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What is Car Keys Express?

Car Keys Express (CKE) is the Hertz preferred vendor when requesting keys or storage of 
2nd keys. When a car is being in-fleeted, 2 sets of keys come with the car. All 2nd set of 
keys are to be sent to CKE. 

At no time should extra, spare or 2nd keys be kept at a location. ALL KEYS should be 
sent to CKE.  

Car Keys Express Location Services:
• Airport Location Services:

• Van Service (where available)
• Blank Keys
• Infleet
• Defleet
• Key Surplus

• HLE, TNC and Car Sales Location Services:
• Van Service (where available)
• Key Surplus

Car Keys Express Available Services:

There are 5 service options available to choose after successful login through Oracle Punchout:
1. Direct Key Purchase- uncut, unprogrammed replacement keys delivered by mail
2. Lost Key– for van service or to check availability of 2nd key in storage 
3. Infleeting– to print pre-paid shipping labels to send 2nd keys to CKE
4. Defleeting- 2nd key to defleet Program vehicles or CKE van service if 2nd key not available. 
5. Sell Surplus Keys- sell CKE any old, used keys.

Return Home



Infleeting New Cars

When infleeting Program and Risk vehicles, 2nd keys are to be shipped to Car Keys 
Express.
▪ During the infleeting process, all 2nd keys and remotes will be placed together in a 

unique plastic baggie (order from Oracle).
▪ A Full VIN barcode sticker will be placed on the key bag that is used for storing 2nd 

set of keys sent to CKE.
▪ Only one set of 2nd keys is placed in each bag. Multiple VINS per bag is prohibited. 

For Dispatch ETA’s or online key order questions, contact Car Keys Express at the 
following:

Dispatch@carkeysexpress.com
1-855- 869- 5397 ext. 009

New Car Infleeting Process:

Car Keys Express pays the shipping costs of sending keys and this is the only shipping 
option that should be used. Instructions for printing shipping labels can be found in the 
INFLEETING section. Keys are shipped to the following address:

Car Keys Express
12101 Sycamore Station Place

Louisville, KY 40299

Return Home



Ordering Car Keys Express- Oracle Punchout

Users will be required to login to Oracle to request services through Car Keys Express. Upon 
login, select the following:

Step 1: Select “Shop”

Step 2: Select “Punchout Store”

Return Home



Ordering Car Keys Express- Oracle Punchout 
(cont.)

Step 3: Select Car Keys Express RUS

Step 4: Select your location from the Current Location Screen
• Current location is your assigned location that you provided to Car Keys Express and where keys 

will be delivered or where the Van Technician will service the vehicle.
• If the displayed location is correct, continue onto step 5. 
• If incorrect, press the “click here” button to update location.

Return Home



Ordering Car Keys Express- Oracle Punchout 
(cont.)

• Type in location using city, 
state or address. Select 
correct location to receive 
service (will highlight 
location green)

• After store location is 
highlighted, select “choose 
store”

Note: If a new location needs 
to be added, please contact 
Dispatch@carkeysexperss.com

Step 5: Begin request through Car Keys Punchout Catalog

Return Home



Direct Key Purchase Request

Direct Key Purchase Request
Step 1: Select “Direct Key Purchase” (uncut/unprogrammed)

Step 2: Direct Key (uncut/unprogrammed) Search Function.
• Enter the vehicle FCCID, OEM Part #, VIN# or Car Keys Express SKU into the search bar. If these 

are not available, you can select the vehicle make, model and ear. 
• Select Add to cart button

Return Home



Direct Key Purchase Request (cont.)

Step 4: Direct Key Purchase: Send to Procurement
• If no additional changes are needed, select “Send to IProcurement” button

Step 3: Direct Key Purchase Review Cart
• View key details for accuracy
• Select the shipping option and your selection will be added as a line item to your order. 
• Once your order is complete, select Checkout Button

Return Home



Direct Key Purchase Request (cont.)

NOTE: Purchase Orders are required to be created PRIOR to Car Keys Express 
performing work. 
▪ Work performed by the supplier without a PO will not be paid by Hertz. 
▪ All orders must go through the CKE Oracle Punchout.
▪ Calling a CKE Van Technician directly to service your location is not permitted. 
▪ In the event CKE is not able to service a location according the Service Level 

Agreement, a location may request from Procurement to use an alternate supplier 
as needed. 

▪ Supplier quote listing vehicle year, make, model and key cost must be sent to 
Procurement prior to having the supplier perform the work. 

Step 5: From the Oracle screen, select submit
• Every order should receive a Key Request Confirmation upon receipt and Key Request 

Fulfillment notice from Car Keys Express. If you do not receive these, please follow-up with the 
CKE Dispatch at Dispatch@carkeysexpress.com  or 1-855- 869- 5397 ext. 009

Return Home
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Lost Key Request

Lost Key Request
Step 1: Select “Lost Key”
Note: All 2nd keys are to be shipped to CKE regardless of whether they are Program or Risk 
vehicles. 2nd keys available in CKE storage will be shipped overnight from CKE to your location.

Step 2: Lost Key VIN Entry Process

• Input the vehicle VIN#(s). 
You can type them in or 
copy and paste from 
another file into the field.

• Select “Ignition Type” or 
keep as “I don’t know”

• Select Submit button

Return Home



Lost Key Request (cont.)

Step 3: Lost Key Review and Submit Key Request
• After the VIN(s) have been inputted, you will be presented with 3 possible outcomes: Invalid VIN, 

2nd Key available in storage or Van Service request.

If a VIN is invalid, it will appear in the Red Section. Select the back button to review your VIN to 
ensure it is typed correctly. 

If the 2nd key is available in the CKE storage, it will appear in the Blue Section. 
• Keys stored will automatically ship next day air service. Fill in the name of the person who the 

keys are to be received by (in the Attn: field) 
• For 2nd keys not available in storage, you can request CKE’s van service.

Return Home



Lost Key Request (cont.)

If the 2nd key is NOT available in CKE storage, Van Service will appear in the Orange Section.
• Fill out name, number, any applicable notes and the key code (see LOCATING KEY CODE on how 

to locate key code in DASH).

IMPORTANT NOTE:
• On VAN SERVICE, Hertz MUST provide the 5-digit key code for the technician to program the key 

at the location.
• Hertz will be charged an additional $30 fee per key by CKE if Hertz is unable to provide the key 

code at the time of programming.

Return Home



Locating Key Code

Locating Key Code
• The 5-digit key code can be found in the Hertz DASH System (Car Control > Change/Activate) for 

each vehicle. 
• HLE locations with no access to DASH may call or email their regional maintenance manager 

providing the VIN# requesting they retrieve the codes for their orders. 

COMPLIANCE NOTE: Any keys not available in CKE’s 2nd key storage or van service, you will need to 
source another supplier. 
• Hertz Procurement Team requires that you submit a request approval to use an alternate 

supplier prior to the purchase transaction. 
• The request should provide the reason, a copy of the quote listing vehicle year, make, model 

and key cost for review.

Return Home



CKE Infleeting Service

Infleeting Vehicles

Step 1: Select “Infleeting”

Step 2: Vehicle Infleeting Shipping and Return Information
• Fill out all boxes under Sender Information, Shipment and Return Information and press the 

Submit Shipment Details button.

Return Home



CKE Infleeting Service (cont.)

Step 3: Vehicle Infleeting Shipping Instructions
• Print Packaging Slip to put inside the box
• Download and Print the Shipping label
• All 2nd keys and remotes will be placed together in a unique plastic baggie (order from Oracle.
• A Full VIN barcode sticker will be placed on the key bag that is used for storing 2nd set of 

keys sent to CKE.
• Only one set of 2nd keys is placed in each bag. Multiple VINs per bag is prohibited. 

Return Home



CKE Defleeting Service

Step 1: Select “Defleeting”
• The 2nd keys for all Program and Dealer Vehicles are stored at the CKE storage facility. 
• All other 2nd keys will need to be requested following the Lost Key process. 
• NO SHIPPING available to PO boxes

Step 2: Defleeting Vehicle VIN Entry Process
• At the time of Turnback, you can bulk upload VIN#s to have 2nd keys shipped to your location. 
• Input the VIN numbers for the requested vehicle keys to retrieve, and press Submit.

Return Home



CKE Defleeting Service (cont.)

Step 3: Defleeting Review and Submit Key Request
• After the VIN(s) have been inputted, you will be presented with 3 possible outcomes: Invalid VIN, 

2nd Key available in storage or Van Service request.

If a VIN is invalid, it will appear in the Red Section. Select the back button to review your VIN to 
ensure it is typed correctly. 

If the 2nd key is available in the CKE storage, it will appear in the Blue Section. 
• Keys stored will automatically ship next day air service. Fill in the name of the person who the 

keys are to be received by (in the Attn: field) 
• For 2nd keys not available in storage, you can request CKE’s van service.

Return Home



CKE Defleeting Service (cont.)

If the 2nd key is NOT available in CKE storage, Van Service will appear in the Orange Section.
• Fill out name, number, any applicable notes and the key code (see LOCATING KEY CODE on how 

to locate key code in DASH).

IMPORTANT NOTE:
• On VAN SERVICE, Hertz MUST provide the 5-digit key code for the technician to program the key 

at the location.
• Hertz will be charged an additional $30 fee per key by CKE if Hertz is unable to provide the key 

code at the time of programming.

Return Home



Selling Surplus Keys

Sell Surplus Keys

Step 1: Select “Sell Surplus Keys”

Step 2: Surplus Keys Shipping Information
• Input information under Sender Information, Shipment Information and Return Information and 

press the Submit Shipment Details button.



Sell Surplus Keys (cont.)

Step 3: Surplus Keys Shipping Instructions
• Print Packaging Slip to put inside the box
• Download and Print the Shipping label

Return Home
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