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LOGGING INTO THE APPLICATION - 

If you have an Active Directory account, you will use that for your login userid and password.   

Logon Screen - Outside the Firewall:  If you don’t have an Active Directory account, you will need to 
register once for a secure access account to State services (click the Register Now button shown below).   

 

Logon Screen - Inside the Firewall: 
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BILLING SECTION - 

TO ENTER USAGE:   Click on the VEHICLE USAGE link under the BILLING section of the main menu. 

 

Select the vehicle for which you want to enter usage and click on the EDIT USAGE 
link.
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The required entry fields for this page are:  DAY and END METER.  By using this screen the Doc # and 
beginning meter autofill.  The other fields are optional. 

Check the COPY INFO TO NEXT ENTRY checkbox to continue entering usage for this vehicle. 
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Click on the ADD after each usage. 

 

The submitted usage appears at the bottom of the page.  Add another usage for this vehicle. 

Check the review box,  the vehicle will flag for later review. This will be covered in another section. 
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Click on the  button and you will get back to the VEHICLE USAGE page.   

Click on the  at the top of the 
table.
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On this screen, the vehicle number, day,  and ending Meter (beginning meter will default to the last 
entry as soon as you put in the vehicle number) must be entered.  If you clear out the beginning meter 
and enter another meter you will get the following error when you click on the ADD button. 

 

To correct click on the EDIT link in the yellow highlighted line, fix the error, and click the UPDATE button. 
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The following error will appear if the vehicle was transferred to you mid-month.  If the vehicle was not 
assigned to the agency on the day the usage was entered. 

 

If an odometer is entered and it exceeds the current usage threshold, the following screen will appear.  
If the usage is correct click OK if not click Cancel and enter the correct ending meter. (The thresholds can 
be found under Fleet Rates in the Main Menu.) 
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Usage may also be entered clicking on VIEW VEHICLE link from the Vehicle Usage page. 

 

 

Click on the USAGE tab. 
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From this screen click the ADD USAGE link, to go back to the EDIT VEHICLE USAGE screen. 
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If another agency uses a vehicle assigned to your agency, you may bill that agency by changing the 
Business Unit and adding a comment about the usage.  See below. 

 

This usage will be billed to the other agency and will show up in their BILL PREVIEW  TOTAL CURRENT 
CHARGES in blue as as you will see in the next section. 

Click MAIN MENU at the top left of the screen. 
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From the main menu, click on the BILL PREVIEW link. 

BILL PREVIEW: 

 

 

BILL PREVIEW shows  all unbilled information that has been added since the last billing.  
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Click on the PREVIOUS BALANCE link, which will show all unpaid billings.  Note that this link will not be 
displayed if there isn’t a previous balance. 

 

Click on the RETURN button to go back to the Bill Preview page. 

Click on the TOTAL CURRENT USAGES CHARGES link next for a look at that information.  
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Click on the VIEW link to see the details of the usage entry.   

From the View Usage Details page, you may Delete or Edit the entry. 

 

Below is a usage charge that has been entered by another agency. 

 

Click on the RETURN button to go back to the Bill Preview page. 

Click on the TOTAL CURRENT ADJUSTMENTS link.  This will show adjustments that have not been billed. 
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Click on the VIEW link to see the details of the adjustment (example shown below). 
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Click on the RETURN button to go back to the Bill Preview page.   

Now click on the  button. 

 

 

You may sort this information by any of the column headers and can export it to one of the three export 
formats for your own office use. 

Select the method of export: 

  
 



17 

 

The File Download window will appear, prompting you to open, save, or cancel as needed. 

 

 
Return to the MAIN MENU. 
 
 
 
 
 
 
BILL HISTORY
 

: 

This will be the agency’s bill.  We will no longer send out a hard copy of the bill. 
 
Click on the BILL HISTORY link from under the BILLING section of the Main Menu. 
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This will bring you to the BILL HISTORY screen (as shown below).  Select the billing month of the bill you 
would like to view. 
 

 

After selecting the billing month, click on the  button to see the bill for that month. 
 

 
 
From the above screen, click on the  link to view any outstanding balances (see 
example below).  Generally, the information displayed will be the previous month’s bill. 
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Click on the RETURN button to go back to the BILL HISTORY page. 
 

 
 

Click on the  link to see each individual usage entry which makes up the 
bill (see example below).   
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To Request an Adjustment : 

In order to request an adjustment, the usage must be billed

 

.  In the table above select the vehicle that 
needs an adjustment and click on VIEW. 

 
 

Click button. 
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Select a reason for the adjustment from the drop-down menu. Enter the contact information for the 
person who is requesting the adjustment.  
 
There are 4 choices for why an adjustment may be needed: 
  

• Incorrect Meter – If the entered ending meter was over/understated. 
• Incorrect Business Unit – The agency was billed for usage which belongs to another 

agency. 
• Shared Usage – If an agency shared a vehicle with another agency and one agency was 

billed for the entire usage.  
• Billed in Error – If the agency was billed for usage not used by the agency. 
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Click  
 

 
Enter the correct information in the adjusted usage section.  
**Notice: only enter information which is incorrect under the Current Usage section. 
 

If adjusting the 
meter both begin 
and end meter 
must be entered.  
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After the new information is entered, click .  Notice the Adjustment Request below. 
 

 

If everything looks correct, click  
If an error is noticed, click either or . 
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After the  button is clicked, it will bring up the View Usage Details page. 
 

 
 

To see the adjustment, click  to view the adjustment which was requested as 
well as the status of the requested adjustment.  
 
 
Click on the RETURN button to go back to the BILL HISTORY page. 
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Click on the link to see the payments that have been received. 
 

 
 

Click on the RETURN button to go back to the Bill History screen and then click the   button. 
 
The Bill History – Export Transactions screen will appear showing all of the data to be exported. This is 
the same screen as you saw earlier in Bill Preview. 
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VEHICLE REPORT
 

: 

From under the Main Menu’s BILLING section, click on the VEHICLE REPORT link. 
 

 
 
 
 
In the Vehicle Report screen if the agency has several locations, a specific location can be selected using 
the drop-down list (see the example below). 
 
 

 
 
Click on the SEARCH button to activate the search. 
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From this screen, the Vehicle Details page can be seen when you click on the link on the right 
hand side of the vehicle list. 
 
This list is similar to the vehicle turn around document for collecting ending odometer.  Click on 

 at the top or bottom of the table. 
 
After the Printer Friendly button has been clicked, a new screen will appear informing you that the 
Vehicle Report is being generated. 
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The amount of the wait time depends upon how many vehicles were selected for printing.  
 
After the report is generated, it will appear in an Adobe format and can be printed or saved. 
 

 
 
 
 
 

Return to the MAIN MENU. 
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This is the listing of vehicles that have zero usage. 

UNSUBMITTED VEHICLES:   

From the main menu, click on the UNSUBMITTED VEHICLES link in the Billing section. 

 

The screen will default to current usage month/year and will display a listing of the unsubmitted vehicles 
which includes vehicles with zero usage and in error entries. 
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To search for vehicles for review uncheck zero usage and with errors, then check MARKED FOR REVIEW. 

 

 

A click on a VIEW link will take you to the View Vehicle Details page shown on the following page. 
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From this page, view the vehicle details. Click on the Usage tab to search for this vehicle’s previous 
usage, add/edit usage or click on the Bill Adjustment tab to view information if there has been any billed 
adjustment made.  Click on the RETURN button to go back to the Search Vehicle page.  Scroll to the 
bottom of the page and click the EXPORT button. 
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From here you may sort on the headings or export to 3 different formats (as seen previously). 

 

 

To return to the Main Menu, click on the MAIN MENU link located at the top left of the page. 

 
 
 
CURRENT ADJUSTMENTS
 

:   This link will be used to review the status of a pending adjustment. 

Click the CURRENT ADJUSTMENTS link located under the BILLING section of the Main Menu. 
 

 
 
After clicking the link, the Adjustments page (shown below) will display all of the adjustments that are 
still in the approval process.  From here,  view the status of the current adjustment. 
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The adjustment request can be viewed by clicking the link. 
 

 
To view the original usage, click on the link. 

 
 

To view the usage adjustment, click on the  tab. 
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If another adjustment is needed for the same usage, click the link. 
 
This will start the process for the adding an adjustment, which was covered in the Bill History portion of 
this manual. 
 
After the adjustment info portion has been filled out, the following screen will appear, because there 
was already an adjustment entered for the same usage.  
 

 
 
If another adjustment is needed, the State Fleet manager should be contacted as they will be able to 
make changes to the adjustment request.  

If this is the wrong vehicle or usage transaction,  click the button to go back and find the 
correct vehicle or usage.  

After clicking the  button you will advance to an updated View Usage Details page. 
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Upon viewing this page, click on to see what options are presented since there has already been 
an adjustment entered for this usage.  
 
 
 

 
 

From here, it would be best to click on  to simply get rid of the extra adjustment.  
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Click  on the above confirmation page.  
 

 
 

 

 

SEARCH SECTION - 

From the Main Menu, click on VEHICLE link located under the SEARCH section. 

SEARCH VEHICLE: 
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In the Search Vehicle screen (shown below), you can enter the following search criteria into the fields: 
Vehicle number (include beginning zero) i.e. 01234 

 Vehicle group 
 Project information (if any was entered) 
 Department ID 
 Date range of specific usage  
 

 

If you don’t know any of the data fields, click on  and all of the vehicles assigned to your 
agency will be displayed.  

 

In this example, a search is being done on the vehicle group field…the group number was entered and 
then the search button was hit.  Below is an example of the results from the search: 



38 

 

 

Click on the link. 
  

 

The View Vehicle Details screen will be displayed (as shown above) with the specific information for the 
selected vehicle. 
 
Return to SEARCH VEHICLE screen. 
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The search results may be exported as seen in the previous section. 
 

Click on to include all vehicles in export or check the box on left side of vehicle if not 
all vehicles are wanted. 

 

 
 

Scroll down and click on the button. 
 

The Export Vehicles screen will be displayed.  This screen will show all of the information 
selected to be exported (as shown below). 
 

 

Next, click on the method of export wanted. This will display as we have seen prior sections.   

 
 

SEARCH USAGE:   This will be used to search for vehicle usage. 

 

 

From the main menu, click on the USAGE link. 
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Enter the desired search criteria.   

 

In the search results section, the Details tab allows to sort by column heading, view vehicle usage and 
export the results of this search. 

Locate the correct vehicle usage and click on the VIEW USAGE link under the Action column. 
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If an unbilled vehicle is selected, a screen similar to the one below will appear and which will allow you 
to edit or delete the usage on this vehicle.   

 

If the vehicle has been billed, you will see an ADJUST button on this screen.  

 

Click on the RETURN button to go back to the Search Usage page. 
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Click on the Summary tab of the Search Results section. 

 

This page shows a summary of all of the usage for this vehicle.  Click on the VIEW VEHICLE to display the 
View Vehicle Details page.  Click on the EXPORT button. 



43 

 

 

From here you can choose from the three export options again. 

Click on the MAIN MENU link located at the top left hand of the screen to return to the Main Menu. 

 
 
SEARCH ADJUSTMENT
 

: 

Click on the ADJUSTMENT link under the SEARCH section of the Main Menu. 
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Next, enter the search criteria needed or click on the  button to bring up all adjustments. 

Search options include: 
 Vehicle number (include zero in front of number) i.e. 01224 

 Usage date range 
 Adjustment requested date range 
 

 
  
From the search results screen, the user can see that the status of the adjustment is at in the approval 
process. The approval process is as follows: Fleet, Accounts Receivable, Accounting Operations (only on 
meter changes).  
 
To see the adjustment that was requested, simply click on the link. 

 
The View Usage Adjustment page provides all information in regards to the adjustment.  

If you want to see the original usage entry, click on the  link. 
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MISC. SECTION - 

FLEET RATES
 

: 

Click on the FLEET RATES link located under the MISC. section of the Main Menu. 
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After clicking on the FLEET RATES link, the Charge Rates screen will show the current charge rates for 
each vehicle group as of that date.  

 
Return to the Main Menu by clicking on the RETURN button at the bottom of the screen or by clicking on 
the MAIN MENU link located at the top left of the screen. 
 

MONTHLY USAGE

This is a report that will show you each month’s usage for the previous 12 months.  

:   

Click on the MONTHLY USAGE link under the Misc. section heading to advance to the Monthly Usage 
page as shown below. 
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Enter the month end date for the twelve month period for which you would like to see usage.  Further 
define the search by specifying a location and/or vehicle group. 

Click on the SEARCH button. 

The results will be displayed in a table like the one below.  Click a VIEW VEHICLE link. 
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You will see the View Vehicle Details page as we have seen before. 
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At the Monthly Usage page, search by group to look at a particular group of vehicles. 

 

Click on the MAIN MENU link at the top left of the screen to return to the Main Menu. 

 

At the Main Menu click on Frequently Asked Question link under MISC. 

FAQ’S: 
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