	

	

	

	

	

	

	

	


WEXPAY Extract

This interface applies to leased vehicles only.  

Our agreement with GSA for the leased vehicles is a two-way process.  

1.) We pay GSA a monthly lease rate, plus mileage and/or surcharges, for all leased vehicles via the Webbill process.

2.) GSA reimburses us for all fuel, preventative maintenance expenses under $100 and all pre-authorized maintenance expenses via the WexPay process.

The WexPay extract (also known as esubmit) is required by GSA in order to receive reimbursement for fuel and maintenance related expenses.  There is no job associated with this process.  It is a macro-enabled spreadsheet that is populated by the end users (Transportation Services) using an extract file that is created from a Discoverer query.  This process occurs near the end of each month, following the upload of all fuel and fuel-related odometer readings.  The entire process is handled by Transportation Services.  We only get involved if there’s a problem.
The instructions on how to populate the spreadsheet, which were given to the users, are included below.


	Wright Express ®  Submission Process (WEXPAY)

	

	

	This document covers the process for running a query, importing the results of the query into the eSubmit file, preparing the file for submission and sending the file to Wright Express ®.
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Open the Discoverer query called wexpay.DIS.
Enter the Meter Reading Usage Month of the records you would like on the report. 
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Enter the fuel costs which are located on the first screen and second screen (click on

Next > to get to second screen) of the pop up window.
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(Screen 1)
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(Screen 2)

If the biodiesel fuel percentage has changed since the last report, enter the new

percentage on screen 2 (click on Next > to go to third screen). 
Click the Finish button when all the parameters have been entered.
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(Screen 2)

The query will return the results.
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Click on the File menu item and select Export…
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Click the dropdown arrow under ‘What export format do you want?’ and select CSV (Comma delimited)(*.csv).
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Select where you want to store the file by clicking on the Browse button.
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Select the location to save the file, enter the name of the file and click on the Save button.
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Click the Finish button.
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The file is now saved and ready to import into the Wright Express eSubmit excel file.

Importing Data into Wright Express® Form
Open the WrightExpressEsubmit file.

Next to Macros have been disabled, click the Options… button.
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Click the Enable this content radio button and click the OK button.
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Make sure you have the first empty cell under Transaction Date selected (Row 10, Column A).

Click on the Data menu tab and then click From Text icon.
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Locate the file to import and double click on it or click once and click the Import button. 
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In the Original data type section, make sure Delimited is selected.

In the Start import at row, change to 2 (row 1 has titles of the columns – see figure below) and click the Next > button.
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In the Delimiters section, uncheck Tab and check Comma and click the Next  > button.
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Click the Finish button.

In the Existing worksheet box, make sure the first cell to import into is entered.  Click on the Properties… button.
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If the Adjust column width is checked, uncheck it.  Click OK.
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Click OK again.

The records should be imported.
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Preparing Remit File
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In the pop up box, click Yes to continue creating a remit file.

[image: image22.png][Microsoft Excel

The following routine wil create a il to remit For settlement and clear this spreadsheet. Would you lke to continus?

o) w |





A new file is created called Book1.
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Chose a location to save the file and click the Save button.
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Click the Yes button.
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A file to remit will be saved in the chosen location and a new, cleared file will be displayed.

Exit the file.
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