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Introduction 
Flare Dash is "Cloud Based Professional Drivers Management Platform". 
Time & Attendance recorded by drivers, just one tap on app. 
Monitor and Analyze Driving Data automatically Track Time & Attendance, Improve 
driving behavior. 
 
This user manual is for administrators. 
In order to create driver information etc. in the Flare Dash system, it is necessary to 
create [Customer] as the parent data. [Employee] and [Driver] data must be 
associated with [Customer] data. 
 

 
For Xiaomi, Huawei, Oppo and Vivo devices, after installing the app, the following 
You can stabilize the app by configuring the settings in the link below. 
For more information, please visit the Flare Dash Help Center. 
 

How to Sign in 
First, Sign in to the administrator dashboard. 
In the dashboard, you can add and edit various data, and check attendance information. 
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https://flare.zendesk.com/hc/ja/categories/900000100583-%E3%83%88%E3%83%A9%E3%83%96%E3%83%AB%E3%82%B7%E3%83%A5%E3%83%BC%E3%83%86%E3%82%A3%E3%83%B3%E3%82%B0


 
https://app.flare-dash.com 

 
1. Enter the email address required for Sign in 
2. Enter the password required for Sign in 
3. Confirm that the information you entered is correct and click 

 
 

Create / Edit Customer data 
Create Customer information. 
You can create and edit organization / company information to which users who use 
Flare Dash belong. 
First, go to the creation page by clicking [Customer] → [Create New] from the 
dashboard menu. 
 

 
 
Next, perform the following operations on the creation page. 
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https://app.flare-dash.com/


 

 
 

1. Enter the company name you want to register 
a. Enter your company name if you want to manage your own driver 
b. Enter the client name if the purpose is to manage dispatch drivers 

2. Enter a management code (ex. 0001) 
3. Enter the e-mail address required when the client logs in to the dashboard 
4. Enter the password required for the client to log in to the dashboard 
5. Select whether to display the GPS driving route on the client dashboard 
6. Select [Enabled] to display a check button for private use in the Flare Dash 

app 
7. Click [Save] to complete 

 

 
 
 
Click the [Customers List] menu to display a list of registered company information. 
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If you need to edit the registration information, click the [Edit] button on the right to 
move to the edit page. 
 

Use the dashboard for client 
* For driver agency 

It is a specification that the dashboard can be shared to the client. Follow the steps 
below to access the dashboard. 
 

 
 
First, go to http://app.flare-dash.com/customer/login 

1. Enter the email address required for login 
2. Enter the password required for login 
3. Make sure the information you entered is correct and click to Sign In 

 

 
 
It cannot add or edit any information on the client dashboard. It is exclusively for 
browsing the attendance datas registered and the travel route information by GPS*. 
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http://app.flare-dash.com/customer/login


*Only when permission is set  
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Create / Edit Employee data 
Create Employee information. 
With this function, you can create and edit information about the staff on the vehicle 
that the driver is driving. 
 
First, click [Customers] → [Company Name] from the menu on the left side of the 
dashboard to open the Employees List. Click the [Create New] button on the right 
side of the screen to move to the creation page. 
 

 
 
Next, do the following on the creation page. 
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Employee information creation / edit page overview 
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Please check the list below for each item. All items marked with * are required. 
 

1. Click and select the company name of the employee you want to register * 
2. Enter First Name * 
3. Enter Last Name * 
4. Enter phone number 
5. Enter your date of birth 
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6. Enter address of the employee 
7. Select gender 
8. Select smoking / non-smoking 
9. Fill in title 
10.Enter an arbitrary code for management * 
11.Enter the license plate information for your vehicle 
12.Enter the passcode required for approval stamping * 
13.Search for addresses in the approval area where drivers can perform Check 

in / Check out operations in the Flare Dash app * 
14.Set multiple entry restrictions to the approval area. By default, it is set to NO 

to prevent multiple entries within 1 hour. 
15.Set whether the Admin user whose Role (permission level) is Default can view 

the route information from the Time Sheets menu. Default is set to YES to 
display 

16.No input required (Automatic input) 
17.No input required (Automatic input) 
18.Set the range of approval areas where the driver can perform Check in / 

Check out operations in the Flare Dash app * 
19.Drag the map to select the approval area 
20.Click [Save] to complete 
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Click [Customers] → [Company Name] in the menu on the left side of the screen to 
display a list of Employee information linked to the selected company information. 
 

 
 
If you need to edit the registration information, click the [Edit] button on the right to 
move to the edit page.  
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Create / Edit Driver data 
Create Driver information. 
This feature allows you to create and edit driver information that uses the Flare Dash app. 
First, go to the creation page by clicking [Drivers] → [Drivers List] → [Create New] from the 
menu on the left side of the dashboard screen. 
 

 
 

Next, perform the following operations on the creation page. 
Please check the list below for each item. All items marked with * are required. 
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1. Enter the first name of the driver you want to register * 
2. Enter the last name of the driver you want to register * 
3. Enter the login ID (character string) to be used when logging in the app * 
4. Enter the password (numeric only) to use when logging in to the app * 
5. Enter phone number 
6. Enter your date of birth 
7. Enter address 
8. Select gender 
9. Select blood type 
10.Select smoking / non-smoking information 
11.Enter drug dependence history information 
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12.Select marriage history 
13.Enter your driver's license number 
14.Enter the type of driver's license 
15.Select whether to allow overtime (OT) 
16.Select whether to go to work on holidays 
17. It is a free description column 
18.Enter an arbitrary code for management * 
19.Select the Customer to which the Employee in charge of the driver belongs * 
20.Select the employee that the driver is responsible for * 
21. If this driver is responsible for more than one Employee, add it from this menu 
22.Select the Work Schedule to assign * 
23.Select the work type to assign * 

a. Fulltime.... One attendance record can be created per day 
b. Parttime.... Multiple attendance records can be created per day 

24.Click [Save] to complete 
25.Delete this driver data 

About Fulltime and Parttime 

This section explains the differences in the settings when Fulltime or Part-time is 
selected in the 25. [Assignment Type] section above. 
 
[Linked Employee Account] 
Fulltime...It will be linked to the Client and Employee accounts selected and 
registered from items 19. - 21. 
Parttime...You will not be able to link to a specific Employee account from the 
dashboard and you will not be able to select and register from items 19. - 21. 
 
[Attendance record] 
Fulltime..... Only one attendance record can be recorded per day. 
Parttime.... Multiple attendance records can be recorded per day. 
 
Check In/Out operation from the app 
Fulltime... The driver can perform Check In/Out operations on its own if it is within 
the approval area of the Employee account to which it is attached. If you are outside 
the approval area, an approval passcode is required. 
 
Parttime... Approval passcode entry is required. Determine the Employee account 
from the authorization passcode entered. 
**The passcode entered at the time of Check In and Check Out operation for each 
attendance record must be the same. 
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Click [Drivers] → [Drivers List] from the menu on the left side of the dashboard screen to 
display a list of registered driver information. 
After completing the driver information registration, you can check the Employee information 
associated with each driver. 
 

 
 
If you need to edit registered information, click the [Edit] button on the right side of 
the screen to move to the edit page. 
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Create / Edit WorkSchedule data 
Create WorkSchedule. 
With this function, you can set working hours, overtime (OT), holidays, etc. assigned 
to the driver. 
First, go to the creation page by clicking [Drivers] → [Work Schedules] → [Create 
New] from the menu on the left side of the dashboard. 
 

 
 
The top of the creation page is as follows. 
 

 
WorkSchedule creation / edit page overview 

 
Create Fixed Daily Hours 

In Fixed Daily Hours, you can set the regular working hours per day for each day of 

16 
2020 © Flare Inc. All Rights Reserved 



the week. Select this to set only the working hours per day without setting the start / 
work time. 
You can also set a break time on this page. Break times can be set separately within 
the regular working hours set above and overtime (OT). 
 
Follow the steps below on the creation page. 
 

 
 

1. Enter WorkSchedule name * 
2. Select Fixed Daily Hours * 
3. Do not enter 
4. Set regular working hours for each day of the week * 
5. Enter whether you want to make a break every hour during working hours * 
6. Enter or enter time breaks during working hours * 
7. Enter whether you want to make a break every hour during overtime * 
8. Enter or enter a time break when overtime * 
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9. Select the driver to reflect the created WorkSchedule * 
10.Click [Save] to complete 

 
 
Create Fixed Daily Times 

In Fixed Daily Times, you can set start and end times for each day of the week. 
You can also set a break time on this page as well as Fixed Daily Hours. Break time 
can be set separately in the start / work hours set above and overtime (OT). 
 
Follow the steps below on the creation page. 
 

 
 

1. Enter WorkSchedule name * 
2. Do not enter 
3. Select Fixed Daily Times * 
4. Enter the start time for each day of the week * 
5. Enter the closing time for each day of the week * 
6. Enter whether you want to make a break every hour during working hours * 
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7. Enter or enter time breaks during working hours * 
8. Enter whether you want to make a break every hour during overtime * 
9. Enter or enter a time break when overtime * 
10.Select the driver to reflect the created WorkSchedule * 
11.Click [Save] to complete 

 
Click the [Work Schedules] menu to display a list of registered schedule information. 
 

 
 

If you need to edit the registration information, click the [Edit] button on the right to 
go to the edit page.  
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Browse / Edit Timesheets data 
Timesheet allows you to view and edit each driver's attendance data recorded 
through the Flare Dash app. 
Click the Timesheet menu on the left side of the screen to open the following page. 
 

 
 

1. Filter by driver 
2. Filter by Customer 
3. You can filter by employee 
4. You can filter by month 
5. You can filter by day 
6. Displays filtered timesheet information 
7. Time information can be added 
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Browse Timesheet data 

Refer to the filtered timesheet information by performing the above operation. 
Select the conditions you want to filter and click the Search button. The attendance 
information will be displayed as shown below. 
 

 

 
 

1. Driver name 
2. Customer name associated with the driver 
3. Employee name associated with the driver 
4. Date of the time record 

a. Dates and weekends registered in the Holidays menu are displayed in 
red letters 

5. The time when the work start operation was performed in Flare Dash app 
6. The time when the end of work operation was performed in Flare Dash app 

a. Driver...Create by driver from app 
b. Employee...Updated by Employee with approval passcode 
c. Admin...Updated by Admin from Dashboard 

7. The mileage recorded by the Flare Dash app 
8. Total working hours 
9. It is a button to move to the detailed information page such as driving route 
10.This button takes you to the time information correction page 
11.Record of the approval stamping operation 
12. It is a record of the stamping operation performed by the driver 
13.The mileage calculated from the odometer value that entered in the app* 
14.The mileage calculated from the device's GPS locations data 
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* If the mileage meter value is required, the mileage information calculated from GPS 
data will not be displayed. If you need to make it mandatory, please contact sales. 
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Check the details of specific timesheet data 

By clicking the [Detail] button above, you can check the attendance data including 
the selected date and the driving route of Driver / Employee. 
 

 
 

1. Link to Driver Information Page 
2. Link to Employee information page 
3. The date of the data being displayed 
4. Recorded attendance time 
5. Start and end times registered as Driver Work Schedule 
6. Break time registered as Driver Work Schedule 
7. Total hours of overtime work 
8. Break time while working overtime 
9. This is the report from the driver. Nothing is displayed if there is no entry 
10.Recorded travel route 
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Edit a Timesheet data 

This operation is performed when the recorded attendance information is incorrect or 
needs to be corrected for some reason. 
 

 
 

1. The target driver for the information to be corrected 
2. Customer information linked with the selected driver 
3. Employee information linked with the selected driver 
4. Date of selected data 
5. The date and time when I went to work 
6. The date and time of leaving work 
7. Check button to record holidays and absences 
8. Check button to record business trips 
9. This button determines the date and time you want to modify 
10.Confirm that the entered information is correct and click the [Save] button 
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Create Timesheet 

Create Timesheet information. 
This operation is performed when there is an error in the recorded time information 
or when it is necessary to create time information for some reason. 
 

 
 

1. Driver name 
2. Employee information associated with the selected driver 
3. Select a date and time of Check in 
4. Select a date and time of Check out  
5. Record holidays and absences 
6. This is an item added from the Custom Fields function 
7. Check that the information you entered is correct and click the [Save] button 

to complete 
 

Export to CSV of attendance 
records 
 
In the Reports menu, the attendance data recorded through the Flare Dash app is 
output to a CSV file that can be managed by software such as Excel. 
 
Filter export data 

To output time data in CSV format, you must first filter the data you want to output. 
You can filter the data you want to output for each of the following items. 
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1. Filter by Customer information 
2. Filter by Employee information 
3. Filter by Driver information 
4. Specify start date 
5. Specify end date 
6. Execute time data list display with specified conditions 

 
Export to CSV 

When data filtering is executed, a list of data with the specified conditions is 
displayed. 

 
 

1. Filtered condition 
2. Link to detailed page of Driver 
3. Link to customer details page 
4. Link to detail page of Employee 
5. CSV export execution button 

 
  

26 
2020 © Flare Inc. All Rights Reserved 



 

Create / Edit Holidays data 
Create and edit holiday information in the Holidays menu. 
The holiday information registered here is automatically reflected in the Flare Dash 
app and attendance information. In addition to the regular holidays, you can register 
on the company calendar. 
 

 
 

1. Select the year for which you want to display registered holiday data 
2. Jump to the create new page for holiday information 
3. Date of registered holiday information 
4. Registered holiday name 
5. Source name of registered holiday information 

a. manual...Added by “Create New” 
b. google...Added by “Sync with Google Calendar” 

6. Jump to the holiday information edit page 
7. Sync with holiday information of Google Calendar 

*Currently, only the Thai public holiday calendar is supported. 
 
 
Create a Holidays data 

You can register your own holiday information by performing the following 
operations. 
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1. Select the holiday date you want to register 
2. Enter your holiday information registration name 
3. Click the [Save] button to complete 

 
 
Edit a Holidays data 

Registered holiday information can be edited by performing the following. 
 

 
 

1. Select the date 
2. Enter the holiday name you want to register / edit 
3. Click the [Save] button to complete 
4. To deletes the selected holiday information 
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Create / Edit Custom Fields 
In this menu, you can register any item that you want the driver to enter when the 
checkout operation in the app. 
 

 
 

1. You can filter the items you want to be displayed in the list by status 
a. Enabled...the item displayed in the app 
b. Disabled...Items that are hidden in the app 
c. All... All registered items 

2. Execute the output based on the filter selected in ① 
3. Reflect the display order in the app 
4. Go to the Create New Item page 
5. Item name 
6. This is the type of input for each item on the application side 

a. text... Free text type 
b. checkbox (Single)... Single Selective Checkbox Type 
c. checkbox (Multiple)... Multiple Choice Checkbox Type 
d. (Required)... Input Required 
e. (Required)... Input is not required 

7. It is the display status of each item in the application side 
a. Enabled...shown in the app 
b. Disabled...not shown in the app 

8. This is the order in which it is displayed on the app side. The order of this list 
will be reflected in the app 

a. ↑... Raise the display order 
b. ↓... Lower the display order 

9. It moves to the edit page of each item 
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Create input items 

 
 

1. Enter the name of the item to be entered. The contents entered here will be 
displayed as an item name in the application side as it is. 

2. Select the input type for each item on the app side 
3. The label name of this item in the output CSV file 
4. The type of checkbox is selected  

*It is displayed when checkbox is selected in ② 
a. Single checkbox... Single Selective Checkbox Type 
b. Multiple checkbox... Multiple checkbox type 

5. Add a selection by clicking on it 
6. Save the information you have entered 

 
 

30 
2020 © Flare Inc. All Rights Reserved 



 
Checkbox type edit screen 

 
1. Enter a name for the item 
2. When selected, it becomes a multiple choice checkbox type 
3. When selected, it becomes a single choice checkbox type 
4. Fill in the selections to be displayed in the app 
5. If you choose, the app will show it to you 
6. If you select this option, the app will not show it 
7. Add a selection by clicking on it 
8. Save the information you have entered 
9. Hides each item 
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Text type editing screen 

 
1. Enter a name for the item. 
2. Select the input type for each item on the app side. 

a. Text... Free text type 
b. Checkbox... Checkbox Type... 

3. Make the input required setting. 
a. Required... Required 
b. Required... Input is not required. 

4. Save the information you have entered. 
 
 
 

Create / Edit Admin data 
Account information that allows you to log in to the dashboard can be registered by 
performing the following operations. 
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1. You can add new account information 
2. Email address to use when logging in 
3. account name 
4. Authority information 

[Only Superuser] 
● Access to the Admins menu 
● Accessing GPS route information for accounts with the Display GPS 

route item set to NO in the Employee data 
 
 

Add new Admins information 

 
 

1. Enter email address to use when login 
2. Enter the password to use when login 
3. Enter account name 
4. Select account permissions.  

a. Superuser… Has edit authority to edit the ADMIN menu and  
display / hide GPS track data 

b. Default… Can view and edit other than GPS data and ADMIN menu 
5. Click the [Save] button to complete 

 
Up to 3 accounts can be registered for Admins information. Please contact us if you 
need to change the registration limit. 
 
 

33 
2020 © Flare Inc. All Rights Reserved 



Change "customer" as covering for 
other driver 
If you need to send a substitute driver instead of the driver you were scheduled to 
work for, follow the steps below. 
First, open the page of the corresponding substitute driver from [Drivers List], and 
click the Customer name in the [In Charge Of] field at the bottom of the page to 
display the Customer list. 
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Next, select the [Customer] who will be in charge of the attendance at the substitute 
from the list. Confirm that the selected Customer information is correct, and click the 
[Save] button to complete. 
 

 
 
By performing the above operations, it is possible to correctly record the customer in 
charge when a substitute driver is dispatched. 
The driver's operation admin staff is when scheduled to a substitute driver, be sure to 
perform this operation. 
 
 

How to hide the GPS track data 
Set to not display the GPS tracking data of a specific customer to admin staff. 
This operation can only be performed by Superuser. 
 

 
 
Steps. 

1. Open the Customer information for which you want to hide GPS information 
2. Select NO for "Display GPS Route" at the bottom of the page 
3. Click the [Save] button to complete 

 
If this setting is made, the administrator logged in as the default user will not be able 
to see the GPS tracking information of the customer. 
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Best practices 
Regardless of your device’s manufacturer, there are several things you can do to fix poor 
location tracking. Use the following tips to improve GPS accuracy: 
 

● Plug your phone in:  
Devices attempt to conserve battery when they're not charging. For some devices, 
running on battery alone may mean location tracking is poor. Always keep your 
phone plugged in, even when fully charged. 

● Turn on wifi and Bluetooth:  
Apple and Android devices use nearby wifi networks and Bluetooth signals to locate 
your device, especially when GPS signals are low. Turn wifi and Ask to Join 
Networks both on. 

● Use a phone mount:  
Location tracking works better when your phone has access to clear skies through a 
window. If your phone is in your center console or pocket, you may experience poor 
location tracking. We recommend mounting your device on the windshield or 
dashboard using a mount. 

● Close unused apps:  
Turn off any apps other than those you use to Flare Dash, especially apps that use 
your location in the background. 

● Keep your software and app current:  
Update to the latest phone software available. The devices frequently release 
upgrades that may improve your phone’s location accuracy. 

● Buy a new phone:  
To get the most accurate GPS, we highly recommend upgrading to the newest phone 
model if you can. Older phones may have outdated GPS antennae, which can cause 
poor location tracking. 

● Don’t talk and drive:  
Avoid making phone calls on your enabled device during a ride. Some networks don't 
allow data usage and phone usage at the same time. 

● Start and stop safely:  
Only start or stop your rides in the app when your car is completely stopped. Not only 
is this good safety sense, but stopping completely helps us track your location more 
accurately. 

● Wait a bit:  
GPS accuracy depends on the number of visible GPS satellites. Locating all visible 
satellites can take several minutes with accuracy gradually increasing as time goes 
by. Give your phone a minute or two to find these satellites before getting on the 
road. 

● Adjust your time settings:  
Make sure the date, time, and timezone are set correctly on your device. Go to 
Settings, General, then Date and Time. If possible, toggle your Date and Time to 'Set 
Automatically.' Incorrect computer settings can sync to your device so verify the date, 
time, and timezone on a computer that syncs with your device. 
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● Always restart:  
Any time you've updated your software and app or even changed your settings, 
restart your device to give it a fresh restart. 

 
 

FAQ 
Q: What should I do when an employee is on vacation? 
 
The administrator needs to process holidays from the dashboard. Open the 
Employee and date data and perform holiday processing. 
 
 
Q: I cannot update the app. 
 
Open the Google play store app on your device, then tap the Flare Dash app icon in 
the store. Then tap the button labeled [Update] to start the update. 
If the [Update] button is not displayed even though the latest version has been 
released, uninstall the app and then install. 
 
 
Q: A replacement driver needs to be arranged because the schedule has changed. 
What should I do? 
 
The administrator must do an Employee change operation that is tied from the 
dashboard. Open the information on the driver who reported to work as an agent and 
change the Client and Employee values in the "In Charge Of" field. 
You can also modify your data from the Timesheets menu on your dashboard. 
 
 
Q: There was a report from the driver that the app did not work well. 
 
First make sure you have the latest version of the app installed. If you have installed 
the latest version of the app and the problem persists, please contact our Help Desk 
LINE account. 
 
 
Q: The check-in operation could not be performed because the battery on the device 
was dead. 
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Flare Dash is premised on providing all services through smartphone applications. 
For this reason, it is necessary to thoroughly inform terminal users not to run out of 
battery. 
 
 
Q: Can not Check In/Out in the app. 
 
In order for the driver to check in / out, the driver must actually be within the approval 
area set from the administrator dashboard. To perform the stamping operation 
outside the approval area, [Employee] must perform the stamping operation to enter 
the passcode on the app. 
 
Q: My driver has entered an incorrect time during an authorization check-in 
operation. Can I fix it? 
 
Yes, you can fix it from the Timesheets menu in the app and dashboard. 
 

Help Center Information 
Flare Dash Help Center website has videos and articles on how to operate the 
Dashboard, and If you have any questions about the operation of Flare Dash, please 
visit the following links feel free to contact us. 
If you have any problems that cannot be solved by the Help Center, please contact 
us at the following email. 
 
Flare Dash Help Center by English 
https://flare.zendesk.com/hc/en-us 
 
Flare Dash Help Center by Japanese 
https://flare.zendesk.com/hc/ja 
 
Flare Dash Help Center by Thai 
https://flare.zendesk.com/hc/th 
 
Contact information (e.g. for inquiries) 
info@flare.run 
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