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FLEET CARD RECONCILIATION AND DOCUMENT SUBMISSION PROCEDURE 
MONTHLY TRANSACTION VEHICLE REPORTS WITH FUEL AND MAINTENANCE RECEIPTS 

 
The purpose of the reconciliation process is to ensure accuracy of the charges between the receipts and Transactions 
by Vehicle reports, and that no restricted items are being purchased. 
 
Driver Responsibilities 

1. Driver gets fuel, maintenance, or repairs done. 
2. Driver retains all fuel, maintenance and repair receipts until the end of the month when the receipts are 

given to the Fleet Coordinator.  
 

 

 

Fuel receipt 

 

 

 

 

                                               Maintenance receipt  

 

                                

                                 ODOT fuel receipt 
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Fleet Coordinator OR Assigned Designee Responsibilities 
 

1. Fleet Coordinator will collect the receipts from the driver at the end of each month. 
2. All receipts are taped to a sheet of paper with as many receipts as possible to a sheet of paper. 

Between the 3rd and 5th business day of the month, the Fleet Coordinator or Assigned Designee will run the 

Voyager Vehicle Transaction Report.  

 See Appendix D for instructions on how to generate a Voyager Transactions by Vehicle Report. 

3. Fleet Coordinator or Assigned Designee compares the Voyager Transactions by Vehicle Report to the receipts 
to ensure all receipts have been received. 
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Packet Preparation 
 

1. The packet is due by the 10th of the month. 
2. Fleet Coordinator or Assigned Designee completes the Fleet Card Reconciliation Cover Sheet.  
3. Fleet Coordinator or Assigned Designee prepares packet for scanning.  The order of packet items is: 

a. Fleet Card Reconciliation Cover Sheet See Appendix B 
b. Voyager Transactions by Vehicle Report 
c. Fuel Receipts 
d. FCPA (if needed) 
e. Maintenance / Repair Receipts 

4. For each vehicle, scan cover letter, Voyager Transactions by Vehicle Report, and receipts and invoices (place 
and copy all fuel receipts on as few sheets of paper as possible) as one file.  
See Appendix A for example of packet 

5. Create the file in a PDF format using the following format for naming the file using the vehicle license plate 
number, year and month (i.e., 32-112 2015 11).  

6. Fleet Coordinator creates the email with the following format: 
a. To:  DASFleet@das.ohio.gov 
b. Subject: (Agency acronym) Fleet Card Reconciliation Month Year (i.e., DAS Fleet Card Reconciliation 

November 2015) 
c. Body of email: “Attached are (Agency acronym) month Monthly Vehicle Logs” (i.e., Attached are DAS 

November Monthly Vehicle Logs) 

 
                 Packet email   
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What Do I Do If? 
 

1. Missing Receipts 

If a receipt is missing or you cannot make out the date, amount, etc., a Fleet Card Purchase Affidavit (FCPA) 

See Appendix C must be completed by the driver and their supervisor for each missing receipt.  

a. Fleet Coordinator gives / sends FCPA to driver for completion. 
b. Driver completes FCPA and has supervisor sign. 
c. Driver returns FCPA to Fleet Coordinator.  

 
2. Disputes 

Any time a receipt and the Voyager Vehicle Transaction Report do not match, a dispute needs to be filed. 

a. On the transaction report, highlight the line item that does not match with the receipt. 

b. Scan the transaction report and receipt. 

c. Create the file in a PDF format using the following format for naming the file using Dispute  vehicle 
license plate number, year and month (i.e., Dispute 32-112 2015 11).  

d. Fleet Coordinator creates the email with the following format: 
1) To:  DASFleet@das.ohio.gov 

2) Subject:  (Agency acronym) Dispute for Vehicle license plate number, year and month (i.e., DAS 
Dispute for 32-112 2015 11).  

3) Body of email:  Attached is a dispute for (Agency acronym) month and year 
(i.e., Attached is a dispute for DAS November 2015) 
  

 

 
 

 
   Dispute email 

 

 

 

 

 
 
 
 

3. Fleet Card Declined 

When the Fleet Card is declined, the driver or vendor must call the DAS Office of Fleet Management 

(614.466.6607) for assistance. 

a. Wrong PIN # entered at the fuel pump – lock out after three tries 

b. Purchase is over daily limit  

c. PO amount does not match amount vendor is processing 
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4. Purchases Not Made on Fleet Card 

When the Fleet Card problem cannot be resolved immediately, an alternate way for purchase is permitted.     

a. Obtain receipt for purchase 

b. Complete DAS Fleet Refund Request form See Appendix E 

c. Scan receipt and form. 

d. Submit to DASFleet@das.ohio.gov  for processing 

Tips 
 

1. Note vehicle ID on receipt 

2. Create a separate file folder for each vehicle’s receipts 

3. Attach receipts to sheet of paper as receipts are received 
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 APPENDIX A 
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APPENDIX B 
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APPENDIX C 
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Running Voyager Transactions by Vehicle Reports 

Description:  The following steps will generate a report listing your fleet card transactions, this report is 
used for the monthly reconciliation process. 
 
(In order to gain access to reports on Fleet Commander Online, you must have submitted an enrollment 
form to the Office of Fleet Management) 
 

1. Log into Fleet Commander Online  

www.fleetcommanderonline.com  

 

 

2. Click on the “Reporting” tab. 
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3. Under Transaction Reports, click on “Transactions by Vehicle” 
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4. Create a Transactions by Vehicle Report parameters will be set according to the Account and Organization 

Level that your vehicle/fleet card is assigned to.  Make sure the “Use Organization Levels” option is chosen 

under Data Access Parameters.  Under Transaction Parameters, choose the “Posted During” field, and the drop 

down arrow will allow you to choose the Monthly Billing Cycle that you are in need of.  In most cases, the 

option chosen will be “Last” billing cycle. 
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5. Click on “View Entire Report” (pop-up blockers must be turned off) 

 

 
 

 

 

 

 

 



 

OFMGUD0006                                                                                                                            Rev 12/19 

 

6. The report will be generated.  Click on “Download as a PDF” to download the report as a PDF file.  Save the file 

accordingly, file name should be saved with the following naming convention: 

Vehicle license plate number, Year, Month (e.g. 32-720  2016 03) 
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                                                                        APPENDIX E 
 

             

DAS Fleet Refund Request 
 
 

* Bill to Agency: DAS01 

Employee Agency Name & Business Unit : 

Division: Bargaining Unit: 

Current Date: Receipt Date: 

Refund Amount: 

Name of Employee Purchasing Goods: 

 
Employees OAKS Supplier ID #: 

*(This is not the same as an Employee ID#) 

 

*Invoice No: 

Address  Number and Street City State Zip 

 

 

 
Supervisor’s Signature: Title: Date: 

 
 

 
Enter Speed Chart Name or Chartfield String (Completed by DAS Fleet) 

Speed Chart Fund Account Code ALI Department Program 

 1220 560059 100637 DAS105925  

Grant/Prj Project Serv Loc. Reporting Agency Use Budget Ref. 

      

                                                            

 

Unit Number/Reason for Using Personal Funds: 
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DAS Fleet Refund Request 

INSTRUCTIONS 
 

The following instructions are for reimbursement of a fleet expense (Fuel or Maintenance) to a 

state employee using a DAS managed vehicle, should the State Fleet Card not work. The state employee 

would not use the standard Travel and Expense reimbursement process through the OAKS FIN; instead, 

follows the DAS Fleet Refund Request process below: 

 

1. The state employee must be registered in OAKS as a supplier. If the state employee is uncertain 
if they are already a supplier in OAKS, they must contact the OSS Help Desk 1.877.644.6771. 

 
2. If the state employee is not a supplier in OAKS, they must contact their agency's Human 

Resources Office. The agency's Human Resources Office must FAX the following HCM screen 
shots to Ohio Shared Services at 1.614.485.1039 or email SUPPLIER@OHIO.GOV. 

o VIEW NAME 
o CONTACT INFORMATION SCREEN 
o BIOGRAPHICAL DETAILS SCREEN SHOWING SOCIAL SECURITY NUMBER 

 

3. Once a state employee has an OAKS Supplier ID, the state employee needs to fill out the DAS 
Fleet Refund Request Form provided by DAS/Office of Fleet Management. The completed form 
and a copy of the receipt must be submitted to DASFLEET@DAS.OHIO.GOV. 

 

4. DAS/Office of Fleet Management will process the reimbursement via Ohio Shared Services.     

If assistance is required with this process, please contact DAS/Office of Fleet Management at: 

o Phone: 1.614.466.6607 
o Toll Free: 1.800.686.1521 
O DASFLEET@DAS.OHIO.GOV 
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