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Presenter
Presentation Notes
Good Afternoon. I’m Donna Wellman, Fleet Analyst and I’m your go to person for your Agency’s Fleet Fuel Cards. 

mailto:Donna.G.Wellman@wv.gov


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 

 
 

Presenter
Presentation Notes
In this part of Today’s Seminar I’ll go over aspects of your Fuel Cards and walk you through some of the WEXOnline features available to all Agency Fleet Coordinators I’ll Highlight some of the more common features a Coordinator uses more often and that include Problems at the Pump and Reports and Invoices.  I’ll ask for questions after each segment.



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. 

Presenter
Presentation Notes
WEX Fuel Cards are basically Fuel Only Credit Cards.  There are three types of Fuel Cards available to your Agency.  The Vehicle Card is assigned to ONE vehicle/ONE VIN# and the reason behind this is that Fuel Card transactions are a history of a specific vehicle.  We can analyze fuel economy, usage, vehicle aging and who was driving what vehicle.�The RENTAL card is used for rented Vehicles and the EQUIPMENT card is used for things such as tractors, snow blowers, chain saws, and other equipment used in that agency.
� 



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 
 

Information Needed: 

Presenter
Presentation Notes
When you call or email me requesting a New Fuel Card, the following information is needed to fill in all the fields in WEXOnline.  All of this information is important in searching for cards and analyzing usage.  The Asset ID field for vehicles is usually the 4 digit bill code and the last 6 numbers of the VIN.  
Rental cards can be Bill Code Plus RENTAL 01 or Bill Code + your agency’s own tracking number. Up to a maximum of 17 total characters.  




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  
• View Payments 

 

Presenter
Presentation Notes
The Agency Fleet Coordinator’s capabilities in WEXOnline go from viewing, searching and printing cards, driver’s information, and transactions…Fleet Coordinator capabilities also include  creating new reports and analyzing usage and transactions to help your agency keep track of vehicles, cards, drivers and fuel spending and to look out for fraudulent use of State assets and funds. 

WEX went to ONLINE Invoices in the Spring of Last YEAR…so invoices are available online only. Fleet Coordinators can now print invoices and keep track of payments from WEXOnline. An instruction sheet on this topic is in your AFC Notebook.






AFC WEXOnline Home View 
https://go.wexonline.com 

Presenter
Presentation Notes
Now let’s take a look at WEXOnline.  As Agency Fleet Coordinator, when you login, you will see this HOME Screen for your respective Agency.
Your agency may also appoint an accounts payable person to download invoices and see payment activity.  I can create that User account for you– just send me an email with the User’s name, phone number, email, and the account Bill Code.  �
As Fleet Coordinator you are responsible for up-to-date User information as well as the Invoices and payments.  Please notify me of any User changes and I’ll take care of that for you. 

Okay here on the WEX HOME you can see the Static Tabs at the top under “WEXOnline”. From here you can see your Agency’s current Credit Status.  We will go over the invoicing and payment section a bit later. 
You  Click on the TABS to go to each section. These TABS will be on each screen so that you can go back and forth between them.
Here you can also use the Search fields here at the top of the line.  This is called the Global Search. 



Global Search - Card 

 

Presenter
Presentation Notes
Here we will walk through the steps to the Global Search Feature for Drivers and Cards�Global Search is a simple search
Global Search allows you to locate Cards, Drivers, Vehicles, by selecting a filter option and entering a filter value. Once you initiate your search, the application will look through all the accounts within your hierarchy to find what you are seeking. This saves you from having to drill through your accounts or Hierarchy to find the what you are searching for. 

The Global Search has drop down choices for you.

A common search for a Fleet Coordinator is whether a card is active or not. To find a Card, we are going to choose Cards from the drop down list.  



Global Search – Card Number 

 

Presenter
Presentation Notes
Okay See where we have Cards selected.  Now we are going to choose Card Number, but you can also choose other filters such as VIN number or the License plate number or any of the other fields.  This next slide will show you where to shortcut the Card Number…



Types of Fuel Cards 
o Vehicle 

o Assigned to ONE Vehicle VIN# 
o Rental 

o Assigned as a Fuel Card  
o  for Rented Vehicles 

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

CARD NUMBER 

Presenter
Presentation Notes
Just for clarification, Under where it says CARD NO are the Last Five Digits of the whole card number.  This is what we use to search.  So now we go back to the Global Search…



Global Search *last 5 

 

Presenter
Presentation Notes
We don’t want to have to put in the entire card number, although you could copy and paste that into this field if you had it all,  But to type in the number we are going to use the universal “asterisk” which signifies that there are numbers or characters before what we type next….So after we type that in,  we click GO (NEXT SLIDE)  and it brings up the information we requested from this Global Search.



Global Search – Card Detail 

 

Q 

Presenter
Presentation Notes
Okay so this is the card information we requested. On this screen you can see all the Card information that has been entered when this card was ordered.  If you scroll down you can see if the card is active, suspended, or terminated. You can also click view the transactions to see detailed transactions for this card from the last 30 days.  You can view all of your Agency’s cards but you can’t edit the cards.  You can call me or send me information to Edit the Card’s Status, or to Reissue it.   

ANY QUESTIONS on the GLOBAL SEARCH FEATURE?



Fleet Manager Tab 

Presenter
Presentation Notes
Okay so back to Navigating through WEX.  In addition to the Global Search that we just went through, If you click on the Fleet Manager TAB, you can see we have  Shortcuts to the left. The TABS are always at the top and the Shortcuts to the left correspond to the TAB you are on.  So here we are on the Fleet Manager TAB.  The Shortcuts to the left show your options.  You can also click in the bigger window or do a Global Search from here.  

Always click on the links instead of hitting your keyboard “BACKSPACE” Key.  For Security reasons, Most online secure databases will not let you use backspace to navigate. If the program logs you out, just login again.  Which is not a big deal, but it is annoying.



Fleet Manager Tab 

Presenter
Presentation Notes
So here we still are under Fleet Manager and we want to View ALL of the agency’s Cards.  You can click on the Shortcut link or in the main body of the screen.  (NEXT SLIDE)
Okay we click



View Cards 
 

Presenter
Presentation Notes
And here we are viewing all of the cards.  I’ve scrolled down here so that you can see a few of the cards.  If I scrolled back up, I could still see the TABS  at the top and the Global Search. And the shortcuts are still at your left. From this screen you can Filter the search by filling in any of the fields here.   From here you can choose to View Transactions of the past 30 days of a specific card. If we click on the link for this particular card we can see the Card Info on the next slide.




Card Information 

 

Q 

Presenter
Presentation Notes
Here is all the card information that has been entered.  We can also click from here to View Transactions of the last 30 days. 
Remember, if you need to make changes, suspend, terminate, reissue lost or damaged card, Please email me or give me a call…  

ANY QUESTIONS SO FAR?



Driver Information 
 

 All drivers will receive driver ID 
numbers (PIN) 

 Driver IDs are 6 digits and randomly generated by 
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 
 Card will prompt for Driver ID and Odometer at the 

point of service (POS) 
 

Presenter
Presentation Notes
Now let’s talk about Driver Information….
Driver PROMPTs also known as PINs are randomly generated by the computer system at WEX.  Each driver should have their own DRIVER ID AND SHOULD NOT SHARE THAT PIN with anyone.  This is for security reasons and for accountability of transactions. Who was using the card, where, and how much fuel did they purchase?  When a driver uses a Fuel Card – remember it is like a credit card – this will start the prompt at the pump for the Driver’s PIN and the Odometer reading of the vehicle.  PICTURE :D



View Drivers 

 

Presenter
Presentation Notes
Okay, so now back to WEXOnline.  If you want to search for a single driver, (*click to advance arrow*) click on the Global Search I showed you for Card Information and select Driver in the first field and then you can choose Last Name in the second field – you can also choose PIN number, County, First Name, Employee Number and more.  In the Third Box type in the last name, PIN Number or whatever correlates to the second field and click GO. For example you can choose Driver, PIN Number, type 654321 and click GO.  This will bring up your driver that has that PROMPT ID Number, PIN. Or Driver, Last Name, type Smith and click GO to bring up all your drivers with the last name Smith.
Also If we wanted to see ALL of our drivers and their information, (*click to advance arrow*)  click on View Drivers here in the shortcut.  



View Drivers 

 

Presenter
Presentation Notes
Now we can scroll down to see all of our drivers or  we can Search using these filters for something more specific, We can Download our entire list of drivers to Excel, We can Add, Edit, or Terminate Drivers…Just to point out again, we can still see our tabs at top, global search under tabs and shortcuts to the left.�



Add Drivers 
 

 

Presenter
Presentation Notes
If you want to add a driver, (*click to advance arrow*) click Add Driver in the shortcuts to the left or in the main body of the screen (*click to advance arrow*) .  Either link will take you to the same screen.



Insert Driver Data 

 

Q 

Presenter
Presentation Notes
So we clicked on Add Driver and the driver information screen comes up to be filled in by the Agency Fleet Coordinator.�Only three of these fields are required to enter a driver into the WEX system (as indicated by the red asterisk) but the rest of the fields are important when a driver has problems at a pump as you will see in the next segment. 

 ANY QUESTIONS?



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 

 

Presenter
Presentation Notes
Just yesterday I received an email that a driver could not use her card at the pump.  The problem was a week old, so we couldn’t pin point what it was at the time, but we could narrow it down. 
Problems happen…problems remembering PINS and Passwords happen to me a lot, because everything these days require passwords. So…occasionally there will be problems at the pump for your drivers. Some things we have to check are – DRIVERS PIN, Status of the Fuel Card, and whether the card is damaged. It is good practice to download current versions of the WEX Driver PINs. If a driver has a problem entering his PIN at the pump, you can fairly quickly look up the drivers name and PIN.
Okay so now we will learn how to print a driver and PIN list and another good tool to help with problems at the pump is an Authorization Report.  




View Drivers 

Presenter
Presentation Notes
Okay so we know how to get to the View Drivers screen by the Fleet Manager TAB and clicking at the shortcut to the left “View Drivers”.  Now here is a quick and easy way to download and save your drivers and PINs so that you can help out your stranded driver should they forget their pin.  Click Excel Format…



Driver and PIN  

• Downloaded to Excel 

Presenter
Presentation Notes
and Open up the EXCEL file. !!!! (*CLICK TO ANIMATE BUTTON*)  THAT WAS EASY 
That is the quick and easy way to download driver names and PINS.  As you can see here it shows complete names, driver prompts (PINS) and the status of the driver. and if you entered it the employee number and Drivers License number.
In the next segment I will show you another way to download a CUSTOM and more detailed driver report. 



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 

Presenter
Presentation Notes
In this next segment we will go over the Reporting Features of WEXOnline.  Some of you are more familiar with the  Standard Reports – as this is where you get your purchase activity reports to reconcile with your receipts and invoice statements. You can also create a transaction summary or detailed report.
Flexible exception reports are flag card transactions that meet your criteria that you set up.  Like say you want to be notified when someone fills up with gas after 10:00 at night.  This report will show any transaction made after 10:00.
Custom Reports allow you to create reports that you find useful – ones that you will run when you want specific information.  You can schedule these reports to run monthly or whenever you feel you will need the information.  You can also click run report whenever you like.



Reports 

 

Presenter
Presentation Notes
So now you are familiar with the WEXOnline format and you recognize the TABS at the top.  Click on the Reports Tab to view your options with reports.  When you do, you can see your shortcuts change to correspond with this particular TAB. When you click Reports Home, you will see this screen.



Standard Reports 

 

Presenter
Presentation Notes
WEX Generated Standard Reports can be viewed by clicking here in the short cut.  You put in the report date you would like to retrieve and click the account.



Standard Reports - PDFs 

 

Q 

Presenter
Presentation Notes
These reports are in PDF format.  To view your Purchase Activity Report, click Retrieve.  This one is used to reconcile your receipts and Invoice statements.
You can retrieve just this one or you can select the all box and click “Create PDF” at the bottom of the screen to consolidate all these reports shown into one PDF file.  For some this could be a very large file.

ANY QUESTIONS?




Creating New Reports 

 

Presenter
Presentation Notes
And now over to Create a Driver Profile Report
This report will give you more details than the Driver Download we did previously under “View Drivers”  This one will give you transaction details.  The WEXOnline CREATE Report Tool will walk you through the steps to create a report.  See the description under each report to get an idea of what fields are available in that particular report generator. 



Select Accounts 

 

Presenter
Presentation Notes
So after we click Create REPORT, we see this screen with the steps.  If you manage more than one account in your Agency, you can select all, a few, or just one account.



Select Fields 

 

Presenter
Presentation Notes
You can filter or choose the fields that you want to show on the report by checking the boxes and then NEXT



Save and Run Report 

 

Presenter
Presentation Notes
In Step 4 you can arrange the fields to however suits you.  For instance Account Name, Driver Names, PIN, Last Transaction Date, etc.  You don’t have to arrange them, you can just go to Step 5 and Name your report.  You can edit the report at anytime and run it different ways.  Then here on Step 6 you can Save and Run your report.



Open in Excel 

 

Presenter
Presentation Notes
You can download it to Excel where you can sort and filter or add information as needed.



Driver and PIN (Custom) 

• Filtered and Sorted in WEX. Downloaded to Excel. 

Q 

Presenter
Presentation Notes
It is good practice to download current versions of the WEX Driver PINs. If a driver has problem entering his PIN at the pump, you can fairly quickly look up the drivers name and PIN. As you can see this Driver download has more information than the quick download we went through earlier.

ANY QUESTIONS?





Creating New Reports 

 

Presenter
Presentation Notes
Create a Authorization Activity Report 
This report shows the driver input – PINs and Odometers.  It also shows transaction detail and whether the PIN or CARD was Approved or Declined.
Often when there are problems at the pump, the driver PIN was not entered correctly.  This is where you can check this.



Select Accounts 

Presenter
Presentation Notes
Again we go through the SIX steps to create a custom report.  This  Authorization Report is in REAL-TIME up to three days.  So we can see detailed transactions made within the last 30 minutes up to 2 days ago. 




Save and Run Report 

Presenter
Presentation Notes
We can now save and run this report.  After we create and save it, it is listed in our Templates  as I will show you in a minute.  So now we can run this report (NEXT SLiDE)




Download Report Results 

 

Presenter
Presentation Notes
We enter the date range here up to three days including today. Click EXCEL and hit Download.



Open in Excel 

 

Presenter
Presentation Notes
Okay so then it brings up the EXCEL action to open or save.  I hit open and make sure I have everything I need in the report and then I save it.  All of the custom reports can be saved as EXCEL.



Authorization Report in Excel 

Q 

Presenter
Presentation Notes
Once we have the report downloaded and opened in EXCEL, we can see what PIN number was entered and whether it was approved or declined….  We can see the date, time, where gas was bought, inside or outside at the pump, and the type of gas. 


ANY QUESTIONS?





Report Templates 

 

Presenter
Presentation Notes
Now that we have created our custom reports and saved them, such as the Authorization Report and the Driver Prompt Report, you can click IView My Templates.  Now you can see the reports you have created and saved.  You can run these as is or edit them – such as the Authorization report dates.  These are two reports that are very handy when your drivers have problems at the pump.

My Flexible Exception Reports 
My Flexible Exception Reports allow you to monitor purchasing that occurs outside your desired purchasing policies. These exceptions are generated on posted transactions. They are not hard authorization controls affecting transactions at the time of purchase. This feature enables you to receive online reports detailing any out-of-policy activity. Exception parameters can be set up based on purchasing related to cards, drivers, or vehicles. Note: Your fleet card program setup determines whether or not you may run reports based upon vehicles, drivers, or both. 



Creating Custom Reports 

Presenter
Presentation Notes
The Account Profile report is a detailed report of the number of cards and drivers prompts in your account. You can see terminated and active and you can filter fields.  This report will also give you all of the contact names for each account.



Account Profile - Select 

 

Presenter
Presentation Notes
Again, here you can select all accounts or specific one. And go through the 6 steps like before.



Account Profile – Save and Run 

 

Q 

Presenter
Presentation Notes
You can save the report and run – you can also schedule when to run this report – monthly, quarterly, etc.


ANY QUESTIONS?




Transaction Management Report 

Presenter
Presentation Notes
Transaction Management Report is a more detailed report where you can see the vehicle description, odometer readings, miles driven, fuel economy, cost per mile, drivers and PINS.  This is a Audit type report where you can analyze usage.

Select this template to generate a transaction-level report that allows you to analyze usage at certain merchants or within specified dollar amounts or within selected accounts. Reports based upon this template will also enable you to view transactions within certain time periods.  You can also see who used the cards and their PINs.




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 
– Spending  

 
 

Presenter
Presentation Notes
As Agency Fleet Coordinator, you have the resources to audit your agency’s usage of Fuel Cards. You can create reports or view the standard reports to check fuel usage, vehicle information trends, transactions, and also check for fraud and abuse.  The more data fields you have filled in, the more powerful analysis you can perform with reports this is why it is important to have all the driver and card fields filled in.



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 

 

Presenter
Presentation Notes
As I mentioned before, Invoices are now available online only.  You will not receive a paper invoice from WEX.  You need to download the invoice and transactions details to reconcile your gas receipts with your card charges. Payment in full is due in 30 days.  The first of the year, we sent out an announcement of some exciting news.  the And that is the WEX Rebate Program.  The Fleet Management Office started sharing a rebate with the agencies.  Invoice that are paid in full and on time receive a credit off their total monthly bill.  For example if your bill was $1000.00, you would receive a credit off that total in the amount of $6.75.  For the Dispute Process , you need to pay the invoice in full and then fill out a Dispute FORM and send it to WEX.  You have 60 days from the date of the invoice to dispute any charges. Attach a copy of the dispute form to your invoices and transactions so that the auditor is aware and can reconcile this later.  A Dispute form is provided in your notebook.



View Invoices 

Presenter
Presentation Notes
And so back to WEXOnline at the HOME TAB.  In the Shortcut area to the left or in the main body of the screen, you can click on view invoices.  This is where you will see invoices current and past.  Click on Retrieve Invoice to bring  up the invoice in PDF and print from there.



Sample Invoice 

Presenter
Presentation Notes
And this is a sample Invoice.  In late spring of last year, WEX went to online invoices. No invoices are mailed—you can only get them through WEXOnline.  FC please make sure that all responsible parties in your agency receives these invoices. Invoices are due within 30 days.



Invoice Transaction Details 

 

Presenter
Presentation Notes
To view the transactions affiliated with your current invoice or any past invoice, click the View Transaction Details link accompanying the desired invoice.  You can get to this from the Home TAB.



Transaction Details 

 

Presenter
Presentation Notes
You can view the Transaction details, download , and use them to reconcile your Invoice statements with your receipts . More detail is shown here than in the Standard Purchase Activity Report.  This one can be downloaded to Excel and used to audit transactions. 



Transaction Details 

 

Q 

Presenter
Presentation Notes
As you can see the Transaction Detail report also shows odometer, fuel economy, cost per distance, etc.  This report can be used to check transactions for fraud or misuse. For instance if cost per mile is $2.00 – you may have a problem.  It is a flag that something needs to be looked at a little closer.

ANY QUESTIONS?



Invoice Summary 

 

Presenter
Presentation Notes
To obtain a three-month trend report of current unbilled, current invoice, and previous invoice charges, click View Invoice Summary in the section at the top of the page. 



View Invoice Summary 

 

Presenter
Presentation Notes
This will show the three invoice spending trend and can be downloaded to excel for charts and spending at a glance. 



Resources 

  

Q 

Presenter
Presentation Notes
This last TAB is the RESOURCE TAB which has links to helpful fuel reports, maps, accepting locations, special fuels such as CNG, Lowest prices and directories. 

ANY QUESTIONS?



Tab “Help” 

 

Presenter
Presentation Notes
Just an FYI, Each TAB has a “Help” link to an instruction file with Table of Contents.  You may want to take a look at this for more details and screen shots of what you can do in WEXOnline.  



“Help” Document  

 

Q 

Presenter
Presentation Notes
For example, This is the Help Document for the Home Page Tab.  Here you can read online, save as a file or print. Any time you need help with any WEX issue, just shoot me an email or give me a call.  I’m there to help and I’ll get to you promptly.

ANY QUESTIONS?



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. 

Presenter
Presentation Notes
	The WEX Card is like a P-CARD, it comes with responsibilities.  Fleet Coordinators are responsible for reviewing the monthly expenses on the PHH bill to assure their agency is following the established guidelines  
	- such as no person items are to be purchased on the credit card provided (including food).

	The appropriate action should be taken for non-business charges or improper billing.
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