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Each month, departmental Users need to download their 
invoices and supporting documentation to pay the Voyager 
invoice to US Bank timely. The monthly invoice is available in 
Voyager Fleet Commander on the 10th of each month and is due 
around the 5th of the next month. 

 
Procedures 

Sign into Voyager 
Fleet Commander 
Online (FCO) at 
fleetcommanderonl
ine.com 
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From the selection 
menu on the left of 
the screen, click 
on Billing and View 
statements.  
 

 
 

Enter the account 
number in the 
Account Number 
field or type any 
portion of the name 
surrounded by 
asterisks. 
 
Click Search.  
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Under Search 
Results, locate your 
account number and 
select the invoice 
that just closed from 
the dropdown menu. 
 
Click View 
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The invoice will open 
in the default 
browser.  
 
Click Download as 
PDF. 
 
Close out of this 
report. 
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Now go to Reports 
and Reporting home. 
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Under Billing 
Reports, click on 
Detailed Invoice 
Report. 
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If your account is 
not already selected 
under Use Accounts, 
click Change 
Accounts. 
 

 

 
 

Enter the account 
number in the 
Account Number 
field or type a 
portion of the 
account name 
surrounded by 
asterisks in the 
Account Name field. 
 
Click Search.  
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Under Search 
Results, click the 
check box to the left 
of the account. 
 
Click Select 
Accounts. 
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Choose Posted 
during and select the 
same date as the 
Closing Date of your 
invoice above. 
 
Click View Entire 
Report. 

 
 

Download the 
Detailed Invoice 
Transaction Report 
to a PDF file. 
 
Attached both the 
Invoice and the 
Detailed Invoice 
Transaction Report 
to the PRD to 
process a payment 
to US Bank.  
 
 

 

 
The amount due on the invoice will be the net of the New Purchases and 
the Tax Adjustments amounts on the invoice under Account Summary. 
Be certain to create the PRD for the current amount due only. Do not 
include any past due amounts.  
Each invoice must be processed on a separate PRD. 

 


