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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

e Types of Fuel Cards
 Requesting a Fuel Card

e 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

e Vehicle
— Assigned to ONE Vehicle VIN# B 10 12341
690046 5237-9 10/15
* Rental e " o=

— 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

Information Needed:

 Type of Card
— Vehicle, Rental, Equipment
e Custom Vehicle/Asset ID

— 4 Digit Bill Code last 6 of VIN or Custom Number i.e.,
EPO1 123456 or EPO1 ROO3

e Vehicle Identification Number (VIN)
e Vehicle Description (or Asset Description)
— i.e. 2013 Ford Focus, Rental, Stihl Chainsaw
e License Plate
e Start Odometer
e County


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

¥ @v >

55|~ | @& Add Online User . & Home

My Preferences | Help | Contact Us | Legout
T j ‘XO l. » Welcome GWellman My [Help| | Log
Jld=ssoniine

| Search: - Selectcategory— |=| |- SelectFilter - Go| Search Tips ‘

Account Explorer view all Home

Enter Account # ar Account Mame

Go Important Information
Level 3 : ‘
Dept of Environmental # The information below may require your attention.
Protection

Your account is enrolled in Real-Time Alerts. Establish your email preferences now.

My Accounts

’ ' ’ Select an account to view detailed information.

Dept of Environmental Protection

Available Credit
Minimum Payment Due: § Credit Limit: §. e
Payment Due Date: 01/24/2014 Current Balance: $i
Available Credit: §

Retrieve Invoice | View Transaction Details | Make Payment |
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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

. & Home - Windows Internet Explorer

@ O = [ @] https://go.wexonline.com/online/gotoFlow.do?_flowExecutionKey=_c9BIC5BE-0BSC-244D-0426-82CBESFD2713_14E0ETOs + G [ 49| X | [} Google P~
x Go gle‘ ~ | *q search ~ | ¥ Share | More » Signin 9 v
YrFavoits s v B PEBE-CDO&aMe @ ©

|\ st '|§Home |@Home x|_| B~ »,I

Welcome GWellman My Preferences | Help | Contact Us | Logout

WEXOnline
[ | Home [Fleet Manager | Financials | Reports | Resource Tools |

—Select category — |+ | |-—SelectFiIter-— v|| | Go| Search Tips

- Select category -

Account Explorer view al Hom .é\:frl:jc;nzatlon Profiles

II Enter Account # or Account Name Dirivers I
Go Important Information

Level 3 { |

Dept of Environmental # The information below may require your attention.

Protection ) ) ) ) ]

« Your account is enrolled in Real-Time Alerts. Establish your email preferences now.

|

My Accounts

r ' Select an account to view detailed information.

Dept of Environmental Protection

Available Credit
Minimum Payment Due- $: Credit Limit: §. = I
Payment Due Date: 01/24/2014 Current Balance: $i

Available Credit: §

Retrieve Invoice | View Transaction Details | Make Payment |

Home | Fleet Manager | Financials | Reports | Rescurce Tocls
My Preferences | Help | Contact Us | Terms & Policies | Accessibility | Logout
1| E2012. WEX Inc.
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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

/@ Home - Windows Intemnet Explore SN

@O' |ﬁ, https://go.wexonline.com/online/gotoFlow.do?_flowExecutionKey=_c19B9C5B8-0B8C-244D-0426-82CBEGFD2713_k414E9ETS-+ ~ g | X | | Google » '|

x Go g't hd -" Search '--ﬁ Share | More 2 Signln 9 -
drFavorites ‘g~ B PEEBE~DO @& e @ W
'|§ Home |§Home x |_| - .

oo
|\ (w]w]

Welcome GWellman My Preferences | Help | Contact Us | Logout

= : &

WEZOnline
 Homs | Floet Manager | Financiais | Raports | Resource Togis | .
‘ Search: Cards E - SelectFilter - Gao| Search Tips |

-- Select Filter -

Account Explorer view al Home g:?éor:iﬁggrpmﬁle U

Enter Account # or Account Name Custom Vehicle/Asset D
i Go Important InformatigDepartment

- License Plate Mumber

Level 3 4 | . . |Optional Embossing .
1 Dept of Environmental ,.:‘m The information lyepicle Description ention.

Protection VIN

+ Your account|CDL 5. Establish your email preferences now.
County
My Accounts Drivers County

f ’ Select an account to view detailed information.

Dept of Environmental Protection

Available Credit
Minimum Payment Due: §: Credit Limit: $: = I
Payment Due Date: 01/24/2014 Current Balance: $
Available Credit: § I

Retrieve Invoice | View Transaction Details | Make Payment |

Home | Fleet Manager | Financials | Reports | Rescurce Tocls
My Preferences | Help | Contact Us | Terms & Policies | Accessibility | Logout
'| ©2012. WEX Inc.
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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

e ] —
O Assigned as a Fuel Card EEE” N
O for Rented Vehicles
) THE STATE OF
O EqUIpment FOR OFFCIAL USE ONLY = Ta) E0ENGFT
O Mowers, Blowers, _
O Chainsaws, Tractors, iy
WA 55- 00 JeEREBNy
O etc. ol o B

= -I-r. J

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

Account Explorer view al Home

Enter Account # or Account Name

Go Important Information
Level 3 { |
Dept of Environmental rﬁ The information below may require your attention.
Protection

« Your account is enrolled in Real-Time Alerts. Establish your email preferences now.

My Accounts

f ’ Select an account to view detailed information.

Dept of Environmental Protection

Available Credit
Minimum Payment Due: §: Credit Limit: $
Payment Due Date: 01/24/2014 Current Balance: §
Available Credit: §

Retrieve Invoice | View Transaction Details | Make Payment |

Home | Fleet Manager | Financials | Reports | Rescurce Tocls
My Preferences | Help | Contact Us | Terms & Policies | Accessibility | Logout
E2012. WEX Inc.

@O' |§, https://go.wexonline.com/online/gotoFlow.do?_flowExecutionKey=_c19B9C5B8-0B8C-244D-0426-82CBEGFD2713_k414E9ETS-+ ~ % | X | | Google P '|
x Go g'E‘ hd -" Search '--ﬁ Share | More 2 Signln 9 -
drFavorites ‘g~ B PEEBE~DO @& e @ W

|\ e8|~ | @ Home | & Home X |_| ﬁ -7
Welcome GWellman Wy Preferences | Help | Contact Us | Logout
T = . @
WEXOnline
‘ Search: |Cards [=] |Card Number [+] *51114 Go| Sesrch Tips |

"/& Home - Windows Intemet Explorer SN
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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

“ y
/& Card Detail for EPO1 Environmental Protection - Windows Internet Explorer 5 X e

@O v e https.//go wexonline.com/online/gotoFlow do? flowExecutionKey=_cDOFASD2C-A2ES-DAAE-DSF2-1ADMBDAATS2 K6FBSE2A1 ~ |i_,ﬁ| [5] Google _ p |
x Google ~ | *q search ~ | ¥ Share | More » Signin 9 v
drFavaiites ‘s g~ B PEB—-HO®8aFHMe @ ¥

\ 55| - | @ Home (@ Card Detail for EPOL En... |_| o=~

Welcome GWellman My Preferences | Help | Contact Us | Logout =

= H ®
WEIOnline
[ | Home | Fleet Manager | Financials | Reports [ Resource Tools | 0

‘ Search: |- Selectcategory ~ [+| |~ Select Filter - Go| Search Tips |
Shortcuts Card Detail for EP01 Environmental Protection I

[ L. EP01 Environme...
L. View Detalil
L. Edit Account

El Departments
. View Departments

Card Detail

Miew Transactions:

mmme  Card Information is listed below.

=l Drivers R —

- View Drivers

i Add Driver . .
B Cards Vehicle/Asset Information

- View Cards Custom Vehicle/Asset ID: EP0M 633175
=l Auth Profiles Asset Type: Vehicle

= LT TR (VT E— ) =

Vehicle Description: 2007 Jeep Liberty
Account Explorer view sl Make: Jeep
Enter Account # or Account Name Model: Liberty
Go Year: 2007

License Plate:
License Plate State / Province:
License Plate Country:
Level 4 License Plate Expiration Date:
[ EP01 Enviranme.._. In Semvice Date:
I Start Odometer: 71444
Tank Capacity: 21

Level 3
Dept of Enviro. ..

r s
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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

»
‘ @ Account Detail for Dept of Environmental Protect... | | ﬁ -

-~

Welcome GWellman My Preferences | Help| Contact Us | Logor—

\_W—Selectcategory— [=] |- SelectFilter - Go| Search Tips

Account Detail for Dept of Environmental Protection

m

Shortcuts

" Dept of Enviro...

View Detail Account Summary | 4
... Edit Account :
=] Departments Hide Content

Lo View Departments Drivers === Cards
= Drivers @ View Drivers | Add Driver T View Cards

i View Drivers

i Add Driver
=l Cards - .

L View Cards j Authorization Profiles Invoices

L* View Auth Profiles ﬂ”'i Wiew Invoices | Make Payment

= ﬁymeﬁTJ?hstﬂles IL | View Payments | View Bank Accounts
= Invoices

. View Invoices Departments

L. Make Payments ‘?‘ View Departments

L. View Payments

L. View Bank Accounts
Account Explorer view sl Account Detail
Enter Account # or Account Mame

Go Hide Content
Level 3 r Account Name: Dept of Environmental Account Type: Account
. N Protection Account Level: 3

Dept of Enviro__. Account Number: 0496001772367 Status: Active
Level 4 Parent: WV Fleet Management Status Date: 10/23/2012

= Office Default Auth Profile:
View all 20 accounts... Doing Business As: WV Dept of Environmental

Protection

Contact Name: Brent Kessinger

Edit Account
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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

»
‘ @ Account Detail for Dept of Environmental Protect... | | ﬁ -

-~

Welcome GWellman My Preferences | Help| Contact Us | Logor—

\_W—Selectcategory— [=] |- SelectFilter - Go| Search Tips

| Shortcuts Account Detail for Dept of Environmental Protection

m

" Dept of Enviro...
View Detail

... Edit Account

El Departments

Account Summary | 4

Hide Content

Lo View Departments Drivers === Cards
= Drivers @ View Drivers | Add Driver C™™7  View Cards

. Wiew Drivers

L. Add Driver

ards ) L .
> View Cards j Authorization Profiles Invoices
L* View Auth Profiles ﬂ”'i Wiew Invoices | Make Payment

= ﬁy{fqeﬁﬂl?hsmoﬂles IL | View Payments | View Bank Accounts
= Invoices

Lo Wiew Invaices Departments

L. Make Payments ‘?‘ View Departments

L. View Payments
L. View Bank Accounts

Account Explorer view sl Account Detail

Enter Account # ar Account Mame

Go Hide Content
Level 3 r Account Name: Dept of Environmental Account Type: Account
S, Protection Account Level: 3
Dept of Enviro_.. Account Mumber: 0496001772367 Status: Active
Level 4 Parent: WV Fleet Management Status Date: 10/23/2012
= Office Default Auth Profile:
View all 20 accounts... Doing Business As: WV Dept of Environmental
Protection

Contact Name: Brent Kessinger

Edit Account
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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

nline User @ View Cards for EPO1 En... ‘_|
[l Drivers
- iew Drivers
- AddDriver Search Filter
B Cards .
" View Cards You may filter a search by any of the following:
1 Auth Profiles Custom Vehicle/AssetD: Department:
- View Aulh Profles VIN: Optional Embossing:
Account Explorer viewsl Vehicle Description: Authorization Profile:
Enter Account & or Account Name Card Number: Last Issue 'E)ate: ] =
— rom:
& Card Status: (ex: MIddiyyyy)
Level 3 To: |
Dept of Enviro. .. (ex: MMigdryyyy)
Level 4
EP01 Emvironme.... ﬁ

Download Results: [ CSV Fomat | [ Excal Format |

Displaying 1-15 of 15 Records Found. Results per page

All Card Number Card Status Actions

Usage Type Last Issue Date
Driver Last Name, Driver First Name

Previous | Next

Custom Vehicle/Asset ID
Authorization Profile
Prompting

1 1116 Active View Transactions
Vehicle/Asset Card 08/09/2012
N/A
EP01 633175
FMOC Standard
Odometer & Driver ID

2 61388 Active View Transactions
Vehicle/Asset Card 08/09/2012
N/A
EP01 C61307
FMOQ Standard

Odometer & Driver ID

3 61511 Active View Transactions
Vehicle/Asset Card 08/09/2012
NI

€ Internet | Protected Mode: On
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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.



"E Card Detail for EP01 Environmental Protection

Card Information

—

—

Card Detail for EP01 Environmental Protection

Shortcuts

. EPO1 Environme...
L. View Detail
... Edit Account
El Departments
L VWiew Departments ——
=l Drivers —
L View Drivers
i Add Driver

[l Cards
- View Cards

=1 Auth Profiles
- Wiew Auth Profiles

Account Explorer visw sl

Enter Account £ or Account Name
Go

Level 3
Dept of Enviro. ..

Level 4
EP01 Environme...

Card Detail

Card Information is listed below.

Vehicle/Asset Information
Custom Vehicle/Asset |D:
Asset Type:

EP01 633175
Vehicle

VINC1633175

Vehicle Description:

Make:

Madel:

Year:

License Plate:

License Plate State / Province:
License Plate Country:
License Plate Expiration Date:
In Service Date:

Start Odometer:

Tank Capacity:

Card Information

County:

Card Number:
Department:

Optional Embossing:
Standard Embossing:
Plastic Type:
Authorization Profile:
Prompting:

Status:

Last Issue Date:

2007 Jeep Liberty
Jeep

Liberty

2007

11444
21

51116

Unassigned

EP01 633175

2007 JEEP LIBERTY

WV Asset

FMO Standard view Profie
Odometer & Driver ID
Active

08/09/2012

View Transactions

m
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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?


= Al| 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

| @ Account Detail for Dept of Environmental Protect... | | @ =

'11._/ j ‘."O l' o Welcome GWellman My Preferences | Help | Contact Us | Logout
W N 7S n tne
‘ \ Search: |- Selectcategory — [=| |- SelectFilter - GO | Sesrch Tips ‘

Shortcuts Account Detail for Dept of Environmental Protection

.. Dept of Enviro...
.. View Detail

.. Edit Account

[l Departments

L View Deparntments @ Drivers === Cards

\.~ =l Drivers View Drivers | Add Driver ﬂ View Cards
=~ \iew Drivers

i Add Driver
El Cards

Il L. View Cards f Authorization Profiles Invoices
Léh View Auth Profiles m]i View Invoices | Make Payment
| E ?PmemTl.ll?hsFmﬂles IL | View Payments | View Bank Accounts

= Invmces

- View Invoices Departments

- Make Payments ‘?\ View Departments
L View Payments

L. View Bank Accounts

Account Summary

Hide Content

Account Explorer wview a1 Account Detail

Enter Account # or Account Name

Go Hide Content
s r Account Mame: Dept of Environmental Account Type: Account
I Protection Account Level: 3
Dept of Enviro... Account Number: 0496001772367 Status: Active
leekel Parent: WV Fleet Management Status Date: 10/23/2012
= Office Default Auth Profile:
View all 20 accounts... Doing Business As: WV Dept of Environmental
Protection

Contact Mame: Brent Kessinger

Edit Account

Accounts Belonging to Dept of Environmental Protection

Search Filter
You may filter a search by any of the following:

»

m

Mama- Statne: [ Aosin [
https://go.wexonline.com/online/gotoFlow.do?_flowld=flow-driverhgmt & Internet | Protected Mode: On 4



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

Search: - Selectcategory— [r] |- SelectFiIter——EH

| Go| Search Tips

=l Auth Profiles

<. View Auth Profiles
E Invoices

LoView Invoices

i Make Payments

L View Payments

... View Bank Accounts

Account Explorer view sl

Enter Account # or Account Nams
Go

Driver Last Name:

Status:

Shortcuts View Drivers for Dept of Environmental Protection & Frint
. Dept of Enviro... . .
‘_ View Detail View Drivers
.. Edit Account
El Departments View drivers for Dept of Environmental Protection.
. Wiew Departments
=l Drivers
. Wiew Drivers
Lo Add D .
5 river Search Filter
Ca:‘;:lsw Cards You may filter a search by any of the following:
Driver First Mame: Driver Department: |ALL =

Driver Prompt 1D:
Employee #:

Shared Drivers:

Download Results: [ CSV Format | | Excel Format

Level 3 4

Dept of Enviro...

Level 4
View all 20 accounts. ..

Previous | Next

Driver Last, First Middle Name

Driver Department | Driver Prompt 1D | Employee #
License State / Province | License #

Displaying 1-25 of 870 Records Found.

Actions

1 Aaron, Tonkery Active Edit
U i d 3 Clone
nassigned | Change Status
Terminate

2 Aaron, Thompson Active Edit
Unassigned | &' ... [Clone
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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

Search: -Selectcategory -~ || |~ SelectFilter -

Shortcuts Account Detail for Dept of Environmental Protection

... Dept of Envira...
.. View Detail

G0| Search Tips

Account Summary

m

... Edit Account

= Departments
L View Departments

=l Auth Profiles
i View Auth Profiles

=l Invoices
o iew Invoices
L. Make Payments
L. View Payments
L. View Bank Accounts

Account Explorer vizw al

Enter Account & or Account Name

] Authorization Profiles
5 View Auth Profiles

‘?\ Departments
View Departments

Account Detail

Contact Mame:

Brent Kessinger

=== Cards

.

=l Drivers ivegs | Add Driver View Cards
L. Wiew Drivers

~® Add Driver

=l Cards .
L View Cards Invoices

View Invoices | Make Payment
| View Payments | View Bank Accounts

Hide Content

Go Hide Content
Level 3 r Account Mame: Dept of Environmental Account Type: Account
b Protection Account Level: 3
Dept of Enviro... Account Mumber: 0496001772367 Status: Active
Level 4 Parent: WV Fleet Management Status Date: 10/23/2012
_ Office Default Auth Profile:
View all 20 accounts... Doing Business As: WV Dept of Environmental
Protection
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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.


Shortcuts Add Driver for Dept of Environmental Protection

Insert Driver Data

Search: |- Selectcategory — [=]| |~ SelectFilter -

Go| Search Tips

" Dept of Enviro...
. View Detail
... Edit Account
[l Departments
= Wiew Deparntments
El Drivers
.. Wiew Drivers
.. Add Driver

El Cards
- View Cards

El Auth Profiles
o View Auth Profiles

=l Invoices
i Wiew Invoices
... Make Payments
L. View Payments
L. View Bank Accounts

Account Explorer view sl

Entar Account # or Account Name

Go
Level 3 :
Dept of Enviro._.
Level 4

View all 20 accounts._ .

@+ Enter your driver information below. Fields marked with an asterisk (* ) are required.

Add Driver

CDL:
* Drnivers County:

* Driver Last Name:
* Diriver First Name:
Driver Middle Name:

Driver Department:

Employee #:

Job Title:

Phone Number:

Email Address:

Driver License #:

Driver License State / Province:
Driver License Country:

Driver License Expiration Date:

Hide Optional Fields

— Select ~[]
- Select - [+]

Max of 30 characters.
Max of 30 characters.

Max of 20 characters.
Unassigned [ |

Max of 15 characters.

Driver's job title. Max of 20 characters.

(ex: 55555558555 or 555-555-5555) Max of 10 numbers.
(ex: info@mydomain.com) Max of 60 characters.

Max of 12 characters.

-Select-
Select State / Province from pull down menu.
United States [ |

Country where driver's license was issued.

(ex. MW/DDMA™Y™™) Date after which driver's license is no longer valid.

m



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

e |s Driver Using Correct PIN?
— Check Driver PIN List

e What is the Status of the Fuel Card?

— Search for this card. Is it Active?

e 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

‘ Search: - Selectcategory— [v] |- SelectFilter—|+| | | Go| Sesrch Tips
Shortcuts View Drivers for Dept of Environmental Protection & Frint

. Dept of Enviro... . .

‘_ View Detail View Drivers

.. Edit Account

El Departments View drivers for Dept of Environmental Protection.
. Wiew Departments

=l Drivers
. Wiew Drivers
i. Add Dri .

5 fiver Search Filter
Ca:‘;:lsw Cards You may filter a search by any of the following:

&l Auth Profiles Driver First Mame: Driver Department: |ALL =
- View Auth Profiles Driver Last Name- Driver Prompt 1D: -

Elnvoices

- View Invoices Status: Employee #:
- Make Payments Shared Drivers: Al Divers [

<. View Payments
... View Bank Accounts

Account Explorer view sl
Enter Account # or Account Name
Go Download Results: | csv\;ﬂat | [ Excel Format
Level 3 { Previous | Next Displaying 1-25 of 870 Records Found.
Dept of Enviro... Driver Last, First Middle Name Status

Level 4 Driver Department | Driver Prompt 1D | Employee #
. License State / Province | License #
View all 20 accounts. .. =

1 Aaron, Tonkery Active Edit
U i d 3 Clone
nassigned | Change Status
Terminate

2 Aaron, Thompson Active Edit
Unassigned | &' ... [Clone


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

e Downloaded to Excel

-
EH9- -0 report[5] B Microsoft Excel — [ o] ) [ |
Home Insert Page Layout Formulas Data Review View DYMO Label Acrobat & 9 = B O3

= & Calibri -1 - = E%] é General - f},{ g=Insert ~ = - % [?a
E Ga- B J U~ A AN EES=E- $-% > i I Delete - | [§]~
Paste . | ... R L - Sort & Find &
- F | HEH- |5 A FiE | B %o 376 + | [ElFormat* | 2~ Fitter~ Select~
Clipboard = Font Ia Alignment ] Number P Cells Editing n
F10 - A | d |
A B C D E F G H I 1 N
1 Driver Las Driver Firz Driver Mic Driver Pro Employee MNurr License M License 5t Status Shared i
E 2 Ggggg Jjiiii 7 Wy Active Mot Shared =
3 Hhhhh  Sssss 7 Active  NotShared |
4 Kkkkk  Cecec 7 Active  NotShared
5 Wwwww Kkkkkk 2% Active  NotShared
3]
? -
M 4+ M| Sheetd %1 4] i | b [1]
Ready | [EERuRTNS [J (#)
m T ﬂ
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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

e Purchase activity report

— Ad Hoc Reports

e Transaction summary, transaction details, exceptions

— Flexible Exception Reports

e Alerts for transactions that exceed your parameters

— Custom Reporting
e Create your own: on demand or scheduled reporting
e 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

| '€ Reports X | |

Welcome GWellman My Preferences | Help | Contact Us | Logout

WEZOnline .
[ | Home | Fleet Manager | Financials | Reports | Resource Tools

‘ Search: - Selectcategory - |»| |- Select Filter - Go | Search Tips
Shortcuts Reports
E Reports
- Reports Home ' Ad Hoc Reports My Flexible Exceptions
= AdHocReports Pre-formatted transaction reports with Identify exception parameters and report

- Transaction Details query options. timing, and view reports.

'gransactmn Transaction Details | Transaction Add Exception Report | View Exception

. umm.arg.f Summary | Exceptions Reports

.. Exceplions

=l My Flexible Exceptions Standard Reports My Custom Reports

: Add Exception F Search and view pre-formatted reports by Create and run custom reports using
LG ‘ account and cycle. h design templates.

g:wnﬁ‘écem'”” View Standard Reports | Manage Delivery Create Mew Report | View My Reports |

P Freferences Wiew My Templates
[l Standard Reports

. View Standard Real-Time Alerts
L ) 9 Access your Real-Time Alert Motifications

. Manage Delivery Wiew Real-Time Alerts
Preferences

=l My Custom Reports

i Create Mew Report

L View My Reports

L View My Templates

El Real-Time Alerts
: View Real-Time
 Alerts
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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

_| @ Standard Reports | |

Welcome GWellman My Preferences | Help | Contact Us | Logout

WEIOnline
[ | Home | Fleet Manager | Financials [ Reports | Resource Tools | ]

| Search: |- Selectcategory ~ [=| |- SelectFilter - Go| Search Tips ‘
Shortcuts Standard Reports
E Repaort
;___‘*F‘ISDSHS Home Standard Reports
= Ad Hoc Reports
i Transaction Details You can retrieve current and past reports produced regularly for your account{s). Fields marked with an
. Transaction asterisk (* ) are required.
- Bummary
- Exceptions Search Filter
= I;"‘ﬂﬂ?g:g%;gimm”s You may filter a search by the following:
" Report * Report From Date:  01/01/2014 )
. ViewE ti
i F;g\é\“o Sl *Report To Date:  02/25/2014 iz
1 ﬂstandard Reports
- View Standard
~Reporls Select Accounts
. Manage Delivery .
" Preferences Please select an account from the list below:
=l Wy Custom Reports Expand | Caltapse
- Create Mew Report l=/ @ Level 3: Dept of Environmental Protection - 0496001772367
i View My Reports =
. View My Templates ' Level 4: AI0T1 Air Quality Office - 0496001772714
El Real-Time Alerts ) Level 4: EP01 Environmental Protection - 0496001772839
. View Real-Time i
Alerts 0 Level 4: EP02 Dep Mines Reclamation - 0496001772862
) Level 4: EP03 Dep Abandoned Lands - 0496001772870
) Level 4: EP04 Dep Oil & Gas - 0496001772904
) Level 4: EP08 DEP Water Resources - 0496001772920
) Level 4: EP09 Dep Office Of Air Quality - 0496001772938
| ) Level 4: EP10 Div. Environmental Protection - 0496001772946



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

| (& Standard Reports for Dept of Environmental Prot... | |

WEZOnline

Welcome GWellman My Preferences | Help | Contact Us | Legout

‘ Search: |- Selectcategory —~ [=| |- Select Filter -

| Go| Search Tips

Shortcuts Standard Reports for Dept of Environmental Protection S Frint
El Reports

.- Reports Home Standard Reports

=l Ad Hoc Reports ) ) . )
‘. Transaction Details You can compile multiple PDF reports into one file by using the checkbox next to the report name.
. Transaction The number of pages in each report is indicated so you can determine if you have reached the 5,000 page maximum.
© summary
EXCEP“””S _ Search Filter

= Tyﬁﬂg}{g&agﬁm'ms Fields marked with an asterisk (* ) are required.
" Report *Report From Date:  01/01/2014 i
: View Exception
" Reporis P * Report To Date:  02/25/2014 =

[l Standard Reparts
: View Standard
" Reports

: Manage Delivery
Preferences
El My Custom Reports
. Create Mew Report
L View My Reports
= View My Templates
El Real-Time Alerts

: View Real-Time
T Alerts

I Back ” Search H Cancel l

Results per page
Closing Date

Displaying 1-4 of 4 Records Found.

Previous | Next

All Report Name
[l Type | PDF Page Count

Actions

| Group Purchase Activity Report 01/31/2014
PDF | 376 pages

B Group Financial Summary 01/31/2014 Retrieve
PDF |22 pages

[ Group Tax Summary 01/31/2014 Retrieve
PDF |22 pages

[ Group Site Summary 01/31/2014 Retrieve
PDF | 36 pages
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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?



83|~ (& Create New Report

Creating New Reports

x | @ View Drivers for Correction...

>
f ~

WEIOnline

Welcome dwellman

-
My Preferences | Help | Contact Us | Logout —

Shortcuts Create New Report

Search: |-Selectcategory - [+] |- SelectFilter -

Go| Search Tips

El Reports
.. Reports Home
E Ad Hoc Reports
i Transaction Details
. Transaction
" Summary
.. Exceptions
[l My Flexible Exceptions
: Add Exception
Report
;. Wiew Exception
" Repaorts
El Standard Reports
: View Standard
" Repors
. Manage Delivery
Preferences
E My Custom Reports
.. Create Mew Report
View My Reports
L View My Templates
E Real-Time Alerts
;. View Real-Time
T Alerts

Select System Template

2

Account Profile Report

Choose this template to obtain a
custom report that itemizes the
accounts within your hierarchy
and provides details regarding
those accounts including Contact
Name, Shipping Information, Total
Cards, Total Driver Prompts, Card
type, Accounts, Org Units, and
Tatal Vehicle Prompts.

View Details

Create Report

Card Profile Report

Use this template to build a
custom report with a broad view of
cards across multiple accounts or
focused on a single account.
Reports based on this template
allow you to menitor and review
card data based on a
comprehensive view of card
attributes or just a few specific
card details.

Create Report

View Details

Select one of the templates below as a starting point to create, run, and save a custom report. For
further information on each template, select View Details

Autherization Activity Report

Use this template to build a
custom report that provides you
with a direct view of authorization
activity. Access to detailed
authorization data helps you make
informed decisions and perform
analysis to help manage and
enforce driver purchasing policies.

Create Report

View Details

Driver Profile Report

Use this template to build a
custom report with a broad view of
drivers across multiple accounts
or focused on a single account.
Reports based on this template
allow you to monitor and review
driver data based on
comprehensive information,
including account assignment,
name, status, and date of last
transaction.

Create Report

View Details

m

€D Internet | Protected Mode: On ¥y -
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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

" Welcome GWellman MWy Preferences | Help | Contact Us | Logout

= + ]
WEZ{Online
[ | Home | Fleet Manager | Financials | Reports | Resource Tools [ ]

| Search: - Selectcategory — [=]| |~ SelectFilter - Go| Search Tips ‘
Shortcuts Edit Driver Profile Report
= Report
é...e£§p§n5 Home Step 1 of 6: Select Accounts
=l Ad Hoc Reports

.. Transaction Details

g[larﬂfna:tr;fon Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
. . Select Accounts Select Fields Apply Filters Arrange Fields Mame Report Save Report
L. Exceptions

=l My Flexible Exceptions
: Add Exception .
Report Select Hierarchy Level(s) / Account(s)

ggwoﬁgcewm Select the hierarchy level(s) / account(s) to be included in the report. All accounts below the selected level will be
o included in the report.
=l Standard Reports

: Wiew Standard
- Repors Cancel

: Manage Delivery
" Preferences I Select All

E My Custom Reports

.. Create New Report Expand | Collapse

.. View My Reports = [ Level 3: Dept of Environmental Protection - 0496001772367
- View My Templates Level 4: Al01 Air Quality Office - 0496001772714
El Real-Time Alerts . .
. View Real-Time [] Level 4: EPO1 Environmental Protection - 0496001772839
T Alerts

[ Level 4: EP02 Dep Mines Reclamation - 0496001772862

[l Level 4: EP03 Dep Abandoned Lands - 0496001772870

[C] Level 4: EP04 Dep Oil & Gas - 0496001772904

[C] Level 4: EP08 DEP Water Resources - 0436001772920

[C] Level 4: EP09 Dep Office Of Air Quality - 0496001772938

[T] Level 4: EP10 Div. Environmental Protection - 0496001772946
[ Level 4: EP11 Dep Boards & Committee - 0496001772943

[l Level 4: EP12 Dep Environ Advocate - 0496001772961

»

m
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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

88|~ | @ Create Mew Driver Profi... | @ View Drivers for Correction... | | ﬁ =

1\_/ j ﬁO [. . Welcome dwellman1 My Preferences | Help | Contact Us | Logout
a sUniine

‘ Search: |- Selectcategory— [=] |- Select Filter - GoO| Search Tips |
Shortcuts Create New Driver Profile Report
El Reports =
£epmt5 Home Step 2 of 6: Select Fields
=l Ad Hoc Reports
i Transaction Details
gLarrr:Ena:trlyon Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
i Exceplions Select Accounts Select Fields Apply Filters Arrange Fields Mame Report Save Report
= My Flexible Exceptions
: Add Exception i .
Report Available Fields
ESWUE’;CEF]“U” The following fields can be included in the report. To remove fields, deselect below. Fields marked as Required
P cannot be removed from the report.
= Standard Reports
. View Standard
Reports [ Back | [ Next | [ Cancel |
. Manage Delivery
" Preferences
E My Custom Reparts Available Fields Required Allows Filtering
i Create New Report
i View My Repaorts Account Name v
L. View My Templates
i L Account Number J
= Real-Time Alerts
. View Real-Time
L alorts Set Up Date
Last Transaction Date
Status Indicator J
Status Date
Last Updated By J
Driver Last Name J J
Driver First Mame
Driver Middle Mame

»

m
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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

Welcome GWellman My Preferences | Help | Contact Uz | Logout

A= . &
WENOnline
[ | Home | Fleet Manager | Financials | Reports | Resource Tools [ ]

E My Custom Reports
L. Create New Report

L. View My Reports
Lo Wiew My Templates
E Real-Time Alerts

. View Real-Time
T Merts

‘ Search: |- Selectcategory — [=| |- SelectFilter— GO | Search Tips ‘
Shortcuts Edit Driver Profile Report & Frint
= Reports
| - £epgn5 Hame Step 6 of 6: Save Report
=l Ad Hoc Reports
~ Transaction Details
i gﬁ_’;ﬁsgrf” Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
I B Select Accounts Select Fields Apply Filters Arrange Fields Mame Report Save Report
=l My Flexible Exceptions
. Add Exception
| “ Report P Report Summary
.. Wiew Exception This is your opportunity to review your report parameters and go back to make changes. You may Save and
Reports Run Now, or may choose to Save your template for future use. If this is a report you wish to receive on a regular
[l Standard Reports basis, you may opt to Schedule it to run automatically on a timetable of your choice. You can access your
gew ﬁtﬂﬂdﬂfd saved templates via View My Templates under My Custom Reports.
eports
|| . Manage Delivery Report Name: Driver Prompt
Preferences

Description: Driver Prompt - last transaction
Selected Hierarchy Level(s)Account(s): Level 4: Al01 Air Quality... - 0496001772714

Fields and Filters

[ Back ” Save and Run Now ][ Save ” Schedule ][ Cancel ]

Field Hame Filter Condition & Value(s)
Account Mame TIA
Account Number MIA

Last Transaction Date MNIA

Status Indicator Filter Mot Applied
Driver Last Mame Filter Mot Applied
Driver First Namea MIA

Driver Middle Mame A

»

m
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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

Welcome dwellman1 My Preferences | Help | Contact Us | Logout

WENOnline

— File Download
Search: - Selectcategory - || —~ Select Filter 3 —

| Do you want to open or save this file? L
Shortcuts Run Report Driver Prompts

@ Mame: report.xlsx
E Reports I CORA
gepnrts Hame Download REpOI’t Re=sults SHl Type: Microsoft Excel Worksheet

= Ad Hoc Reports From: go.wexonline.com

.. Transaction Details ch ferred f Ch
. i o055 Yyour preterrn ‘ormat. a 1 E
.. Jransacion il " open | [ save | [ Conedl |

.. Exceptions

= My Flexible Exceptions
gdd EKHCE ption |@ While files from the Intemet can be useful, some files can potentially
epa F harm your computer.  you do not trust the source, do not open or
. View Exception Lo P save this file. What 's the dsk?
“ Reports Mote: If the results are too large for an Excel fil

B standard Reports

: View Standard

- Reports D C5V @ Excel

: Manage Delivery
Preferences

E My Custom Report
;___yCr:Et:TJeys%Uepsm [ Download ] [ Back to View My Templates l [ Create New Report

i View My Reports
i Wiew My Templates
El Real-Time Alerts

. \iew Real-Time
 Mlerts
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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.
"9~ J &= report[1] - Microsoft Excel |=l|—@|éj1
Home Insert Page Layout Formulas Data Review View DYMO Label Acrobat & e = g 22
B : E:;y } Calibri = Wrap Text General - Ej J:’;ﬂl Normal Bad B ,a—l ; :T?sum " %7 ﬁ
paste f Format Painter B 7 U- B Merge & Center~ | § - % » | %8 5% Fcoorrljndaltt'tlﬁﬂlalv ESOT;E;?;' Good Neutra Inserbpneletelomat & Ciear - FSiTtrérc: ;LT:;:
Clipboard Font Alignment Number Styles Cells Editing
Al - Jf= | Account Name v
A [ B | c | D E F G | H I 1 [ K L =
1 [Account Name Account Number Last Transaction Date Status Indicator Driver Last Name Driver First Name Driver Middle Name Driver Prompt ID Employee ID Driver Phone Number Driver Email Address Drivers County [=
| 2 |01 Air Quality Office 0496001772714 50+ Days Active ] ™ bm B Fayette
| 3 |AlO1Air Quality Office '04960017?2?14 02/18/2014 Active no d '053 lefferson
[ 4 [AIOLAir Quality Office '04960017?2?14 02/07/2014 Active r '504 Kanawha
[ 3 |AIOLAIr Quality Office '04960017?2?14 90+ Days Active er '?8?
| 6 |A101Air Quality Office ‘0496001772714 02/14/2014 Active on ] 862 Mineral
| 7 |A101 Air Quality Office ‘0496001772714 11/23/2013 Terminated 23 =
| & |AI01 Air Quality Office 0496001772714 90+ Days Active er '923 Raleigh
| 9 |AI01 Air Quality Office ‘0496001772714 S0+ Days Terminated haw 509
| 10 |Al01 Air Quality Office 0496001772714 90+ Days Terminated man S04 Barbour
| 11 |AI01 Air Quality Office '04960017?2?14 12/10/2013 Active hnah '949 Kanawha
| 12 |m101 Air Quality Office ‘0496001772714 02/18/2014 Active y 295 DMR-Logan Logan
| 13 |A101 Air Quality Office "0496001772714 12/11/2013 Active son ary 720 Kanawha
| 14 |A101 Air Quality Office '0496001772714 02/12/2014 Active my 5721 Monongalia
| 15 |AI01 Air Quality Office "0496001772714 02/14/2014 Active ett n 69 Randolph
| 16 [Al01 Air Quality Office 0496001772714 90+ Days Terminated ett '32;I
| 17 |AI01 Air Quality Office 0496001772714 50+ Days Active 3 384 3045585938 Kanawha
| 18 |A101 Air Quality Office ‘0196001772714 90+ Days Terminated tina 882
| 19 |A101 Air Quality Office ‘0196001772714 90+ Days Terminated ie oe 785
| 20 |A101 Air Quality Office 0496001772714 90+ Days Terminated ael 322
| 21 |AI101 Air Quality Office 0496001772714 90+ Days Active rd e 502} Kanawha
| 22 [Al01 Air Quality Office 0496001772714 90+ Days Active n 383 Kanawha
| 23 |Al01 Air Quality Office ‘0496001772714 90+ Days Active | 'SIEI Hampshire
| 24 |A101 Air Quality Office '04960017?2?14 12/30/2013 Terminated n '802
| 25 |A101 Air Quality Office ‘0496001772714 12/31/2013 Terminated n | 285}
| 26 |A101 Air Quality Office ‘0496001772714 12/26/2013 Terminated it 3
| 27 |A101 Air Quality Office '0496001772714 02/11/2014 Active Lynnette 593 Fayette
| 28 [Al01 Air Quality Office "0496001772714 01/16/2014 Active lotti rd 78 Kanawha
| 29 |AlI01 Air Quality Office ‘0496001772714 90+ Days Active ms bl | £ DAQ-TEMPORARY Marion -
M < » M| Sheetd /Fd "4 »
Ready | Average: 41676.4046  Count: 10905  Sum: 18129236 | EH O] & 100% — U +
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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?
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Creating New Reports

x | @ View Drivers for Correction...

>
f ~

WEIOnline

Welcome dwellman

-
My Preferences | Help | Contact Us | Logout —

Shortcuts Create New Report

Search: |-Selectcategory - [+] |- SelectFilter -

Go| Search Tips

El Reports
.. Reports Home
E Ad Hoc Reports
i Transaction Details
. Transaction
" Summary
.. Exceptions
[l My Flexible Exceptions
: Add Exception
Report
;. Wiew Exception
" Repaorts
El Standard Reports
: View Standard
" Repors
. Manage Delivery
Preferences
E My Custom Reports
.. Create Mew Report
View My Reports
L View My Templates
E Real-Time Alerts
;. View Real-Time
T Alerts

Select System Template

2

Account Profile Report

Choose this template to obtain a
custom report that itemizes the
accounts within your hierarchy
and provides details regarding
those accounts including Contact
Name, Shipping Information, Total
Cards, Total Driver Prompts, Card
type, Accounts, Org Units, and
Tatal Vehicle Prompts.

View Details

Create Report

Card Profile Report

Use this template to build a
custom report with a broad view of
cards across multiple accounts or
focused on a single account.
Reports based on this template
allow you to menitor and review
card data based on a
comprehensive view of card
attributes or just a few specific
card details.

Create Report

View Details

Select one of the templates below as a starting point to create, run, and save a custom report. For
further information on each template, select View Details

~

Create Report

Autherization Activity Report

Use this template to build a
custom report that provides you
with a direct view of authorization
activity. Access to detailed
authorization data helps you make
informed decisions and perform
analysis to help manage and
enforce driver purchasing policies.

View Details

Driver Profile Report

Use this template to build a
custom report with a broad view of
drivers across multiple accounts
or focused on a single account.
Reports based on this template
allow you to monitor and review
driver data based on
comprehensive information,
including account assignment,
name, status, and date of last
transaction.

Create Report

View Details

m
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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

| @ Create New Authorizati... 20 | |

WEXOnline

Welcome GWellman My Preferences | Help | Contact Us | Logout

Shortcuts Create New Authorization Activity Report

Search: |- Selectcategory ~ [=] |- Sslect Filter— Go| Sesrch Tips |

El Repaorts
.. Reports Home
El Ad Hoc Reports
. Transaction Details
. Transaction
© SBummary
.. Exceptions
= My Flexible Exceptions
: Add Exception
" Report
: View Exception
" Reports
El Standard Reports
: View Standard
" Reports
: Manage Delivery
Preferences
E My Custom Reports
. Create New Report
L View My Reports
. Wiew My Templates
E Real-Time Alerts

: View Real-Time
T Alerts

Step 1 of 6: Select Accounts

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Select Accounts Select Fields Apply Filters Arrange Fields Name Report Save Report

Select Hierarchy Level(s) / Account(s)

Select the hierarchy level(s) / account(s) to be included in the report. All accounts below the selected level will be
included in the report.

G

Expand | Collapse
l=l ) Level 3: Dept of Environmental Protection - 0496001772367
) Level 4: AIOT Air Quality Office - 0496001772714

© Level 4: EP01 Environmental Protection - 0496001772839

) Level 4: EP02 Dep Mines Reclamation - 0496001772862

) Level 4: EP03 Dep Abandoned Lands - 0436001772870

© Level 4: EP04 Dep Oil & Gas - 0496001772904

O Level 4: EP08 DEP Water Resources - 0496001772920

© Level 4: EP09 Dep Office Of Air Quality - 0496001772938

) Level 4: EP10 Div. Enviranmental Protection - 0496001772946
) Level 4- EP11 Dep Boards & Committee - 0496001772953

) Level 4: EP12 Dep Environ Advocate - 0496001772961

) Level 4: EP13 Environ. Quality Board - 0496001772847
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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. 



(& Edit Authorization Acti... X

Save and Run Report

Search: |-Selectcategory ~ [=| |- SelectFilter -

Go

Search Tips

Shortcuts

Edit Authorization Activity Report

& Print

El Reports
. Reports Home
= Ad Hoc Reports
i Transaction Details
. Transaction
T Bummary
. Exceptions
[=1 My Flexible Exceptions
: Add Exception
" Report
. View Exception
" Reports
= Standard Reports
. View Standard
" Reports
. Manage Delivery
" Preferences
= Wy Custom Reports
. Create Mew Report
L. View My Reports
L View My Templates
= Real-Time Alerts
;. View Real-Time
T Alerts

Report Summary

Selected Hierarchy Level(s)/Account(s):

Fields and Filters

Step 6 of 6: Save Report

Step 3

Select Fields Apply Filters

Step 4 Step 5
Arrange Fields MName Report

Report Name: Authorization
Description: Authorization byTransaction

Level 3: Dept of... - 0496001772367

[ Back ][ Save and Run MNow ][ Save ][ Schedule ][ Cancel ]

Field Name
Account Name
Account Number
Card Number
Custom Vehicle/ssset ID
Vehicle Prompt 1D
Driver Last Mame
Drriver First Mame
Driver Prampt ID
Odometer
Transaction Date

Transactinon Time

Filter Condition & Value(s)
MNIA

MIA

Filter Mot Applied
Filter Not Applied
Filter Mot Applied
Filter Mot Applied
Filter Mot Applied
Filter Mot Applied
MNIA

MNIA

Filter Mot Annlied

Step 6
Save Report

This is your opportunity to review your report parameters and go back to make changes. You may Save and
Run Mow, or may choose to Save your template for future use. If this is a report you wish to receive on a regular
basis, you may opt to Schedule it to run automatically on a timetable of your choice. You can access your
saved templates via View My Templates under My Custom Reports.



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

| /€ Run Report Authorizati... |_|

Welcome GWellman Mv Preferences | Help | Contact Us | Logout

VA= s : @
WEZOnline
[ [ Home | Fleet Manager | Financials [ Reports | Resource Tools | ]

Search: - Selectcategory~ [«| —Select Filier - Go| Sesrch Tips |

Shortcuts Run Report Authorization

E Reports
£9p0n5 Home Download Report Results

= Ad Hoc Reports

i Transaction Details . .
. Transaction To see your report results, enter the date range and preferred format. The maximum date range is 3

~ Gummary days.
.. Exceptions Fields marked with an asterisk {* ) are required.

[=] My Flexible Exceptions
: Add Exception
SR Report Options
: View Exception

" Reports Mote: If the results are too large for an Excel file, a CSV will be automatically generated.

=l Standard Reports *Report From Date: A
. View Standard
" Reports *Report To Date: e

. Manage Delivery Maximum date range is 3 days.
" Preferences
= My Custom Reports
... Create New Report @Ccsv O Excel
L. View My Reports
L View My Templates
= Real-Time Alerts

: View Real-Time [ Back H Download H Back to View My Templates H Create Mew Report
T Alerts
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Presentation Notes
We enter the date range here up to three days including today. Click EXCEL and hit Download.


Open in Excel

Welcome GWellman WMy Preferences | Help | Contact Us | Logout

A= » ®
WENXOnline
[ | Home | Fleet Manager | Financials | Reports | Resource Tools |
| Search: |- Selectcategory — [v| | SelectFilter - G0 Sesrch Tips |
Shortcuts Run Report Authorization
El Reports
Fﬁ'emms Home Download Report Results
=l Ad Hoc Reports F
. Transaction Details File Download =5 _ _
. Transaction T e s i s s s o . The maximum date range is 3
“ Summary da
) i ?
i Exceptions F: Do you want to open or save this file?
=l My Flexible Exceptions .
. Add Exception ﬂl "'Tame' report.xisx
o M ft Excel Worksheet
R.epori . Report ) ype icroso cel Workshee
+ View Exception From: go.wexonline.com
" Reports Mote: If the | Brated.
El standard Reports
: View Standard [ Oper ] [ Save ] ¢ Cancel |
" Reports
: Manage Delivery
" Preferences
|--‘ While files from the Intemet can be useful, some files can potentially
= MF Custom Reports harm your computer. f you do not trust the source, do not open or
Create New Report save this file. What's the risk?
LoView My Reports
Lo View My Templates
El Real-Time Alerts -
; View Real-Time [ Back i l Download ] l Backto View My Templates ] [ Create New Report
7 Alerts

Home | Fleet Manager | Financials | Reports | Resource Tools
My Preferences | Help | Centact Us | Terms & Policies | Accessibility | Logout
B2012. WEX Inc.
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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

[ D ] |

FAI™ s A - s report[2] - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View DYMO Label Acrobat 4] e o = 2
=i - © | = split [ View Side by Side = % =
J J IJJ Q ule [¥] Farmula Bar 1 L . _E;\J _-——L % ;I:_—I — Hide TH j_g
Normal| Page FPage Break = Custom  Full Gridlines Headings Zoom 100% Zoomto MNew Arrange Freeze ) - Save Switch Macros
Layout  Preview Views Screen Selection | Window  All  Panes~ = g Workspace Windows ~ "
Workbook Views Show Zoom Macros
1 - Jx | Action Code Description \ ¥
A B C D E F G H I ] K Q W X Y Z AR AB :
IIACC( Account NCard Number Custom ' Driver Prompt ID Transaction Date Transactic Location Action  JAction Code DesclProduct Description Odometel Site Name Site Addre Site City  Site State Site Posta Product
2 COD'MBSDDI}'E HOCOOCOOOO00 CO0L xx:’352}'1 02/24/2014 15:26:25 Outside Decline Invalid Driver ID Undefined Fuel-Res’949?6 Go Mart #1502 Gree Charlestorww 25311-100 Fuel
3 | CO004960017C XXXXXHXXXXX: COOL xx3 6918: 02/24/2014 15:27:28 COutside Approval Approved Undefined Fuel-Res 84976 Go Mart # 1502 Gree Charlestol WV 25311-100 Fuel =
4 | CO0'049600170 XXX XXHX; COO1 xx; 6IL8: 02/24/2014 15:29:31 COutside Approval Approved Unleaded Plus "34976 Go Mart # 1502 Gree Charlestol WV 25311-100 Fuel
5 | CO0'049600170 X30OMOOOOCOG COO1 X3 9074¢ 02/24/2014 18:49:56 Cutside Approval Approved Undefined Fuel-Res 26304 Certified (1400 2nd ¢ Saint Man WV 26170-124 Fuel
6 | CO004960017CXXXXXHNKXXX] COOL xx 9074 02/24/2014 18:52:57 COutside Approval Approved Unleaded Regular 26304 Certified (1400 2nd £ Saint Man WV 26170-124 Fuel
7
8
9
10
11 Yl
M 4 » M| Sheet0 %1 |I| 4| il | 4 |I|
Ready | | E 100% (=) J F)
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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

Repoerts | |
| T T T kg~ Ak 4 | I | N TR = e TR
Shortcuts Custom Reports
= Reports :
£epms Home View My Templates
I Ad Hoc Reports
- Transaction Details . L.
. Transaction Below is a listing of the reports that you have created based upon the system templates. You may
“ Summary choose to Edit or Delete these reports. For Scheduled Reports, if you wish to change the frequency by
‘. Exceptions which a report is bn%ing run, please choose the Edit option. For On-Demand reports, you may generate
B My Flexible Exceplions the report by selecting Run Now.
: Add Exception
Repott Search Filter
gg;“oﬁ‘;wmm” You may filter a search by any of the following:
[l Standard Reports
. View Standard Report Name:
" Reports
. Manage Delivery System Template: |- Select - [=]
Preferences Template Qwner: | Al [=]

=l My Custom Reports
. Create New Report

— L. View My Repaorts Search
. View My Templates
E Real-Time Alerts
: View Real-Time | Create New Report |
 Alerts
Download Results: [ CSV Format | | Excel Fomat |
Previous | Next Displaying 1-2 of 2 Records Found. Results per page 25 |+ |
Report Name System Template Actions
Description Shared | Owner
Frequency | Delivery Last Update Date
Authorization Authorization Activity Run Mow
Authorization byTransaction ] Report Edit
. Private | Grace Wellman Share
On Demand | Online 0212012014 Delete
Driver Prompt Driver Profile Report Run Mow
Driver P _last t ti Private | Grace Wellman Edit
river Prompt - last transaction 02/20/2014 Share

On Demand | Online Delete
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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

Account Profile Report

Choose this template to obtain a
custom report that itemizes the
accounts within your hierarchy
and provides details regarding
those accounts including Contact
MName, Shipping Infarmation, Total
Cards, Total Driver Prompts, Card
type, Accounts, Org Units, and
Total Vehicle Prompts.

View Details

Create Report

Card Profile Report

Use this template to build a
custom report with a broad view of
cards across multiple accounts or
focused on a single account.
Reports based on this template
allow you to monitor and review
card data based on a
comprehensive view of card
attributes or just a few specific
card details.

Create Report

View Details

Transaction Management Report

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.

Create Report

View Details

Authorization Activity Report

Use this template to build a
custom report that provides you
with a direct view of authorization
activity. Access to detailed
authorization data helps you make
informed decisions and perform
analysis to help manage and
enforce driver purchasing policies.

View Details

Driver Profile Report
Use this template to build a
custom report with a broad view of
drivers across multiple accounts
or focused on a single account.
Reports based on this template
allow you to monitor and review
driver data based on
comprehensive information,
including account assignment,
name, status, and date of last
transaction.

View Details

Create Report

Create Report
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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

te Mew Account Profile Report ‘ |

Welcome GWellman My Preferences | Help | Contact Us | Logout

A= . ]
WEZOnline
[ | Home | Fleet Manager | Financials [ Reports [ Resource Tools | ]

Search: -Selectcategory— [+ —SelectFilter— Go| Search Tips ‘

Shortcuts Create New Account Profile Report

- E?SQSHS Home Step 1 of 6: Select Accounts

=l Ad Hoc Reports
. Transaction Details

&aﬂ’]ﬁqﬂg&”” Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
g . Select Accounts Select Fields Apply Filters Arrange Fields MName Report Save Report
... Exceptions

=1 My Flexible Exceplions
. Add Exception .
Report Select Hierarchy Level(s) [ Account(s)

;. View Exception Select the hierarchy level(s) / account(s) to be included in the report. All accounts below the selected level will be

AEho s included in the report.
=l Standard Reports

o View Standard
- R Cancel

. Manage Delivery

"~ Preferences [ Select All
E My Custom Reports Exp

. Create New Report gruneny
L. View My Reports =l |7 Level 3: Dept of Environmental Protection - 0496001772367

L View My Templates
=l Real-Time Alerts

- View Real-Time
T Alerts

d | Collapse
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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

| Search: - Selectcategory - |»| |- Select Filter — Go| Sesrch Tips ‘
Shortcuts Edit Account Profile Report Sy Print
El Reports
Fl{}epnns Harme Step 6 of 6: Save Report
El Ad Hoc Reports
. Transaction Details
Transaction

Summary Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
g . Select Accounts Select Fields Apply Filters Armrange Fields Mame Report Save Report
... Exceptions

= My Flexible Exceptions

i Add Exception
“ Report g Report Summary
. View Exception This is your opportunity to review your report parameters and go back to make changes. You may Save and
Reports Run Now, or may choose to Save your template for future use. If this is a report you wish to receive on a regular
El Standard Reports basis, you may opt to Schedule it to run automatically on a timetable of your choice. You can access your
"IQEW ﬁtandard saved templates via Viiew My Templates under My Custom Reports.
eports
. Manage Delivery Report Name: Account Profile
Preferences

- Description: Account Profile
I;-ﬂyg::}gn&g&; %OET}SGI'T Selected Hierarchy Level(s)/Account(s): Level 3: Dept of... - 0496001772367
L. View My Reports
- View My Templates
=l Real-Time Alerts Fields and Filters

. View Real-Time
" Alerts

[ Back ][ Save and Run Now H Save ” Schedule ” Cancsl ]

Field Name Filter Condition & Value(s)
Account Name INIA
Account Number INIA
Parent Account Mame INIA
DBA Mame PNIA
Account Type IR

Default Authorization Profile Filter Mot Applied
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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

Account Profile Report

Choose this template to obtain a
custom report that itemizes the
accounts within your hierarchy
and provides details regarding
those accounts including Contact
MName, Shipping Infarmation, Total
Cards, Total Driver Prompts, Card
type, Accounts, Org Units, and
Total Vehicle Prompts.

View Details

Create Report

Card Profile Report

Use this template to build a
custom report with a broad view of
cards across multiple accounts or
focused on a single account.
Reports based on this template
allow you to monitor and review
card data based on a
comprehensive view of card
attributes or just a few specific
card details.

Create Report

View Details

\ Transaction Management Report

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.

Create Report

View Details

Authorization Activity Report

Use this template to build a
custom report that provides you
with a direct view of authorization
activity. Access to detailed
authorization data helps you make
informed decisions and perform
analysis to help manage and
enforce driver purchasing policies.

View Details

Driver Profile Report
Use this template to build a
custom report with a broad view of
drivers across multiple accounts
or focused on a single account.
Reports based on this template
allow you to monitor and review
driver data based on
comprehensive information,
including account assignment,
name, status, and date of last
transaction.

View Details

Create Report

Create 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

e Detailed Report Information

— Fuel Type and Usage

— Vehicle information
e 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

* |nvoicing

— 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
e 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.


Online User

Shortcuts

View Invoices

| & View Invoices for Dept ... X% |

View Invoices for Dept of Environmental Protection = Print

\ﬁ

‘.. Dept of Enviro...
View Detail

.. Edit Account

= Departments

= Auth Profiles
- Wiew Auth Profiles

Invoices

Wiew Invoices
Make Payments

-Wiew Payments
L. View Bank Accounts

View Invoices

Lo Wiew Departments | -‘
= Drivers
- Wiew Drivers A A
.. Add Driver Inveoice Information
Bl Cards Account Number:
i Wiew Cards Closing Date:

Invoice Number:

Current Balance:
Minimum Payment Due:
Payment Due Date:

You can retrieve current and past invoices and the transaction details.

Available Credit

0496001772367

1213172013
35366293
$89,661.32
$21.50
0172472014

Credit Limit: $228,000.00
Available Credit: $138,338.68

Retrieve Invoice | View Transaction Details | View Invoice Summary | Download to Quickbooks

Account Explorer visw sl Past Invoices

Enter Account # or Account Name

Go
Search Filter

Level 3

rFN

Dept of Enviro...

Level 4
Wiew all 20 accounts...

You may filter a search by any of the following:

From: 12/03/2012
To: 01/01/2014

B E

Invoice Number:

Download Results: [ CSV Fomat | | Excel Fomat |

Previous | Next

35366293

Closing Date

1213172013

$186,860.04

Invoice Humber
Ending Balance

Displaying 1-15 of 15 Records Found. Results per page

Minimum Payment Actions
Last Payment Date
Payment Amount

$186,860.04 Retrieve Invoice
0142442014 Wiew Transaction Details
5125 445 47 Download to Quickbooks

&) Internet | Protected Mode: On 43
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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.


INVOICE/STATEMENT

- m"l“ulle INVOICE HUMBER: 1234567
Sample Invoice s
PAGE 10OF 1
ACCOUNT NUMBER CREDIT LM DAYE THIS PERICD EiLL CLO=ING DATE PAYMENT DUE DATE AMCUNT CUE
0436-00-123456-7 15,000.00 N MAR-31 APR-26-2003 320990
DATE ACTIVITY DESCRIFTION GHARBERDEETS FEFMENTICREDITE
MAR-12-2009 PAYMENT RECEIVED - THANK YOU 1.937.91-
MAR-31-2009 FUEL PURCHASES 2,930.70
MAR-31-2009 OTHER PURCHASES 27300
REMINDER
PLEASE BE SURE TO INCLUDE REMITTANCE STUB WITH PAYMENT. MAIL TO
THE ADDRESS SHOWN IN THE RIGHT PORTION OF THE REMITTANCE STUE ABOVE.
FURCHAZES, RETURNE AND PAYMENTE MADE JUST PRIOR TO BILLING DATE MAY MOT AFPEAR UNTIL THE NEXT INVOICE/STATEMENT.
CURRENT PFERIOD (OKE BILLING PERIDD PAST CUE TWO EILLING FERIODE PRETDUE | THREE= BILLING PERIODS RFAST DUE TOTALDUE
3,209.70 0.00 000 0.00 3.205.70
PREVIDUE BALANCE [ PAYMENTE i+} PURCHARER i+ DEBITS ] CREDITE (+} LATE FEE [SIMEWN EALAMCE
13373 1.337.31 3.200.70 0.00 0.00 000 3.200.70
FEDERALTAX ID: R123456783 The Lits Fes is determissd by | Whick b an EFFECTIVE ANWUAL | The Averige Dally Balasss Subject
mpplying & monthiy rate of RATE aof o Lite Foes for e pariod is
2.00% 24.00% 0.00

SEE REVERSE SIDE FOR IMPORTANT INFORMATION AND TERMS.
TO ENSURE PROPER CREDIT, TEAR AT PERFORATION AND INCLUDE BOTTOM PORTION WITH YOUR PAYMENT.

WRIGHT EXPRESS FLEET SERVICES

ACCOUNT NAME ABC Company
ACCOUNT NUMBER 0436-00-123456-T
INWQICE NUMEBER 1234567

BILL CLOSING DATE MAR-31-2009
AMOUNT DUE 3.209.70
AMOUNT ENCLOSED

PAYMENT DUE DATE

APRIL-26-2009

FATMENTS RECENED AFTER THiS DATE SUBJECT P LATE FEES.

Flest Services
F.O. Box 5727
Carol Stream, IL 60187-5727

Fax changs of addreza to 1-800-335-0803.
Maks check payabls to Flest Services.
Uzs Bncloasd snvalops or send fo:
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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

|88 '|@Add Online User |§Home x |_| ﬁ L

Welcome GWellman MWy Preferences | Help | Contact Us | Logout
1 :I t/'O [- ) ¥ | Help | | Log
L T LY ﬂ Ine

| Search: |- Selectcategory - [+ |- Select Filter - Go| Search Tips |

Account Explorer visw a1 Home

Enter Account £ or Account NMams

Go Important Information
Level 3 : |
Dept of Environmental r_.# The information below may require your attention.
Protection

Your account is enrolled in Real-Time Alerts. Establish your email preferences now.

My Accounts

' l Select an account to view detailed information.

Dept of Environmental Protection
Available Credit

Minimum Payment Due: §_ Credit Limit- §.
Payment Due Date: 01/24/2014 Current Balance: $ _E:-
\ivailahle Credit: § .

Retrieve Invoice | View Transaction Details | Make Payment |
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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

'|@Home |§Transaction Details for ... X |_| ﬁ > 7

Qg
“ E

1‘_/ j go [' . Welcome GWellman My Preferences | Help | Contact Us | Logout
‘ Search: |—Selectcategory— EI |--Se|ectFiIter-- | Go| seseh Ties ‘
Shortcuts Transaction Details for EP02 Dep Mines Reclamation
il | = Repors Ad Hoc Reporting - Transaction Details Results
. Reports Home
My = Ad Hoc Repaorts For qualified tax exempt customers, additional tax information is included in the download file.
> Transaction Details
. Transaction . .
" summary Filtered Criteria
=20 T Date Criteria Filter By Filter Value Sort By
EI iy Flexible Exceptions 01/01/2013 - 01/29/2014 Card Number 51124 Card Number Ascending
. Add Exception F
" Report
. View Exception
Reports Download Report
Bl Standard Reports . .
. View Standard O C8V @ Excel
" Reports
. Manage Delivery
Preferences
=] My Custom Reports
. Create New Report [ Back ] ’ Download ] l Cancel ]
L View My Reports
- View My Templates I Previous | Mext Displaying 1-25 of 76 Records Found. Results per page 25 :l@ _
II E Real-Time Alerts
;. View Real-Time Custom i
T Alerts Transaction | Transaction : Account Account Card Optional A a . Unitof | Unit Service | Other
Date Time PostDate | hher Name Number |Embossing }:}e"'c'e“q“e‘ v |Units |\ asure Cost | F - Cost
L
1 EPOZ Dep
1 08/0%/2013 14:14.00 02/08/2013 0496001772862 Mines EE1124 EP02 AB1228 15.892 GA $3.569 $56.72 $0.00 $0.00
Reclamation
EPO0Z Dep
2 08/07/2013 08:54:.00 08/09/2013 0496001772862 Mines 51124 EP02 AB1228 18.317 GA $3.508 $65.92 $0.00 $0.00
Reclamation
EP02 Dep
3 1125/2013  07:39:00 112712013 0496001772862 Mines FERR124 EPDZ AB1228 17433 GA $3.479 $60.65 $0.00 $0.00
Reclamation

m
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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

U @ Transaction Details for Dept of En

Vironmental Pr... ‘

!F.)lgsrfahlant Merchant Current |Adjusted |Previous |Distance Fuel Cost Per Vehicle In Service | Start
Code Site ID Odon eter | Odometer | Odometer | Driven Econc my | Distance Description Date Odometer
25271 g0 77308 77460 77096 364 2281 50140 2008 JEER 4 jornioaKs 20 12/31/9999 62389 Dol
9674 Liberty
25304- 2008 Jeep L
P 70332 79080 252 1661 50199 oo 1J8GN28KS 20 12/31/9999 59743  Dar
2530d- 2008 Jeep 1
o 79080 78765 35 1791 50184 J00 1J8GN28KS 20 12/31/9999 59743  Dol=
2011 Ford

25984 7562700 59847 59503 344 1535 §0218 200 1FTFWEF2I 2 12/31/9999 21191  Jac
40383 920188 97467 97305 162 2053  $0.164 2007J€€D 4 e gakay 21 12/31/9999 71444  Sm
1741 Liberty
S22 | a5 97837 97708 120 1942  $0.160 2007 Je8P 4 e saKa7 21 12/31/9999 71444  Sm
6336 Liberty
25303- 4904 98262 98194 97837 357 1935 50471 2007 EER 0 sekar 21 12/31/9999 71444  Sm
1307 Liberty
37122 2007 Jeep 1
s 97708 o7467 241 1874 s0.185 T 1J4GL4BK3T7 21 12/31/9999 71444  Sm
23304- no3772 98427 98262 165 1821  s0.1a1 2007J€eD  ua pkar 21 12/31/9999 71444  Jim
2803 Liberty

4 [ i | p

&) Internet | Protected Mode: On 45 v ®100% ~
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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?


lnvoice Summary

Ehdd Online User @Vimlnvoicesfor Dept.. X
Shortcuts View Invoices for Dept of Environmental Protection S Frin
. Dept of Enviro... Vi I .
‘. View Detail oLl m
L. Edit Account
=l Departments You can retrieve current and past invoices and the transaction details.
L View Deparments "
=l Drivers -
L VWiew Drivers . .
... Add Diriver Invoice Infermation
Available Credit
=] Cards Account Number: 0496001772367 e :
~ Miegw Cards Closing Date: 12/31/2013
El Auth Profiles Invoice Number: 35366293
L View Auth Profiles Current Balance: $__,__..__ Credit Limit: §
El Invoices Minimum Payment Due: $21.50 Available Credit: $
LView Invoices Payment Due Date: 01/24/2014
.. Make Payments
.. View Payments Retrieve Invoice | View Transaction Details | Wiew Invoice Summary | Download to Quickbooks
... View Bank Accounts
Account Explorer view sl Past Invoices
Enter Account # or Account Name
Go
——— - Search Filter
eve . i You may filter a search by any of the following:
Dept of Enviro... From' 12/03/2013 s
Level 4
: To: 01/01/2014 |
Wiew all 20 accounts...
Invoice Mumber:
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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

{m]m]
| Qg

— »»
- | /& Add Online User | (& View Invoice Summary ... X | | B
Welcome GWellman My Preferences | Help | Contact Us | Logout
WEXOnline
Jy=sionine
‘ Search: |- Select category - E - Select Filter -- Go | Search Tips ‘
Shortcuts View Invoice Summary for Dept of Environmental Protection S

... Dept of Enviro...
View Detall
... Edit Account

El Departments
.. View Departments

=l Drivers
i View Drivers

.. Add Driver

= Cards
i View Cards

= Auth Profiles
- View Auth Profiles

El lnvoices
- View Invoices
‘.. Make Payments
L View Payments
" View Bank Accounts

| Account Explorer view sl
Enter Account # or Account Name

Go

>
Level 3 4

Dept of Enviro__.

Level 4
View all 20 accounts.

View Invoice Summary

This is not an Invoice. Discounts, rebates. and adjustments are not included. Please consult your Invoice for balance and payment due. To view the
details for a given biling period, click on the billing period hyperlink to navigate to the Transaction Details Report.

Download Results: | CSV Format | | Excel Format

Period Number of Total Average High Low Total Fuel Total Fuel |Average Fuel |Average Total Non-
e Transactions Amount Amount Amount |Amount | Amount Units Unit Price Fuel Units Fuel Amount

01/02/2014 - )

1 Unbilled 1703 §89630.82 55264 $119.98 -50.58 50482223 2811669 $3.372 16.5295 -51.07
02/03/2014
12/03/2013 -

2 01/01/2014 Current 1681 §89130.93 $53.02 §$160.31  -350.00 $94350.04 2812839 $3.354 16.7630 -551.02
110212013 - ’
121022013 Previous 1865 §97707.61 $52.39 $12255 -50.56  $103367.39 3077945 $3.358 16.5126 -50.56

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


Resources

| & Resource Tools X | |

Welcome GWellman My Preferences | Help | Contact Uz | Logout

WEIOnline
[ | Home | Fleet Manager | Financials | Reports | Resource Tools |

Search: -Selectcategory— |v| |~ SelectFilter— - | Go | Search Tips
Shortcuts Resource Tools
El Resource Tools
. Resource Tools Home Resource Tools
.. Accepting Locations _ _ _ _
.. Fuel Price Mapping Accepting Locations HE  Fuel Price Mapping foesnewpage)
. WEX Index Top Metro ﬂﬂ Search for fuel and senvice sites where Use search criteria to create a map of fuel
" Report cards can be used. locations with PPG.
: Alternative Fuel
" Directary — : :
' Diesel Fuel Directory : WEXIndex Retail Price Index jooes new pzos) Alternative Fuel Directony jopms newpage)
& View monthly report of diesel and unleaded Search for merchants who offer biodiesel,
fuel averages for metropolitan areas. E85, CNG and other alternatve fuels.
#  Diesel Fuel Directory jspens newpsge)
ﬂ Search for merchants who offer diesel fuel.
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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?


WEIOnline

Tab “Help”

Search: - Selectcategory ~ |v| |~ SelectFilter - Go| Search Tips

Account Explorer view al Home

Enter Account # or Account Mame
Go

Level 3

r
i

Dept of Environmental
Protection

Important Information

,ﬁ.p The information below may require your attention.

Your account is enrolled in Real-Time Alerts. Establish your email preferences now.

My Accounts

' ' Select an account to view detailed information.

Dept of Environmental Protection
Available Credit

e

Retrieve Invoice | View Transaction Details | Make Payment |

Minimum Payment Due: $__, _ ___ Credit Limit: $:
Payment Due Date: 0272672014 Current Balance: $
Available Credit: $«

m
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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

Home Page:

Table of Contents

B =
BT o T =T ol S
ot 1L =T T oo S
VL T o o T S O
ACCEsS QUICK LINKS o e ettt et et e e e e e e e eaen e e e e eeeaeaaeaaensenarnrnnannnnen
L Lo = = 1 ol S

|Go to a specific page (Shift+ CtrI+N:|i
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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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