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GSA Fleet Drive-thru

User’s Guide for 

Mileage Express 

(CUSTOMER VERSION)
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Updated:  
September 4, 2003
Part 1 - Mileage Express

1.  Introduction.  Welcome to Mileage Express – GSA Fleet’s innovative mileage reporting system.  We hope this guide will be helpful when using Mileage Express.  If you need additional assistance, please contact your servicing Fleet Management Center point of contact or call our Assistance Line at (703) 308-1435.  REMINDER: Vehicle mileages should be reported monthly.  The reporting period begins with the first business day of a current month, up to and including, the last business day of a current month. 

2. Mileage Express is located at the internet site:   

www.fss.gsa.gov/mileageexpress
a.  GSA Fleet Drive-thru is upper-case sensitive and you may use your browser keys to work within this application. 

b. There is a link on the top of this page that will take you to our FSS home page.  You can find additional information regarding GSA Fleet Drive-thru and a copy of our most recent user’s guide for downloading at this site.
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3. This is the first screen you will see when logging on to GSA Fleet Drive-thru.  Click on “Click here to continue” to begin your GSA Fleet Drive-thru session.

4. Please enter the user code and password displayed below.  The usercode and password will be the same for all users – it establishes a link to our mainframe.  

NOTE:  The username and password must be uppercase as indicated below.

Username:  FMSFLEET

Password:  DRIVEWAY

[image: image1.jpg]



Then hit “OK” to continue.
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5.  Next, you will be prompted for your customer number and access code.  
If you don’t know your customer number or access code, please contact your servicing Fleet Management Center point of contact.    
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Please note:  If you type the wrong access code three or more times, you will be locked out of Mileage Express and will have to arrange for your servicing Fleet Management Center point of contact to “unlock” you from the system.  A message that reads “Permission denied; contact servicing FMC” will display on your screen when this happens.  See example below:

6.  Next, go to the GSA Fleet Drive-thru Menu.  Select “Mileage Express” to continue.
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7.  Next, you will see the Mileage Express introductory screen.  Please read the instructions carefully!  (1) You don’t have to fill in all your mileages in one session – you can come back another time;  (2) You have from the first business day of a current month, up to and including, the last business day of that month to enter your mileages.
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Other options you have on this page before you continue to the next screen:

    a.  You can decide whether or not you want to receive GSA Form 494.

    b.  You can decide whether or not you want a monthly email reminder to report your vehicle mileages.

    c.  You can add or update your email address.

    d.  You can search for one particular tag number.

IMPORTANT:  You cannot elect to receive both GSA Form 494 and a monthly email reminder.  Please select only one of the two methods.  Mileage Express will not allow you to continue if you have selected “Yes” for both boxes.  See example below:
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Another item to watch out for:  The email address field is mandatory only if you elect to receive a monthly email reminder.  If you have a “Yes” for email reminder, and you don’t have an email address, Mileage Express will prompt you for one in the following way:
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8.  After you have made your selection(s), click on “Next” to continue.  Mileage Express will display the following screen (8 tags per screen).   Notice how the status indicator column is reflecting “Ready for Update” for each vehicle.  That means no mileage has been reported for these vehicles as of yet.
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9.  Go ahead and enter your mileage and click on “Update”. 
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Notice how the status indicator now reflects “Update Successful” for tags G10-39903 and G10 39926.  That means the mileage entered transferred successfully to our database.

If you were to exit Mileage Express and then reenter again, you would notice that the “Update Successful” message changed to “Already Updated.”

[image: image13.png]¥ GSA Fleet Drive-thru - Netscape -1 x]

‘ a4 4 s ow &

Forad

‘Welcome To Fleet Drive Thru!!

9 D G5 N2





Important:  If you enter the incorrect mileage for a vehicle and then click on “Update,” it will update our database and you will not be able to correct the mistake in Mileage Express.  Please contact your servicing Fleet Management Center point of contact within the same day in order to make the correction.  If you are unable to contact the Fleet Management Center, call the Assistance Line at (703) 308-1435.

10.  In this example, the mileage for G10-39926 was “Already Updated,” but the user still attempted to re-report the mileage within the same month.  When this occurs, Mileage Express will display the message “Mileage Already Reported” in the status indicator column and will not allow you to continue. 
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In the next example, the customer erroneously entered 300,000 for G10-39930 instead of entering 30,000 miles as intended.  Since a vehicle’s monthly ending mileage normally cannot exceed 9999 miles of last reported monthly mileage (and in this case, previous reported mileage is 27,912), Mileage Express will automatically pick up on the error and display the following message:  “Over 10,000; Contact FMC.”  If a situation arises where you need to input a mileage that exceeds 9999 miles, please contact your servicing Fleet Management Center point of contact for assistance.
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Other items to note:

· Mileage Express will place an “EST” indicator next to a mileage in the “Last Month Mileage” column if that mileage was estimated in the previous month (see above screen).  If you don’t know why your mileage was estimated, contact your servicing Fleet Management Center point of contact for additional assistance.

· The FC, Acct No 1, and Acct No 2 can only be updated when you are entering your end of month mileage.   Also, please do not add symbols in the FC, Acct No 1, and Acct No 2 fields.  The following message will appear if you do:
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Congratulations!  

You have just used Mileage Express.
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