
REPORTING AND 
MANAGEMENT 
INFORMATION
To help you manage your fleet in your own time you can now access a range of 
account management reports from the Reports tab on the main navigation bar.

It’s easy to run your report at any time. Once you have clicked on the report you’d like 
to run, select your data ranges or other parameters depending on what you need. 

If you need a report on a regular basis, you can also setup and manage 
automatic scheduled reports based on your business needs. Reports only 
reflect information from the point of being scheduled.

Report Name   Useful for

80% of Card Limits A list of cards that have exceeded 80% of their monthly limits (available in pdf).

Card Expiry
A list of cards coming up for expiry that will be automatically reissued. Includes 
instructions for how to exclude cards from being reissued (available in csv or pdf).

Card Export List
A card listing for your account, including card status, expiry date, last transaction 
date and cost centre (available in csv).

Card Management
Shows all card purchases for a period and separated into fuel and non-fuel 
transactions. The report also includes totals for the period and year-to-date, 
and odometer readings where applicable (available in pdf). Use this report if 
you want to monitor or review odometer readings.

Cost Centre List
Shows the number of active cards by cost centre and cost centre description 
(available in pdf).

Cost Centre Summary
Summarises card purchases (product, volume and value) by cost centre for a period 
(available in pdf).

Customer Exception  
A scheduled report which notifies you when a card or cards have been used outside 
of the parameters (Card Limits) you have set (available in csv or pdf).

DTE-B Data Transaction Extract with detailed pricing information (available in csv). Use 
this report if you want to monitor or review odometer readings.

Proof of Purchase
Returns a schedule of purchases that can be used to support an application to the 
NZTA for the refund of fuel excise duty (available in pdf).

Vehicle Fleet Analysis
Provides information on fuel costs and distances travelled for each vehicle based on 
fuel purchases and odometer values entered at the time of purchase.  This report 
only returns information for “Vehicle” cards (available in xls)
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Types of reports

If you have any questions please give us a call on 0800 ZENERGY (0800 936 374) or email us on zbusiness@z.co.nz
Customer service team hours are 7:00am – 9:00pm Monday to Friday and 8:00am – 1:00pm Saturday

Tip - you can also view your invoices online. Go to the Invoices screen under the Report tab 
and click Search to see the full list. To download a copy, just click on the document you want.



Running an  On demand Report   

On demand Reports can be generated at any time and cover a user-defined period, or other user defined 

parameters.  

Tip-reports will only be generated if there is data matching the report parameters.  

1. Navigate to the Reports tab in Z Business Online and click on Request a Report. You’ll see a list of all 

the On demand Reports:  

 

2. Click on the report you’d like to run, complete the report parameters and click generate.  

 



Scheduling a Report  

If you need a report on a regular basis, you can setup and manage automatic scheduled reports based on your 

business needs. 

Tip- Reports only reflect information from the point of being scheduled. 

Navigate to the Reports tab in Z Business Online and click on Scheduled Reports. Select the report you need 

from the drop-down menu and the report parameters you need, then click save.  

 

 


