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WEX Private Site Enrollment Packet
Secure, live authorizations and integrated reporting for onsite bulk fueling transactions. 
Choose Between Two Program Options:

1. Private Site Program: Allows Purchasing Entity to use the WEX Fleet Card to activate pumps at Purchasing Entity’s onsite bulk fuel tanks allowing for increased security and asset-level fuel usage reporting on Purchasing Entity’s bulk fuel. WEX captures Driver ID and odometer information, authorizes the card swipe, and provides integrated reporting of the Private Site transactions with Purchasing Entity’s retail transactions while excluding onsite fuel transactions from Purchasing Entity’s invoice.

2. Private Site Rebilling Program: Combines the same features and functionality of the private site program with the ability to allow other WEX Universal fleets to fuel at Purchasing Entity ‘s onsite bulk tank.* Purchasing Entity  will receive a private site report that details all of Purchasing Entity  transactions—both non-financial and rebilled. WEX will handle the reconciliation and settlement on Purchasing Entity behalf. WEX will bill the visiting fleet. Funds from the visiting fleet transactions will be automatically deposited in Purchasing Entity’s bank account via ACH 30 days after the transaction posts in the WEX system. 

How It Works:

· Fleet must have or install certified card readers (see certified equipment vendor list)

· Drivers, who fuel at the site, are prompted for Driver ID and Odometer reading

· Card reader provides fuel type, gallons, PPG, and total sale

· WEX integrates the information into Purchasing Entity’s  fleet’s reports

· Depending on Purchasing Entity’s  set-up, certain fees may apply

The Benefits: 

· Consolidates tracking of Purchasing Entity’s onsite and retail fuel transactions into one comprehensive report. 

· Minimizes time, effort, and cost of administering fuel usage. 

· Purchase controls available through the Purchasing Entity’s WEX card monitor private site transactions for card abuse and misuse. 

Easy Processing: 
· Driver swipes their WEX fuel card at the onsite card reader.

· Card reader prompts driver for Driver ID and odometer reading on vehicle.

· Card reader dials out via network to WEX for authorization.

· WEX authorizes sale and pump activates.

· Driver fuels vehicle.

· Card reader sends final sale to WEX via network. 

· WEX processes this information and posts the information in Purchasing Entity’s fleet reporting.

*Rebilling functionality is only available for certain types of programs. Please contact the Purchasing Entity’s WEX Sales Representative for more information.
Set-up and Maintenance

1. Customer contacts certified equipment providers found in the Private Site Agreement Packet

· Customer obtains quotes, makes a purchase, and has the equipment installed

· If the customer already owns equipment; they contact the vendor to confirm they have what is needed to process WEX

2. Customer completes the WEX Private Site Agreement Packet*

3. Customer emails the packet to MerchantApplications@wexinc.com
4. WEX begins the setup in WEX Systems**

5. WEX reaches out to the network to obtain a terminal ID number

6. WEX uses the terminal ID number to complete the setup

7. WEX emails a checklist containing the terminal ID and WEX Site ID to the customer

8. Customer reaches out to equipment provider or tech, and provides them with the checklist

9. Using the checklist, the tech contacts the network number provided to complete the setup

*Agreement is sent to WEX after the equipment has been installed

**Steps 3 – 7 are completed in 3-5 business days. WEX is unable to completed same-day setups. 

	PRIVATE SITE Owner
	WEX
	Network

	SETUP

	1. Purchase or validate existing POS equipment and software with Purchasing Entity’s vendor.  All equipment must be certified by WEX. See the attached list of vendors to ensure a certified equipment purchase.
	
	

	2. Provide a completed and signed 

 Private Site Agreement (see attached) to WEX.

*If participating in Rebilling, complete the Rebilling portion of the agreement as well.
	3. WEX Merchant Operations updates the fleet accounts, including transaction pricing, setup costs and site(s), and works with the Network to obtain the Purchasing Entity’s Private Site Merchant / Terminal ID.

*If participating in Rebilling, Merchant Operations will set up the banking information needed for settlement.
	

	
	4. Confirms set up of all locations and sends the Purchasing Entity the Welcome Packet that includes Purchasing Entity’s Network assigned and WEX Site ID’s.
	

	5. Contact Purchasing Entity’s Equipment Provider to initiate a software download to complete the setup process.
	
	

	6. Run connectivity test with equipment vendor and network to assure transactions are authorizing and posting correctly. 
	
	

	ONGOING

	Maintain the POS equipment.
	Provide reporting of private site transactions in purchase reports
	Provide processing support for the private site owner/operator

	Notify WEX Merchant Operations of equipment changes, new additions, or software updates.
	
	

	Ensure security at the site.
	
	


Certified Equipment Vendor List

	FUELMASTER
	

	Edye Michelle Coxwell
Distributor Relations Coordinator
	(800) 888-9136, ext. 1444

edye.coxwell@myfuelmaster.com
www.myfuelmaster.com

	GASBOY
	

	Pete Moyer

Director of Sales
	(757) 215-5893

pete.moyer@gilbarco.com
www.gasboy.com

	MULTIFORCE
	

	Keith Griesinger

VP of Sales
	(908) 419-0961

keithg@fuelforce.com
www.fuelforce.com

	OPW/PETRO VEND
	

	Bobby Hayes

Control Product Manager
	(770) 605-9611

robert.hayes@doverfs.com
www.opwglobal.com

	COMDATA/SMARTSITE
	

	Josh Connelly

Inside Sales Manager
	(615) 370-7207

jconnelly@comdata.com
www.comdata.com


Below is a list of the current contacts at each of the respective equipment providers WEX works with for private site set-ups:

If a Purchasing Entity doesn’t have equipment and they are interested in learning more, please contact one of the equipment providers above. For general questions about private site setups, contact WEX Merchant Operations at 888-660-8941 or merchantprocessing@wexinc.com
	1. Choose the Purchasing Entity’s program:

Private Site: Complete sections A, B, C & if relevant, G 

Private Site Rebilling: Complete sections A-E & if relevant, G 

2. Sign and date the agreement

3. Email to:     merchantapplications@wexinc.com;

or Fax to:    1-207-253-1379;

or Mail to:   Merchant Operations
                   PO Box 639, Portland, ME 04101

*Allow 3-5 Business Days for setup. WEX is unable to complete same-day setups.
	Select all that apply:

 New Set-up – First time Setup

 Additional Site Set-up

 Additional Account Set-up

Adding accounts to already existing sites

	A. ACCOUNT INFORMATION

	Account Number (found on Purchasing Entity’s billing invoice):

(If more than one account, attach additional account information. All account numbers are needed in order to ensure correct set-up) 

	

	Fleet name (legal name of business or DBA):

	

	Fleet Contact (first name, last name):
	Title:

	
	

	Fleet Contact Phone Number:
	Fax Number:
	Email Address:

	
	
	

	B. Equipment INFORMATION

	Equipment Vendor (check one):                                    ComData     Fuel Master    GasBoy     MultiForce    OPW/Petro Vend     

Equipment Name, Model and Software (be specific):

	

	C. SITE INFORMATION

	Number of Sites:

     

	Provide a list of sites with the following information: (If more than one location, attach additional site information) 
Company Name:  

	Physical Address:  

	City:  
	State: 
	Zip: 

	Site Time Zone (check one):           Eastern           Central           Mountain           Pacific  

	Contact Name:  

	Phone Number:  


WEX Private Site Enrollment Packet
	D. VISITING FLEET INFORMATION (Rebilling Only)

	If the Purchasing Entity will be allowing fleets other than their own to fuel at their Private Site location(s), please provide the following 
information for each visiting fleet.

	Account Name: Account Number:
	

	
	

	Account Name:

Account Number:
	

	
	

	Account Name:

Account Number:
	

	
	

	E. WEX BAnking authorization form (Rebilling Only)

	BANK ACCOUNT INFORMATION

	Private site owner/operator hereby authorizes and requests WEX to make payments of amounts owing to private site owner/operator by WEX by initiating credit 
entries to private site owner/operator’s demand deposit account at the Bank indicated below (“private site owner/operator’s bank”), and authorizes and requests
private site owner/operator’s bank to accept any credit entries initiated by WEX to such account without responsibility for the correctness thereof. In the event of 
an overpayment or payment in error, private site owner/operator hereby authorizes WEX to initiate a debit entry to the account for each overpayment or 
payment in error.  It is understood that for purposes of this Agreement, the term “private site owner/operator’s bank” shall mean and include the bank identified 
below by private site owner/operator and any successor bank identified to WEX (i) in a Notice of Change provided to WEX by any Automated Clearing House 
Association processing credit or debit transactions under this Agreement, or (ii) by private site owner/operator, whether orally or by other non-written means. 
Any such notification to WEX shall be effective only with respect to entries credited to private site owner/operator’s account by the Bank after receipt of such 
notification and a reasonable time to act upon such notice. Private site owner/operator agrees and acknowledges that WEX will not be liable to private site 
owner/operator for any damages resulting from the performance or the failure to perform of any Automated Clearing House Association. Funds from the visiting 
fleet transactions will be automatically deposited in the private site owner/operator’s bank account via ACH 30 days after the transaction posts in the WEX 
system.


	Bank Name and Address:     

	ABA Routing Number     


	Account Name:     

	Account Number:     


	IMPORTANT: FOR REBILLING ONLY, PLEASE ATTACH A VOIDED CHECK
We must receive a voided check (or photocopy if faxing) in order to process application.



	IMPORTANT: FOR REBILLING ONLY, PLEASE ATTACH A COMPLETED W-9 AND 
IF A PURCHAING ENTITY HAS INCOME GENERATED FROM CALIFORNIA SOURCES, 
THEY ARE REQUIRED TO COMPLETE AND RETURN FORM 590
WEX must receive a completed W-9 and Form 590 in order to process application.



	AUTHORIZED SIGNATURE

	PRIVATE SITE OWNER/OPERATOR: The undersigned represents and warrants to WEX  that all of the terms and conditions of this WEX Private Site Program 
Application consisting of this entire document in addition to any other document or addendum including the EX Private Site Program Application have been 
reviewed in their entirety, are true and correct, and set forth the agreement between WEX and the private site owner/operator. Additionally, the undersigned 
represents and warrants that he or she has authority to sign and to bind Merchant to the terms of this Application. Also, the undersigned represents that the 
undersigned has the authority to provide information and execute this Application on behalf of the private site owner/operator. The Agreement shall only 
become effective upon WEX’s acceptance of the Agreement and the Application at its headquarters following approval, and the assignment to private site 
owner/operator of a private site owner/operator processing identification number. The private site owner/operator further affirms that they are establishing 
a credit card processing relationship with the processor indicated on the attached WEX private site application. Once WEX begins processing credit cards through 
this processor, our company does not intend to process any transactions through a processing agreement with a branded petroleum marketer. 

	Signature:
X

	Printed Name:     
     

	Title


	Date



	

	FOR WEX INC. INTERNAL USE ONLY

	Processed By


	Date Processed



	Settlement Entity


	Site ID#



	F. Terms and conditions


1. WEX offers certain billing services to facilitate the private site fueling of privately owned locations owned or leased by Customer. By signing below, Customer agrees to the following terms and conditions as an amendment to your Business Charge Account Agreement. In the event that a conflict exists between this Enrollment Form and the Business Charge Account Agreement, this Enrollment Form shall govern as it relates to your private site transactions. All other terms and conditions of your Business Charge Account Agreement shall continue to apply. 

2. As the Private Site Owner/operator, you are responsible for the data security of any account or transaction information that you store, hold or otherwise maintain in your systems.

3. Customer warrants that it is and will be at all times in compliance with all applicable laws and requirements concerning Customer’s private site fueling site location(s), and Customer has educated and trained and will educate and train its employees to ensure compliance with all applicable laws and regulations, including without limitation employee health and safety requirements. 

4. WEX disclaims any and all liability for any loss, liability or damages, including environmental damages (including penalties, study and remediation costs), property damage, fuel delivery, and/or personal injury claims arising out of or related to the products purchased with a WEX Card or Account at your Private site fueling site location(s) (collectively, “Damage Claims”) or Customer’s failure to comply with any and all applicable laws and requirements arising out of or related to the use of Card, Account or other WEX issued purchase device at Customer’s Private site fueling site location. Customer hereby indemnifies and holds harmless WEX, its officers, employees, and agents against any liabilities arising from Damage Claims, including costs and reasonable attorneys’ fees, and Customer represents and warrants that it maintains and will continue to maintain insurance to cover such liabilities. Customer shall furnish proof of such coverage upon WEX’s request.

5. Customer will comply with all WEX and network specifications and card sales procedures.

	By signing and submitting this Private Site Agreement, the Purchasing Entity agrees to adhere to the WEX Private Site Card 
Sale Procedures incorporated herein as Exhibit A.

	G. FEES

WEX shall charge the following fees: 

(i) a set-up fee waived per site; and 

(ii) a transaction fee of $0.15 for each card sale that is made using the private site owner/operator WEX charge card account.

(iii) a transaction fee of $0.15 for each WEX card sale that is made by a visiting fleet (“Foreign Transaction Fee”) will be assessed to such visiting fleets for 
(iv) the purchases
 that they make using the sites set forth herein. 

(v) WEX may increase the transaction fees, in its sole discretion.

 Check box if the Purchasing Entity has a separate negotiated rate under a Master Contract. Include the contract with their Private Site Agreement submission. 
The contract is needed in order for set up to be completed.
H. MiscelLaneous



The parties agree that a signed facsimile transmission shall be considered valid for purposes of this enrollment form and satisfies the requirements of a 
signature or writing under applicable law. The undersigned represents and warrants to WEX that all the terms and conditions have been reviewed in their 
entirety, all information provided in this request form is true and correct, and he or she has been duly authorized to sign and to bind the private site 
owner/operator to the terms of this agreement. 



Authorized Signature:_______________________________________________________
Title:     ________________________________________________________
Date:     _______________________________________________________
Wex Private Site Card Sale Procedures
1. Method of Transmission Of Card Sales To WEX
A. 
MERCHANT shall have the necessary equipment to permit the electronic acceptance of the Card at its Distribution Sites including but not limited to their point of sale equipment and networking services.

B.
MERCHANT shall collect and transmit the Card Sale data in accordance with the WEX Technical Specification.  Merchant shall obtain from WEX the necessary acceptance certification for its network and equipment that will be used for processing sales transaction.

2.  Minimum Card Sale Processing Requirements
A. 
Card Sale data sent to WEX shall include: account number, vehicle number, driver identification number, sales date, sales time, site identification number, authorization number, product code(s), quantity, total sales amount (in dollars), odometer, ticket number and any other information as WEX and MERCHANT may mutually agree upon.  MERCHANT is responsible for the inclusion of any applicable taxes on the fuel when allowing a non-tax exempt fleet to utilize the fuel at its locations.  WEX will not add any taxes to the total PPG of any private site transactions transmitted by MERCHANT.

B. 
All Card Sales require an authorization or approval from WEX.  MERCHANT shall request such authorization from WEX for the total Card Sale amount prior to sending the Card Sale to WEX for processing. 

C. 
WEX does not provide pre-authorizations, nor does it place available credit on “hold”.  If MERCHANT calls prior to completion of the services being provided to the cardholder, MERCHANT still needs to obtain an authorization number upon completion of the services or Card Sale to obtain payment from WEX.  

D.   
An authorization or other approval code is not a guarantee that MERCHANT will receive payment.  WEX does not provide payment to merchants based upon receipt of information during the authorization process.  MERCHANT is still required to submit the completed Card Sale, including the authorization or other approval code, to WEX.  Obtaining an authorization without submitting the completed Card Sale to WEX may result in non-payment by WEX for such Card Sale.

E. 
MERCHANT shall not accept payment through use of an expired Card or when advised upon authorization inquiry, that the Card is not to be honored.  

F. 
MERCHANT shall never make a Card Sale when MERCHANT believes or has reason to believe that the Card may be counterfeit or stolen or the Card Sale is in any way fraudulent or otherwise suspicious.

G. 
Merchant shall maintain a record of all information required in Section 1.3.A above.   

H.  
If the Card Sale is not an island card reader transaction (“pay-at-the-pump”), MERCHANT shall require the cardholder to sign the transaction receipt unless the total for the Card Sale is less than $25.

I. 
Any Card Sale data received by WEX from MERCHANT by 5:00 p.m. Eastern Time (“ET”) shall be treated as having been received on the next business day.

J.  
MERCHANT shall not divide the price of goods and services purchased in a single transaction among two (2) or more transaction receipts for billing to WEX.   

K. 
Merchant must not submit Card Sales until Products are delivered. 

L.  
A Card must be present at the time of purchase.  In the event that MERCHANT processes a Card Sale when the Card is not presented, MERCHANT bears the risk of the sale being charged back.

M. 
MERCHANT shall maintain a record of the Card Sale, including all sales data required for a period of one (1) year.  Upon the reasonable request of WEX, such records shall be provided to WEX within thirty (30) calendar days of WEX’s request.  Failure to provide the requested record will result in a charge back of the Card Sale to MERCHANT. 

3.  Data Input and Transmission
A. 
Merchant is responsible for the data entry of Card Sale information by its personnel, or representatives. All data shall meet the WEX Technical Specification and shall be in good and usable condition. 

B. 
If information pertaining to any Card Sale is garbled in transmission such that part or all of the record is likely to vary from what MERCHANT transmitted, WEX may advise MERCHANT of the suspected inaccuracy and request retransmission of the record or other appropriate confirmation.  WEX may, with notice to MERCHANT, withhold payment for such Card Sales until the record is retransmitted or MERCHANT provides other appropriate confirmation.  

C. 
If MERCHANT has not provided WEX with required information or that WEX needs to interpret, verify, or validate a Card Sale, WEX may, withhold payment for such Card Sale until MERCHANT sends WEX the necessary information.  WEX may make appropriate adjustments in its settlements with MERCHANT to reflect the receipt or correction of any such Card Sale information.  WEX shall provide notice to MERCHANT of any Card Sales that it is not able to process due to errors or missing information through its daily settlement reports.

D. 
MERCHANT shall submit all Card Sales to WEX for processing within thirty (30) days of the transaction date.  WEX may accept transactions up to one hundred and twenty (120) days from the date of the transaction for processing and billing to the fleet, however, reserves the right to chargeback any such transaction that is disputed by a fleet customer.

E.  
MERCHANT authorizes WEX to refer to a default price per gallon table, which may be used when the calculated price per gallon for the transaction falls outside of WEX’s acceptable range of pricing which is updated from time to time by WEX based upon market conditions.  The table is based upon average price per gallon data collected from all merchants who accept WEX Cards.  

F.  
MERCHANT authorizes WEX to refer to the authorization log to obtain information to complete the processing of transactions in the event that errors are detected by WEX during processing.  It is understood by the parties that the information contained in the authorization log is the “actual, real-time” information received by WEX from the MERCHANT at the time the use of the charge card was authorized.  If sufficient information is not available in the authorization log to correct any errors in the transaction file received by WEX from MERCHANT, then these transactions will be returned back to MERCHANT for correction.  

G.  
Use of the defaults in Section 1.3.E and 1.3.F above does not affect the total transaction value submitted for settlement and is only used to facilitate reporting to fleet customers.  It does not relieve MERCHANT of its requirements to provide accurate and complete data as set forth in 1.2.A for Card Sales.

Wex Private Site Card Sale Frequently Asked Questions
How does it work?
Drivers swipe their WEX fuel cards through the Purchasing Entity’s WEX-certified equipment reader and enter a Driver ID and the vehicle’s odometer reading. The transaction information is transmitted by the network to WEX for approval. In a matter of seconds, a driver using an authorized card can begin fueling. All of the Purchasing Entity’s transaction information appears on their WEX purchase report.

What equipment will a Purchasing Entity need?
A purchasing Entity will need to purchase a card reader (or upgrade existing equipment) to match WEX and network requirements (see certified equipment vendor list). 

What is the cost?
There is a one-time set up fee that is waived and a $0.15 per transaction fee. Costs to purchase new card readers (or upgrade current equipment) vary by vendor so the Purchasing Entity will need to negotiate their purchase. 

Are there other costs that might be associated with set up?

Depending on Purchasing Entity’s chosen network and equipment vendors, there could be additional hardware and software costs. Please contact the Purchasing Entity’s providers for more information.

How does a Purchasing Entity sign up?
Just complete the enclosed Private Site Agreement and submit it to WEX.

What equipment provider would WEX recommend?  

WEX provides the Purchasing Entity with a certified equipment vendor list to choose from. The Private Site Owner/operator is responsible for the purchase and upkeep of the equipment.

Who do I contact with issues regarding incorrect product coding or reporting from the Purchasing Entity’s equipment?  

The Purchasing Entity’s vendor or network will be able to ensure proper downloads and configurations are reporting correctly.

What is a network?  

A network is a third party processor who sends a transaction files from the Purchasing Entity’s equipment to WEX for 
electronic processing. 

What information should a Purchasing Entity provide the network helpdesk if they need to call?

Be sure to have the Merchant/Terminal ID for the location the Purchasing Entity is calling for. This along with the Network Contact numbers can be found on the Welcome Packet received from WEX.

If a Purchasing Entity participates in Rebilling, how do they receive the funds for the fuel used by visiting fleets?

Upon enrollment, WEX will collect the Purchasing Entity’s banking information to set up ACH payment. The funds 
for visiting fleet transactions will be automatically deposited in their account under the payment term of 
their contract.
If I allow visiting fleets to fuel at my location, how will I be able to keep track of those transactions?
Each month, WEX will send you a private site merchant report. The report will provide detail on all visiting fleet transactions. In addition, your transaction detail report will include both local and visiting fleet transactions. 
Master Agreement No. 00819 – Fleet Card Services
WEX Private Site Enrollment Packet
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