Fleet Hub Guidance Document: Assigned Driver

Fleet Hub is located on the FleetOhio web Page: https://fleetohio.das.ohio.gov/fawebprod/

From here select the option for Fleet Hub — Vehicle Assignment Application & Voyager Transactions. It
is found on the left side of the screen under “Quick Links”. You do not need a User ID or password for
this page.

AssetWQRKS

Welcome

Please Click Here For Motor Pool Reservations

Telematic devices are installed in all DAS motor pool vehicles.
By completing this reservation, you are acknowledging and accepting the state telematics policy.

If You Only Need Access To Your Motor Pool Reservations
You Do Not Need a FleetOhio Logon and Password
Please Just Click the Link Above

If you have any questions. please contact our office

External Login
Phone: 614.466.6607
Fax: 614.752.8883
Quick Links Email: dasflest@das.ohio.gov

Motor Pool Reservation
Request
Fleet Hub - Viehicle

Assignment Application 8
Voyager Transactions

Geotab Application

State of Ohio Telematics
Policy

Please follow the normal single sign on process to get onto the FleetOhio page or into the Fleet Hub
when it appears. (If you have already signed into a single sign on page, it may skip this step.)

® OH|ID

Ohio's Digital Identity. One State. One Account.

Register once, use across many State of Ohio websites

Create Account

LogIn

OH|ID

Password o

Forgot OH|ID? | Forgot passwerd? | Get login help

Find out more about OH|ID>
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This will open the access page of the Fleet Hub. As an assigned driver you should only see transactions

for your assigned vehicle.
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If you are fleet coordinator, please navigate to External Transactions > > Voyager Transactions to see transactions for all

vehicles in your agency.

Woyager Transactions

Account

869284117 - DEPT OF ADMMN SVCS
MANAGED

869284117 - DEPT OF ADMMN SVCS
MANAGED

869284117 - DEPT OF ADMMN SVCS
MANAGED

869284117 - DEPT OF ADMMN SVCS
MANAGED

Displaying 1 to 4 of 4 records.

© 2023 - Fleet Hub

Fleet Ohio

Driver Equip #

32-2020

32-2020

32-2020

32-2020

Tran Date Posted Amount Status

9/5/2023 9/12/2023 99.00 Receipt Pending &

9/5/2023 9/7/2023 236.05 Receipt Pending &

7/11/2023  7/12/2023 47.75 Receipt Pending &

6/2/2023 6/6/2023 54.03 Receipt Pending &
« < | Page1of1 > >

In the Status column you will see a handful of options:

e Received- Transaction has been received from Voyager.
o Needs Reviewed- Product code needs to be corrected, did not come from the vendor correctly.

This will shown in Yellow.

e Receipt Pending- Needs receipt uploaded.
e Receipt Received- Receipt has been added, but not audited.

e Complete- Receipt has been audited with no issues found. This will be shown in Green.
e Error- Any Error in processing, email DASFleet@das.ohio.gov . This will shown in Red.

From here find the transaction that matches the receipt/invoice you have and then click the blue pencil

on the far-right side of the table.

Woyager Transactions

Account Driver

869284117 - DEPT OF ADMN SVCS
MANAGED

869284117 - DEPT OF ADMN 35VCS
MANAGED

869284117 - DEPT OF ADMN SVCS
MANAGED

869284117 - DEPT OF ADMN SVCS
MANAGED

Displaying 1 to 4 of 4 records.
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Fleet Ohio

Equip #

32-2020

32-2020

32-2020

32-2020

Tran Date

9/5/2023

9/5/2023

7/11/2023

6/2/2023

Posted Amount Status

9/12/2023 99.00 Receipt Pendi &

9/7/2023 236.05 Receipt Pending &

7/12/2023 47.75 Receipt Pending &

6/6/2023 54.03 Receipt Pending &
€ < Pagelofi > >
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This will populate the Voyager Transaction Edit screen. All information received from Voyager regarding
that specific transaction will show here. On this screen you will need to do the following:

1. Attach the matching receipt. Please make sure the Full receipt is pictured/scanned with all parts
of the receipt/invoice clear and legible (DATE, TIME, and AMOUNT).

A. Match the receipt to the Transaction Date and Total Amount. These two show the date the
service or fuel was gotten and for fuel transactions the fuel amount with tax that would
show on the fuel receipt.

2. Upload the attached receipt or Invoice and correct coding (blue Upload button).

3. The Driver and Fleet Coordinator will receive an email notifying them that the product code
needs updated. Look at the product code box if it blank and surrounded by a Yellow box this will
need to be changed.

A. If this needs changed the Import status will say Needs Review in Yellow and have a Save
button in Green. Please update to the correct service ( Oil change, Wash, Wiper blades)
there is a button at the bottom left that says View Product Code/Task ID that will open a
window of example codes please pick the closest one to what service was received.

a. Ifthereis only one line avalible and multiple services were
received choose Qil change (code A) first, if no oil change
choose the most relevant option based on the invoice.

B. Ifit needs to be coded as fuel please click the Is Fuel box and use 01 for unleaded or 05 for
Diesel

C. Itis recommended that you Save as you go. This will alert you to any issues if the upload gets
stalled and does not finish.

Card # Account

Receipts

405607 869284117 - DEPT OF ADMN SVCS MANAGED

Transaction Date Time Posted Date Reference # Approval/Auth Code Select Choose File to select the file to upload. Then select Upload

8/31/2023 12:59 PM 9/4/2023 664816 246149 button to upload the receipt. @
Only image and pdf files are allowed.

Merchant Name Merchant Address Invoice #

TA WAPAKONETA 1775 BELLEFONTAINE ST WAPAKONETA OH 45895-0000 00428596 Choose File |No file chosen P

VIN Voyager Vehicle # Fleet Ohio Equipment # Odometer

1G1ZC55T4LF130733 322212 32-2212 25000 e @

1 No Receipts uploaded.

Vehicle Total Amount Audit Status

2020 CHEVROLET MALIBU $20.00 Unaudited

For a line item where "Fleet Ohio Product Code" is blank please select proper product code and then select

Save button.

Voyager Cost w/o Import

Product Is Fuel  Fleet Ohio Product Code Quantity UnitPrice Total Tax Tax Status

Fuel Transactions
01- 01 x v 549 $3.642 $1 £19 Ready

UNLEADED Gallon to
Upload
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Voyager Transaction Edit

Card # Account

404227 869284117 - DEPT OF ADMN SVCS MANAGED

Transaction Date Time Posted Date Reference # Approval/Auth Code
8/31/2023 4:28 PM 9/4/2023 664814 618164

Merchant Name Merchant Address Invoice #

TEDS AUTO SALES 918 W MAIN ST LOUISVILLE OH 44641-0000 00428513

VIN Voyager Vehicle # Fleet Ohio Equipment # Odometer
3FA6POG78HR318684 054306 54-306 0

Vehicle Total Amount Audit Status

2017 FORD FUSION $16.93 Unaudited

For a line item where "Fleet Ohio Product Code” is blank please select proper product code and then select
Save button.

Voyager Costw/o  Import
Product Is Fuel Fleet Ohio Product Code Quantity Unit Price Total Tax Tax Status
Work Order Transactions

NP -
PROD

v 1
NOT
AVAILABLE

$16.93 $0  $16.93

[V
©

lect Fleet Ohio Product

Receipts
Select Choose File to select the file to upload. Then select Upload

button to upload the receipt.
Only image and pdf files are allowed.

Choose File | No file chosen

No Receipts uploaded.

When uploading a Receipt, Invoice, or Affidavit please click the grey Choose File button on the right side
of the screen. This will allow for the user to search their computer or phone to find the receipt or invoice
that corresponds to the Voyager transaction. Receipts and invoices can be more than one page if
needed as long as all parts of the receipt are legible and shown. Please include all pages of maintenance
invoices. As a reminder every time your car has service whether a PO is needed or not an invoice should
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be gotten by the driver when the car is picked up.

Voyager Transaction Edit Previous Transaction | ‘ Next Transaction ‘ X
o Receipts
« A <« Agencylogs » DAS-GDFT » Fy24 v O S Search Fy24
Emaneek New folder Bz - [m e Select Choose File to select the file to upload. Then
= select Upload button to upload the receipt.
@ OneDrive - State ¢ ~ Name Date moedified Type Size ™ Only image and pdf files are allowed.
APRIL 2024 File fold .
[ This PC fetoaer No file chosen
- AUGUST 2023 File folder
<l 30 Objects DECEMBER 2023 File folder
I Deskiop FEBRUARY 2004 File folder Ut
Documents JANUARY 2024 ! File folder No Receipts uploaded.
* Downloads JULY 2023 /1/2023 10:31 AM File folder
D Music JUNE 2024 /30/2023 9:55 AM File folder
=] Pictures MARCH 2024 File folder
MAY 2024 File folder
n Videos
. . MNOVEMBER 2023 File folder
= 0sDisk (C) OCTOBER 2023 File folder
== Fleet (\\s.dasdes SFPTFMRFR 2073 1 [ File fnlder e
—_ I:l......‘ﬂ\_.J._,J,v @ B
File name: ~| | All Files w
Open - Cancel
rFroauct TUEl TIEEl VIMY FIoguct woae UATTY rrice ax 1ax 2TATUS
Work Order Transactions
73 - BATT x *| 1Unit $99 $0  $99 Receipt

Once the receipt has been selected click the blue Upload button on the right side of the screen. Below
the receipt is showing ready having been uploaded and the coding has been updated to reflect the Oil
Change that was preformed instead of just REPR (repair). If needed there is a red delete button if the
wrong receipt has been uploaded. It is at the bottom of the uploaded receipt image.

Card # Account Receipts
401709 869284117 - DEPT OF ADMN SVCS MANAGED
Transaction Date Time Posted Date Reference # Approval/Auth Code Select Choose File to select the file to upload. Then select Upload button to upload
8/15/2023 4:00 AM 8/16/2023 658674 60009149 the receipt.
Only image and pdf files are allowed.
Merchant Name Merchant Address Invoice #
GDYR AUTO SERVICE 6324 124 E SPRING ST COLUMBUS OH 43215 86692823 32-1297 2023 08 GY.pdf
VIN Voyager Vehicle # Fleet Ohio Equipment # Odometer Receipt file uploaded successfully.
3FABPOGY2HR318728 321297 32-1297 112062
Vehicle Total Amount Audit Status
2017 FORD FUSION $144.61 Audited
Cost w/o Import
Voyager Product Is Fuel  Fleet Ohio Product Code Quantity Unit Price  Total Tax Tax Status
Work Order Transactions

45 - OIL CHANGE FULL SERVICE FSOC x v | 1Unit $49.45 $0 $49.45 Uploaded
T4 - FEE DISPOSAL/WASTE DFEE x v | 1Unit $19 $0 $1.9 Uploaded
19 - PARTS PART x v | 4Unit $0 $0 $0 Uploaded
21 - SERVICE SERV x v | 1Unit $93.26 $0 $93.26 Uploaded
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After the receipt has been uploaded and if needed the product code corrected saved for the transaction
the driver can use the buttons at the top right corner of the screen to navigate to upload the next
transactions receipt for the vehicle.

What if:

An invoice that is not populating? Voyager Transactions can take 10-15 days to show. If the transaction is
still not showing please send the invoice or receipt to your Fleet Coordinator or DASFleet@das.ohio.gov
so that the vendor can be contacted for timely billing and we here at Fleet can work to get the invoice
properly billed.

An invoice that is not showing correctly, please follow the normal procedure for alerting OFM. Send an
email to DASFleet@das.ohio.gov with the subject line “Dispute for your vehicle license”. Within the email
give us a little information about what is wrong, and we will get the dispute filed.

Please email any questions to DasFleet@das.ohio.gov . You will need access to Fleet Ohio to access the
Fleet Hub. If you do not already have an account you will need to complete an Enrollment form for Fleet
Ohio.

If you are not seeing any transactions or transactions that do not belong to your vehicle please contact
your Fleet Coordinator and/or DASFleet@das.ohio.gov so we can get the problem corrected.
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Appendix A
Quick guide of Codes

Work Order Task IDs
Repair Task IDs
01 | TOWING SERVICES 11 HEATING AND AIR CONDITIONING
02 CHANGE AND REPAIR TIRES 12 MOTOR / ENGINE
03 SUSPENSION SYSTEM 13 POWER TRAIN
04 | WINDOW / GLASS — VEHICLE 14 IGNITION SYSTEM
05 SOFT TRIM AND UPHOLSTERY 15 COOLING SYSTEM
06 | AUTO BODY / CAB BODY 16 FUEL SYSTEM
07 ELECTRICAL SYSTEMS 17 EMISSION SYSTEM
08 BATTERY AND SERVICES 18 EXHAUST SYSTEM
09 LIGHTING SYSTEM 19 FRAME AND CHASSIS
10 INSTRUMENTS AND GAUGES 20 BRAKES / PARKING / ABS / AIR

Preventative Maintenance Task IDs

TaskID Description

A LUBE OIL AND FILTER

B A SERVICE + COOLANT CHECK

C A+ B SERVICES + FUEL FILTER, AIR FILTER,
DIFFERENTIAL LUBRICANT

Fuel codes: First make sure the Is Fuel box is selected. Then pick from:

2. 01- Unleaded
3. 05- Diesel

With codes we just need the code to reflect what was done. If it has been miscoded and was for a car
wash type in wash and options will populate. Please pick the one closest to the service received.

Card # Account .
Receipts
405824 869284117 - DEPT OF ADMN SVCS MANAGED
Transaction Date Time Posted Date Reference # Approval/Auth Code Select Cheose File to select the file to upload. Then select Upload button to upload
8/31/2023 6:07 PM 9/4/2023 664817 560023 the recelpt.
Only image and pdf files are allowed.
Merchant Name Merchant Address Invoice #
FLYNNS TIRE 246 4045 PORTAGE ST NW NORTH CANTON OH 44720-0000 00428623 Choose File | No file chosen
VIN Voyager Vehicle # Fleet Ohio Equipment # Odometer
1CERR7FGXLS 149901 320340 325-934 0 e
No Receipts uploaded.
Vehicle Total Amount Audit Status
2020 RAM 1500 $286.55 Unaudited
For a line item where "Fleet Ohio Product Code" is blank please select proper product code and then select Save button.
Cost w/o Import
Voyager Product Is Fuel  Fleet Ohio Product Code Quantity Unit Price  Total Tax Tax Status.

Work Order Transactions
NP - PROD NOT AVAILABLE Select Fleet Ohio Product - %55 S0 $286.55
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