WEX Custom Reports

The Custom Reports feature in WEX allows you to use system templates to build custom reports in 6
easy to follow steps. The system templates available to create custom reports are the following:

Account Profile — This template allows you to generate reports that provide an overview of all
the accounts within your hierarchy. The report will provide details regarding the account(s)’s
contacts details like primary, billing, and shipping names, addresses, and telephone numbers
that are listed in WEX.

Authorization Activity — This template helps you to build a custom report with a direct view of
authorization activity, including transaction declines. In this packet, there is a report on how to
create a declined authorization report that will show you what the driver entered at the pump
and the decline code meaning.

Card Profile — This template allows you to generate reports that they can monitor and review
card data based on a comprehensive view of the card(s)’s attributes or just a few specific card
details. One useful report is card renewal dates so you can track when cards are due to be
replaced. Another report could be the most recent odometer reading based on the driver’s last
refueling.

Driver Profile — This template allows you to build a report on your agency’s drivers across
multiple accounts or on a single account based on the information entered when the driver’s
prompt pin number was created. Reports based on this template allow you to monitor and
review your agency’s driver data.

Transaction Management — This template allows you to build a transactional-level report, where
you can analyze usage at certain merchants, within certain timeframes, exceeding specified
dollar amounts, or within selected accounts.

Once you have created and saved a report, it will be stored in your templates. These templates can be
reviewed in the View My Templates section. From here, you can run your report(s).

A new feature to WEX in the Custom Reports section is View My Temporary Downloads. If a report is
taking a more than a few moments for WEX to compile, WEX will display a message stating that they will
let you know when your report is ready. When the report is ready, it will be in the View My Temporary
Downloads section and is stored for 72 hours.

View My Temporary Downloads

View Downloads

* Below is a listing of your available downloads. Each download will be available for 72 hours. You may

I Card Renewal 06/21/2016 14:17:16 06/21/2016 14:18:51 Complete Download

delete a download from this view at any time.

Delete
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How to Share Custom Template Reports

With WEYX, it is possible to share Custom Template Reports with other approved users within your
agency/agencies who also have access to create custom template reports.

For the sender of the shared report

Step 1 — Go to View My Templates under the Custom Reports section

Step 2 — Find the report template that you would like to share. Go out to the Actions Column and click
on Share.

| Create New Report |

Download Results: | csv Format || Excsl Format |

Previous | Next Displaying 1-24 of 24 Records Found. Results per page 25 ¥ |

System Template

Shared | Owner

Last Update Date
2015-06-08 WEX Universe Card Profile Report Run Mow
onD 410nl Private | ELIZABETH Edit
n Demand | Online BUSH Share
06/08/2015 Delete
AcctProfile Account Profile Report Run Mow
AcctProfil Private | ELIZABETH Edit
o D o BUSH Share
R 1/17/2015 Delete
ADY4 driver pin clean up Driver Profile Report Run MNow
onD 410ni Private | ELIZABETH Edit
n Demand | Online BUSH Share
06/092016 Delete
Authorization Activity Authorization Activity Run Mow
authorization declined , Report ci

On Demand | Online Private | ELIZABETH ﬁm
BUSH ¥
04/22/2016

Step 3 — When the next page comes up, it will display the report name and any description that you
used when you saved the template originally. Here you will select the account of the agency that you
wish to share, then scroll to the bottom of the page and click on Next.

Step 4 - When you click on Next, this will share the report template with everyone having access to
create custom reports in the account that you selected (or hierarchy if you have more than one account
and wanted to share with all your accounts).
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Share Report Template Confirmation S P
Share Report Template

hierarchy level(s)/account(s) shown below will be provided with a copy of this template which they need to

You have successfully shared the report template. All users having access to create custom reports in the
h clone in order to generate report output.

Sharing Information
Report Name: Authorization Activity
Description: authorization declined
Hierarchy Level(s)Account(s): Level 3: AD94 Fleet... -

[ Back to View My Templates ] | Back to Reports

For the receiver of a shared report
Step 1 — Go to View My Templates under the Custom Reports section.

Step 2 — Look through the Report Names and/or Actions for either the name of the report sent to you or
look for “Clone” in the Actions column. Click on “Clone”.

Authorization Activity Authorization Activity
authorization declined Shared | Report
10/06/2014

This will open the report in an editable version of the report where you can change any of the criteria, or
just hit “Next” through the first 4 WEX screens. On screen 5, you must name the report. On screen 6,
you will save the report.

Clone Authorization Activity Report

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.
| Next || Cancel |
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Once saved, the template will appear in your report templates.

Authorization Activity Authorization Activity Run Mow

thorization declined Report Edit

T onleaHon £eE e Private | ELIZABETH Share

On Demand | Online BUSH Delete
04/22/2016

Authorization Activity Authorization Activity Clone
authorization declined Shared | Report
10/06/2014
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