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1001 E. 62nd Ave. A-18 
Denver, CO 80216 
 
 

 
 
 

Colorado Sprint/Geotab Telematics Ordering Process 
 

1) Visit the State Pricing Agreements website at 
https://www.bidscolorado.com/co/portal.nsf/xpPriceAgreementsByCategory.xsp 
 
 

2) Click on Telecommunications to expand the section.  Then click on the link for the Sprint/NASPO Agreement 
#72551YYY06M/NASPO… 
 
 
 
 
 
 
 
 
 
 

 
 

3) Under How To Order/Agreement Prices, open the Sprint Geotab Order Form.xlsx file and create your order.  An 
example order and instructions can be found in the Telematics Ordering Process.pdf document… 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

https://www.bidscolorado.com/co/portal.nsf/xpPriceAgreementsByCategory.xsp
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4) Download the Excel file.  Fill in the information on the Order Form tab (an example has been provided in the 
screenshot below) … 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5) Save the Excel Workbook as XXXX_Telematics_Order_MMDDYY.xls where XXXX is your Cabinet and MMDDYY is 
the current date.  For example, DPA’s file would be titled DPA_Telematics_Order_020519.xlsx.  If you are 
ordering for a specific department (as in the example), you will want to incorporate the department in the title 
as well; IE: DPA_CapitalAssets_Telematics_Order_021319.xlsx. 
 
*Keep the file open as we will add the list of vehicles to the same Workbook. 
 
 

 
 

Note: DO should reference SPA  201500000000170.  The following 2 statements also need to be included in the Extended Statement 
area of the DO: 
 

 This order is placed against State of Colorado Participating Addendum (SPA) 72551YYY06M/NASPO (CMS#49792) and the NASPO 
Master Service Agreement #1907. The terms and conditions and special provisions of the State of Colorado NASPO Participating 
Addendum (State Contract CMS #49792) and the NASPO Master Service Agreement #1907 apply to this order and take precedence 
over all other terms and conditions expressed or implied. 
 
The terms and conditions of the State of Colorado NASPO PA (State Contract CMS #49792) will apply to the order. 

 

*If you want to be 
billed at the 
Department level, 
use the dropdown 
box to select the 
appropriate 
Department.  
Otherwise, leave this 
field blank.  

Use the 
dropdown 
box to select 
your Cabinet. 

The # of months 
will be the # that 
this DO covers for 
the specific fiscal 
year.  The example 
covers service for 
40 vehicles for an 
annual cycle. 

Be sure to include 
contact information 
for the person that 
will act as the 
Administrator for 
your Cabinet or 
Cabinet/Department 
in the Geotab system 
as this will be used to 
setup their account. 

Be sure to indicate 
which documents 
you have included 
with the order and 
verify that you have 
read the Telematics 
Facts page.  

The 
Sprint/Geotab 
DO Total should 
match the 
Delivery Order 
total included 
with the order. 
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6) Next, you will pull a list of vehicles from CARS to identify which vehicles to include in the order.  Log into the 
CARS system.  Click on Customer Reports… 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

7) Next click on Report Selection.  The following window will open... 
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8) Use the Reporting Category dropdown box to select Master Vehicle List (Step 1) … 

 
 
 
 
 
 
 
 

9) After you click on Run, a new window will open with the report.  Click on the Save the Report data… button to 
download it. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Save the Report data… button. 

STEP 3: 
Use the Cabinet dropdown box to 
select your Cabinet.  Type % in the 
Department and Unit box.  The 
report will include all vehicles 
currently assigned to your Cabinet.  
You will have the opportunity to 
remove vehicle(s) from the list 
before you submit the order. 
*If you only want to purchase the 
service for a specific Department, 
use the dropdown box and select it 
as well. 

STEP 2: 
Click on the 
Master Vehicle 
List for Telematics 
Report 

STEP 4: 
Click on Run.   
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10) A pop up Save As box will appear.  Use the Save as type dropdown box to select CSV with headers then save the 

file with a name that you will remember in a location in which you can retrieve it… 

 
 

11) Next, open the report in Microsoft Excel.  In Microsoft Excel, click on Open.  Navigate to the location where you 
saved the Master Vehicle List for Telematics report.  You may have to change the File Type selection to All Files 
in order to see the file since we saved it as a .csv file… 
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12) Your spreadsheet will open.  It should look similar to the screenshot below.  Simply delete the vehicles that you 
DO NOT want included with the telematics order. 

 
 

13) Once your list has been finalized, move it to the open Excel Workbook that you created in Step 6… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1 
Right mouse-click on 
the tab.  A popup will 
appear with several 
options.  Click on Move 
or Copy.  A window like 
the one shown will 
appear.   

Step 2 
Use the Move selected sheets To book: 
dropdown box to select the Order Workbook 
that you created in step 6.  Select the option 
(move to end) then click on the OK button. 
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14)  The order Workbook that you created in step 6 should now contain the tab with the vehicles… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

15) Save the Excel Order Workbook one final time.  Congratulations, you are ready to submit your order to Sprint!  
Email the Order Workbook, a copy of the Tax Exempt Certificate and the Delivery Order (DO) to     
StateofColoradoGeotabOrders@sprint.com 
 
You should receive a confirmation of receipt email from Sprint.  Expect a call from a Sprint representative within 
48 hours to discuss installation options.  Please identify the location of each vehicle and have the list ready for 
the call.  The representative can assist in the selection and coordination of the device installations using an 
Authorized Geotab Installer.   
 
If you do not hear from a representative within 48 hours, please reach out to either Jeremy.Cost@sprint.com or 
Anthony.Daher@sprint.com 
 
 

 

mailto:Jeremy.Cost@sprint.com
mailto:Anthony.Daher@sprint.com
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16) The State Fleet team will receive a copy of your order.  An account will be created in Geotab for the Group 
Administrator that is listed on the order form.  This contact should watch for an email from 
noreply@geotab.com.  They will need to click on the LOG IN TO GET STARTED button to setup their password.  If 
they run into any problems logging in to Geotab, they can send an email to renee.mccracken@state.co.us for 
assistance. 

 

 
 
17) Please remember to notify the State Fleet team if the billing contact or the Group Administrator for your Cabinet 

changes.  You can simply submit the updates using this change form.  The form will also be posted on our website at 
https://www.colorado.gov/pacific/dca/fleet. 
 
 

 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:noreply@geotab.com
https://docs.google.com/forms/d/e/1FAIpQLSdfvD73BZsgIkdflSS0G02xwcjL3xAVDaPNls_mKspuicUgEw/viewform
https://www.colorado.gov/pacific/dca/fleet

