Create Vendor EFT
Accounts Receivable, Vendor EFTs, New Input EFT

Process Flow: Enter EFT, PrePost & Update

Create an EFT for your payment to your vendor for invoices. To verify open invoices, run
the Invoice Status Report in AP, Reports. Select the option for Open Invoices only.

In this program, there is a feature that will allow you to pay a non-fuel vendor without having
to enter an invoice. You can do this using transction code ‘M’ - Miscelleneous. You can
enter an invoice number, date, invoice amount and the GL account number for the payemnt.

Also, this is the good way to enter invoice corrections that have been billed by the fuel
vendor. Use this option only if the gallons do not change for the invoice correction. You will
enter 2 transactions with code ‘M’. Enter both the credit and rebill amount and assign them
to GL account number for Cost of Sales - Fuel. Although you could enter just the difference
in the original and correcting invoice, entering both amounts gives you an additional audit

trail for the transaction.

Step 1 . Enter AR Link Code J n
; ggi:i :EZ I(E}l{:TLll)n:ieco”?ﬁis is the date that - AP et pise faston oo
. . AR 11000100 | crerd
the funds will be transferred from the Default EFT Date 10/21/2018 a
bank. EFTBatch Number (20181021 | | a
3. Enter the batch number.
4. Click EFT Input
ﬂ EE Edit Exit |
Step 2 Vendor: [5RaND [ lBrand Fuels ] ﬂEﬂnm 102118 i
Checkno: 181021 F‘ﬂdnﬁ 10121/2018 Eftamt: 5000.00 -
é' gg::; ;l;egg'l;dﬁérgggbeéou can enter ‘A’ GLBank (10200100 [ 1| Cash in Bank - Jobber Batch 20181021 e
to auto-assign a number or you can enter a
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3. Enter a check number.
4. Enter the total EFT amount. Pt e Wamaran ] Bew o JE =
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Step 3

1. Select the invoices to be paid by click the
‘Add’ column. You can click the button
‘Mark All’ to select all invoices listed
below.

2. You have the option to‘partially pay’ an
invoice by manually entering a specific

i Add AP Invoices to EFT

Vendor  [BRAND | |Brand Fuels

Add Invoices 1J
Showl_| UnMark Al
Sag Date ‘ 11 | End Date | [/ | Show Dates
Cancel
CC Total AP Total Oth Total Line Total EFT Amt Amt to Add
| 0.00 4000.00 | 0.00 | 4000.00 || 5000.00 1000.00|
View All ‘ View Marked | View UnMarked | Recalc |

amount in the Net Amt Column_ The ‘Z‘:J"A’.‘.!EZ?"'JC!‘!'.Z?e'?;.n”c'ﬁi:':..ﬁ”;m“iﬁ‘”Da‘.i'iZiié?.S"f..'éi,"f'..izé‘l"ﬁ'.?f:.’.‘f&?i;‘? i j
System Wlll Compute the Remalnlng [Type ?ocNum~ E:fz«igfz‘uew; F’uvAml-W.UU Prewaywu D\scAmIU.UU NetAmt - Balanceg.w Arauﬂ -
. "M 0313112015 1000.00 0.00 0.00 1000.00 0.00|v
Balance automatlcally. 111111 111712015 1000.00 0.00 0.00 1000.00 0.00 %
o 11113 121212011 2000.00 0.00 0.00 2000.00 0.00 v ‘
3' Make sure the EFT Amount matches the 1111333 |0ai2i2015 1000.00 0.00 0.00 000 1o00.00f"
. . . 1218 09/16/2009 1000.00 0.00 0.00 0.00 1000.00)
total of invoices to be paid. s
4. Click Save.
Step 4
This step may be optional.
You can also record a payment for
miscellaneous invoices that are not entered in
Accounts Payable. Examples include Bank
Fees, rental payments or adjustments for
Vendor Credit/Rebill.
Select the appropriate vendor for the batch. R rolnd =
Vendor: [5ANK | |[National Bank J Eftno: 102 ]
Checkno: 1022 |  Eftdate: [10/22/2018 | Eftamt: [ 5000
. . GLBank [10200-100 | | [Cash in Bank - Jobber | Batch (20151027 |
1. Click the ‘AddLn’ button to a line to the
Type  RefNo. Dealer Ref Date Description NetAmt
EFT batch. Ll L N | |
Eot [TAddn ]| NewEFT | perete | Emt | ivoices | Crcaras | Header | Batenno | calcuiate |
Net Tot | 0.00| €€ Tot | 0.00 | AP Tot | 0.00| Other | 0.00| Add | 0.00|
[_[rrancode [pocnum [Dealems [Refoate [cegeser [Netamt ‘Cnde‘;‘
Ell | | | | | |
[ | | | | |




Enter ‘M’ for Miscellaneous. Example 1: Bank Charges

iR EFT Input (=N Eon
Enter a Reference number that you can i — ‘ e
: : : : Checkno: [1022 |  Eftdate: 102272015 | Eftame | 5000]
use tO ldentlfy the mvoice. GL Bank 10200-100 | | |Cash in Bank - Jobber | Batch (20151022

The transaction date will default from the

Type_  RefM Reference  Ref Date Description Net Amt 8

s s . @—@ms (BankcHa | (102200 dBankchags B || so0of) Jm

batch date. Change this if desired. GLAP  [20600-100] |[Accounts Payable - Jabber ] GLE,: To0i0] |[Bankress |
7

Enter a description of the charges or
invoice.

Enter the invoice amount.

Select a GL Expense account number that | Example 2: Misc. Rent Expense

Net Tot | 0.00] CC Tot | 0.00 | AP Tot | 0.00| Other | 0.00| Add | 0.00

is appropriate for this invoice. R67T ot e
) Vendor: [ACVWE | |[Acme Grocers ] R 1022 ||
Cl]ck OK_ Checkno: [1022 |  Eftdate: [10122/2018 | Eftamt: 350.00
GLBank (10200100 | |[Cash in Bank - Jobber | Batch (20131022
Type Ref No. Reference Ref Date Description Net Amt

[m pAsse763-2 E) [machine | [tor8/2018E Machine Rental B | | 350.00) ) -
GLAp  [20500-100 | _|[Accounts Payable - Jobber | GLEXP (74550-100 | |[Rental Expense Misc
7

Net Tot | 0.00| €€ Tot | 0.00| AP Tot | 0.00| Other | 0.00| Add | 350,00
| Trancode |Docnum [Dealerno Refdate [Cedeser ‘Nstamt [Code
M 556763-2 10/18/2018 [Machine Rental ‘ 350.00]

Example 3: Credit Rebill

SHEFT Input [rol@e] 2
Vendor: [BRAND | |[Brand Fuels ] Eftno: 1023 |
Checkno: (1023 |  Eftdate: 1012312015 | Eftamt: 3500.00
GL Bank {10200-100 | ||Cash in Bank - Jobber | Batch (20181023
Type Ref No. Reference Ref Date Descn;mon Net Amt []
@Eouﬁassa [cREDITR | [10r231201 redit Rebill 3500.00| (3 e
GLAp  [20500-100| |[Accounts Payable - Jobber | GLExp wmn 20« [50100-200 _|[ Store 1 Cost of Sales Fuel |

\ \ \ \ \ \ \ \ \ \
Net Tot | 0.00| €€ Tot | 0.00] AP Tot | 0.00| Other | 0.00| Add | 0.00|
[ Tmrancode Docnum  [Dealeme [Refdate [Cedeser [Netamt [coge [~ ]
[T

[poLo7ees_ | 1072372018 |Gredit Rebill | 3500.00




Step 5

1. If appropriate, you an add Credit Card
data to the EFT to reduce your EFT
amount due to the vendor.

Vendor: [5RAND | |[Brand Fuels

Checkno: 151021 |  Eftdate: [10/21/2015 |
GL Bank [10200-100 | _|[Cash in Bank - Jobber ]

Eftno: 102118 I
Eftamt: 5000.00
Batch (20131021

Type  RefNo. Reference  RefDate

Description NetAmt

[ [ 1 I | [o313172015 ||

J [ roonoo] [ ]

GLAp 20500100 | |[Accounts Payable - Jobber | GLDise 43100100 | || |

Eot | TAGd D0 3| NewEFT | Deiete | Ext | Invoices | Crcaras | Header | Batchno | calcuiate |
Net Tot | 6000.00| CC Tot | 0.00] AP Tot | 6000.00 | Other | 0.00] Add | -1000.00
Step 6 . N
. Vendor  [BRAND | [Brand Fuels | EttNo.[1021
1. Enter the Credit Card reference number.
corarte. [ssosamssoss |

Use the F2 lookup.

2. Enter the amount to transfer and click
OK.

3. Check the ‘Add’ column to select the
items to include in this EFT.

4. You can enter a partial amount in the
‘NetAmt’ field if required.

5. At the end, click Save.

Click Exit when the batch is complete and in

balance.

Amtto Use Ok B a i | Remove Al

CC Total AP Total  Oth Total  NetLine Total

Cancel Remove RefNo

EFT Amt  Amtto Add

| 400700 | 6000.00] | 0.00] |

1993.00] |

s00000] [ 300700 Recal

' [Press OKto use the credit cards.

CCRefNo |vendor _ [Tranhum RecDate  |Dealer Custo Description NetAmt |add?| &
BRAND 1 008 |100 BLUE CR CARD FROM 100 i) -8Tooof .
L D 12/28/2008 | 100 BLUE CR CARD FROM 100 -1000.00 [v




Vendor EFT PrePost & Update

Accounts Receivable, Vendor EFTs, PrePost EFTs & Update EFTs
Process Flow: Enter EFT, PrePost & Update

Step 1
Accounts Receivable, Vendor EFTs, PrePost
EFTs

2. Enter the batch number.
3. Click Display.

Printer | Microsoft XPS Document Writer

Report date

Range: * One Batch ¢ Batch Range

One Batch a1

Print:  G[Emors Onh| Print Detall Report

Edit Print | Display | Exit

Step 2

1. Review this edit report and make sure
there are no errors.

2. Check the total of the EFT.

Date: 10/21/2018
Time: 07:56:30

Petro-Data Inc.
EFT Pre-Post Report
Batch Range 201681021 to 20181021

latch EFT Date EFT No. Vendor EFT Amount Line Totals
10181021 10/21/2018 1021 BRAND  EFT Amt 6000.00 Line Tots €000.00)
EFT Tot €000.00 Line Totals €000.00 B

Accounts Receivable, Vendor EFTs, Update
EFTs

Step 3

1. Enter the batch number.

2. Enter the GL Posting Date.
3. Click Update.

: Send Report to: |Print to File

Enter batch number: 20181021 J ﬂ
Enter Gl posting date: |[1042172018 g

Edit | Update | Printers | Exit |

Step 4
Review the report. Check that GL Proof is
Zero.

Date: 10/21/2018
Time: 08:00:16

Petro-Data Inc.
EFT Update GL Summary Report
Batch: 20181021 Batch Id. 1

Batch Account GlDate Description Amount

20181021 10200-100 10/21/2018 Cash in Bank - Jobber -€000.00
20181021 20500-100 10/21/2018 Accounts Payable - Jobber €000.00

Proof u 0.00




Step 5 .. Update Errors:

1. Click View Errors.

2. Iferrors exist, click on Cancel Update.
Correct the errors and run the PrePost and
Update again.

3. If there are no errors, click Finish Update.

a_

Print Msg | Cancel Update |

8

Finish Update ‘ View Status ‘




