice. This will help to keep 
your company aware of any invoice discrepancies that are currently in the system.  
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Admin (Cont.) 

Add New User  

 

 
 

- Fill in the text fields. The user ID must be unique. The password must contain at least 
one number, one alphabetic character and one special character (valid special 
characters are : ~!@#$%^&*()_+-=) 

- Click on the button labeled . 
- You will see two new tabs appear at the top: Functions and Locations. 
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Admin (Cont.) 
 

 
 

- Functions allow you to choose which of the available functions this particular user is 
allowed to use. Highlight the functions you want to allow in the Available Functions list 
and then click the >> button. 

- To remove the users ability to utilize a function, highlight it in the Selected Functions list 
and click on the << button. 

- When you are finished, click on the button labeled . 
 
Functions Detail: 

• Administer Locations – The user will have the ability to add any new location to your account. 
• Administer Users – The user will have the rights to add a new user, change a users password or make a 

user inactive. 
• Create/Edit Invoice – The user will have access to create a new invoice or complete any unsent invoices. 
• Customer Service – This shows the user the Contact Tab. 
• Invoice Discrepancies – This allows the user to view any invoices that have not been sent through due to 

a discrepancy. If they have Discrepancy Notify checked off, they should have this feature selected.  
• Invoice Outbox – The user will be able to review any invoices that were sent through the Hino-Corcentric 

system. 
• Mega-Fleet Parts Xref – The user will be able to create any part xref under the Mega-Fleet’s tab.  
• Mega-Fleet Vendor Code Xref- The user will be able to create a vendor code xref on the system under 

the Mega-Fleet’s tab. 
• Password change – The user will be able to alter their own personal password. 
• Reports – The user will have the rights to view the Reports tab and all reports listed underneath that tab. 
• User Preference – The user will have the right to change their default search date range and the amount 

of results that appear on each page.  
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Admin (Cont.) 

 

 
 

- Locations allows you to define which locations data this user should have access to. Add 
the location as you did the Functions above. When you are finished, click on the button 

labeled .  
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Admin (Cont.) 

Password Change 

 
 

- Enter your old password 
- Enter and confirm the new password (using all the password requirements to create your 

new password) 

- Click on the . 

- If you have made a mistake, select the button labeled  to start over. 
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Admin (Cont.) 

User Preferences 

 
There are two options under User Preferences: the Search Days Default and the Report Rows 
Default. The Search Days applies to the default number of days that will appear in your Invoice 
Outbox when you retrieve invoices. The Report Rows applies to the default number of rows you 
want to appear in your report results.  
 

- From the home page click on User Preferences under Admin.  
 

 
 

- Alter the number of days you would like to see as your default search days. 

- Click on the  button. 
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Contact 
 

 
 
This page gives you the information about who to contact if you have any questions or concerns 
regarding the website. 
 

Hino Help Desk Information 
 

- Help Desk Hours: Monday through Friday 7AM to 7PM Central Standard Time. 
- Help Desk Phone: 866-372-4466 
- Help Desk E-mail: HelpDesk@Hino.com 

 
 
 

Logout 
 

 
 

- When you are finished using the site, click on the logout tab and you will be logged out 
of the system finishing your session.  
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