
ONLINE ACCOUNT ACCESS 
Helpful Hints

Welcome to PetroCard’s new Online Account Access portal! This document is intended to help you navigate the upgraded system.
Let’s get started.

Our Online Account Access 
portal is now accessed by 
email and password, not 
usernames.

Logging In

Select the account you 
would like to access from 
the drop-down menu. You 
can also type in the name 
or account number. 

Multiple Account Users Only
If you have multiple accounts, you will be asked to select an account number. Users with only one account will be taken directly to the 
Dashboard. 



The Home Page
Welcome to the Online Account Access Dashboard! Here you will find an overview of your account activity. If applicable, use the 
drop-down menu to view an additional account. For help navigating this site, click Book a Training. 

Important messages 
from PetroCard will 
appear here.

Quickly view monthly 
purchase activity. 

Click on the invoice ID 
number or select from 
the drop-down menu to 
download the PDF.

Click Pay My Bill to 
submit a payment online.

Shows your total active 
cards by card type and 
networks.  Also lists the 
number of cards not used 
within last 30 days.

Click the three dots to 
Contact Support, change your 
password, or logout.



Card Maintenance - Edit Cards
Use this page to add, edit, review, or invalidate existing cards.

Scroll the red bar to 
view additional card 
settings and make edits.

Filters allow you to 
find a specific card 
or selection quickly. 
Make sure to click 
Submit. Select to create a 

new card order 
based off your 
templates.

For larger bulk card orders, 
please reach out to our team for 
a quick training or see How to 
Order New Card instructions.

Click the red “i” to 
view Card Template 
Details. 

To deactivate multiple 
cards at once, check the 
box next to the cards that 
are no longer needed, 
select Deactivate from the 
drop-down menu labeled 
Action, then hit Apply at 
the bottom of the screen.  

Click the three dots 
to View/Edit or Delete 
a single card.

Select All



When you click on the red 
“i” under Template/Network 
Type, this pop-up screen will 
appear showing full card 
template details.   

Card Maintenance - Edit Cards - Card Template Details
To make card ordering easy, we’ve created card templates by Network and Card Type. If you have changes or would like to request a new 
template, please reach out to Customer Service or your Account Manager.

Click on the drop-down 
menu to view details of 
additional templates. 



Card Maintenance - Edit Cards - Edit Items
There are two easy ways to edit cards. You can make changes to the cards listed with any editable fields. Everytime you click Save you 
will receive an email case ticket. To make edits to an individual card, click on the 3 red dots.

XXXX

Make changes to any item on the 
Edit Cards screen. Save Changes will 
pop up at the bottom to submit.

Click the 3 red dots to edit 
the individual card.   

Click the 3 dots to edit the 
individual card.   

Screen will pop up after you click the 
3 red dots to allow you to edit the 
individual card.  



Card Maintenance - How to Order Cards
The are multiple ways to order new cards: Create New Card Order, Upload Card Order, or Duplicate. 

For bulk card orders (over 20 cards), please use 
the Upload Card Order option. This allows you 
to download the specific card template profile 
in Excel to modify descriptions and upload it 
back into the portal.

Select to create a new 
card order. You can order 
a single card or multiple 
cards from your existing 
templates. 

PLEASE NOTE: To place a bulk card order using the Upload Card Order option, we highly recommend booking a training session first. 

Select the existing card that 
you want to duplicate and click 
the Duplicate icon. Enter how 
many duplicate cards you need.



Click next to continue 
on to Delivery Method.

To duplicate an order, 
click the double page 
icon and enter the 
number of copies you 
want made.

Card Maintenance - New Card Order

Select one of your 
existing card templates 
to start your order.

Click to view card 
template setups.

Click Add New Card 
to add an additional 
card type to your 
order. 



If not selected, PINs 
will not be mailed with 
cards, but they will be 
available online to 
download.

Select whether you want to 
have your cards delivered or 
if you want to pick them up 
from our Kent, WA office.

Card Maintenance - New Card Order - Delivery Method

Our system allows you 
to save your delivery 
addresses. Add your 
new addresses on the 
Delivery Addresses 
page under Account 
Maintenance. 



Card Maintenance - New Card Order - Confirmation

You’ve completed 
your card order!



Card Maintenance - Card Orders
This page lists current and past card order details and their status. You can also view orders in progress on the Dashboard. 

Easily check card 
order status.

Filter through orders 
to find a specific one.



Report - On Demand Report - Transaction Detail Report
This “Go-To” report details everything you need to know about your fuel transactions. Download Excel formats to allow for pivot 
tables and data uploads into other systems. 

Sort your results by 
Transaction Date, Card 
Number, Location, or 
Product.

Select either Transaction 
Date or Invoice Date.

This field will 
change based on 
your selection 
under Date Type.   

Based on your Date 
Type selection, you 
will select from these 
options.   

If you have multiple accounts, 
toggle the button to include 
all of them in your report.



Report - On Demand Report - Fuel Summary Report
Download this report for a quick look at your fuel spend.

To filter your search, 
select the card or 
vehicle range. 

Select either the 
Transaction or Invoice 
Date and then the 
Invoice Date or 
Transaction Range. 

If you select Invoice 
Date under Data Type, a 
drop-down will appear 
here allowing you to 
choose an invoice date. 

If you have multiple accounts, 
toggle the button to include 
all of them in your report.

Choose between a detailed 
report or a simple summary. 



Report - On Demand Report - Billing Sort Report
Use this report to view past invoiced transactions from within selected dates.

If you have multiple accounts, 
toggle the button to include 
all of them in your report.

Toggle to generate a 
report in which each 
Cost Center/Misc Key 
is on its own page. 

If you select Invoice 
Date under Data Type, a 
drop-down will appear 
here allowing you to 
choose an invoice date. 

Choose between a detailed 
report or a simple summary. 



Report - On Demand Report - List Driver or Vehicle Report
Use this report to view your card list by type: driver, vehicle, or both. 

Choose between a CSV or 
PDF file.

Sort your results by 
Card Number, Card 
Description, Network, 
Cost Center, or Tax 
Type.  

If you have multiple accounts, 
toggle the button to include 
all of them in your report.



Report - On Demand Report - Exception Report
Use this report to locate any abnormal purchases—check for fraud, purchases on weekends, after hours, etc. 

You must select a 
search criteria to filter 
the return data. 

Time of day default is 
Pacific Standard Time. 

Sort by Transaction 
Date or Invoice Date 



Report - On Demand Report - Tax Summary Report
Use this report to help simplify your tax reporting processes. 

Filter results further 
by selecting a specific 
fuel type.

Tax types can be built 
for each vehicle and 
will appear here as a 
filter option. 

Select Summary 
under Report Display 
to break out fuel 
purchases by state 
and fuel type. 

If you have multiple accounts, 
toggle the button to include 
all of them in your report.



Report - On Demand Report - Owner Operator Report
Use this report to view a detailed list of transactions separated by owner/operator.  

Select the Invoice Date to 
view the desired report. 



Report - Scheduled Report - Daily Transaction Report
Use this report to have a summary of each day’s transactions sent to your inbox and stay on top of purchases. 

Add multiple recipients 
by entering several 
email addresses and 
separating them with a 
comma. 

Select the file format 
in which you would 
like to receive your 
report. 

Click View Sample 
Report to see a 
sample of each report 
format under the 
drop-down menu.

Emails will show up 
here to confirm 
they’ve been added.



Report - Scheduled Report - Exception Report
Get notified anytime a transaction is made that falls outside of your set restrictions. 

Enter the Time Range 
and toggle days to set 
restriction periods.

Enter the number of 
transactions allowed 
per day. Once vehicles 
or drivers reach this 
limit you will be 
alerted.

Add multiple recipients 
by entering several 
email addresses and 
separating them with a 
comma. 

Click View Sample 
Report to see a 
sample in a new 
pop-up window. 

Emails will show up 
here to confirm 
they’ve been added.



Report - Scheduled Report - Invoiced Transaction Report
Use this report to have your monthly invoice sent straight to your inbox. 

Select the file format 
in which you would 
like to receive your 
report. 

Click View Sample 
Report to see a 
sample of each report 
format under the 
drop-down menu.

Add multiple recipients 
by entering several 
email addresses and 
separating them with a 
comma. 

Emails will show up 
here to confirm 
they’ve been added.



Report - Scheduled Report - Driver and Vehicle Records Monthly Audit Report
Use this report to ensure your card list is accurate and all vehicle information is up to date.  

Click View Sample 
Report to see a sample 
in a new pop-up window. Add multiple recipients 

by entering several 
email addresses and 
separating them with a 
comma. 

Emails will show up 
here to confirm 
they’ve been added.



Account Maintenance - Billing Information
Use this page to ensure your primary billing information is up to date. 

Add or remove contacts 
to receive paperless 
invoices. Click save.



Account Maintenance - Delivery Addresses
To be able to select frequently used Delivery Addresses when ordering cards, use this page to add, edit, or delete your locations. 

Click the three red dots to 
Edit or Delete a delivery 
address from your list.

Select to add a new 
delivery address to 
your list. 

1.800.950.3835



Account Maintenance - User Maintenance
View what users have access to your account and their roles to manage the account online.

Click and fill out the 
form on our Online 
Account Access page 
to request a new user.

Click the three red dots to 
View/Edit a user.


