


Fleet Seminar Purpose
 Meet Fleet Management Team
 Learn about the different tools available to 

assist with managing a fleet
 Guest speakers to inform about Alternative 

Fuels
 Be exposed to how other agencies are 

conducting business
 An opportunity to voice concerns or problems
 Insurance concerns and                               

how to train drivers                                                
 See where Fleet is headed



Statutory Requirements
 West Virginia Code §5A-3-48:

 “The secretary of administration shall promulgate rules 
relating to the ownership, purchase, use, storage, 
maintenance and repair of all motor vehicles and aircraft 
owned by the state of West Virginia and in the 
possession of any department, institution or agency 
thereof”

 Code of State Rules 148-CSR-3:
 Provides guidelines by which the Fleet Management 

Office operates its program
 No Agency is exempt from the

Fleet Management Office



Our Mission
 Provide safe, efficient, and reliable fleet 

services in the most cost effective manner 
possible. We will be enablers for state 
spending units by providing exceptional fleet 
service, promoting teamwork to accomplish 
the State's strategic goals and objectives.



Fleet Management Office

 Leased vehicles are owned and titled to the Department of 
Administration

 Assigns vehicles to and establishes leases with state agencies

 Contracts for fuel and maintenance purchases and services

 Performs the lifecycle management of state-owned vehicles

 Purchases vehicles from the statewide contract

 Maintains an accurate list of all state owned vehilces



Fleet Management Office Benefits 

 One monthly fee of $6.00 for Fuel and $6.00 for Maintenance 
per vehicle for the FMO services. 

 Titles / Registration / Licensing / Fixed Asset Entry and Removal 
are handled by FMO for all leased vehicles.  

 The FMO fee is part of the monthly lease payment.

 Another set of “eyes” to monitor expenses 
and reduce costs.



 Shared rebate of 135 basis points with 
agencies…January 2014
 .675% rebate to agencies that pay their 

invoice within 30 days

 Reduced and Split Administration 
Fee….July 2014
 Was $17.60

 Current Rate
 $6.00 for WEX
 $6.00 for ARI

Fleet Management Office Updates



 Returned $1,044,161,60 to the State Agencies
 May 2014….credited all agencies their total invoice 

$696,302.55
 June 2014….credited 50% of agencies total invoice 

$347,859.10

 Completed a Master Fleet List for State Vehicles…9/2013
 7570 vehicle records have been verified using a vin 

decoder, checked with DMV and confirmed by the 
agencies…yearly task

 Telematics
 Pilot program

 OASIS
 Fixed Assets went live 7/2014
 Fleet Modular will go live 7/2016

Fleet Management Office Updates 



Four key components to 
Managing a Fleet

Ordering
Maintenance

Fueling
Retirement

Fleet Management Programs



Fleet Management Staff

Kenny Yoakum, Executive Director
 Phone: (304) 558-2106
 Email:  Kenny.H.Yoakum@wv.gov

 New Vehicle Orders and Approvals
 Decommission Vehicle Approvals



Fleet Management Staff

Mandy Parsons, Fleet Manager
 Phone: (304) 957-8208
 Email: Mandy.F.Parsons@wv.gov

 Fleet Monthly Billing
 Records Verification
 Manage ARI and WEX programs
 Agile and Oasis Liaison for FMO



Fleet Management Staff

Becky Farmer, Fleet Coordinator
 Phone: (304) 957-8207
 Email: Becky.C.Farmer@wv.gov

 Tracks New Vehicle Orders
 New Vehicle Training
 Title, License and Registration of vehicles
 OASIS Fixed Assets



Fleet Management Staff

James Parsons, Fleet Analyst
 Phone: (304) 558-0086
 Email: James.A.Parsons@wv.gov

 Lead contact for ARI 
 Approves vehicle repairs thru ARI
 Creates new user profiles
 Reviews monthly repair expenditures for errors
 Analyze maintenance records for setting state 

benchmarks



Fleet Management Staff

Donna Wellman, Fleet Analyst
 Phone: (304) 558-2614
 Email: Donna.G.Wellman@wv.gov

 Main contact for WEX Fuel 
 Orders, terminates, replaces all WEX cards
 Troubleshoots Card / Pin errors in Real Time
 Creates new user profiles
 Assists Agencies with processing WEX Invoices on 

time
 Analyzes monthly fuel transactions for errors / 

misuse and setting state benchmarks



Fleet Management Staff

Elizabeth Bush-Hoh, Fleet Assistant
 Phone: (304) 558-5560
 Email: Elizabeth.A.Bush@wv.gov

 Oversees FMO’s Rental Car Program
 Assists in Records Verification
 Process citizens’ complaints
 Currently our WEX Contact 



Fleet Websites & 
Phone Numbers

Web Site            www.fleet.wv.gov
 Phone # 855-817-1910

ARI             https://ariinsights.arifleet.com
 1-800-CAR-CARE  (800-227-2273)

WEX           https://go.wexonline.com
 1-866-544-5796



Agency fleet coordinators have many 
important responsibilities related to 
the appropriate management of the 
fleet of vehicles assigned to their 
agencies

Agency Fleet Coordinator 
Responsibilities



Agency Fleet Coordinator 
Responsibilities

 CENTRAL POINT OF CONTACT

 Fleet Management Office

 Agency drivers

 Other Personnel



 VEHICLES

 Ordering and decommissioning vehicles

 Lease vehicles from the Fleet Management Office as needed

 Determines the appropriate assignment of state-owned 
vehicles

 Verifies and is responsible for the eligibility of assigned 
drivers at least annually

 Free Web Service at:
http://www.transportation.wv.gov/dmv/Pages/dlverify.aspx

 Keeping an Active Fleet List

Agency Fleet Coordinator 
Responsibilities



 KNOWLEDGE OF LAWS
 West Virginia State Code §5A-3-48-49 and 

§17-3-23
 Legislative Rule 148CSR3
 Terms and conditions of vehicle lease

 REPORTING TO BRIM
 Accidents
 New and Decommissioned Vehicles

Agency Fleet Coordinator 
Responsibilities



 Assure that all drivers are aware of proper use of State 
vehicles as well as Policies and Procedures

 Review Rule 148 section 6 and 8
 Take action if drivers violate laws, rules, terms and/or 

conditions
 Training issues as drivers pick up new cars and receive 

required driver training
 Identify any driver who commutes from home in a State 

vehicle
 Driver should indicate on the Lease Agreement
 Submit appropriate paperwork to reimburse State

Agency Fleet Coordinator 
Responsibilities

 DRIVERS



 Ensures ARI, WEX  and FMO accounts are paid
 Ensures that any additional Agency personnel are trained 

correctly to print / reconcile the invoices

 Reconciles ARI and WEX payments to employees 
receipts

 ACCOUNTING

Agency Fleet Coordinator 
Responsibilities



Fleet Billing Process

 Agency will receive 3 bills each month:

 One from FMO with either the lease payment per 
vehicle or the $6.00/$6.00 fee per vehicle

 One from WEX with all vehicle fuel purchases  
 One from ARI with all vehicle maintenance charges

Agency reviews information and reports any problems



Vehicle Acquisition Timeline
 Timeline for Ordering Vehicles:

 Determine agency needs 
 Place order
 Vehicle built
 Dealer sends FMO paperwork
 Dealer delivers vehicles to Surplus Property or other 

destination provided by Agency
 Surplus Property personnel inspects vehicle for proper 

options
 Fleet Management coordinates pickup of vehicles with 

agency
 2014 Model Year…5 month turn around



Replacement and 
Retirement
 Age of vehicle must be four years old 

 48 months of payments made to Fleet 
Management

 The vehicle must also display 100,000 miles at the 
time of retirement

 When requesting a vehicle please consider 
alternative fuel 



Types of Purchases
 AO – Agency purchases the vehicle using there own 

funds

 AO request can go through State Wide Contract or its own 
purchasing department, depending on exempt status

 All vehicle requests are submitted by a Agency to Fleet
 DOA-FM-005/009 Vehicle Order Request

 New Form that combines these 2 forms into 1

 Fleet reviews, approves and tracks the request and forwards them 
to Purchasing or back to the Agency



Types of Purchases
 Financing – Agencies submit requests using the 

State Wide Contract. 

 The requests are grouped and packaged by Fleet 
into a Finance Package and submitted to 
Purchasing for order.

 Fleet will bill the Agencies once the vehicles are 
received by the Agencies.

 Terms are 48 months
 For MV2014 interest rate was 1%
 Order turn around was 5 months for 2014



Acquisition Timeline 
Finance Option 

 September
 Purchasing will start the solicitation process.

 October
 Early October, Purchasing will award bid.
 Late October, Agencies will send Fleet vehicle request forms.

 November
 Vehicle Request Forms Reviewed
 Fleet packages like vehicles and requests and requests a Finance 

Package
 December

 Purchase Orders are created
 March-July

 Vehicle Delivery (Time depends upon make, model and manufacturer)



DOA-FM-005/009 
Vehicle Order Request





FLEET MANAGEMENT
VEHICLE PICK-UP SCHEDULE

Date of Pickup: June 12, 2015
Time:  1:30p.m.

VEHICLE TO BE RETIRED NEW VEHICLE TO BE PICKED UP

VIN# YEAR MAKE MODEL LICENSE
BILL 
CODE F-DOC

NEW 
VIN# YEAR MAKE MODEL LICENSE COLOR COORDINATOR

123456 2009 CHEVROLET CAMERO ST-007 AD-94 F-98765 789102 2015 CHEVROLET CORVETTE N2FUN YELLOW SEAN CONNERY

293355 2001 DODGE DAKOTA B42392 2845 F-24302 A54892 2015 FORD F250 4X4 ST3705 WHITE THOR

702644 2005 DODGE STRATUS 75630 PC01 F-23500 364761 2015 FORD FUSION ST3540 SILVER GRAY SPIDERMAN

110089 2008 FORD MUSTANG 75356 PC01 F-23501 107415 2015 FORD INTERCEPTOR ST3528 SILVERGREY GREEN LANTERN

255922 2008 CHEVY CAMERO 78116 PC01 F-23502 F58937 2015 FORD EXPEDITION ST3515 SILVER SUPERMAN



Lease Agreement

 Agreement between the Department of Administration, 
Fleet Management and the Agency leasing a vehicle

 The front of the agreement details vehicle description, 
information on billing the agency, where the vehicle is 
stored and the driver’s name

 Lease terms and conditions are outlined and reviewed 
with every individual before signing the agreement



Vehicle Lease 
& 

Administrative 
Agreement

DRIVER 
SIGNATURE

TODAY’S 
DATE

COMPLETE 
THIS 

SECTION 
IN ITS 

ENTIRETY



Vehicle Lease Terms & Conditions

 Vehicle may be leased at the discretion of the 
lessor for as long as the work environment 
requires the use of the vehicles.

 Rates for each vehicle will be evaluated each 
fiscal year and adjusted up or down as needed

 Lessee is responsible for operating expenses, 
damages, abuse, accidents, neglect, 
maintenance, and cleaning as well as payment 
of parking and driving violations



Vehicle Lease Terms and Conditions

 All state of West Virginia and other 
applicable motor vehicle laws, 
including speed limits must be 
obeyed  

 No smoking is allowed in the vehicle
 Alcohol or illegal drugs are prohibited 

at all times
 Cell phone usage should be 

prohibited during the operation of a 
vehicle





Terms & Conditions

 Any modifications to the vehicle 
must have the express written 
approval of the Fleet Management 
Office

 All drivers must have a current and 
valid driver license.  Lessee 
acknowledges that the lessor will 
verify driver information with the 
Division of Motor Vehicles



 Lessee agrees to return vehicle for under-
utilization, misuse, serious DMV violations, 
at-fault accidents or any other 
inappropriate activities at the discretion of 
the lessor

 Vehicle condition at the end of the lease 
must be relative to the age/mileage of the 
vehicle.  Any necessary repairs/recondition 
above normal guidelines for age and level 
of service are the responsibility of lessee

 Vehicle must be locked at all times when 
not in use

 Lessee agrees to driver training as 
required by lessor

Vehicle Lease Terms and Conditions



Terms & Conditions

 Vehicle must be cleaned, 
interior and exterior, at lessee’s 
expense at least monthly

 All travel must be for state 
business. No personal business 
or travel is authorized or 
permitted.

 Seat belts must be worn at all 
times





 Service performed under this agreement 
may be continued in succeeding fiscal 
years for the term of the agreement, 
contingent upon funds being 
appropriated by the Legislature or 
otherwise being available for this service

 In the event funds are not appropriated 
or otherwise available for this service, 
the agreement shall terminate without 
penalty on June 30
 After that date, the agreement becomes of 

no effect and is null and void
 However, agency agrees to use its best 

efforts to have amounts contemplated under 
agreement in its budget
 Non-appropriation or non-funding shall not be 

considered an event of fault

Lease Terms and Conditions





In the State-Owned Vehicle…

 Vehicle Registration Card

 ARI Maintenance Operating Manual, which includes:
 Information, documentation, and identification materials

 WEX FUEL CARD
 Fleet Office Vehicle Packet, which includes:

 Copy of the lease terms and conditions
 Accident Procedures
 Insurance Loss Notice Form
 Current Insurance Coverage Card



Vehicle Retirement

 Vehicles retiring through Surplus must be approved by 
Fleet and scheduled through Surplus.

 Doug Elkins, Vehicle Coordinator
 Telephone: (304) 766-2626
 Fax Number: (304) 766-2631



WHEN TAKEN TO SURPLUS, CARS MUST BE 
CLEAN AND HAVE 1/8 TANK OF GAS

CLEAN NOT THIS



Vehicle Retirement
 Windshield condition- free of cracks or chips
 Floor mats
 Spare tire and jack
 Hub caps



REMEMBER
All vehicles being retired 
must show normal wear 

and tear only

The vehicle must be free 
of any accident damage





Accident Procedures

 In the event of any collision, the vehicle driver is to 
follow these steps:

1. Contact the local law enforcement agency where the 
collision occurred

2. Contact ARI for towing (if applicable) and a 
recommended repair site

3. Contact the agency fleet coordinator
4. Complete the Insurance Loss Notice form within 48 hours 

of the collision
5. Obtain an estimate, if the estimate is more than $2,500 

an adjustor will evaluate the damage.  Otherwise, two 
estimates must be submitted with the form.  There is a 
$1,000 deductible amount payable by the agency.



Title 148, Series 3
State Owned Vehicles

 Accidents must be investigated by the 
spending unit within two (2) calendar 
days of the accident.



Accident Procedures
 Driver must notify Agency Fleet Coordinator ASAP!!!

 Agency Fleet Coordinator must provide BRIM an Insurance 
Loss Notice Form which must be completed in order to 
submit a claim for an automobile accident.  This form cam 
be electronically submitted on the BRIM website

 http://www.state.wv.us/brim/Claim/claim.htm





Incident Reporting
 If the damage is more than the deductible but less than $2500, 

the insurer may be able to address the claim based solely on 
one or more estimates.

 The insurer reserves the right to inspect all damages prior to 
repairs being completed. 

 Prior to securing estimates, the spending unit should await 
contact from the insurer as to how it wishes to proceed. 



Accident Procedures
Or form may submitted as an original & one copy to:

Claims Management, Board of Risk & Insurance Management
90 MacCorkle Avenue, SW Suite 203

South Charleston, WV 25303

Telephone 304-766-2646
Fax: 304-766-2653

Toll-Free: 1-800-345-4669



REPORTING OF AGENCY 
VEHICLES TO BRIM

EACH YEAR BRIM REQUIRES A REPORT OF YOUR AGENCY 
VEHICLES

www.state.wv.us/brim

Go to the Underwriting section - Renewal Questionnaire

Each agency should have their own account to log into with their 
FEIN #

Password : Call and request current one from BRIM

Go to section three to update new vehicle information 



BRIM’S HOME PAGE



DEFENSIVE DRIVING

 BRIM requires annual training

 Every 3rd year, BRIM offers a course 
FREE of charge to state agencies

 This course is REQUIRED by BRIM in 
order to receive a 2% credit toward 
your automobile premium



DEFENSIVE DRIVING
 On the off years, FMO will have  

training available

 Each month a new topic will appear on 
the FMO website and it will be emailed 
to each AFC

 AFC can distribute and monitor that 
each driver receives/reviews these 
monthly topics

 Keeps Safety up front to drivers





FMO DAILY USE 
RENTAL VEHICLES



WV STATE CONTRACT:
ENTERPRISE RENT-A-CAR 

 ONLINE– WWW.ENTERPRISE.COM

1

SIPP CODE CLASS DAILY RATE
ECAR ECONOMY $30.09
CCAR COMPACT $30.09
ICAR INTERMEDIATE $31.92
SCAR STANDARD $31.92
FCAR FULL SIZE $34.41
PCAR PREMIUM $57.00
MCAR MINIVAN $51.65

IFAR/SFAR STANDARD SUV $52.65
FFAR FULL SIZE SUV CALL

SPAR SMALL PICKUP TRUCK $51.00

PPAR LARGE PICK UP TRUCK $51.00
RVAR 12 PASSENGER VAN $97.00

XZ68WWV



FLEET MAINTENANCE



Automotive Resources International

 Automotive Resources International

 1-800-CAR-CARE
Contracted by FMO for:

 ARI certified mechanic available 24 hours a day,
7 days a week, for 365 days a year

 Maintenance
 Repairs
 Emergency and Roadside Assistance needs



Manage the Asset / 
Maintenance
 FMO has negotiated a contract with ARI to perform the following for 

each participating State vehicle:
 24x7x365 access to a team of ASE-certified car and truck technicians who scrutinize repair 

requests and negotiate with vendors for best prices
 A simple prompt at the beginning of each call makes sure calls are routed to technicians 

experience with your type of vehicles
 Access to an open vendor network comprised of 90,000 shops, including national accounts 

that offer up to 20% off of retail prices
 Controlled authorizations eliminate unnecessary repairs
 Preventative maintenance schedules that are customized to the types of vehicles in your fleet
 Ability to see exactly where your maintenance dollars are going
 One monthly invoice, available on-line, for all vehicle maintenance issues.

 ARI insights Fleet Management Platform
 Web-based platform so you can access your information anytime, anywhere
 Single portal through which you can view all of your fleet information, including maintenance 

and registrations
 Customizable dashboard puts the information that is most important to you at your fingertips
 Information is updated in real time



Automotive Resources International

 ARI Website https://ariinsights.arifleet.com/AriAccessWeb/default.aspx



Manage the Asset / 
Maintenance

 Key performance indicators, alerts, and exception reports clearly 
notify you when something needs your attention

 Provides you with executive-level summaries of your entire fleet 
as well as the ability to drill down into information about each 
vehicle

 Allows you to see a comprehensive maintenance history on each 
vehicle, recalls, past-due preventative maintenance, etc. 

 Allows you to easily email drivers when preventative 
maintenance is past due

 Gives you visibility into your total operating costs as well as costs 
per vehicle and per incident





ARI Maintenance 2014

ARI 2014 Year Total Average/Mth
# Of Total Cards 31,236 2,603

# Of Cards Used 9,256 771

Invoiced $2,202,604.54 $183,550.38

Average Cost/Vehicle $845.00 $70.38



ARI Life Time Maintenance Cost

Category
State # of 

Units
State Average Maintenance/ Repair 

Cost 
State Average Maintenance/Repair 

Cost per Month
CAR 2014 - 2013 93 168.44 9.59
CAR 2012 - 2011 174 903.94 23.64
CAR 2010 - 2009 133 1804.68 33.47
CAR 2008 - 2007 108 2424.49 31.36
CAR 2006 - OLDER 38 3051.87 33.77
SUV 2014 - 2013 326 318.55 16.01
SUV 2012 - 2011 254 1,206.65 31.81
SUV 2010 - 2009 146 2,759.99 52.56
SUV 2008 - 2007 172 4,894.07 66.99
SUV 2006 - OLDER 51 4,017.23 49.29
Truck LD 2014 - 2013 112 251.36 13.66
Truck LD 2012 - 2011 166 1,071.04 29.51
Truck LD 2010 - 2009 94 2,610.84 48.49
Truck LD 2008 - 2007 80 4,109.21 59.34
Truck LD 2006 -
OLDER 82 3944.05 40.92
Truck MD 2014 - 2013 2 2617.51 153.97
Truck MD 2012 - 2011 1 0.00 0.00
Truck MD 2010 - 2009 2 131.90 21.98
Truck MD 2008 - 2007 10 1316.58 36.24
Truck MD 2006 -
OLDER 10 7242.19 242.54
VAN 2014 - 2013 74 125.01 7.63
VAN  2012 - 2011 66 1092.78 31.36
VAN 2010 - 2009 67 2302.81 45.14
Van 2008 - 2007 107 2984.55 40.45
VAN 2006 - OLDER 108 2926.24 35.60



Automotive Resources International



Automotive Resources International

 Vehicles Overdue for Maintenance



Automotive Resources International
 Repairs Awaiting Authorization



Automotive Resources International

 Repair Details



Automotive Resources International



Automotive Resources International



Automotive Resources International
 General Info Tab



Automotive Resources International
 Inventory Management Tab



Scheduled Maintenance

 The driver takes the vehicle to a National account 
vendor and presents a preventive maintenance coupon 
for the listed work to be performed



Fleet Maintenance Materials



Preventive Maintenance 
Coupon



Un-Scheduled Maintenance
 The driver calls 1-800-CAR-CARE (1-800-227-2273) 

and discusses the need with an ARI certified mechanic

 ARI reviews the vehicle’s maintenance and repair 
history and recommends a facility that best fits the 
maintenance need and the current vehicle location

 The driver takes the vehicle to the recommended facility

 The facility contacts ARI to review the work requested 
and for authorization for the maintenance or repair and 
the cost of performing the work

Be sure to contact ARI prior to scheduling any 
maintenance for a vehicle



Non-ARI Maintenance Purchases

 When maintenance or repairs are performed on the 
vehicle and ARI is NOT used – these purchases 
should be manually entered into ARI so that the TRUE 
vehicle costs can be accurately accounted for.

 Tires
 Battery
 Oil Changes



Automotive Resources International



Automotive Resources International



Automotive Resources International



Automotive Resources International



Automotive Resources International



Automotive Resources International



Automotive Resources International



Automotive Resources International



Roadside Assistance

 In the event of the need for roadside assistance, the 
vehicle driver is to contact ARI for an assessment of 
needed services, such as towing, emergency repairs, 
or locksmith services



atewide Contracts Available

 Battery

 Tire Purchases 
(permitted through ARI only in an 
emergency situation)



Recall Repairs

 The driver receives a recall notice from your Agency 
Fleet Coordinator

 The driver takes the vehicle to the designated vendor
 The vendor uses the recall notice to perform the 

specified work on the vehicle and notifies the 
manufacturer

 Vendor notifies ARI when recall is completed and it 
becomes part of the vehicle history



Preventative Maintenance (PM)

 ARI provides coupons based on manufacturer 
suggested mileage

 ARI lists PM Dues by estimating mileage of vehicle 
during a date range

 The vendor
 Driver 



State of West Virginia 
Fleet Fuel Card



Fleet Fuel Cards

 Types of Fuel Cards
 Requesting a Fuel Card
 WEXOnline

 View Agency Cards
 Adding/Editing Drivers – Driver Information
 Problems at the Pump
 Reports
 Invoices



Types of Fuel Cards

Vehicle
 Assigned to ONE Vehicle 

VIN#

Rental
 Assigned as a Fuel Card for 

Rented Vehicles

Equipment
 Mowers, Blowers, 

Chainsaws, Tractors, etc.



Requesting a Fuel Card

 Type of Card 
 Vehicle, Rental, Equipment

 Custom Vehicle/Asset ID 
 4 Digit Bill Code last 6 of VIN or Custom Number 

i.e., EP01 123456 or EP01 R003
 Vehicle Identification Number (VIN)
 Vehicle Description (or Asset Description)

 i.e. 2013 Ford Focus, Rental, Stihl Chainsaw
 License Plate
 Start Odometer

County

nformation Needed:



WEX Fueling Benchmarks 2014
WEX 2014 Total Average/Mth

# Of Total Cards 61,572 5,131

# Of Cards Used 39,696 3,308

Dollars $11,592,830.67 $966,069.22

Gallons 3,352,319.09 279,359.92

Miles Drive 53,031,606 4,419,301

Cost/Mile $0.22

Miles/Gallon 15.80

Trans Count 245,815 20,485

Total Cards:

Vehicles 48,076 4,006

Rental 7,309 609

Equipment 5,947 496



AFC WEXOnline Capabilities

View and Search for Cards
Add and Edit Drivers
Create and Print Reports
 Usage Reports
 Driver Info
 List of Cards

Analyze Usage
Print Invoices and Detailed Transactions 
Vie Pa ments



FC WEXOnline Home View
ps://go.wexonline.com



Global Search - Card



Global Search – Card Number



Types of Fuel Cards
Vehicle

o Assigned to ONE Vehicle VIN#

Rental
o Assigned as a Fuel Card 
o for Rented Vehicles

Equipment
o Mowers, Blowers, 
o Chainsaws, Tractors, 
o etc.

CARD NUMBER



Global Search *last 5



Global Search – Card Detail



Fleet Manager Tab



Fleet Manager Tab



View Cards



Card Information



Driver Information

ll drivers will receive driver ID
umbers (PIN)

Driver IDs are 6 digits and randomly generated 
y WEX 

extra security against fraud 
All drivers should have their own
Driver ID; no shared Driver ID’s allowed
This ensures full Level 3 data and accountability 
for transactions

ard will prompt for Driver ID and Odometer at 
he point of service (POS)



View Drivers



View Drivers



Add Drivers



Insert Driver Data



Problems at the Pump

 Driver and PIN List
 Detailed Authorization Report

 Is Driver Using Correct PIN?
 Check Driver PIN List

 What is the Status of the Fuel Card?
 Search for this card.  Is it Active?

 If the card is damaged, POS manual input
 Request replacement card



View Drivers



Driver and PIN 

 Downloaded to Excel



Reporting
• Reporting is retrieved at WEXOnline

– Standard Reports 
• Purchase activity report

– Ad Hoc Reports
• Transaction summary, transaction details, exceptions

– Flexible Exception Reports
• Alerts for transactions that exceed your parameters

– Custom Reporting
• Create your own: on demand or scheduled reporting
• Authorizations, transactions, account/card/driver profiles



Reports



Standard Reports



Standard Reports - PDFs



Creating New Reports



Select Accounts



Select Fields



Save and Run Report



Open in Excel



Driver and PIN (Custom)

 Filtered and Sorted in WEX. Downloaded to 
Excel.



Creating New Reports



Select Accounts



Save and Run Report



Download Report Results



Open in Excel



Authorization Report in Excel



Report Templates



Creating Custom Reports



Account Profile - Select



Account Profile – Save and Run



ransaction Management Report



AFC Account Self-Auditing

 Detailed Report Information
 Fuel Type and Usage
 Vehicle information

 Age of vehicles, miles per gallon, odometer 
reading

 Trends
 Number of Transactions per Card
 Underuse
 Abuse/Fraud

S di



Invoices and Payments
Invoicing

– Cycle closes last business day
of the month

– You will receive an email alert
when it’s available for retrieval
on WEXOnline

– Payment due in 30 days

WEX Rebate (Effective January 2014)
– Invoices paid in full and on-time receive .675% of the 

total monthly bill as a credit.

Dispute Process
60 days from date of invoice



View Invoices



ample Invoice



Invoice Transaction Details



Transaction Details



Transaction Details



Invoice Summary



View Invoice Summary



Resources
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Tab “Help”



“Help” Document 
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Accounting Procedures
 Monthly review of WEX bill to assure that:

 All vehicles leased by agency have WEX cards
 All WEX charges are business related
 All business charges are reviewed, reconciled and 

processed for payment in timely manner
 Appropriate action should be taken for non-

business charges  or improper usage.



Questions



ALTERNATIVE FUELS
 KELLY BRAGG



ALTERNATIVE FUELS
 TJ MEADOWS



ALTERNATIVE FUELS



Please remember…

 Make sure your drivers familiarize 
themselves with your assigned 
vehicle

 Drivers are to care for the vehicle 
as they would their own

 State-owned vehicles are for 
official state business only

 State-owned vehicles are clearly 
identified 



Please remember…

The public’s expectation is that a driver will 
always operate the vehicle within the limits 
of the law and in a courteous manner; and 
to travel safely



Questions

Thank You


