FUEL CARD CUSTODIAN:
[bookmark: _Hlk175672197][image: ]Please login to the 	      online portal at: go.wexonline.com/login 
* User registration link sent to you by: OnlineServices@wexinc.com   
* No User ID and password? Email: purchasing.card@wsu.edu to request one.

[image: ]When you login, you will be taken to the 	       portal homepage…

[image: ]Monthly Transactions Reconciliation: 
* To complete your end of month report for
Fuel Card Transactions Reconciliation

STEP 1
In the tool bar on the left Select:

· (Select) “Transactions   >”
· “Transaction summary”



Takes you to:

STEP 2 
Complete “Ad Hoc Reporting –Transaction Summaries” form

ROW 1:
“Date Criteria” Automatically selects “Closing Date” - which is perfect for monthly reconciliation.



























“Closing Date” offers:
· Unbilled 
(or drop-down “v”)
· The final date of the Billing Cycle


· Last month’s End Date



[image: ]



ROW 2:
“Query Criteria”





“Filter By”: 

· “Department” 













“Summarize By”:

· Custom Vehicle/Asset ID
(for sum of transactions by info 
stamped on card)
· “Card Number”
(for sum of transactions by credit card)





ROW 3:
“Filter Value”:

·  “Equals”
· “Begins With” 
Or		
· “Contains”

Enter Department Name 
(as shown in your WEX cards data)
* Butch T Cougar entered
“Athletics”, of course.




[image: ]
“Sort By:” 
Auto-selects:
“Summarize by Field”

· It will sort by the value you selected in the “Summarize by” field above (which is usually the best option).

· Select the “Order” you prefer.

· “[ Finish ]”


[image: ]“Sort By:”
Other options are to the right -> 

You might want to sort by:
· Total Amount
or by
· Number of Transactions

Many of the options on the right are for data that is not currently included in our accounts on the WEX website.

* We can add your default accounts to WEX if you would like to sort by this data.
New to Process:
EITHER DOWNLOADED AND SAVED ELECTRONICALLY OR PRINTED IN PAPER PACKETS:

For all steps below:
· Download to location shared within your department – Best Options below:
· Create WEX Cards Monthly Reconciliation Folder – Include:
· WEX Cards Reconciliations (Year)
· WEX Reconciliation – Month
· PDF Receipts for all transactions – Month
· Approving email
· Printed report, documents, and approvals by year and month in shared departmental file location

STEP 3
Download and Save as PDF or Print Report

STEP 4 
Match receipts to each transaction on the previous month’s transactions report

STEP 5 
Edit PDF document (to add text) or write on Paper Report - to record the Foundation Data Model (FDM) Worktags for each transaction on the Transaction Summaries report.

STEP 6 
Submit the Transaction Summaries report (making available the month’s electronic folder) or paper Transaction Summaries report form (with backup documents) to your expenditure authority(ies) for all accounts to be charged.

STEP 7 
Obtain and save electronic or written expenditure authority(ies) approval of the month’s Transaction Summaries Report.

STEP 8 
Save or file the report, receipts, expenditures spreadsheet (if used), in the filing location shared within your department – to allow for future review and auditing.

STEP 9 
If default budgets have been assigned to your Fuel Charge Cards, communicate any questions, problems, or disputed transactions to Card Programs by emailing: purchasing.card@wsu.edu .

If default budgets have not been assigned to your Fuel Charge Cards, complete a Monthly Fuel Charges Allocations Form (found on the Card Programs - Fuel Card webpage) and submit it to Card Programs for charges entry by emailing: purchasing.card@wsu.edu. 
 
NOTE: All invoices, receipts, and approvals must be maintained within each department’s files as required for Records Retention - either electronically or in paper files.

* These documents are not integrated into Workday and cannot be retained in Workday records.
image40.png
B|ERE 5w O 2 23
oo St R B e Bl eete, o= N
[——————— | | € Transac
B oiermiiomioe '"“"‘I e Do Vet Desription. [ 0Gusomervahide > cim. wex
; [ et | sote_voidomcon et | otor e (o v ) S P S
ok ez vt | o s oo chmces. S Gt e o de v oty
. e
162 A AL s o lscawass 1 | i [
164 SKAGIT COUNTY EXT_ O [SKAGIT 1 ==
o e caws o Jeveserns @ o
167 VANCOUVLI CAMPUS. [1es3sF WA 2006 IFFP CHFROKF? @ [vANCOUVLR 165358 il
foree o TOYOTARIGHANDER « Sl
7 ucovencanpus % wn oA SURSREA o fowcomrmoomor s
e s a
. G wme





image5.png
wex

G Home Ad Hoc Reporting - Transaction Summaries

For information on how to optimize your filters, click to review Search Tips
® Payments

= Date Criteria
Cards

ClosingDate  Posted Date | Transaction Date

E Transactions

Closing Date
Unbilled v
O, Administration
Query Criteria
[@ Reports
Filter By Summarize By
& ev None v Account Number
Filter Value Sort By
Equals ~ Summarize by Field

Order

® support @ Ascending O Descending

ES Washington State Univ. (L3) e




image6.png
wex

G Home Ad Hoc Reporting - Transaction Summaries

For information on how to optimize your filters, click to review Search Tips
® Payments

= Date Criteria
Cards

ClosingDate  Posted Date | Transaction Date

E Transactions

Closing Date
Unbilled v
O, Administration
Query Criteria
[@ Reports
Filter By Summarize By
& ev None v Account Number
Filter Value Sort By
Equals ~ Summarize by Field

Order

® support @ Ascending O Descending

ES Washington State Univ. (L3) e




image7.png
wex

& Home Ad Hoc Reporting - Transaction Summaries

For information on how o optimize your fiters, dick 0 review Search Tips

© rayments

Date Crteria
Cards

Closing Date | Posted Date  Transaction Date

Cosing e
Q Administration Untiled -
Query teria
B Repors
fier sy Summarize by
& e Nore . Account Number
Fier value sorcey
Equals - summarize by Fied

order

® suwport

® Ascending O Descending

L8 Washington State Univ. (L3) e




image8.png
Ad Hoc Reporting - Transaction Summaries

For information on how to optimize your filters, click to review Search Tips

Date Criteria

Closing Date = Posted Date = Transaction Date

Closing Date

Unbilled v





image9.png
T
v g | Fmmter A ST [omen e i i ABH. e s

[

— R Home
—- e L Unbilled v

Unbilled
0713172024
0613072024

weix

Ao Rporeg TassctonSummaes

e

Gt
® Payments >
=
=]

ST en s cards > osi31/2024
= s = — oarsor2024 .
. | — B [ i
e gmme S ee— A [EREE] reeviowe | e Transactions > -
Seomm B — . : ousizces
: Lo ] O Administration > 12172023
e s E - 11/30/2023
,ﬂf S, 103172023
[——— Twen o B Reports ’ i
.j‘ E - | o202
- [IT— -
e ® support .
061302023





image10.png
wex

& Home Ad Hoc Reporting - Transaction Summaries

For information on how o optimize your fiters, dick 0 review Search Tips

© rayments

Date Crteria
Cards

Closing Date | Posted Date  Transaction Date

Cosing e
Q Administration Untiled -
Query teria
B Repors
fier sy Summarize by
& e Nore . Account Number
Fier value sorcey
Equals - summarize by Fied

order

® suwport

® Ascending O Descending

L8 Washington State Univ. (L3) e




image11.png
Ad Hoc Reporting - Transaction Summaries

For information on how to optimize your filters, click to review Search Tips

Date Criteria

Closing Date = Posted Date = Transaction Date

Closing Date

Unbilled v





image12.png
T
v g | Fmmter A ST [omen e i i ABH. e s

[

— R Home
—- e L Unbilled v

Unbilled
0713172024
0613072024

weix

Ao Rporeg TassctonSummaes

e

Gt
® Payments >
=
=]

ST en s cards > osi31/2024
= s = — oarsor2024 .
. | — B [ i
e gmme S ee— A [EREE] reeviowe | e Transactions > -
Seomm B — . : ousizces
: Lo ] O Administration > 12172023
e s E - 11/30/2023
,ﬂf S, 103172023
[——— Twen o B Reports ’ i
.j‘ E - | o202
- [IT— -
e ® support .
061302023





image13.png
© Ad HocReporting - Transaction X + v = X
<« C @ gowexonline.com/container?uri=gotoFlow.do%3F_flowld%3Dflow-transactionSummaryMgmt%26_flowExecutionKey%3De1s1 e % O & :

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September th.

™

LS Washington State Univ.

For information on how to optimize your filters, click to review Search Tips

Date Criteria

ClosingDate | Posted Date | Transaction Date

I B Transactions Closing Date

08/31/2024 v
Query Criteria

Filter By Summar

By

W Department v Account Number v

None
Custom Vehicle/Asset ID
Driver Last Name
Emboss Line 2
Employee ID Summarize by Field v
Merchant Brand
Merchant Site ID
Product
Product Description Order
Card Number R
© ascanding O Descending
User Defined Fields
Customer Type

2 e
General Ledger/Account Code

Sort Field

Sort By

©2024. WEX Inc. Home | Contactus | Terms & Policies | Accessibility | Print this page




image14.png
€ 5 C @ gowesninecom/containerur=gotoF

online access will ot be av

oS3 fowldBé3DRow-ransacto

able from 11:00 PM ET on Saturday, Septemb

mmaryMgmi526 flonEvecu

e3De

7t unth 300 AM ET on Sunday, Septen

or nformaton on how 0 optmze your i

Date Criteia

Closing Date

B Tansactions loing ate

Query Crtera

Fitter 8y

Equals -

cancel

2024, WEX nc

posted Date

Summarize By

ES Washington State Univ. (L3) @

Card Numb

Custom Vehicle/Asset 1D

Departmen
Drver Last Name
Merchant Name
Merchant state /

Home | Cotactus | Terms & Polcies

Accessiity | print his page:




image15.png
© Ad HocReporting - Transaction X + v = X
<« C @ gowexonline.com/container?uri=gotoFlow.do%3F_flowld%3Dflow-transactionSummaryMgmt%26_flowExecutionKey%3De1s1 e % O & :

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September th.

™

LS Washington State Univ.

For information on how to optimize your filters, click to review Search Tips

Date Criteria

ClosingDate | Posted Date | Transaction Date

I Bl Transactions Closing Date
08/31/2024 v
Query Criteria
Filter By Summarize By
| Department v Card Number v
Account Number
Card Number
Filter Value Custom Vehicle/Asset ID
Department
Equals ~ Driver Last Name
Merchant Name
Merchant State / Province
Transaction Date
Transaction Fee Type

® Ascending O Descending

©2024. WEX Inc. Home | Contactus | Terms & Policies | Accessibility | Print this page




image16.png
€ 5 C @ gowesninecom/containerur=gotoF

online access will ot be av

oS3 fowldBé3DRow-ransacto

able from 11:00 PM ET on Saturday, Septemb

mmaryMgmi526 flonEvecu

e3De

7t unth 300 AM ET on Sunday, Septen

or nformaton on how 0 optmze your i

Date Criteia

Closing Date

B Tansactions loing ate

Query Crtera

Fitter 8y

Equals -

cancel

2024, WEX nc

posted Date

Summarize By

ES Washington State Univ. (L3) @

Card Numb

Custom Vehicle/Asset 1D

Departmen
Drver Last Name
Merchant Name
Merchant state /

Home | Cotactus | Terms & Polcies

Accessiity | print his page:




image17.png
© Ad HocReporting - Transaction X + v = X
<« C @ gowexonline.com/container?uri=gotoFlow.do%3F_flowld%3Dflow-transactionSummaryMgmt%26_flowExecutionKey%3De1s1 e % O & :

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September th.

™

LS Washington State Univ.

For information on how to optimize your filters, click to review Search Tips

Date Criteria

ClosingDate | Posted Date | Transaction Date

I Bl Transactions Closing Date
08/31/2024 v
Query Criteria
Filter By Summarize By
| Department v Card Number v
Account Number
Card Number
Filter Value Custom Vehicle/Asset ID
Department
Equals ~ Driver Last Name
Merchant Name
Merchant State / Province
Transaction Date
Transaction Fee Type

® Ascending O Descending

©2024. WEX Inc. Home | Contactus | Terms & Policies | Accessibility | Print this page




image18.png
<« C @ gowexonline.com/container?uri=gotoFlow.do%3F_flowld%3Dflow-transactionSummaryMgmt%26_flowExecutionKey%3De1s1 e % O & :

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September th.

™

LS Washington State Univ.

For information on how to optimize your filters, click to review Search Tips

Date Criteria

ClosingDate | Posted Date | Transaction Date

I Bl Transactions Closing Date
08/31/2024 v
Query Criteria
Filter By Summarize By
NEW Department v Card Number v
Filter Value Sort By
Equals ~ Summarize by Field v
Equals
B With
egins With orser
Contains
Ends With @® Ascending O Descending

Cancel m m

©2024. WEX Inc. Home | Contactus | Terms & Policies | Accessibility | Print this page
javascriptsetComparatorLabel(filterComparatorSelection’, ‘Equals')setComparatorValue{ EXACT MATCH?)




image19.png
eporting - Transaction X+ v =

<« C @ gowexonline.com/container?uri=gotoFlow.do%3F_flowld%3Dflow-transactionSummaryMgmt%26_flowExecutionKey%3De1s5 Qe w O a

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September 8th.

™

ES Washington State Univ. (L3) e

Date Criteria

Closing Date Posted Date = Transaction Date

Closing Date
08/31/2024 v
Query Criteria
E Transactions
Filter By Summarize By
Department v Card Number v
Filter Value Sort By
Equals ~ | Athletics Summarize by Field v

Order

@ Ascending O Descending

Cancel m m




image20.png
<« C @ gowexonline.com/container?uri=gotoFlow.do%3F_flowld%3Dflow-transactionSummaryMgmt%26_flowExecutionKey%3De1s1 e % O & :

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September th.

™

LS Washington State Univ.

For information on how to optimize your filters, click to review Search Tips

Date Criteria

ClosingDate | Posted Date | Transaction Date

I Bl Transactions Closing Date
08/31/2024 v
Query Criteria
Filter By Summarize By
NEW Department v Card Number v
Filter Value Sort By
Equals ~ Summarize by Field v
Equals
B With
egins With orser
Contains
Ends With @® Ascending O Descending

Cancel m m

©2024. WEX Inc. Home | Contactus | Terms & Policies | Accessibility | Print this page
javascriptsetComparatorLabel(filterComparatorSelection’, ‘Equals')setComparatorValue{ EXACT MATCH?)




image21.png
eporting - Transaction X+ v =

<« C @ gowexonline.com/container?uri=gotoFlow.do%3F_flowld%3Dflow-transactionSummaryMgmt%26_flowExecutionKey%3De1s5 Qe w O a

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September 8th.

™

ES Washington State Univ. (L3) e

Date Criteria

Closing Date Posted Date = Transaction Date

Closing Date
08/31/2024 v
Query Criteria
E Transactions
Filter By Summarize By
Department v Card Number v
Filter Value Sort By
Equals ~ | Athletics Summarize by Field v

Order

@ Ascending O Descending

Cancel m m




image22.png
weXx

ot

®

5)

Home

Payments

Cards

Transactions

), Administration

Reports

v

Subport

Ad Hoc Reporting - Transaction Summaries

For nformasen an ot opmzeyour iers, ekt revew Search Tgs

Date Crera

Closingoate | postedate | Transacton oate

Closing Date

QueryCitria

Fikersy.

oeparment

Squals - | aietics

Summrize By

Card humber
sort oy
Summarize by Field

® sscendrg O escending.

PG -




image23.png
i Hoc Reporting - Transaction X

< C @ gowexonline.com/containerZuri=gotoFlow.do%3F flowld%3Dflow-transactionSummaryMgmt9%26_flowExecutionKey%3De2s1

Due to scheduled maintenance, online access will not be available from 11:00 PM ET on Saturday, September 7th until 3:00 AM ET on Sunday, September 8th.

™

| E Transactions

NEW

Ad Hoc Reporting - Transaction Summaries

For information on how to optimize your filters, click to review Search Tips

Date Criteria

Closing Date | Posted Date | Transaction Date

Closing Date

08/31/2024 v
Query Criteria

Filter By

Department v

Filter Value

Equals~  Athletics

EE Washington State Univ. (L3) e

Summarize by Field

Average Amount

Average Fuel Price

Average Fuel Units

High Amount

Low Amount

Number of Transactions

Total Amount

Total Fuel Amount

Total Non-Fuel Amount

Total Transaction Fee Amount
Total Fuel Units

Customer Type

Agency Code

General Ledger/Account Code
Sort Field

Summarize by Field

Order

® Ascending O Descending




image2.png




image3.png
2t

1@ bogon s 13 (@)

sz accaunt B

K ]

& vottestons

oo . - i wex
e & e = :

u do in this online portal?

o
H

wex: Vi ot

tbcap. Tveston





image4.png
B|ERE 5w O 2 23
oo St R B e Bl eete, o= N
[——————— | | € Transac
B oiermiiomioe '"“"‘I e Do Vet Desription. [ 0Gusomervahide > cim. wex
; [ et | sote_voidomcon et | otor e (o v ) S P S
ok ez vt | o s oo chmces. S Gt e o de v oty
. e
162 A AL s o lscawass 1 | i [
164 SKAGIT COUNTY EXT_ O [SKAGIT 1 ==
o e caws o Jeveserns @ o
167 VANCOUVLI CAMPUS. [1es3sF WA 2006 IFFP CHFROKF? @ [vANCOUVLR 165358 il
foree o TOYOTARIGHANDER « Sl
7 ucovencanpus % wn oA SURSREA o fowcomrmoomor s
e s a
. G wme





