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My Reports

Inventory Reports
Transaction Reports
Management Reports
Exception Reports
Billing Reports

Reporting Preferences

Message Center
My Profile
Help
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Account Maintenance Reporting | Billing

Welcome to Reporting!
Click on any link to navigate to the desired report.

My Reports
Wi Edit Wy Reports
Create & Saved/Scheduled Report <
Shared Reports
Wigsy Scheduled Ot

Inventory Reports
Card Report

Wehicle Report

Driver Report
Transaction Reports

Transaction Detail Report

Tranzactions by Yehicle

Transactions by Driver

Management Reports
Top Dallars by Mercharit

Cards with High Dollars for Mon-maintenance Transactions

Cards with High Gallons
Cards with Mon-fuel Purchases

Cards with Highest Mumber of Transactions

Cards with Multiple Purchazes per Day
Cards by Purchase Method

Fuel Econatmy by Yehicle 1D
Fuel Econotny by Yehicle Description

Organization Summary
Yehicle Cost Analysis

Exception Reports
Percent of Limit Report

Transaction Exception

Billing Reports
Invoice Report

-

| Done

v, fleetcommanderanline.com (2 |@ Open Motebook

After logging into Fleet Commander and clicking the reports Tab:
1. Click on: Create a Saved/Scheduled Report
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2. Select the report you would like to create (in this case let’s try a Transaction Detail Report)
3. Click next
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ISR A

ception Reporis
Distributor Reports
Marketer Reports
Merchant Reports

Reporting Preferences

My Profile

User Management
Group Management
Help

Select Report Parameters | Order and Sort Columnz | Schedule Report

Use Hierarchy Parameters to find transactions by Account or by Organization Level. You can further limit the
report by filtering on Specific Cards. Use the Transaction Parameters to select a date range for the report.

To return the Tab to its default values, click the "Reset To Defaults".

Hierarchy Parameter

@ Use Accounts:™ Al fesociated Accounts Change Accounts

Specific Cards. Al Associated Cards

() Use Organization Levels:™ Al fssociated Organization Lewels
Specific Cards: Al Associated Cands

Change Cards

Change Organization Levels

Change Cards

Log Off
Transaction Parameters
Transaction Dates:
@ Transactions | Posted [v| inthe {Last7Days 3
O Transactions | Posted [ from [08/14i2006 |[[FE]x] to 06:21/2006 Note: Maximum dte
mmiddAryyy mimdddiryyy range is 120 days
) Posted during | CurrentUnhilled [v] hilling cycle.
Product Pammeters'
® Product Type:
[#]Fuel Products  [¥]Mon-Fuel Products [+ Awiation Products
O Product Categary;
[JUnleaded Fuels []Maintenance []Parts [ Discounts [ Awiation Miscellaneous
[ Diesel Fuels [ sernice [OMiscellaneous []Food
[Catternate Fuels  [JAccessories [ Taxes [ Awiation Fuels
O Specific Products: Select Products
Rrset Tn Default [v]
Donge i, Fleetcommanderonline.com (< E Open Notebook

Name your report

If you have multiple accounts, select the proper account(s)

Select the criteria, for instance | want to run a weekly transaction report, so | want it to pull transactions POSTED for the

LAST 7 DAYS

You can also choose which ‘parameters’ you want to pull, for instance if you only want to see Unleaded Transactions. (If you

do not choose anything in parameters it pulls all transactions on your account for the specified time)
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8. Click the Order/Sort Columns Tab
9. Choose the columns you want (Put Checks in the boxes you want to see in your report), the order (Display Order) you want
them in and the Sort Order you want them in
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SCHEDULING

l

10. Click the Schedule Report Tab
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My Reports: Create a Saved/Scheduled Transaction Details Report

o S ot e puoort Type: ® Entsr Nams & Report Criteria o Preukw Repart

Entar a name and select report criteria on any of the tabs. Then click "Mext".

* = required

Mame:*

SskctReportPaEmers | Orkradsotconmis | Schedule Report | Siam Report

Specify scheduling writeria by selecting a duration, frequency, and output parameter. To enable the schedule, select
"Enable scheduling for this report”.

Enable/Disable Schedule
" C——
{*} Enable Scheduling for this Repart

{™ Disable Scheduling

Duration
Start Date: M v|
Sy
End [ate: Im v|
mim sy
Frequency
{+ Daily IMondaythru Friday ;I

™ Wieekly Every IMonda\,r vI
= Wuonthhy Eveny | 1st vl

Output
Craliver repart in I FOF vI format
Email Hotification

I- Motity me wia email when thiz report has run and iz available for wizwing
{= Anytime it runs
{= Onlywhen the report contains data

Badk I Ned I Cancel

-

| Done

11. Select Enable Scheduling

wiwy, Flestcarmmanderonline. com () |@ Open Motebook
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My Reports: Create a Saved/Scheduled Transaction Details Report ‘

o St Report Type ® Enter Nam s & Report Critria o PreLkw Report

Enter a name and select report criteria on any of the tabs. Then click "Hext"

* = required

Hame:*

SekctReport PaEmekrs | Orkradsotconmis | Schedule Report | Siar Report

Specify scheduling criteria by selecting a duration, frequency, and output parameter. To enable the schedule, select
"Enable scheduling for this repor!.

Enable/Disable Schedule
{+ Enable Scheduling for this Report
{™ Disable Scheduling

DUration e

Start [rate: IEI‘I.-"IE.-‘QDDT-" -E

[
o
3
c
3
=
=
=
=

-

l]  IGsia Taday| |z
ot [ [ [w][ 7
End Date: [01718/2008 vl [TIEIEE]
mm iy [=][=]

-
{.]

Frequency

% Daily I tonday thru Friday |

™ Wreekly Eveny IMonday ;I
= Manthly Every | 1st -..I
Output

Deliver repart in IPDF vI format

Email Hotification
I- Haotify me wia email when thiz repart has run and is available for viewing B

= Anytime it runs

EE?QTH
EE

[£ | IF2
=
L=
=
=

EJi]z]-]le
HEEEER
NEEERRI

HE

= Onlywhan the report contains data

A Badk I Mext I Cancel I

*

@ Open Motebook,

|Dnne

12. Pick your start and end date; the duration the report will run

v Fleetcommanderonling.com (2
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My Reports: Create a Saved/Scheduled Transaction Details Report ‘

o S ot e puoort Type: ® Entsr Nams & Report Criteria o Preukw Repart

Entar a name and select report criteria on any of the tabs. Then click "Mext".

* = required

Mame:*

SskctReportPaEmers | Orkradsotconmis | Schedule Report | Siam Report

Specify scheduling writeria by selecting a duration, frequency, and output parameter. To enable the schedule, select
"Enable scheduling for this report”.

Enable/Disable Schedule
{* Enable Scheduling for this Report

{™ Disable Scheduling

Duration

Start Date: |D1."16."2EIEI'.-' v|

mm ARy

End Date: ID1.|’1EE."2EIDB v|

mm iy
Frequency
% Daily Ebanday thru Friday © = |
™ ‘ifeekly Every EveryDay

= Wonthly Every | st -

Output

Craliver repart in IPDF vI format

Email Hotification

I- Motity me wia email when thiz report has run and iz available for wizwing

{= Anytime it runs
{= Onlywhen the report contains data

Bacdk I Nexd I Cancel I
P
b 1™ LI
| javascript:Calendar, Closel"TNLIME", "Calendar"); v, fleetcommanderonline.com (2 |@ Open Notebook

13. Pick the Frequency (For example, | want it to run Daily; ONLY Mon-Fri)
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My Reports: Create a Saved/Scheduled Transaction Details Report ‘

© =eotrepnme (@) et vame & RuportCritta €  rrakwRepon
t Outputs Enter a name and select report criteria on any of the tabs. Then click "Mext".

* = required

Hame*

Select Report Paameers | Oirderand SortColimas Schedule Report Sham Report

Specify scheduling critaria by selecting a duration, frequenay, and output parameter. To enable the scheduls, select
"Enatble zcheduling for this report”.

Enable/Disable Schedule
{s Enable Scheduling for this Repart

{~ Dizable Schaduling

Duration
Start Date: [017162007 v|
mmsdipy
End Date: Im v|
mm sy
Frequency
i Lraily IMondaythlu Friday ;I

{~ Weekly Every I Monday vl
(™ Monthly Every | 1st 'I

Output

Creliver repartin

format

G —
Email Hotification Excel

. S CEY
Notify me iz
I_ l Tab Delimitad

= Any time T uns

it has run and is available for wieming

{~ Onlywhen the report cantains data

Back Nexd I Cancel
[, NP I I -
| jawvascript:Calendar, Jlosed" IMNLIME", "Calendar"); | i, Flestcommanderonline.com () |g Cpen Mokehoak
14. Select report output; How do you want to View the information you query (Excel, PDF, etc)
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My Reports: Create a Saved/Scheduled Transaction Details Report ‘

o S b ot Pl puoart Type: ® Enter Nams & Raport Criteria o Preukw Repart

Enter 3a name and select report criteria on any of the tabs. Then click "MNexd".

* = raquired

Mame:*

Select Report Paameers | Oirderand SortColimas Schedule Report Sham Report

Specify scheduling writeria by selecting a duration, frequency, and output parameter. To enable the schedule, select
"Enatble zcheduling for this report”.

Enable/Disable Schedule
{* Enable Scheduling for this Report
{™ Disable Scheduling

Duration
Start Date: |D1.|'1Ei.l‘2tltl'.-' v|
mm A3
End Date: |D1.|'1Ei.l‘2lZIIZIB v|
mm iddiny
Frequency
{= Daily I Monday thru Friday ;I

" Wieekly Every IMonda\; vl
(™ Monthly Every | 1st 'I

Output

Creliver report in I Excel vl format

Email Hotification

F Motity me wia email when thiz report has run and iz available for wizwing

o C—
{* Anytime it runs
{~ Onlywhen the report contains data ¢
Badk I Med I ll::ancs_-l I
[
- [ |
| javascript:Calendar, Close("IMLINE", "Calendar"); | wian, Fleetcormrmanderonline, com (< |@ Open Moteboaok

15. If you would like an email notification sent when report is ready to view, check the box
16. Do you want to see it every time it runs, OR only when it has data? Choose one. The default is Anytime it runs

17. Click Next
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18. Next it will show you a sample
19. If you like the way it looks click Finish, if you want to change it click back
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20. You will be brought here, Your “My Reports” page
21. Here is where all the reports you schedule and save will be kept.

22. As you can see my “Weekly”: report is set to run on June 5", Monday, and will pull transactions from 7 days prior (Monday
May 29" —Sunday June 4™).
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23. Example Email notification for available scheduled reports
24. When you click the link in the email it will take you to Fleet Commander Online to log in
25. After logging in go to your ‘My Reports’ page
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Account aintenance Reparting Billing

My Reports: Yiew Scheduled Report Outputs

Select 3 report from the list below to wiew that report's output. Each report output mill be sawved for one month; Delete
[rate becomes red when reportwill be deleted within one weelk.

ed Report Output-
F s T | R Sart by: IDescending vI

Report Hame Run Date  Delete Date
iieekly Report 01012007 020172007 | @

Weekly Report 01/08/2007 02022007

O
N Weekly Report 04M5/2007  02/5:2007
O Wieekly Report 1zH8/z006  0MAS82007

Mieekly Repart A2/25/2006 01252007

26. On the scheduled date you will go pull my report by going to the “View Scheduled Report Outputs” page
27. Click on the report name
28. Your report will open in whichever program you chose the format to be in (excel, PDF, etc)
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