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Getting Started

Petro-Data, Inc provides Integrated Software Systems for Petroleum Distributors and Propane
Distributors since 1985. The Complete Jobber is a full complement of software and related
services including:

* Fuel Jobber Software
* Fuel Delivery Software
*  Fuel Price Software

* Fuel Tax Reporting

* Cardlock Software

e Oil and TBA Software
* Download Fuel

* Supplier Data

* Credit Card Software

* EFT Entry

* Propane Software

* Customer EFTs

* C-Store Back Office

* PC in the Store

e POS Interface

Petro-Data Main Menu

PETRO-DATA, INC
+ Jobber Inventory
* Accounts Receivable
+ Accounts Payable
+ Payroll
+ General Ledger

* General Ledger Link




Menus, Navigation and Options

It’s recommended you use the TAB key to move from field to field on the pages. This ensures
that all edits are processed to ensure accurate data.

At the bottom of most menu items, there are Option Buttons that will allow you to add, change or
delete data from the system. Two navigation buttons, Next & Previous (Prev), can be used to
display data by scrolling forward or backward through the setup table. These option buttons may
vary depending on the allowed processes.

Menu Option Buttons

<Edit> The Edit button will allow you to change the value in a field. Use the TAB key to
navigate to the field to be changed.

<New> The New button is used to add new data to the system.

<Next> The Next button will scroll forward to the next record.

<Prev> The Previous button will scroll backward to the previous record.

<Print> The Print button will print the displayed record.

<Delete> The Delete button will delete the current record that is displayed. A popup box
with ‘Are You Sure You Want to Delete This Record? (Y or N)?’ displays. Click
the Y button to delete the record or the N button to cancel the delete.

<Duplicate> The Duplicate button will to add another new record based on the values of the
record that is currently displayed. A popup box with ‘Record not found. Do you
want to add it?’ displays. Click Y to create a new record or N to cancel adding
new data. Use the TAB key to make any needed changes.

<Exit> The Exit button will close the current page.
Functions:

On various menus, there are function keys that may be enabled. If they are active, they will
appear at the top of the menu.

F2 This is a value Lookup function. You may use it to view valid vendors, valid account
numbers, valid customers, etc..
F7 Start Over is active on some screens when you enter the many different criteria or

options. If you key some criteria and change your mind about what you want, press F7 to
clear what you have entered and start over.
F8 This function will exit you from the screen you are on and return to back to the Menu..



File Maintenance

1 File Maintenance
* Vendors
* Recurring AP
* AP Departments

All vendors are added in this menu. Each vendor for whom a purchase, expense or check is to be
issued must be created ID code of up to 6 characters. A miscellaneous vendor can be used as a
one-time vendor for checks. The fuel and oil vendors are used in the Jobber Inventory Module in
Terminal Maintenance, Rack Prices, Inventory Master File and Purchase and Bill of Lading
entry.

Recurring Payables are used for fixed charges that are incurred on a regular interval such as daily,
weekly or monthly.

The AP Departments option is not currently in use.



Vendor Maintenance
AP, Vendors, Add Vendors

In this menu, you will view, add or change vendors. Vendors may added in the ‘Enter Payables’
menu as invoices are entered.

To view a Vendor, enter the first letter or two of their vendor code and then press the F2 key.
The lookup screen will display and will begin with the letters you entered. Pressing F2 when the
vendor field is blank will begin the lookup at the top of the file.

The only required field is Vendor ID. While all other fields are optional, it’s recommended that
you enter as many fields as you can.

#A Vendor File Maintenance [fedlF@] =
Vendor Static Data | Vendor Balances
Vendor: BRAND J Company: ‘and Fuels ‘
Address 1 1 Main Street Fed Id: 749999999
Address 2: 1099 Type: E
U son Antonic__| Fices: I
State: zip: [ Phone 2: R
Contact: Fax: _.p -
Title: Vendor Type |
Email: | ‘ Code: | Buyer: Cl
Terms Desc Net5 @ 10% Tax: Disc % 10.00
= = |
Priority: El NetDay s Disc Days 8
Exp Acct: | - | J ‘Nol Found
Acct Num. | | Import ID l:l
Notes:
‘ =l
[l
il mew | Prev | net | petete | Ext |

VENDOR STATIC DATA

Vendor Number
The vendor code is an alpha-numeric code from one to six characters. You can assign a
vendor code that is an abbreviation of the vendor name or any combination of letters and
numbers. Examples include ATT for AT&T, PETDAT for Petro-Data or QST26 for Quick
Store #26. A person’s name could be coded with the last name first like SMIJOH for John
Smith. Do not use spaces, dashes or special characters like ‘&’ or ‘#’ in your vendor number.
These special characters can be used in the actual company name.

To add a vendor, enter the new vendor ID and press the <Enter> key. If the code has not been
used before, an option box with <Add> or <Reenter> displays. Click the <Add> button.
Click <Reenter> to enter a different vendor code.



Company Name
Enter the complete company name.

Address 1 & 2
There are two lines for the billing address. The Post Office suggests that there should be a
P.O. Box OR a street address but never both. If this vendor gets a 1099 Interest form, enter
the street address on address1 and leave the second address line blank.

Fed ID
1099 Vendor’s tax identification number. For a fuel vendor, enter their State Tax ID number
here. This is used in State tax modules for Texas, Florida, and Illinois.

1099 Type
If this Vendor will receive a 1099 at the end of the year, enter the type: I=Interest, N=Non-
Employee Compensationt, or M=Miscellaneous. Since reporting forms change from
year-to-year, all of these codes may not be currently used. The most recent software will have
the capability to print the current 1099 forms. For further information, call Customer Support.

City
Enter the name of the city.

Phone
Enter the area code and phone number for this vendor.

State
Enter the two-character abbreviation for the State.

Zip Code
Enter the zip code. There is room for the ten-digit zip code. You must enter the dash.

Phone 2
Enter the secondary area code and phone number for this vendor.

Contact
Enter the person to contact to order from this vendor.

Fax
Enter the fax area code and number for this vendor.

Title
Enter the title of the contact person.



Vendor Type
In the current version, there are no reports which print by Vendor Type. You may enter a
short code for the type of merchandise purchased from this vendor.

Email
Enter the main company email address.

Code
There are no reports which print by Misc Code. You may enter a two-character code (user
defined) for this vendor.

Buyer
There are no reports which print by Buyer Code. You may enter two-character code for the
person who orders from this vendor, if applicable. (Example: initials JS for John Smith).

Terms Description
Leave the first field blank (4 char). It is for future development. Type in the terms extended to
you by this vendor in the long field. (Example: Net 10, or 1% 12 days.)

Sales Tax
Leave this field 0. It is not used by this version of Accounts Payable.

Discount %
Enter the percent discount or leave 0 if no discount is extended. For example, for 3% @ 10
days, the discount percent is 3. Do not enter a discount percent for fuel vendors.

Priority
This field is for a Default Payment Priority code. 2 is the standard priority. The valid numbers
for payment priority are 0 - 9.
0 - vendor is on payment hold.
1 - pay on the next check run, invoice is automatically approved for payment.
2 - Invoices will be posted to the vendor file and will be approved for payment and paid
at a later time.
3 -9 are low priorities or can be used to place invoices on different check runs. Code M
is for invoices that have already been paid with a manual check.

Net Day
Enter the number of days until the invoice is due. For example, Net 30 days, enter 30. Do not
leave this field 0. It is used in Purchasing and in Post ‘Enter Payables' to calculate the due
date based on the invoice date. If this field is 0, the due date will be the same as the invoice
date. This feature is important for the Cash Requirements Report.

Discount Days
Enter the number of days until the invoice is due if the discount is to be taken or leave 0 if no
discount is extended. For example, for 3% 10 days, enter 10.



Expense Account
Enter the expense account that is used most frequently for this vendor’s invoices. It will
automatically create a distribution record in ‘Enter Payables’. This account is not used for
purchases of fuel and oil which are entered through the Fuel Inventory Module. You may
leave this field blank.

Account Number
Enter your account number assigned to you by the vendor.

Import ID
A field used in the initial installation vendor setup. This has no further use.



VENDOR BALANCES

The information on this tab are mostly created by the system as transactions are entered and
updated.

Vendor Static Data Vendor Balances
Yendor: BRAND Company: |Brﬂnd Fuels }
Credit Limit: Yid Disc: 0.00
Debit Balance: 10,200.00 Ytd 1099 Bal: 10.000.00 |
Balance: 99,357.77 Last Rec Date |07/14/2019
Avail. Credit 0.00 Open PO
Ytd Purchases 111,357.727 Lst Pay. Date: |(08/06/2018
Ytd Payments: 12,000.00 Last Payment 1.000.00 |

‘ Prey | Next Exit | |

Credit Limit
Enter the credit limit assigned to you by the vendor. If your terms are cash only, or you don’t
wish to track your remaining credit, enter zero.

Debit Balance
The system computes the total of all vendor credit memos.

Balance
The system displays the current accounts payable balance for this vendor.

Avail Credit
The system displays the remaining balance on the credit limit for this vendor.

YTD Purchases
The system displays the sum of all purchases year-to-date.

YTD Payments
The system displays the sum of all payments to the vendor year-to-date.

YTD Discount
The system displays the sum of all vendor discounts year-to-date.

YTD 1099 Bal
The system displays the sum of all 1099 purchases year-to-date.



Last Receipt Date
This is the date of the last receipt or purchase. The system will update this date but it can be
manually updated by you also.

Open PO
The system displays the Open PO number for this vendor.

Last Payment Date
This is the date of your last payment to this vendor. The system will update this date but it
can be manually updated by you also.

Last Payment
This is the amount of your last payment to this vendor. The system will update this amount
but it can be manually updated by you also.



Recurring Payables
AP, File Maintenance, Recurring AP

If you have certain payables that are paid each month for the same amount to the same vendor,
use this option to automatically “generate” and pay these invoices without having to re-enter
them every time.

Generating a payable puts an invoice in the ‘Open Status Report’ and creates the GL distribution.
Recurring payable records can be changed if amounts or the GL numbers change. Payables are
generated using Option 8 - Generate Recurring Payables.

Vendor |

Invoice

Store No.

Reference Periocd Payment Priority

Purchase Date Il [/ Frequency 0 Payment Disc % 0.00

Net Due Days 0 Due Date 7 Disc Days 0

Disc Date r r Maximum 0 Generated 0
Invoice Amount 0.00 Discount 0.00 Amt to Pay 0.00
1099 Type (I/M/R) 1099 Amt 0.00

Vendor
Enter the vendor ID for the supplier you want to setup. The F2 key will display the list of
valid vendors.

Invoice
Enter a unique invoice number to be used to identify the recurring payable. This number can
only be used once. Limit the number to six characters, as the system uses this number plus
01, 02, 03, etc. for each month the payable is to be generated. You could use a number, a PO
number or something that identifies the payable such as RENT, LEASE, EQUIP, etc. Click
‘Add’ to create a new entry. If you enter a number that is already in use, a pop up screen will
as you to verify that it is the one you want. If not, click the ‘Reenter’ button and entry a valid
new number. If the invoice entered was correct, you can edit, add or delete this payable as
needed.

Store No
Leave this field blank if the payable is not related to a store in the Retail Module.

Reference Number
Add a description for this payable.



Period
Y ou must put either an M or D. This cannot be left blank.
M Monthly This is used when the invoice is paid once a month, once a
year or some other monthly schedule.
D Daily, weekly, or bi-weekly. This is used when the invoice is paid more than one time in
a month.

Payment Priority
Enter the Payment Priority - usually 1 or 2. See Vendor File Maintenance for more
information about priority values.

Purchase Date
Enter the current system date, the date of the purchase, or the next date the payable will be
generated.

Frequency
1  Generate this payable once during the ‘Period’ (daily or monthly)
2 Generate this payable bi-monthly (every two months)
6 Generate this payable every six months
7 Generate this payable once a week
12 Generate this payable once a year
14 Generate this payable bi-weekly

Payment Discount %
Enter the discount percent, if applicable.

Net Due Days
Enter the number of days after the purchase date that the payable is due. This could be left
zero and the due date entered in the ‘Due Date’ field.

Due Date
Verify or enter the due date. Each time the payable is generated, this date is updated to the
next due date (the next month, the next week, etc).

Discount Days
If there is a discount for prompt payment, enter the number of days allowed from the
purchase date to take the discount.

Discount Date
Verify or enter the discount date. If no discount is entered, the purchase date will be used.



Maximum
Enter the number of times this payable will be generated. You can use any combination up to
99. Some suggestions include:
0 There is not a specific number of payments (like rent)
12 This is a monthly payment over the next twelve months, or
10 This is paid for only ten months
52 This is paid each week of the year,

Generated
The system keeps count of the number of times this payable has been “generated”. For first-
time invoice setup, this value should be zero.

Invoice Amount
Enter the dollar amount due each payment date.

Discount
Verify or enter the approved discount.

Amount to Pay
The system will compute the amount less discount. Verify the amount is correct.

1099 Type (I'M/R)
If this payable is included in the Vendor’s 1099 total, enter the type.
I Interest
M Miscellaneous
R Rent

1099 Amount
Enter the amount of this payment that will be included in the Vendor’s 1099 total at the end
of the year.



Distribution Screen of Recurring Payable

Inv No 123456 Vendor SMITH Smith Candy Co. 200.00
Bank Acct. 10200-100 Lines 1
Ln #Gl Acct Description Amount Proof ok?
1 20500-100 Accounts Payable - Jobber -200.00 200.00 Y
2 98980- Misc 200.00 0.00 TY

The system will create the payable distribution. If there is a default expense account for the
invoice, add a line and create the distribution detail.

Note: An incorrect bank GL account could keep the invoice from printing on a check run.

Edit Options:
D Delete Distribution. Enter the line of distribution to delete

A Add Line. Add a distribution.
C Checking Account. Change the bank account number.
S Save. Save the transaction and Quit.

The displayed Proof must be 0.00 or ‘Proof is not zero’ displays. Add or change a line to balance
the invoice.



AP Departments
AP, File Maintenance, AP Departments

AP Departments are not used at this time.



Enter AP Invoices

AP, Enter AP Invoices

The Enter Payables program is used to post invoices to a vendor’s open payable account. If you
are linked to the General Ledger, it creates a record in the distribution file (credit AP and debit an
expense). This option should not be used for fuel invoices but to enter expense invoices like
utilities, telephone, rent, advertising, etc. Invoices not previously entered in AP that have
already been paid by manual check can be entered here.

You may add vendors from this screen. Duplicate invoices for the same vendor is not allowed.
Check numbers and dates for previously paid invoices may be entered here. You must have a
valid GL account for the GL Distribution before you enter the invoice.

Note: Accurate dates are extremely important when entering AP invoices. Reports such as
check registers, open status reports, and cash flow reports use the Invoice Date. One incorrect
date could render your report meaningless.

Enter the default purchase date 02/05/2019
Enter batch number 20190205

Enter the default GL posting date 02/05/2019
Enter the AP link code for GL 1

Default vendor/date on every invoice? (¥/N) N
Calculate discount due for prompt payment? (Y/N) Y

Is everything ok? (Y/N/P=Printer/Q=Quit) IY

Default Purchase Date.
This date is the default date and is used to create the batch number. Typically, this date is the
same month as the invoices to be entered.

Batch Number
The system creates the batch number from the default purchase date. This option to create
the batch number was set during initial installation. If your system is not configured to
automatic batch creation, enter your batch number.

Default GL Posting Date.
This must reflect the correct accounting month. This may not necessarily be the date you are
entering the invoices.



GL Link Code
Enter the Link Code to be used for this batch. Check the GL accounts listed and make sure
the one you will need for this invoice batch is displayed on the screen.

Default vendor/date on every invoice? (Y/N)
Enter ‘N’ if you will enter more than one vendor or more than one invoice date.
Enter Y’ if you want to system to populate vendor and date on every invoice.

Calculate discount due for prompt payment.
N Ifinvoices will not have discounts. The discount fields will be skipped in data entry.

Y Ifinvoices have discounts to be calculated.

The invoice input screen displays.

Vendor Number / Q=Quit ELECT
Company City Electric Co. Credit Limit 99999.00
Addr 1 1234 Utility Lane YTD Purch 250.00
Addr 2 Open Debits 0.00
City San Antonio Current Bal 0.00
State TX Zip 78247 Lst Payment & F
InvNo (B=Back) Inv Date Ref Priority Store
201902 02/01/2019 2
Due Days Due Date Discount % Disc Days Disc Date
0 02/01/2019 0.00% 30 03/03/2019
Inv Amt Disc Due Net Due 1099 Type 1099 Amt
650.00 0.00 650.00 0.00
Check No. Chk. Date Dis Amt Cr. Card Chk. Amt
0 0.00 0.00 0.00
Description: Feb

G=GL Distribution |G
Q=Quit

E=Edit Invoice L=GL Link Code

D=Delete Invoice

Ap Acc 20500-100 Chk Acc 10200-100

Vendor
Enter the vendor number. Use the F2 key to view a list of valid vendors. Vendor
information displays including address, current balance and credit limit.

If you enter a vendor ID that does not exist, you will be prompted to create the vendor. If you
select the ‘ADD’ function, the Create Vendor screen will display. Enter the needed vendor
information and then click Exit.

If you enter the Miscellaneous vendor number, enter the company name and address to be
printed on the check.



Invoice No.
Enter the invoice number. This must be a unique number that will not be used again. Since
some bills such as phone and utilities have no invoice numbers, be sure to create one that will
be unique. For example, a phone bill could have the last four numbers of the phone number
and the month (ex. 47740618).

Invoice Date
Enter the date of the invoice.

Reference
This field is optional. Enter a unique reference number. A brief description of the expense
or a portion of your account number could be one type of reference or leave it blank.

Payment Priority.
M The invoice was already paid
1 The invoice is automatically approved and will be paid on the next check run.
29  To be paid in a future check run.

The higher the number, the lower the priority. (Advanced use of priorities would be to group
invoices in different check runs using one priority for each group. When printing the checks,
start with the smallest number -1-, then print the 2's, then the 3's, etc.)

Store #
If related to a Convenience Store and you are using the Retail Module, enter the store
number. If this is not a Store invoice, leave this blank.

Due Days
The value of Due Days will displays from the vendor setup. If 0, you may enter the number
of days to be used for Due Date. The program uses this and the invoice date to calculate the
Due Date. .

Due Date
Due Date is calculated using the invoice date and due days. If the invoice is due on a specific
date, you may enter it manually.

Discount Percent
The Discount Percent displays from the vendor setup. You may also enter a discount percent
to be used on the entire invoice amount. The format for this field is 1 for 1% or 3.5 for 3.5%.
Leave it blank if there is no discount.

Invoice Amount
Enter the total amount of the invoice including tax and before any discount for early payment.



Discount Due
Enter the discount amount. If a discount percent was entered previously, the discount due is
calculated by the program.

Net Due
The invoice amount after discount.

1099 Type
If this customer gets a 1099, the default type displays. Confirm or change it as needed.

1099 Amount
Confirm the 1099 amount or change it as needed. If the entire invoice amount should not be
included on the 1099, enter the partial amount to be included.

Check Number
If this invoice was already paid with a manual check (priority M), enter the check number.

Check Date
Enter the manual check date.

Discount Amount
Enter the amount of discount taken on the manual check.

Credit Card
Enter the amount of credit cards applied to this invoice on this invoice or manual check.

Check Amount
Confirm or enter the manual check amount for this invoice. If the manual check was paid for
multiple invoices, enter the invoice amount here even if it may not be the actual check
amount.

Description
Enter a note, message, or account number that will print on the check. This field is optional.

Edit Options:
E - Edit Make changes to any part of the invoice
D - Delete Invoice  Delete the entire invoice
L - GL Link Code Display or change the GL Link Code
Q - Quit You cannot quit before entering distribution. Delete or select G.
G - GL Distribution Proceed to the next screen to enter the GL distribution.

If you entered a default expense account in the Vendor setup, the system will automatically add
the distribution for you. If not, only the Accounts Payable account will display and you will have
to add a line to complete the distribution.



Inv No 201902 Vendor ELECT City Electric Co. 650.00
Bank Acct. 10200-100 Cash in Bank - Jobber Lines 2
Ln #Gl Acct Description Amount Proof Ok?
1 20500-100 Accounts Payable - Jobber -650.00 0.00 Y
2 74400-100 Utilities - Main Office 650.00 0.00 Y
Enter line # to change N=Next page A=Add line
H=Header B=Bnk Acct. D=Delete Dist S=Save |
Proof 0.00

The displayed Proof must be 0.00 or ‘Proof is not zero’ displays. Add or change a line until the
proof is zero.

Distribution Options:

Enter line # to change Change the GL account or the line amount.

H - Header Change something on the previous screen (ex. invoice amount)

B - Bank Account Change the bank account number. **

N - Next page Displays the second page of distribution, if necessary.

D - Delete Distribution Enter the line of distribution to delete. You can choose option
‘A’ to Delete All lines.

A - Add Line Add another distribution line, if necessary.

S - Save Save the transaction and Quit.

Continue entering GL accounts and amounts until complete.
Note: An incorrect bank GL account could keep the invoice from printing on the check.

When the Proof'is Zero, type ‘Q’ to quit distribution lines.
Click <Save> to exit the entry.



Change Invoices

AP, Change Invoices

This selection allows you to change certain data on an invoice that has already been updated to
AP but not yet paid. Changes allowed are Bank GL Account, Dates, Priority Code or Discount
Amount and Date. You cannot change the invoice number, AP amount, or distribution since
these are already updated to other files.

Invoices can also be deleted using this option if they are not paid or partially paid. If paid in any
way, you should void the check before deleting the invoice. If you are try to delete an invoice
that has the same number as a paid invoice, use the ‘Find Next Invoice’ option to display the next
record until the correct one is displayed. Once the correct invoice is found, you can delete it.

Caution: Do not delete invoices that were updated from the Jobber Inventory Module. Call
Petro-Data for instructions on how to correct them. Only invoices that were entered in the AP
Module should be deleted.

Enter the GL Posting date for invoice deletions 02/05/2019
Enter GL batch number for invoice deletions 20190205

Is everything ok? (Y/N/P=Printer/Q=Quit) Y

GL Posting Date.
Enter the posting date for the invoice deletions. This must reflect the correct accounting
month. This can be a different date from the original posting date of the invoice.

Batch Number
Automatically displays if you have selected automatic batch entry in the install. If the batch
number does not display, enter your batch number.

Note 1  Batches cannot be released to periods that have already been closed in the GL. If the
invoice to be deleted is from a prior period, consult the person responsible for the GL

before entering a date and batch number.

Note 2 If no invoices will be deleted, the batch and date are not used.



The invoice screen displays. It is the same screen that displays in ‘Enter Payables’.

Vendor Number / Q=Quit ELECT

Company City Electric Co. Credit Limit 99999.00
Addr 1 1234 uUtility Lane YTD Purch 900.00
Addr 2 Open Debits 0.00
City San Antonio Current Bal 650.00
State TX Zip 78247 Lst Payment I J
InvNo (B=Back) Inv Date Ref Priority Store
201902 02/01/2019 2
Due Days Discount % Disc Days Disc Date
0 02/01/2019 0.00% 30 03/03/2019
Inv Amt Disc Due Net Due 1099 Type 1099 Amt
650.00 0.00 0.00 0.00
Batch No. Check Acct Dis Amt Cr. Card Chk. Amt
20190205 10200-100 0.00 0.00 0.00
Chk. Date !/ /7
Description: Feb

Vendor

E=Edit Invoice
D=Delete Invoice

F=Find Next Invoice

G=GL Distribution |

Q=Quit

Enter the vendor number. Use the F2 key to view a list of valid vendors. Vendor

information displays.

Enter Invoice Number

Enter the invoice number. Use the F2 key to view a list of invoices for the vendor.

Choose the option you need:

E - Edit Invoice
F - Find Next Invoice
G - GL Distribution

D - Delete Invoice

Q - Quit

Change dates, priority, checking account, etc. You may not change

the invoice number or invoice amount.

If the invoice number is correct but it’s not the invoice you want,
press ‘F’ to display the next invoice with the same number.
You may display the distribution but not change it. Invoice

deletions must be done from this screen.

To delete an invoice, go to the GL Distribution screen first and
then select option ‘D’ to delete the invoice.

Quit after making changes or to select another invoice.




When you select G - GL Distribution, the distribution screen displays with the following
options:

D - Delete  This is the only applicable selection. ‘Are you sure you want to delete this
invoice? (Y/N)’ displays. Enter Y to delete the invoice and reverse the
distribution.

H - Header Takes you back to the header screen.

Changes to the GL Distribution are not allowed. If you attempt to edit a line, the following

message displays:
You cannot change an original transaction. Press enter.

GL Distribution on Deleted Invoices

Inv No 201902 Vendor ELECT City Electric Co. 650.00
Bank Acct. 10200-100 Cash in Bank - Jobber Lines 2
Ln #Gl Acct Description Amount Proof 0ok?
1 20500-100 Accounts Payable - Jobber -650.00 0.00 Y
2 74400-100 Utilities - Main Office 650.00 0.00 Y
Enter line # to change N=Next page A=Add line
H=Header B=Bnk Acct. D=Delete Dist S8=Save D
Proof 0.00

When the invoice was updated, a Debit to Utilities and a Credit to AP were created. Deleting the
invoice creates a reversing entry (Credit to Utilities and Debit to AP).

Dace: 03718/2014 Practice Fage Ho.
Time: 1T7T:2&:22 AP Distribution Repert 03/18/2014 1
Batch Range: 201403182 to 20140318

G.L. Acez Account Descriptien Date Bazech Vender Inveice Reference Amsunt
20500-100 Accounts Payable - Jobber 03/02/2014 20140318 ELECT 8859215 office -652.132
20500=100 Asesunts Payable - Jobber 0371872014 20140318 ELECT BEE9Z15 offi =8 &52 .13

Bubrtotal Account .00
Tad400=100 Ucilities = Main Office 0370272014 20140312 ELECT FEEBZLE cffice €52 .12
T4400-100 Utilities - Main Office 03/18/2014 20140318 ELECT BE50Z15 effice -g5%.12

Subtotal Account 0.00

Total 0.00



Approve for Payment

AP, Approve for Payment

After payables have been entered, either from the Enter Payables menu or from Purchases in the
Jobber Inventory module or from Purchases in the CStore module, they must be “approved” for

payment.

Only priority 2 and above need to be approved in this option. Priority 1 invoices are
automatically approved when you enter them. Priority M invoices that came from purchasing
and are to be paid by EFT also do not need to be approved. Priority M can also be used when
entering manually written checks.

Print an Invoice Status Report and select the option for Open Invoices. Use this report to review
the unpaid invoices and determine which ones should be approved. There are many options to
view invoices to be approved. Sometimes you may want to approve by due date, other times by
vendor. Use the most efficient selection from the options based on the current invoice list. The
option to approve or un-approve individual invoices is always available.

When you approve an invoice, the amount to be paid is shown in the ‘Approve to Pay’ field.

This is the amount that will be paid on the check so it should be a net amount after discount is
deducted. Enter the discount amount in the approved discount field.

F2-Lookup Fr-Startover|  Fa-Quit |

Enter vendor / Blank=All / Q=0uit

Approve by: 1=Due date 2=Disc Date 3=Priority 4=all 5=Nocne 1
Enter cut off date for due date/discount 03/19/2014

Enter lowest priority to approve Include priority M? (Y¥/N) N
Autcmatically Approve all Invoices that meet the criteria? (Y¥/N) N
Unapprove invoices that do not meet the criteria? (Y¥/N) N

Enter an approved to pay budget (0=None) 0.00

Enter buyer code for particular invoices

Is everything ok? (¥/N/Q=Quit) Y



Hint: You can make several passes at Approve to Pay before printing checks. One pass might
approve a single vendor that has dozens of invoices and you want to pay them all up to a certain
due date. Make a second pass to select the rest of the vendors. You can also ‘Over Approve’
and then Un-Approve one or two invoices that you do not want to pay. Play with this option and
become familiar with what each option does.

Enter vendor / Blank=All / Q=Quit

Approve by: 1=Due date 2=Disc Date 3=Priority 4=A11 5=None 1
Enter cut off date for due date/discount 02/05/2019

Enter lowest priority to approve Include priority M? (Y/N) N
Automatically Approve all Invoices that meet the criteria? (¥/N) N
Unapprove invoices that do not meet the criteria? (¥/N) N

Enter an approved to pay budget (0=None) 0.00

Enter buyer code for particular invoices

Is everything ok? (Y/N/Q=Quit) W

Enter Vendor Number
To approve invoices for an individual vendor, enter that vendor number. To approve
invoices for all vendors, leave this blank and press <Enter>.
Enter Q to Quit the Approve to Pay program.

Approve by:

1 - Due date Displays all open invoice with due date less than or equal to the Cut Off Date.

2 - Disc date Displays open all invoices with disc date less than or equal to the cutoff date.

3 - Priority  Displays all open invoices with a priority greater than or equal the priority
code entered.

4-All Displays all open invoices. This is usually done for one specific vendor and
includes the option to‘ Automatically approve...”. You can also leave vendor
blank and enter ‘N’ to ‘Automatically approve...’

5 - None This menu option does not display any invoices automatically. You must
enter individual invoice numbers for any vendor and approve them. You can
also use this option to change a priority code or GL bank account for specific
invoices.

Cut off date
Enter a cut off due date or discount date.



Automatically Approve
Y Automatically approve all invoices that meet the previous criteria (approve by and cut off
date). If you approved more than you intended, use the following option to un-approve.
N Display the invoices that meet the previous criteria but don’t automatically approve them.
You will have to approve them individually in the next screen.

Un-approve invoices
Y Un-approve all invoices that met a previous approval selection (approve by and cut off
date). Use this option to undo a group of invoices you approved by mistake.

Approve to pay budget
If you are working with a budget and wish to keep track of it as you approve invoices, enter
the budget amount here. Otherwise, leave it 0.00.

Enter Buyer Code
This field was designed for use with a custom program. If you have this custom program,
enter the appropriate buyer code.

The Approve to Pay screen displays. The system will display 8 invoices on a single page. Use
the Next Page and Prev Page function to view more invoices.

If you have selected options that automatically approved invoices, the AprPay column will
automatically display the invoice amount. These are the amounts that will be paid. If this is
correct, you can <Save>. Print an Approve to Pay report and then print checks. Otherwise, enter
line numbers of invoices to approve and use the options at the bottom of the screen to approve,
change priorities, change bank GL account, etc.

Ln DueDate P PurAmt Balance AprPay AprDis AprCrd. Adj o©k?
1 Inv No. 20181228 Vendor ACME Acme Grocers
01/27/2019 2 100.00 100.00 0.00 0.00 0.00 0.00 Y
2 Inv No. 190110 Vendor BRAND Brand Fuels
01/15/2019 8 5.00 5.00 0.00 0.00 0.00 0.00 Y
3 Inv No. 2322 Vendor BRAND Branded 0il Company
02/07/2003 2 1000.00 100.00 0.00 0.00 0.00 0.00 Y
4 Inv No. 81911 Vendor BRAND Branded 0il Company
02/07/2003 2 300.00 300.00 0.00 0.00 0.00 0.00 Y
5 Inv No. 87662 Vendor BRAND Branded 0il Company
03/06/2011 2 500.00 500.00 0.00 0.00 0.00 0.00 Y
6 Inv No. 877222 Vendor BRAND Branded 0il Company
03/15/2014 2 1000.00 1000.00 0.00 0.00 0.00 0.00 Y
7 Inv No. 99292 Vendor BRAND Branded 0il Company
03/16/2010 2 100.00 100.00 0.00 0.00 0.00 0.00 Y
8 Inv No. 9811 Vendor BRAND Branded 0il Company
03/30/2013 2 1000.00 1000.00 0.00 0.00 0.00 0.00 Y
Enter line # to change A=Add line N=Next Page P=Prev Page
R=Approved Report M=Summary D=Delete/Cancel S=Save Q=Quit

Approved to Pay 0.00 Chk Total 0.00



If an invoice does not display on the approve to pay screen, it might have a priority code ‘M.
On the Approve for Payment option screen, enter ‘Y’ for ‘Include Priority M?’. You might also
change the priority code to 1 or 2 to be sure that all open invoices display.

Remember that no check will be printed for invoices with priority code M.

Next Page
Navigation option to advance to the next page to display the next set of 8 invoices.

Prev Page
Navigation option to advance to the next page to display the previous set of 8 invoices.

Enter line # to change
Enter the line number to approve, un-approve, edit payment amount, change payment priority
or GL bank account of an invoice displayed on the screen.

After entering the line number, the following options are available:

OK? Y=Yes A=Approve U=Unapprove E=Edit Line P=Chg Priority &-Chg GL

Y - Yes
The line is correct, return to the bottom of the screen. This item will not be paid if there
is 0.00 in AprPay

A - Approve
Approve the entire amount of this invoice for payment.

U - Un-approve
Remove the approve to pay amount on this invoice. Do not pay this invoice.

E - Edit Line
Change the amount to pay on this invoice. If a partial payment is entered, confirmation
message ‘New balance is nn.nn. Is this a partial payment? (Y/N)’ displays. Enter ‘Y’ or
‘N
Press Y to return you to the bottom of the screen so you can select the next line # or the
next page.

P - Change Priority
Change this invoice to a different priority code.

G - Change GL
Change the bank GL account. The field will display at the bottom of the screen. Checks
will only print with the correct bank account.

"Use the Next and Previous functions to view all invoices. Continue approving invoices until
you are complete.



The total Approve to Pay amount and the Check Total display at the bottom of the page. As
you approve invoices, these totals are updated.

A - Add Line
You may add additional invoices you want to approve that were not included in the scope of
your initial request. You must be at the end of the file for this option to work. Use the ‘Next
Page’ option until a page displays that has room at the bottom. The F2 Lookup key is active
to view a lit of all open invoices.

R - Approved Report
Print or display the Approve To Pay report. Select output to Screen, printer, or text file.
This report may also be printed from the Reports Menu and also from within the check
printing program. A sample report is shown below.

M - Summary
Shows a summary by Vendor of approved amounts. A sample report is shown below.

D - Delete/Cancel
Enter line to delete. Q=Cancel delete.

S - Save
After you have made all your updates or changes, Save the data. Confirmation message
‘Save all the approve to pay in the master file? (Y/N)’ displays.
‘N> Return to the Approve to Pay options
‘Y’ Save approved information
‘Save all the approved to pay in the master file? (Y/N)’
‘Y’ to save your changes or ‘N’ to skip the save.
‘Do you want to quit the approve to pay program? (Y/N)’
‘Y’ to Save & Exit or ‘N’ to continue approving invoices.

Q - Quit
Quit this session without saving.
‘You have approved invoices for nnnn.nn. Do you really want to erase approved amts?
‘N’ returns you to the general approve to pay options where you can select Save
‘Y’ removed all invoice approvals in this session and exit the screen.



Date: 03/19/2014 Practice
Time: 10:45:00 Approved to Pay Report 03/19/1014

Invoice Due Date Fr Fur Amt Amt Faid Apz Fay Hew Bal Chk hect

CREDIT o3s10/13 2 =200.00 0.00 =200.00 2 10200=100
042913 05/25/13 1 192.50 0.00 182.50 .00 10200-200
08040 10/04/13 1 1000.00 0.00 1000.00 & 10200=100
Subtot AQME  Acma Grocess 982.50

2322 02/07/03 2 1000.00 0.00 8B0.00 10200-100
81811 02707703 2 300.00 0.00 180.00 L10200=100
Subtoc BRAND Brandsd 041 Cospany 1130.00

042513 05/16/13 1 336.45 0.00 386.45 10:200-100
Bubtat ELECT City Elasctriec Co. AB6. 45

FEB£0S2 02728714 1 BE2. 18 0.00 BEZ.1E . 10200=100
Subtor MIEC Viss Credic, Ine.
BEZ.1E

Totals Amount to Fay ¥3€1.10 Discounts 20.00
Crezd & Ady 0.00 Teozal Paid 3381.10

Option R - Approved Report

Option M - Summary Report



Print Checks

AP, Print Checks

Computer checks are printed for invoices that have been previously approved for payment. After
checks are printed, the update marks the open invoices as Paid and creates a check register and
GL distribution records.

If the checks don’t print correctly or there is a paper jam, there is an option to reprint checks.
There is also an option to ‘Quit’ in case there is a major issue like printing to the wrong printer.

The Approve to Pay Report should always be printed or viewed before you print checks. Use
this report to verify what invoices were approved and printed.

If your checks did not update the last time you printed them, a screen will display giving
you the option to reprint them or delete them.

Petro-Data recommends you delete these un-printed checks and begin the process from
the beginning.

Although it’s not recommended, we have included instructions below for the option to
Reprint Checks.

Click OK.

Unposted Checks

Unposted Checks were found. You will be sent to the Reprint
Screen to select an option.

You can either Print the Checks or Update them if they are
Already Printed




Foxit Reader PDF Printer

07/1612019 |

1]
10000- | ||CashinBank

Select Printer
Verify that the printer displayed is the printer to be used for printing AP checks.

Check Date
The system will default today’s date. You may enter a different date if you wish.

Batch Number
The system will default a batch number using today’s date. You may enter a different batch

number if you wish.

GL Link Code
Verity the GL Link Code.

Checking Account
Verify the checking account number.

Starting Check Number
Enter the starting check number.

Lowest Priority to Print
Enter the lowest priority to print. Check the priority numbers on the Approved to Pay Report.

Check Copies
Enter the number of check copies to print. The system will default “1'.



Note: The system checks the check file for negative amounts, invalid vendors and anything else
that might keep the checks from printing properly. Error messages will be displayed on the
screen.

Print Print checks on selected printer.

Confirm the selected printer is correct.
Alignment  Print a check form alignment test.
Exit Exit the check printing program without printing.

After checks print, the following screen displays. Select one of the options:

98 Print AP Checks [roe|[-@e] 23

Checks Have Finished Printing. Select one Option.

« Continue with Updating Checks
" Reprint Checks
" Cancel the Update and Return to the Check Printing Program

" Reprint Vouchers

Continue with Updating Checks
Checks printed correctly and you are ready to update. Checks cannot be reprinted after the
update without voiding the check first.
Click <OK>.



Reprint Checks
One or more checks did not print correctly and you need to reprint them.
Click <OK>

If you choose a Reprint, the following screen will display:

8B Print AP Checks [r|[sEe] 22
Select Printer |Foxit Reader PDF Printer | & |

New Beginning Check Number Batch number (20190717

Print | Update | Delete | Exit |

Vendor Company Name ChkDate  [ChkAmt Old Chk |New Chk |Reprint _J
» | BRAND Brand Fuels 07/17/2019 |*$10,004.00 403 402 v

i

Enter the New Beginning Check Number if you need to reassign check numbers (0=No Change).
If checks were printed and you are printing on blank paper, you shouldn't reassign check numbers,
When you enter a new check number, the comp will ically assign new check numbers.

Press the Delete Button to delete all unposted check records and exit the check program.

You have the option to delete the checks before printing and updating the system. If you
choose to delete them, you can go back to the Print Checks option and start the process again.
Click <Delete>.

Delete Unposted Checks

All unposted records will be deleted and you will be sent
back to the AP Menu

Then you can come back into Check Writing to Create and
Print Checks as Usual

Do you want to delete all Unposted Records?

Yes No

If you want to print the previous check file, you can change the check number if you are using
check stock with pre-printed check numbers and the check is not useable. If you don’t have
check stock with pre-printed check numbers, you don’t need to change the check number.
Click <Print>.



Cancel the Update
If you determine the checks are wrong or you have decided to not print checks at this time,
you can cancel the update. All checks printed should be discarded. The invoices will not be
marked as Paid and the check register will not be updated. You may need to review the
approved invoices first before printing checks again.

If you choose to cancel the print, the following message will display:

Confirm Cancellation

If you quit the program, then nothing is updated and you have to
reprint the checks later.
Are you sure you want to Quit the Program

I Yes I MNo

Click <Yes> to cancel.

Re-Print Vouchers

The program prints 12 invoices per check. The overflow is printed on plain paper. Select
this option to re-print the ‘check overflow’.



After printing the checks, you will be prompted to Update the check run. Choose Yes if checks
were re-printed correctly.

Confirm Update

You should only Update if you already have all your printed
checks

Do you want to Update the checks?

Check totals will display. Click OK.

‘ Totals

Change in Open AP 10004.00 Change in GLAP 10004.00
Amount of Checks 10004.00 Checks sent to GL -10004.00

As with all Updates, review the Errors and Finish the Update if there were no errors.

Note: If all checks were sent to the printer but did not all print, you may need to load plain
paper and let Windows empty the spooler by printing the checks on plain paper. In this case,
the check number to reassign to the first reprinted check may be prior to the one displayed by
the program.

At the end of this process if you are not sure if the checks updated, display or print the following

reports:

1. Print a Check Register. If the check is listed on the report, the check was updated correctly.

2. Print an Invoice Status Report for Open invoice. If the invoices that were paid by these
checks are not on the report, the check was updated correctly.

3. Print a Distribution Report of the batch and see if there are credits to the bank and debits to
AP for the checks.

If the check was not updated correctly, follow the Reprint Checks process and print checks on
plain paper using the beginning check number that printed on the actual first check. If the
checks printed correctly, choose the option to Update again.



Enter Manual Checks

AP, Enter Manual Checks

If you paid an invoice using a manual check that is outside of Petro-Data, use this option to
indicate it is paid. It is not necessary to Approve for Payment before marking invoices paid with
a manual check. Invoices must already be in AP to use this option.

F7 (Start Over) and F8 (Quit Back to the Menu) are available to use on this menu.

Enter the default check date 02/17/2019
Enter batch number 20190219
Enter the AP link code for GL 1

Is everything ok? (Y/N/P=Printer/Q=Quit) Y

Default Check Date
Enter or verify the default check date. The exact check date and check number can be
entered as each invoice is displayed and paid.

Batch Number
Enter or verify the batch number for these manual checks. The batch determines what month
these transactions will post in the General Ledger. Even if the check was written in a prior
month, use a batch number that represents the current month.

AP link code for GL
Enter or verify the GL link code. The checking account, AP account and discount accounts
from this link code will be used. The accounts display for verification.

3l AP Accounts

GL Link Code 1 Bank !

RAcct. Pay. Accounts Payable - Jobber

Check Account Cash in Bank - Jobber

Man. Chk. Account Cash in Bank - Jobber

GL Discount 0 Accounts Payable Discounts - Jobber
Credic Cards Credit Cards - Jobber

Adjustments 20600-100 Credit Card Adjustment

Are the GL accounts Ok? (Y/N) Y



Vendor selection prompt will display.

Vendor Number.

F2-Lookup

Vendor. Q=Quit Company ok? Y

Enter the vendor number. You can use the F2 key to view a list of valid vendors. The vendor
name will display after you select the vendor.
Q = Quit and return to the AP Main Menu.

OK
Press Enter on OK ‘Y’ if the vendor is correct.
N to select a different vendor or Quit.

Vendor. Q=Quit ELECT Company City Electric Co. ok? Y

Ln Balance  AprAmt Disc Amt CrCard AdjAmt Chk No. Ck Date Ok?(YNG)

1 Inv # | PurDate / / Priority PurAmt 0.00 =
Y 0.00 0.00 0.00 0.00 0.00 0 Y

Invoice Number (Inv #)
Enter an Invoice Number to pay. Use the F2 key to display invoices for this vendor. Select
the invoice by double clicking or highlighting it and click <OK>.

'El&mn ==

2
\Vendor Org Invno Invoice Inv Date PurAmt Paid Amt AP Balance Disc I;l
ELECT 201902 02/01/2019 650.00 0.00(650.00 0.00\
ELECT B87654 02/21/2003 250.00 250.00{0.00 0.00 |

Unpaid or open invoices will have a value other than Zero in the AP Balance column. Only
invoices with balances may be paid.



If the checking account stored with the invoice does not match the account on the selected link
code, the following error displays:

Change Checking Account

=5 ‘ou are writing checks for checking acct. 10200-100. The account on
the invoice is 10200-200. Change the checking account in the invoice?

No  Choose No if you have selected the wrong link code. Exit the program and select the
correct one after re-entering the date and batch number.

Yes Choose Yes if the bank account on the invoice is not correct or you paid the invoice
from a different bank. The bank account GL will be changed on this invoice.

The invoice displays with the purchase date, priority, purchase amount, and. bank account. At
the bottom of the screen, select an option for this record.

Vendor. Q=Quit ELECT Company City Electric Co. ok? Y

In Balance Apramt Disc Amt CcrCard AdjAmt Chk No. Ck Date 0k?(¥YNG)

1 Inv # 201902 PurDate 02/01/2019 Priority 2 PurAmt 650.00 10200-100
X 650.00 650.00 0.00 0.00 0.00 123456 03/07/2019 e

OK? Y=Yes N=Reenter S-Skip to Next One

Y Continue and mark this invoice paid
N Select a different invoice.
S Skip this invoice and display the next one in the file for this vendor.

AprAmt
Enter the amount of this invoice that was paid on this manual check after any discounts have
been deducted.

Disc Amt
Enter the Discount amount if any. If there was no discount, enter Zero.

CrCard
Enter any Credit Card amount that was applied to this invoice.



AdjAmt
Enter the Adjustment amount that was deducted from this invoice if any. The Adjustment
GL account number in the selected Link Code will be used for this amount.

Chk No
Enter the Check Number that paid this invoice (highlighted in yellow above).
If the check number already exists, a message displays with the vendor and date of the check.
To continue to use this check number, enter ‘Z’ override code. If you are not sure, call Petro-
Data.

Ck Date
Enter the Date of the Check or accept the default. (highlighted in yellow above)

OK
Y If the information entered is correct
N If you need to correct any information you keyed for this payment

Line 1 is complete, Line 2 displays and is open for data entry.
Continue to enter invoices until all for this check number are paid.

Exit and Post the Manual Check
Q Ifno more invoices were paid on a manual check.
P Post the checks. This is the last step of Manual Check Entry.

Multiple checks for this vendor may be entered before quitting to the totals. Make sure that the
correct check numbers and dates are entered on each one. The Check totals at the bottom will
include all checks.

Check Totals will display at the bottom of the screen. If only one check was entered, the total
should be the total of the manual check.

Vendor. Q=Quit ELECT Company City Electric Co. Ok? Y

Ln Balance Apramt Disc Amt CrCard AdjAmt Chk No. Ck Date O0Ok?(¥YNG)

1 Inv # 201902 PurDate 02/01/2019 Priority 2 PurAmt 650.00 10200-100
X 650.00 650.00 0.00 0.00 0.00 123456 03/07/2019 L4

Enter line # to change A=Add line N=Next Page

S=Summary by Check D=Delete/Cancel P=Post Q=Quit
Check totals 650.00




OPTIONS
Enter line # to change Change any incorrect entry on any of the lines.

A=Add line Add another invoice to a check or another check for this vendor.

N=Next Page Scroll to the next page and view more entries.

S=Summary by Check Shows one total per check entered if multiple checks were entered.

D=Delete/Cancel Delete a line. Enter the single line number or A to delete all lines. Use
option Q to Cancel the Delete.

P=Post This option posts the checks to the check register, marks the invoices
paid, and creates GL distribution if you are linked to the GL.

Q=Quit Quit without posting.

Sample Check Summary Report - Option S

B Check Summary Report <ESC> to Quit - Tetalis 18250

Vendor |Check No.| Check Date | (Check Amt |
ACME 1032103/24/2014 | 182,50 |

If you Quit without Posting the data, a message will display.

Quit i J

e Are you sure you want to quit WITHOUT POSTING these transactions?

Yes

No  Returns to options so you can choose POST.
Yes Deletes the unposted manual check entries and returns to ‘Vendor’ screen.



Void Checks

AP, Void Checks

Both Computer and Manual checks can be voided in this program. The system will create a
reversing journal entry for the check(debit the bank and credit AP). Only the payment amount is
removed from the invoice and the invoice will show as unpaid on the Open Invoice Status
Report.

The Void Check Program does not delete invoices. If the invoices are incorrect or duplicates or
will not be paid at a later time, they must be deleted in the ‘Change Invoices’ menu option.

F7 (Start Over) and F8 (Quit Back to the Menu) are available to use on this menu.

Enter the AP link code for GL 1

File: C=Current H=History Q=Quit C

Enter check to void 123456 City Electric Co.

Checking account 10200-100 Priority Code M

Check amount 650.00 Check Date 03/07/2019
Batch No. 20190330

Ready to void? (Y/N) |

AP Link Code
Enter the AP Link Code.

File
C Current
H History

Q Quit

Check Number
Enter the check number you want to void. The F2 key is available to view a list of all valid
check numbers. After you select or enter the check number, a Confirmation screen will
display:

i Verify Check to Void

Vendor ELECT City Electric Co.
Check 123456

Chk Amt €50.00

Check date 03/07/2019

Chk Acc 10200-100

Priority M

Is this the check? (Y=Yes / K=Keep Looking / Q=Quit) rY

Y The current check number is correct
K Scroll to the next record that has this check number for this vendor.



Enter the AP link code for GL 1

File: C=Current H=History Q=Quit cC

Enter check to wvoid 123456 City Electric Co.

Checking account 10200-100 Priority Code M

Check amount 650.00 Check Date 03/07/2019
Batch No. 20190325

Ready to wvoid? (Y¥/N) Y

Check information displays.

Batch Number
Enter a current month batch number for the void check and the GL distribution.

Ready to void?
Y to void the check. The following screen displays:

'# Find invoices to void
Looking for invoice 201802 Vendor ELECT

Are you sure you want to void this Check ? (Y/N) h

Are you sure you want to void this check? (Y/N)

N cancels the void check process
Y voids the check
‘Void Check Completed. Press any key to return.’

A record is posted to the Void Check Register. The GL distribution reversing the check payment
is posted to the distribution file. The payment amount on the invoice is reduced by the void
check amount. The invoice will now be considered an Open invoice.

Note 1 You may check the status of the invoice or void, print a Void Check Register,
Distribution Report of the batch or invoice number or check, or an Invoice Status
Report for open invoices.

Note 2 The invoice may be deleted in the ‘Change Invoices’ option.



Create Recurring Invoices
AP, Create Recurring AP

Payments made to the same vendor on a set interval (month, week, quarter, etc.) for the same
amount may be set up as Recurring Payables and generated before the payment is due. A new
invoice is created each time the process is run.

Petro-Data Inc. *** Generate Recurring Payables
Enter the default due date 03/31/2019
Enter batch number 20190331
Enter the AP link code for GL 1

Is everything ok? (Y/N/P=Printer/Q=Quit) |Y

Default Due Date
Enter the due date for the payables to be generated. For example, if you are generating for
March 20, the due date would be 03/20/2019. This would generate an invoice for the
recurring payable with due date on or before March 20. If you had invoices due March 1,
March 15, March 20 and March 31, you will run this process for each due date.

Batch number
Enter the batch number for this batch of recurring invoices. It can be a unique number to
separate them from other regular AP batches.

AP Link Code
Enter an AP Link Code and verify the AP and Bank account. Expense accounts come from
the Recurring payable record.

As the invoices are created, the screen displays them.



Invoice Number RECURRO1

Vendor Number BRAND
Purchase Date 10/17/1998
Reference RENT

Vendor BRAND Invoice RECURR will be created 2 times, One
was already created.

Other information is displayed to alert you to unusual circumstances encountered by the program
such as an invoice that will be generated more than once. The entry could be okay or the due
date could be incorrect in the Recurring Entry setup.

Yes to create the additional entry
No to skip this one invoice. Research the problem later in the Recurring payable master file.

After all entries have been generated, the following message displays the number of invoices
created and the total dollar amount added to the open invoice file.

5 invoices created for a total of 1450.00.  Press enter.

If no invoices are generated, the message will display
0 invoices created for a total of 0.00. Press enter.



Reports Menu

AP, Reports Menu

Many reports in many formats are available as shown on the menu. When entering report
criteria, F7 (Start Over) and F8 (Quit) options are enabled on most of the screens. If you wish to
change a selection half way into the process, press F7 to start over or F§ to abort the report and
return to the menu.

In some cases, the arrow keys will allow you to move to the previous field(s) and change your
selection. Many times, the next prompt format will depend on the selection made on a previous
prompt. Dates and Batch numbers may be changed incrementally by day using the arrow and by
week using the page up/down keys.

9 Reports Menu

» Invoice Status Report = Bank Reports

* Aged Payables = Vendor List
* Approve to Pay * AP Invoices
* Check Register * Print 1099 Forms

» Cash Requirements » Vendor Inquiry

* Recurring AP = Prior Trial Balance
* AP Sales Tax Report * Positive Pay

* AP Distribution



Here is a short description of each report. There is more detail at the beginning of each report:

Invoice Status Report has an OPEN (O) invoice option which lists all invoices with open
balances regardless of invoice date, and a PERIOD TO DATE NEW (P) which lists all invoices,
paid or unpaid, that have been entered since the last month closing.

Aged Payables lists all open invoices aging them based on Due Date.

Approve to Pay lists all invoices that have been approved for payment but have not yet been
paid and should at least be displayed to the screen before printing checks.

Check Register lists all checks whether computer, manual, or void. There is an option to print
EFTs as well. Report can be printed in summary or detail using range of dates or batches among
other options.

Cash Requirements lists all invoices due by ONE specific due date.
Recurring AP is a listing of records in the Recurring Invoice File.

AP Sales Tax Report lists invoices by range of dates which were posted with an amount in the
‘Sales Tax’ field. These would be invoices entered in Jobber Purchases which is the only input
program that has a place to enter sales tax.

AP Distribution lists by invoice, batch, vendor or account, the GL distribution created when an
invoice is updated in AP or in purchases (Jobber or Cstore). It is an excellent report to see the
detail of batches that were posted to the General Ledger, check the distribution on a single
invoice or for a specific GL account.

Bank Reports are the same Bank Reports that are in the ‘Bank Reconciliation’ section of
Accounts Payable.

Vendor List is a listing of all vendors in the vendor file in detail including address, telephone,
YTD information, balance among other things. The short report lists key vendor information in
one line per vendor.

AP Invoices report lists invoices by date range or cutoff date, for a specific vendor or all
vendors. Invoices from current and history, paid or open can be included.

Print 1099 Forms is the same option that is in the ‘1099 Module’ section of Accounts Payable.

Vendor Inquiry is more of a DISPLAY option than a print option. Enter a vendor and the
current Open invoices as well as invoices paid in the current period display. The ‘Ledger’ has
option to show check detail and history transactions by date range. Vendor ‘Notes’ can be
displayed and new notes added in this menu selection.



Prior Trial Balance is a report of vendor Open balances captured when the ‘Close Period’ is
run. This report does not print Open Invoice Detail. Use the ‘AP Invoices’ report option for
detail.

Positive Pay creates a file of all written checks that can be sent to your bank. This requires
special setup and co-ordination with your bank.



Invoice Status Report
AP, Reports, Invoice Status Report

This report prints all open invoices (Option O) or all period-to-date new invoices (Option P).
Open invoices should match the General Ledger AP account balance. Use this option before
approving invoices for payment to see what is due. It can be printed for a specific vendor, a

specific cutoff date or you may select special criteria.

Note: If an invoice is dated March and the batch is April, the invoice will print on the March
report but the total balance will not balance to the GL. The same applies if you date an invoice
April and put it in a March batch.

PTD New Invoices or Open Invoices (P/0) (o]
Subtotal by: 1=Vendor 2=AP GL Account 3=Store 4=Vendor/Store 1

Enter a vendor. (Blank=All)

Input selection criteria? N Print stores only? N
Enter the cutoff Date 03/31/2019 Create Spreadsheet? N
Sort by: 1=Date 2=Invoice number 1

Show prompt payment discount? (¥/N) N Display Vendor Terms? (Y/N) N
Show BOLs/Fuel Taxes on Fuel Invoices? Y

Is everything ok? (Y/N/P=Printer/Q=Quit) Y

PTD New Invoices or Open Invoices (P/O)
P - PTD New Invoices - all invoices entered or updated since last period end closing.
O - Open Invoices - all invoices that had a balance as of the Cutoff date.

Subtotal by:
1 - Vendor Sub-total by vendor
2 - AP GL Account Sub-total by GL AP account
3 - Store Sub-total by Store only if the Cstore module is sending charge invoices

to AP or if you are entering a store number in AP Invoice entry
4 - Vendor/Store Sub-total by vendor first and then sub-total by store. Print a grand
total by vendor.

Enter a vendor
Leave this blank to select invoices for all vendors or enter one vendor.

Input Selection Criteria
Y To enter additional criteria such as a specific invoice or priority, multiple vendors, etc..
N To skip additional selection criteria.



Print stores only?
Y To only list invoices that have store numbers. General payables not related to stores will
not be included.
N List all invoices with or without store numbers.

Enter the Cutoff Date
Enter the last date of invoices to print on the report. Before closing the period, this report
should be run with cutoff date as the last day of the month. Invoices that were paid with
checks dated after this date will show as unpaid on the report.

Create Spreadsheet?
Y Create an excel spreadsheet with the selected information.
N Do not create a spreadsheet.

Sort by:
1 - Date Sort in Date order. Oldest invoices will list first.
2 -Invoice  Sort by invoice number. This is an alpha sort so invoice numbers will sort
from left to right. Invoices beginning with a number will list first.

Show prompt payment discount? (Y/N)
Y Discounts posted with the invoice but not taken will display in the ‘Discount Taken’
column and the invoice balance will be the net due after discount.
N Discounts will not display. Invoice amount and Open Balance will be the same unless
previous payments have been made.

Display Vendor Terms? (Y/N)
Y Terms from the Vendor file will print on a second line on the report.
N Do not print Vendor terms on the report.

Show BOLs/Fuel Taxes on Fuel Invoices?
Y Print the BOL number and fuel taxes on a second line on the report if this is a fuel
invoice.
N Do not print BOL number and Fuel Taxes on the report.



Invoice Status Report - Open Invoices

Date: 07/21/201% Petro-Data Inc.
Time: 05:51:55 Accounts Payable Status Report 07/21/201%
Open Invoices - Cut off date 03/31/201%

Invoice Invoice Invoice Due Py Invoice Previous Discount Adjustmt Open
Number Ref. Date Date Pr Amount Payment Taken Taken Balance

11005.01 0.00 110.08 0.00 10894 .%¢
14253.87 0.00 142 .54 0.00 14111.33
14253.87 0.00 142.54 0.00 14111.33
1l44€9.58 0.00 144.70 0.00 14324.88
144€5_58 0.00 144.70 0.00 14324.88
13182.27 0.00 13l.82 0.00 13050.45
13182.27 0.00 131l.82 0.00 13050.45
171€.41 0.00 17.1¢ 0.00 1€55 .25
171€.41 0.00 17.1¢ 0.00 1€55.25

2€0€€52 FUEL 05/23/03 0€/02/03
26081%2 FUEL 05/23/03 0&/02/03
2€081%2 FUEL 05/23/03 0€/02/03
2€20158 FUEL 05/24/03 0€/03/03
2€20158 FUEL 05/24/03 0€/03/03
2722971 FUEL 05/24/03 0&/03/03
2722971 FUEL 05/24/03 0€/03/03
2€315970 FUEL 05/2€/03 0€/05/03
2€31570 FUEL 05/2€/03 0€/05/03

ERzERERZIR

Subtotals:CHEV VALERO MAREETING & SUPPLY 245572.5¢€ 2455.80 0.00 243123.1¢

999952 freight 08/1€/0% 1l0/01/0% 2 1000.00 0.00 0.00 1000.00
COAST COASTAL TRARNSPORT CO., IN

201502 02/01/19 02/01/19 M
ELECT Cicty Electric Co.

Subtotals:SHELL SHELL/MOTIVA ENTERPRISES, 417302.5% A 0.00 417302.5%
Fuel Tax 9245.34

881211 REPAIR os/10/11 08/08/11 2 1000.00
TRUCE Truck Repair Specialists

521000 0z2/21/03 03/02/03 M ll1882.80 = g 0.00 11882.%0

0.00 BOLS: 921000
UBRAND Unbranded 0il Company

Grand Totals Total Purchases 2798815.30 Total Paid 500.00
Total Discounts 2455.80 Total Adj. 0.00

Total Open AP 2755455 .50 Fuel Taxes 225112 .32




Aged Payables
AP, Reports, Invoice Status Report

Print invoices by due date that are past due. It is similar to the “Cash Requirements” report but
for past due invoices. Totals by aging period will print at the end of the report.

Enter Aging Periods: 30 Days 60 Days 90 Days 120 Days

Enter report date for aging 03/31/2019

Option: R=Range of Due Dates A=All A
Enter Beginning and Ending Dates / 7/ 4
C=Use Ccut Off Date A=All A Enter due date cutoff / [/

Create Excel File? (Y¥/N) N

Is everything ok? (Y/N/P=Printer/Q=Quit) Y

Enter Aging Periods
Enter the aging periods. The aging days can be adjusted to whatever length is desired (30-60-
90 or 7-14-28).

Report Date
Enter the date for the report title

Option
R - Range of dates
Enter date range of invoices to list. No due Date Cutoff is required. Prompt is skipped.
A - All
Include all invoices.

Cutoff Date
C Cuff off invoice selection based on a date
A Include all invoices

Enter accounts payable due date cutoff
Enter the ending due date of invoices



Date: 07/21/2015 Petro-Data Inc.
Time: 0€:37:24 AP Aging Report - Past Due 03/31/201%
All Invoices

Invoice Discount Current 30 €0 S0 120
Amount Availble Payable Payable Payable Payable Payable

ACME Acme Grocers

1111 08/07/17 100.00

1234 03/02/03 20.00

20181228 01/27/1% 100.00
ACME SubTot 100.00

BRAND Branded 0il Company

02/0€/03 200.00

0z/18/03 500.00

02/21/1% 1000.00

03/02/03 1000.00

03/02/03 300.00

03/10/03 100.00

03/1€/03 200.

03/27/03

04/11/03
Date: 07/21/201% Petro—Data Inc. Page No.
Time: 0€:37:25 AP RAging Report - Past Due 03/31/201% 35

All Invoices

Invoice Due Invoice Discount Current 30 €0 S0 120
Humber Date Amount Availble Payable Payable Payable Payable Payable
334€1€05 09/20/08 183€05.51 0.00 183€05.51
334€l1€0€ 05/20/05 15€0€.55 0.00 19€0€.55
334€1€07 05/20/05 115517.42 0.00 119517.42
334€1€08 05/20/05 1€737.258 0.00 16737.258
3€598¢ R 2.70 0.00 0.00
383-450 l F 82€3.00 0.00 0.00

SHELL SubTot 417302.59 0.00 0.00 0.00 0.00 0.00 417302.59

SIGNCO FUTURE SIGNS, INC.

1229 08/01/05 3182.55 0.00 0.00
1232 08/01/08 508.78 0.00 0.00
1251 09/09/05 2619.65 0.00 0.00

SIGNCO SubTot 0.00 0.00 0.00 0.00 0.00 0.00 0.00

TANFCO Tank Supply Inc.

€722 03/02/03 133.00 0.00 0.00
75270 05/1€/05 724.17 0.00 0.00
75436 05/1€/05 1514.20 0.00 0.00
75539 08/17/05 1085.83 0.00 0.00
T7S5€19 09/17/05 407.83 0.00 0.00
75681 05/19/08 41€3.02 0.00 0.00
C9€53 05/1€/05 -€62.79 0.00 0.00
CM0947€ 09/1€/05 -848.41 0.00 0.00
CM09479 09/11/08 -€2.79 0.00 0.00
CM09488 09/17/08 -7€8.93 0.00 0.00

TANECO SubTot 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Aging totals 120103.50 520.00 205.00 150€.3227€4828.18

Total Purchase 28875€3.00 Total Disc 13€0.€5 Total AP 28875€3.00




Approve to Pay
AP, Reports, Approve to Pay

After invoices have been approved using the‘Approve for Payment’ menu option, print this
report to verify them before printing checks. All invoices will print on the next check run if the
same priority code is entered. To be sure you get all invoices, leave the vendor and priority blank
and ‘N’ for due date, unless you intend to print checks for only priority ‘1' invoices.

The Bank GL is important. If it does not match the GL bank you enter when printing checks, the
invoice will not be paid.

Enter vendor / Blank=All / Q=Quit

Enter cut off due date? Y 03/31/2019
Enter priority to show (Blank=All)

Print EFTs and Priority M? (Y/N) N

Is everything ok? (Y/N/P=Printer/Q=Quit)

A warning displays at the bottom of the screen:
WARNING! Checks are printed for all approved invoices regardless of cut-off date

Enter vendor / Blank=All / Q=Quit
Leave vendor blank. Checks will print for all vendors with approved invoices. There is no
option for a specific vendor.

Enter cut off due date?
N List all approved invoices.
Y List only invoices up to the due date entered. Enter Due Date. This option is not
recommended if you want to see all invoices to be printed on the next check run.

Enter priority to show (Blank=All)
Leave the priority blank unless you intend to only print checks for Priority ‘1'.

Print EFTs and Priority M? (Y/N)
N Checks do not print for Priority ‘M’ invoices. Do not include them on the report.
Y Include invoices with priority ‘M’. This option with a cut off date and only priority M
could be useful as a Cash Requirements.



Date: 07/21/201%5 Petro-Data Inc. Page No.
Time: 07:32:54 Approved to Pay Report 07/21/2019%9 a |

Invoice Due Date Pr Pur Amt Amt Paid Apr Pay Apr Dis Apr Oth New Bal Chk Acct

RECURRO1l 10/17/98 2 100.00 0.00 100.00 0.00 0.00 0.00 10200-100
RECURROZ 1l1/17/98 2 100.00 0.00 100.00 0.00 0.00 0.00 10200-100
2322 02/07/03 2 1000.00 S00.00 4.00 0.00 0.00 9€.00 10200-100
sell 03/30/12 3 1000.00 0.00 1000.00 0.00 0.00 0.00 10200-100
JIM1 07/01/18 1 10000.00 0.00 10000.00 0.00 0.00 0.00 10200-100
Subtot ERAND Brand Fuels 11204.00 0.00 0.00
Totals Amount to Pay 11204.00 Discounts 0.00

Crcrd & Adj 0.00 Total Paid 11204.00

Checking account number is important. If the bank account is incorrect, it can be changed in
‘Change/Void Payables’.



Check Register
AP, Reports, Check Register

A check register lists checks that have been written including EFT’s, in summary or detail.
There is also an option to include the GL distribution. The register includes the Check Number,
payee and amount of the check and can be run in different options and ranges described below.

D=Detail Register S=Summary Register G=GL Dist s
Check Type: C=Computer M=Manual B=Both V=Voids A=All A

Sort: B=Batch C=Check # V=Vendor C Enter Vendor / Blank=All

C=Current R=Current Range of Dates H=History B=Both C
D=Date Range B=Batch Range B
Batch range 20190301 20190331 Date range

Enter GL Checking Account or Blank for All -
Create Excel Spreadsheet N Omit Efts (only show checks) Y
Separate EFT deposits? (Y/N) N EFTs Only?

Is everything ok? (Y/N/P=Printer/Q=Quit) |

Register Type
D Print a Detail Register. The report prints check number, date, payee and all invoices paid
on the check print with invoice amounts as well as total check amount..
S Print a Summary Register. The report prints one line per check with Check number, date,
payee and check amount.
G Print the GL Distribution. Print all GL accounts for each check and invoice including
AP, Bank and Expense accounts.

Check Type:

C - Computer  Lists check printed in AP in the ‘Print Checks’ option of the main AP
menu.

M - Manual Lists manual checks entered in ‘Enter AP Invoices with priority ‘M’ as
well as checks entered in the ‘Enter Manual Checks’ option of the main
AP menu .

B - Both Includes both computer and manual checks.

V - Voids Lists only Void checks.

A-All Lists all types of checks including computer, manual and voids.



Sort:
B - Batch Sorts and lists checks in Batch number order.
C - Check Sorts and lists checks in Check number order.

Enter Vendor / Blank=All
Enter a vendor number to list only checks paid the a specific vendor. Leave the vendor blank
to print checks for all vendors.

Files:

C - Current Includes only checks in the Current file, since the last ‘Close
Period’.

R - Current Range of Dates Includes checks in the current file within a specified range of
dates. Enter the range of Dates.

H - History Includes only checks in the History file. This includes anything
from previous months and years not in the Current file in the
selected range.

B - Both Includes checks in both current and history in the selected
range.
Range:
D - Date Select and list checks is a range of dates. Enter the beginning and ending

dates for the range.
B - Batch Select and list checks in a range of batches.
Enter the beginning and ending batches for the range.

GL Checking Account
To print a check register for a specific bank account, enter the account number. Leave the
account number blank to print checks for all banks.

Create Excel Spreadsheet
N Do not create an Excel Spreadsheet.
Y Create an Excel Spreadsheet. The file name and location of the file is displayed when
you exit the report or after the report is sent to the printer.

Omit EFTs
Y List only checks. Omit EFTs. Defaultis Y
N List EFTs as well as checks, or EFTs only.

Separate EFT deposits?
N List all debit (payment) and credit (deposits) EFTs together, sorted only by check number.
Y List credit EFTs (deposits) first with subtotal and the list debit EFTs (payments) with
subtotal. The Grand total for all EFTs prints at the bottom.



EFTs Only?
Y Include only EFTs on the report.
N Include both checks and EFTs on the report.

Dace: 0B/1872014 Fractics
Tima: Ld:39:00 Susmary Theck Esgistes
Date Pangs: 09/01/20058 TO 09/10/2005 ALL Asssusts

Ck ¥o. Chk Dacs WVendor Vendor Hams

€k Amount Chk Acet

335 QRs0L2005
336 0970172005
338 08,01, 2006
33 b 022008
340 080372008
341 0370472005
342 0870672006
342 08s07,2008
344 AR08 2008
345 08/05/,2005
346 08/10/2005
421 48,07 /2006
423 850252008
415 Q062005
428 037072005
430 08/08/2006
432 08/09,2006
0L PRAOLSI008
202 08./02/,2005
306 0570642005
807 08,/07 /2006
ao8 0850852006
809 08 0952006
33455 09/0L72005
33475 09/02/2005
33546 O09/0BS2006
33845 OH/O0S D008
33558 0950972008
33561 09/03/2005

137,345,688  10033-
a75.00 1003z-
=71,E80.44 10032~
252, BB1.41  10032=
=114,704.80  10033~-
-26,024.3L 10033-
73,649 40 1003z-
179, E65.58  10032=
€5, 615.50 10033~
23L1,524.03% 10032~
Bl1,219.31 1003z~
B4,076.15 10032~
114.088.04  10032=
355,101.45%  10033=
BE,430.48  10032-
117,392.06 1003z-
T4 E16.14 10032~
30, 66940 10033~
=12.084.18 10031~
1,504,966.T4 1003z-
=-1,276,345.50  10032-
3€8,719.93 10032=
§4.318.35%  10031-
134,15 10032-
2E,283.89 1003z-
B9, 154.30 10032-
£0.9% 10432-
3,691.3% 10032~
T.,571.1T7 1003z-

MO
EXNON
EXHOR
EXMOR
EMHOR
PRt
EXEOR
EXMOR
ExHoR
EMHOR
EXNOR
KOCH

KoCH

KOCH

HOCH

KOCH

KOCH

SHELL
SHELL
SHELL
SHELL

B ks RRORF R B X D DN K JE NI OIE E M N OIE O K X X E X X X EX

FID Check Register Report Total 27284€0.85
Totales 45 not include Void Checks

PTD Check Register Summary by Check Number




+ Display Report AP Detai

Print Save Exit Enlarge Reduce
Date: 0372972004 PETEO DATAE 0OIL Page Ho.
Time: 13:54:07 Detail Check Register 1

Date Range: 0172772002 TO 01/27/2002 All Accounts

Ck No. Ck Date Vendor Vendor Name P Inwvoice Reference Ck Amount
531 01/27/02 ABCL Z Cl010 CCZon 75.00

Z Co401 CClooo 970,00

2 Co4ol CClooo 97,00

114Z2.00

532 01727702 ERAND Branded 0il Company 2 1000 FUEL 000,00

2 0401 FUEL-1 s000.00

6000, 00

PTD Check Register - Detail by Check Number

**Note: Sorting by Batch could help find checks that have incorrect or BAD DATES.

lay Report AP Chec ribution Report on = B

Save Exit Enlarge Eeduce
S
Date: 03/259/2004 PETRO DATE OIL Page No.
Time: 13:52:00 Accounts Payable Status Beport 0372372004 1
Date Range: Ol/Z7/2002 TO 017277002 All Accounts
Check Check Check Amt Vendor Inwvoice GL Acct. GL Description GL Amount
Hunber Date 4 Pr Code Huuber
E31 Ql/27 72002 7E.00 Z ABCL cioLio 10z00-100 CASH IN EANE - JOEEE -7&.00
ABCL cioLio Z20500-100 Accounts Payable — J 7L.00
AEC1 clolo 10200-100 CASH IN BAME - JOEEE -800.00
AEC1 clolo Z0E00-100 Accounts Payable - J 200.00
E31 Ql/27 72002 70,00 £ ABCL co40l 11100-200 * Account Mot Found * 10s7.00
AECL Co401 Z0l00-500 STORE #1 HOTES PAYAR -1l067.00
AEC1 co40l 10Z00-100 CASH IN EAME - JOEEE -1067.00
AEC1 co40l £0100-500 STORE #1 NOTES PAYAR 1067.00
E31 Ql/27 72002 97.00 Z ABCL co40l 11100-200 * Account Mot Found * 10s7.00
AEC1 co401 Z0l00-500 STORE #1 NOTES PAYAE -1067.00
AEC1 co401 10Z00-100 CASH IN EAME - JOEEE -1067.00
ABCL co40l Z0100-500 STORE #1 NOTES PAYAR 107,00

GL Distribution



Cash Requirements
AP, Reports, Cash Requirements

This report prints open invoices that are due on or before a specific Due Date. It helps in
planning for EFT drafts from the bank and in scheduling bills to be paid. If the vendor is not
included, the report will be a continuous list of invoices with a total at the bottom.

Enter Report Date 03/31/2019

Sort by: V=Vendor D=Due Date D

Enter Payment Due Date 04/01/2019

Print Vendor and Vendor Number ? (Y/N) Y

Enter GL checking account number (Blank=All) -

Is everything ok? (Y/N/P=Printer/Q=Quit) Y

Report Date
This date is used in the report title only.

Sort by:
V -Vendor Lists invoices in vendor order.
D - Due Date Lists invoices by due date regardless of vendor.

Payment Due Date
Enter the cutoff due date for all invoices to list on the report.

Print Vendor and Vendor Number? Y/N
N Do not print the vendor information on the report.
Y Print the vendor information on the report.

Enter GL checking account number
Enter a specific checking account number. Only invoices to be paid out of this bank will be
listed. Leave the account number blank and all invoices will print.



Date: 07/21/2019 Petro-Data Inc.
Time: 16:13:25 Cash Requirements Report03/31/2019
Due Date 04/01/2019

Invoice Invoice Due P Invoice Discount Previous Approved
Number Date Date Amount Availble Payment to Pay
Vendor BRAND Branded 0il Company
RECURRO1 10/17/98 10/17 2 100.00 0.00 0.00 100.00
Vendor BRAND Branded 0il Company
RECURROZ 11/17/98 11/17 2 100.00 0.00 0.00 100.00
Vendor BRAND Branded 0il Company
439393 05/24/03 06/03 2 1000.00 0.00 0.00 0.00
Vendor BRAND Branded 0il Company
81911 01/28/03 02/07 2 300.00 0.00 0.00 0.00
Vendor BRAND Branded 0il Company
2322 01/28/03 02/07 2 1000.00 0.00 900.00 4.00
Vendor BRAND Branded 0il Company
AR3300 02/21/03 03/02 M 100.00 0.00 0.00 0.00
Vendor BRAND Branded 0il Company
E100 02/21/03 03/02 M -2910.00 0.00 0.00 0.00
Vendor UBRAND Unbranded Oil Company
812 02/21/03 03/02 M 11882.90 0.00 0.00 11882.90
Vendor CHEV VALERO MARKETING & SUPPLY CO.
2698864 05/20/03 05/30 M 13604.98 0.00 136.05 0.00
Vendor CHEV VALERO MARKETING & SUPPLY CO.
2698864 05/20/03 05/30 M 13604.98 0.00 136.05 0.00
Vendor CHEV FLINT HILLS RESOURCES
3937856 05/21/03 05/31 M 14238.20 0.00 142.38 0.00

Vendor CHEV FLINT HILLS RESOURCES

Discount
Approved

Page No.
1

Open

Balance

100.00

100.00

1000.00

300.00

100.00

100.00

-2910.00

11882.%0

13468.93

13468.93

140985.82



Recurring AP
AP, Reports, Recurring AP

This report is a listing of the Recurring Payable records that have been set up in the file to be
generated at a later date. This list can be used to identify and delete old records that are no longer
needed or to verify amounts and GL accounts.

Enter Report Date 03/31/2019

Is everything ok? (Y/N/P=Printer/Q=Quit)

Enter Report Date
Today’s date displays. This date does not affect the report.

Date: 07/21/201% Petro-Data Inc. Page No.
Time: 1€:20:29 AP Recurring Payables Report 03/31/201% h |
Vendor Name Invoice Refer. Amount Next-Due Pd Fg
BRAND Branded 0il Company RECURR RENT 100.00 12/17/98 M 1

Control Acc 20500-100 Dis. Acc / Amt 70700-100 / 100.00
ACME Acme Grocers 0.00 r Q
SMITH Smith Candy Co. 123456 CANDY 200.00 07/01/1% M 1
Control Acc 20500-100 Dis. Acc / Amt




AP Sales Tax Report
AP, Reports, AP Sales Tax Report

This report lists Vendor invoices entered in Jobber Purchases with sales tax and the amount of
sales tax.



AP Distribution
AP, Reports, AP Distribution

A distribution is created by every update and that distribution is stored in AP for BOLs,
Purchases, AP invoices, AP checks and EFTs. This report is a great auditing tool for the above
data sent to the General Ledger for data such as single invoices, entire batches, specific GL
accounts (like Contributions or Suspense) and for many other things.

The report can be sorted and subtotaled by vendor or account and can be printed by invoice,
batch, vendor, date or GL account and from both current and history. The Selection Criteria
option is also available for this report.

F7-Stant Over Fa-Couit

Display report on screen
C=Current H=History B=Both C

D=Detail S=Summary by account D

D=Date Range B=Batch Range B

Batch range 0 99999599 Date range

V=0ne Vendor I=One Inv. No. N=None 12345
A=One Account IL=List of Accounts I

Sort by: V=Vendor A=Account Number R=Refno I=InvNo A
Subtotal by Batch? (¥/N) N Subtotal by Vendor? (¥/N) N
Input selection criteria? N Send to Excell? N

Is everything ok? (¥/N/P=Printer/Q=Quit) h’.’

Period:
Enter the files to be searched.
C - Current H - History B -Both

Option:
D - Detail Lists each invoice separately
S - Summary by account  Lists only grand totals by GL Account.

Range:
D - Date Range Enter the Range of Dates to be searched.
B - Batch Range Enter the Range of Batches to be searched.



Selection:
V=0One Vendor Include records for one vendor. Enter the Vendor number and confirm
your selection.

' Enter Your Selection

Enver Vendor ID BRAND
Branded 01l Campany

ok? (¥ |

I - One Invoice Include records for one invoice. Enter the Invoice Number and
confirm your selection.

Enter Invoice No. 12345

ok? (T/H) Y

A - One Account Include records for one GL Account. Enter the Account Number.

L - List of Accounts Include records for up to 50 accounts. Enter all accounts numbers.
Press <Page Down> when all accounts are entered and press Q to stop
entering accounts.

(0 Enter GL Accounts. <PgOn>=Finished
GL | - GL - GL - GL - GL -
GL - GL - GL - GL - GL =
L - GL - EL - GL - GL -
GL - GL - EL - GL - GL -
&L - GL - GL - GL - GL -
&L - GL 2 GL ) GL ) GL =
GL - GL = GL = GL = GL -
EL - GL - EL - GL - GL -
GL - GL - EL - GL - GL -
GL - GL - EL - GL - GL -
E-Ehange GL Accounts ﬂ'Flﬂl!hEﬂ Wich Accounts
N - None Include all records for the batch or date.
Sort by:

V - Vendor List all records in Vendor order.

A - Account Number  List all records in GL Account number order.

R - Refno List all records by Reference Number (such as ‘Fuel’, ‘Office’, or

‘Rent’).

I-InvNo List all records in Invoice Number order.



Subtotals:

Make your Subtotal selections based on what you are looking for in the report. Do you need
batch or vendor totals or just all the information sorted by account? Sometimes additional

subtotals can get in the way.

Subtotal by Batch? (Y/N)
N

Do not add a subtotal line after each batch. Sometimes an extra line for a batch total

makes the report harder to read and does not add to it’s value.

Y
some benefit.

Subtotal by Vendor? (Y/N)
N

If multiple batches are requested by account or vendor, the subtotal by batch might be of

Do not add a subtotal line after each vendor. Sometimes an extra line for a vendor total

makes the report harder to read and does not add to it’s value.

Y
some benefit.

Input selection criteria?

If multiple batches are requested by account or vendor, the subtotal by vendor might be of

N Do not narrow the report by entering a filter in selection criteria..
Y Selection criteria is needed to filter the report further such as a specific Check Number or

Reference description.

Send to Excel?

N Do not create an Excel file.
Y Create an Excel file. The file name and locations is displayed after the report is sent to
the printer or when you exit the display screen.

3 Displey Report Accounts Payable Distribution Report

Erim

Save

Exit

Enlarge

Reduce

Dace: 0B/18/2014

Tims: 17:01:11

Fractice

AF Distribution Reports O0B/1B73014

Bacch Dange: 0 to 5535555935

G.L. Ace  Account Description Date Batch Vendor
10200=100 Cash in Bank = Jobbec 1271342002 1 BRAND
20400=100 Salws Tax CTollscted = Job 1371372003 1 ERAND

Total

Fage No.

Invoice Relsrsnce AMOULT

13348 REF 1000.00
Suberazal Asssunt 1000.00
12345 BEF 10Q0.00
Subtotal Acocount L]

o.aa



Bank Reports
AP, Reports, Bank Reports

The Bank Reconciliation Report can also be printed in the Bank Reconciliation module and is
fully documented there. The complete report can be used as a worksheet for marking cleared
items. It is also the report to print after all items have been cleared. Select Open Items only for a
copy of the final bank reconciliation for the month. After the ‘Remove...” option is run, all
cleared items are removed from this report and only the balance forward and Open Records
remain.

Print a copy of the report with Open Records for your records.

FT-Start Over FE-Cuit

Display report on screen

Option: R=Range of Dates A=RLL A

Enter a range of dates: /o /7

A=All Accounts O0=0ne Account O

Checking Account (Blank=all) 10000-100 cash in Bank

Sort Option: 1=Date and Type order 2=Check Order  3=Date Only 2
Include the Following Records: A=RAll Records O=0Open Records O
Export to Excell? N

Is everything ok? (¥/N/P=Printer/Q=Quit) Y

Option
R - Range of Dates Select bank data by a range of dates
A - Al Select All data.

Enter Range of Dates

Enter the beginning and ending dates if the option selected was ‘Date Range’

Accounts
A - All Bank Accounts  Select bank data for all bank accounts
O - One Bank Account  Select bank data for only one bank account

Checking Account
If One Bank Account was selected, enter the account number here.



Sort
1 - Date & Type Sort by date and record type
2 - Check Order Sort by check number
3 - Date Order Sort by date

Include

A - Al Include all bank data (cleared and not cleared)

O - Open Include only the Open items

Export to Excel

Y Export the report to an Excel file. A message of where the report

is written will display.
N No not export the report

+ Display Report Bank Reconciliation Report

Frint Save Exit Enlarge Reduce
Date: 0570372004 PETRO DATA OIL Page No.
Time: 14:40:03 Bank Reconciliation Report 0E5/03/2Z004 1
Date Range: 0270172004 to 0Z2/2372004
Chk Acct. 10z00-100 CASH IN EANE - JOEEELR
Check Date Vendor /Enp loyes Cleared Amount Book Bal
0L/03/2004 Balance Forward for 10Z00 - EB3187.38 Egzle7.88
Z13Z O0Z/f0Z/2004 BEAND Eranded 0il Company H 1000.00 58zle7.88
2134 0Z/f05/2004 EBRAND Eranded 0il Company ) 1121.87 580296 21
2138 0Z/Z0/2004 EBRAND Eranded 0il Company H E0638. 78 E303E57.4¢
2136 0Z/E4/2004 EBEREAND Eranded 0il Company H 100.00 E30EE7 .46
Subtotal for: 10Z00-100 Bank 583187.88 Open -5E230.4Z PBook E30ZE7.46
Grand Totals Bank 583187.88 Open -5E330.4E Book 53025746

Export to Excel option was chosen.

File Created

==

0 File VCURMVAPREFORTVEANKRER XL was created on the server.

-




Vendor List
AP, Reports, Vendor List

This report of vendor setup may be printed in summary or detail. The Short Report includes
Vendor Number, Name, Telephone, Available Credit, Open Credits, YTD Purchases and
Balance. The Detail Report includes name and address from the vendor file as well as balances
and is a much longer report.

Note: If the Vendor Balance does not look correct, run the ‘Recalculate Vendor Balances’ from
the ‘AP Setup Program’ menu. This will recalculate the vendor balance based on Open Invoices
in the invoice file.

D=Detail S=Short Report D
Sort by: 1=Vendor Number 2=Vendor Name 2
Input selection criteria? N

Is everything ok? (Y/N/P=Printer/Q=Quit) |[¥

Option
D - Detail
S - Short Report

Sort
1 - Vendor Number Sort by Vendor number
2 - Vendor Name Sort by Vendor name

Input Selection Criteria
Use this option to narrow the report by selecting one of the fields in the Vendor File, such as
‘Balance’ does not equal 0.00.



Date: 07/22/2019 Petro-Data Inc. Page No.
Time: 13:33:39 Vendor File Report 07/22/2019 1
JTendor Name Contact Title
Bddressl Address2 City/St
Telephone Type Buyer Prior. Tax Code Terms Cpen Debit
Credit L.P.Date L.P.Amc YTID Pur YID Pay ¥YTD Dis Balance
ASDDS
0.000 0.00
Lo Q.00 0 0 &88eeee8 0.00
ACME Acme Grocers Juan
587€ Warehouse San Antonio TX
2 0.000 Net 30 0.00
Q os/s01/18 20.00 220 120 @288essee 100.00
3RAND Brand Fuels
1 Main Street San Antonio =
b 0.000 Net 5 @ 10% 10200.00
100000 08/0€/18 1000.00 134577 12000 @8s8sse88 1422€7.77
SELE Branded 0il Company Joe Sales Mangaer
1234 Loop Houston TX
FUEL 2 0.000 Net 10 0.00
20000 02/24/11 1000.00 €275%9 4470 @8ssgsess 58874.30
CHEM1 CHEM1
0.000 0.00
L oot Q.00 i} 0 &88B8&8888 0.00
ZGF CHEVRON
P.O. BOX 15000 AMARILLO TX 79105
2 0.000 NET 10 453492 €3
Lo oo 05/24/11 1035.58 5780€13 4913955 9gogeess BEEE57.39

Date:
Time:

07/22/201%
13:35:03

Detail Report

Petro—-Data

Inc.

Vendor File Report 07/22/201%

Telephone

Avail.
Credit

Open
Credit

Wk ek

0.00

0.00

10200.00

0.00

0.00

453492 €3

=100

-422€7

=-38874

Wk

ok ok Wk

Short Report




AP Invoices
AP, Reports, AP Invoices

This report includes paid and unpaid invoices as well as invoice from history or current files.
You have the option to display the AP and Bank Account and any prompt payment discount that
may be taken. Selection Criteria can be used to list invoices by Batch among other things.

A preliminary message will display after choosing this report.

AP Report Wamning ﬁ

I you print this report from the history file using the open balance
option, it will show you the balance of the invoice at the time the
maonth was closed, This would not accurately reflect on the current
status of the invoice. For current open status of invoices, use the AP
status report instead.

F2-Lookup F7-Start Over | F8-Ouk |

Bractice *** A/P Status Report by Dept *** 08/20/2014
Enter todays date 08/20/2014

Enter a vendor number / Blank for all

C=Current H=History B=Both <C Input selection criteria?
Display prompt payment discount and net balance? (Y¥/N) N

Choose: 1=0Open invoices 2=a11 invoices 2

Enter range of dates: Beg date 09/01/2003 End date 09/30/2003
Enter accounts payable cutoff date 08/20/2014

Enter todays date 08/20/2014 Show vendor ID and AF account? N
Sort Option: 1=Vendor/AP Acct/Date 2=Vendor /AP Acct/Invoice 1

Is everything ok? (Y/N/P=Printer/Q=Quit) Y

Enter Today’s Date
The system will default today’s date. This field is used in the report title only.

Enter a vendor number / Blank for all List invoices for one vendor or all vendors.



Files:
C - Current Include invoices from the current file only.
H - History Include invoices from the history file only.
B - Both Include invoices from both current and history files.

Display prompt payment discount and net balance? Y/N
N Exclude discounts.
Y List discounts and show Net invoice balance after deducting discount.

Choose:
1 - Open Invoices Include only invoices with balances in the range of dates. The end
of the month date will be used to determine invoice balance.
2 - All invoices Include all invoices paid or unpaid in the range. The Cutoff Date
prompt is skipped.
Enter range of dates: Enter beginning and ending invoice dates to include in the report.

Use Selection Criteria to get a report by Batch Number.

Accounts Payable cutoff date: This date is used to determine if an invoice was paid or open.
Enter the end of the month date of the date range entered in the
previous prompt.

Show Vendor ID and AP Account: List the Vendor ID and AP account of the selected invoices.

Sort Option:
1=Vendor/AP Acct/Date =~ Within each vendor’s invoices, list all with the same AP
account together sorted in date order.
2=Vendor/AP Acct/Invoice Within each vendor’s invoices, list all with the same AP
account together sorted in invoice number order.

' Display Report Accounts Payable Status Report - |3
Print Save Exit | Enlarge | Reduce |

Date: 0470572004 PETRO DATA OTL Page No.

Time: 1l6:51:03 Accounts Payable Status Report 04,/05/2004 1

Current Period Inwvoices - Cut off date 0373172004

Inwvoice Inwoice Invoice Due Dy Invoice Previous Discount Adjustwmt Open

Nunber Ref. Date Date Pr Amount Payment Taken Taken Balance
FEE FEE 037017023 03/01704 2 1E50.00 0.00 0.00 0.00 1E0.00
123245672 MARCHO4 02/12/04 03/29/04 Z 1E0.00 o.oo 0.oo o.oo 1E0.00
Subtotals:DTH DTN Corporation 200,00 0.ao 0.oo 0.oo0 Z00.00
Grand Totals Total Purchases 200.00 Total Paid o.oo

Total Discounts o.oo Total Adj. o.oo

Total Open AP F00.00




Print 1099 Forms
AP, Reports, Print 1099 Forms

The 1099 forms can also be printed in the 1099 Module and is fully documented there. The
same program runs both options.

For Misc or Interest ? (M=Misc&Rent&Other/I) M
All Misc 1099s

L=Last Year Balances C=Current Year Balances L

Enter a vendor 1 to print (Blank=All)
Enter a vendor 2 to print (Blank=All)

Oomit Zero Balances? (Y/N) Y Minimum amount to print 600.00

Laser Printer? (Y/N) Y

1099 Type
M - Misc Print Miscellaneous 1099 data
R - Rent Print Rent 1099 data (mostly covered by 1099-Misc)
I - Interest Print Interest 1099 data

Year
L - Last Year
C - Current Year

Vendors
You can print 1099s for one or two vendors. Leave both these fields blank to print all
vendors.
Vendor 1
Enter the first vendor number to print 1099 data for this vendor.
Vendor 2
Enter the second vendor number to print 1099 data for this vendor.

Omit Zero Balance
Y - Do not print 1099s with a zero balance
N - Print 1099s for all vendors including those with a zero balance

Minimum Amount to Print
Enter the Federal Minimum for 1099s



Form Alignment Message:

[ 1099 Notes ]

Abways do an alignment test on plain paper before you start.

I you enter O for bath tep mangin and left margin, the computer will
use

the default 1099 from Petro-Data, I you enter non zerg margans, then
the

the computer will create a new program with new margins and use that
one bo print.

In general, a Form 1099-MISC should be filed for each person to whom an employer has paid

one or more of the following. Please consult with your accountant to verify your 1099 filing

requirements.

* Atleast $600 in services, rents, prizes or awards.

» At least $10 in royalties or broker payments in lieu of dividends of tax-exempt interest.

» Gross proceeds to an attorney.

» The result of direct sales of at least $5,000 of consumer products for resale anywhere other
than a permanent retail establishment.



Vendor Inquiry
AP, Reports, Vendor Inquiry

The Vendor Inquiry displays invoice and payment information for a vendor from both current
and history. You may choose to display open or paid invoices. Vendor notes stored in the
maintenance file can also be printed. New notes can be added from this screen.

Vendor
Enter a vendor or click on the magnifying glass to select from the lookup.

The current invoices as well as those paid in the current period display on the first screen.

BRAND Brand Fuels 142267.77
Vendor Notes Exit
20190429 |1
Inv No. Inv Date Due Date |inv Total Date Paid |AmtPaid * |Disc/Adj Balance |Det ([Bol*| =
CR 04/23/2019 | 04/28/2019 -200.00 0.00 0.00( -200.00
10000.00

19052001 |05/20/2019 | 05/21/2019 195.00 0.00 0.00| 195.00|APPO
52932A 02/01/2019 | 02/06/2019 250.00 0.00 0.00| 250.00|APPO|
190709 07/09/2019 |07/09/2019 | 10000.00|07/09/2019 0.00 0.00(10000.00 | APPO|
190709C |07/09/2019 (07/09/2019 | -10000.00|07/09/2019 0.00 0.00 110000.00 | APPO
190429 07/14/2019 |07/19/2019 | 23029.50 0.00 0.00(23029.50|PUR |Y

If you click the data in columns ‘Amt Paid’ or ‘BOL’, detail information will display.



Amt Paid Detail

BRAND Brand Fuels
3365650 04/29/2019 Lo bt
23029.50 10000.00 13029.50
Module _|Invoice CheckNo. [Type  |BatchMo.  |CheckDate |AmtPaid =
of [EFT [3365650 714|w 20190714 [0714/2019 10000.00

BOL Detail
Shenf| 23
BRAND Brand Fuels
190429 07/14/2013 23029.50 TR
Bol Terminal|ltemno Blendcode |Inv-Loc Cust-Tank _[ShipTo Bnet Baross =
o [19042001 [sAa  [unL 1 UNL 10000.00]  10000.00
Buttons
<Vendor>  Choose a different vendor record.
<Ledger>  Display the vendor ledger.
<Exit> Exit the Vendor Inquiry screen.
<Notes> Display vendor notes or ADD notes to the file. Notes can also be printed from

the notes screen.



Vendor Ledger

m\lendor Ledger |?‘|ﬁ 52
Send Reportto Foxit Reader PDF Printer | & |
Vendor [BRAND| | |Brand Fuels e Tadner 3
¥ Current I~ Check Detail ND'L‘EV
I~ History Date Range: g | Print
Exit Ledger

Current Display current transactions for the vendor.
History Display history transactions based on a date range. Enter the date range.

Check Detail Check this box to include check details

Buttons
Show Ledger Display the data on screen in a grid
Display Display the data in report format on screen
Print Print the data

- i#] Vendor Ledger | = =)
Send Report to \ Screen / Display ‘@

Vendor [BRAND | 'Brand Fuels Show Ledger
v Current I~ Check Detail

I~ History Date Range: |07/2212019 | [07/22/2019 Print

Exit Ledger

Module~ |Type Ref Number~| Date~ Amount Inv Paid Amt Paid I:
APREC |INV RECURRO1 |10/17/1998 100.00
APREC 1INV RECURRO02 (11/17/1998 100.00 bimn
APPOST |[INV 0613 06/13/2002 1000.00
APPOST |INV 1200 06/26/2002 100.00
APPOST |INV 8723 07/01/2002 200.00

Data can be sorted by clicking the fields that have ~ after the field name.

Module ~ Module used to input the data. For example ‘APREC’ for recurring
payables, ‘APMLCHK’ for manual check program, etc.
Type INV - Invoice or CHK - check. No sort capability.

Ref Number ~  Transaction reference number: Invoice number, Check Number, EFT
number, depending on the Type of transaction.

Date ~ Date of the transaction. Data can be sorted in date order.
Amount The amount of the transaction.
Inv Paid If transaction is a check or EFT, the invoice number of the paid invoice or

one of the paid invoices is displayed in this column. If multiple invoices
were paid, the Check Detail option will display all of the paid invoices
under the check.

Amt Paid The amount paid towards the invoice number in the ‘Inv Paid’ column is
displayed in this column.



Vendor Notes

Edit Add notes to existing vendor notes.
Print Print notes
Exit Exit Notes screen.



Prior Trial Balance
AP, Reports, Prior Trial Balance

This report lists the Vendor Open balances at the end of the requested period. Balances are
captured and stored when the ‘Close Period’ option is run. These are the balances retrieved for
this report. Balances are stored by Vendor, year and month.

F7-StartOver  Fa-Cut |

Practice *** pPrior Period Vendor Trail Balance *1
Display report on screen
Enter report date O08/22/2014

Enter Year 2013
Enter Month 12

Sort: 1=Vendor Number 2=Vendor Name 1

Is everything ok? (Y/N/P=Printer/gQ=guit) [v

Enter Year Enter the year for the balances you need on the report..
Enter Month Enter the month of the balances you need. This is calendar month NOT fiscal

year.
Sort Sort by 1 - Vendor Number or 2 - Vendor Name
i# Display Report AP Trial Balsnce Fedlba] =
pimt | Save Exit gniage | Reduce |
=]
Dace: 0B/ /2472014 Fractice Fage Ko.
Time: 20:11:31 Pricz Ferior AF Trial Balance i
Manch 13 Yeas I0L3
Vendor Yendor Hame HID Purch MID Faid MNID Ddsc MID adj Balance
AF Totals Farchases Faymants Ddscouncs Ochar Adj Ealanos
0.0 8.08 .00 a.60 8.9

The report prints with one line per Vendor



Positive Pay
AP, Reports, Positive Pay

The menu option creates a file of all written checks in AP or Payroll that can be sent to your
bank. This requires special setup and co-ordination with your bank.




Bank Reconciliation

AP, Bank Reconciliation

This module is used to reconcile your bank statement with transactions that have been entered
through the Accounts Payable, Payroll, Accounts Receivable and Retail modules.

This module does not link to the General Ledger. Any balancing entries made to the Bank
Reconciliation Program will have to be entered as journal entries in the General Ledger.

11 Bank Reconciliation
* Reconcile Bank Account
* Enter Deposits/Misc Charges
* Remove Cleared ltems
* Verify Balance Forward
* Bank Summary Report
* Bank Detail Report
* Positive Pay



Reconcile Bank Account

| 9 Bank Reconcilation

[E=R E=R =

Get New Transactions
Automatically Clear all New Transactions? (Y/N)

BankAccount  [10020- |G| [BANK OPERATING ACCT
Sort Option: * Check Date " Check Number
Select Action: * Get New Transactions * GetAll Transactions ~ Reconcile Bank

AP Checks: ¥ Current [ History  cut Off Date [
PR Checks: " Current | History  Cut Off Date
AR Deposits: “ Current [ History  BatchRange | 20190101| | 20190131]
""" ":"d'r‘tm" Start ‘ Cancel |
Bank Account

Enter the GL Cash Account number of the bank to be reconciled. The GL account
description will display.

Sort Option
Choose an option to sort the deposit and check data that you’ll see in the next screen:
Check Date
Check Number

Select Action
Choose an action for adding data to the bank reconciliation system.

Get New Transactions
This should be the default choice every time you perform a bank reconciliation.
When you choose this option, the system gets transactions (checks and deposits) that do
not already exist in the bank reconciliation system. Data is retrieved by Period Criteria
(Current or Current & History), Cut-Off Date and Batch Numbers. After the data is
retrieved, the Bank Reconciliation Grid will display. Run this option only once.

Get All Transactions
Choose this option to get all transactions. The system will get all data again and display
it in the grid, even if it had already been reconciled in the Bank Reconciliation before. If
you run this option, you will need to Clear all checks and deposits again. This option is
normally selected only if there is a problem with the current reconciliation and you need
to start over from the beginning of both current month and all history months. Please
contact Petro-Data support before running this option.



Reconcile Bank
Use this option if you have already retrieved the current month deposits and checks and
you saved the data and exited the Bank Reconciliation menu. You should not run the
option to Get New Transactions again if all you need to do is continue marking items
cleared.

Get New Transactions

Automatically Clear All New Transactions (Y/N)
N The system will bring in transactions and you will mark them cleared or not. This is
the recommended default.
Y The system will automatically mark all transactions as cleared. You can remove the
check-mark from these transactions that have not been cleared.

AP Checks
Select either Current for the current month or Current & History for data from previously
closed months. If you are reconciling your bank account every month, Current is the
preferred option to select.
Enter a Check Cut-off Date. The normal option for checks would be the last day of the
month you are reconciling.

PR Checks
Select either Current for the current month or Current & History for data from previously
closed months. If you are reconciling your bank account every month, Current is the
preferred option to select.
Enter a Check Cut-off Date. The normal option for checks would be the last day of the
month you are reconciling.

AR Deposits
Select either Current for the current month or Current & History for data from previously
closed months. If you are reconciling your bank account every month, Current is the
preferred option to select.
Enter a Batch Range like 20171200 to 20171299 to get all batches for December, 2017.
If you don’t use a batch number scheme of YYYYMMDD, enter 0 to 99999999. This
ensure that the system will bring in all batch numbers regardless of your batch numbering

scheme.
Buttons
Edit Change the criteria you have entered above.
Start The system will importing the data for bank reconciliation.

Cancel  Cancel this request and return to the Main AP Menu.

Click the Start button.



A Bank Reconciliation Grid will display the data according to the dates and batch numbers you
entered. All deposits and checks that have not been Cleared in previous months should be
displayed. On this screen, you will check-mark the items that have cleared the bank.

Hint: A Bank Detail Report is available in the Bank Reconciliation Menu. After
importing the current month, you can print this report and use it as a worksheet to
compare the data from the report to your bank statement. Using this worksheet,
you can more easily mark the items Cleared in the Bank Reconciliation Grid in
Petro-Data.

For this document, various fields below are highlighted to help call your attention to different
functions of the Bank Reconciliation Grid. The fields will not display in color in Petro-Data.

{38 Bank Reconciliation E@
110200-100 | |Cash in Bank - Jobber |
Bank Balance OpenAmt Book Balance Chks Cleared Deps Cleared Bank Statmnt Diff
| 2447166 || 1997742 || 4444308 || 288500 || 19.091.66 | 0.00]| 0.00]
View Options: | Checks | Deposits | Cleared | NotCleared ~ All
Check No.~ [Check Date~ |Source~ |Company~ [Description Amount~ Cir_|Type ﬂ View
960321|01/04/2015 cis Deposit From C Store No. 1 88172 |[R _R-E
190303 (01/04/2015 cis Deposit From C Store No. 1 125175 (R —
190307 [01/04/2015 Cis Deposit From C Store No. 1 130406 |R _Cancel |
190311|01/04/2015 cIs Deposit From C Store No. 1 133426 |[R Exit/Save
190315 |01/04/2015 cis Deposit From C Store No. 1 106020 [R
190319 |01/04/2015 OIS Deposit From C Store No. 1 131955f% (R
190323|01/04/2015 cis Deposit From C Store No. 1 183962 |R
50414 |01/04/2015 AR Deposit from AR - Batch 19981018 100.00f% |[R
50628 [01/04/2015 AR Deposit from AR - Batch 19990317 100.00f% |R
51019(01/04/2015 AR Deposit from ARR - Baich 20030523 200.00f% |R
70822 (01/04/2015 AR Deposit from ARR - Baich 20070822 500.00f" (R
of 11 APPCHK|UBRAND | Unbranded Oil Company -1331.00 |[C
111|09/11/2014 |[MANCHKBRAND  |Branded Oil Company -1000.00f% |[C
1221|09/11/2014 |APPOST|BRAND Branded Oil Company -100.00fv |C
401|01/01/2015 BRAND  |Branded Oil Company -100.00f" |C
¥ 12111|01/01/2015 BRAND  |Branded Oil Company -20000)v |C |[—
722|01/03/2015 BRAND  |Branded Oil Company ooof” |c Jll
P e e ==

Bank Account Number
The GL account number and description of the bank you are reconciling.

Bank Balance
The beginning balance is brought forward from the previous reconciliation. This balance will
change as you mark items Cleared.

Open Amount
The total of all uncleared transactions. This amount will change as you mark items Cleared.



Book Balance
Bank Balance + Open Amount = Book Balance. The Book Balance only changes when new
transactions are brought into the Bank reconciliation.
**This is what the GL Bank Balance will show. It is considered the Reconciled Bank Balance
and should match the amount in the General Ledger.

Checks Cleared
Checks are Type ‘C’. As checks are cleared, this number increases. It is a reference number
only. As checks are marked cleared, the Open Amount increases which decreases the bank
balance.

Deposits Cleared
Deposits are Type ‘R’. As deposits are cleared, this number increases. It is a reference
number only. As deposits are marked cleared, the Open Amount decreases which increases
the bank balance.

Bank Statement
Enter your Bank Statement balance as you begin your reconciliation. The difference between
the current ‘Bank Balance’ and the ‘Bank Statement’ balance is posted to the ‘Diff” column.

Difference
The difference between the Bank Balance and the Bank Statement is this amount. As items
are cleared and the ‘Bank Balance’ changes, the ‘Difference’ changes. When it reaches 0.00
the Bank Statement balances to Petro-Data and the reconciliation is complete. All uncleared
items will carry forward to the next month as open amounts.



View Options
In the Bank Reconciliation Grid, you can choose to view the data in the grid in various ways.

Checks

To view only the CHECKS, check this box and then click <View>. Only Type ‘C’
transactions will display in the view screen. The slide bar is active if it takes more than one
screen to list all of the checks.

Deposits
To view only the DEPOSITS, check this box and then click <View>. Only Type ‘D’
transactions will display in the view screen.

Cleared
To view only the CLEARED items, check this box and then click <View>. Only cleared
transactions will display in the view screen.

Not Cleared
To view only the items that are NOT CLEARED, check this box and the click <View>. Only
items that have not been cleared will display in the view screen.

All
To view ALL of the transactions, click this box and then click <View>. All transactions will
be available in the view screen.



Bank Reconciliation Grid

If the column heading has a ‘~’ as part of the column heading, the column can be Sorted in
Ascending order by clicking on the header. Columns available for sorting include Check
Number, Check Date, Source, Company and Amount.

Check No. ~
This is the check number for checks and EFTs. This is receipt numbers for receipts.

Check Date ~
This is check date for checks and EFTs. This is deposit date for receipts.

Source ~
This is the Origin or Source module of the transaction. For example, ‘EFT’ or ‘MANCHK” if
the entry was made in the EFT program or ‘DR’ for Customer Drafts.

Company~
This is the vendor payee for checks and EFTS. This is the Module Source for Accounts
Receivable or C-Store.

Description~
This is vendor name, or other description of the transaction. Examples include ‘Deposit from
A/R - Batch 20140423', ‘Balance Forward for 10200’ or ‘Deposit from C Store No. 1'.

Amount~
The amount of the transaction displays. This column can be sorted by amount to make
finding a specific amount easier.

CIr
When you click the check box, it means that the transaction has Cleared the bank. ‘Chks
Cleared’ or ‘Deps Cleared’ amounts (highligted in red above) will be updated as transactions
are marked Cleared.



Type
C = Check
R = Receipt/Deposit
B = Balance Forward Transaction
V =Void
D = Delete this Transaction

Transactions imported from AP, AR, C-Store have codes C or R depending if they are
deposits or checks.

You can also over-ride the Type to mark a transaction Deleted or Voided. If mark an item
deleted or voided, the Bank Balance and the Book Balance in the grid will be updated.

To Void a transaction, click in the Type field and enter V.

To Delete a transaction, click in the Type field and enter ‘D’.

Buttons

View
To change the data on the screen based on the selected ‘View Options’.

Recalc
Recalculate the totals at the top of the screen. The system should recalculate the balances
at the top with each edit you enter to clear, void or delete a transaction. If the totals do
not look correct, select this option to recalculate them.

Cancel
Use Cancel to Undo all of the changes made to this report in this session. This does not
remove imported transactions or transactions you added as miscellaneous items. It does
‘Undo’ any items you marked Cleared, Void or Deleted that you did in this session.

Exit/Save
Save all changes and Exit the bank reconciliation program. A confirmation message will
display to confirm the exit.



Enter Deposits/misc Charges

Manual deposits and charges are bank reconciliation entries that were not processed through
the Accounts Payable or Accounts Receivable modules. Examples of these items include
bank service charges, other drafts, and NSF check charges.

lﬂ Enter Bank Transactions == \@

Transaction ID 1 J
Check No. ]
Description |Bnnk Service Fees
Amount E

Transaction Type |C—|

Bank Account [73200-100 | |

|Bank Fees

Edit | New | pelete | Exi

Transaction ID
A Add Transaction and the system will add the next available number.
Record not found. Do you want to add it? <Yes> <No>
Press F2 or click the Magnifying Glass Lookup and display an existing manual
transaction.

Q Quit Exit the Manual bank transaction entry program.

Check No.

Enter a Check number or reference number, if applicable. You can leave this field blank if
appropriate.

Description
Enter a description of the transaction which will print in the ‘Description’ field in bank
reconciliation. Examples could include NSF Fee, Life Insurance Payment, etc.

Date
Enter the check date, deposit date, or transaction date from the bank statement.

Amount
Enter the amount of the transaction. Enter both withdrawals and deposits as positive amounts.
The system will know how to treat the entry based on Transaction Type.

Transaction Type
D Deposit, Add to Bank
C Check, Subtract from Bank



Bank Account
Enter the GL Bank Account for this transaction. The bank name from your Chart of Accounts
will display.

BUTTONS
Edit
You can change anything except the Transaction ID.
New
Enter another transaction and save this one.
Delete
Delete this entry.
Do you want to delete this record <Yes> <No>
Exit
Exit the manual bank transaction entry program.

Transactions automatically update to the Bank Reconciliation for the designated bank. They also
are already marked cleared. The Bank Balance and Book Balance are updated.



Remove Cleared Items

This option removes all of the cleared items, re-calculates the bank balances and prepares the
files for the next month’s bank reconciliation.

Enter Checking Account to Clear/Blank=All/Q=Quit 10200-100
Account Description Cash in Bank - Jobber
Enter date for new Balance Forward Record T |

Ready to Clear (Y/N/Q) ¥

Enter the Checking Account GL Account
Enter a single GL bank account or leave this blank to clear all banks at once. Make sure that
all banks are ready to be cleared before leaving the bank account blank.

Enter Date for New Balance Forward
Enter the date for the first day of the next month. If you reconcile by calendar month, this
date will the 1* of next month.

Ready to Clear
Y - Yes, clear the items
N - No, change GL Account or Date

Q - Quit



Verify Balance Forward

If the Balance Forward is incorrect, enter the corrected one. The new balance will Replace the
old one in the reconciliation module.

Enter Checking Account to Clear / @Q=Quit 10200-100
Account Description Cash in Bank - Jobber

Enter or Verify Balance Forward 8,265.00
Enter the date for the beginning balance 11/16/2018

Ready to create new balance forward (Y/N/Q) Y



Bank Summary Report

This report displays one line per bank account on the screen. Balance numbers include Balance
Forward, Cleared Items, Open Items, and Bank Balance.




Bank Detail Report

This report displays all the records that have been imported into the Bank Reconciliation grid.
You can select all data in the file or you can select by date to help you reconcile the current

month.

Display report on screen
Option: R=Range of Dates A=ALL R
Enter a range of dates: 01/01/2015 01/31/2015
A=All Accounts O=One Account O
Checking Account (Blank=All) 10200-100 cash in Bank - Jobber
Sort Option: 1=Date and Type order 2=Check Order 3=Date Only 2
Include the Following Records: A=All Records O=0Open Records A
Export to Excell? Y
Is everything ok? (Y/N/P=Printer/Q—Quit) [¥

Option

A Select All records in the bank reconciliation table
R Select records by a range of dates

Range of Dates
If you selected option ‘R’, enter the beginning and end date range.

Accounts
A Select all bank accounts
O Select data from only one bank account

Checking Account
If you selected option ‘O’, enter the bank account number.

Sort Option
Choose an option to sort the data on the report.
1 By Date and Type
2 By Check
3 By Date only

Include Records
A Print All records
O Print only Uncleared records

Export to Excel
Enter “Y’ to export the report to an Excel file.



RECONCILING THE BANK - SHORT CHECKLIST

1.

Get New Transactions

a. The first process for the new month would be to bring in all transactions for the new
month for the modules you have.

Record the Ending Bank Balance

a. Enter your bank statement balance in the box at the top of the screen. Then begin marking
the cleared transactions. View all transactions, or view checks and deposits separately if it
makes it easier to find them.

Enter Deposits/Misc Charges

a. In most cases, miscellaneous deposits were entered in AR as Misc Cash and Misc
Charges were entered in AP as EFT’s or manual checks. These transactions will have
been imported into the Bank Reconciliation program when you ran ‘Get New
Transactions’.

b. Journal entries will be required to record other miscellaneous charges that appear on your
bank statement. One example of a miscellaneous charge would be Bank Fees.

Bank Reports

a. Print the bank report. This report can be printed before you begin marking the cleared
items to use as a worksheet. It’s recommended that you also print a file copy after the
Bank Reconciliation is complete and your bank is balanced. This report is automatically
saved in excel format. Be sure to rename to include Month & Year it if you want to store
a copy for your records. Bank Reports cannot be recreated after removing the cleared
items.

Remove Cleared Items

a. This option leaves only the uncleared items in the file. This is the last step after you have
completed the reconciliation process and the Difference is Zero.

b. The bank balance is recalculated and verified. Reprint the Bank Report after removing the
cleared items. Verify the Bank balance, the Open Balance and the Book Balance. These
are the numbers that will go forward to the next month.



1099 Module

AP, 1099 Module

Petro-Data supports the creation and printing of 1099 data. The program and forms are updated
yearly whenever the requirements are changed by the federal government.

12 1099 Module
= Verification Report
* Change 1099 Amounts
* Print 1099 Forms
* Create1099M EDI File
* Print 1096 Form
* Clear 1099 Totals
* Calculate 1099 Amounts
* Fix 1099 Forms

In general, a Form 1099-MISC should be filed for each person to whom an employer has paid

one or more of the following. Please consult with your accountant to verify your 1099 filing

requirements.

* Atleast $600 in services, rents, prizes or awards.

» Atleast $10 in royalties or broker payments in lieu of dividends of tax-exempt interest.

* Gross proceeds to an attorney.

» The result of direct sales of at least $5,000 of consumer products for resale anywhere other
than a permanent retail establishment.



Verification Report
AP, 1099 Module, Verification Report

Print the verification report so you have a permanent copy of the vendor totals. You may print it
before or after you have closed Accounts Payable for the year. This gives you a chance to check
each vendor to make sure the data is correct. The report lists both the Current and Last year
amounts. If you have not closed AP for the year, Current will have the totals for this year’s
1099's. If you have closed AP, Current will be zero (the initialized new year) and the Last year
amount will be the 1099 figure for the forms you are going to print.

Enter the Report Date 01/15/2019
Print Detail Address (Y/N) N
Option: 1=1099 Vendors Only 2=Al11 Vendors 1

Is everything ok? (Y/N/P=Printer/Q=Quit) |[Y

Report Date
The date you enter here will print in the report title.

Print Detail Address
Y Print vendor’s address
N Do not print the vendor’s address

Option
1 - 1099 Vendors Only
2 - All Vendors

Date: 07/22/201% Petro-Data Inc. Page No.
Time: 15:40:08 1099 Verification Report 01/15/2019 1
Vendor Name of Vendor Fed Id No Type Cur Amt Last Amt
BRAND Brand Fuels 749599959 N 10000.00 0.00
Total 10000.00 0.00
Total to Report Vendor Count 0 0.00

1099 Vendors, No Address



Date: 07/22/201% Petro-Data Inc. Page No.
Time: 15:41:5€ 1099 Verification Report 01/15/2015% 1

Name of Vendor Fed Id No Type

Acme Grocers
587€ Warehouse San Antonio TX

Brand Fuels 745559959 N 10000.00
1l Main Street San Antonio TX

CINGULAR WIRELESS 0.00
PO BOX €50553 DALLAS TX 752€5-0553
CHEVRON 1%4728.19
P.O. BOX 15000 AMARTILLO TX 79108

CHEM1 0.00

All Vendors with Address




Change 1099 Amount
AP, 1099 Module, Change 1099 Amount

If you find a Vendor with an incorrect amount, select this option to change it before you print the
final forms. If a vendor was not marked as a 1099 vendor, you may add the amount to be reported
to the government at this time.

Vendor (Q=Quit) BRAND
Cur 1099 Amt 10000.00
Last 1099 Amt 10100.00

Ready to Post? (Y/N/Q) N

Vendor
Enter the vendor number

Cur 1099 Amt
The current year balance will display. Change this amount if appropriate.

Last 1099 Amt
The last year balance will display. Change this amount if appropriate.

Post?
Y - Post the change
N - Do not post the change

Q - Quit

Note: If you have not closed Accounts Payable, enter the total in the Current 1099 Amt field. If
you have closed, enter the total in the Last 1099 Amt. When you close the year, the
Current Amount will replace the Last Year Amount.



Print 1099 Forms
AP, 1099 Module, Print 1099 Forms

Use this section at the end of the year to verify or correct and print the 1099's.

Note: Prepare to print 1099s begins at the beginning of the calendar year. The 1099 amounts
will only be correct if all of the steps are taken. If you do not have a checklist for closing
AP at the end of the year, call Customer Support. 1099s are based on checks printed NOT
invoices posted.

For Misc or Interest ? (M=Misc&Rent&Other/I) M
All Misc 1099s

L=Last Year Balances C=Current Year Balances L

Enter a vendor 1 to print (Blank=All)
Enter a vendor 2 to print (Blank=All)

Oomit Zero Balances? (Y/N) Y Minimum amount to print 600.00

Laser Printer? (Y/N) Y

1099 Type
M - Misc Print Miscellaneous 1099 data
R - Rent Print Rent 1099 data (mostly covered by 1099-Misc)
I - Interest Print Interest 1099 data

Year
L - Last Year
C - Current Year

Vendors
You can print 1099s for one or two vendors. Leave both these fields blank to print all
vendors.
Vendor 1
Enter the first vendor number to print 1099 data for this vendor.
Vendor 2
Enter the second vendor number to print 1099 data for this vendor.

Omit Zero Balance
Y - Do not print 1099s with a zero balance
N - Print 1099s for all vendors including those with a zero balance

Minimum Amount to Print
Enter the Federal Minimum for 1099s



Laser Printer
Y if your printer is a laser printer
N the printer is not a laser printer

Form Alignment Message:

1099 Notes ]

0 Abways do an alignment test on plain paper before you start.
I you enter O for both top mangin and left margin, the computer will
use
the defauilt 1093 from Petro-Data. i you enter non zero margans, then
the
the computer will create a new program with new margins and use that
one bo print.

After the 1099s print, you’ll be prompted to print a second copy. You can print a second copy
for your files, if you wish.



Create 1099M EDI File
AP, 1099 Module, Create 1099M EDI File

Create the electronic file for all 1099 data. Paper 1099s will not be filed. You must transmit this
file manually to the IRS.

Warning

This programs uses files that are created when you
print/display your 1099K/M

Be sure you run the print/display program before creating the
EDI file,

]

A warning message will display reminding you that you must have already printed the 1099
forms before creating the EDI file.

= ® ][

orza0ts | . .
| | |
]
Petro-Data Inc.
Petro-Data Inc.
DBA Petro Data

DBA Petro Data I
2105454774

petrodat@satx.rr.com

Report Date
Today’s date will default in this field. This date is only used for informational purposes.

1099 Option
Select the correct 1099 file type you are creating:

1099K 1099 Payment Card for credit card settlements
1099M 1099 Miscellaneous



Corrected
Check this box if you are creating a corrected file.

Prior Year
Check this box if you are creating a test prior year file.

Test File
Check this box if you are creating a test file.

Foreign
Check this box if you are creating a file with 1099s issued to a foreign person or company.

Year
Enter the 4 digit year for the 1099 file.

Your FEIN
The Federal ID number will default from the AR Setup installation files. If this is not correct,
enter the correct FEIN here. You should update the installation data also.

Transmitter Information

This name and address is taken from the AR Setup installation files. If this is not correct,
update the AR Setup installation data before creating the file.

Click the Create button.



Print 1096 Form
AP, 1099 Module, Print 1096 Form

If you file paper 1099 forms, you will need to create and file the 1096 form - Annual Summary
and Transmittal of U.S. Information Returns. Load the pre-printed 1096 form on your printer.

i &8 1096 Form =N =R
Printer [Foxit Reader PDF Printer | &
Report Date |07/23/2019 i [~ Alignment Test? I Final Return?

~1099K ~ 1099Misc ~ 1099Rent " 1099Int
Contact Person Joe Black J
Email Address joeblack@petro-data.com |
Phone Area 210 | Phone 5551212
Fax Area Fax No. .
Employer ID No. | 7512345678

Social Sec. No. — Withholding 0.00
No. of Forms 26| Grand Total 26265.65

Print | Display | Exit |

Report Date
Today’s date will default. This date is for informational purposes only.

Alignment Test
Check this box to print alignment forms.

Final Return
Check this box if you are filing a final return.

1099 Type
Select 1099 type:
1099K Payment Card for credit card settlements
1099Misc 1099 Miscellaneous
1099Rent 1099 Rent
10991Int 1099 Interest

Contact Person
Enter the name of the primary contact person

Email Address
Enter the email of the primary contact person



Phone Area
Enter the phone area code of the primary contact person

Phone
Enter the phone number of the primary contact person

Fax Area
Enter the fax area code of the primary contact person

Fax No
Enter the fax number of the primary contact person

Employer ID No
Enter the company’s Federal ID Number

Social Sec No
Enter the Social Security Number if you are filing as an individual.

Withholding
Enter the total withholding tax amount.

No of Forms
Enter the number of forms to be filed.

Grand Total
Enter the grand total for all forms.



Clear 1099 Totals
AP, 1099 Module, Clear 1099 Totals

This option copies the current 1099 totals to the last year 1099 field and then zeros out the
current 1099 totals. Run this option after your printed all your 1099 forms.

This option allows you to sawve your current 1099 total to last years

1099 total and then clear the current 1099 total.

Print the 1099 Verification Report to make sure Last Years Total is Right

Save the totals in last year 1099 total? (Y/N) h

Select ‘Y’ and press Enter to clear the totals.
Enter ‘N’ to cancel the option.

If you select “Y’, a second confirmation message will display:

I&re You Sure You Want to Clear 1099 Totals? (Y/N) IN

Enter °Y’ and press Enter.

After you clear the 1099 totals, re-run the Verification Report to ensure that Current Year totals
are zero and Last Year totals were updated correctly.



Calculate 1099 Amounts
AP, 1099 Module, Calculate 1099 Amounts

The system will re-calculate the 1099 balance by adding up the checks for a range of dates. The
resulting total will be written to the Last Year total. For the program to produce correct numbers,
the vendor must be designated as a 1099 vendor in their setup.

Petro-Data Inc. ***** Fix 1099 Balances *****

This program will recalculate the year to date 1099 balance
by adding up the Checks for the range of dates desired.

The resulting total will be put in the last year total.
This program only works if you have the vendors

coded correctly with their 1099 code.

If you calculate for one vendor, the system will calculate
a 1099 balance regardless of the previous 1099 code.

Enter range of dates for Last Year 01/01/2019 06/30/2019
Enter vendor to calculate (Blank=All) |

Fix 1099 codes in the check register? (Y/N) N

Browse and Fix 1099 codes? (Y/N)

Are you ready to recalculate the vendor balances? (Y/N/Q)

Enter Date Range
Enter the begin and end dates for the 1099 data.

Enter a Vendor
Enter one vendor or leave this blank to calculate all vendors.

Fix 1099 Codes
Y Update the vendor setup file with 1099 codes from the check file.
N Do not update the vendor setup file with 1099 codes from the check file.

Browse and Fix 1099 Codes

Y View and Update the 1099 codes in the check file.
N Do not view or update the 1099 codes in the check file.

When the program completes, this message will display.

Balances calculated. Begin updating wvendors.

Finished calculating. Print 1099 report to verify balances. Press C

Press ‘C’ and Enter.



Fix 1099 Forms
AP, 1099 Module, Fix 1099 Forms

Use this program to update the printer spacing for the 1099 form. For each form you select, the
printer spacing specification will display. Use your mouse to move the fields so the data prints

correctly on the form.

Petro-Data Inc. ****%* Modify 1099 Form *%%%%

1=Modify Form 2=Copy Back Original [1
1=1099M 2=10991 3-1099R 4=1096

Ready to Continue? (Y/N/Q)

Action
1 Modify the 1099 Form
2 Restore the Backup copy of the 1099 form

1099 Form
Choose one of the following:
1 - 1099Miscellaneous
2 - 1099Interest
3 - 1099Rent
4 - 1096 Summary Form

Sample: Change 1099M 5, fererpeiopsrepiessmin

(| [N 2| Ny S|P 1 P s 4

LS Sy | T | PR Ty O T

& Page Header

)
2]




Move the fields to match the spacing on the form. Press CTL-W to Save & Exit.

When the change is complete, message displays:
‘Modification was completed. You can print an alignment test or print on plain paper and
trace it on the form.'



Close Period

AP, Close Period

After all checks and invoices have been entered for the month and the reports and processes on
the End of Month Checklist have been completed, close the current period or year.

This is the only Petro-Data module that closes by date. So if you have already printed checks for
the new month, they will remain in the current file after you close the period. The option to clear
the 1099 totals is included in the Month-End process. Do not answer ‘Y’ if you have already
cleared the 1099 totals in the 1099 Module menu.

A Period End Date must be entered when closing. All transactions dated prior to the period-end
date will be sent to history. Transactions dated after the period-end date will remain in the
current file. This feature allows you to print AP checks for the new month before the previous
month is closed.

F7 is available to begin at the top of the option screen if an error is made.
F8 is available to quit the Period-End closing at any time and return to the menu.

EVERYONE MUST BE OUT OF ACCOUNTS PAYABLE TO RUN THIS OPTION.

If there are no out-of-balance batches, the following screen displays. If the previous period was
closed properly and the fiscal periods have been defined, the Closing Period Date displays
automatically.

v Accounts Payable Close Period /Month

Fr-StatOver  Fe-ouit |

PETRO DATA OIL **% AP Close Period **% 04/26/2004
verify the Closing Period Date (Cutoff Date) 01/31/2003
Closing Month is 01 Closing Year is 2003
Current Fiscal Period is 03
Do you want to reset all YTD amounts in the Vendor File ? (Y/N) N
Do you want to mowve 1099 totals and clear current 1099 N
Have you printed a current AP Status Report? (Y/N) Y

Is Everything OK? (Y/N/Q) b

Note: If you have to display and select the closing period date every month, call Customer
Support for assistance in setting up period definitions properly.



Verify the Closing Period Date
This is a very important date. Transactions later than this date will remain in the current file,
all others will be moved to history. If the date is incorrect, enter the correct date.

Period data not found for this date. Periods are defined in AR setup screen.
option: I=Lookup @Q=Quit C=Continue and enter period data manually |

Call customer support for assistance if you receive this error. Your period definition table is
not correct.

Closing Month
This is the calendar month (ex. 01/31/2003 is calendar month 01 as shown in the above
screenshot).

Closing Year
This year is from the ‘Define Fiscal Periods’ file. It is always the current calendar year.

Current Fiscal Period
This is the fiscal period. In the above screenshot, January is the fiscal period 03 indicating
that the fiscal year began in November.

Note: In older versions, the Closing Year may not always be the same as the current year. If
your fiscal year is not Jan-Dec, there will be some months where the closing year might
be last year.

Reset YTD Amounts:
This option is skipped if it is not your fiscal year end. If this is the end of the calendar year or
fiscal year, choose ‘Y’ to zero YTD Purchases. Reset and clear the data in the same month
each year.

Move 1099 totals and clear current 1099
This option is skipped if this is not year end. This is always done at the end of the calendar
year after all checks for the year have been printed or entered and before next month checks
are entered.

Have you printed a current AP Status Report?
This report is essential for balancing the AP account in the General Ledger and to verify that
all checks and efts have been entered for the month. Make sure that this report is reviewed
before closing AP.



Closing is similar to updating, the system prepares the files and checks them before beginning the
process. If error messages display, call Customer Support IMMEDIATELY.

The following screen displays when the period-end closing process has begun:

! Update Status Screen ;IEIJ

Update Status: J

Please review the errors hy pressing the VYiew Errors button.
Press Cancel Update to quit. Press Finish Update to complete the update

|

Finish Update Wiew Errors Cancel Update |

Normal sequence:

1.
2.

(98]

Read the ‘Update Status Screen’ which is displaying.

Click on <View Errors>. If any serious errors are listed, click <Cancel Update>, correct any
errors and start Period Close again.

If no errors are listed, click on <Finish Update>.

Read the last entries on the ‘Update Status Screen’ to verify the successful completion of the
closing.

Button Options

Finish Update No errors found, finish the closing.

View Status This screen is currently displayed.

View Errors This screen displays any errors found during the closing process.
Cancel Update Quit without completing the period-end closing. You may make

corrections and start over.

If errors occur after the <Finish Update> button is selected, the closing still might not be
complete and in most cases will automatically be cancelled. The ‘Update Status Screen’ will
reflect this. Correct the error, reindex, whatever it takes, and then start Period Close again. Call
Customer Support for assistance if necessary.



Look at the last line on the ‘Update Status Screen’ to verify that the process completed
successfully.

i Update Status Screen 5 - |8 J

Update data file APMASTO1 -]
Update data file APYMSTO1

Update data file APCHCKD1

Update data file APYCHKOD1

Update data file APDISTO1

Update data file APYDSTO1

Update data file APVOID01

Update data file APDSTEOM

Update data file APVENDO1

Update data file APGLTRO1

Update data file SYPERIOD

Update data file APYOUCH

Transaction update was successfully completed

Update complete! Press button for Return to Menu.

The update was successfully completed. Do a status report to see the results -

Return to Menu| Wiews Status | Wiews Errors |

Press <Return to Menu> and the reindexing screen displays.

If an error occurs during the Reindex process, get everyone out and reindex both current and
history files ( R - Index Data Files ).

The following screen indicates a completely successful Period-End Closing.
(=] 3

Finish erasing current files

Begin reindexing AP files

Indexing Vendor File
Indexing Distribution File

Indexing Payables File
AP Closing Completed o il

Indexing Recurring Payables F
@ Accolnts Payble Period End Closing is Completed.

Indexing Check File

Indexing Bank Reconciliation

Checking the Database Container

Press <OK> to acknowledge that the process is complete and to return to the AP Main Menu.



AP Period Close Notes:

If there are out-of-balance batches, the following screen displays before the closing begins:

« Accounts Payable Close Period /Month - J

F7-Start Over Fa-Guit

*kk i &k k
PETRO DATA OIL AP Close Period Standby while computer checks distribution files

Batch is out of balance by 100.00
Batch 092993 is out of balance by  3000.00
Batch 10009701 is out of balance by 2958.00
Batch 10052393 is out of balance by 77117.70
Batch 10940301 is out of balance by 451.02
Batch 10940303 is out of balance by 30054.00
Batch 10940304 is out of balance by 66000.00
Batch 10940305 is out of balance by 600.00
Batch 10940401 is out of balance by 6.00
Batch 10970324 is out of balance by 119290.32
Batch 19980227 is out of balance by 300.00
Batch 20000428 is out of balance by 5587.45
Batch 20000511 is out of balance by 34.00
Batch 20000721 is out of balance by 29992.83
Batch 20001213 is out of balance by 940.00
Batch 20020213 is out of balance by 5000.00
Batch 20030214 is out of balance by 864.90

I cannot let you close Accounts Payable with out of balance batches.
Go to the release module and choose option 6-Fix Out of Balance Link File.|

‘Accounts Payable closing is canceled until you fix the link files. Press enter.’

All batches in the link file must be balanced before closing is allowed. The distribution files are
checked and any batches that are not balanced are displayed.

Correct the batches using option Fix Link Files in Release to General Ledger. Complete
instructions for researching and fixing batches that are out of balance are in this documentation in
the next chapter - ‘Release to General Ledger’. Fix the out of balance batches and try closing
again.



Release to General Ledger

AP, Release to General Ledger

This option will release updated AP data to the General Ledger. This menu also includes some
basic maintenance menu items for the General Ledger.

Release to General Ledger
» PrePost Report * Fix Link Files
+ GL by Document * Define Detail Accounts

» Update to Link Files * Install Program

» Link Code File * Define Fiscal Periods
» Control Report * Pay Invoices
PrePost Report

Journal entries created by Accounts Payable and related modules are released from the AP
Link file to the GL Link file.

GL by Document
This report of journal entries sorted by document helps research out of balance batches and
entries with blank or invalid GL accounts.

Update to Link Files
This option sends transactions to the GL Link file where they will be posted to the GL in the
correct period.

Link Code File
Link codes contain GL accounts such as the Bank, AP, Discounts so that journal entries can
be created as invoices are entered and checks are printed and updated.

Control Report
This report displays an overview of each AP account to ensure that the GL account is in
balance with the Open Invoices.

Fix Link Files

This feature is used to fix batches that are out of balance by displaying the out of balance
invoices one at a time so entries can be added to balance them. It also displays transactions
with blank or invalid GL accounts for correction.



Define Detail Accounts
This feature is used to define accounts for your chart of accounts for the General Ledger.

Install Program
General information about your company and whether or not some special features will be
used as you process your payables.

Define Fiscal Periods
This is one of three places where fiscal periods can be defined each year as you begin a new
fiscal year.

Pay Invoices
This is a special feature used to clean up old open invoices from prior fiscal years. No
journal entries are created with this option.



PrePost Report
AP, Release to General Ledger, PrePost Report

The AP Link File contains batches of transactions that have not been released to the GL Link
File.

The Pre-posting report should always be run before releasing transactions to make sure proofs for
every batch are zero. A Grand Total Proof displays at the bottom of the report for all batches
listed.

Sometimes, you may be presented with the following message:
Just a reminder! There are PRIOR period transactions in the AP distribution file that have
not been released to GL.

This means that the module was closed before all transactions were released. To view them, run
a PrePost Report using batch numbers of 00000000 to 99999999. If they need to be released,
release them. If they are old transactions and you do not plan to ever post them to the General
Ledger, call Customer Support to clean them up for you. Otherwise the message will clear when
the transactions are released.

The PrePost report has several formats and several levels of detail. Since all may be displayed on
the screen, try different options until you find one that works best for your company.

Option: 1=Regular 2=with Detail Descriptions 3=Summary 1
Sort Option: 1=Batch No. 2= Account Number 1

Batch Option: 1=0One Batch 2=Range of Batch Numbers 2
Enter Batch Number

Enter batch range 00000000 99999999

Enter a Report Date 04/05/2019

Is everything ok? (Y/N/P=Printer/Q=Quit) |[Y

Option

1-Regular Batches print one line per GL account per batch with the proof
for the batch.

2-with Detail Descriptions First line has the GL account and amount, second line has the
description that will show in the General Ledger.

3-Summary One line per batch with the GL proof. Use this option to find
an out of balance batch number if the Grand Total Proof is not
Zero.



The PrePost Report should always be displayed to the screen before releasing transactions to the
General Ledger to make sure all batches have zero proofs. It’s recommended you always choose
to prepost a Range of Batch Numbers and enter 0-99999999.

v Display Report AP Link Report i i ]
Print | Save | Exit | Enlarge | Reduce |

20020722 07/22/2002 10200-100 CASH IN BANK - JOEEER —&065. 90 -
z0020722 0772272002 20500-100 Accounts Payable - Jobber 605590
Proof for MANCHE Batch Z002072Z 0.00
20020723 07/23/2002 10200-100 CASH IN BANE - JOEEER -1131.67
20020722 07/23/2002 20500-100 Accounts Payshle - Jobber 1191.67
Proof for MANCHE Batch 20020723 0.00
20020801 08/01/2002 10200-100 CASH IN BANK - JOEEER 0.00
20020801 08/01/2002 102Z00-100 CASH IN BANK - JOEEER 0.00
z0020801 08/01/2002 11100-100 Credit Cards - Jokber -15.00
20020801 0870172002 20100-500 STORE #1 NOTES DAYAELE 0.00
20020801 08/01/2002 20500-100 Accounts Paysble - Jobber 15.00
Proof for APPCHE Batch 20020201 0.00
20020808 08/08/2002 11100-100 Credit Cards — Jobber -15.00
20020808 08/08/2002 20500-100 Accounts Payable - Jobber 15.00
Proof for APPCHE Batch 20020202 0.00
20020808 08/08/2002 10200-200 STORE #201 CASH IN EANK 1.00
z00Z0808 08/08/2002 13110-100 Inventory - Fael 10135.20
Z00Z0208 0870872002 131Z0-100 Inventory - Grease -91.z0
20020808 08/08/2002 20750-100 Pending Accounts Payable -11g00.00
0020808 08/08/2002 20850-100 Pending Fuel Tax 1EEE. 00
Proof for BOL Batch 20020808 0.00

PrePost Regular Option

The listing prints a short description (MANCHK, APPCHK, BOL, etc.) of where the batch
originated as well as the proof. Batches in this link file could have come from Jobber purchase
updates, BOL updates, AP invoices or AP checks.

If the proof is not zero, find the batch or batches that are out of balance using the Summary
PrePost Report and then print a ‘GL by Document Report’ to find the specific invoices that are
out of balance.

M Display Report AP Link Report e
Erint | Save | Exit Enlarge Eaduca
L

Dare DEF237T014 Fracrice Page Ha

Time: QGB-47:03 AP Sumsmary Link Repozt on 05/23/72014 1

Barch Range i} TS 93959395

Eateh Amsuant

L9990507 0.39

18550519 . a0

13990530 Q.39

19850524 ad

19990809 0.00

PrePost Summary Option



Date: 08/23/2014 Fractice Fage Mo.

Time: 08:60:68 AF Pre-Posting Link Reaporc eom 05/23/2014
Batch Range: 0 to 399995355
Bazch Date Rocount Description Asmcunt
19990507 05s07/2003 20500=100 ARecounts Pavable = Jobbar =100.00
GL Ref Hacch 195990507 GL Desc AP from AF Fosc
19930507 05/07/2003 TOT00=100 Invercospany Fusl ExXpenss 100.00
GL Ref BHatch 19590807 GL Desc Imwv 129112 Ven BRAND-MISC
Froof for AFPOST Batch 19930807 o_ao
15580519 05/19/2003 13110=100 Inventory = Fusl 10000
CL Ref Earel 19590519 CL Dess Imv 0519 Ven BRAHD-FUEL
19990819 0E/19/2003 20800=100 Accounts Payabls = Jobbar =100.00

CL Pef Barteh 15330513 CL Desc AP fzom AP Poast

Proof for APPOST Bateh 1599505185 0.00

PrePost with Detail Descriptions



GL By Document
AP, Release to General Ledger, GL By Document

This report will display detail information for the batches that were posted to the General Ledger.
This report can also be used to determine how to fix errors when a batch is out of balance.

It lists individual invoices in a batch with all the distribution for each invoice and the proof. If
the distribution is in balance, the proof displays 0.00 for that invoice. If there are invoices that do
not proof to zero, they must be fixed in ‘Fix Link Files’ on this submenu.

Note: Compare the distribution of the out-of-balance invoice to a similar invoice that is in
balance. This could help you figure out what entry is needed to fix it.

B=Range of Batches Blanks For All

I=Selected Invoices O0=All Out of Balance Invoices
Range of Batches: Range of Batches:
Option: 1=Current File 2= History File 3=Both 3

Enter the Report Date 03/31/2019

Type: A=All E=Efts B=Bill of Ladings
P=AP F=Freight R=Purchases A

Enter transaction type (ESAP, ESTX, ESFR)

Is everything ok? (Y/N/P=Printer/Q=0Quit) |

Selection
B-Range of Batches List invoices for a specific batch or range of batches.
I-Selected Invoices List the distribution for one or more specific invoices.
O-All Out of Balance Invoices List only out-of-balance invoices.
Blank List all batches and invoices.

Option

1-Current File  Batch is in the current period (month has not been closed).
2-History File  Batch is in a period that has already been closed.
3-Both Search both current and history files.

Note: If you are using this option to balance a batch before releasing during month-end
processing, the transactions will be in the current period.



Report Date
The Report Date has no affect on the report. Today’s date will default.

Type
Since the same batch number could be used when entering EFTs, BOLs, Purchases and
regular Accounts Payable, you can limit the number of transactions you have to go through
by selecting the Type of transactions. If you know the origin of the batch, you may select the
transaction type. If you are not sure, or the report does not list the batch, select A=All.

A-All List all transactions with the selected batch numbers or invoices.

E-Efts List all transactions updated in the EFT module with the selected batch
or invoice numbers

B-Bill of Ladings  List all transactions updated in the BOL module with the selected
batch or BOL numbers.

P-Accounts Payable List all transactions entered in the AP module with the selected batch
or invoice numbers.

R-Purchases List all transactions entered in the inventory purchasing module with
the selected batch or invoice numbers.

Enter transaction type (ESAP, ESTX, ESFR)
Leave this blank unless you have a report that has a transaction type. Types are:
ESAP Estimated AP
ESTX Estimated Taxes
ESFR Estimated Freight



Date: 07/23/201%
Time: 1€:02:42
Batch Vendor Inv/Rec
Module Tran Type
BRAND 0214
AP AP
BRAND 0214
AP EXP
BRAND 1333
BRAND 1333
02110228 CGF 115174€
PUR AP
02110228 CGF 1151746
PUR INV
02110228 CGF 115174€
PUR FTAX
02110228 CGF 119174€
PUR FTAX
02110228 CGF 115174€
PUR MISC

Date:
Time:

07/23/2015
1€:04:55

Inv/Rec
Tran Type

Vendor

§70208
AP
$70208
AP

$70307
AP
§70307
AP

0307397

030757

Petro-Data Inc.

AP Distribution Report on 03/31/201%

A1l Batches

Date GlRef Gl Acct
GL Descr
02/21/2003 WATER 20500-100

Accounts Payable - Jobber
02/21/2003 WATER
Store 1 Promotion Expense

73200-200

DProof
02/01/2003 REF 20400-100
Sales Tax Collected - Job
02/01/2003 REF 10200-100
Cash in Bank - Jobber

Proof
02/25/2011 FUEL 20000~
Account Not Found
02/25/2011 FUEL 13010-
Account Not Found
02/25/2011 FUEL 13500~
Account Not Found
02/25/2011 FUEL 13500~
Account Not Found
02/25/2011 FUEL 48100~
Account Not Found

Petro-Data Inc.

AP Distribution Report omn 03/31/201%

211 Batches

0z2/08/2003 REFO2
Accounts Payable - Jobber
0z2/08/2003 REFO2

Freight Expense - Jobber

03/0€/2003 MISC
Accounts Payable - Jobber
03/0€/2003 MISC

Store 3 - Tobacco Sales

Tot

20500~

T72€00-

20500-

40500~

Proof

100

100

Proof

100

400

Proof

Proof

Page No.

=300.

300

-1000

1000

=25418

2231€.

1478

leoe

13

oo

-00

.00

.00

-43

EE

.73

-40

.75

-00

-00




Update to Link Files
AP, Release to General Ledger, Update to Link Files

This option moves GL transactions from the AP Link File to the GL Link File. Internally, it
marks the transactions ‘Released’. The distribution records always remain in the AP distribution
file for future reporting and problem solving. Although transactions are normally released
during the month-end processing, transactions may be released more often.

Run the PrePost Report first to make sure that the Grand Total proof is 0.00. If proofis 0,
release or ‘Update’ transactions to the GL Link File.

* PETRC DATA QIL - Update AP Link to GL Link - 04,/19/2004 -0 J

F7-Start Over Fa-auit

Update by Batchno or All (B/A) B
Enter a Range of Batch HNo. to Update 20020901 20020999

Ready to release transactions to GL link file? (Y¥/N/P=Printer/Q=guit) Y

Update by Batchno or All
B Release transactions by range of batches. If the PrePost report was run by batch range,
use this same range here.
Note: A valid beginning batch number must be entered. Entering all zeroes will not
release any transactions.

A Release all transactions. If you printed the preposting batch listing using the batch range

0-99999999, you may release using option A for all.

If any error messages display on the screen, follow the instructions or call Customer Support for
assistance.



Link Code File
AP, Release to General Ledger, Link Code File

Link codes define the default GL accounts that will be used during processing in AP. These
include AP liability account, bank account, discounts, etc. When entering invoices, make sure
the correct link code is used. The bank account is attached to the invoice when it is entered into
the system. EFTs use the link codes in the AR Module.

1 AP Link Code File Maintenance
2 AP Link Code Report
Q Return to Main Menu

Make a Selection Q



AP Link Code File Maintenance
AP, Release to General Ledger, Link Code File, AP Link Code File Maintenance

Create or change link codes used when entering AP transactions. One link code is required for
each GL Bank account.

Click the ‘Magnifying Glass’ or press F2 to display existing Link Codes.

AR Link Code Lookup [=la] =
Gleode Gldascr Lasteod ChEact
1 NATIONAL BANK I 10200-10¢
2 Link Code 2 N 1020:0-200

If no link codes exist, click the <New> button and enter a link code number. Enter ‘1'if this is
your first link code definition. Assign the next sequential number to add a new link code to an
existing list.

The F2 lookup is active on all GL account fields. Lookup and select, or enter the correct GL
account on each line. If you write checks on several bank accounts, you will need a link code for
each bank account.

3 AP Link Code File Mainterance o [@l=
GL Link Code I] 1]
Link Description | NATIONAL BANK |
Gl Regular Checks  [10200-100 | | Cash in Bank - Jobber
Gl Manual Checks 10200-100 |} | Cash in Bank - Jobber
Gl AP Account 20500-100 || |Accounts Payable - Jobber
Gl Ap Discount 20700-100 |} |Accounts Payable Discounts - Jobber
Gl Credit Card 11100-100 |} |Credit Cards - Jobber
Gl Adjustments 20600-100 (T} | Credit Card Adjustment
Gl AP Expense 70700-100 |y |Imtercompany Fuel Expense

[ Edit | Mew | Mexi | Prey | Eelel9| Exit |




Link Description
Enter the Bank name or other description to identify this link code.

GL Regular Checks
Enter the Bank GL for checks printed in the ‘Print Checks’ option of AP.

GL Manual Checks
Enter the Bank GL for Manual checks entered in ‘Enter Manual Checks’ or in ‘Enter AP
Invoices’ if priority ‘M’ is used and a check number entered. Both Regular and Manual can
use the same GL account.

GL AP Account
Enter the Accounts Payable Trade GL account.

GL AP Discounts
Enter the Purchase Discounts account used for discounts taken when paying invoices in AP.

GL Credit Card
Enter the Credit Card Receivable account used if credit cards are applied to invoices in the
Approve to Pay and Manual Check Entry programs.

GL Adjustments
Enter the Adjustment account used if an invoice has adjustments. This account can be the
same as the AP Discounts account.

GL AP Expense
This GL is a Special Feature used in intercompany transactions. Use this only at the direction
of Petro-Data Support.

BUTTONS
<Edit>  Change the Link Description or GL accounts.
<New>  Add a new link code or display a different one.
<Next> Display the next link code record in the file (forward).
<Prev> Display the previous link code record (backwards).
<Delete> Delete this link code record.
<Exit>  Exit AP Link code File Maintenance



AP Link Code Report
AP, Release to General Ledger, Link Code File, AP Link Code Report

Print a report of all link codes.

Enter the date 03/31/2019

Is everything ok? (Y/N/P=Printer/Q—Quit) |

Report Date
This date is for informational purposes only. Today’s date will default.

Date: 07/24/201% Petro-Data Inc. Page No
Time: 04:37:59 AP Link Code Report on 03/31/201%9 1
Link Code 1 Bank !
AP 20500-100 Bank 10200-100
Manual Chk 10200-100 Discounts 20700-100
Credit Card 11100-100 Adjustments 20€00-100
Link Code 2 Bank 2
AP 20500-100 Bank 10200-200
Manual Chk 10200-200 Discounts 20700-100
Credit Card 11100-200 Adjustments 20€00-100




Control Report
AP, Release to General Ledger, Control Report

This report displays the current AP Open invoice balance as well as the total bank entries. There
are two reports available.

1=AF Totals by Account 2=Invoice Audit Report 1

1 - AP Totals by Account
The report compares the Open Invoice Total and the total of the Bank transactions with the
distribution file for each link code. If there are any differences, they are displayed.

v PETRO DATA OIL - AP Control Total Report - 04,/19,/2004

F7-Start Cver F3-Guit

Display report on screen
Enter the cutoff date 04/19/2004

Is everything ok? (Y/N/P=Printer/Q=Quit) |

Enter the cutoff date
Enter the end date for the report

8 Display Report AP Total by Department o=|=E-] 2
Enint | Save | Exit Enlarge Reduce
AF Daprc Account AF Bal Link Bal Z1l Bal Total &1 Diff
| 20500=100 =46081.20 =11115.00 T50561.8% 739446.8% -785528.09
2 20600=200 0._0d .00 H4147 .32 E4147_32 84147 .32
3 11010~ 0.090 a.00 o.00 0.400 0.00
4 saouQ= o.ud g.a0 0. U.au 0. g
IOTALS =46081 .20 =11115.00 B34705_.31 823594 .21 =8363&675.41




2=Invoice Audit Report
This report displays or prints the detail of the selected batch or batches. If there is a
difference in the ‘Totals by Account’ report, this will help you find the discrepancy.

FT-Start Over Fa-Cuit

Practice *#** A/P Invoice Audit Report *** (05/23/2014

Enter todays date 05/23/2014

C=Current

Enter range

H=History

of batches:

B=Both B

Beg Batch 19990507

Input selection criteria® N

Is everything ok? (Y/N/P=Printer/Q=Quit) Y

Enter Today’s Date

End Batch 19990507

This date is for informational purposes only. Today’s date will default.

Period

Select the files to search for the batches.

C=Current

H=History

Enter range of Batches
Enter the Beginning and Ending Batch number to audit.

Input selection criteria?
Y Filter the audit for a specific GL account, vendor, invoice, etc.

N Retrieve all data in the selected batches. Do not use a filter.

B=Both

3 Display Report AP Invoice Audit Report [=-=-] ==
Brint | Save | Exit | Enlarge | Reduce
Date: 0572372014 Practice Fage Ho.
Ti=a: 11:31:28 AR Imvolce Audic Raport 05/2372014 1
Invoices for fange 1%330507 - 19950507
Batch Vendor Invoics Fefarance Invoics By Involice AP Acct
Hurkes Date Pz A=aunt

19550507 BRAND 123112 HISC Qs/07/2003 1 100.00 20500-100

Subtotals for 20500-100 Batch 19530507 Module APROST 100.00

Grand Tocal 100 .00




Fix Link Files
AP, Release to General Ledger, Fix Link Files

If the PrePost Report showed a batch out of balance, this option will allow you to fix it before it
is released to the GL Link File. First print or display the ‘GL by Document’ report. In some
cases you can also add transactions to a balanced batch.

PETRO DATA OIL *** Fix AP Batch *** 04/19/2004

This program requires that you fix every invoice that is out of balance
You should have a distribution report by inveoice (option 2) in hand before
using this program. oOption: <¢C=Continue g=guit |

Option
Q Quit without fixing data
C Continue into the Fix program

Input Batch No. (Blank=All)

Option: 1=Prior Period Batch 2=Current Month Batch

Fix Option: 1=Fix bad Gl numbers 2=Fix Unbalanced Batch
3=Add transactions to balanced batch

Is everything ok? (Y/N/P=Printer/Q=Quit)

Input Batch Number
Enter the batch number to fix.
Leave this blank to fix All batches. Use the All option if you are fixing bad GL numbers.

Option:
1=Prior Period Batch The period was closed before the batch was corrected and now
is in the history file.
2=Current Month Batch  The batch is in the current file.

Fix Option:
1=Fix bad Gl numbers Fix an invalid or blank GL account number
2=Fix Unbalanced Batch Add a balancing entry to an out-of-balance batch.

3=Add transactions to balanced batch Add a debit and credit transaction to a balanced
invoice. This is like a journal entry to reclassify an
amount that was posted to the wrong account.



If there are transactions with bad GL accounts, the system will display them first for correction
even if you do not select the option.

PETRO DATA OIL *** Fix AP Batch *** 04/27/2004
Input Batch No. (Blank=211) 20040320
Option: 1=Prior Period Batch 2=Current Month Batch 2

Fix Option: 1=Fix bad 6l numbers 2=Fix Unbalanced Batch 1
3=Add transactions to balanced batch

Is everything ok? (Y/N/P=Printer/g=Quit) Y

« Fix Bad GL Account | _I— _ID i‘

Vendor Invoice GL Acct. Gl Description Gl Amount

[sRanD | [44405 | [2800-201 |g | | [ 25.00|
Edit | Save | Cancel |

Press F2 or click on the magnifying glass icon to look in the chart of accounts. After all accounts
in the batch are corrected, the program will continue to the Fix Out of Balance section.

Hint: If you type in the first number or two and then select lookup, the program will place you in
the vicinity of the account you need instead of beginning at the top. This will eliminate scrolling
all the way down to the area you need.



Fix OQut of Balance Errors

Out of balance amounts are fixed by invoice number. Print the ‘GL by Document’ Report for the

batch and use the report to find invoice numbers.

The first invoice that is out of balance is displayed. The invoice number and the amount that it is

out of balance displays. You can fix the record or skip it and display the next record.

Practice *** Fix AP Batch *** 05/23/2014
Input Batch No. (Blank=All) 20140519
Cption: 1=Prior Period Batch 2=Current Month Batch 2

Fix Option: 1=Fix bad Gl numbers 2=Fix Unbalanced Batch 2
3=Rdd transacticns to balanced batch

it Dustribution? B
Is everything ok? (¥/N/P=Printer/ o :

Proof for invoice 0208 s -500.00
0 Select; Yes=Dipley/Fix  MN=Skip woice  Cancel=Quit this Pragram

[ae ) [t ][ o]
Select
Yes Fix the distribution for this invoice. The ‘Browse Distribution’ screen displays.
No Skip the displayed invoice and go to the next one.

Cancel  Quit without making any corrections to this invoice.

If you select YES, the following screen displays:

R Browse Distribution [ =

Baich Mo. [Moduls  [vendor  [invoice Mo, [Reterence  [Date ccount  [Glamount | -
¥ [20140510]MancHE [BRAND  [o20a CK 12345 05192014 | 10200-100 -500.00

Add ]| petete | Ext |




If there are multiple the distribution records for the invoice, they will all display in this grid. The
invoice Proof displays at the bottom along with the selection buttons.

Add Add an \entry to balance the invoice.
Delete Highlight a row to delete that entry. You can also delete entries you added in this
screen. Deleting entries that were created during an update is not allowed.

Exit Quit without correcting the distribution.

Select ADD and the following screen displays:

M Browse Distribution = | =T

[Batch Mo, [Module  [vendor  |irwoice No. |Reference  [Date Account  |GlAmeunt | -]
¥ [20140518]MANCHK [BRAND 0208 CK 12345 |05M8/2014 [10200-100]  -500.00
| # A Tranzsction to Distribution File o)
[] vendor rImvetee L Accr. Bl Descriptien Gl Amount  Mew Proof
1 |BRANC| (0208 | [20700-10| Q| Accounts Payable Dif |  500.00] |  0.00]
1 gat | petete | gsave |
L K
|

Enter the correct GL Account. You can use the magnifying glass or F2 key to display the
chart of accounts.

The GL amount will default to the out of balance amount. If the amount needs to be split
between several accounts, change the GL. Amount and add another row until the invoice
proof'is zero. You may add as many transactions as needed (debits+ and/or credits-) to
distribute the balance of the invoice to ALL of the appropriate accounts.

<Edit>  Select Edit to make further corrections.

<Delete> Select Delete to delete this transaction you just added. The ‘Browse Distribution’
screen returns.

<Save>  Save the correction(s) you entered.



M Browse Distribution =& =
Balch Mo, [Module ¥ Irick Mo, |RElerence Crabi AsCount |Gl-‘l-l'ﬁw'll =
20140518 MANCHK |BRAND | 0208 CK 12345 05192014 | 10200-100 -500.00
20140519| MANCHE | ERAND  [0208 CK 12345 [05n19:2014 [20700-100 500.00

[ hdd ‘] Delete | Epit | Proof

The corrected entry displays and the ‘Proof” displays 0.00. Click Exit.

Distributicn in Balance E

- Proof is zero. Resdy to post transactions?
YaPost Changes and Ext NeCancel and Ext

(e J[ e |

<Yes> Post changes to the distribution (link) file and Exit.

<No> Cancel and Exit. This will return to the ‘Fix Distribution?’ box with options to
Display/Fix, Skip the Invoice, or Quit the Fix Program. If you choose No, the
invoice and the batch is still considered out of balance and any previous
transactions were canceled.

If there is another invoice that is out of balance in the batch, the ‘Fix Distribution?’ box displays
again. Repeat the preceding steps.

When the batch proof is zero, the option screen displays. Enter another batch number to fix or
press F8 to return to the menu.



Define Detail Accounts
AP, Release to General Ledger, Define Detail Accounts

In most cases, batches are released to the General Ledger in summary form rather by individual
transactions. Even though there are distribution reports in every module, there may be some

accounts you want posted at a Detail Level in the General Ledger. If that is the case, enter those
accounts here.

1 Add, Change or Delete a Detail GL Account
2 Detail GL Report
Q Quit to Main Menu

Make a Selection Q



Add or Change Detail GL Accounts
AP, Release to General Ledger, Define Detail Account, Add, Change or Delete a Detail GL

Account

Add, change or delete GL accounts that will be posted at a detail level in the General Ledger.

Practice *** Maintain Detail GL Accounts for AP

1 GL Account (Q=Quit) 73800=100
2 Description Postage

1 GL Account (Q=Quit)
Enter the GL account number. Use the F2 key to lookup valid accounts. Enter Q to quit.

2 Description
The description of the GL account number will display

If the account is already in the list, the following message displays:
This account number already exists. Do you want to inquire? (Y/N)
Option:
D Delete the account from the detail list. You will be asked to confirm the delete.

Q Quit

If the account is not in the list, the following message displays:

This account number does not exist. Do you want to add it? (Y/N)

Y Add this account to the list of GL Accounts that will send detail transactions to the
General Ledger.

N Do not add this account to the list.

Option:
D Delete the account from the detail list. You will be asked to confirm the delete.
Q Save & Quit

Note: It is not necessary to add Bank Accounts to the list. You can designate one entry per check
be sent to the GL Bank Accounts in the Install program in this menu option.



Detail GL Report
AP, Release to General Ledger, Define Detail Account, Detail GL Report

Display or Print a list of accounts that have been added to the Detail GL list.

Daca: 0572372014 Praceicw Page Ha,
Tima: 14:ZB:09 Detall CL Repore for AP O8/23/72014 1
CL Asssune Dasceipeiam
T3800-100 Foscage

$5800= Suspense Account



Install Program
AP, Release to General Ledger, Install Program

These options define how AP will be distributed to the General Ledger.
The PASSWORD is APLINK.

The following screen displays:

J F2-Lookup I‘

Enter Password APLINK

1. Post detail to Bank account? N

2. Post one entry per check to bank? Y

3. Post detail to expense accounts? H

4. Post detail expenses to A/P account? H

5. Post each check to AP? N

6. Take shortcuts when entering invoices? H

7. Use laser checks? Y # of Stubs 2
2. Enter manual batch numbers? N

9. Misc Vendor MISC

10. 8Separate check no. for manual checks? Y

Is everything OK? (Y/N) Y

A short descriptions of each option display at the bottom of the screen as you enter each option.

1. Post detail to Bank account?
a. Usually N otherwise each invoice on every check will be posted to the Bank account in
the GL.
2. Post one entry per check to bank?
a. Select Y if you want each check, payee, and amount to be listed in the Bank account in
the GL.
3. Post detail to expense accounts?
a. Usually N. You can define certain accounts to post in detail to the GL using the Define
Detail GL Accounts menu option.
4. Post detail expenses to A/P account?
a. Usually N. AP Distribution report is usually enough of an audit trail for the AP account.
5. Post each check to AP?
a. Usually N. Each check is listed in the GL bank account (per item 2) and the detail here is
normally not required.
6. Take shortcuts when entering invoices?



a. Usually N. This is a special feature for C-Store customers who enter lots of detail
invoices.
7. Use laser checks?
a. Enter Y if you are using Laser AP Checks. If'Y, enter the number of stubs - 1 or 2. This
depends on the format of your computer checks.
b. Enter N if you are using continuous feed checks on a dot matrix printer.
8. Enter manual batch numbers?
a. Usually N. The system will assign the batch number using the date you entered.
b. Enter Y if you use your own non-standard batch numbers.
9. Misc Vendor
a. Enter the Misc vendor that is used for one-time vendors.
10. Separate check number for manual checks?
a. Enter N if you use computer check forms for hand-written checks.
b. Enter Y if you have a separate check book for hand-written checks. The system will
maintain a separate sequence of numbers for each.

Everything OK?
Enter Y to save the information and quit the install program.
Enter N to re-edit the install options.

The System will reset itself and reconfigure the programs based on your selections. It will exit
you out of Petro-Data and return you to the desktop.



Define Fiscal Periods
AP, Release to General Ledger, Define Fiscal Periods

The most important use of Fiscal Periods is during the release from the Link programs to the
General Ledger. The program checks dates to make sure they are within the dates for the current
fiscal period of the General Ledger. It displays all dates outside of those dates so you can decide
if you are releasing into the wrong GL period or if there are just a few transactions that got posted
with the wrong dates.

Periods must be defined once a year - usually at the beginning of the first month of your fiscal
year. Even if you do not use the General Ledger or it is not in the package you purchased, you
still have to define the fiscal periods once a year.

Fiscal periods are also used in Payment Entry when you are using the ‘Future’ feature, and the

month displays when you close the period in the modules.

M Define Fiscal Definitions = SoR ™|

Company Mumber 1 | QI | Praclice |
Gl Number
Fiscal Year 2014 g ~ Hew |
First Month of Year 01 | Delete
Last Period Closed |04 | Exit

Company [GL Comp. [Figeal vr [Perid  |BegDate  |[EndDate [Date Cloged [Cument | =
IE 01 2014 01 01012014 [01312014  [o132014 [N

1 01 2014 02 020172014 | 022E2014 | 022E2014 [N

1 01 2014 03 02012014 | 0312014 | 0WINV014 [N

1 01 2014 4 04012014 | 0473072014 | 043002014 N

1 01 2014 05 05012014 |05E12014 Y

1 01 2014 06 050172014 | 0630014 M

1 01 2014 07 O7TI0R2014 | 0TR1R2014 N

1 01 2014 ] 08012014 | 0312014 N

1 01 2014 09 030172014 | 09302014 M

1 ] 2014 ) 10012014 | 102172014 M

1 01 2014 11 11012014 113072014 M

1 01 2014 12 12012014 123172014 M

Company Number Each company must have a period definition record. Enter the company

GL Number

number for this company.

In most cases 01 is correct. If you have more than one ‘sub-company’
under your main company, you might have to enter something other than

01.



Fiscal Year Enter the beginning year of the current fiscal year. If your year is January
to December, then it would always be the current calendar year. If your
fiscal year starts in September 2013 to August 2014, fiscal year is 2013.

First Month of Year Enter the first month of this company’s fiscal year. If your year is January
to December, enter 1. If your fiscal year begins in September, enter 9, etc.

Last Period Closed If you are setting up this record for a new fiscal year, leave this field
Blank. If you are currently in May and you have closed April in all
modules, enter 4.

Note 1:  All periods that have been closed should show a date in the ‘Date Closed’ column.
For the current period and all subsequent periods, the ‘Date Closed’ column should
be Blank.

Note 2:  The ‘Current’ column should have ‘Y’ in the period you are currently processing in.
All other periods should have ‘N’.

Note 3:  Period 01 should have the dates of the first month of your fiscal year. In the example
January is the first month of the fiscal year, so the beginning date is 01/01/2014 and
the ending date is 01/31/2014.



Pay Invoices
AP, Release to General Ledger, Pay Invoices

This is a special maintenance option that should only be used to remove old invoices from the
Open Status Report. These are invoices from prior fiscal years or invoices that have payment
distribution but for some reason still show on the Open Status Report.

Check with Petro-Data before using this option. No journal entries are created when this option
is used so it has the potential of making the Open Status Report not balance with the AP balance
in the General Ledger.

Enter invoice number (Q=Quit)

Enter the invoice number of the invoice you want to mark paid.

Q=Quit To exit the program without paying any invoices, or when there are no more invoices
that need to be marked paid.

Enter invoice number (Q=Quit) RECURRO01

Vendor BRAND Pur Amt 100.00 Balance is 100.00
Paid amt | 100.00

Ready to post payment? (Y/N) Y

The Vendor, original Purchase amount and Balance display.

The Paid amount automatically displays the unpaid balance of the invoice. If this is the amount
you want to mark paid on the invoice, post the payment. If not, change the amount.

Ready to post payment? (Y/N)
Y The payment amount is posted to the Open Invoice File only. The system returns to
‘Enter invoice number’ where you can select another invoice or quit the program.
N Do not Post the payment for this invoice. The system returns to ‘Enter invoice number’
where you can select another invoice or quit the program.



EFTs

AP, EFTs

In this module, you can to mark open invoices as paid so it matches your vendor’s EFT notice.
EFT payments include fuel invoices, non-fuel invoices, charge-backs, over short/other, and
miscellaneous Accounts Payable transactions.

The system will display all open purchase invoices. You can select all or individual invoices for
payment. Credit card payments can also be added to the EFT and credited to the customer’s AR
account.

EFT process includes entering EFT amounts, running the Pre-Posting Report and finally updating
the EFTs. An option to Restore EFT and print an EFT Report are also provided.

AP | PrGl | Link | Main | Exit

Customers Reports
Add Invoices Labels
Change Invoices Finance Charges
Payment Entry Close Period
Customer Drafts Reindex Files
Collection Notices Release to General Ledger
Credit Cards Tax Files
Vendor EFTs Utility Programs

* New EFT Input AR Setup

* Input EFTs

* PrePost Report

* Update EFTs

* Restore EFTs

* EFT Report

» Match to Credit Cards

Terms File



New EFT Input
Accounts Receivable, Vendor EFTs, New EFT Input

Enter a batch number for today’s transaction.

il EFT Entry E@
EnterARLinkCode [1 | |
Bank AP [20000- | Dise [4s000- |
AR crcrd
Default EFT Date 09/06/2018 | |
EFT Batch Number 20180906 | |

Future Batch? l:l

Edit Exit

Enter AR link Code

When you select the Link Code, the GL accounts to be used are displayed. Link Codes are
created in the General Ledger option in Accounts Receivable.

Default EFT Date

Today’s date will be automatically populated. However, this should be the date the money
will be deposited or withdrawn from the bank. Change the date if necessary. The EFT date
becomes the check date in Accounts Payable. Multiple EFTs may be entered in a batch and
the actual EFT date may be different on each EFT.

EFT Batch Number
The batch number is automatically generated from the date.

Click the EFT Input button to begin selecting transactions.



Enter EFT Totals

In this screen, you’ll begin by entering the vendor number and EFT data including the total
amount of the funds transfer.

&l EFT Input E &34
Vendor: [ | oo [ | |
eckno: D Eftdate |:| Eftamt oy
Bach
Type Ref No. Dealer Ref Date Description Net Amt
[ ]| || N — | |

| | | | | | | | | | gtono |

Net Tot CC Tot | 0.00| AP Tot | 0.00| Other | 0.00] Add | 0.00 |

Vendor
Enter the Vendor ID or ‘Q’ to quit the batch. Use the F2 to lookup valid vendor numbers.

The vendor name will display after the ID is entered.

EFT Number
Enter a 8 character EFT reference number. Many vendors put EFT numbers at the top of the

draft (e.g. EFT-0532). You can either use the vendor’s reference number or create your own
using the batch number or today’s date.

EFT Not Found. Do You Want To Add?
Enter Y to add it or N to reenter the transaction.

EFT Exists for This Batch. Do You Want to Inquire (Y/N).
If the EFT exists in the unposted file, enter Y to display it or N to enter another EFT

number.



Check Number
Enter a Check Number for this EFT settlement. The check number can’t be Zero but can
be any number that is significant to you. This will be the check number record in Accounts
Payable, the Bank Reconciliation and the General Ledger.

Check number is a 6 digit numeric field (no characters allowed). You could use the numeric
portion of the EFT number or you could assign an actual AP check number.

You could also create some unique number as the check number. One suggested method in
assigning a number in the first position to designate the vendor and then use month and day
for the remainder. For example: You assign 1 to Valero and are paying them on July 1. The
check number would be 10701.

EFT Date
Enter the date of the EFT. Usually this should be the date that the funds were drafted from the
bank. This is important for the Check Register, GL and Bank Reconciliation.

EFT Amount
Enter the total EFT Amount. This batch total must match the total of all transactions you will
select. If this is a negative EFT, such as a refund, key a minus sign at the beginning of the

amount field. A credit EFT will either create a debit memo in Accounts Payable or will
debit the Bank.

GL Bank
The GL Bank account number will automatically populate. This is taken from the AR Link
Code. If necessary, this GL account can be changed.

Click OK.



Enter EFT Line Items

After the header record is complete, the system displays all unpaid invoices in a data grid on the
screen. From this screen, you’ll select all invoices to be paid by this EFT.

Vendor |BRAND | |Brand Fuels |

Add Invoices
Em— | Mark All
= UnMark Al
Doy Date I:l mreed rate | [ | ] Show DatesJ 1
. Save
e Cancel
CC Total AP Total Oth Total  Line Total EFTAmt | Amtto Add
| 0.00|| 1500.00 | 0.00/| 1500.00 || 3000.00 1500.00 |
ViewAll | View Marked |View UnMarked | Recalc

Mark All=Pay All Invoices Unmark All-Unpay All Save=Save all Changes Cancel=Cancel Do Not Save J
Add All=Remove Date Restriction and Show All Date Add=Only show invoices with range of date J
Type|DocNum ~  |Doc Date ~  |PurAmt~ PrevPay DiscAmt Net Amt Balance Add? | &

M 1111 03/31/2015 | 1000.00 0.00 0.00 1000.00 0.00w
111111 111712015 1000.00 0.00 0.00 500.00 500.00 [+
11113 121212011 2000.00 0.00 0.00 0.00 200000

Scroll down the invoice list and click the box in the ‘Add?’column (highlighted in green). This
adds the invoice to the EFT. You can select or de-select invoices by adding or removing the
check mark in this column.

As you select invoices or credit cards, the system will keep a running total of the amounts you
have selected. Line Total shows amount selected. EFT Amt is the total from the header data.
Amt to Add is the running total showing the amount you still need to add. If this number is
negative, you have selected more invoices than the batch total. A negative number here is only
appropriate if you will add Credit Card collections in the next step.

You can partially pay an amount on an invoice. Enter the amount you wish to pay the net
‘NetAmt’ column (highlighted in yellow). The balance due for the invoice will be updated.

Once all invoices are selected, click Save to return to the main EFT screen.



Invoice Selection Functions

Mark All

Click this button if you wish to mark all invoices in the list. A confirmation message
will display to verify to will mark all invoices. The Amt to Add field will update.

UnMark All

Click this button if you wish to remove the check mark from all invoices in the list.
There is no confirmation on this feature. Once this button is pressed, all check marks are
removed. The Amt to Add field will update.

Save
This button will save your data and return to the main EFT screen. If you have selected
any invoices that are in another unposted EFT batch, the system will display a warning

message. Please correct the data in at least one of the batches so you do not duplicate
data in the Petro Data system.

Cancel

This buttons cancels your current selection and returns to the main EFT screen. No totals
are changed and your original invoice selection will not change.

Alternate Invoice Search Options

Even though all unpaid invoices automatically display, the system will also allow you to
search by date instead. Two buttons are provided for this option (orange box).

Show Dates

Click this button to show all unpaid invoices within a specific date range. Enter a

Beginning Date and an End Date. Click OK to retrieve invoices that match your date
criteria.

Show All
Click this button if you have searched by date and then wish to view all unpaid invoices.

If you selected any invoice during the date search, the check mark in ‘Add?’ will be kept
when you click Show All.



Alternate Invoice Search Options

Even though all unpaid invoices automatically display, the system will also allow you to
search by date instead. Two buttons are provided for this option (orange box).

Show Dates
Click this button to show all unpaid invoices within a specific date range. Enter a

Beginning Date and an End Date. Click OK to retrieve invoices that match your date
criteria.

Show All
Click this button if you have searched by date and then wish to view all unpaid invoices.

If you selected any invoice during the date search, the check mark in ‘Add?’ will be kept
when you click Show All.

Total Fields

CC Total
This is the total dollars of the credit card transactions you’ve selected for this EFT.

AP Total
This is the total net dollars of invoices you’ve selected for this EFT.

Oth Total
This is the total dollars of non-fuel invoices you’ve selected for this EFT.

Line Total

This is the total of CC plus AP plus Oth. Compare this amount to EFT Amt so the two
numbers are exactly the same.

EFT Amt

Shows the amount of the total EFT from the batch header. The Line Total of data selected
must match this number.

Amt to Add
This is Line Total less EFT Amt (the field with the blue box). It represents the difference
between the total on the batch header and the line items selected. As you select invoices to
include in the EFT, the field ‘Amt to Add’ will be updated. Continue adding invoices until
‘Amt to Add’ is zero. When this field is zero, the total of invoices selected exactly matches
your batch header amount. This field is highlighted in yellow in the example above.



Main Page Functions

Vendor: [sUNOCO | |[Sunoco LP

Checkno:

chdate

| D A
Etamt

GLBank [10000- | ||cashin Bank | Batch
Type Ref No. Reference Ref Date Description Net Amt
I [l18090901 | [{apinvor | ogi01/2018 |[AP INVOICE suNoco | 10000.00]
GLAp  [20000- | ||Accounts Payable | GLDisc [49000- | |[Sales Discounts
Edit | Addin | newEFT | Detete | Ext | | Crcards | Header | patchno | Calculate | gL chg |
Net Tot 10000.00 | CC Tot | 0.00| AP Tot |  10000.00 | Other | 0.00| Add | 0.00|
Trancode [Docnum Dealermno Refdate Ccdescr Netamt Code u‘
M|l 13090901 09/01/2018 WP INVOICE SUNOCO 10000.00|

Edit

Edit the transaction that is highlighted in the grid. Some fields are pre-populated by the

system including Type, Reference Number, Reference Date, Description and the amount of
the EFT. After you tab through all the fields, the system will present the GL account
numbers, purchase amount and the vendor balance. Click OK to accept any change you’ve

made.

Add Ln

Add a new transaction type to the EFT batch. Additional required fields will depend on the
type you enter. Information on adding lines of data is detailed below. Available types are:

I Invoices

This type will retrieve a single invoice from the AP Open Item File. The F2 lookup




screen may be used to select invoice from Accounts Payable open items. This
transaction will debit Accounts Payable and credit Cash. Partial payments may be
made. The purchase amount, discount amount and net display at the bottom of the
screen.

You can only change the GL Discount account when in Edit mode or by using the GL
Chg button.

Credit Cards

This type will allow you to retrieve and pay a Credit Card entry or create a new
transaction that is not in the system. The F2 lookup screen may be used to select an
existing Credit Card transaction. The amount must be entered with a minus (-) sign.
The system will create credit to Credit Cards Receivable and a debit to the bank.



B Chargebacks
This type will increase the dealer’s AR account. It is a debit transaction to Accounts
Receivable and a credit to Cash. Use code M if you do not want to charge the dealer’s
AR account.

D Dealer Discounts
This type will charge the dealer’s AR account. This code is seldom used since Dealer
discounts are now handled through Dealer File Maintenance. The discount is a debit
transaction (+) and will result in a debit to Accounts Receivable or the miscellaneous
account you enter. Use code M if you do not want to charge the dealer’s AR account.

M Miscellaneous
Miscellaneous AP transactions such as sign rental or POS charges (and in some cases
chargebacks and discounts) can be debit (+) or credit (-) transactions. The AP account
displays (a debit or credit transaction to AP is generated), and you are prompted to
enter a MISC account (equipment rental, suspense, etc.).

New EFT
Add a new EFT into the same batch. You will do the same process of adding a total and
selecting invoices or credit cards for the batch.

Delete
You select one line or the entire batch. If you want to delete one line only, highlight the line
in the grid and then click Delete. Choose the option to ‘Delete One’. If you want to delete
the entire batch, select the option to ‘Delete All’.

Exit
Edit the EFT module and return to the main Jobber menu.

Invoices
The system will display a list of open invoices. Invoices currently selected will display the
check mark in the Add column. You can either add new invoices to the EFT batch or remove
the check box on current selections.

CrCards
If Credit Card collections are included in the vendor EFT, click this button to select those
transactions to be updated. More detail on adding Credit Cards is provided below.



Header
Change information in the batch header such as EFT date or EFT total amount.

Batchno
Change the batch number assigned.

Calculate
This button will update the field ‘Amt to Add’. If you have been selecting and de-selecting
invoices or credit cards and believe the total amount of the selected data is not correct, click
this button. The system will re-add you selected data and update the ‘Amt to Add’ field.

GL Chg
You can change some of the GL Accounts.



Add Line Data

The Add Line button will add one transaction to the EFT. Lookup functions are available based
on the type selected.

I Invoices
The Reference Lookup will display all invoices - paid or unpaid. The Net Amt field will
display the amount of the open balance. If you select an item that has already been paid, You
could end up with a credit balance in Accounts Payable. Select the line to add and click OK.
You can change the Accounts Payable or GL Discount account numbers.
The original invoice amount is displayed along with any payments. The CurBal field will
display the new balance after this EFT is updated.

Type Ref No. Reference Ref Date Description Net Amt
0| o127 - | 0112712003 | | | 200.00 |
GLAp  [20500-100 | ||Accounts Payable - Jobber | GL Disc [43100-100 | | Discounts - Sales and Promp)
PurAmt 200.00 | PrvPaid|  200.00 PrvDisc 0.00 | CurDisc 0.00| CurBal|  .200.00

Edt | Addin | MewEFT | petete | Eat | ivoices | CrCards | Header | Batchno | calculate |

C Credit Cards
This type will allow you to retrieve and pay a single Credit Card transaction or create a new
transaction that is not in the system. The F2 lookup screen may be used to select an existing
Credit Card transaction. The Net Amount must be entered with a minus (-) sign. The
system will credit Credit Cards Receivable and a debit the bank.

Type Ref No. Dealer Ref Date Description Net Amt

112311 | |[100 | | |0211012015 |[CRCARDFROM 100 | | -970.00|
GLCrCrd 11000-200 || Store 1 - Accounts Receivabl|

| | | | | | | | I |

If you choose to add a new transaction that is not posted in the system, this message will
display. Choose the appropriate option.

Transaction not found for that dealer. Please select an option: =
L = Go back to the transaction number and do a lookup.

R = Enter the dealer number again

A = Add this transaction and post to credit cards.

Q = Continue so you can research the problem

L - Use the Ref No. lookup and choose the correct transaction

R - Renter the Dealer so it matches an existing Ref No already in the system
A - Add the transaction as a valid credit card transaction

Q - Quit this add process



B Chargebacks
This type will increase the dealer’s AR account. It is a debit to Accounts Receivable and a
credit to Cash.

B | [NEWCB | |[100 09/08/2018 || CHARGEBACK
| 11000-200 | || Store 1 - Accounts Receivabl 11000-100

D Dealer Discounts
This type will charge the dealer’s AR account. This code is seldom used since Dealer
discounts are now handled through Dealer File Maintenance. The discount can be entered as
a debit or credit. The GL accounts can be changed if needed.

D | [NEWDISCT | ||100 09/08/2018 | CC DISCOUNT ; s a
11000-200 | | Store 1 - Accounts Receivabl 11000-100 | | Accounts Receivable - Jobbs

M Miscellaneous
Miscellaneous AP transactions such as rentals or POS charges can be paid in this EFT. The
AP account displays and you are prompted to enter a GL Expense account.

M | misc | |MISCPAY 09/08/2018 | Misc Payment
20500100 |  ||Accounts Payable - Jobber 98980-

[T Ew [ Zaatn [Gewser | Dae= | =g Wioiess | Croars | Haader | Bateins | Galuias



Add Credit Card Transactions

Credit Card transactions can be added to the EFT. Click the CrCards button.

Vendor: [ERAND | |[Brand Fuels | Eftno: 13090801 ||
Checkno: 3203 Eftdate: [05/02/2018 Eftamt:
GL Bank | 10200-100 | |Cash in Bank - Jobber | Batch
Type  RefNo. Dealer Ref Date Description Net Amt
LN | [ [ N /1 | | | |
B
Edit 1 ﬂewEFTl Delete Exit 1nvotcesh CrCards | Header | Batchno Qalcu\atel

Click the Lookup button to select the Credit Card Reference number. This reference number
matches the reference number keyed during credit card downloads or manual credit card data
entry.

i3 Add Credit Cards to EFT o[+ 3] =
Vendor  |BRAND | |Brand Fuels | Eft No. [18090801
coRatte, [ ] |
Antto Use ox
CC Total APTotal OthTotal Netline Total EFTAmt  Amtto Add
0.00 | 0.00] | 0.00] | 000 | 1000.00] | 0.00| Recalc
Click on the Reference Number to add amounts to the EFT batch.
M Credit Card Ref Numbers =B £3
Vendor Refnum Batchno Metamt Orgamt Eftamt Eftused Uneftamt Upeftamt | -
BRAND 0307 0307 28800 388.00 -100.00 0.00 0.00 -100.00
BRAND 1 20181118 4.00 4.00 0.00 0.00 0.00 0.00
BRAND 111111111 100 16500.00 19410.00 -2910.00 0.00 0.00 —2910.00‘
BRAND 112818 20181128 10000 100.00 0.00 0.00 0.00 0.00
BRAND 15919.64 15919.64 0.00 0.00 0.00 0.00

Fields on the this summary lookup are:
NetAmt - Amount available for bank transfer. This amount is calculated as OrgAmt less
EftAmt.
OrgAmt - Amount of the original credit card amount
EftAmt - Amount transferred in a previous bank transfer
EftUsed - Amount selected in the current unposted bank transfer



The total amount available to use (Amt to Use) will display. This is the net amount of all open
credit card transactions in the EFT Reference number you selected. You can accept the entire

amount or enter a lesser amount. If you enter a lesser amount, the system will assign the payment
to individual transactions based on oldest dates first.

Click OK.
Vendor ‘BRAND | |Brand Fuels Eft No. | 18090801
coRetNe (11| |
Amtto Use

If you select the entire amount to use, each detail record of the EFT Reference selected will be
displayed. All transactions will automatically be included in the EFT.

CC Total AP Total Oth Total MNet Line Total EFT Amt Amt to Add
| -16500.00| |  1200.00] | 000 [ -15300.00] [ 120000 16500.00] Recalc

Exit this program

CCRefMo |Vendor |TranMum RecDate Dealer Custho Description Met Amt Add? J
o 111111111 |BRAND |111111111 | 06M18/2009 | 100 BLUE CR CARD FROM 100 -930.0q v
111111111 [BRAND |[111111141 | 06M8/2009 |200 ACME CR CARD FROM 200 -2910.0Q |v
111111111 [BRAND [111111111 | 06/18/2009 |200 ACME CR CARD FROM 200 -3880.00 |v
111111111 [BRAND [111111111 | 06/18/2009 |100 BLUE CR CARD FROM 100 -1940.00 |v
111111111 [BRAND [111111111 | 06/18/2009 |100 BLUE CR CARD FROM 100 -2910.00 |v
111111111 [BRAND [111111111 | 06/18/2009 |100 BLUE CR CARD FROM 100 -3880.0q |+

From this screen, you can remove some of the detail lines if you don’t want to include them in
the bank transfer. Click on the checkmark in the Add? column to remove them from the EFT.

If a line item was unchecked and you need to re-select the detail line, you will first need to save
your data and return to the main EFT page so the totals can be re-computed. Repeat the process
above and select the same EFT Reference number.



Credit Card Feature Options

Recalc
As with invoices, click this button to re-calculate the dollar amounts of the credit card
transactions you have selected.

Remove RefNo
Click this button to remove all credit card transactions related to a Reference Number.
Highlight the reference number in the detail grid and then click the Remove RefNo
button.

Remove All
Click this button to remove all credit card transactions for all reference numbers.

Save
Save all transactions. System will return to the main EFT screen. You may select more
invoices or more credit card transactions.



After all invoices and credit cards are selected, the system will display EFT detail lines (invoices
and credit cards) and the EFT Batch Totals.

The Net Total at the bottom of the screen is updated each time a transaction is selected. A Credit
Card total and an AP Invoice total will be shown. These two amounts will add up to the Net
Total. The Net Total is compared to the Batch Total EFT Amt. If the two are not equal, the
difference will display in the field ‘Add’.

If the amount is not zero, you should either add more invoices or credits or you should change the
Batch EFT total.
If the amount is zero, click Exit.

Vendor: ERAND | |[Brand Fuels | Eftno: 18030801 | |
Checkno: Eftdate: Eftamt: 1000.00
GL Bank [10200-100 | ||Cash in Bank - Jobber | Batcl
Type  RefNo. Dealer Ref Date Description Net Amt
[c | [1400 - |[100 | |o6/18/2009 |[cCRCARDFROM 100 | |  -2910.00] |
GL CrCrd [11000-100 | |[Accounts Receivable - Jobbe|
Edt | addin | NewEFT | pelete | Ext | | Header | Batehno | calculate |
| Net Tot | 1090.00| CC Tot | -2910.00| AP Tot | 4000.00 | Other | 0.00] Add | .go,oo]i
T rancode [Docnum ealerno eldate cdescr etam! ode J*
FIE 1400 100 061872008 [CR CARD FROW 100 291000
[ 11 03312015 JFUEL 1000.00
| 111111 1117/2015 rent 1000.00|
1 11113 12112/2011 LOAN 2000.00




Pre-Post Report
AP, EFTs, PrePost Report

After entering a batch of EFT Settlements, run a Pre-Posting Report with option 'Errors Only'.
You can use the Batch Lookup option to choose unposted EFTs. Choose to display on the screen
and review the report for any errors. Please make sure that the EFT Total and the Line Totals
match. You can then print the Full Report to the printer if needed but this is optional. If errors
are found, correct them and then choose the PrePost option again.

| 12 EFT Pre-Posting Report [E=S Ech
Printer |Foxit Reader PDF Printer |§|
Report date
Range: ~ One Batch Batch Range
One Batch 20190627 | |
Print: “ Errors Only  * Print Detail Report
Edt  |[Print | Display Exit

Range
You can select one batch or a range of batches for the Pre-Post. Use the lookup function to
view a list of batches available for Pre-Post.

One Batch
Enter a single batch number to pre-post.
Batch Range
Enter the beginning and ending batch numbers in the range of batches
Print
Errors Only
Only print any errors in the batch
Print Detail Report
Print the detail lines in the batch
Date: 0€/30/2015 Petro-Data Inc. Page No.
Time: 14:31:30 EFT Pre-Post Report 1
Batch Range 20150627 to 20150627
Batch EFT Date EFT No. Vendor EFT Amount Line Totals
20150€27 05/08/2018 18050801 BRAND EFT Amt 1000.00 Line Tots 1050.00
#*% Line items do not add up to settlement total. Diff is =50.00 for EFT 18050801
EFT Tot 1050_.00 Line Totals 1050 .00

Errors Only



Update EFTs
AP, EFTs, Update EFTs

EFT Settlements must be updated to complete the credit card transaction and mark the invoices
paid. After entering the EFT's and printing a Pre-Posting Report with no errors, update the batch

of transactions.

| 48 EFT Update Program a3

Send Report to: Print to File

Enter batch number: 20190627 J

Enter Gl posting date: |06/30/2019

Edit | _gpg_ggg_._;| Printers Exit

Enter batch number
Enter the batch number to update. Click the Magnifying glass to view a list of batches
available to update.

Enter the GL posting date
Change the GL posting date to match the batch and the date of the EFTs.

Button Options

Edit Change the batch number or GL posting date
Update Update the batch

Printers Display available printers

Exit Exit without update




Date: 0€/30/201% Petro-Data Inc. Page No.
Time: l1l4:4€:28 EFT Update Register 1
Batch: 20150627 Batch Id. 1

Vendor EFT No. Chk No. Dealer Cust No. Ref No. Type Description Amount Add?

BRAND 18050801 8508 100 BLUE 1400 c CR CARD FROM 100 -2510.00 N

BRAND 18050801 @8s08 1111 I FUEL 1000.00 W

BRAND 18050801 2908 111111 I FUEL 1000.00 N

BRAND 18050801 8508 11113 I FUEL 2000.00 W
EFT Amt 1000.00 EFT Subtotal 10%0.00

EFT 18090801 Vendor BRAND EFT totals out of balance with line items. Diff is -90.00

EFT Total 10%0.00
n]
Date: 0€/30/2019%9 Petro-Data Inc. Page No.
Time: 14:46€:29 EFT Update GL Summary Report 2

Batch: 20150€27 Batch Id. 1

Batch Account GlDate Description Amount
20190€27 10200-100 09/08/2018 Cash in Bank - Jobber -1090.00
20150627 11000-100 05/08/2018 Accounts Receivable - Jobber -2510.00
20150€27 20500-100 09/08/2018 Accounts Payable - Jobber 4000.00
Proof 0.00

Update Report

Review the Update Report carefully. Check for any errors messages and verify that Proof is
Zero.



Restore EFTs
AP, EFTs, Restore EFTs

The restore option reverses the update of the EFT Settlement files. These settlements can be
changed or deleted.

Never restore an EFT batch from a previously closed month. You should only restore
batches from the current month.

Do not restore an EFT batch if the credit cards in the batch have been applied in AR cash
receipts.

: {# EFT Restore Program e

Send Reportto  |Foxit Reader PDF Printer |

Enter batch numbe: 20181128

EnterbatchID: 1 |

Enter todays date | 11/30/2018

re)| Eat | prners | Ext |

Batch Number
Always select the batch number from the lookup screen. Select the batch and press <OK>.

Batch ID
Each update is assigned a BatchID which must accompany the batch number to restore
properly. When you select the batch, the ID will be populated by the system.

Today’s Date
Today’s date will default in this field. This has no affect on the restore.

Button Options:

Restore Proceed with restore.

Edit Edit any of the restore options including batch number.

Printers Display the ‘Select Output Device’ screen. Nothing prints during a restore.
Exit Exit without restoring.

Click the‘View Errors’ button and ensure there are no errors. If there are no errors, click ‘Finish
Restore’. Be sure to do a Pre-Post and Update on the batch again after making your changes.



EFT Report
AP, EFTs, EFT Report

Display or print lists of posted EFTs.

Enter the report date 12/01/2018

Select range: 1=Range Batch 2=Range Dates 1
Batch range 20181101 20181130 Date range
Select files: 1=Current 2=History 3=Both 3

Enter a Vendor (Blank for All)

Input selection criteria? N

Sort by: 1=Date 2=Vendor+Date 2

Credit Card EFT Reference AP Invoice

Is everything ok? (Y¥/N/P=Printer/Q=Quit) Y

Range
1 - Select data by a range of batch numbers
2 - Select data by a range of dates

Batch or Date Range
Enter either the batch range or date range based on your Range selection

Select Files
1 - Current,
2 - History or
3 - Both Current and History

Enter Vendor
Enter one vendor or leave this blank for all vendors

Input Selection Criteria
Y - Choose additional selection criteria

Sort
1 - Date
2 - Vendor & Date

Credit Card EFT Reference
Enter the EFT Reference. Only data that matches this EFT Reference will be selected.



AP Invoice
Enter the AP Invoice. Only data that matches this AP Invoice will be selected.

Date: 07/01/2019 Petro-Data Inc. Page No.
Time: 10:54:19 Posted EFT Report 12/01/2018 1
Batch Range 20181101 to 20181130

Batch EFT No. Vendor CustNo Type Ref. No. Description Amount
20181128 1 BRAND BLUE C 123112 Ref. 0307 -100.00
Chk Acct 10200-100 AP Acct 20500-100 CC Acct 11100-100
*+#*+ EFT Totals: EFT Amt -100.00 Line Tot -100.00
AP Inv 0.00 CreCrd -100.00 Other 0.00
Subtotal for BRAND EFT Amt -100.00 Line Tot -100.00
Grand Totals EFT Amt -100.00 Line Tot -100.00

AP Inv 0.00 CreCrd -100.00 Other 0.00




Match to Credit Cards
AP, EFTs, Match to Credit Cards

This option is used to match EFTs with credit cards that were not matched through normal
processing so they will go to history during next month end.

Note: Transactions may be sent to history without being matched, especially if you are trying to
clean up old transactions.

EFT no Vendor Dealer Tran No Ok?

Tran No Dealer Date Amount

Amount to Apply

EFT No
Enter the EFT number. Use F2 to view all available EFT numbers. A Posted Credit Card
lookup screen displays. Select the transmittal you want to match to the eft and the amount to
apply. Press Enter.

Vendor
The vendor from the EFT number will display.

Dealer
The Dealer from the EFT number will display.

Tran No
The Tran Number from the EFT number will display.



POSTED CREDIT CARDS LOOKUP
LN VENDOR DEALER NO. TRANS NO DATE TYP
1 BRAND 100 09072  09/07/95 E
2 BRAND 100 08072  09/07/95 E
3 BRAND 100 09072  09/07/95 E
4 BRAND 100 09072  09/07/95 E
5 BRAND 100 09072  09/07/95 E
6 BRAND 100 09072  09/07/95 E
7 BRAND 100 09072  09/07/95 E
ls BrRamD 100 09072  09/07/95 E
9 BRAND 100 09072  09/07/95 E
10 BRAND 100 09072  09/07/95 E
11 BRAND 100 09072  09/07/95 E
12 BRAND 100 1 c
13 BRAND 100 1 09/09/93 E
14 BRAND 100 1 if
15 BRAND 100 1 c
SELECT LINE NO. B BACKWARD

F FORWARD Q ouit |

NET AMT
2000.00
2000.00
2000.00
2000.00
2000.00
2Z000.00
2000.00
Z000.00
2000.00
2000.00
2000.00
0.00
100.00
0.00
0.00

EFT AMT
0.00
0.00
0,00
0.00
0.00
0.00
0.00
0.00
0.00
0,00
0.00
0.00
0.00
0.00
0.00

Select the line number you want to match to the eft and the amount to apply.

Options:

Change EFT

Change Credit Card
Change Amount Applied
Post and Update

Quit and Cancel



Apply Debit Memos

AP, A Apply Debit Memos

Debit memos are ¢ ntered to apply a negative invoices (debit memos) to an existing invoice
with a positive balance. They can be applied against invoices before
processing payables in Approve for Payment. Debit memos can be applied
entirely or in part to an invoice or multiple invoices.

Neg. Invoice (0 to Quit) FEECR DTN Debit Bal -150.00
Invoice Number (Q=Quit) FEE Inmvoice Bal 150.00
Apply Amount to Invoice 150.00 New Imvoice Bal 0.00
New Debit Bal 0.00

Ready to Update® (Y/N/Q) [¢

Negative Invoice
Enter the vendor’s negative invoice number (credit memo) or Q=Quit. The negative balance
displays in field Debit Bal.

Invoice Number
Enter the invoice number to be used in applying the debit memo or Q=Quit. The invoice
balance displays in field Invoice Bal.

Apply Amount to Invoice
Enter a portion or all of the credit memo that will be applied to the invoice. Note: the Apply
Amount displays positive. If you edit it, make sure you leave it positive.

New Invoice Bal
The new invoice balance is calculated and displays. Verify that the new ending balance is
correct.

New Debit Bal
The new debit balance is calculated and displays.

Ready to Update? (Y/N/Q)
Enter Y to update the transaction and reduce the invoice and negative balance
Enter N to edit the data
Enter Q to quit without updating.

Continue with another Debit Memo or enter Q to quit the program.



Index Data Files

AP, R Index Data Files

This utility, recreates the Accounts Payable index files. The process also checks for corrupt files.
To ensure the reindex is run successfully, all users should exit AP and Jobber.

Choose: 1=Index Current Files 2=sort history Q=Quit
3=Index Both F=Fix Corrupt Files

Ready to Index Files? (Y/N/Q)

1 =Index Current files
Recreates the indexes for master files and all AP transaction files in the current directory
(\cur). This directory contains all transactions entered since last period-end close.
The program begins without any further prompts.

2 = Sort History
Recreates the indexes for AP data files in the history directory (\hst) . These files contain all
transactions from the beginning of processing (or the last purge) through the last period
closed. Depending on the size of your company or the number of transactions, this process
will run longer than reindexing the current data.
The program begins without any further prompts.

3 =Index Both
Recreates the indexes for both current and history files.
The program begins without any further prompts.



F = Fix Corrupt Files
This option runs the fix file program which fixes corrupt files. This does not just check AP

files, it checks all application files. Everyone must be out of all Petro-Data applications.

Fix File

Press OK to continue.

| . 1 The File File Frogram attempts to fix corrupt files.
LW Please get everyone out of the Petro-Data Menus.

Reindex All Modules when you are done.

Ready? i) 1

lﬂl Ready to begin?

Press Yes to begin.

e )

Q = Quit

Quit without indexing or without running the Fix file program.



Quick Checks

AP, Quick Checks

The Quick Checks program allows you to print a check before the invoice is entered. It is useful
when you have to print a check immediately and you know the Payee and the Amount but do not
have time to enter and distribute the invoice to the appropriate GL accounts. A Quick Check can
also be run easily by someone who is not familiar with AP entry, but has the authority to print a
check in the absence of the person who usually prints checks.

K Quick Checks
* Enter Quick Check

* Quick Check Report
* Void Quick Check



Enter Quick Check
AP, Quick Checks, Enter Quick Check

Enter the check data and print it. You must enter the invoices with menu option ‘Enter AP
Invoices’. No distribution for the General Ledger will be created for this check until the invoice
is entered. When you enter the invoice, use Priority Code ‘M’ and enter this check date and

check number. The program will then match it to a Quick Check by number and mark the entry
posted on the Quick Check report.

= [=) x

Foxit Reader PDF Printer
BRAND | |

Brand Fuels

1 Main Street

Send Report To
Select your check printer

Vendor

Select the vendor to be paid. The miscellaneous one-time vendor can be used for a one-time
payment. The vendor address in Vendor setup will display. If the miscellaneous vendor code
is used, enter the company name or the payee for the check. Address information is optional.

Verify Check No
Enter the check number.

Check Date
Enter the check date.



Invoice No
Enter the vendor’s invoice number. There is a maximum of 8 characters for this field. It’s
not recommended that you use the invoice date as the invoice number since it’s used in
matching the invoice to the quick check later.

Reference
Enter a reference for this check up to 8 characters. This is an optional field.

Check Amount
Enter the total check amount.

Button Options:

Edit Edit the check data entered

Printers Select a check printer

Display Display the check on screen

Print Print the check to the printer. Update the check file.
Exit Exit



Quick Check Report
AP, Quick Checks, Quick Check Report

The Quick Check Report displays a list of checks printed within a range of dates. The ‘Posted?’
code shows if the invoice has been entered into the system using Priority ‘M’ and matched on
check date and check number.

Date range 03/15/2019 04/15/2019

Is everything ok? (Y/N/P=Printer/Q=Quit)

Date: 07/24/2015% Petro-Data Inc. Page No.
Time: 10:-04:-45 Quick Check Report 1
Date Range: 03/15/201% to 04/15/2015%5

Vendor Check No. Chk Date Inv Num. Org Amt Posted?
BRAND 100 03/31/201% 100 100.00 Y
BRAND 5303 03/31/2019 331ASF 1200.93 H

Grand Total 1300.53




Void Quick Check
AP, Quick Checks, Void Quick Check

Void Quick Checks allows you to void a quick check before the invoice has been entered. If the
invoice has already been entered, the ‘Void Checks’ option on the AP Main Menu must be used
to void the check. The invoice would have to be deleted if it is not going to be paid in the future.

Enter check number to void (Q=Quit) 100
Vendor BRAND
Check Amount 100.00

Ready to void this check? (Y/N/Q) Y

Quick Check 100 is void. If you run the Quick Check report after the void, note that the Original
Amount is now Zero due to the void.

Date: 07/2472019 Petro-Data Inc. Page No.
Time: 10:07:28 Quick Check Report 1
Date Range: 03/01/201% to 07/24/2019%5

Vendor Check No. Chk Date Inv Num. Org Amt Posted?
ERAND 100 03/31/201% 100 0.00 X
ERAND 5303 03/31/2015 331ASF 1200.53 N

Grand Total 1200.53




AP Setup Program

AP, AP Setup Program

As part of the initial installation and before processing begins, these options are set for the
module. Included in this menu are some utilities also.

| AP Setup Program
* Install Program
* Define Fiscal Periods
* Define Maxirix Check Positions
+ Starting Check Number
* Recalculate Vendor Balances
* Fix Dates/Checks
* Exit



Install Program
AP, AP Setup Program, Install Program

The install options are entered during the installation process by Petro-Data Support Staff.
Please consult with the support team if you want to change any of the values.

Company Name Petro-Data

Company Address 1 12311 Wetmore Road
Company Address 2

City, state Zip San Antonioc Tx 78247
Telephone Number 210-545-4774

Federal Id No. 123456789

Bank Name Chase Bank

Bank Address 1
Bank Address 2

City, State Zip Dallas, Texas 77001

Linked to General Ledger? b 4 AP invoice shortcuts? N
Use laser checks? N # of AP stubs (1/2) 1
Show check number on check? Y Show your company on check?N
Show bank name on check? N Misc Vendor MIS
Separate manual checks? N Manual batch numbers? N
Plain paper vouchers? N Copies 2 Use Passwords in AP? N

Duplicate Laser check option (P=Plain Paper M=Multipart N=No N
Number of multipart forms (l=one Check only) 1

Enter check form name APCHKREG . FRX
Consignment Deposits? (Y/N) N
Is everything OK?

Company Name & Address
Enter the Company Name, Address and Phone number. This is used for 1099s and printing
checks and reports.

Federal ID Number
Enter the company Federal ID numbers. This is also used for 1099 reporting.

Bank Name & Address
This is required if you do not have the information on your checks. If Bank Name is pre-
printed on your checks, leave this blank.

Linked to General Ledger?
Y if you are using GL
N if you are not using GL.

AP invoice shortcuts?
Usually N. This is explained in the Link Install section above.

Use laser checks?
Y if you have laser checks
N if you have continuous forms.



# of AP stubs (1/2)
This is for Laser checks only. The Petro-Data standard laser check has 2 stubs.

Show check number on check?
Y for the system to print the check number as a reference on the check.
N to not print the check number on the check.

Show your company on check?
N Company name is already preprinted on the checks.
Y company name and address will print on the check as displayed above.

Show bank name on check?
N Bank name is usually preprinted on the checks.
Y Print the bank name on the check

Misc Vendor
The miscellaneous vendor is used for one-time vendors that will not be set up in the vendor
file. The vendor name is usually MISC.

Separate manual checks?
N if you only have one set of checks for computer and manual checks.
Y if you have one check book for manual checks and computer checks with a different
check number sequence.

Manual batch numbers?
N Special option for customer who use a different batch number format like 14080889
instead of 20140808.
Y If you use the non-standard batch number. The batch number field will come up blank.

Plain paper vouchers?

Y If you want the system to print invoices on plain paper instead of using check stock when
there are too many invoices for one check stub. Vouchers will print on plain paper after
all checks have been printed.

N Overflow invoice numbers will print on the next check. This will use more check stock.

Copies
Enter how many copies of the vouchers you want to print.

Use passwords in AP?
This should be set to N. Passwords may be set up in the Password program. The Password
program limits access by password protection.



Duplicate laser check option:
P Plain Paper
M Multipart
N The check is not a duplicate or multipart stock.

Number of multipart forms (1=one check only)
1 for standard check
Enter any other number that is appropriate for multipart stock

Enter check form name (laser)
Petro-Data will provide the name of the check form for you. The form name may be custom
to each customer.

Consignment Deposits? (Y/N)
N - This is a custom feature for selected customers.

Is everything OK?
Y if you have entered the correct information. Petro-Data will close and you will return to
the Windows Desktop.
N Edit the setup data that is displayed above.

Important Message —— |

e Vo will be returnied to the Windows Desktop. Press enter,




DEFINE FISCAL PERIODS

This is defined in the menu option ‘Release to General Ledger’ in this document.

Link to Define Fiscal Periods.




Define Dot Matrix Printer Check Positions
AP, AP Setup Program, Define Matrix Check Positions

These Codes are for checks that print on DOT MATRIX (continuous feed) printers only. Ifa
change is needed on a Laser check, send the information to Petro-Data. Petro-Data will make the
correction.

If you get new check stock or a new printer, Only approve 2 or 3 checks on your first check run.
Do this to be sure that the print alignment is correct. Making alignment corrections and
reprinting checks is easier if you don’t have to deal with too many checks. When the alignment
is correct, you may print the rest of the checks.

After making alignment changes and to keep from wasting a check, you can print checks on plain
paper. Hold it up to an actual check to see where the data will print.

*%xk** Change Check Positions *%***(04/16/2004

Humber of lines on check+voucher 42 Humber of lines on Voucher 14
Row to start voucher 2 Column to start wvoucher 1
Row for check number on check 23 Column for check number on check 72
Row for text check amt 26 Column for text check amt 5
Row for check date and amount 30

Column for check date 50 Column for check amt 67
Row for Payee Name/Address 31 Column for Payee Name/Address ]

Is everything OK? (¥/H/C=Cancel) Y|

These are the default settings. Since printers are all different, some changes may be needed.

Rows are horizontal and Columns are vertical. Lowering the number will move the data to the
left for a column or up for a rows. Increasing the number has the opposite effect. Be sure to
print 2 checks in a row to be sure that the number of lines for the check AND the voucher is
correct.

Note 1:  Laser printers can have one or two vouchers. The same information is printed on
both. The second is usually a file copy.

Note 2:  There is an optional ‘Voucher’ program that allows you to print checks with more
than 12 paid invoices without voiding (and wasting) checks. The vouchers are
printed on plain paper after the checks are printed. See “Print Checks” section for
more information.



Starting Check Number
AP, AP Setup Program, Starting Check Number

Enter or change your starting check number with this option. If you only have one set of checks
for both manual and computer checks, only one line will display. Otherwise, enter a starting
check number for both the manual checkbook and the computer checks. You can also assign a
number for Vendor EFTs.

Enter a new starting check number 9335
Enter starting EFT Check Number (0 for none) 50

OK? (Y/N) Y

Check numbers must be entered before attempting to print checks for the first time to avoid an
error message.

If you get new checks with a different range of numbers, use this option to enter the first check
number when you are ready to begin using them.

The system can also assign a sequential number for Vendor EFTs. Enter the next number to be
used here. If you don’t want to have the system assign an EFT number, enter Zero.

There are several places in the system where the system displays the next check number or
increments the check numbers as you enter transactions. This file supplies the next check
number available for use. You can always change the check number to the correct one if you are
entering them out of sequence.

Check number references in Petro-Data:
Computer check printing program displays the ‘starting check number’ from this file.
‘Enter Payables’ displays the next check number if the entry is already paid (coded M).
‘Enter Manual Checks’ displays the next check number from this file.



Recalculate Vendor Balances
AP, AP Setup Program, Recalculate Vendor Balances

This option looks at the Open Invoice File and adds up the invoices for each vendor. The new
balances will list on the screen and update the ‘Balance’ field in Vendor File Maintenance. The
‘Current Balance’ displays on the header screen in ‘Enter AP Invoices’.

Are You Ready to Recalculate the vVendor Balances? (Y/N) ﬂ

« PETRO DATA OIL - Recalculate Vendor Balances - 04 /16 /2004 =

HEWICE Hewton Ice Hew Bal 27.50
PEPSI Pepsi-Cola Company Hew Bal 384.56
PRICE Price & Co. New Bal 834.28
SCHOTT Schotts Bakery Hew Bal 15.29
TASCO Tasco Auto Hew EBal 1394.85
TOMS Tom' s Hew Bal 51.15
TRUCK The Truck Company New Bal 998.00

Read the Screen and Press Any Key to Return to Menu



Fix Dates/Checks
AP, AP Setup Program, Fix Dates/Checks

This option lets you fix dates and batch numbers on Checks, Invoices and EFTs. You can enter
a document to fix one bad document within the batch. Always enter at least one date or one
batch number. This helps the system find the right data.

1=Fix a Batch Number 2=Fix a Bad Date Q=guit 1
Doc Type: 1=Checks 2=Invoices 3=Efts e=Quit 1
C=Current H=History cC Fix Gl Link File too? (Y/N/Q) Y

Document Number
Bad Batch Number 20050917 Bad Date fF/
New Batch Number 20050917 New Date i/

Is Everything oR? (¥/N/Q) |

Typically, you would enter one batch number for both less and Greater than
to fix one bad batch. You can enter a document to fix one bad document within the batch.
Always enter at least one date or one batch number. This helps the computer find the right data.

Option
1 - Fix a Batch Number Select option 1 to change a batch number.
2 - Fix a Bad Date Select option 2 to fix dates

Doc Type

Select the Document Type to change:

1=Checks Check number, date or batch needs to be corrected.

2=Invoices AP Invoice batch number needs to be corrected. You cannot change the
invoice number. You must delete it and reenter it.

3=EFTs EFT or batch number needs to be corrected. EFT reference or check number
cannot be changed in this option.

Period
C Current
H History

Fix Link File too?
Y Yes, fix the AP Link file
N No, fixing the AP Link file is not required



Document Number
1-Checks Enter the check number. Leave this blank to view all checks in the batch.
2-Invoices Enter the invoice number. Leave this blank to view all invoices in the batch.
3-EFTs Enter the EFT Number. Leave this blank to view all EFTs in the batch.

Bad Batch & New Batch
If you selected Option 1 to change batches, enter the old batch number and the new batch
number.

Bad Date & New Date
If you selected Option 2 to change dates, enter the old date and the new date.

Sample Change Screens for Change Batch

O3 FIX AP DATES/BATCHES - «Ctrd W= =Quit b1

|Pvendno|  Pcompany  |Checkno| Aprpay | Module | Batch | Checkdate |Fix|Ocheckno | Ocheckdate | Obatchno B
f.n.CME |ACME GROCERS §362 20.00| MANCHK| 20140802 |DBI2Z72014 | | 8562 08/11/2014 | 200140811
1

In column ‘Batch’, enter the new batch number.
Column ‘Obatchno’ has the original batch number.
<Ctrl W> when information is correct.

Sample Change Screen for Change Date

B FIX AP DATES/BATCHES - <Ctrd W= Quit

=

| Pvendno] Pcompany | Pinvno | Puramt  |Module| Obatchno | Opurdete | Batchno | Purdate  |Fix|
jjTF".'CI- | TRUCK REPAIR SF l‘BEI?E-E- BE-E'IEIAPF‘CISTlEUHUSH 0811204 EUMD??E 0Fafzm4 I‘l’I

Example: Invoice 98765 should be 07/31.

In column ‘Purdate’ (Purchase Date), enter the correct date.
In column‘Fix’, enter ‘Y’ to fix the data.
<Ctrl W> when information is correct.



After saving the data with Ctrl-W, you will prompted to Post your change.
" Ready to Post ()

!a Are you ready to post your changes?

L Y ][ Mo |

<Yes> Post/Update the changes.
<No> Do NOT post changes.

Choose Yes to Post the data:
[ Complete W1

=
ﬂ Changes are complete. Please print your repeorts to venfy it worked,

o )

L.

Click <OK>

Choose No to cancel the Post:
rlf.'.lrlcel'.’ I.""L_J

g Yiou answered Mo, Your changes WILL NOT be posted. Is this OKF

vs || Mo

N Returns to the popup window for changes.
Y Returns to the options screen for more changes or to Quit.

Complete e

ﬂ Changes were CANCELLED.
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