
++ The main menu under Transactions

or

++ The Sort Through Transactions 
section on the homepage

You can access the ‘Find 
and Export Transactions’ 
screen from either:

How- to Find and Export Transactions bp Fuelcard Online

How- to use the find and export transactions on 
the bp Fuelcard Online portal 



Click Search Transactions to 
generate the results.

The Transactions Found are listed 
in date order. The list displays:

++ Card Number

++ The Account it relates to

++ Its Receipt number

++ The Location at which the 
transaction took place

++ Products purchased

++ The Odometer reading

++ And the Purchase amount

Did you know?
Only those transactions that are associated with accounts that you have access to will 
display in the Transactions Found list. You can check which accounts you have access to 
by using the dropdown in the top right of the screen.

Click on the location of the 
transaction to:

++ View the address at which the 
transaction took place

Viewing transaction 
details 

Searching for transactions

Use a combination of filters and 
Advanced Search Options to 
limit the transactions to a 
specific card, driver, vehicle, 
account, date range, receipt 
number, cost center or product 
type.
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Use the View Transaction Details 
option to: 

++ View more information than that 
covered in the summary list – for 
example, the GST amount and a 
full list of transaction line items

++ Go directly to the card or account 
the transaction relates to

++ Browse through earlier or later 
transactions made with this 
particular card

Exporting transactions 
to Excel 

++ Click on the Export Transactions 
to Excel button and save the file 
to your computer

++ This will export the full details of 
each transaction in your search 
rather than the limited details 
seen in the Transactions Found list 
of the View Transaction Details 
screen.

Click on the date of the 
transaction to: 

++ View details of the transaction

++ Update the Odometer reading  or

++ Go directly to the card the 
transaction relates to
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Email your enquiry to

BPFuelcard@bp.co.nz
Or contact your

Sales Manager
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For more information contact bp

bp Fuelcard Virtual Assistant

bp Fuelcard Online 
Portal


