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Respond to the following to update mileage:
Do you want to receive GSA Form 4947

Do you want to receive an e-mail reminder to enter vehicle
mileage?

Verify your e-mail address: |david betances@usarec.amy.mil

Please enter a license tag to start with a particular vehicle, or leave
the field blank. o[ ]
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1 Introduction

1.1 Overview

The General Services Administration (GSA) provides the GSA Fleet Drive-thru application to help track and manage its fleet operation.  

You can use GSA Fleet Drive-thru to: 

· Report vehicle mileages via Mileage Express.

Mileage Express allows you to enter your vehicle mileages directly into GSA’s Fleet Management System (FMS) database.   

· Generate a vehicle inventory report via Reports Carryout.

Reports Carryout allows you to generate a GSA Fleet vehicle inventory report on the Internet at any time. You can generate a report by customer or BOAC number, which can then be opened in either Microsoft Word or Excel.

· Enter payment information for vehicles assigned to you via Speed Pay.  
Speed Pay allows you to enter or update payment information for your vehicle.
· Research and analyze billing information using Web Bill. 

Web Bill allows you to research and analyze billing information related to the leasing of government vehicles.
1.2 Purpose

The purpose of this document is to provide step-by-step instructions on how to use the GSA Fleet Drive-thru application.

1.3 Audience

This document is written for GSA Fleet Drive-thru application users who are responsible for reporting and tracking vehicle mileage, and generating vehicle inventory reports.

Starting GSA Fleet Drive-thru

To start the GSA Fleet Drive-thru application, do the following:

1. Start your browser and go to the GSA Fleet Drive-thru web site at http://drivethru.fss.gsa.gov.
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Mileage Express provides you with a quick and easy way to report your vehicle mileage online--
no other data transfer or paperwork is required

Reports Carryout allows you to generate a GSA Fleet vehicle inventary report on the internet at
any time,

Speed Pay allows you to enter vehicle accounting information to help simplify bill reconciliation
and payments,

Dial-a-Mile allows you to use your telephone to report vehicle mileage. Just dial the toll-free-
nurmber (877) 472-3773 to report up to 20 vehicles.

web gill allows GSA customers who lease government vehicles or purchase supplies to access
billing information via internet. You can download the data in an Excel spreadsheet or PDF files




Figure 1.  GSA Fleet Drive-thru Home Page.
Note:  If you do not know your customer number or access code, contact your Fleet Service Representative (FSR).  If you type the wrong customer number or access code three or more times, the system “locks up” and displays the message, Permission denied; contact servicing FMC.  If you do not know who your local FSR or Fleet Management Center (FMC) is, click on the “Contact Us” link located on the menu bar above the customer number and access code fields.
2. Enter your customer number in the Customer Number field.  Your customer number consists of 15 alphanumeric characters.
3. Enter your access code in the Access Code field.  

Your access code consists of 4 alphanumeric characters with the first character being alphabetic.  
4. Click Log In.   The system displays the GSA Fleet Drive-thru Main Menu (Figure 2) on your screen.
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Figure 2.  GSA Fleet Drive-thru Main Menu.
Note:  Once you log into one of the subsystems there is a help button on    the bottom of every screen.
5. Select the task that you would like to perform:

	If you want to…                                          

	Enter your mileage:  Click Mileage Express on the menu, and see Section 3, “Reporting your Vehicle Mileage with Mileage Express.”

	Generate a vehicle inventory report:  Click Reports Carryout on the menu, and see Section 4, “Generating Inventory Reports with Reports Carryout.”



	Pay GSA bills:  Click on Speed Pay on the menu, and see Section 5, “Paying Your Vehicle Bills with Speed Pay.”



	Research and analyze GSA bills: click Web Bill on the menu, and see Section 6, “Researching and Analyzing your GSA bill with Web Bill.”


	Locate your Fleet Management Center (FMC): click FMC on the menu.


	Locate your Fleet Service Representative (FSR): click FSR on the menu.


	View the current User’s Guide:  Click Guides on the menu.



2 Mileage Express:  Reporting your Vehicle Mileage

Use the Mileage Express subsystem to report vehicle mileage.  You must report vehicle mileage once a month on or before the last business day of the month.  
To report your vehicle mileage, do the following:

1. Click Mileage Express from the Main Menu (Figure 2).  The system displays the window below :
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Figure 3.  Vehicle Mileage Reporting Screen
2. The Vehicle Mileage Reporting Screen above (Figure 3) contains several questions you will need to answer:

	Question/Field…
	Explanation…

	Do you want to receive GSA 

Form 494?
	Indicate whether you want the GSA Form 494 to be sent to you by selecting Yes or No in the field.  The GSA Form 494 is used to report your mileage via mail.  Mailing instructions are included on the form.

	Do you want to receive an 

e-mail reminder to enter vehicle mileage?
	Indicate whether you want to be reminded to enter your vehicle mileage by selecting Yes or No in the field.  The system electronically sends out a monthly reminder on the 21st of each month.  

	Verify your e-mail address:
	The window shows the E-mail address included in the database for you.  To change this address, highlight the address in the data field, and type the correct one.  (Note that your E-mail address cannot be more than 50 characters.)

	Please enter a license tag to start with a particular vehicle, or leave the field blank.
	Enter the license plate tag.  Note that all leased government vehicles begin with the letter G.


3. Click Next to display the vehicle mileage report.  Figure 4 shows an example.
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Figure 4.  Updating Your Vehicle Information.
	Field Name
	Description 

	
	

	Tag No.
	The license plate number of the vehicle.

	Fund Code:
	The Fund Code (FC) is a grouping feature for GSA billing statements; it is used for your record-keeping purposes only. (For example, if you have 200 vehicles, you can have them grouped according to offices and totaled within that grouping on your billing statement.)

	Acct. No. 1:
	A main account number that you assign to help identify your vehicle record. This field is for in-house use only. Some agencies use this field to help identify where the vehicle is located or what account they will bill internally.

	Acct. No. 2:
	The secondary account number that you can use to identify your vehicle record. This field is for in-house use only.

	Previous Mileage
	The previous month odometer reading for that particular vehicle.

	Ending Mileage
	The mileage displayed on the odometer at the end of the current month of the vehicle assigned to you.

	Status Indicator
	The status of the account record, indicating whether it is already updated, is being processed, etc.


	To…
	Then…

	Display the previous page
	Click Previous (if you have multiple pages)

	Display the next report page
	Click Next (if you have multiple pages)

	Store your changes in the database 
	Click Update

	Clear the mileage before selecting update
	Click Refresh

	Obtain a description of the fields
	Click Help


4. Confirm all mileages before clicking Update.

5. Click Log off on the top right hand corner to exit the application.
Note:  Once you log in you will be able to navigate to all applications without logging out (See Figure 5):
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Figure 5.  Navigation Task Bar Screen.

Reports Carryout:  Generating Inventory Reports

You can use the Reports Carryout subsystem to generate vehicle inventory reports.  The Reports Carryout application lets you create reports over the Internet for vehicles associated with your customer number, your BOAC, or your agency.  The reports are provided in text (.txt) format, which can be opened in MS Word or MS Excel, or other text-based applications. 

To generate a vehicle report:

1. Click the Reports Carryout option from the task bar (Figure 5) or use the Main Menu screen (Figure 2).  The system displays the window below:
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Class and Tag No Garaged Zip Fuel Type
Region & FMC Garaged State Monthly Rate
Sub-FMC & BOAC Contact Name Mileage Rate
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Previous Month's Mileage  Fund Code
Current Monthly Mileage "Covered" Zip Code Indicator

Law Enforcement Indicator





Figure 6.  Reports Carryout Main Menu.
2. Click Next.  The system displays the Select Report Options screen.
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Figure 7.  Select Report Options Screen.

3. Select the type of report you would like to generate by choosing one of these options as described below:  

	Option
	Description

	Your Customer No.
	Reports Carryout automatically displays the customer number you used to gain access into GSA Fleet Drive-thru, and generates a vehicle inventory report based on this number.

	Another Customer No.
	By selecting Another Customer No., you can generate a vehicle inventory report for any particular customer number, as long as it is within your agency.

You must also enter the customer number in the indicated field.

	BOAC
	The Billed Office Address Code (BOAC) is a six-character code assigned by GSA Finance to identify the address to be billed for services you receive.  The first two digits represent your agency code.  
If you select the BOAC number option, you can generate a vehicle inventory report for any BOAC number within your agency.

You must also enter the last four character of the BOAC in the indicated field.

	Agency
	This is the “whole picture” option.  By selecting Agency, you can generate a report for your entire agency.

	Bureau
	By selecting Bureau, you can generate a report for a particular bureau.  

	Fiscal Year
	Click Current, for a snapshot of your fleet.
Available in Previous, are two snapshots of your fleet:  9/30/02 and 9/30/03.


4. Report Output allows you to indicate how you would like the report to receive the report:
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Figure 8.   Report Output.
Note:  The system displays your E-mail address and Fax number that is stored in GSA Fleet’s database.  You may change the fields as needed for purpose of receiving the report.  It does not update/ change the record on file.

· E-mail:  Your E-mail report is sent in text format (.txt) and can be opened in almost any application.  When you receive your report, you also receive a set of instructions on how to open the file in Microsoft Excel (recommended application).  

· Fax:  Use this option to receive your vehicle report via fax.   If your inventory report includes 200 or more vehicles, you must use the Email option.
5. Click Submit to submit your report request.

The system provides the following informational message, displaying your customer number and the E-mail address or fax number used:
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Figure 9.  Report Message Screen.

6. Click Back to exit the message window and go back to the previous screen.  

Remember:  Once you log in you will be able to navigate to all applications (See Figure 5)

7. Click Log off on the top right hand corner to exit the application.  
3 Speed Pay:  Paying your GSA Vehicle Bill

If you are a customer of Defense Finance and Accounting System (DFAS), you can use the Speed Pay subsystem to pay your GSA vehicle monthly bills.  You must enter accounting data assigned by your agency to the specific vehicle(s) for which you are responsible.  

To pay your GSA bill, follow these steps:

1. Make sure you have the GSA Fleet Drive-thru Main Menu (Figure 2) displayed on your screen.

2. Click the Speed Pay option from the menu.  The system displays the Speed Pay screen (Figure 10).
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Figure 10.  Speed Pay Main Menu.

For All Customers:  Speed Pay allows customers to enter the accounting classification or other information that is assigned by your agency to the specific vehicle(s) for which you have responsibility. You may make changes to your information at any time during the month. However, the data in place when the monthly mileage is transmitted is the data that will attach to your billing. Any changes made after the monthly mileage has been transmitted will not be effective until the following month. All data can be viewed in Web Bill. 

You may update by customer number or by vehicle tag number or use a combination of the two methods: 

· Update by customer number: You may make a single data entry that will apply to all of the vehicles assigned to your customer number.

· Update by vehicle tag number: You may enter your data on a per vehicle basis.

· Update by combination of customer and vehicle:  For example, if you have 25 vehicles with the same customer number, first choose Update by Customer and enter your data. It will apply to all 25 vehicles. But what if 5 of those vehicles need a different line of accounting? Then select Update by Vehicle. You'll see a list of your 25 vehicles with the data you have just entered.  Click the vehicle tag number that needs the different data and make the necessary changes. 

DoD Customers: Entering a valid Fiscal Station in your accounting classification string will generate an IPAC billing that will automatically transfer funds from your organization to the GSA Finance Center. A Form 2529 and an electronic billing will go directly to the pay station address. A courtesy copy of the Form 2529 will be sent to your BOAC address. If an invalid Fiscal Station is entered, GSA will generate a non-IPAC billing, consisting of a GSA Form 789 and a Form 2529 that will be sent to your BOAC address. You will need to certify the non-IPAC bill and forward everything to your finance office to initiate a payment to GSA as you are currently doing. 

Non-DoD customers: Speed Pay is available to non-DoD customers, too. However, no IPAC billing will be generated by data entry. Any data you enter will be for your information only. Information can be entered in any field, will be transmitted with the monthly mileage and can be viewed in Web Bill, but no automatic funds transfer will be initiated. 

3. Click Customer Number.  The system displays the Accounting Information screen (Figure 11).

[image: image12.png]Vehicle Payment System ( by customer n

Information entered here will apply to ALL vehicles for
Customer Number: 04-08-00-70704B-815

* Department

* Fiscal Year

* Approp.

* Limit

* BCN OBAN ASN

Supplemental
Accounting Data

* FSN/AAA/ADSN
* Standard Doc. No.

* Indicates mandatory fields. Symbols are not allowed.

-

You Can Update Accounting Data





Figure 11.  Accounting Information Screen.
Note:  The asterisk symbol (*) next to a field indicates that the field is a required field; you must enter the appropriate data before your accounting information can be completed and processed.

If you need additional assistance other than what is provided in the spreadsheet below, contact your Data POC.  You can find your Data POC by clicking on the link on the Accounting Information screen (Figure 11).

Vehicle Payment System Field Description:
	Field Name


	Description
	Position

	*Department 
	The department code is a two-digit code that identifies the military department or government entity receiving the appropriation.  (Ex: 17=Navy/Marines; 21=Army; 57=Air Force; 97=Defense)


	2

Numeric

	*Fiscal Year 
	Designates the year funds are available for obligation, also referred to as “Period of Availability.” (Ex:  2003, XXXX)
	4

A/N

	*Approp 
	Identifies the type of funds being used.  Also called Basic Symbol.  A list of all basic symbols/appropriation symbols can be found at  www.fms.treas.gov/fastbook.  The basic symbols pertaining to all agencies within the Department of Defense can be found on pages A23-A30.
	4

Numeric

	*Limit 
	The Limit/Subhead is a suffix to the approp/basic symbol that is used to 1) identify a subdivision of funds that restricts the amount or use for a certain purpose or 2) identify sub-elements within the account for management purposes.
	4

A/N

	*BCN OBAN ASN 
	Navy/Marines: The Bureau Control Number (BCN) is a code that usually identifies the unit identification code (UIC) of the shore activity, a budget project/allotment number, or a functional account number.  The BCN can be the five-position UIC code, the two-position budget project code and the three-position allotment code, or the five-position functional account number (FAN). 

________________________________________________________

Air Force: OBAN=The OAC/OBAN is inserted in this field. The  first two positions is the Operating Agency Code (OAC) which identifies a major high-level organizational unit within the Air Force to which HQ USAF allocates funds. Positions 3-4 is the Operating Budget Account Number (OBAN) which is assigned by the operating agencies (MAJCOM's, POA's) to identify specific funding points. OBAN is also referred to as Allotment Serial Number (ASN) in some Air Force appropriations.

________________________________________________________

Army: ASN= The Allotment Serial Number is a control number assigned by an Operating Agency to identify specific allotments or allowances of funds.
	0-5 Numeric

_______

4 A/N

_______

3-5 Numeric

	Supplemental Accounting Data


	This field will not take spaces.  Use this field to input anything in your line of accounting that wasn’t accounted for on the screen.  Your Command may dictate what they want in this field.  The Marines use this field to input an alternate document number.
	1-60

A/N

	*Fiscal Station 
	Referred to as Accounting and Disbursing Station Number (ADSN) (ex: 503000), Authorization Accounting Activity (AAA) (Ex: 068688, 007003); Fiscal Station Number (FSN) (Ex: 021212, 028113, 033181), and Fiscal Accounting Station Number (FASN).  A six-digit number that identifies the Activity that is responsible for performing the official accounting and reporting for the funds cited.  At this time, Navy also has a limited number of AAA’s that begin with SA (Ex: SA7003 and SA7056)


	6

Numeric

	*Standard Doc No.
	A unique Standard Document Number (SDN) is assigned to each transaction for identifying and tracking purposes.  It is a critical element to all DFAS accounting systems.  The SDN facilitates the timely and accurate recording of obligations and the matching up of the disbursements or collections associated with those obligations.  Also referred to as funding document #, obligation document #, MIPR #, MORD #, and MOD #.
	13-20

A/N


4. Click Update to submit the data to the database, and click Exit to exit the application.  
Note:  If you want to enter accounting data by vehicle, continue with the following steps.
5. Click Vehicle Tag Number on the screen.

The system displays the Vehicle Inventory for Customer Number screen, which lists all vehicles assigned to the customer number (Figure 12).
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                Figure 12.  Vehicle Inventory for Customer Number Screen.

6. Click the link for the Tag No. to display accounting information for each   vehicle or to make changes as needed.  Once your changes are made click “Update” (see Figure 11) and then click “Previous” to return to the list.

7.   Click Log off on the top right hand corner to exit the application.

4 Web Bill:  Researching and Analyzing your GSA Bill

Web Bill, developed by FSS Heartland Financial Systems division, allows you to research and analyze billing information related to the leasing of government vehicles through the Internet. 

Since Web Bill contains historical data from 1998 forward, you can generate a variety of reports by tag number or BOAC for a wide range of dates.  You can also download your billing information into an Excel spreadsheet or .PDF file to facilitate your reconciliation process.
To use Web Bill, do the following:

1. Make sure you have the GSA Fleet Drive-thru Main Menu (Figure 2) displayed on your screen.

If the menu is not displayed, see Section 2, “Starting GSA Fleet Drive-thru.”

2. Click the Web Bill option from the menu.
The system displays the Web Bill home page (Figure 13).
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Figure 13.  Web Bill Home Page.
3. Select the option that applies to you:
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Figure 14.  Web Bill Home Page Task Bar.

· First Time User:  Click on the “First Time User” link if this is your first time using Web Bill.  In order to access this GSA website, your browser must be configured with an Oracle J Initiator Plug-In, version 1.1.8.16. Please consult your technical support staff to verify that the correct plug-in has been loaded and/or to provide assistance with the installation of the plug-in.  If you are using a high speed Internet connection, you may need to request a CD on the link provided on the First Time User page. 
· Register:  After clicking on First Time User, you will need to click on the “Register” link for your next step to accessing Web Bill.  Please note when registering for Web Bill, the system will automatically load Java Applet.  If the system will not allow you to load this software you will not be able to use Web Bill; please contact your system administrator. 
· Log In:  Click the “Log In” link after completing First Time User and Registering for Web Bill.
	
	


4. Log off the web site when you are finished using it; then exit the GSA Fleet Drive-thru application.
For more information on using Web Bill, contact the following:

E-mail:  FSS.WebBill@gsa.gov
Phone:  (816) 926-7037
Fax:  (816) 823-1048

General Services Administration
Heartland Finance Center – 6BCDR
1500 East Bannister Road – Room 2042
Kansas City, MO  64131
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