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WEXOnline Home Page (www.wexonline.com)– from here you can navigate to all the services available for example:

· Card Maintenance – Adds, Deletes, Changes

· Controls – Purchase Alerts
· Reporting – eVAR, Transactional and Exception Reporting
· Fleet Manager Toolkit
Vehicle Card Program – Add a Card
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Overnight Shipping Pop-up window
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Standard to Alternate Address Shipping Pop-up window
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Vehicle Card Program – Reissue a Vehicle Card
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Step 1: At the Home Page, roll over the Account Maintenance tab, then Card and click Add.

Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account. Click 

Select to continue.

Step 3: Search for a specific card by either entering the Vehicle Card Number or the Customer Vehicle ID Number 
(Unit/Commission Number).  When searching for a unit number using the Company Vehicle ID field, you must enter the exact asset number that was input into the system.    Note:  You can use a wild card character “%” when entering search criteria.  For example, entering 3% in the Vehicle Card Number field searches for any vehicle number that begins with a 3.  

Step 4: Click Search.  Note:  Leave both fields blank to display all the active Vehicle Cards on the specified 

account.

Step 5: Scroll down to view the listing.

Step 6:  At the Reason field, click the down arrow and then click one of the following:

· Lost

· Stolen

· Replacement

Step 7: If sending card via Standard Delivery, click on the Standard or Standard to an Alternative Address Radio
button. If sending card Overnight, click on the Overnight Radio Button.  Instructions for each shipping method are detailed on the previous page.
Step 8 : Click Submit.  A confirmation screen will display the newly terminated information.  Note:  The updated
 vehicle card can be accessed by query within 24 to 48 hours.

Vehicle Card Program – Terminate a Vehicle Card
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Step 1: At the Home Page, roll over the Account Maintenance tab, then Card and click Terminate.

Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate 
             account/division/location. Click Select to continue.

Step 3: Search for a specific card by either entering the Vehicle Card Number or the Customer Vehicle ID Number
(Unit/Commission Number).  When searching for a unit number using the Company Vehicle ID field, you must enter the exact asset number that was input into the system.    Note:  You can use a wild card character “%” when entering search criteria.  For example, entering 3% in the Vehicle Card Number field searches for any vehicle number that begins with a 3.  

Step 4: Click Search.  Note:  Leave both fields blank to display all the active Vehicle Cards on the specified
account.

Step 5:  At the Terminate (check) list, click the check box next to the vehicle card to be terminated. 

Step 6:  Click Submit.  Note: All changes are done in real time.  There is no batch processing for terminations.
Step 7: Click Okay when the “Are you sure that you want to terminate the vehicle card permanently” message is
displayed.  A confirmation screen will display the newly terminated information.  Note:  The updated vehicle card can be accessed by query within 24 to 48 hours.

Vehicle Card Program - Add a Driver ID Number
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Vehicle Card Program - Terminate a Driver ID Number
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Step 1: At the Home Page, roll over the Account Maintenance tab, then Card and click Terminate.

Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account. Click

Select to continue.

Step 3: Search for a specific driver last or first name and/or the corresponding Driver ID number.
Note: Wildcards are not permitted. 

Step 4: Click Search.  Note:  Leave both fields blank to display all the active drivers on the specified account.
Step 5:  At the Terminate (check) list, click the check box next to the Driver’s Name to be terminated. 

Step 6:  Click Submit.  Note: All changes are done in real time.  There is no batch processing for terminations.

Step 7: Click Okay when the “Are you sure that you want to terminate the driver ID permanently” message is

displayed.  A confirmation screen will display the newly terminated information.  Note:  The updated driver ID can be accessed by query within 24 to 48 hours.

Vehicle Card Program – Query of All Cards and Driver ID’s
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Step 1: At the Home Page, click on Account Profile. 

Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account. 

Step 3: Select the Asset Type (Card or Driver) and Status (Active, Terminated or All).
Step 4: If searching for a particular asset or driver ID, then use the additional criteria to pull it up.  If not, Click
Search.  Note:  Leave fields blank in “select query criteria” to display all the active Vehicle Cards or Driver

ID’s on the specified account.

Step 5:  A list will be displayed on the screen and can be downloaded into excel by clicking on the “Download

 Results” button.  This list can also be printed from the screen.  
Vehicle Card Program – Authorization Log Query
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Controls - Purchase Alerts 
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Vehicle Card Program – Electronic Vehicle Analysis Report – eVAR™
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Vehicle Card Program - Transaction Summary Report
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Vehicle Card Program – Transaction Details Report
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Step 1: At the Home Page, roll over the Reporting tab, Premium Reports and then click Transactional Details.

Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account or 


division/location in the department field. Click Select to continue.

Step 3: At the Site Types field, select all sites (fuel and service), Fuel Sites or Service Sites.
Step 4: Select the appropriate dates parameters for the query, Transaction Date vs Posting Date and the time

frame.  
Step 5: (Optional):  Select a specific Unit/Commission Number (Company Vehicle ID field), Driver ID number or 


Division/Location (Dept) if desired. Otherwise, leave blank to return all rows for the time period/date range
specified. 
Step 6: Click Search. The transactional records will display on the screen and can be downloaded into excel by

clicking on the “Download results” button.  All level three data associated with the transactional information will be displayed.
Vehicle Card Program - Exception Report
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Vehicle Card Program – Accepting Locations
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Step 1: At the Home Page, roll over the Tool Kit and click on Accepting Locations.

Step 2: Select the appropriate parameters for the search and site type (fueling sites, service sites or both).

Step 3: Click the Search button. 
Step 4: The results will display on the screen and can be printed or downloaded into excel for the parameters
specified. 

Vehicle Card Program – Daily Best Fuel Prices
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Step 1: At the Home Page, roll over the Tool Kit and click on Daily Best Fuel Prices.

Step 2: Select the appropriate parameters for the search.  You do not need to specify all parameters and can run
the query with selected items. 

Step 3: Click the Search button. 
Step 4: The results will display on the screen and can be printed or downloaded into excel for the parameters
specified. The results will display the site name, address, PPG, Product and Date of the Last Transaction.

NOTE:  All of the items displayed are based on all WEX customer transactions, not specifically just the State of IN transactions.
Vehicle Card Program - Fuel Price Mapping and Routing
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Step 1: At the Home Page, roll over the Tool Kit and click on Fuel Mapping and Routing.

Step 2: Specify a City, State and/or Zip code and a Fuel Type.  Click “Find Fuel Sites”.
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Step 3: The results will display on the screen and can be printed. The results will display the site name, address, PPG, Product and Date of the Last Transaction.

NOTE 1:  All of the items displayed are based on all WEX customer transactions, not specifically just the State of IN.
NOTE 2:  The transaction date and times are displayed “real time” for those locations marked with a “Star”, from locations which have adopted WEX’s proprietary 2.0 merchant specification. 

NOTE 3: Use the Satellite or Hybrid to “zoom in and out” of the map down to the street and/or merchant location.

Default alerts have been setup on accounts that can be adjusted as necessary.  Individual users can choose to be notified via email when select purchases meet the alert thresholds that they establish.   





Step 1: At the Home Page, roll over the Controls tab and click on Purchase Alerts.  


Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate 


account or division/location.  


Step 3: (Optional) At the Vehicle Card Number field, click the Hierarchy Explorer icon and 


select the appropriate card number. 


Note: Leave this field blank to set the alert for the entire account.  


Step 4: Click the Select button. You can choose to set Purchase Alerts for any of the following categories:


• Multiple Transactions per day 


• Out-of-State Transactions 


• Off-hours Transactions 


• Transactions on specific days of the week  


• Dollars per day


 									Continued on next page

















Unit/Commission Number








Select from the drop down list for the Division/Location
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Step 1: At the Home Page, roll over the Reporting tab then Premium Reports and click on Transaction Summary.  


Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account or department.  


Step 3: At the Site Types field, select one of the following: 


• All Categories 


• Fuel 


• Service  


Step 4: At the Query By field, click one of the following: 


• Transaction Date (the date the transaction occurred)


• Posted Date (the date the transaction posted to your account) 


Step 5: At the Date Range (Calendar) field, either: Click the down arrow to select and click the number of days 


you want to view at the Calendar Days radio button or select the date range for the transactions that 


you want to view.   Note: You can click the Calendar icon to open a calendar.  


Step 6: (Optional) At the Filters field, click the down arrow, and then select and click one of the filtering options:














Note: Filters are not required.  


Step 7: (Optional) At the blank field beside Filters, click the Hierarchy Explorer icon and select the specific data to query.  


Step 8: At the Summarize By field, click on one of the following: Hierarchy, Merchant State, Transaction Date, 


and Merchant State.  


Step 9: Click Search.


Note: Clicking the Reset button will clear all fields. 











Exception Report continued











Step 1: At the Home Page, roll over the Reporting tab and click on eVAR. 


Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account. 


Step 3: (Optional) At the Filters field, click the down arrow, and then select and click the following 


	filtering options: 


	• None


	• Vehicle Card Number


Step 4: (Optional) At the data entry field beside the Filters field, click the Hierarchy Explorer icon and 


	select the specific card number you want to query. 


Step 5: Click the Search button. 


Step 6: At the summary page, click on the account, division/location name, number or card number link 


	under the Level column. 


Step 7: Click on the radio button for the appropriate date range. 


Step 8: (Optional) At the Filters field, click the down arrow, and then select and click one of the following 


	filtering options: 


	• None 


	• Vehicle Card Number 


	• Customer Vehicle ID 


	• Driver ID 


	• Driver Last Name 


	• Manual Purchases 


Step 9: (Optional) At the data entry field beside the Filters field, click the Hierarchy Explorer icon and 


	select the specific option you want to query. 


Step 10: Click the Search button.


Note: The results can be downloaded to Excel, .txt or .csv files. 





• Dollars per transaction


• Gallons per transaction


• Fuel Type  


Step 5: Click the checkbox for Multiple Transactions per day.


• Enter the number of transactions in the text box provided.  


Step 6: Click the checkbox for Out-of-State Transactions.


• At "Notify me when a transaction occurs", click the down arrow and select inside or outside.


  At "these states:” click the state. 


Note: Hold down the control key to select multiple states.  


Step 7: Click the checkbox for Off-hours Transactions.


• At "Notify me when a transaction occurs", click the down arrow and select between or outside. 


  At "the hours of", click the down arrows and select the time of day range.  


Step 8: Click the checkbox for "Notify me when a transaction occurs", then click the down arrow and 


select 'on' or 'not on' these days of the week. Click the checkbox for one or more days of the week.  


Step 9: Click the Submit button.


A confirmation screen will display the new information. 


Step 10: You can select to be notified via email, when your purchases meet the alert thresholds you establish. 
































Step 1: If address is correct, click the “Overnight” button.





Step 2: If address is incorrect, click on the “Use New Address” button, and enter the appropriate information.





Step 3: Click the “Overnight” button.  Remember, a $12.50 fee per package applies for all overnights.








Step 1:. Enter the appropriate information for which the card should be shipped to. 





Step 2: Click the “Standard to Alternate Address” button.  








Step 1: At the Home Page, roll over the Account Maintenance tab then Driver and click on Add.  





Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account or division/location. 





Step 3: Click the Hierarchy Explorer icon next to the department field and select the appropriate department (if applicable).  





Step 4: Enter the Last, First and MI of the driver.





Step 5: Enter in the corresponding driver ID for that driver (last 6 digits of the employee badge number). 





Step 6: Click Submit. A confirmation screen will display the new information.





Note: The new driver information can be accessed by query within 24 to 48 hours (Account Profile). You can add up to 20 IDs at a time.  This information is added in real time. 


Note: Clicking the Reset button will clear all fields. 











Last 6 digits of the employee badge number.

















Controls  Purchase Alerts
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Reporting  Premium Reports  Transaction Summary





The choices for allowable fuel �types are:


 Regular Unleaded including �  Alcohol Blends 


 Diesel Only


 Diesel and Regular Unleaded �  including Alcohol Blends





Step 1: At the Home Page, roll over the Account Maintenance tab, then Card and click Add.





Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate account/dept (agency (account) or division/location (dept). Click Select to continue.





Step 3: At the Vehicle Card Number field, click Auto-Generate check box for a system-generated 


Wright Express vehicle card number.





Step 4: Enter the appropriate information as follows in the available fields:


Department = select from the drop down box (division or location)


Customer Vehicle ID = Unit/Commission Number (ie 123456)


License Plate, State and Vehicle Description are optional 





Step 5: Select shipping method – Standard (5-8 business days, cards will go to Agency Address on File), 


Standard to Alternative Address (5-8 business days, cards will go to address specified), or Overnight (by 3:30PM EST – there is a $12.50 fee per package).  





Step 6: Click Submit. A confirmation screen will display the new information.





Note: Up to 20 cards may be added at one time.  The new cards can be accessed by query (Account Profile) within 24 to 48 hours.  �Note: Clicking the Reset button will clear all fields.  











You can choose to be notified via email when a purchase exceeds one of these limits �you set.


























How to get here 








Step 1: At the Home Page, roll over the Reporting tab and click on Authorization Activity.  


Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate 


account or division/location.  


Step 3: Select the appropriate site type and date range. 


Step 4: (Optional) At the Optional Filters field, click the drop down box and select the appropriate filter 


	desired.


Note: Leave this field blank to see authorization activity for the entire account (agency) or dept 


(division/location).  


Step 5: Click the Search button.  Detail can be downloaded into excel by clicking the “download results” 


	button. 








Transactions will display approvals and declines for drivers who have used the card within the specified time parameters.  Some transactions could be listed as "Reserved for Proprietary". These indicate pre-authorization values and do not reflect the final purchase amount. For instance, pay-at-the-pump transactions are preauthorized prior to the final sale price.  Final purchase amounts can be reviewed within the eVAR and/or the transaction detail queries under the reporting menu. 


 									








Purchase Alerts Continued





Step 7: (Optional) At the blank field beside Filters, click the Hierarchy Explorer icon and select the specific 


	data to query. 


Step 8: At the Exception Type field, click the down arrow, and then select and click one of the following: 


	• Purchase Amount 


	• Non-fuel Purchases at Fuel Stations 


	• Fuel Quantity 


	• High-Octane Fuel (> 87 octane) 


	• Weekend Fuel Purchases 


	• Multiple Daily Fuel Purchase 


	• Diesel Fuel Purchase 


	• After Office Hours 


	• Price Per Unit 


	• Address 


	• Zip Code 


Step 9: At the Exception Threshold/Value field, if required, enter the threshold/value amount for the 


	exception type. 


Step 10: Click Search. 


Note: Clicking the Reset button will clear all fields.




















How to get here 











WEXOnline


Fuel Card Program 


Manual














Step 1: At the Home Page, roll over the Reporting tab then Premium Reports and click on Exceptions. 


Step 2: At the Fleet Account field, click the Hierarchy Explorer icon and select the appropriate agency 


	(account) or division/location (department). 


Step 3: At the Site Types field, select one of the following: 


• All Categories


• Fuel


• Service


Step 4: At the Query By field, click one of the following: 


	• Transaction Date (the date the transaction occurred)


	• Posted Date (the date the transaction posted to your account) 


Step 5: At the Date Range (Calendar) field, either: Click the down arrow to select and click the number of 


	days you want to view at the Calendar Days radio button or select the date range for the 


	transactions that you want to view. Note: You can click the Calendar icon to open a calendar. 


Step 6: (Optional) At the Hierarchy, click the Hierarchy Explorer icon and select the appropriate account


agency (account) or division/location (department). (Optional) At the Filters field, click the down arrow, and then select and click one of the following filtering options: 


	• None 


	• Vehicle Card Number 


	• Customer Vehicle ID 


	• Driver ID 


	• Driver Last Name 


	• Manual Purchases 


Note: Filters are not required 							Continued on next page














State of IN - Vehicle Fuel Card Program, July 2007


_1045917841.doc
[image: image1.png]A WEXOnline - Microsoft Internet Explorer =181

Fle Edt Vew Favortes Tods el
GBack v = - @ [0 4| Quearch [Favertes Piieda (B |- S 2

Address [ ] htpss/fwmy.wexonline.comflestplotjmainfhomepage.cim? CFID=51 7626 CFTOKEN=59581707 =] @so |unis 7

telp| Contact us| Log Out

EEEESl WEXOniine, one of the industry's leading intemet-based
NI - count: management applications, provides a suite of

sophisticated and integrated tools that can help you manage
Kkl our fleet with maximum efficiency and profitability. The site is
quick, efficient and easy to use including online Help specific
to the function you are using. With just a few easy clicks, track
[ <oty oo purchases, add or delete drivers and even choose your own
criteria to run queries on transactions, drivers and vehicles

Products And Services

Driver Page
The all new Driver Page gives your drivers access to valuable
information built to keep them on the road and save your
company money. When your drivers log on, they see news,
specials, and easy-to-use route & fuel price mapping tools,
Your fleet account data remains secure - drivers can only
access their own page. Encourage your drivers to register for
this free service at www wrichtexpress.com

Eiooe 1S [@ et
Sstort||| 1 & | sa0ma... | e LUBEROS sOaE amm

[








