
Import Purchase Invoices
Jobber, DTN/Supplier Import, Import Transactions 

Download and create vendor invoices for fuel purchases.  These invoices will be matched to
BOLs.  A valid BOL must already exist in Petro-Data.

Data files will be downloaded as  \DTNAP\invfile.txt.  The file will remain in this directory until
the import is complete.  If a file exists in this directory, a previous import was not completed. 
The file should be processed before downloading new data since the existing file will be deleted
and data could be lost. 

In Petro-Data, there is a menu option that will display the date and time of all downloads.  If a
DTN file was downloaded, a copy of the file is saved in Petro-Data and can be restored and re-
processed if necessary.  Instructions are included at the bottom of this document.

1. Enter or confirm your user ID.
2. Choose ‘Y’ to download the file from

DTN.  
a. If you are re-processing a file from a

previous download, enter ‘N’.
3. Enter a batch number.
4. Select the option for AP Invoices
5. Click Continue.

If a file is available and was downloaded, it
will display in the grid.  

If there is more than one file in the directory,
all files will display.  Enter ‘N’ in the Import
column to skip processing of one or more
files.

Click Continue to process the file
Click Cancel Import to cancel this process.



If you have previous data in the Keeper file, a
message will display.  

Data in the Keeper file are invoices
previously downloaded.  The data was not
processed, usually because the BOL is not in
Petro-Data, but saved to be processed at a
later date.

Click OK.



1. Enter a batch number for the files to be
processed.

2. Leave vendor blank to process all
vendors.

3. Leave the Date Range blank to process
everything in the file.

4. Select ‘A’ for Import option
5. Enter ‘Y’ to continue processing.  

The contents of the import file will be shown
by batch, vendor and date.

If there were multiple vendors processed,
each vendor will be listed on a separate line.

Press Ctl-W to continue.

The BOL number will display from the
downloaded invoice file.  This BOL must
already exist in Petro-Data.

If the BOL is valid, click Continue.

If the BOL is not in the system, click the
‘Keep It’ button.  This data will be store in
the Keeper file and can be processed on the
next import.

Other Functions:
Delete - Delete this transaction.
Change Item - Change the Petro-Data

inventory item number.
Cancel - Cancel the import of this

record.



If the gallons on the BOL do not match the
gallons on the invoice, a error message will
display.

Restore and correct the BOL or correct the
purchase invoice after the import is complete.

If the gallons match, no error will display.

You may need to define a translation from a
DTN product to a Petro-Data inventory item. 
The DTN product will display at the top. 
Enter the Petro-Data item for this transaction. 

You may need to define a fuel tax type in the
translation tables.  Based on the description of
the tax, enter one of the following tax types:
 S - State
 F - Federal
 C - City
 N - County
 M - Misc
 X - Deferred Tax

For Federal or State taxes, select the
appropriate fuel tax based on your Fuel Tax
Setup.  Use the F2 key to view a valid list of
fuel taxes.

At the end, a total invoice amount by vendor
will display.

Write down or print this dollar amount.  Use
this amount to validate that all invoices were
imported correctly for this batch.

Enter ‘C’ to Continue with Update.



‘Import Complete’ message will display.

Click OK.

Jobber, Purchases, PrePost Report 
Run a Pre-Post report for the batch.  

1. Select a Printer or Display.
2. Today’s date will default for Report Date.
3. Select either One Batch or a Range of

Batches.
4. Enter the batch or batch range.
5. Select Errors Only.  You can also select a

Detail Report to view individual
transactions.

6. Subtotal by Dealer
7. Grand total by Vendor and Batch
8. Click Print or Display.

View the report and ensure there are no
errors.  

Jobber, Purchases, Purchase Update
Update the batch.  Batches must be updated
individually.

1. Enter the batch number.
2. Enter the GL Posting date.
3. Click Update. 

View the report and ensure there are no errors
and Report Proof is zero.



Restore or View a Downloaded DTN File 
Jobber, DTN/Supplier Import, Restore Import File 

In Petro-Data, this menu option will display the date and time of all DTN downloads.  A copy of
the file is saved in Petro-Data and can be restored, viewed and re-processed if necessary. 

A list of all downloaded files will be
displayed.  

Batchno The batch number assigned in the
download process.

Impdate Import date.
Imtime Import time.
Doctype This field describes the type of file

(Rack Price, Credit Card, AP
Invoice).

Filename The directory and file name of the
downloaded file.

Select the file name to be restored and press
Enter.

1. The vendor associated with the data in
download file will display.

2. The original file location and name will
display.  Keep this value it you want to re-
process the data in this file.  You can also
change either the directory or file name to
be restored.  If directory is changed, this
file will not be re-processed because the
system only processes files in the DTN
directory.

3. Enter ‘Y’ to begin the file restore or ‘N’
to quit and exit.

The contents of the restored file can be
viewed with any text editor, such as Notepad.

If you restore a file to the original directory
but you don’t want to re-process it, you must
delete the file after reviewing the data.


