MANAGEMENT DIRECTIVE

Commonwealth of Pennsylvania
Governor's Office

Subject: Number:
Voyager Fleet Card Invoice 310.32
Processing for Agencies Using SAP

Date: By Direction of:

July 20, 2009 M’
Mary A. #6derberg, Secretar Budget

Contact Agency:
Office of the Budget, Office of Comptroller Operations, Bureau of Financial
Management (BFM), Telephone 717-787-6496

This directive establishes policy, responsibilities, and procedures for
monthly processing of Voyager Fleet Systems, Inc. (Voyager) Fleet
Card invoices and allocation of monthly billing cycle charges for
agencies using SAP. Agencies not using SAP must continue
processing and allocating monthly Voyager Fleet Card paper invoices.

1. PURPOSE. To provide policy, responsibilities, and procedures for monthly
processing of Voyager Fleet Card invoices and allocation of monthly billing cycle
charges for agencies using SAP.

2. SCOPE. Applies to agencies using SAP that are participating in the Voyager
Fleet Card program.

3. OBJECTIVE. To centralize processing of monthly Voyager Fleet Card invoices
and allocation of monthly billing cycle charges for agencies using SAP.

4. DEFINITIONS.

a. FleetCommander System — Voyager’s online reporting system located at
www.fleetcommanderonline.com.

b. Level 2 Accounts — The second level in Voyager’s organizational hierarchy
that defines the organizational unit within an agency for operational and
billing purposes. A Level 2 Account generally has multiple Voyager Fleet
Cards assigned to it. The Voyager Level 2 Account Table in SAP is used to
identify which accounts have been used by SAP agencies in order to allocate
costs to the appropriate agency.
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C.

Monthly Billing Cycle — The period beginning on the 25" day of the prior
month and ending on the 24" day of the current month for which Voyager
Fleet Card transactions are accumulated and charged to the commonwealth.

Product Code — A two-digit code used by Voyager to classify the type of
goods or services paid for by the Voyager Fleet Card. The Product Code/SAP
Account Code Crosswalk Table establishes the general ledger account to
which the payment will be charged in SAP.

5. POLICY.

a.

Effective Friday, July 24, 2009, all agencies using SAP must process
monthly Voyager Fleet Card invoices in accordance with the responsibilities
and procedures listed in this directive.

All agencies not using SAP must continue to process monthly Voyager Fleet
Card paper invoices in accordance with established protocol.

Monthly billing cycle charges must be reviewed and approved within 30 days
of the cycle end date.

Disputed items must be filed with Voyager within 60 days of the cycle end
date.

The Department of General Services, Bureau of Vehicle Management
(DGS/BVM) shall administer the Voyager contract and administer the card
program for all Voyager Fleet Cards assigned to its vehicles. The Department
of Transportation (PADOT) shall administer the Voyager Fleet Card program
for all Voyager Fleet Cards assigned to its employees.

6. RESPONSIBILITIES.

a.

SAP agencies shall:

(1) Discontinue the processing and submission of Voyager Fleet Card
invoices through agency organizational units for monthly billing cycles
ending on or after Friday, July 24, 2009. Voyager Fleet Card invoices
for monthly billing cycles ending prior to that date must be processed by
the agency for payment.

(2) Use the Voyager Fleet Card to pay for eligible and allowable state
automotive fleet expenses in accordance with Management Directive
615.7, Repairs, Maintenance and Payment for Services.

(3) Monitor and verify the propriety and accuracy of costs charged to
Voyager Fleet Cards using the FleetCommander system.

(4) Review and approve monthly billing cycle charges within 30 days of the
cycle end date.

(5) Notify Voyager of any disputed items within 60 days of the cycle end
date using the online dispute process in the FleetCommander system, or
by contacting FleetCommander Client Services.
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(6) Inform DGS/BVM of any new card requests, card cancellations, changes
in a card’s SAP account coding, or new or terminated Level 2 Accounts.
NOTE: PADOT is exempt from this requirement since PADOT
administers the Voyager Fleet Card program for Voyager Fleet Cards
assigned to its employees.

(7) Monitor and verify the propriety and accuracy of monthly Voyager Fleet
Card charges posted to agency SAP accounts.

b. Department of General Services, Bureau of Vehicle Management and
the Department of Transportation shall:

(1) Maintain Voyager Fleet Card assignments and related SAP coding
information in the FleetCommander system.

(2) Create and assign new Voyager Fleet Cards in the FleetCommander
system.

(3) Delete discontinued Voyager Fleet Cards in the FleetCommander system.

(4) Create, modify, or delete Level 2 Accounts in the FleetCommander
system.

(5) Coordinate with BFM any changes in Level 2 Accounts to enable BFM to
maintain the Voyager Level 2 Account Table in SAP.

c. Office of Administration, Office of Information Technology (OA/OIT)
shall receive the monthly file from Voyager, decrypt the file, and place the file
on a designated server for BFM access.

d. Office of the Budget, Office of Comptroller Operations, Bureau of
Financial Management shall:

(1) Maintain the Product Code/SAP Account Code Crosswalk Table and the
Voyager Level 2 Account Table in SAP.

(2) Reconcile the monthly billing cycle file to the FleetCommander system to
verify agency totals and release the file for the Office of Administration,
Bureau of Integrated Enterprise System (IES) to process in SAP.

(3) Input the monthly Voyager Fleet Card invoice into SAP for processing
and provide a remittance advice to Voyager.

(4) Train and assist agency staffs on the use of the FleetCommander system
and SAP to manage and approve Voyager Fleet Card charges.

e. Office of Administration, Bureau of Integrated Enterprise System
shall:

(1) Process the interface to post the monthly billing cycle file into SAP and
create the cost allocation file.
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(2) Generate, through the interface, the monthly Voyager Fleet Card invoice
to be submitted to the Treasury Department for payment and the
remittance advice to be submitted to Voyager.

7. PROCEDURES.

a. Office of Administration, Office of Information Technology receives an
encrypted file of Voyager Fleet Card charges from Voyager on the 25% day of
each month that contains the charges for the monthly billing cycle. OA/OIT
decrypts the file and places it on a shared server.

b. Office of the Budget, Office of Comptroller Operations, Bureau of
Financial Management:

(&D) Retrieves the file and verifies that the totals agree with the information
accessed through the FleetCommander system.

(2) Upon confirmation that the totals agree, places the file in a transfer
folder to be accessed by IES.

c. Office of Administration, Bureau of Integrated Enterprise System:
(@D Receives the file and processes the interface to create a cost allocation
to post the charges to the designated accounts of participating SAP
agencies and transfer funds to the Purchasing Fund.

(@)) Creates an invoice of monthly billing cycle costs.

3) Creates a remittance advice that will be sent to Voyager to support the
payment.

d. Office of the Budget, Office of Comptroller Operations, Bureau of
Financial Management, upon receipt of the monthly Voyager Fleet Card
invoice and remittance advice from IES, processes the invoice for payment
from the Purchasing Fund and e-mails the remittance advice to Voyager.
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