
AUTOMOTIVE LIAISONS 
MEETING 

March 13th, 2013 



Customer Service Department 

• Bill Confair 
biconfair@pa.gov 
717-783-2325 

 
• Randy Howard  
• ranhoward@pa.gov 

717-346-5967 
 

 

mailto:biconfair@pa.gov
mailto:ranhoward@pa.gov


Increased Driver Accountability 

• Beginning March 1st, 2013 when a state-
owned vehicle is involved in an accident, 
both the operator of the vehicle AND the 
Automotive Liaison will be required to sign 
the STD-541 Accident Report.   

 
• It is the Automotive Liaison’s responsibility 

to report all accidents to the operator’s 
immediate supervisor. 



Increased Driver Accountability 

• We will still be enforcing the requirement 
for all STD-541’s to be turned in within 
one business day after the accident.   

• Please have both signatures on the  
   STD-541 when you turn in the form. 
• If it is sent in without both signatures, it 

will be returned to the Automotive Liaison.  
Please sign and return it to the CSD 
immediately.   



Accident Reporting – STD-541 

Please write the mileage on the top of the STD-541. 
A new fill-able PDF version of the STD-541, with a 

section for mileage, will be posted on the DGS 
website shortly.   

 
Please make sure you are using the most recent 
version of the STD-541.  The most recent version 

of the STD-541 is posted on the DGS website.  
 

If you are using a version that asks for the driver’s 
social security number, please discontinue using 

that version.    



SHOW most recent STD-541. 



Customer Service Department  

Accident Reporting STD 541 
• The STD-541 Accident report must be received 

on the following business day.   
• The BVM Director & the Automotive Liaison’s 

supervisor will be notified when an STD-541 is 
not received on the following business day after 
an accident occurs. 

• The operator of the vehicle should call the CSD 
on the next business day after the vehicle is 
damaged, to open a work order.  The operator of 
the vehicle should also notify his or her  
Automotive Liaison.   



Customer Service Department 

• Accident Reporting Continued 
 If the vehicle is drivable, we should 

receive 3 estimates from approved 
vendors within 10 business days of the 
accident.   

 If the vehicle is not drivable, only 1 
estimate is necessary. 
 



Operations Decides on Repairs 

• Any damage to a state-owned vehicle 
needs to be reported and a STD-541 
should be sent in the next business day.   

• If you have any damage to the vehicle 
and are not sure if it should be repaired, 
take a picture and send it to me or Randy 
Tomlinson to determine the next step. 

• If you can not take a picture, get 3 
estimates to repair the damage and send 
the estimates to the CSD with a STD-541. 



Glass Replace / Repair – STD-541 

 
A STD-541 is needed when  

any glass is replaced. 
 
 

A STD-541 is not needed  
when glass is repaired.  

For example - a chipped windshield. 
 



Questions and Answers 

• If a state employee notices damage to a 
pool car for example, what should he or 
she do? 

Fill out a STD-541 and list the driver’s name as 
“Reported by Fred Johnson”    

• What if Fred doesn’t report the damage? 
The next driver who drives that vehicle will 
report the damage and we are going to then 
question Fred Johnson, the last driver, about 
the damage.  Best to report any Damage 
before you drive away.  



BRIM 

• What happens if a driver turns in a STD-541 
but can’t track down the Automotive Liaison 
to get his or her signature.   

 BRIM wants us to send in the STD-541 on the next 
business day.  Turn in the form with only the 
driver’s signature and we will forward a copy to 
BRIM and also to the Automotive Liaison for their 
signature.      

Driver’s should never determine if work should 
be completed on any vehicle and they should 
never authorize repairs.  Only a CSR or 
Operations can authorize the repairs to begin. 



AUTOMOTIVE LIAISONS 
MEETING 

M5 System Administration 
March 13, 2013 



M5 System Administration 

• William Ward 
wilward@pa.gov 
717-346-3344 

 
• March Mileage Information: 

Deadline – 10 am on Friday, March 15 
 

 

mailto:wilward@pa.gov


M5 System Administration 

• Monthly Mileage Entry 
Remind those who enter the monthly 
mileage: 

Only enter Business Days Used, Final Meter 
Reading from the STD-554, and Total 
Commute/Personal Miles 
M5 will compute the Total Business Miles 

 
If there is an error, send a screen shot 
error and a scanned copy of the STD-
554 to M5 Administrators 



M5 System Administration 

• Monthly Mileage Entry 
When reporting M5 Errors to the M5 
Administrator eMail account, please 
attach a correctly completed STD-554 
(09/2011), Monthly Automotive Activity 
Report with the email 
 
M5 Administrators will not make any 
changes or updates on your behalf if the 
STD-554 is not properly completed 



M5 System Administration 

• STD-554 (09/2011) Example: 
 
 



M5 System Administration 

• Monthly Mileage Entry 
According to Management Manual 
615.3, Commonwealth Fleet Procedures 
Manual: 

All operators of Commonwealth Fleet 
passenger and non-passenger vehicles must 
document daily vehicle usage appropriately 
through the completion of Form STD-554, 
Monthly Automotive Activity Report 

Manual 615.3, Section One, Paragraph 5 



M5 System Administration 

• Reminders for Operators 
When an operator fills out the STD-554, 
please follow the instructions included 
with the electronic and hard copies of 
the form. 

 
Forms are available on the DGS 
Website, under Vehicle Management, 
then Forms. 



M5 System Administration 

 
 
 

Questions? 



M5 System Administration 

• Fleet Audit 
BVM will be conducting and audit to 
ensure the unit information held within 
M5 accurately reflects the 
Commonwealth Fleet inventory being 
used by the agencies 

 
All Passenger/Non-Passenger/Law 
Enforcement units will be audited 



M5 System Administration 

• Fleet Audit 
Information to review 

Vehicle information 
Operator information 
Financial information  

 
Three Phases 

Half of the Passenger Fleet: 03/14 - 03/15 
Other Half of the Passenger Fleet: 03/21 – 22 
Non Passenger Fleet: 03/28 – 03/29 



M5 System Administration 

• Fleet Audit 
Each agencies Auto Liaison, Liaison’s 
Supervisor, Agencies Fiscal Liaison and 
the Agencies Deputy Secretary of 
Administration will receive the audit 
spreadsheet 



M5 System Administration 

• Fleet Audit 
Updates or Changes can be made 
directly inside the spreadsheet 
 
This will remove the need for 
completing new forms and submitting 
them to BVM for processing 
 



M5 System Administration 

• Fleet Audit 
Take the time to go line by line and 
validate each unit and the information 
provided 
 
This is your opportunity to make sure 
proper operators, parking locations, cost 
centers, WEX accounts are correct 
 
 



M5 System Administration 

• Fleet Audit 
Designated agency heads, as defined in 
Management Directive 615.16, 
Commonwealth Fleet Policy, are eligible 
for a permanent assignment of a 
passenger vehicle and/or the use of a 
Voyager Fuel Car. 
 
These operators are required to 
complete and submit the updated Form 
STD-928 (07/12) 



M5 System Administration 

• Fleet Audit 
Return the M5 System Administrator 
team will be making the updates 
 
 



M5 System Administration 

• Future Projects 
M5 Upgrade 

Planning for a Production Upgrade on April 
22nd 
Be prepared for either upgrade notes or 
formal training the week of April 15th  
 

6 Month Utilization Update 
 

 



AUTOMOTIVE LIAISONS 
MEETING 

March 18, 2013 



Operations and Maintenance 

• Randy Tomlinson 
rtomlinson@pa.gov 
717-783-3088 

 
 

 

mailto:rtomlinson@pa.gov


STD 556, coding is required 
 
 

Operations and Maintenance 



Condition assessment also required  
 

 

Operations and Maintenance 



Operations and Maintenance 

Temp Fleet coding review 



• Great job picking up new units! 
 

• Need to work on finish turning in 
underutilization units ASAP 
 

• DGS rollback 
 

 
 
 
 

Operations and Maintenance 

Quick Topics 



Wright Express  

Custom Reports 
Billing Codes 

   



              1.  Log into WEX                    2.Open Reports screen  
  3. Open my custom reports    4.open create a new report  



In card profile report click on create report 



    There are six steps and the system will walk you thru step by step. 
Step 1: Select the hierarchy level. To view all of your cards select the highest level. If you 

want to view only the cards in one account, you can run each account separately.   
Click Next                   



     Select which fields you wish to include in the report. Deselect any that aren’t needed 
by unlocking the box. Required fields will be grayed out. 

     I have selected fields that I feel you need to verify coding.  
Click Next                                          



                 Fields to Select 
•                              Suggested Fields 
• Name                                  
• Account number 
• In service date 
• Custom vehicle asset ID 
• Business area 
• SAP Fund 
• SAP Cost Center 
• SAP Internal Order 
• Vehicle Department 
• VIN 
• Make and Model 



    Step 3 allows you to apply filters to the criteria you selected. For this 
report I suggest you leave the filters alone. 

Click Next                                                          



Step 4                                                                                                                                             
Select the order of which you would like the fields displayed based on what you chose in 

Step 2 
Click Next 



Step 5: Name your report 
Step 6: Save the report 

•   Save and Run now will save the report to your templates, so you can go 
back and run again at any time. It will also prompt you for a date range and 
export the results to excel. 

•    Save will save to your templates but will not display the results. 
•    Schedule will ask you to select the frequency to run the report. 
•    Select the format-CSV or Excel 
•    Select the Delivery Option- Online, E-mail or FTP 
•    Once the report is saved to “My Templates” you can always go back and 

modify or run it at any time.  



Screen shot of Report Name 
Step 5 



                                                 Step 6 
This screen is where you will make your final selections for the report. 



STD-556 

• This form is being revised to include: 
•     1. SAP Fund 
•     2. SAP Cost Center 
•     3. G/L 
   The Std 556 already has a place for the Revenue code and the ICS 

coding.  
     We will be asking you to verify the coding we receive on the STD-

556 prior to releasing the auction results to the Comptroller. We are 
experiencing consistent errors from several agencies.  

     This is your money. Ask your Finance Officer for the correct coding 
prior to filling out the 556. 
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