HOW TO MAKE A PAYMENT
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1 Log into the appropriate portal for your
account.

Visit carsonteam.com/portal and answer the question %
be directed to the correct portal.

2 Click on Account and then Payments.

Scheduled Payments and Hise

Account

(All Accounts)
Thank you for your payment.

Date Range Account Amount Payment Date
Last 7 Days v

From  02/06/2021
Thru 02/12/2021
Include
Scheduled
([ Processed

([ Cancelled
Make a Payment
View Accounts

Add an Account

Status

Last Activity

Carson Customer Portal
&

Confirmation Entered

Click Make a Payment.

3 Choose or enter the amount you want to
pay using the Payment Amount options.

TIP: When setting up your bank account for the first time,
you won't immediately see your account reflected. Log
out and then log back in for the Portal to register the new
account information.

4 Click Verify Payment button.

Fuel Cards Documents

Profile

Scheduled Paymg
Y Lent [nformation

Please enter your payment information,
b Enter Payment

Payment Date 02/13/2021
Verify & Submit
Payment Account 1683 (Default) v
Confirmation .
Payment Amount @ Statement Balance $4,200.18
View Accounts ,_
O Account Balance §709.18
Add an Account O Amount $0.00

() Selected Invoices

EEEE

Carson Customer Portal
o




HOW TO PULL A REPORT
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Log into the appropriate portal for your account.

Visit carsonteam.com/portal and answer
the question to be directed to the correct portal. @_\“3

Go to Fuel Cards then Transactions.

Click Billed or Unbilled” and Show Detail boxes.
Select Date Range and click Apply button.

"Billed” creates a Gallon Report.
“Unbilled” shows transactions since last billing.

Choose your export format.
Click Export button.
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Card Number or Description

(Any)

Date Range
Last 7 Days

From 02/06/2021

Thu 02/12/2021
nclude [ Unbilled () Billed
(None)

() Show Detai
Transaction Summary

Transaction By Invoice
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Account Fuel Cards Documents

Cards

s

Carson Customer Portal

= Carson Customer Portal

Account Fuel Cards Documents

=

Account Fuel Cards Decuments

Carson Customer Portal

Card Number or Descript

(Any)

Date Range

Prior Year v

From  01/01/2020

Thru  12/31/2020

clude [ Unbilled mmh
o5y

(None)
Show Dt h
h
Transaction Summary

Transaction By Invoice

Transaction with Tax
Recaps

Card Number or Description

(Any)

Date Range

Prior Year v

From  01/01/2020

12/31/2020

Unbilled Billed

Show Deta
Transaction Summary
Transaction By Invoice

Transaction with Tax
Recaps

Automaic Zooms

Export Format | Excel
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