
VIRGINIA FUEL TAX REPORTING 

To be able to create the State Fuel Tax Report, you always run the main ‘Fuel Tax Calculate’
first.  Each state tax module has it’s own state-specific calculation process.   All tax and audit
reports are printed from information from this master calculated file.  These reports contain both
taxable and non-taxable transactions. The file is replaced with new data every time the ‘Fuel Tax
Calculate’ is run.

Step 1 - Fuel Tax Calculate
Jobber, Fuel Tax Reporting, Fuel Tax
Calculate

1. Select ‘3' for both Current and History.
2. Enter today’s date.
3. Select ‘1' for Range of Dates.
4. Enter the current month date range.
5. Select ‘Y’ for Detail Sales Tax Report.
6. Select ‘Y’ to view the report.

Report Sample

The reports prints Taxable, Non-Taxable and
Total gallons by tax code.  It also prints the
total tax by tax code.



Step 2 - Calculate Virginia Taxes
Jobber, Fuel Tax Reporting, Other State
Module, Calculate and Create Virginia
Report Files 

1. Press Enter to confirm that you ran the
initial tax calculation from the previous
step.

2. Enter the current month date.
3. Enter the date range for the current month.
4. Enter ‘Y’ to begin the calculate.
5. Review any errors.

Step 3 - Print Schedule of Receipts

1. Confirm the company information.  This
is taken from the installation setup data.

2. Enter the Month and Year.
3. Enter ‘Y’ to print the report.



Step 4 - Print Schedule of Disbursements

1. Confirm the company information.  This
is taken from the installation setup.

2. Enter the Month and Year.
3. To print all schedules, leave the field

blank.
4. Enter ‘Y’ to print the detail.
5. Enter ‘Y’ to print the report.

Step 5 - Browse/Fix Report Schedule Data

1. Options 1-6 allow you to change the
setup.  These are the same options
available in master file maintenance.

2. Select option 7 or 8 to correct the data
from the Virginia calculation.

3. 7 - Disbursements
a. Select the option for Carriers or

Schedules/Products.
b. If you select Carriers, you can change

any of the fields listed on the screen.
c. If you select Schedules/Products, you

can change any of the fields listed on
the screen.

d. Press Ctrl-W to save your changes.
4. 8 - Fix/Delete Receipts

a. Select the option for Carriers or
Schedules/Products.

b. If you select Carriers, you can change
any of the fields listed on the screen.

c. If you select Schedules/Products, you
can change any of the fields listed on
the screen.

d. Press Ctrl-W to save your changes.



Step 6 - Create Excel File for Virginia
Jobber, Fuel Tax Reporting, Other State
Module, Print/Make Electronic Files

1. Schedules to Print should be blank. 
2. Confirm your Federal ID number and

company name.
3. Enter the current month and year.
4. Choose the Summary print option.  You

can also select ‘D’ by day if you wish.
5. Enter the month end date.
6. Select the appropriate option for Biodiesel

fuel.
7. Select the appropriate option for Propane.

Print the report.  This data is used for state
filing.



Fuel Tax Report
Jobber, Fuel Tax Reporting, Fuel Tax Report
This is an optional report.

This report prints fuel tax totals on both sales
and receipts.

Accept the report defaults.
Press Enter on each option.

Report sample



Step 4 - Print Other Tax Reports   
(If Needed)

Jobber, Fuel Tax Reporting, Federal Refund
1. Select by Range of Dates
2. Enter the beginning and ending dates
3. Select ‘N’ for Summary Only.
4. Enter your Federal tax codes for Gasoline

& Diesel.  These are setup in Jobber, File
Maintenance, Fuel Taxes.

Jobber, Fuel Tax Reporting, Sales Audit
Report
1. Choose ‘T’ for Tax Type (Federal, State)

or ‘C’ for Tax Code (Individual tax
codes).

2. Enter ‘3' for both taxable and non-taxable.
3. Leave State blank for all states or enter

one state abbreviation.

Accept all other defaults.



Jobber, Fuel Tax Reporting, Purchase Audit
Report

1. Choose ‘T’ for Tax Type (Federal, State)
or ‘C’ for Tax Code (Individual tax
codes).

2. Enter ‘3' for both taxable and non-taxable.
3. Leave State blank for all states or enter

one state abbreviation.

Accept all other defaults.


