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Fuel Card Program Overview

e Mansfield Oil Company will issue the Voyager card for the State Fuel Card Program. It provides the

flexibility to fuel your vehicles at 90% of the retail stations nationwide. Contract prices under this
program allow your cardholders to purchase tax exempt motor fuels at participating retail stations.
The card will give your organization the ability to purchase all brands of fuel products. The Mansfield
Oil/Voyager card is a powerful and dependable fleet card with extensive management features that
increases accountability and security, providing you a method to eliminate theft and fraud.

Access to numerous online tools will be available through the Mansfield Oil website. This
presentation will assist you in navigating the Mansfield website and managing your account online.
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About the Voyager Fuel Card

The Voyager fuel card consists of a 9 digit account number, the card number and a check digit.

Below is an example of a card and how the numbers are laid out on the card.

The back of the card has a toll free number to call for assistance. The number is 1-800-987-6591. Please
be aware that this telephone number goes to Voyager Fleet Services and does not go to Mansfield Oil.
You are welcome to request the Voyager representative to transfer you to Mansfield Customer Service.

Account Number Card # Check Digit

12345 6789|12345]X]
VOYAGER -
AGENCY OR JURISDICTION NAM %

VEHICLE 123456 -

VEHICLE DESCRIPTION

Expiration Date
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Contacts

1-866-275-7338

Mansfield Government Services Customer Representatives — 866-275-7338

Linda Franklin, Ext. 2275
Jessica Patrick, Ext. 2071

Freida McClendon, Ext. 2266

Bill Hammond, Government Services Supervisor, Ext. 2082

Lost, Stolen or Damaged Cards

During normal business, please report on the Fuel Net website.

After business hours please contact Voyager at 800-987-6591

For Assistance while at the pump, contact Mansfield at 866-275-7338

Questions regarding the DGS OFMS Fuel Card Program contact Patricia Roach at 804-367-6935
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Exception Codes

M (Mileage) — Odometer

D — Duplicate Transaction

O — Other than fuel

A — After Hours (7pm to 5am)
X — Exceeds tank capacity

H — High grade fuel (anything above Unleaded)
P — Product Type

V — Aviation Fuel

W — Weekend

R — Propane

2-9 — Multiple Fuelings

S — Special —Over $15 carwash
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Welcome to Fuel Net!

Fuel Net is Mansfield Oil Company’s information portal for customers regarding card information,
transaction reports and invoices.

To begin, go to www.mansfieldoil.com.

At the top center of the webpage enter your username and password. After you enter your password
please select “FuelNet” from the drop down box. After you have selected “FuelNet” from the drop down
box you may click “Login”.

If you receive an error message and have verified what you have entered was correct, please send an
email to fuelcard@mansfieldoil.com or call 866-275-7338 for assistance. Always include your agency
name, account number, your name, your email address and your call back number.

File Edit View Favorites Tools Help x @jConvert v [ Select
% Find: | Previous Next | (7] Options ~ |

| /| Mansfield [ [ [niaco IO
or. ea ¥ FN 3600

Home About ‘ Fuel Systems | Fuel Supply I Your Industry I DEF [ DeliveryONE

Fuels. Simplified.

T
Nat Gas Careers

Retail

"We provide branded and unbranded fuel supply and services in addition to
helping you get the benefits of price discounts just like the big chains get
through our Preferred Vendor Program.”

More Information

Commercial and Industrial " Retail Government " Fuel Systems and Services

Video Highlight Fuel Supply & Management Services

Fuel Supply & Fuel
Management Services
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http://www.mansfieldoil.com/
mailto:fuelcard@mansfieldoil.com

The Home Screen

Once you login you will be directed to the Home Page. From the Home Page, depending on your level of
access, you can access Reports under the Tools section and Vehicles and Invoices through the

Applications Tab.

ansfieldfuels.com/defau

File Edit View Favorites Tools Help

[3) All site Content

FUELSNews Daily Newsletter ‘

m

Oil prices started the week in negative teritory.
while refined products are mixed. Over the
weekend the West and Iran announced interim
deal, which will begin to take effect on January
20" The deal is a preliminary six-month
agreement under which Iran will begin to restrict
its nuclear activities in exchange for reductions on
existing sanctions (with Iran receiving about $550
million dollars as early as February 1%). Libya is
making headlines again as the North Sea Buzzard
field is ramping up to full production after some
issues last week. As Libyan and Iranian oil ramp
& % 2 5 S

are lifted of course) the question remains whether
there will be significant surplus in OPEC
production. | personally have a hard time seeing

X Find: | | Previous Next |
steactons~ a2
)
Fuelner
Home  Applications - Search this site...
Tool |_Flect Management ___» | Reports ;
Welcom Invoices » Daily Nymex
Account settings
Drivers »
Reports, Vehicles » (I
My Account » oISnEws:COm
Libraries Web Account Admin > [COMMODITY [LAST [CHANGE
i CRUDE §9191 |81
INO.2 DSL 29487 |+.0080
- GASOLINE _[$26863 _ |-0128
- INAT. GAS 40222 |+169
FuelNet Announcements
lcBoT
Report Issues ETHANOL $1.963
uPDATED (13314
Quick Links

an I
u ervice
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ATG and Fuel
Controllor System

i

Site Actions * Browse

&
Fuelyer

Home Applications *

FuelNet Announcements

Report Issues
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Reports

To access reports, click on Reports below the Home button that is highlighted in orange.

Browse

Yy
Fuelyer

Home Applications ~

Tools
Account setfings

Reports

You will be redirected to the “Reports Portal”.

Place your mouse on top of “Transaction Reports”. A list of available reports will populate in a drop
down box. You can place your cursor over each report for a description of information provided.

To select the report you want to run, simply click the report name. The selection will turn green in color
and may take a few seconds or more to redirect you to the data entry page. You will only need to click it
once.

[ nttp://www.mansfieldfuels.com/_layouts/FuelNet.SharePoint.Components/ReportsPorta O ~ & X ' = home J | Report... * | & Logout. | (& WEXOnline| &7 Portal Lo... avister.o...l J Ak

File Edit View Favorites Tools Help x @jConvert v [ Select
% Find: | | Previous Next |[7] Options ~ |

Site Actions ~

Home  Applications ~ Search this site...

— —
Operations L Transaction ReportsJ Fuel Systems and Services Other Reports Welcome VA DGS!  Sign out

Daily Summary By Location S

Widgets Detail By Agency o
Refresh Detail By Sub-Agency o

Exceptions By Agency 'y

Standard RawData For Export

Sub-Agency Usage by Product

Summary By Agency

Summary By Agency and Product

Summary By Sub-Agency

Summary By Vehicle

Summary By Vehicle (Daily)

Vehicle Listing

Vehicle Listing Custom

Vehicle Summary By Fuel Type
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Each report will have sections to specify the information you need including the date frame, site
(backyard sites), Start and End dates, and Date Criteria. If you are pulling reports as backup for an
invoice always select “Post Dates Billed” for the date criteria. Also, you will generally select “All” for the
“Choose a Site” field. Below is a standard example of how to retrieve transaction details. When you have
entered your information click “View Report”.

-] http://www.mansfieldfuels.com/_layouts/FuelNet. SharePoint.Components/ReportsPorta © ~ & X ” 2 home B g . | B bavister.o...l J i

File Edit View Favorites Tools Help x %Canven v ﬂjSzlm
% Find: | Previous Next | (7] Options ~ |

Site Actions ~

Home  Applications ~ Search this site...

Operations. Transaction Reports Fuel Systems and Services Other Reports Welcome VA DGS!  Sign out

Detail By Agency
View fuel and non-fuel transactions by agency and vehicle, with driver, location, product, date, quantity, and costs. Odometer, MPG, and applicable exceptions are included. Run the report by date range, and filter by company, site, and/or vehicle
1D as needed.

Choose a Company | E RS [x]  Chooseasite _ALL (| view Report
Start Date 1/1/2014 = End Date 1/13/2014

Date Criteria Post Dates - Billed [] Filter By Vehicle ID

——

The screen will show a rotating green circle with the word “Loading”. The report will populate on the
screen as shown below. To save or print your report click on the blue save icon indicated below. You can
choose the format you want to export the report. ***If the report does not populate on your screen you
may be experiencing compatibility issues. Please see the Compatibility Issues section to change your

settings.

Operations Transaction Reports Fuel Systems and Services Other Reports Welcome VA DGS!  Sign out

Detail By Agenc

View fuel and non-fuel transacti agency and vehicle, with driver, location, product, date, quantity, and costs. Odometer, MPG, and applicable exceptions are included. Run the report by date range, and filter by company, site, and/ar vehicle
1D as needed.
Choose a Company | 14797-14797 : DGS OFFICE OF FLEET MGMT [~] Choose a Site _ALL [=]
Start Date 1/1/2014 i End Date 1/13/2014 =
Date Criteria Post Dates - Billed [=] Filter By Vehicle ID

4 4 1 of 228 p Pl @ 100% [=] Find | Next

Document Map

- I. Mansfield | —cvom==aS
Fuels. Simplified, Fug ~ wma e oA

Excel

I
I

COMMONWEALTH OF VA TIFF file
Word

Report s restricted t0 DGS OFFICE|

Vehicle ID & Card# | Driver  Sourl

| Account No. 14797 * Account Code 14797

Customer ID 14797 * DGS OFFICE OF FLEET MGMT

E1000062: 2000 GMC SAFARI

1719 VYGR TEXACO CHARLOTTESVIL 111894 94001 UNLEADED 12312013 0912 157 337.04
1719 VYGR  TEXACO CHARLOTTESVIL. 112141  10.0001 UNLEADED 1192014 1024 1469 $47.01
Total for Vehicle ID: 000062 26.26 $84.05

E1000089: 2000 GMC SAFARI
1248 VDOT ~ CHESTER AHQ GHESTER. 104.557 01 Unleaded 1062014 0926 2250 363.23

E1000091: 2000 GMC SAFARI
1249 VDOT  WILLIAMSBURG SHOP 105516 01 Unleaded 1712014 1457 15.90 344,68

EI000096: 2000 GMC SAFARI
8460 VYGR  Shell- Equiva FAIRFAX, VA 84605  0.0001 UNLEADED 17272014 1146 17.45 559.18

EI000107: 00 GMC SAFARI
1272 VYGR  SUN MEWPORT MEWS.VA 781090 00001 UNLEADED 12302013 1152 2079 368.60

javascriptivaid(0) L2
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When you export the report, a temporary second window will appear for a short time. This is normal
and expected.

File Edit View Favorites Tools Help x @ Convert v [ Select

% Find: | | Previous Next Options ~ |

A box will appear on your screen, normally on the bottom, asking if you want to open or save the report.
Click OPEN.

2% - . W I W . (&1
& ] htps/fwwimansfieldfuels.com/_layouts/FuclNet SharePoint, Compenents/RepartsPorta © ~ € X || i | [7] Report... * [[Zitogolt Bl =Risaniss - poainil = tuiie: o | lE 90" -]
File Edit View Favorites Tools Help % @gConvert v [B) Select
x Find:‘ | Previous Next ‘@ Options = ‘

Site Actions ~ il

Home  Applications~ Search this site... » Q

Operations Transaction Reports Fuel Systems and Services Other Reports Welcome VA DGS!  Sign out

Detail By Agency

View fuel and non-fuel transactions by agency and vehicle, with driver, location, product, date, quantity, and costs. Odometer, MPG, and applicable exceptions are included. Run the report by date range, and filter by company, site, and/or vehicle

1D as needed.
Choose a Company | 14797-14797 : DGS OFFICE OF FLEET MGMT [=] Choose a Site _ALL T
Start Date 1/1/2014 i End Date 1/13/2014
Date Criteria Post Dates - Billed [+ ] Filter By Vehicle ID
——
4 4 1 of 228 b Pl @ 100% [=] Find | Next [l ~ &
Document Map s

B Mansfield

Fuels. S\mp“f\Ed Fuel Report - Detail [by Agency]

By. Posled Transaction Dates 1/1/2014 fo 1/13/2014

m
m

COMMONWEALTH OF VA

Report is restricted to DGS OFFICE

Card # Driver Source  Location

VehicleID =

n

Account No. 14797 * Account Code 14797

Customer ID 14797 * DGS OFFICE OF FLEET MGMT
E1000062: 2000 GMC SAFARI
1719 VYGR TEXACO CHARLOTTESVIL. 111994 9.4001 UNLEADED 123172013 0912 1157 537.04

1719 VYGR  TEXACO CHARLOTTESVIL. 112141 10.0001

1/9/2014 1024 14.69 347.01
al for Vehicle ID: 000062 26.26 $84.05

[E1000089: 2000 GMC SAFARI

1248 VDOT CHESTER AHQ CHESTER. 104.557 1/8/2014 0926 2250 $63.23

EI000031: 2000 GMC SAFARI

1248 VDOT  WILLIAMSBURG SHOP 105,516 1712014 1457 15.90 544.68

E1000096: 2000 GMC SAFARI
8460 VYGR  Shell- Equiva FAIRFAX. VA 84606 0.000 1/2/2014 1146 17.46 559.18

Cancel $60.60

Do you want to open or save SSRS_CardDataDGS_D1.pdf from reportportal.mansfieldfuels.com? Open Save
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The report will open up in the format you specified. You can now choose to save this report to your
computer or print it by going to the file menu at the top left side of the screen.

SSRS_CardDataDGS D1

Edit View Document Comments Forms Tools Advanced Window Help

S Ciiel ,H Secure ¥ / Sign = Forms = E Multimedia = /_? Comment =

Organizer 3

| @ | & @
Create PDF Portfolio k7 & (88 5%

[ Modify PDF Portfolio L3
21 Create PDE 4
& camsin * field
h —
L] Collaborate * Jmplified. Fuel Report - Detail oy Agency]
| By: Posted Transaction Dates 1/1/2014 to 11132014
Save T+
= Reportis restricted fo D5S OFFICE OF FLEET MGMT
Save As... D surcs  Loeatio a0 PG Proud pate a a Ong Cos oe £
f Save as Certifie Code 14757 =
|| &1 Bxport y PSRN
WYGR TENACO CHARLOTTESVIL 1118%¢  S4011UNLEADED 12312013 081z ns SITM 5312
|| Attachto Email. WYGR  TEXACO CHARLOTTESVIL 112441  10.0001 UNLEADED 192018 1024 1468 4701 4168
- Total for Vehide ID: 000052 2626 $84.05 $74.78
Revert
Close Ctrl+W WDOT  CHESTER AHQ CHESTER, 104,557 [ Unigagea 162014 0X6 ns Far) 35418
Properties... Ctrl+D
VDOT  WILLIAMSBURG SHOP 516 1 Unigasea 172014 1457 1580 34458 54535
Print Setup, +Ctrl+P
=i Print. Ctrl+P
WYGR  Shel-Egquiva FAIRFAX, VA 54606 0.0001 UNLEADED 122014 146 TaE 355,18 35182
¥ History 4
1 C\Users\..\55R5_CardDataDG5_D1.pdf VYGR  SUN NEWFORT NEWS, VA 781,050 0.0001 UNLEADED 12302013 1152 78 36860 36183
2 C\Users\jpatrickl...\How to - Invoices.pdf
3 C\Users\..\How to - Vehicle REiSSUE-Pdf VYGR Concord EFS BASYE,VA  07.005 333001 UNLEADED 152014 1547 ast 530,44 $2657 w
4 C:\Users\...\Virginia - VEHICLE REISSUE pdf B L
5 C\Users\..\Virginia - Vehicle History.pdf
Exit Ctrl+Q
Excepuon Coges: 2.9 - MuItpie Fusings. H = High Grade W-WESKEND A = O HOWS (Mot Betwaen Sam - 7pm)
D= Dupicate W= Aviaton R - Propans £ - Emesgency PIN used (MOC Assigned)
Tussday, Jarary 14, 2014 1ot33
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Compatibility Issues

Recently many users have upgraded to Internet Explorer 11. This upgrade has caused compatibility

issues with running reports on the Mansfield Oil Website. To ensure you are able to view and run

reports you will need to put your browser in “Compatibility Mode” to run your transaction reports.

1. With Internet Explorer 11 open and the report portal page displayed, select the settings “Gear” at

the top of the screen and then select the Compatibility View Settings menu item.

foorn manstieldfues.com’ oo O« &

x Google

P2~ B ~ 0 s v Pagev Suletyv Tock~ g~ [

.

Add Widget |

L) Reports Portal

Compatibilty View settings

Print
File
Zoom (100%) »
Safety
Add site to Apps
View downloads Ctrle)
Manage add-ons

F12 Developer Tools

Go to pinned sites

Internet cptions
About Internet Explorer

2. After the Compatibility View Settings box opens, select the “Add” button to add Mansfieldfuels.com

to the list.

l/_\/lil Change Compatibility View Settings

A

Add this website:

«@nanshieldfuels.com >

Websites you've added to Compatibility View:

3. Click Close

4. Close and then reopen the web browser and the reports should work as you expect.

5. After the servers are upgraded, Internet Explorer will ignore this setting so no further action will be

necessary.
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Adding Vehicles
Vehicles are tied to fleet fuel cards rather than drivers. When you add a vehicle to your fleet, you will
need to request a new fleet fuel card for it.

From the Home Page on Fuel Net, Go to Applications > Fleet Management > Vehicles > Vehicle Add

| http://www.mansfieldfuels.com/default.aspx

File Edit View Favorites Tools Help x @ Convert v [ Select
% Find: | | Previous Next |[7] Options ~ |
DGS +
Site Actions ~  §f GRS  Page
o ]
Y
Fuelner
Home  Applications ~ Search this site... Pl (7]
i i § S
Tools |- Fie=t Management 71 TP 1 Reports 4 :
Welcom| Invoices » Daily Nymex
Account settings m Drivers 5
Kepos= B Vehicles > | Vehicle Add et
My Account » | Vehicle Change UGS NCHSICI.
Libraries Web Account Admin » | Vehicle Delete COMMODITY |LAST (CHANGE
S Vehicle History CRUDE §91.91 81
Vehicle Reissue NO.2 DSL $2.9487 +.0080
Usts Cancel Requests GASOLINE 1$2.6563 -.0128

INAT. GAS 1$4.0222 +.169

Approve Vehicle

FuelNet Announcements Vehicle List | n CBOT
Report Issues Vehicle List (SSRS) ey = y [[ETHANOL

|UPDATED

$1.963

01/13/14-
10:38am

Quick Links

You should be at Step 1: Agency

On this screen please select your agency from the drop down box. Please enter the DEPT and Sub-Dept
if applicable. Click “Next” when you have entered your information correctly.

[& W =

. )
| @home | (7] vehic..

7| http://www.mansfieldfuels.com/_layouts/FuelNet SharePoint. Components/PageViewer: © + & X ' #f ok
File Edit View Favorites Tools Help x @ Convert v [ Select
% Find: | | Previous Next |[7] Options ~ |
DGS ~

Site Actions ~

o
Fuelner

Home  Applications ~ Search this site... » (2]
Tools Step 1: Agency
Account settings Please enter the information below and press the Select button.
Reports
P Select Agency: | 14787 DGS OFFICE OF FLEET MGMT E]

DEPT:
Libraries Sub-Dept:
FuelNet Help Card Type: |Voysger[¥]

=

Lists
FuelNet Announcements | TO submit vehicle requests in bulk, click here for instructions and samples
Report Issues
Quick Links

|2 All Site Content
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Step 2: Enter Vehicles for Your Agency

You may enter up to 25 vehicles at a time.

For Vehicle ID it must be 6 digits only. You cannot enter letters or special characters.
For License, enter the license plate information

For VIN, enter the 17 character VIN on the vehicle

For Description, enter the Year, Make and Model (17 character limit including spaces)
For Tank Capacity, enter the amount of gallons the fuel tank holds

For Product Restriction, select Unlimited or Fuel Only. Unlimited allows for the purchase of services.

Click Next at the bottom of the screen.

hittp:/Awmaa man:flaldfuelscom _layouts/FuelNet SharePoint. Compenents/PageViewer.: © + OX e Vehicl.. % E '_ l! E ! #r Kk I

File Edit View Favorites Tools Help % @Convert - PR Select
X Find: | Previous Newt |[7] Options ~ |
Site Actions ~ i
&
Fuelner
Home  Applications = Search this site... Pl (7]
Tools
ST S To submit vehicle requ§sls in bulk, click here for instructions and samples
Step 2: Enter Vehicles for 14797 DGS OFFICE OF FLEET MGMT
Reports
Please enter in the vehicle information here and press the Creafe button.
NOTE: You do not have to use all of the rows provided, just the ones you need
Libraries
Vehicle ID License Description Tank Capaci Fmducl
987654 XYZ123 1TEST2ZVEHICLE1234 2014 TEST VEHICLE. Unlimited
Lists Unlimited E|
Fuellet Announcements Unlimited =
Report Issues Unimiied =
Urnlimited [=]
Quick Links Unlimited [=]
Unlimited [=]
Unlimited [=]
|2 Al site Content - =
Unlimited [=] =
Unlimited =]
Unlimited [=]
Unlimited =]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited [=]
Unlimited =]
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Step 3: Completed!

(5l “I
http://www.mansfieldfuels.com/_layouts/FuelNet.SharePoint.Components/PageViewer: 0 = & X || 24 Vehicl... * W E '_l, E E ' i) * 'u

File Edit View Favorites Tools Help % @ Convert v [ Select
X Find: | | Previous Next |[7] Options ~ |

DGS -

o
)
Fuelner

Home  Applications~

Search this site... Pl (7]
Tools
T RS To submit vehicle requests in bulk, click here for instructions and samples
9 Step 3: Completed!

Reports

Your entries have been submitted for approval. You should receive an email message when your request has been approved and processed.

S 5 Product

Libraries License Description Tank Capacity Res
FuelNet Help 987654 ®¥Z123 1TEST2VEHICLE 1234 2014 TEST VEHICLE 20 Uniimited

Ta create mors vehicle cards, Click Here
Lists
FuelNet Announcements
Report Issues
Quick Links

|2 Al site Content
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Modifying Vehicle Information
Occasionally vehicle information and License information will change (i.e. transferring of a license plate
to another vehicle). To modify vehicle information go to Applications > Fleet Management > Vehicles >

Vehicle History

= - =
Q] hitp://wwmansfieldfuels.com/default aspx Jh. x [(Eacl o wadhl - ieal s avis. il s | R S <
File Edit View Favorites Tools Help X @;Convert v [ Select
Site Actions ~ Browse
()
Y
Fuelner
Home  Applications » Search this site... » (7]
Too;; | Fieet Management YIS Repais % 9 i
Welcom| Invoices » Daily Nymex
Account settings i y
Reports ‘ Vehidics o e  [commoDITY| LAST |CHANGE
R My Account » | vehicle Change P - CRUDE $93.48 +.68
Libraries Web Account Admin » NO.2 DSL $2.9285 0048
INet Hel
fieiietHielp GASOLINE $2.6188 -0153
. NAT. GAS $4.324 +050
et Approve Vehicle ¢
FuelNet Announcements Vehicle List -~ : ET?—!B/\OI\JLL $1.9950
Report Issues < B Vehice st (SSRS) = - -
of S : 01/14/14-
5 UPDATED 10:37am 3
Quick nks Interested
. At 3 Nymex Opening Call: FUEL SNews.com
[3) all site Content )
L%
L ] E lﬂ'

File Edit View Favorites Tools Help

Site Actions ~ @

©
Fuelner

Home  Applications S S — ) @
Tools Step 1: Search for vehicle
Account settings Optional Filter: | Nene. [*][equaTo[=]
Reports Agency: =

‘Account Number: [=]
Libraries Card Number:
FuelNet Help Max Retumed: (25 [7]

Fese

. Flease note the following
Lists

" Allitems are optional, but you will need ta enter in at lzast one item to get resuits.
* For the License and PIN fields, all results begining with what is entered will be returned.
* If too many items are returned, simply add in more restrictions here.

FuelNet Announcements

Report Issues

Optional Filter: Choose between None, Vehicle ID, License, VIN, Description or Tank Capacity.

When you choose any of the choices other than “None” you will need to select from the adjacent drop
down box “Equal To”, “Begins” or “Contains”. In the third box you will need to enter your criteria. For
example if you want to search for a vehicle and you know the VIN ends with 12345, then Select VIN and
“Contains” and then enter 12345 in the third box. It is not necessary to select your agency from the drop
down box nor do you have to select your Account Number.

If you want to search for a vehicle by its card number you can enter the card number in the Card
Number field and click Next.
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Step 2: After you click Next a screen will appear with your vehicle information. The top line will have
information pertinent to the vehicle. The bottom section will show the history of changes to the vehicle.

In the middle of the information you will see “Modify”, “Reissue” and “Deactivate” in green. It is always
advisable to make your changes through Vehicle History simply because you have the opportunity to
search and see your information before modifying it.

To Modify the information click on “Modify”.

m )| g /v smansfiedfuet.com/_lsyouts/Fuelet harePoint Componzns/PageVieners © ~ € X |[ @ how| V. % | @lLow | @Wee] =2 Pou| @lboee| @ Ne. M3 10, B8t @ e M0

File Edit View Favortes Tools Help % @jConvert ~ [ Select

Site Actions = il

Fuel
Home  Applications ~ Search te... P Q
Tools Card Producf
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You can modify the Department, Sub-Dept, License, VIN and Description. Simply make your changes and

if you want you can change the Effective Date to coincide with your reporting. Click Next.
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After you click Next you will receive confirmation of your changes. It will take approximately an hour for
the changes to take effect.
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Cancel Requests
Sometimes there will be an instance when you enter a vehicle in error and need to cancel the request. If
you act on this quickly enough you can cancel it on Fuel Net without having to terminate the card.

To cancel requests go to Applications > Fleet Management > Vehicles > Cancel Requests
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Step 1: Select vehicle requests to cancel

Verify the vehicle you want to cancel appears on the screen. Place a check in the box under “Cancel” and
click Next.
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Fuglet Announcements

Step 2: Complete!

SharePoint.C 0 - GXH@hnm‘

o =
Fuelyer
Home  Applications + Search this site. » (7]
Tools Step 2: Completed!
Account satings
Reports The following requests have been cancslled.
Fualtet Help 14787 DGS OFFIGE FLEET MGIT 12307 TTESTOVEHICLE®34 2014 TESTVEHGLE 20 Voyeger  Unimited
Lists

01/15/2014
Jessica Patrick Page 19



Reissue Card
When a card is damaged, lost or stolen a card will need to be reissued.

Go to Applications > Fleet Management > Vehicles > Vehicle History
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*  Allitems are optional, but you will need to enter in at least one item to get results.
* For the License and PIN fields, all results begining with what is entered will be returned.
*  If teo many items are returned, simply add in more restrictions here.

FuelNet Announcements

Report Issues

Optional Filter: Choose between None, Vehicle ID, License, VIN, Description or Tank Capacity.

When you choose any of the choices other than “None” you will need to select from the adjacent drop
down box “Equal To”, “Begins” or “Contains”. In the third box you will need to enter your criteria. For
example if you want to search for a vehicle and you know the VIN ends with 12345, then Select VIN and
“Contains” and then enter 12345 in the third box. It is not necessary to select your agency from the drop
down box nor do you have to select your Account Number.

If you want to search for a vehicle by its card number you can enter the card number in the Card
Number field and click Next.
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Step 2: After you click Next a screen will appear with your vehicle information. The top line will have
information pertinent to the vehicle. The bottom section will show the history of changes to the vehicle.

In the middle of the information you will see “Modify”, “Reissue” and “Deactivate” in green. It is always
advisable to make your changes through Vehicle History simply because you have the opportunity to
search and see your information before modifying it.

To Reissue the information click on “Reissue”.
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Step 2: Update Data. To the far right under the “Reason” drop down box, select Lost, Stolen or

Damaged. Be sure to click the “Reissue” check box. If you don’t click the check box a card will not be
issued. Click Next.
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Step 3: Completed!
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Terminate Card
When a card is no longer needed it will need to be terminated.

Go to Applications > Fleet Management > Vehicles > Vehicle History
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*  Allitems are optional, but you will need to enter in at least one item to get results.
* For the License and PIN fields, all results begining with what is entered will be returned.
*  If teo many items are returned, simply add in more restrictions here.

FuelNet Announcements

Report Issues

Optional Filter: Choose between None, Vehicle ID, License, VIN, Description or Tank Capacity.

When you choose any of the choices other than “None” you will need to select from the adjacent drop
down box “Equal To”, “Begins” or “Contains”. In the third box you will need to enter your criteria. For
example if you want to search for a vehicle and you know the VIN ends with 12345, then Select VIN and
“Contains” and then enter 12345 in the third box. It is not necessary to select your agency from the drop
down box nor do you have to select your Account Number.

If you want to search for a vehicle by its card number you can enter the card number in the Card
Number field and click Next.
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Step 2: After you click Next a screen will appear with your vehicle information. The top line will have
information pertinent to the vehicle. The bottom section will show the history of changes to the vehicle.

In the middle of the information you will see “Modify”, “Reissue” and “Deactivate” in green. It is always
advisable to make your changes through Vehicle History simply because you have the opportunity to
search and see your information before modifying it.

To terminate the information click on “Deactivate”.
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Step 2: Select Vehicles to Deactivate. To the far right under the “Deactivate” column, click the check box.
If you don’t click the check box the card will not be terminated. Click Next.
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Step 3: Completed!
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