
FUEL CARD CUSTODIAN: 
For Lost Receipt Replacement, 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. 
 

When you login, you will be taken to the         portal homepage / dashboard … 

Where you can instantly view: Notifications, Account Overview, Recent Transactions, & Recent Declines 

 
Recent Transactions Displays:   In This Case: 

• Department     (Athletics) 

• $ Amount      ($51.00) 

• Fuel Card Number    (****12345) 

• Transaction Date & Time   (9/11/24, 4:54 PM) 
 

If there are not many transactions in the Dashboard list, you can simply… 
 

➔ (Select) “View all” (pictured above) to be taken to a list.  
  

When you locate your transaction… 

 
➔  Actions Button 
➔ Download as CSV – or - Download as Excel 
➔ View details 

- Athletics             $51.00 
****12345                   9/11/24, 4:54 PM 

- ATHLETICS                        BUTCH T COUGAR        ****12345 

 

mailto:OnlineServices@wexinc.com
mailto:purchasing.card@wsu.edu


If you Select: 
 

➔ View details 
 
 
 

A Receipt Replacement document will appear along the right side of the screen… 

• Place your cursor on the Actions Button  
➔ Print 

 

• In the Print screen – under “Destination” 
➔ Save to PDF - or – 
➔ Adobe PDF 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Designate a location in your computer shared drives 

• Create a File name 
* Save as the replacement for Lost Receipt in your Department’s monthly Fuel Card Reconciliation file 
   – Along with the Affidavit of Lost Receipt form obtained from the fuel card user. 

 

OR - 
When you locate your transaction… 

 
If you Select: 
 

➔  Download as CSV – or - Download as Excel 
 

Your Download document will appear at the top of your screen:  

- ATHLETICS 

BUTCH T COUGAR 

- ATHLETICS 

- ATHLETICS 

- ATHLETICS                        BUTCH T COUGAR        ****12345 

 



➔ Select the Excel or CSV Download, and you will see: 
 

The downloaded CSV or Excel document will include the data below – stretched across two rows: 

 
 

* Save as the replacement for the Lost Receipt in your Department’s monthly Fuel Card Reconciliation file 
– Along with the Affidavit of Lost Receipt form obtained from the fuel card user. 

 
 

If the transactions list in the Dashboard is large: 
 

View Transactions 
In the tool bar on the left: 
 
➔ “Transactions   >” 
➔ “View transactions” 

 
 
 
 
 
 
 

➔ “Account Number…” bar 
➔ select “ v ” (drop down arrow) 

 
 
 
 
 
 
 
 

Leaving the first row’s fields 
 as they are: 

(“Category”, “Include…” and “Value”)  

   
➔ “+ Search criteria” button 

(adds a row to enter your  
own search options) 

 
 



Specific Card: 
 
 
 
 Leave the Defaults - 
“Card number” & “Ends with” 
 

Enter: 
Last 4 or 5 digits of the Fuel Card # 
 

➔ Select [ Search ]  
       button 

 
 
 
 
 
 
 
 
Your Full Department:  
 
➔ “Department” 
➔ “Contains” or 

“Equals” 
 
 
 

Note:  
• “Driver Last Name” 

  is the Department Name 
• “Driver prompt ID”  

  is User ID / Vehicle Identifier 
(PIN) 

 
 
 
 
 
 
 
 
 

Enter: 
All or Part of the Value 
(Department Name) 

you are searching for 
(as shown on your WEX 

Departmental Cards print-out) 

 
* Butch T Cougar entered 

“Athletics” (of course!      ) 
 
➔ Select [ Search ]  

       button 
 
 

 



 
You will be taken to a list.  When you locate your transaction… 

 
➔  Actions Button 
➔ Download as CSV - or - Download as Excel 

 
* Save as the replacement for Lost Receipt in your Department’s monthly Fuel Card Reconciliation file – 

Along with the Affidavit of Lost Receipt form obtained from the fuel card user. 
 

- ATHLETICS                        BUTCH T COUGAR        ****12345 

 


