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New Registration
Activation email 1/1

> New User: A registration email will be sent to the email address you use to sign up for Shell Fleet Hub.

Step 1: Click on this button to
create password for your

account or click the link

O

Welcome to Shell FleetHub,

To complete your new registration, just click
on the button or browse to the URL below to
verify this email address.

Validate your email by clicking here

Having trouble? No problem. Click here:

https:/faccount shell com/activate?
verification_code=

‘We've emailed you because a Shell account was reguested
with this email address. If it wasn't you, just ignore this email

Step 3: Insert your email
address & password and click

Step 2: Insert your password

and click on submit

on “Sign In” to login

Copyright of Shell

Sign in
Reset password d
Email address*
Enter a new password for your account.
Password * e Password* o

8 characters . 1 uppercase « 1 number Forgot password?

Submit Sign in

RESTRICTED 4



New Registration
log in1/1

Logging in is easy. Simply go to www.fleethub.shell.com and enter your registered email address and

password. Click Sign in to be taken to your company’s account page.

W

¢5  signin to Shell Fleet Hub

Fleet management made
effortless.

Take control of your Shell Cards, your
vehicles and fleet’s finances all in one
place at Shell Fleet Hub.

Request a call back to get started

Already a Shell Fleet Hub customer?

Step 1: Click “Sign in to
Shell Fleet Hub”

Sign in to Shell Fleet Hub

Copyright of Shell

Sign in
Email address*
o
Password*
s
.
Forgot possword?
Sign in
o .,»/
.

A complete online management
solution for your fleet

Shell Fleet Hub lets you manage your Shell
Card account quickly and easily. Order and
cancel cards, add new users, run reports, and

Step 2: Insert your email
e address and password

and click on “Sign in”
button.
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New Registration
Forgotten Password 1,/2

> Forgotten Password: How to reset password?

Sign in Forgot password

H *
Email address We'll send you a link to create a new password.

P d* et Step 2: Key in Email
asswor Email address* Address

Step 1: Click on “Forgot

Forgot password? password?” at the login
page

Step 3: Click on Send
Email

Send e-mail
Sign in
Back to login

Copyright of Shell RESTRICTED 6



New Registration
Forgotten Password 2,/2

> Forgotten Password: How to reset password?

Step 4: Search for the
reset password email in
your mailbox

Reset your Shell FleetHub password

Step 6: Insert a
Reset password new password and

click on submit

do-not-reply@shell.com via amazonses.com Wed, Apr3, 11:23 AM (4daysago) Yy

tome ~

@ Enter a new password for your account.

Hi

We received a request to reset the password
associated with this email address. If you

made this request, please click the button . 7
below to reset your password using our Step 5: Click on “Reset

secure server: my Password” button

Password*

8 characters . 1 uppercase « 1 number

Reset my password

If you did not request to have your password
reset, you can ignore this email.

Copyright of Shell RESTRICTED 7
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Main Menu

Navigation Pane :

Easily access main
features

I [ Homepage

= Cards

2 Reports
Finance

%  Administration

Multipayer:
Easy to navigate
between different
payers (main
accounts).

COMPANY TESTD

Account Selector:

Easily navigate
between different
sub accounts

All accounts ~

SHELL FLEET HUE

Good afternoon,

Welcome to Shell Fleet Management. The single place to manage your fuel cards and

mobility services

COMPANY TESTD
All accounts

Transactions

VIEW TRANSACTIONS -

@ Transactions

RMé.25

13/03/19-12/04/19

Cards

SEE ALL YOUR CARDS =

8

ACTIVE >

1

EXPIRING >

Dashboard Widgets:
Review key info at a
glance via (Transaction,
Cards, Invoices, Card

Activity, Finance)

Finance

VIEW OUTSTANDING INVOICES -

13
BLOCKED »
Available
company credit
233
CANCELLED > RM3,078.40
credit limit
RM 3,300.00

Homepage
Overview 1 /1

My Profile:
Option to log out &
change your

account details

L]
cator &

COMPANY
COMPANY TESTD

DATA LAST REFRESH:
12/04M19 12:52 PM

Shortcut Key :
Direct access to the
key features

Tasks

Order cards

Help Button:
Click on “Help” to
access your Shell

Fleet Hub Guide
or access Live Chat

Block cards

Cancel cards

Download transactions

Download invoices

*The function or interface page may be unavailable or differ subject to access given & country settings.
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My Profile
Change User Details 1/2

> Change User Details: Edit or update your contact information.

@

Homepage
Cards
Reports
Finance

Administration

All accounts ~

SHELL FLEET HUB

Good afternoon,

Welcome to Shell Fleet Management. The single place to manage your fuel cards and
mobility services.

COMPANY TEST A
All accounts

Transactions

VIEW TRANSACTIONS -

@ Transactions

$5.40

31/03/19-30/04/19

Cards

SEE ALL YOUR CARDS -

20 2
ACTIVE > BLOCKED >
128

CANCELLED »

My Account

Step 1: Click on the icon on
the top right corner and .
select “ My Profile” &) Signout

My Profile

DATA LAST REFRESH:
30/04/19 02.48 PM

i New Features

Finance Tasks

VIEW OUTSTANDING INVOICES -

Order cards
Block cards
Avdilable
company credit
pany Cancel cards
$8,769.19
Download transactio
credit limit
$10,000.00

Download invoices

o ®

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell
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My Profile

Change User Details 2,/2
> Change User Details: Edit or update your contact information.

{ ? oy .- .
site locator 7/ &N

Previously online

30418

Homepage

= Cards MY DETAILS SITE SETTINGS PERMISSIONS MOTIFICATION SETTINGS ACCOUNT ACCESS

%= Reporis
.
User details FIRST NAME

|§  Finance
View and edit your name, email address and telephone numbers.
€ Admi Step 2: Click on “My
Details”
LAST NAME
Step 3: Change user
details including name,
email & phone number eman o

TELEPHOME NUMEER

|
T
n

-

Optional

MOBILE PHONE NUMEER

+50 -

Optional

Step 4: Click on “Save

. Save detdails
details”

CONTACT US TERMS & CONDITIONS PRIVACY POLICY COOKIE POLICY

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell RESTRICTED 12



> Change Site Settings: Personalize your current webpage.

@

I 8 Homepage

Cards
£ Reports
Finance

Administration

All accounts

SHELL FLEET HUB

Good afternoon,

Welcome to Shell Fleet Management. The single place to manage your fuel cards and

mobility services.

COMPANY TEST A
All accounts

Transactions

VIEW TRANSACTIONS -3

E Transactions

$5.40

31/03/19-30/04/19

Cards

SEE ALL YOUR CARDS >

20 2
128

CANCELLED »

My Profile
Change Site Settings 1/2

My Account

Step 1: Click on the icon on the top
right corner and select “My Profile”

Finance

VIEW OUTSTANDING INVOICES -

Available
company credit

$8,769.19

credit mit
$10,000.00

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell

Sign out

COMPANY
COMPANY TEST A
COMPANY TESTA My Profile

DATA LAST REFRESH:
30104119 02:48 PM

i New Features

Tasks

Order cards

Block cards

Cancel cards
Download transactio

Download invoices

©

RESTRICTED

13



@

MY DETAILS SITE SETTINGS PERMISSIONS

Site setting

Change how its are displayed

Step 2: Click on “Site
Settings”

Step 3: Change
language, date format,
time format, week begins,
week number, number
format, units & CSY
separator

Preferred settings are as
shown

Step 4: Click on “Save

Settings”

ACCOUNT ACCESS

LANGUAGE
English - Malaysia
DATE FORMAT

DD/MM/YY

TIME FORMAT
12 Hours

'WEEK BEGINS
@ Monday
O Sunday

WEEK NUMBER

NUMBER FORMAT

1,234 567.00

UNITS
Kilometers
€5V SEPARATOR

Comma (]

PREFERRED FORMAT FOR DOWNLOAD
O Excel ()
® csv

Save Settings

MY DETAILS SITE SETTINGS PERMISSIONS

Notification Settings

Choose which events you would like to be nofifig

For each notification fype, you can choosg
nofifications on-screen or by ema.

Step 1: Click on
Notification Settings

Step 2: Select notification
settings either on screen or

email

Step 3: Click “Save”

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell

MOTIFICATION SETTINGS
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My Profile

Change Site Settings 2/2
> Change Site/Notification Settings: Personalize your current webpage.

ACCOUNT ACCESS

Card alerts

Expiring cards

Card orders

Mobile payment requests

Invoices

ON-SCREEN EMAIL

B |J {> U::}
A go B:

of

RESTRICTED
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My Profile
> Setting up Notification Alerts: Receive Alerts on Cards. Alerts Settings 1/

Sep3

Alert Parameters

Day and Time Alerts

Days of the week Time of day
Available for use: All weak Avaiable for wse: 0.00 - 24.00
MY DETAILS SITE SETTINGS PERMISSIONS MNOTIFICATION SETTINGS ACCOUNT ACCESS 3 000 200
Step 2: Fill up the
necessary details to setup

BACK

Alerts for your cards
ALERTS
Configure Alerts

& Alert Profile

Use your Alert Profile, = When the conditions set by you are met, you will receive %
. Step 3: Set alert parameters
: Click on Alerts for which -
o or which you want to receive
Payer @ alerts for
Card Usage Alerts
ﬁ}ccount T — X o - et ik e et it s kg le et
- S Spend Velume Ciaar & Transactions
ff:r-d.Grt.)up o Please select card group Lo
g Step 4: Select the channel
c y - W Musrue: b bl sl dusarare. o il sl [ .
P Mutiple Cards * o preferences and tick on the
_ options given.
Step 2 - - pez v
Profile and Description PROFILE NAME amEE
i Enter Profie Name and Descriptic TEST 123
DESCRIPTION PER TRANSACTION hd PER TRANSACTION A
TESTING
Sep - Step 5: Click “Save Profile”

Channel Preferences

[*| SAVEPROFILE

*The function or interface page may be unavailable or differ subject to access given & country settings.
Copyright of Shell RESTRICTED 15
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CARDS
Card List
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Cards

Card List 1/2
> Card List: View list & details of cards.

[ ]
@ All accounts site locator A
|
CARD LIST RESTRICTIONS CARD GROUPS
Step 1: Order Cards Button:
Click on “Cards” Click here to order
cards
CARDS
.
Cards Order cards .
= Cq I'd I|S|' Download List Button:
Download list Click here to download
8 Reports
This is a list of all your cards and their statuses. From here you can select individual cards th | t I; d
to view their details or perform other useful actions Other actions € list or cards
Finance
& Administration

Other Actions Button:
Click here for mass
order cards (>20 cards)

259 y] 0 128

CARDS > BLOCKED > EXPIRING > CANCELLED >

Cards for Step 2:

- Sort Button:
All accounts Search for a card with driver =reh =

Sort the card list by
functionality including
newest to oldest &

others

name, VRN or card number
(Minimum 4 characters entered)

EXPIRES STATUS

Step 3: AUTOBOT 30123 Cancelled
Click on the card XX 3432
8 oo1781
Car.d Status: . \\ Filter Button:
U P Active: Card can be used at stations Blocked Filter the list to show
5 o168 Cancelled: Card cancelled permanently only blocked/expiring
Blocked: Temporary block, can be reactivated card etc
O JOHN 6 1108122 Blocked _ |
cr1924

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell RESTRICTED 18



Cards

Card List 2/2
> Card List: View list & details of cards.

Card Status: \
Active: Card can be used at stations

¢ CARD LIST Cancelled: Card cancelled permanently
Blocked: Temporary block, can be reactivated
Card ending 002642 for ABC 1234 Marked as Damage: Card that has been

COMPANY TEST D reported damage

J

Status -
Active Block Button: J

Block Click here to block card
Vehicle size
& Smaller vehicles Cancel N
, ABC 1234
. Cancel Button:
Purchase category Other actions Click here to cancel card
(1) PC g
\
Other Actions Button:
Click here to report
CARD ACTIVITY PRICED TRANSACTIONS RESTRICTIONS DETAILS
damaged card or resend
pin reminder
J

Card Activity:
Click here to view
transaction made for the
last 48 hours

Price Transaction:
Click here to view
historical transactions
made

Restriction: Details:
Click here to view & set Click here to view full card

card restrictions details

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell RESTRICTED 19



CARDS
Order Card

Copyright of Shell RESTRICTED



Cards
Order Card 1/6

> Order Card: Allows you to place an order for new card(s).

You can order up to 20 cards in a single card order.

CARD LIST RESTRICTIONS CARD GROUPS

Step 2
Click on “Card List” Tab

[f Homepage

@ Reports Step 1 of all your cards and their statuses. From here you can select individual cards
- Click on “Cards” page details or perform other useful actions.
= inance

CARDS Step 3

° Click on “Order cards” Button
Ord d
Card list

Download list

Other actions

%  Administration

259 y] 0 128

CARDS TIVE > BLOCKED > EXPIRING > CANCELLED >

Cards for
All accounts

LAST USED EXPIRES STATUS
e e S

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Step 4: Vehicle type
Choose one option

Step 5: Order with a
template (Optional)
Click to choose a saved
template to ease your card
ordering experience.
Otherwise, ignore if you
would like to fill up the card
details separately.

Step 6: Card Type
Kindly remain the card type
as it is.

CARD LIST

Order cards

Ordering cards is siraight forward. Provide the
following details then you're ready to get staried.

A few details to get started
Vehicle type

The selected account has different types of
vehicles. Select a vehicle type to continue ordering
cards.

Order with a template

Select an optional template to create your order

Select a card type.

The Metwork coverage selections have different
card fypes available.

| WSS SES S S —
Step1of6

WVEHICLE TYPE

@ &= Small vehicle

() % Large vehicle

SELECT A TEMPLATE @

Don't use template =

Tempisies are optional DUt Make oroefing Canas gUICKeS

CARD TYPE @

MY FLT NAT SIN RI o

Card details

*The function or interface page may be unavailable or differ subject to access given & country settings.

Cards
Order Card 2/6

Click to Proceed

RESTRICTED 22



Cards
Order Card 3/6

< ORDER CARDS
. T T T |
Step 2 of &
Card details Stp2of€
Step 1
SteP 7: Number OF cords to order Number of cards to order SELECT THE NUMBER OF CARDS TO ORDER (0]
Choose a number OF CGI’dS to order. You can order up to 20 cards at the same time 1 -
Maximum 20 cards at one time.
Step 2
Enter card details
Step 8: Enter card details .
. R Card details
Enter details of the card in the ‘ o
Enter a driver name or vehicle registration number, or both. DRIVER NAME (o]
boxes.
AMIR
Note tth the Compqny que iS This is optionai i 3 Vehicke Registrstion Number has besn enfered.
fixed. @
VEHICLE REGISTRATION NUMBER @
VRN 1234
L2 S0 eI VIZSH S0 o)
AMIR
Ci) =R COMPANY NAME
COMPANY TEST D AUG 28
COMPANY TEST D &
L o
Assign to cord group @
':D A card group can beleng to one card group at & time.
ADD TO A CARD GROUP @
MARKETING =

Click to Proceed

Purchase options

*The function or interface page may be unavailable or differ subject to access given & country settings.
Copyright of Shell RESTRICTED 23



Cards

Note: Only set your preferred card limit, 10

minutes after card creation to ensure the card limit Order CG rd 4/6

will be reflected successfully.
Purchase options

e ]

_ Step 9: Purchase options Note: For normal Diesel, kindly add both:
Pardhass cotogery | Choose one based on 1) Shell Fuelsave Diesel Euro 5 B10 Standard
it o spend and pchese et can b e afr e rder & plces your preference. 2) Shell Fuelsave Diesel Euro 5 B20 Standard

n PC1 [ Shell Fuelsave Diesel Euro 5 B10 Standard
1 - All Fued Products Bf Shell ¥Power Rading

[l Shell Fuelsave Diesel Euro 5 B7 Premium

Bli shell vPower 97 PURCHASE OFTIONS

[ & & & |s—— s
[ shell Fuelsave Diesel Euro 5 B20 Standard

Bl shell Fuelsave 95

Restrictions

[ shell Fuelsave Diesel Euro 5 B10 Standard i Lubricants
s shell VPower Radng
s shell FuelSave Diesel Euro 5 B7 Premium Shep 4

=tricti 1 '
Bl shell veower 97 Set restrictions for your card Apply restriction profile

[ Shell Fuelsave Diesel Euro 5 20 Standard o profie apeing

[l shell Fuelsave 95

Security

[ shell Fuelsave Diesel Euro 5 B10 Standard ¥ Car Wash

s shell VPower Radng & Lubricants

[ Shell FuelSave Diesel Furo 5 B7 Premium 7 Services

Click to Proceed

s shell vPower 97 7] shop

Step 10: Restriction Profile
Click to set a preset restriction profile to the
card.

[ Shell Fuelsave Diesel Euro 5 20 Standard

[l shell FuelSave 95

If you are unable to set restriction profile,
you can set it after the card ordering is
completed.

Click to Proceed

*The function or interface page may be unavailable or differ subject to access given & country settings.
Copyright of Shell RESTRICTED 24



RESTRICTIONS

Security

#Security settings ensure your cards are being used safely.

Step 5
#PIN settings

#You can choose your own PIN for new cards but don't forget to keep
a secure record of it.

#Card 1PIN

Driver identification

If you'd like your drivers to identify themselves at the point of sale,
choose from the following.

L L] —

#Set your own PIN

ENTER PIN COMFIRM PIN

SHOW

Cards
Order Card 5/6

Step 11: PIN settings
Toggle on to set your own PIN for new
card.

Please keep a record since the PIN will not
be delivered when you set your own PIN.

SHOW

Fleet ID

#Dezcniption of foggle lorem ipsum

Current mileage

Your drver will be azked to record fheir milesge sf the point of purchase

Summary

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell

Step 12: Driver Identification

Fleet ID: Turn on to enable Fleet ID feature
on the card. Driver will need to key in
Fleet ID for each purchase.

Current Mileage: Turn on if driver is
required to record their mileage at the
point of purchase.

Click to Proceed

RESTRICTED 25



SECURITY

Order Summary

#Baszic details

ACCOUNT

wemBCLE SIzE

#Card 1

DRIVER MAME
WEMILE REQISTRATION NUMBZE

#Purchase options and restrictions
Purchase options

Restrictions

Security

*The function or interface page may be

Copyright of Shell

MITWORK COVIRADE

caRnTYRE

CARD DROUR

DELFVERY ADDRESS

PURCHASE CATEQORY

RESTRICTIORS

WCARDRIN

et

CURSENT MEEADE

Place order

You may click and choose
the steps here to navigate

between the pages to
edit.

Step 13: Order
Summary
Check your order
summary before

proceeding to Place
Order

Click to Proceed

unavailable or differ subject to access given & country settings.

ORDER CARD

Order confirmed

We have received your order for 1 card.

Order details

1 card will be delivered to the following address

AMIR
&5 VRN 1234
MARKETING

RESTRICTED

Cards
Order Card 6/6

ORDER REF DATE / TIME
1707847 21410020 12:26 PM
ACCOUNT

CARD DETAILS

1-PC1
Type: MY FLT NAT SIN R1
Shall network

National

Order more cards

Card list

26



CARDS
Set Restrictions
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Cards
Set Restrictions 1 /2

> Set Restrictions: Allows you to set (update/change) the card limit and products of one card.

@ AN accounts

= CARD LIST

RESTRICTIONS CARD GROUPS

Cards for
All accounts

O TEST TEST
&0 ASDA 1788
COMPANY TEST D
E4CAAEC

O JIDKDS
B 004325
éw DFGD S
COMPANY TEST D
ANIS MIGRATE
= 004231
& CGP 3
COMPANY TEST D

CGP SFH TEST

FLEET I

7

BLOCKED

LAST USED EXPIRES

J11220

I2zn

220

31112520

0

EXPRIMG

(g}

i
]

]
]

STATUS

Aclive

Aclive

446

CAMCELLED »

a = T

Set restrictions

Block
Cancel
Report domaged

Stop auto-renewal

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell

RESTRICTED

Step 1:
Find an active card and

click the option button.
Then, click “Set

Restrictions”.

28



Step 3: Usage Limits

Step 2: Purchase Restrictions Click the pen icon to edit the limit.

Tick the box to choose the products Spend: Amount in currency can be used.
you would like to purchase

Transactions: Amount of swipes allowed to
be used.

& Purchase restrictions A @& Usage limits

Select limits on the usage of this card by

Select the sets of fuel and non-fuel products Tl 6 T Te S, (e T ]

that can be purchased .

Spend
n PCl ] Shell Fuelsave v D Car Wash - YEAR [R—

Diesel Euro 5 B10 MONTH RM1,000
Standard D Lubricants v

j hell WEEK Mo limit st
Shell VPower - . .
Racing D Services DAY M limit mat

] Shell FuelSave - TRAMSACTION Mo limit s
Diesel Euro 5 B7
Premium

j Shell VPower 97  ~ .
Transactions

] Shell Fuelsave -

Diesel Euro 5 B20 TEAR o=
Standard MONTH Mo limit et
:] Shell Fuelsave 95 ~ WEEK M fmit et
DAY Mo limit zat

Note: For normal Diesel, kindly add both: Note: The default limit for each new card will be

1) Shell Fuelsave Diesel Euro 5 B10 Standard . RMIK per day and RMZOK per month.
73 S0 e e Bl B 4 120 Srndkie Kindly ensure the default limit is sighted before
making any changes.

*The function or interface page may be unavailable or differ subject to access given & country settings.
Copyright of Shell

Cards

Set Restrictions 2/ 2

Step 4: Day & Time Restrictions

Days of the week: Click and choose the day to

available for use.

Time of day: Drag the button to choose
available time for use.

® Day & time restrictions

Days of the week and time of day this card
can be used

Days of the week

Available for use: All week

Time of day

Available for use: 0am - 12am

Oam

T2am

EI SAVE AS PROFILE

: REMOVE CUSTOM RESTRICTIONS

RESTRICTED

Apply

Click to Proceed

29



CARDS
Block Card/Unblock Card
Cancel Card

Report Damage

Block/Cancel Multiple Cards

Copyright of Shell RESTRICTED



Cards
Card Selection1 /1

> Card Selection: Select an active card that you want to block, cancel and replace.

Homepage
I = Cards
= Reports
§ Finance

@’ Administration

Step 1:
Click on an active
card

All accounts

CARD LIST RESTRICTIONS CARD GROUPS FLEET ID

CARDS

Card list

This is a list of all your cards and their statuses. From here you can select individual cards
to view their details or perform other useful actions.

801

Cards for
All accounts

O TEST TEST

E5 004317

= ASDA 1768
COMPANY TESTD
SACAASC

9 0

BUOCKED 3> EXPIRING >

Site locat

Order cards

Download list

Other actions

446

CAMCELED >

Q = 7

LAST USED EXPIRES

3220

STATUS

Active

d JDKDS

E5 004325
&= DFGD &
COMPANY TESTD

31220

Active

nnnnnnnnnnnnn

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell
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Cards
Block Card 1/1

> Block Card: Temporary block and unblock a card with immediate effect.

< CARD LIST

Card ending 002642 for , ABC1234

COMPANY TEST D Step 2:
Click here to temporary block the card

Status
Active

Block
Vehicle size

e & Smaller vehicles Cancel

Purchase category Other actions
M PCt

¢ CARDLIST Card Status: If card is successfully temporary
blocked, a “Locker” sign will appear on top of

You can choose if you wish to block the Cardending 002642 for , ABC 1234 the card.

card immediately or for a specific time.

COMPANY TESTD
CAIRDEI:(DINGFI;R step 4:
= .
lock cards CIICk here to UanOCk the CClrd

Select if you would like to block the card immediately or for a specifi

(7)) The card black wil take place from midnight 00-00 local time zone
"~/ Ifthe card is Cancelled Or Expired in this duration, it will not become aclive

BLOCK CARDS . Unblock 4
) From a specific date R ***99 642 Vehlde Size
[ | &» Smaller vehicles Cancel ->

Forever (\7 Until a specific Date
Purchase category Other actions
CANCEL BLOCK CARDS mPet

Immediately | _

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Cancel Card 1/1

> Cancel Card : Cancel a card with specific reason - lost/stolen/no longer needed.

< CARD LIST

Card ending 002642 for , ABC1234

COMPANY TESTD

CANCEL CARDS
Status Reason for cancellation

Active
Please select from the following options to cancel your cards

Block
Vehicle size

Purchasa r~3-— Other actions REPORT STOLEN

‘ NO LONGER NEEDED ‘

Click here to permanently cancel the card

CARD ACTIVITY PRICED TRANSACTIONS RESTRICTIONS DETAILS
< CARDLST
3 Card ending 001781 for AUTOBOT XX 3432 Step 3:
COMPANYTEST A Select a reason to cancel
[ Homepage the CGI'CI
= Cards Shell Curd
Status
Moria Cancelled
. 3 ok ok ok e e ok k| i 7 31
Card Status: If card is successfully cancelled a [ p——
[EPC3

“Cancel” sign will appear on top of the card

CARD ACTIVITY PRICED TRANSACTIONS DETAILS

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Report Damage 1/

> Report Damage: Report damaged card and trigger replacement order if needed.

< CARD LIST

Card ending 002642 for

COMPANY TEST D

, ABC 1234

Status
Active

Block
Vehicle size

& Smaller vehicles Cancel

Purchase category Other actions

O PC1

DAMAGED CARDS

Order a replacement card

CARD ACTIVITY PRICED TRANSACTIO step 2:
BHNTSGIZZM

Click here to report damaged card 5 o1

DELIVERY ADDRESS

NOteS’ PIN NUMBER

1. The card will stay active for the next 15 days.

2. The card status will changed to “Marked as Damage”.

3. The card with “Marked as Damage” cannot be blocked,
cancelled, and its restrictions cannot be changed.

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell

LAST USED EXPIRES
30/04/19 31108122

COMPANY TEST A

Choose your own PIN

ENTER PIN

DAMAGED CARD ><

Need a replacement?

Please choose from the following options to report your card as
damaged.

‘ YES, ORDER REPLACEMENT

Step 3:
Select to order replacement
or cancel card only

Step 4:
Choose your own PIN or

CONFIRM PIN

system generated PIN

SHOW

CANCEL

Step 5:

onon Click here to place order
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Cards
Block /Cancel Multiple Cards 1,/2

> Block/Cancel/Move Multiple Cards: Blocking, cancelling or moving more than one card

from card list.

— CARD LIST RESTRICTIONS CARD GROUPS FLEET ID

Erg

TEST CGP NEW CARD

&5 003085

TEST CGP NEW CARD
5 002815

TEST 213

- BEE

O TEST 213

=5 ooo410

Site locator |

4 9 326
BLOCKED > BXPIRING > CANCEILED
Cards for

5 42 o 185
ACTIVE BLOCKED > EXPRING > CANCEILED

All accounts Search Q = I
. a - o LASTUSED EXPIRES STATUS
Search i : <+
[ /] DRIVER 1 1021 Actve
' SoPARY TESTD .
Step 2:
LAST USED EXPIRES STATUS ] TEST LIMIT ClICk here tO Cdncel, bIOCk ctve
1005380
COMPANY TEST D
3112120 Active or move CGrdS
O ABC
000281
£ GT 5801
31r2/20 Active COMPANY TEST D
(] TEST 234
31712120 Active o s
Ace
O CREATED
31112120 Active —go 2347
COMPANY TEST D
31112120 Active

» 2 Cards Selected

Tick the box to choose which card to block/cancel

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards

Block /Cancel Multiple Cards 2,/2
> Block/Cancel Multiple Cards: Unblocking multiple blocked cards.

CARD LIST RESTRICTIONS CARD GROUPS FLEET ID

Uther actions

IH Homepage
494 20 7 n 392
| 5 cards TS ACTIVE > BLOCKED EXPIRING > CANCEILED >
@ Reports
Finance
Cards for
% Administration A" accounts Step ] 5

Click “Blocked” Box

LAST USED EXPIRES STATUS

TEST CGP NEW CARD 3112720 Blocked

3003095
COMPANY TEST D

TEST CGP NEW CARD 3112720 Blocked

£ 002915
COMPANY TEST D

TEST 213 3112720 Blocked

£ 002865
COMPANY TEST D

TEIST 541241 3112720 Blocked
COMPANY TEST D

3
~ 3 Cards selected CANCELCARDS H UNBLOCK |

Change company

Step 3:

Step 2: Click here to unblock the

Choose the blocked cards
cards by ticking the
box

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Bulk Order & Cancel Card
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Cards
Bulk Order 1/3

> Bulk Order & Cancel Card: Order or cancel up to 500 cards, use this function at your convenience.

All accounts

@

CARD LIST

Step 1:

e

RESTRICTIONS CARD GROUPS

Click on “Cards”

age
8 Homepage Pag

Cards

8
fZ Reports

Finance

¢  Administration

Card list

This is a list of all your cards and their statuses. From here you can select individual cards
to view their details or perform other useful actions.

259

2

Site locator @

Order cards

Download list

| Other actions

A4

.......

CARDS BLOCKED > EXPIRING > CANCE |G,
spreadsheet
o Cancel via
Sel Sbtelf() 3d spreadsheet
Cards for elect bu : or der or e
n r X =E
All accounts cancefca
LAST USED EXPIRES STATUS
AUTOBOT 31101723 Cancelled
XX 3432
5 001781
O JOHN 5 31/08/22 Blocked
SG1234
B oo16s58
*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Bulk Order 2/3

> Bulk Order & Cancel Card: Order or cancel up to 500 cards, use this function at your convenience.

Step 4: Bulk Card Order/Cancel
Follow the step by step guide to download
and complete the excel template. Once

CARD LIST done, upload the completed file.

Order via spreadsheet
You can easily order cards in bulk by using an MS Excel template. Just download the Excel template with your customer cq ncel Vi [» | sp red d S h eel’

settings, fill in your card orders and upload the completed file.

CARD LIST

You can easily cancel cards in bulk by using an MS Excel template. Just download the Excel template with your customer
settings, fill in your card cancellations and upload the completed file.

Step 1
Download latest template DOWNLOAD PRESE
T Step 1
Please download the latest version of your template here.
¥ P Download latest template DOWNLOAD [ar) BCB_Templatev2

Please download the latest version of your template here.

Step 2

Complete and save template &

(7} How doluse the order template?

Step 2

Complete and save your card order using the template file.
Complete and save template

C?j How do I use the cancel template?

Complete and save your card cancellation using the template file.

Step 3

Upload the completed file
Step 3

Select and upload your completed card order file.
Upload the completed file

“Orechcie'

Select and upload your completed card cancellation file.

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Bulk Order 3/3

> Bulk Order & Cancel Card: Order or cancel up to 500 cards, use this function at your convenience.

@ Shell Mobility Hub

the Help sheet

Step 1

Card details

Account number

Order cards via spreadsheet

Once you've completed the spreadsheet, simply upload the file on the
same page you downloaded it from

Card group name
® Optional

COMPANY

ACCOUNT
For help using this template, see All

DOWNLOAD DATE

13/04/2020 15:29:43

Validate

»

je

Shell Mobility Hub

Cancel via spreadsheet

Once you've completed the spreadsheet, simply upload the file on the
same page you downloaded it from. For help using this template, see
the Help sheet

Steps:

COMPANY 1. Edit the file accordingly

-COMPANY TEST D

. 2. Always click “Validate” before
e | saving and uploading the file to

8

-]

Card number (7)

Shel Fleet Hub again.

Do not change the file name

. Upload back the file in Shell

Fleet Hub

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Restriction Profile 1/4

All accounts Si

canisr (e | oo " Card restriction profiles allow you to
Create New Profile : . . .
Click here to create new profile eGSII)/ maintain a sets Of common
Restriction profiles restriction rules up to 500 cards
Restriction profiles are argreat way to manage restnctions on your cards. You can assign restriction profiles to any number ° . . .
of cards and the cards will automatically update if you make any changes. qssoc‘qted to d restrlctlon prOFIIe(S).
=D You can assign restriction profiles to
Restriction profiles for
All ts
feeotn Option button : Click here to edit profile any number OF CC"'dS Clnd the CC"'CIS
o o restrictions, add card to profile or to N 0=
delete profile : will automatically update once
COMPANY TEST D

changes has been made.

..........

No profile applied ASDADAS

All cards in the account COMPANY TEST D that don't have a res E °C1 &= Smaller vehicles PCo
profile applied. These might have custom restrictions orthe acco. .~ B==ssssesy
default restrictions.
L v @ e 0 v
Edit profile
restrictions
5 151

Add cards to this
profile

Delete profile

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Restriction Profile 2 /4

> Restriction Profiles: Set purchase restrictions, usage limit & day time restrictions.

CREATE NEW RESTRICTION PROFILE X
All
@ aceounts ~7 Please choose an account
CARD LIST RESTRICTIONS CARD GROUPS —~
Step 1: COMPANY TESTD @)
Click on “Cards” page )
COMPANY TEST D SUB O
Step 2:
cARDS Click on “Restrictions” tab
CANCEL
| & Corde Restriction protiles Sten 4
p 4:
F Reports Restriction profiles are a great way to manage restrictions on your cards. You can assign restriction profiles to any number SeleCt the account
. of cards and the cards will automatically update if you make any changes.
Finance
£  Administration CREATE NEW PROFILE

Restriction profiles for
All accounts

Step 3:
Click on “Create New Profile” button

& ® Search g, =E
COMPANY TEST A
No profile applied 123516121 12351612
All cards in the account COMPANY TEST A that don't have a restriction & Smaller vehicles (3] PC3 % Smaller vehicles (0] PCO
profile applied. These might have custom restrictions or the account's
default restrictions. o -
& @ @ v @ @ O v
= Ocard 2 5 0 card =

= 135 cards =

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Restriction Profile 3 /4

> Restriction Profiles: Set purchase restrictions, usage limit & day time restrictions.

< RESTRICTION PROFILES

Create new profile

You can assign restriction profiles to any number of cards and the cards will automatically update if you make any
changes.

Step1 Step 5:
Provide profile name and
profile description

Profile name PROFILE NAME

PROFILE DESCRIPTION

Profile settings

Select which size of vehicles and which purchase SELECT A VEHICLE TYPE

category this profile applies to.
e = £ O = Larger vehicles

@® && Smaller vehicle

Step 6:
SELECT NETWORK COVERAGE SeleCt the VehiCIe type Ond
Shell partner sites \ purchose CGtegOr)’

Use your GaRT 3t STES MOM OUF PMTESS.

SELECT A PURCHASE CATEGORY O
O @ Pco

® [ Pt
Q [ Pc2

O & PC3

Step 7:

Click on “Set restrictions”

Cancel Set restrictions

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Restriction Protile 4,/4

> Restriction Profiles: Set product restrictions.

< RESTRICTIONS PROFILES

VEHICLE SIZE

TESTER 4 &% Smaller vehicles

PURCHASE CATEGORY
[JPC1

Step 9: Usage Limit

Insert the number in each of the usage limit

Add cards @ Usage limits . : . . ~
:ﬂ:lxmﬁuﬁl . Select limits on the usage of this card o9 held to CUStomlze Card Usage Ilmlt
Shellsites only Download list number of transactions, maximum spend
Spend & Transactions &
RESTRICTIONS CARDS IN PROFILE .
Step 8' PUrChﬂse MONTH $1 MONTH No limit set
Restrictions WEEK No it set WEEK Nolimit set
Select the purchase category . S . S
&' Purchase restrictions A rmaNsACTION o
Select the sets of fuel and non-fuel products R
that can be purchased
Step 10: Day & Time Restrictions
Day: Click on the day to select day that
n ® Day & time restrictions purchase can be allowed A~
PCl ] Shell Fuelsave Diesel Euro 5 B1O Standard ~ Car Wash - Y . . .
e ruelsave Reselture ancar D artas Days of the week and time of day that this Tlme: qug the CIl'Cle button tO SeleCt t|me
Show roducts. D Shell VPower Racing - D Lubricants - card can be used. WindOW Q"OW FOI' purchase
CI k tp . - d t D Shell FuelSave Diesel Euro 5 B7 Premium  ~ D Services
. Ti f da
ick to view products ] Shell Vower o7 - sk Delete profile: e
QVQlIQbIe under eqch P . - Available for use: 0am - 0am
h tricti Shell Fuelsave Diesel Euro 5 B20 - Remove thIS prOFIIe and the
prchase restricions. Standard cards tagged under the = Step 11: Confirm Restrictions
[] shell Fuelsave 95 . profile will lose its restrictions F A Click “Save changes” to

confirm

/ Add cards:

Add multiple cards into this restriction profile

li] DELETE PROFILE

Add cards Save changes

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Card Groups
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> Card Group: Categorize your card to a group for easier management.

CARD LIST

Step 1:

Click on “Cards”

If Homepage

/= Cards

& Reports
Finance

%  Administration

Step 6:
Click on the card

group you want to
edit

RESTRICTIONS CARD GROUPS

CARDS

Card Groups

Step 2:
Click on “Card Groups”

This is a description of the screen contents. It can include general information, specifics or guidance.

Card groups for
All accounts

TEST CARD 1

(1) CREATENEW GROUP

Step 4:

Step 3:
Click on “Create New

Card Group” to add
new card group

Total Cards:
View total of cards

& | under the card group

C T TRANSPORT SVCS

3 2 cards =

Step 5:
Give a name for your

new card group

FINANCE

Choose the account
that you want the card

group to be added to

Cards

Card Group 1/2

e

Search:
Click here to
search for card

group

CREATE NEW CARD GROUP

/

CREATE NEW GROUP

Name your new group

EExu'ﬂp\e HR departfﬂer’t{

CANCEL SAVE

CREATE NEW GROUP ><

Choose an account

TEST CARD 1

COMPANY TEST A 5G00532215

HELLO

3 28 cards =»

3 9 cards =»

Copyright of Shell

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Card Group 2/2

> Card Group: Categorize your card to a group for easier management.

Edit:
Click on the pen icon to
change the card group
name

Download:

I Click here to

11 Homepage FINANCE download the

B Cards list of cards for Save group name
this card group

2 Reports Download list

Finance e

it Administration

Add Cards
Step 7: Add card or
delete card group Delete Group
Click here for the option to
Step 8.1 : Remove add cards or delete card
card from card group

group

Select the Card LAST USED EXPIRES STATUS
@ ANNA 310817 Expirad B

ANNAI123

B ooos01 ‘
O ANNA 3110817

ANNAI123

B3 oooe27

Step B2 Remove from group

O ELOISE TEST ERROR % Click here to remove

TEST

existing card from the Move fo different
card group group

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Forgotten PIN
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> Forgotten PIN: Request for PIN reminder.

Forgotten

0E Homepage
I = Cards

= Reports
cs? Finance

@’ Administration

Step 1:
Click on an active
card

CARD LIST

All accounts

CARDS

RESTRICTIONS

Card list

This is a list of all your cards and their statuses. From here you can select individual cards
to view their details or perform other useful actions.

801

Cards for
All accounts

TEST TEST

E5 004317

= ASDA 1768
COMPANY TESTD
SACAASC

CARD GROUPS

Site locat

Order cards

Download list

Other actions

9 0 446

BLOCKED > EXPIRING > CANCELLED >

LAST USED EXPIRES STATUS

3220 Active

JDKDS

E5 004325
&= DFGD &
COMPANY TESTD

31220 Active

ARILE BALA P ATE

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell
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PIN ' 1/2
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Cards

Forgotten PIN 2 /2
> Forgotten PIN: Request for PIN reminder.

Step 2:
Click “Other actions”

< CARD LIST

Card ending 002642 for , ABC1234

COMPANY TESTD

Status
Active
Block
Vehicle size
&= Smaller vehicles Cancel

Purchase category Other actions
mPct

CARD ACTIVITY PRICED TRANSACTIONS RESTRICTIONS DETAILS

Status Pin reminder
Active

Block Forgotten your PIN? Don’t worry, we can send a reminder to the St.ep 4:
Vehicle size address below. Delivery normaly takes § working dave Click here to “Request PIN
2 Smaller vehicles Cancel Reminder” which will be sent via
e email or paper depending on
your PIN delivery method

Purchase category
P COMP

Report damaged
) _ Step 3:
STRICTIONS DETAILS orgotten your pin? Click "Forgotten your PIN?”

REQUEST PIN REMINDER

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Cards
Fleet ID 1/1

> Fleet ID: With Fleet ID validation, only authorised drivers can use a card, adding an extra layer of security to Chip

and PIN. If the correct Fleet ID is not entered, the transaction will be declined.

COMPANY TESTD

CARDLIST RESTRICTIONS CARD GROUPS

FEETID 4

Step 1:
Click on “Cards”

Overview of Fleet ID:
Show all the Fleet ID
added for this account

CARDS

Fleet ID

Here you can view and manage the list of Fleet IDs that the card holders can use during the fransaction

Fleet IDs for

COMPANY TESTD

Download:

Click on the download

button to download the list

of “ Fleet ID” in excel

sssssssssss

ExPIRES

A N N A AN AN AN LML
B BB BB EEE S E

Add fleet ID

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell

Step 3: Add Fleet ID
Click here to add Fleet ID

¥

FLEET ID X

Add fleet ID
You are about to create a new fleet ID. Please enter an ID number, an ID reference and an expiry date.
'::E::' Please note: ID reference will appear on fulure invoices

1D NUMBER (o] ID REFERENCE @ EXPIRES @

ADD | FLEETIDS ()

CANCEL

Step 4: Multiple Fleet ID
Click here to create multiple
Fleet ID at once

Note: It is compulsory to use 6
digits for your Fleet IDs.
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meroars

%
Transactions
Here you can view and download detailed information about

all transactions made on your cards in the last 6 months.

e remco  Lost 30 days -

€1173,99

14 June 2017 - 14 aay 2017

Priced fransactions
Monday 3rd Juby 2017
Victor Albescy

£5 ovoras
o

REPORTS
Transaction Report

54
RESTRICTED
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> Transaction Report:

Report
Transaction Report T /3

View and download transactions made in the last 24 months.

@ COMPANY

TRANSACTIONS

Step 1:
Click on
“Reports” page
~

I[H Homepage

Cards

Reports

m] &

Finance

Administration

A
CARD ACTIVITY FUEL CONSUMPTION REPORT
REPORTS

Transactions

Here you can view and download detailed information
about all transactions made on your cards in the last 24
months

mmepERIOD  Lost 30 days -

EXCEPTION REPORT

Transaction Summary:
View transaction amount made
on different categories over a

period of time

@ Transactions

Step 2:

Click on “Download
List” button

Multi Payer Report
Download

Download list

4

RM1.00 B roe %
Time Period: 1511721-1542/21 START DATE
Select the tl.me period to c|:1e€:k o1/11/21 -
on transaction summary within
the time period.
END DATE
02/12/21 =
Transactions for Step 3: o
Click on “Customise”

COMPANY TEST D DOWMNLOAD FORMAT

Transaction details: @® Excel (xls)
Click the transaction item to
. . . [[] setas default
view the transaction details Tuesdoy 23 November 2021
\ PRODUCT QUANTITY SITE TIME GROSS AMOUNT csvy

TEST SFA Enﬁ Shell FuelSave 95 0.49 Litre SH TAMAN SRI MUDA 2. 07:50 PM RM 1.00

COMPANY 000031 Malaysia
CUSTOMISE —»
Change company Soturday 2 October 2021
- | DOWMNLOAD FILE
open in 8 new window
*The function or interface page may be unavailable or differ subject to access given & country settings.
RESTRICTED 55
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Report

Transaction Report 2/ 3

> Transaction Report: Download customized transaction report.

TRANSACTIONS

-
Customise your download
Download transactions by date or invoice number for some or all of your cards selected

and filtered by status or card group. You can even customise the columns that appear in
your download.

Step 4: Period & Status
Select period of time and
invoice status

Step 5: Report Details
Drag the details from the “Available
Columns” and drop to the “Selected

Columns” if you want the details to
be included in the report

Drag and drop fo add or n ithin your C5V download.Column layouts can
be saved as a template.

Available Columns

SELECT ALL
Location of transaction

Country of Transaction

Sits Code

Sits Mame

Site Group Mome

START DATE

©  All ransactions

O Invaiced transactions

Uninvoiced transactions

DOWNLOAD TRANSACTION FOR

Al Cards (@ A single cars

Include Fee liems

TEMPLATE
Custom tempiate

Selected columns

Copyright of Shell

*The function or interface page may be unavailable or differ subject to access given & country settings.

Discount

Transaction details

Price

?) What do these labels mean?

Select a format for your download

Download format

O csv
®  Excel (xls)

[ Set as default

Step 6: Confirm to Download
Select Excel format and click on

“Download Transactions”
CANCEL

RESTRICTED

Download Transactions
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> Transaction Report: Save Customized Report Template.

Discount What do these labels
mean:

Transaction details Details on what does each
labels mean

What do these labels mean?

[*| SAVEAS TEMPLATE

Save as Template: ‘

Save the report format as
template for future use

CAMNCEL

Report
Transaction Report 3/3

Cord Full Mumbar

Cord Typa

Odomater Reading

X

Save this template to speed up
downloading the transaction
data you need for reporting in
the future.

SAWEAS . -
Standard
L - i Download format
O csv
CAMCEL SAVE ®  Eucel [.xds)

[0 Set as default

Download Transactions

*The function or interface page may be unavailable or differ subject to access given & country settings.
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meroars

Transactions

Here you can view and download detailed information about
all transactions made on your cards in the last 6 months.

e remco  Lost 30 days

€1173,99

14 June 2017 - 14 aay 2017

Priced fransactions
Monday 3rd Juby 2017
Victor Albescy

£5 ovoras
o

REPORTS
Card Activity

58
RESTRICTED
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> Card Activity: View recent transactions for the past 48 hours.

Report
Card Activity 1/1

@ COMPANY M

TRANSACTIONS CARD ACTIVITY FUEL COMSUMPTION REPORT EXCEPTIOM REPORT

[IH Homepage REPORTS
= «card HY
e Card activity
I % Reports This is the list of your fransactions frem the last 45 hours.
|3| Finance
£} Administration
Card activity for
COMPANY TESTD

View Recent

o Wednesday 27 January 2021
Transaction:

@ Please nate: Recent iransactions only cover online sites. For offline sites i.e. Toll boaths, there may be a delay of up o 24 hrs.

Download :

Click here to download the
transaction list for the past 48

hours

Download list

-
==

. . . PRODUCT SITE TIME GUANTITY
View the transaction list
fOI‘ the pOSt 48 hOUI’S = oo4440 FuslSavess SH SHAH ALAM PERSIARAN KLANG 11:13 PM 0.53
[re]
E‘ O04506 FuelSawe85 SH SHAH ALAM PERSIARAN KLANG. 11:10 PM 0.56
[re)
E‘ 0D1F56 FuelSawved5 SH SHAH ALAKM PERSIARAN KLANG. 11:08 PM 2.68
[re]
Show 10w perpaoge
* B . o “Cr . . o
The function or interface page may be unavailable or differ subject to access given & country settings.
Copyright of Shell RESTRICTED
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meroars

%
Transactions
Here you can view and download detailed information about

all transactions made on your cards in the last 6 months.

e remco  Lost 30 days -

€1173,99

14 June 2017 - 14 aay 2017

Priced fransactions
Monday 3rd Juby 2017
Victor Albescy

£5 ovoras
o

REPORTS
Fuel Consumption Report

60
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Report
Fuel Consumption Report 1/'1

> Fuel Consumption Report : View and download details regarding fuel uptake.

@

Homepage
= cards
I %5 Reports

Finance

o

Administration

COMPANY

Change company

TRANSACTIONS

Fuel Consumption Report Step 1: Choose your filters

Fuel Consumption Report is a type of report which gives details regarding fuel uptake. It mainly serves the following needs of customers:
Time Period: Select dates.
Maximum date range that can be
selected is within 31 days.

Time Period ~ START DATE
Payer: To choose main account
EMD DATE paye r

Account: To choose main account
only or with subaccount (if

Payer * Please sele e
available)

Account @ All Accounts QO One account
Card: To choose all card or one
card only

CARD ® AICARD O OneGARD Format: To select a format for

your download in CSV or Excel

Select a format for your download Download format

@ oo
O Excel [xds) Step 2:

Click this button to complete your
action and download the report file

Download Reports

*The function or interface page may be unavailable or differ subject to access given & country settings.
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meroars

Transactions

Here you can view and download detailed information about
all transactions made on your cards in the last 6 months.

e remco  Lost 30 days

€1173,99

14 June 2017 - 14 aay 2017

Priced fransactions
Monday 3rd Juby 2017
Victor Albescy

£5 ovoras
o

REPORTS
Exception Report

62
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Report
Exception Report 1/'1

> Exception Report : Report using specific criteria e.g. Cards used more than 50 times in the

last 14 days. Take note, that only one selection can be used at a time.

ARD ACTIVITY FUEL CONSUMPTION REFORT | EXCEPTION REPORT

EXCEPTION REPORTS

New exception report

SHOW ME...
() cards used more than 2 times
(O cards with total fuel volume higher than 23 litres

(O transactions purchasing Autometive Ga: il

@ transactions with a fuel volume higher than 23 litres.
O ftransactions with a fuel volume lower than 3 litres
() transactions with a cost higher than | EUR on Fuel Products - Rl!n Report:
Click here to run the report on
. the selected criteria
last 7 days -

Run Report

*The function or interface page may be unavailable or differ subject to access given & country settings.
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@  mvorces rueL price usr cHaRces
—

Invoices

This is a de:

scription of th
information, specific

NEXT PAYMENT

Summary

th July 2017

OUE Dare
o 0123456750

AMouny
G 30717 Sram.
140817
-I o CHE 0a

FINANCE
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Finance
Invoices Overview 1/

> Invoice Overview: View your available credit limit and invoices at a glance.

@ All accounts

A

INVOICES

1F Hemepage

(I

Cards

Reports

@) |

Finance

i

Administration

Invoices

Here you can see an overview of finances related to all accounts, including paid, due and
overdue invoices.

.

Credit Limit: Credit limit
View overdue invoices, total & $10,000.00
remaining credit limit

credit limit
$10.000.00

*The function or interface page may be unavailable or differ subject to access given & country settings.

Copyright of Shell

Summary:
View the trend of
monthly invoices paid
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INYOICES

Homepage

— cCards

&l

Reports

I E,*h Finance

Administration

e
e

Invoice search

© Date period

O Invoice number

Finance

Download Invoice & SOA 1/1

> Download Invoice & SOA: Invoices can be downloaded from the date of registration in Shell Fleet Hub.

START DATE
Search:
Search by invoice
date period and
invoice number

Download option:

Filter:
Filter by invoice date or
invoice status

Select invoice and statement

INVOICES STATEMENTS | lick . . . .
you want to download. Clic Invoice and Statement information: Quick download:
here to chqose.between to View invoice and statement number, Quick download of invoice on
O 2=zl download invoice or statement issued date, due date, total amount & PDF and priced transaction on
status by clicking the tab Excel
Subscribe for e-invoicing to O  Sunday 28 February 2021
enable the download invoice & ) Statement of account
SOA function.
Contact your local customer tssue0 DuEaTe AMOUNT sTaus
services to qpplyl O [ invoics 2002121 2103121 RM 88.11 B
COMPANY TEST D [
Ifavays's
O [ mvoics 2802021 21003121 RM 28.85 =
COMPANY TESTD oA e o
IMaiayss
*The function or interface page may be unavailable or differ subject to access given & country settings.
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User Management:
View and manage all sub-
user for your company

~

Homepage
= cards
= Reports

) .
& Finance

I {ZF  Administration

COMPANY TESTD

Change company

Sub User:
Click on the user name to
edit user details,
permissions & account
access

User management

Create and manage users of this site. Allow access fo

Administration
User Management Overview 1/

Activity Logs:
View your activity logs
done by users

USER MAMAGEMENT COMPANY DETAILS ACTIVITY LOGS Sit Add User:
Click here to create new
sub user for your
ADMIMISTRATION company

multiple accounts and features of the site Add uzer Option Button:
Click here to reset sub-
users password, block
HASTONLIE user or delete user
Amirullah Zulkifi ™ w0121

»

Aare Chai

ANIS AZRI

Reset password

Block user

Delete user

USER DETAILS PERMISSIONS ACCOUNT ACCESS

User details FIRST NAME

Enter the new user’s name and email address Go

LAST NAME

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Administration

Activity Llogs1/ ]
> Activity Logs: To track on an activity done by a user in Shell Fleet Hub. by logs1/

@ USER MANAGEMENT COMPANY DETAILS I ACTIVITY LOGS I

ACTIVITY LOGS

Select an activity

Homepag
. Step 1: Select an activity
= oot @® Card Orders Placed
5] _Finance
| Administration O Cards Moved

O Card groups created

QO Card groups updated

O Bulk cards ordered

O Bulk Card Cancel

(O Bulk multiaccount cards ordered

) PIN reminders sent

QO  Auto renewed

O Card Status Updated

Step 2: Select dates

FROM T0

29/12,/2020 i 28/01/2021

Step 3: Click this button to

view the list of activity log

COMPANY

View activity log

Change company

*The function or interface page may be unavailable or differ subject to access given & country settings.
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Administration
Add Sub User 1/1

> Add Sub User: Administrator is allowed to create new sub user for the company.

Step 1: Fill in the

USER MAMACZMENT

New user user details with a
: valid email address

::l‘:er*’luils FIRT HAME
TR ———— Step 2: Choose
s and select features
that the new user
s can access

USER MANAGEMENT

Account access

Permissions

Choase which fetures af the site the new user can access /4 Administrator _»
o Select which accounts Shell Malaysia has access to. Ste p 4: Choose Which
Cards e company or account the
e ' : new user should have
e » _— access
Account access
iEgRpoets C' Choase which companies and accounts the new user has access to
# Finance e [J COMPANY TEST D

0/2 accounts selected

Step 3: click

“Next’

c ] Nexdt [J COMPANY TESTE
ancel e )
Step 5: Click here to

“Create user”

Back Cancel Create user

*The function or interface page may be unavailable or differ subject to access given & country settings.
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ZENDESK
Need help? Chat with us.
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Zendesk
Chat with us1 /1

Shell Fleet Hub is equipped with an online chat platform
called Zendesk. Login to Shell Fleet Hub and chat with us.

We got you covered!

Chat with us

Fleet Team
Shell
Step 1:
Look for help
button at the Help =
botiom right of the
Page- S

Top results

DATA LAST REFRESH:

! . der?
2110120 02:54 PM 'S} 1. How many cards can | order?

2. Early replacement for expiring Shell Cards

w
¥0EQpaa

. How can | download a list of cards?

. How can | order cards in Bulk? Bulk Card
Order

i

5. How to Cancel Card & Block Card
6. How can | add cards to a Restriction Profile?
7. How to Add Cards to a Restriction Profile
8. How to use card ordering Templates?
9. How can | view card details?
) Step 2:
Invoices Click “Live Chat”

and start chatting
with us.

VIEW INVOICE HISTORY —>

Live chat

TOTAI OUTSTANDING

*The function or interface page may be unavailable or differ subject to access given & country settings.
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