Fleet Management System
WEX Meter Reading Correction Procedures:

The purpose of this procedure is to allow Maximo users to make adjustments in their
vehicle odometer readings from incorrect reading received from Wright Express
(WEX). This spreadsheet has been sorted by SITEID, VIN and READING DATE for
your convenience to consolidate the information regarding the vehicles in your
agency much easier.

To view the WEX spreadsheet on our website, go to the website for the State
Accounting Office (SAO) at (www.sao.georgia.gov) and on the left side of your
screen, select “Fleet Management System”.

Once you reached the Fleet Management System webpage on the left side of your
screen, select “WEX Error Spreadsheet”. This will open the Wex spreadsheet that
contains the information that will help you make adjustments to the odometer
readings in Maximo. The spreadsheet is divided into six columns with the following
column headings:

SITEID, STATEID, LOCATION, VIN , READINGDATE, ERRORMESSAGE.

Additionally, the spreadsheet has already sorted by Site ID. (See example below)

STATEID LOCATION VIN READINGDATE ERRORMESSAGE
nullThe new reading (157,806)
Georgia entered on 3/11/08 10:36 AM should
Emergency be greater than the previous reading
Management (159,975.00) entered on 2/25/08 11:08
2390 239-5075 Agency 1GNDT13S722325075 11-Mar-2008 10:36:59 AM AM

nullThe new reading (30,773) entered
on 3/11/08 5:29 PM should be greater

Child than the previous reading
Advocate, (229,086.00) entered on 2/27/08 8:45
2450 245-5424 Office of 2G1WB55K279305424 11-Mar-2008 05:29:32 PM PM

Column Heading Definitions

e SITEID - SITEID is a unique Maximo identifier that comes from the first 3
numbers of your State ID # followed by an additional zero“0”. Example SITEID
2390 = STATE ID 239-5075

e STATEID - Your state agency ID number

e LOCATION - The location where the vehicle is presently residing

e VIN - Unique Vehicle ID number

e READINGDATE - The date and time that the fuel transaction took place.


www.sao.georgia.gov

e ERRORMESSAGE - The error that occurred when the odometer reading from

the WEX transaction attempted to update Maximo.

Procedures for adjusting your Odometer readings in the Fleet
Management System

Step 1: To view the WEX spreadsheet on our website, go to the website for the State
Accounting Office (SAO) at (www.sao.georgia.gov) and on the left side of your screen,
select “Fleet Management System”. Once you reached the Fleet Management System
webpage on the left side of your screen, select “WEX Error Spreadsheet”.

Step 2: To begin using the spreadsheet for your Agency, you must first locate your Site
ID. You can do this by selecting “Edit” from your menu selection then by selecting
“Find”. When the dialog box appears, put in your 4 digit SITEID number. This will be
the first 3 numbers of your StatelD followed by a zero (0). This will bring you to the
beginning or your information on the spreadsheet.

NOTE: As an option, you can open a new Excel spreadsheet and copy the information

from the WEX spreadsheet regarding your information and save. This will allow you
have a separate spreadsheet with just the information pertaining to your agency.

Step 3: Log into Maximo


www.sao.georgia.gov

Step 4: When you login it will bring you to your Start Center. (I am logged in as a Fleet
Coordinator so your Start Center might look a little bit different) Then click on the
Vehicles application that is on the far left, or use the Goto then Assets then select

Vehicles.
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Step 5: Type in either the State ID or the VIN of the vehicle in which you are trying to
correct the error on and hit enter.
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Step 6: When you complete step 3 this is the screen you will see, click on the Asset
Number to pull the vehicle up.
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Step 7: From this point you want to click on the Select Action. When you click the Select
Action it will bring up a drop down menu, you now want to click Manage Meter Reading
History (The Red Box is around it in the picture). Manage Meter Reading History will be
right under Enter Meter Readings.

£~ MAXIMO - ¥ehicles - Windows Internet Explorer,

%r - ‘ﬂ http:ff167. 192,55, 210: 7001 fmaximofuifmaximo, jsprevent=loadappwalue=vehicles v H""H X | |Live Search “}J '|

: Fle Edt Wew Favorites Tools Help 'Y’ - | Q'lWeb Search|4> [;%Eoukmarks' [ Settings = | @Messenger' el
— — F »

o e8|~ I & MAXINMG - Yehicles x IE georgia.gov - Flest Manage... [ (& velcome to Tabbed Browsing ] l ﬁ e

Vehicles ” GoTo et Reports # Start Center 2-Profile

[ v| Find:| g @@ B ldiglen | Repers
i List Agency Fleet Cost _ Meters 4“5?;;?“ =
State ID | 467-4796 View Work Orders and PMs Body Style
Agency Vehicle ID [4795 Enter Weter Readings Tag D
Property Decal | | Manage Meter Reading History | |is | Tag County £
ViN [1FAFPS2281A226278 S Ve Tag Expiration Date @
Attachments & e Emission Date a
Attachment Library/Folders [3
Add to Bookmarks
Agency Remarks |NEWTAGISGVBT127 | g, ponons | Last Reading Date |3/17/03 38 P11

TargetFiscal Year toReplace | |~ Last Reading | 137,578.00
VRLine for Replacement | |~ 1 Fleet Status

Condition Code | | & [ IE Low Use Validation | |
Meter Group | VEHICLE | # [Fuel and Wieage for Fleet Vehickes IE

Classification =
Maximo Asset# |4670-472372 | [Sedan; Nid Size |= site

Classi [sGAVEHCL | # Location |1 | 2 [Corrections, Department of E

Section Description Alphanumeric Value Mumeric Walue Unit of Measure
b [AGENCY USE | [Group 1 | CONASAUGA { & I | [ |~ 1]
»  AGENCY USE Group 2 Fel » ]
»  AGENCY USE Group 3 Fel » ]
P AGENCY USE Agency Designation + ~ ﬁ
P AGENCY USE Agency Primary use POOL STAFF -~ ~ ﬁ
b AGENCY USE Wheel Chair? No £ » il
P AGENCY USE Coordinated Use Vehicle? No P -~ ﬁl
b AGENCY USE Contract Maintenance ID +~ ~ ﬁ

Done G 0 Internet




Step 8: This is what will show up when you complete step 5, now you want to click on
the word that says Filter.
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Step 9: When you do step 6 you will now be able to filter by Meter Type, in the Meter
field type Odometer and hit enter, this will pull up only the odometer records.
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Step 10: Now you will need to find the odometer reading that needs to be corrected,
Reading Date will probably be the best way to do this. Look at the error on the
spreadsheet for this specific vehicle and see what the reading date is
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Step 11: As you can see now all that is visible are odometer readings, you will need to
find the record that needs to be corrected and click on the word ODOMETER to highlight
the record you need to fix. I have just randomly chosen one.
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Step 12: Now you need to enter the correct meter reading into the Modified Reading
Field. (If you can not see the OK button hit F11 this will fix your screen so you can see it,
just remember to hit F11 to re-correct your screen after you hit OK) Now hit the OK
button.
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Step 13: You will need to go back into Manage Meter Reading History, because after
you hit OK it closes that window. As you can see after you hit the OK button it updated
the original reading of 135,875 to 136,000 miles. Now click OK again you might need to
hit F11 to get to the OK button to close the Manage Meter Reading History Window.
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Step 14: Now all you need to do is hit the Save Icon. And you have corrected the error.
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IF YOU HAVE A PROBLEM OR NEED HELP

Should you have any problems or questions in making these corrections, please contact
the Maximo Application Support Help Desk at: 888-896-7771 or 404-657-3956, or you
may send an email to maxampfeedback@sao.ga.gov.
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