
Creating a Driver Account 
 

1. From the GeoTab menu, select 
People, then Users & Drivers. 
 

 

2. Select the plus sign in the top right 
corner top open the Add User page.  

 

 

 

 

3. Under User Details, enter the driver’s name and email address. 

 
 



4. Select the Groups dropdown menu, choose ARI Integration, then Bill 
Code, and select the bill code(s) you would like to assign. 
 
 
 

                                      
 

 

 

5. Under Security and Authorization, select the Security Clearance 
dropdown and choose Pool Driver – State of West Virginia. 
*This step is what separates a driver account from an administrative account. 

 

 

 

 

 

 



6. Navigate to the Driver tab at the top of the page and select YES for both 
options under User is a Driver. 

 

 

 

7. Select Add new driver key, choose NFC, from the dropdown menu, 
enter the number found on the back of the driver’s key fob and hit the 
blue checkmark. 

    
 
 

8. Navigate to the System 
Communications tab and 
ensure all options are toggled to 
OFF. Click Save in the top right 
corner. 
 

 

 

Note: GeoTab will automatically send a welcome email prompting the driver to create a 
password. Since drivers do not use the portal, we recommend notifying them to disregard 
this email. Drivers do not need to sign in to activate their account or track data. 


