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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
• Oil and TBA Software
• Download Fuel
• Supplier Data
• Credit Card Software
• EFT Entry
• Propane Software
• Customer EFTs
• POS Interface
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Menus and Options

It’s recommended you use the ENTER key to move from field to field on the screens.  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?’ will usually display.  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 screen.
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JOBBER

Master File Maintenance
Jobber, Master File Maintenance

Master Files, such as inventory items and tanks, must be entered before processing can begin. 
There are many files required to process purchases and sales of fuel and lubes and to maintain all
the information needed for tax and management reports.
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Locations
Jobber, Master File Maintenance, Locations

Location Codes define a warehouse or location where fuel or other inventory is stored. This
includes at least one main location (a bulk plant) where warehouse inventory and in-house tanks
are located, one location to represent the terminals, and a location for each consignment
customer. Inventory is tracked at each of these locations.

The location record serves two purposes. It allows on-hand inventory tracking at more than one
location and,  if you are linked to the General Ledger, it defines some of the General Ledger
account numbers used to record sales, purchases, and other transactions to the General  Ledger. 

Location records must be set up even if you are not linked to the General Ledger.
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Location Maintenance 
Jobber, Master File Maintenance, Locations, 1 - Add/Change Locations

The Location file record has two types of data: GL ACCOUNTS and CONSIGNMENT/TAX
DATA.  

GL Accounts 
For each location, you will define the General Ledger account numbers that will be used for 
transactions for each type of process.

Location
The location code may be from 1 to 6 characters, however shorter is better.  Be sure to  create
location records for the two defaults entered in the initial Inventory Install (usually 1 and 9). 
Enter a description such as Bulk Plant, Terminal, or store name for Consignment or Cardlock
locations.

EFT Bank 
• In the Sales Invoice Entry Module, this Bank account is used for the cash or check

payment amount of a Cash Sale.
• In the Purchases Entry Module, this Bank account is used for a Charge invoice and is also

used in AP when the invoice is paid.  It is also used if the invoice is paid with a manual
check in the Purchase module. 

A/R 
In the Sales Invoice Entry Module, the AR account is debited when charge invoices are
updated.  It is the account that is credited in AR when the invoice is paid.

Credit Card
 In the Sales Invoice Entry Module, the Credit Card account is used for the Credit Card
payments for a Cash Sale.

GL Intercompany 
In the Sales Invoice Entry Module, if an invoice is coded as Intercompany instead of cash or
charge, this account is debited instead of the AR account.  

GL Sales Tax 
In the Sales Invoice Entry Module, if sales tax is accrued, this account is credited.
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GL Freight 
There is no provision in the standard Sales Invoice Entry Module to use ans account for
freight charges.  Enter a Freight Income or Freight Expense account in this field.  If you do
not charge Freight, enter a suspense account in this field.

GL Discounts Taken 
There is no provision in the standard Sales Invoice Entry Module to use an account for
discounts.  Enter an account for discounts in this field.  If you do offer discounts, enter a
suspense account in this field.

GL Acct. Payable
In the Purchases Entry Module, this account is credited when Charge or EFT invoices are
updated.

GL Pending AP 
In the BOL Module or the Purchase Entry Module, this account is used to credit the estimated
invoice amount when a BOL or Receipt is updated.  When the Purchase invoice is updated,
the exact amount is debited.

GL Est Fuel Tax  
In the BOL Module or the Purchase Entry Module, this account is used to debit the estimated
fuel tax amount (prepaid tax).  When the Purchase invoice is updated, the exact amount is
credited.

GL Purchase Disc
In the Sales Invoice Entry Module, if an amount is entered in the T - Discount Taken field,
this account is debited. 
In the Purchases Entry Module, this account is debited if an amount is entered in one of the
discount fields.

GL Purchase Frt 
In the Purchases Entry Module, this account is debited if an amount is entered in the Freight
field.

GL Purch Sales Tax 
In the Purchases Entry Module, this account is debited if sales tax is paid on a purchase and
the amount entered in the Tax field.
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Consignment/Tax Data 

The Consignment/Tax tab is used only when commissions are calculated.  Click on the
Consignment/Tax Data Tab and enter tax numbers for state tax reporting and other information
needed for Consignment processing and Commissions.  Consignment data must be set up by
location.  

If you delete data from the Consignment page, you will also delete your location setup.
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Type
Enter the type: Consignment or In-House, such as a Bulk Plant.

Customer Number and Ship To
Enter the Consignment customer number and the Ship To code.  If this is not a consignment
location, leave these two fields blank.

State
Enter the State abbreviation where this Bulk Plant or consignment is located.  This field is
used as a Origin or Destination state for fuel tax reporting.  Do NOT leave this field blank.

City ID
If you are using freight calculations, enter a valid City ID (from City File Maintenance) to be
used as Origin or Destination in the calculation.

Federal EIN
Enter your company’s Federal tax ID number.

State EIN
Enter your company’s State Tax ID number.  This number is used in State Tax reports.  Do
not leave this field blank.  

Zone
Enter the zone where this consignment is located.  This is a user defined code and is used if
you have many consignments and you need to print reports by area or ZONE.  If this is not
required, leave this field blank.

Consignment Section - For Custom Calculations Only
Consignments calculations usually require custom programming.  The information in this
section of the record is used to calculate and create journal entries when consignment reports
are updated.

If this is a Consignment Location, other files must also be set up in order for the consignment
module to work properly.  See the Consignment section of The Complete Jobber
documentation and the appendix for a checklist of the files needed.

Depending on your installation and custom programs, the following GL accounts and other
information might be needed when consignment reports are updated:
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GL Commission  
Enter the GL Account for Commission Paid, if applicable.

GL Freight Revenue  
Enter the GL Account for Freight Revenue, if applicable.

GL Amortization  
Enter the GL Account for Amortization Income, if applicable.

GL Bank Card  
Enter the GL Account for Bank Cards, if applicable.

GL Over/Short  
Enter the GL Account for the Over/Short amount on the consignment report, if applicable.

Commission Item  
Enter the Commission Item code from Inventory File Maintenance used for commission
billing.  Only one inventory item can be set up per location for commission calculations.

Gas Gallon  
Enter the Gasoline Freight per gallon to add to COST (.01 is 1 cent).

Diesel Gallon
Enter the Diesel Freight per gallon to add to COST (.01 is 1 cent).

Last Report  
The date of the last report displays.  This field is updated when a consignment report is
entered.  If an error is made (bad report date), enter the correct information.

Amortization Gallon  
Enter the Amortization per gallon to add to Cost, if applicable (.01 is 1 cent).

Credit Card Fee  
Enter the Credit Card fee to subtract from the commission (.01 is 1 cent).

Miscellaneous Fee per Gallon 
Enter any other Fee Per Gallon to add to COST, if applicable (.01 is 1 cent).
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Pump Readings  
Enter the Y if you are entering PUMP readings.  Enter N if you are entering Console
readings.

Vendor  
Enter a Vendor for rack prices.

Terminal 
Enter a Terminal for rack prices.
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Location Report
Jobber, Master File Maintenance, Locations, 2 - Location Report

The Location Report is a listing of all locations (bulk plant, consignment, cardlock, terminal,
etc...) and the GL accounts entered in the location setup. 

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Location Report
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Fuel Types
Jobber, Master File Maintenance, Fuel Types 

Fuel Types are codes that identify the different products picked up at the terminal.  Typical
examples include Unleaded (UNL), Ethanol (E87) and Clear Diesel (ULS)  

Each fuel inventory record will be assigned one Fuel Type.  Fuel Types are used primarily by the
Rack Price Module to display the rack prices for every vendor by type of fuel.  Use the
abbreviations you are most familiar with when setting up these codes.
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Fuel Type Maintenance
Jobber, Master File Maintenance, Fuel Types, Add Change Delete Fuel Types 

Fuel Type Code  
Enter a three character Fuel Type Code.  For example, you can use UNL, REG or RUL for
Unleaded.  Use the abbreviations most familiar to you.  If the code is not found, the message
‘Record Not Found, Do You Want to Add It? (Y/N)' displays.  Enter N to quit without
adding, or Y to add the record.

Description 
Enter a description of the fuel.  You can enter up to 15 characters.

Freight Type
Enter G for gasoline, D for Diesel, or O for other.  This field is sometimes used in
conjunction with calculating Freight or may be printed on some reports.

Category
This is a value you define and is used in the Dealer Sales Report by Month to categorize the
fuel types.  All unleaded fuel types (reformulated, conventional, etc.) could have the same
fuel category and therefore would add together into one column on a report.

Comment Code
 Enter the Comment Code number which applies to this fuel type.  Unlike the fuel warning,

the comment will print only once on the invoice even if all three grades of gasoline are
purchased.  The comment must be entered in Comment File Maintenance.  As an example,
Comment Code 1 could be a reformulated gasoline message.  All gasoline fuel type records
would be assigned Comment Code 1.  The reformulated message would print on any invoices
with gasoline sales.

Sort Code
For older versions of the software, this is a value you define to control how data is sorted on
the  Rack Price Report.  In newer versions of the software, the sort field in the Tank Record
performs that function so setup is not required.

Consignment Type
This is a value you define only if you have custom programming.
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Fuel Warning 1 
This is a message you define to print Hazard Warning when handling this product.   You can
key a warning  up to 57 characters.  This message will print on the invoice, below the fuel
item, when this fuel type is sold. 

Fuel Warning 2-6  
You can create an additional 4 lines of warnings for the fuel type.  Each line will allow up to
57 characters.  Normally, no more than one line is needed.
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Fuel Type Report

Fuel Type Report
Jobber, Master File Maintenance, Fuel Type Report

The Fuel Type report lists all fuel types from the setup table.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Departments
Jobber, Master File Maintenance, Departments

A Department Number is assigned to each inventory item for reporting purposes (See Inventory
Item File Maintenance).  Location records must be set up Before Department records.

Department records contain the General Ledger account numbers for inventory, sales and cost of
sales and shrinkage.  Creation of GL accounts must be set up first in the Chart of Accounts and is
normally done as part of the initial system installation.

One Department record is needed for each sales account in General Ledger.  For example, you
would create 4 Departments if sales are divided into Fuel Sales, Oil Sales, Grease Sales, and
TBA Sales.  Department is a numeric field so you could start with Department 1 and continue
sequentially (1 - Fuel, 2 - Oil, 3 - Grease, 4 - TBA).  Department 9999 is normally reserved for
non-stock items and miscellaneous charges.

If you have multiple locations, you must set up Department records for each Location and
Department combination.  If you have 4 departments and 2 locations, you will create 8
Department records.  You can use the Duplicate button option to more easily set up Department
records if they have identical General Ledger account numbers.

25



Department Maintenance
Jobber, Master File Maintenance, Departments, Add Change Delete Departments 

Location or (Q-Quit)  
Enter a Location number and the description displays.  Enter Q to exit this page.

Department No  
The Department Number can be up to a four-digit numeric field with 9999 reserved for
manual items and other charges.  If the department exists, you may display the record and
will be able to change some of the fields.  If the Location/Department setup does not exist,
you will be prompted to add the new data.  Enter ‘Y’ to add or ‘N’ to start over.

Description  
Type a Description for the department.  This description is used on reports by department. 
(Ex: Fuel, Oil, Grease)

If you are not linked to the General Ledger, the GL accounts in the following fields do not
apply and can be left blank.  Press <enter> through the GL account fields.  These GL
accounts are used for Sales and Purchases. 

GL Inventory
Petro-Data maintains a perpetual inventory system.  This means that amounts are updated
immediately for sales and purchases.  When you purchase an inventory  item, the GL
inventory account is increased (debited).    When you sell the item, the GL inventory account
is reduced (credited).

GL Sales
The Sales Account is credited when you sell the item.  The sales amount is always the gross
amount of the sale without tax.

GL Cost of Sales
Since this is a perpetual inventory system, Inventory is credited and Cost of Sales is debited
when an item is sold.  The cost for fuel comes from either the Rack Price Module (fuel sold
from the terminal),  the FIFO record (fuel sold from the Bulk Plant or warehouse inventory)
or Last Cost from the inventory item record if there is no FIFO record.

GL Discount Sales 
The Sales Discount Account file is no longer used.  You may enter a sales discount account
or a suspense account.  
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GL Discount Purchases
The Purchase Discount Account is no longer used.  You may enter a purchase discount
account or a suspense account.

GL Inventory Shrink   
The system calculates Inventory Shrink when it compares your actual inventory of fuel
(stickings) to the amount in Petro Data.  This account is used in the Physical Inventory and
Count section when shrinkage is calculated and GL entries created for fuel and warehouse
inventory.  You can use the cost of sales account or create a separate shrinkage account.

GL Tax Expense on Shrinkage
This account is also used in the Physical Inventory and Count section when shrinkage is
calculated and GL entries created for fuel inventory.  This could be the cost of sales account
or a separate shrinkage account.
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Journal Entries Created from Location Setup
N When a Sales Invoice is updated, the following GL entries are made:

- Credit Sales Accounts; Debit Accounts Receivable/Bank
- Debit Cost of Sales;  Credit Inventory

N When a Non-Fuel Purchase is updated, the following GL entries are made:
- Credit Accounts Payable; Debit Inventory/Freight/Discounts  

N When a Fuel Purchase is entered through a BOL, the following GL entries are made:
- Debit Inventory (without taxes)
- Credit Pending Accounts Payable (GL # from Location File)
- Debit Pending Fuel Tax Payable (GL # from Location File)

N When the AP invoice is entered, these GL entries are made:
- Debit Pending Accounts Payable;  Credit Pending Fuel Tax Payable
- Debit Prepaid Taxes, Discount, Cost Adjustments, Other Fees; Credit Accounts

Payable
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Department Report

Department Report
Jobber, Master File Maintenance, Departments, Department Report 

The Department Report is a listing of all departments in the file.  Some of the GL accounts print
on the report.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Categories
Jobber, Master File Maintenance, Categories

Categories are used to group inventory items into smaller or different divisions than the
Department.  The Category Number is a four-digit numeric field that you will create.  The
Category field is used for reports.  Category setup is optional.

Category Setup Examples: 
• Department 1 is defined as “Oil”.  You can create Category 1 for Drums, Category 2 for

Pails, etc.... 
• You could categorize oil by weight (10W40, 10W30, etc).
• You could categorize by fuel type (Gas, Diesel, etc...).  

The Sales Analysis Report Generator has a Category option so that you can see sales and
profitability by Category.  Count sheets, price lists, reorder reports may all be sorted by Category. 
You can also use the Selection Criteria to print only one specific category.
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Category Maintenance
Jobber, Master File Maintenance, Categories,  Add Change Delete Categories

Category Number
Enter a Category Number (up to 4 digits - numeric).  If the Category does not exist, the blank
description field displays.

Name
Enter a Description for the Category.  This description prints on reports that have a Category
sort option.
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Category File Report

Category Report
Jobber, Master File Maintenance, Categories, Category Report

The Category Report is a listing of all categories in the file. 

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Territory
Jobber, Master File Maintenance, Territory

Territory Codes are used to report sales by geographical areas. Each Customer in the Accounts
Receivable Master File is assigned a Territory Code.  This Code can be up to six characters. 
Letter abbreviations may be used to describe the Territories and for easier reference.  Accounts
Receivable reports and the Sales Analysis Generator may be printed by Territory.  You should
create at least one Territory record.
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Territory Maintenance
Jobber, Master File Maintenance, Territory, Add Change Delete Territory

Territory Number
Enter a Territory Number (up to six characters).  If this territory exists, ‘This Territory
Already Exists, Do You Want to Inquire? (Y/N)' displays.  Enter Y to display or N to enter
another code.  If the Territory number does not exist, the blank description field displays.

Description  
Enter a Description of the Territory.  This description is used on reports.
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Territory Report

Territory Report
Jobber, Master File Mainteance, Territory, Territory Report 

The Territory Report is a listing of all territories in the file.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Salesmen
Jobber, Master File Maintenance, Salesmen

Salesman Codes are used to report sales and profitability by salesman.  Each Customer in the
Accounts Receivable Master File is assigned a Salesman Code.  This Code can be up to six
characters.  Letter abbreviations (such as the salesman initials) may be used to describe the
Salesman and for easy reference.  Accounts Receivable reports and the Sales Analysis Generator
may be printed by Salesman.  Create at least one Salesman record (for example H for House
Accounts).
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Salesman Maintenance
Jobber, Master File Maintenance, Salesmen, Add Change Delete Salesmen

Salesman Number  
Enter a Salesman Number (up to six characters).  If this salesman exists, ‘This Salesman
Already Exists, Do You Want to Inquire? (Y/N)' displays.  Enter Y to display the record or N
to enter another Salesman number.  If the salesman number does not exist, the blank
Salesman Name field displays.

Salesman Name  
Enter the Salesman's Name.
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Salesman Report

Salesman Report
Jobber, Master File Maintenance, Salesmen, Salesmen Report

The Salesman Report is a listing of all sales persons. 

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Drivers
Jobber, Master File Maintenance, Drivers

Driver Codes are used to report loads by driver for BOL Reports, sales and profitability.  This
setup is Optional.  This number can be put on each invoice and/or BOL.  The Sales Analysis
Generator can be printed by Driver and there is a profitability report by driver in the Bill of
Lading module.  Letter abbreviations (such as the driver's initials) may be used to describe the
Driver and for easy reference.   If you are calculating driver commissions, you must enter the
correct driver number on each Bill of Lading.
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Driver Maintenance
Jobber, Master File Maintenance, Drivers, Add Change Delete Drivers

Driver
Enter a Driver Number (up to six characters).  This could be the driver's initials.  

Name
Enter the driver name.

Crate (Commission Rate)
Commission rate is used in custom commission reports.  Leave blank or enter a commission
rate (.2000 is 20 percent or 20 cents).

Ctype (Commission Type)
Enter F to calculate commission based on freight.
Enter G to calculate commission based on gallons.
Leave blank for no commission calculation.

Split (Split Load Bonus)
Leave blank for no commission calculateion.
Enter the amount of commission paid for each additional trip on a split load.
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Driver Report

Driver Report
Jobber, Master File Maintenance, Salesmen, Driver Report

The Driver Report is a listing of all drivers.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Industry
Jobber, Master File Maintenance, Industry

Industry Codes are used to report sales and profitability by Industry.  Each Customer in the
Accounts Receivable Master File is assigned an Industry Code.  This Code may be up to six
characters.  Letter abbreviations may be used for easier reference.  Reports in Accounts
Receivable and the Sales Analysis Report Generator may be run by Industry.  Examples of
Industries include Service Stations, Farmers, Ranchers, Wholesalers, Contractors, Government,
etc.
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Industry Maintenance
Jobber, Master File Maintenance, Add Change Delete Industries

Industry ID
Enter an Industry Number (up to six characters).  A short name for the industry would be
appropriate, like GOV for Government, CONST for Construction companies, etc.  If the
number does not exist, the blank Industry Name field displays.

Industry Name
Enter a Description of the Industry.  This description will print on reports printed by 
industry.
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Industry Report

Industry Report
Jobber, Master File Maintenance, Industry, Industry Report

The Industry Report is a listing of all industries in the file. 

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Inventory
Jobber, Master File Maintenance, Inventory

Inventory records contain all the information needed to purchase, sell and track individual
inventory items.  Each Inventory Record is identified by Location Number and Item Number.  An
Inventory Record will be needed for each item in each location.  To streamline data entry, set the
item up in one location and use the ‘DUPLICATE’ option to add item records for as many
additional locations as needed.  Change only those fields which might be different for other
locations such as prices or reorder points.

There are three types of Inventory Items: 
< Stock Items have inventory and cost of sales entries.  Each item that will be on a sales invoice

or a purchase invoice must be set up in this menu. 
< Non-Stock items are items that are sold but not normally kept in stock.  This may include

items such as feeds or other miscellaneous charges that are sold seldomly. It’s recommended
that you create an inventory item named MISC or ONETIME for these type items.  During
the Sales Invoice entry, it will prompt for Cost.  

< Miscellaneous items such as labor, freight, rent, and delivery fee can be set up for easier data
entry and reporting.  If you are linked to the General Ledger, separate GL account numbers
for each miscellaneous item record for accurate income and expense tracking.  

45



Inventory Maintenance
Jobber, Master File Maintenance, Inventory, Inventory Add and Change

Location  
Enter a Location number (Q to Quit).  The Location number should have already been set up
in the Location File.  If the Location is found, the description displays.  Use F2 to lookup
values in the Location table..

Item Number  
The Item number can be up to 12 characters (numbers and letters).  Remember, it's the person
doing invoicing that will have to enter these codes every day.  Make the codes as short and
descriptive as possible.  Be consistent for the same item packaged in several different ways. 
For example, a particular Brand of 10W30 oil could be B1030C12 or B1030CQ for a case of
12 quarts and B1030D for drum, B1030P for pail and B1030B for bulk.  If this number
already exists, 'Record Already Exists, Do You Want to Inquire? (Y/N)' displays.   You can
use F2 to lookup items for inquiry.

Description  
Enter the full description of the inventory item.  The description may be up to 30 characters. 
For example, B1030C12 could be Branded 10W30.  This description will print on the
invoice.  This is a good place to enter the octane rating for fuel (Unleaded Gasoline 87
Octane).  It is not necessary to enter the package description in this field.  There is another
field for the package description which will also print on the invoice.  You may also quit at
this option if you do not wish to add this item.  Be sure to delete the unwanted record before
proceeding to add another one.

Hold
Enter Y or N to designate a Hold on this inventory item.
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Stock  
Valid codes are Y, N, M, S and I. 

• Y - Use ‘Y’ if this is an inventory item which is stocked in the warehouse, in tanks, or
is sold from the terminal.

• N - Use ‘N’ if this is an inventory item which is not stocked but must be special
ordered. There is no processing difference between a stock and a non-stock item.

• M - Use ‘M’ if this is not an inventory item but a miscellaneous charge such as labor,
freight, delivery fee, etc.  If you are linked to the General Ledger, enter the GL
Account Number to which this charge or credit will be distributed.  Department 9999
is automatically entered in the Department Number field for all miscellaneous items. 
Miscellaneous items have no cost of sales and may be eliminated from profit reports.

• S - Use ‘S’ if this is a miscellaneous inventory item with an associated cost.
• I - this inventory is Inactive

Other Description
A secondary optional description.

UPC Code
You can enter the standard UPC code for this inventory item.

Misc GL
GL Account to be used for miscellaneous items.

Dept. No  
Enter a valid Department number.  You can use F2 to look departments created in the set up
tables.   For Stock Code M, use department 9999.  If you are using the ‘mirror image' feature,
the department number will be pre-populated.  All stock and non-stock items must have a
valid department number for reporting and, if you are linked to the GL, for GL distribution of
purchases and sales. 

Category 
Enter a Category number.  Use F2 to lookup the setup table.  This is an optional field used to
group and subtotal inventory items for sales analysis reports, inventory count sheets and other
reports.

Pack Kind - Package Description
Enter the Description of the package.  For example, a 55 gallon drum could be DRUM.  This
field prints on the sales invoice.  Be consistent as this field is also used for Inventory Count
Sheets sorted by Package Kind.
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Packfactor
Enter the Package Factor such as the number of gallons or units in the package.  For example,
enter 55.00 for 55 Gallons in a DRUM where DRUM is the Package Kind but Gallon is the
pricing unit.  If you are pricing by the Package Kind instead of the Gallon, the Packfactor
would be 1 and the cost and price fields would have the cost and price for the whole Drum. 

Package Unit of Measure (UOM)
Enter a short description of the package unit of measure (up to 5 characters).  There is no
validation for this field so it’s important that you are consistent in your inventory items. 
Examples could include Drum, Case, Gal etc...

Package Weight  
Enter a weight per unit package.  This is an optional field, it is useful in calculating total
weight of merchandise ordered from your supplier.

Subfactor 
Enter the number of physical units in the package.  This number is used to track on-hand
broken cases.  Examples are  12 quarts to a Case, 55 gallons to a Drum, and 10 tubes to a
Pack. 
When an on-hand count is 5.11, this means there are 5 cases and 11 sellable units.  When a
unit is sold from a broken case, the cost and price are calculated by the system.
(See Note 3 at the beginning of the ‘Inventory File Maintenance' section).

Package Sub Unit of Measure (UOM) 
Enter a short description of the subfactor unit.  For Example:  If the subfactor is 12 quarts, the
Sub Unit should be QT.  If the subfactor is 10 tubes, the Sub Unit should be Tube.  If the
subfactor is 5 or 55 gallons, the Sub Unit should be Gal.  There could also be LB for pounds,
or EACH for filters, etc.

Decimals 
Enter the number of decimals for pricing (2,3,4,5).  Usually fuel is 4 or 5 decimal places
(.68250) and warehouse items are 2 decimal places (5.25).  If you are pricing grease by the
pound, you may want to use more than 2 decimal places on grease items.
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Sequence No  
In the standard version, this is a number (no letters or characters).  Enter a number to be used
to sort inventory items for printing on the  Inventory Count Sheets and on some other reports. 
This is an OPTIONAL field and may even be used for only some items.  
One way to use this field would be to number the items in the order that they are stored in the
warehouse so that counting would be efficient (count sheets may be printed by Sequence
number).  The chances of missing an item would be reduced.   New Installations may want to
leave this field blank at first.  After you have entered all of your inventory, print count sheets
and take them out to your warehouse.  Based on your warehouse, record a sequence numbers
on the count sheet.  Go back into inventory and enter the sequence numbers.  
Since count sheets are usually printed by Department, the same sequence numbers could be
used in each department.  Leave space between the numbers to add future items.  Reports
sorted by sequence number should be in numeric order  (1,5,9,10,15,20).  If your reports do
not sort correctly, call Customer Support.

Retail Unit of Measure (UOM)
Enter a description of the selling unit of measure.  This description is used on some reports.

Vendor
Enter the Vendor code from Accounts Payable for the supplier of this product.  Use F2 to
lookup valid vendors.  If you have multiple vendors for this product, enter the most
commonly used one as a default.  The vendor name displays at the bottom of the screen along
with  ‘Confirm and Press Enter Key'.  The vendor code does not have to be valid, but if you
are linked to Accounts Payable, it is best to have a valid code.

Vendor Factor
Enter the number of Vendor units per package.  The vendor factor and the packfactor are
usually the same.

Vendor Unit of Measure (UOM)
Enter the Vendor Unit of measure.  This is the unit of measure which the Vendor uses to
price items.  It will usually be gallons or pounds.  If you are buying and selling by the
package instead of the gallon, the Vendor Unit will be case, drum or gallon.

Fuel Type
If this is a fuel item, a valid fuel type MUST be entered in the record.   Use F2 to lookup
valid .  This field is key in processing rack prices.   Otherwise leave this field blank.
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Tax Type
Enter the Fuel Tax Type for this item from the Tax Code File.  Fuel items which have
Federal, State, and sometimes Local taxes must have a fuel Tax Type.  For example, the Tax
Type for gasoline might be GAS.  There are tax codes set up with this Tax Type.  Every
inventory item with GAS as the Tax Type will be sold with all taxes coded GAS (unless the
customer is exempt).  In some cases where fees on tires and batteries are passed on to the
customer, a Tax Type can be set up and used.  Leave this field blank if the only tax collected
on this item is sales tax.

Blend Code
Enter N if this is not a blended item.  Enter B if this product is the result of blending.  Enter C
for component if this product is used to create a blended item.  The blend will be noted in
invoicing, the cost will be calculated, and the component tanks relieved. (Ex.  you sell
midgrade but only have unleaded and super tanked fuel at the bulk plant.)

Misc Code
This field is required if the Inventory Item is type Miscellaneous.  These items always have
stock code M. This field is used in Special Pricing and Special Charges when lines are added
for things like freight and surcharge.  (Frt Types: FD, FK, FG -freight gas , FDS, FKS, FGS -
surcharge, and others as needed.)  For non-Miscellaneous items, this field may be left blank.

Tanked  
N  - if this item is not stored in a tank. Non-tanked items could be fuel direct from the

terminal or a miscellaneous item. These items will list on Inventory Count Sheets and
count corrections will be handled through the Physical Inventory Count program.  

Y  - if this item is stored in a tank.  The on-hand quantity will be tracked through the Fuel
Tank Module.  

Enter the default tank number for this item. F2 to lookup.   (Tank codes may be numbers like
1, 2, 3, etc. or letters like UNL, PLU, SNL, etc.).  The default tank number displays in sales
invoice and purchase invoice entry.  For new installations, since the tanks are not set up yet,
when the message ‘Tank Number Not Found, Press Enter to Reenter or C to Continue' enter
C to continue.  If a valid tank number is entered, the description of the fuel in that tank
number is displayed.  Make sure that it matches the item you are setting up.

Oil may be shown as tanked or not (even though it may be in a tank).  If you have it as a
tanked item, inventory will be maintained in the Tank Module and count will be entered in
the Tank Module instead on a count sheet.
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Terminal  
Enter the default Terminal ID for this fuel item.  This terminal field and the supplier field 
must be a valid vendor/terminal set up in the Terminal Master File.   The default terminal
number displays on a sales invoice when the item is sold directly from the terminal.  If this is
not a fuel item, leave this field blank.

Reorder Point
This is an OPTIONAL field.  It works with the Maximum Level and Order Quantity on the
‘Reorder Report'.  Enter the minimum stock level allowed for this item in package units
(cases, drums, etc.).

Max Level
This is an OPTIONAL field.  It works with the Reorder Point and Order Quantity on the
‘Reorder Report'.  Enter the maximum stock level allowed for this item in package units
(cases, drums, etc.).  When the stock level falls below the Reorder Point, the quantity needed
to bring the inventory level up to this Maximum Level will be calculated when the ‘Reorder
Report' is run.

Order Quantity
This is an OPTIONAL field.  It works with the Reorder Point and Maximum Level on the
‘Reorder Report' to calculate the reorder quantity.  Enter the quantity in package units (cases,
drums, etc.) normally ordered from the vendor in a single order.

On Hand
This field displays the current on-hand quantity in package units (cases, drums, etc.) for the
item.  This field is increased when purchases are updated, decreased when sales are updated
and adjusted when inventory count sheets are posted.

Pending
This field displays the current on-order quantity and is only used in conjunction with the
Purchase Order program which is not part of the standard package.  Unless you have the
Purchase Order program, this field should be 0 for all items.

Sales Tax
Enter N if sales tax is never calculated on this item, or Y if sales tax is calculated on this
item.  (Note: There is also a sales tax exempt field in the AR customer record which
determines when sales tax is not calculated on taxable items.)
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Lst Cost  
Enter the last purchase cost of this item.  This field is updated when purchase invoices are
posted if the update was set in the Purchase Install.  This field is used to calculate sales prices
using the markups entered in fields 32-36.  
When setting up a new item, enter the same cost as Vendor Cost.  If this is a fuel item, leave
this field blank until you assign cost to your beginning inventory.  Cost should not include tax
or freight.

Ven Cost
Enter the purchase cost of this item.  Some versions have a special custom definition of this
field.  When setting up a new item, enter the last cost or average cost.  If this is a fuel item,
leave this field blank until you assign cost to your beginning inventory.  Cost should not
include tax or freight.

Type Code
Enter the inventory type code.  You will define these codes during installation setup. 
Examples include TK-Tank, DR-Drum, etc...

Tax Code
This is a special tax code used by some states.  

Price Code  
This code, along with the five markup fields and the Last Cost field, will determine the five
selling prices.  Each customer record in AR has a price code default (1-5).  If there is no
special price set up for the customer and item, the price calculated from the default price code
displays in the sales invoice.

P  Percent Markup will markup Last Cost a specific percentage to arrive at each price. 
For example, if the last cost is 1.09 and the markup is 10.00 (10%), the price
calculation would be: 1.09 X 10% = .11 and 1.09 + .11 = 1.20. 

D Dollar Markup will markup Last Cost a specific amount of dollars or cents to arrive at
each price.  For example, if the last cost is 1.09 and the markup is .20 (20 cents), the
price calculation would be: 1.09 + .20 = 1.29.    

M Manual Markup will bypass any price calculation and yoiu will input all prices
manually.  You enter the price and it does not change until you go into the item and
change it.

R For Retail Markup, Last Cost is divided by the markup and multiplied by 100 to
arrive at each price.  For example, if the last cost is 1.09 and the Retail Markup is
60.00 (60%), the price calculation would be: 1.09 divided by 60 = .0182 X 100 =
1.82.   
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Markup1/Price1 (Mk/P1)
The first field (Mk) is the markup and the second field is the price (P1). 
There are three ways to use the automatic pricing in conjunction with the Price Code in the
previous field:
a. If you selected Price Code M, you will only enter the price in P1 field.  Press <enter>

through Markup1 and leave it at zero. The price can be zero and you will enter the priced
in either the BOL or the Sales Invoice.  

b. If you selected Price Codes D, P, or R and want the system to calculate the price, enter the
markup percent (.10 would be 10 cents, 10.00 would be 10%).  The system will calculate
the price as Last Cost * Markup percent. and display it in the Price field.

c. If you selected Price Code D, P, or R and are using a price book and do not want to
change the price,  enter a 0 in the Markup field and enter your price in the Price field. 
The system will calculate the markup based on your price and the cost and will display it
in the Markup field.

To change the price at a later date, enter 0 for markup again and enter the new price.  An
option to recalculate the price on the inventory item screen displays anytime the cost is
changed.  When a markup percent or dollar amount is entered, an immediate calculation takes
place using the Last Cost and the price field is updated.  The prices may also be recalculated
when Purchases are updated.  A ‘yes' or ‘no' question displays during the preparation for
updating the Purchase.

This automatic pricing feature saves time when costs change, by automatically recalculating
the prices at your request.  Please read the section on Special Pricing before deciding how to
define your five price levels.  

Markup2/Price2  
(Mk/P2) Same as above.

Markup3/Price3  
(Mk/P3) Same as above.

Markup4/Price4
(Mk/P4) Same as above.

Markup5/Price5
(Mk/P5) Same as above.
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Price Chart
There is a special feature for price levels by CATEGORY.  Contact Customer Service for
more information.  An example of a pricing structure could be: 1 Cash, 2 Contractors, 3
Retailers, 4 Wholesalers, 5 Government.  These price level definitions must be consistent for
ALL inventory items including fuel.

Additional Option Buttons
Blank Box

There is a blank box between the Exit and Sales buttons.  There are 3 options in this field
that you can use: R - Recalculate Prices, P-Enter Inventory Balances or C-Fix Purchase
History.  These are are special options for displaying and correcting inventory
information.  Use them only with the assistance of Customer Service.

Sales
The Sales button will display Sales History for this item.

FIFO
The FIFO button will display Purchase History for this item

Audit
This button will display the audit history.

AP Purch
This button will display Purchase history of this inventory item.

Duplicating Inventory Items
To help rapidly create inventory items, you can use the Duplicate button.  Inquire on a similar
existing inventory item and click the Duplicate button.  All the data will be brought forward into
the new record eliminating the need for re-typing all the same information.  
For example, if you are adding a case item with 12 quarts, inquire on an existing cased item with
12 quarts, and then click Duplicate.  All of the fields from the previous record will display
automatically. You will have the opportunity to change any field as you <enter> through each
field.  This feature will help new installations who are entering many items, and older
installations who can't remember what all of the fields are supposed to be.
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Broken Cases 
It is not necessary to set up a second inventory item for inventory sold out of broken-case units. 
A unit from a broken case would be sold using the case item number and selling quantity .01 (for
one unit, like aquart).  Using the Subfactor field, the computer calculates the cost and price of a
unit by converting the number of units entered by the operator (.01 or .02, etc) to a percent which
is displayed in the Net Quantity field of the invoice.

Fuel Inventory Item - Bulk Plant Location 
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Full Inventory Report 
Jobber, Master File Maintenance, Inventory, 2 Full Inventory Report

This report prints all of the fields on the inventory item record screen. 

Report Options:
Output to: 

S -  display the report on the screen.  
P -  print to a printer and select the desired printer.  
F -  print to a Text File and enter the full directory path and desired file name.  
Q -  return to the menu.

Enter The Date  
The current system date displays.  Press enter to accept the current date or enter a date of
your choice.  This date has no affect on the report.

Input Selection Criteria?
You can enter additional criteria for this report based on the fields in the Inventory Master
file. 

Is Everything Ok? (Y/N/P=Printer/Q=Quit)  
Press ‘Y’ to print or display the report.  
Press ‘P’ to change to a different printer or print option.  
Press ‘N’ or ‘Q’ to quit without printing.
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Full Inventory Report
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Short Inventory Report 
Jobber, Master File Maintenance, Inventory, 3 Short Inventory Report

This Inventory report prints the most important fields and is much shorter than the full screen
version.

Report Options:
Output to: 

S -  display the report on the screen.  
P -  print to a printer and select the desired printer.  
F -  print to a Text File and enter the full directory path and desired file name.  
Q -  return to the menu.

Enter The Location  
Enter the Location number to print or leave BLANK for items at ALL locations.

Sort options
Choose how you want the report sorted.  Options are Sequence Number, Package Kind,
Description, Department, Location & Item Number or Location & Item Description. 

Input Selection Criteria?   
You can enter additional criteria for this report based on the fields in the Inventory Master
file. 

Create Excel File
Select Y to create an excel file.  A file will be written to directory \cur\ and named
invshort.xls.

UPC Report
Select Y to include the UPC number assigned on the inventory setup.

UPC Only?
Select Y to include only those inventory items that have a UPC Code.

Is Everything Ok? (Y/N/P=Printer/Q=Quit)  
Press ‘Y’ to print or display the report.  
Press ‘P’ to change to a different printer or print option.  
Press ‘N’ or ‘Q’ to quit without printing.
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Short Inventory Report
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Inventory Inquiry
Jobber, Master File Maintenance, Inventory, Inventory Inquiry

The Inventory Inquiry screen is a quick way to see how many of a particular item or group of
items you have available for sale.  There are various search options.

1 Search by Item number  
Enter an item number to display or press <enter> for all items sorted by item code.  The
search will display all items with the exact item number entered plus items which begin with
the number entered at all locations.  (For example, 110 055 will display 110 055 and 110
055BULK.  See the sample screen below.)

2 Search by Department number  
Enter the department number of items to display or press <enter> to display all items in all
departments.  The search will display all items with the matching department number in field
5 of the item record.

3 Search by Description  
Enter an item description or part of a description of items to display.  The search will begin
with items with descriptions similar to the partial description entered.

4 Search by Vendor  
Enter a vendorr code.  All items with the requested supplier code in field 16 will display.

S Start Search
Enter S to start the search.

Clear Options
Enter C to clear the search option and select a different one.  In the most current version, the
‘clear' is done automatically when each search is complete.

Forward
Enter F to display the next page of items.

Backward
Enter B to display the previous page of items.

Quit
Enter Q to Quit back to the Inventory File Maintenance submenu.
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Inquiry Columns 
On-Hand quantity is the number of packages in inventory since the last update.  Quantities
sold on invoices that have not been updated have not been deducted from the On-Hand
Quantity.  They are included in the Pending Quantity.

Pending Quantity is the number of packages purchased but not updated  minus the number of
packages sold but not updated.

Available Quantity is the number of packages available for sale (On-Hand quantity minus
Pending quantity).

For example, if item B1040Q (Branded 10W40 Oil in quarts) showed On-Hand 25, Pending
-10, and Available 15, it means you had 25 cases on-hand after the last updates of purchases
and invoices; there are invoices in the unposted file for 10 cases (-10), so you have 15 cases
available for sale (25 - 10 = 15).  If Pending is showing a positive number, then you probably
have some on an unposted purchase.  For example, if On-Hand showed 25 cases, Pending
showed 8, and Available showed 33, you could have 8 on a purchase (25 + 8 = 33), or you
could have 10 on an unposted purchase and 2 on an unposted sales invoice (10 - 2 = +8). 
One way or the other, you have 33 available for sale.

If the pending and available quantities look incorrect, run the next option on the menu
Recalculate Committed Units.  If invoices are deleted, the pending units do not get corrected. 
It is probably a good idea to recalculate regularly, even every time you intend to do an
inquiry.
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Recalculate Committed Qty
Jobber, Master File Maintenance, Inventory, 5-Recalculate Committed Qty

This process counts the inventory items purchased or sold on invoices and receipts which have
not been updated but have been entered or in Pre-Post status. The quantity is listed in the
‘Pending' column of the Inventory Inquiry screen.  In order to keep the Committed Units and the
Available for sale accurate, run this option frequently.   

Note:  When an invoice is deleted, this field is not automatically updated.  Running the
Recalculate option will update the ‘available' quantity.

Recalculate Preparation:
Before recalculating, clean up the sales invoice and purchase files.  
Delete any old invoices.  
Call Petro-Data for help if you are not sure how to clean up these files.

Enter Y to begin recalculating.
Enter N to return to the Inventory File Maintenance Submenu.

If there are any problems, error messages will display on the screen.  Make note of any messages
displayed on the screen.  

A committed out-of-balance report will display on the screen with the item numbers, new
committed amounts, and old committed amounts.  Only corrected items will be listed.

The report is for information only.  Press <enter> and the Inventory File Maintenance submenu
displays.
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Change Prices
Jobber, Master File Maintenance, Inventory, 6 - Change Prices 

The Inventory Price File Maintenance is a streamlined way to change prices on inventory items
easily.  It is especially helpful if you are using Price Code M (manual).

Location
Enter the Location number for the item to be changed or press F2 and select from the lookup
screen.  Press Q to return to the menu.  When a valid location is entered or selected, the
location description displays.

Item
Enter the Item number for the item to be changed or press F2 and select from the lookup
screen.  Presss Q to return to the location field.

When a valid item number is entered or selected from the lookup, the following screen
displays:
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Maintenance Options
C - Input a new cost and freight per gallon at the top.  The new actual cost is calculated and

displayed.
P - Input new prices or markups starting at field 31.

If the Price Code is P and new prices are entered, new markup percents are calculated and
displayed.  
If the Price Code is P and new markups are entered, new prices are calculated and
displayed.
If the Price Code is D and new prices are entered, new markup dollar amounts are
calculated and displayed.  If the Price Code is D and new markups are entered, new prices
are calculated and displayed.
If the Price Code is M, enter new prices, no calculations are done.

Y - Save all changes.  The system saves the changes and goes back to the Location number
prompt.

Q - Cancel the changes.  All price and cost data that was not saved will be canceled.  The
original price and cost data will remain with the record.  The system will returnto the
Location number prompt.

Option for Price Change
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Change Item Numbers 
Jobber, Master File Maintenance, Inventory, 7 - Change Item Numbers

This feature will change the Item Number of an item in inventory.  It also has the option to
change history records (such as sales analysis records) to the new item number.  

Caution: Do not use this option without checking with Customer Support first.     

If you are a new installation and no transactions have been posted to the items, it is safe to use
this option.  Be sure to enter N to the question about changing sales analysis data.

Processing:
Before beginning this process, please ask all users to exit the inventory system.  Make sure
you have a good backup of the inventory files.  There is an automatic backup during the
update so the files may be restored if necessary.  

Changing inventory numbers is processed by Location and is a four step process. 
1. Enter the new item numbers.  You may enter multiple inventory item changes.  This data

is stored in a temporary table.
2. Print the new item report for review and confirmation of changes requested.
3. Post the new item numbers to inventory.  This process reads the records from  Step 1, the

temporary table.
4. Reindex Current and History files before resuming normal processing.

No item numbers will be changed until the ‘Post' option is run.  Corrections can be made
from Step 1 until the new item numbers are POSTED.  The best time to post the changes is
after month-end processing has been completed and before any invoices for the new month
are entered.
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Enter New Item Numbers
Jobber, Master File Maintenance, Inventory, 7-Change Item Numbers, 1-Enter New Item
Numbers

Enter the location number and choose Y to continue or Q to Quit
Enter the old item number from inventory setup or Q to Quit
Respond ‘Y’ to message at the bottom of the page to add the record to this temporary table

OK? (Y/N/C)
Enter Y to accept the entries in the temporary table.  
Enter C to change the New Item Number.

If you re-enter the same item number that has already been written to the work table and has
not been processed, you will be prompted with the following message.  You may change the
new item number by responding with a ‘Y’.  You will not be able to delete the old item
number using Step 1.  This can only be done with Option 4 - Clear File with New Item
Numbers and Start Over.

After you have keyed all the item numbers you want to change, exit with ‘Q’.
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Change Inventory Report

New Item Number Report
Jobber, Master File Maintenance, Inventory, 7-Change Item Numbers, 2-New Item Number
Report

The New Item Number Report is a listing of all unposted item number changes in the file. 
Review this report carefully.  You can delete all entries and start over (Option 4) or change a new
item number on one of the data rows you entered.

Report Options:
Output to: 

S -  display the report on the screen.  
P -  print to a printer and select the desired printer.  
F -  print to a Text File and enter the full directory path and desired file name.  
Q -  return to the menu.

Is Everything Ok? (Y/N/P=Printer/Q=Quit)  
Press ‘Y’ to print or display the report.  
Press ‘P’ to change to a different printer or print option.  
Press ‘N’ or ‘Q’ to quit without printing.
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Post New Item Numbers to Inventory and History Files
Jobber, Master File Maintenance, Inventory, 7-Change Item Numbers, 3-Post New Numbers to
Inventory and History Files

This option posts the new item numbers to the existing inventory records and changes all history
records to the new number.  The best time to post is AFTER month-end has been completed and
BEFORE invoices are entered for the new month.  If there are unposted invoices in the file,
manually change the lines to the new item number before the invoice is updated.

If you changed Fuel items, additional files such as  the tank file will be updated.  It is especially
important that the changes be made after month-end has been run.  

If you have been using these item numbers for awhile and want the history files changed (for
Sales Analysis purposes), the task is more complicated and the update requires a password.
Everyone must be out of the system for this update as the system will need exclusive use of the
inventory and audit files (both Current and History).

If you are a new installation, the system only has to change the number in the item file, the FIFO
file and the inventory audit file, if you entered a beginning inventory count.

N Do You Want to Change All of Your Sales Analysis Files?  
- Enter ‘N’ if you do not want to change the item numbers on previously updated

transactions or are a new installation. 
N Please Enter the Password

- Petro-Data will supply you with the Password to change the History files.  
N Did You Change Any Fuel Inventory Item Numbers? (Y/N) 

- Enter ‘Y’ if any of the items to change were Fuel.  If you changed any Fuel inventory
items, there are more files to be updated, such as the Tank File.

N Are you Ready to Post the New Numbers?
- Enter ‘Y’ to start the update or ‘N’ to cancel the update.
- Enter ‘Y’ if you want to change the item numbers on previously updated transactions

and the Sales Analysis File.

Reindex the files after the Post has completed.  See instructions below.
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Clear File With New Numbers and Start Over
Jobber, Master File Maintenance, Inventory, 7-Change Item Numbers, 4 - Clear File with New
Numbers and Start Over

This option will delete all item number changes that were entered in Option 1 - Enter New Item
Numbers and have not been posted.  This option allows you to delete all of the entries at once. 
To delete individual records, use Option 1.  It will not delete the actual inventory record or any
item number changes that have already been posted.   

N Are you sure you want to delete all the new item numbers?
- Enter N to cancel the delete and return to the menu.
- Enter Y to continue deleting the new item numbers list.

N Enter the password to proceed.
- Password is ‘DELETE’

N Enter Q to Quit without deleting the new item numbers list and return to the menu.
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Final Step - Reindex Data Files
Jobber, Master File Maintenance, 16 Reindex Data Files

Run Option 16 - Reindex Data Files after the post has completed.

Note 1: The data files that will be affected by the change are backed up before updating
begins.  You MUST check with Customer Support before posting these changes. 
There could be changes made to your inventory and audit files so having more than
one backup is recommended.  Each item number displays as the system changes the
necessary files.  After the process is finished, be sure to reindex the files.

Note 2: Unposted invoices are NOT changed.  You must manually make any changes to
inventory items on these invoices.

Note 3: There is NO RESTORE on the menu for this update.  If there is a problem or you
need the backup files restored, call Customer Support IMMEDIATELY.  Do not
allow anyone back into the system.

If History Files will be changed, the screen also displays that it is working on the history files. 

Press the Enter Key to return to the menu and be sure to reindex the current and history files
before allowing anyone back into inventory.

You will return to the submenu when you quit or clear the file.
Run the ‘New Item Number Report' to ensure that all item numbers have been deleted. 
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Fuel Taxes
Jobber, Master File Maintenance, Fuel Taxes

The Fuel Tax File defines all of the taxes on fuel (including sales tax on dyed diesel for some
states).   The taxes you collect, report and pay to the designated taxing authorities - Federal,
State, County and Other - are calculated and stored in detail based on the records in this file.  Tax
Rate changes are made here.

The Petro-Data system is set up to handle taxes separately (similar to accounting for sales tax). 
Inventory, fuel sales, cost of sales and profit are all booked without taxes.  Fuel Taxes are usually
accrued when fuel is purchased and coded to a prepaid account in the GL.  Taxes collected on
fuel sales are either sent to an accrual account to offset the taxes paid on the fuel when it was
purchased or sent to a payable account.  More information about this is given with the GL field
descriptions (GL Tax Paid, GL Tax Collected) for the tax record.

There are two master files in this module.
1. Fuel Tax Records - Define each tax charged and the current rate.
2. Tax Authority Records - Group the tax codes by jurisdiction so each customer may be

assigned a single code.
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Fuel Tax Maintenance 
Jobber, Master File Maintenance, Fuel Tax,  Fuel Tax Add and Change

Fuel Tax
Enter a numeric tax code up to a length of four.  It’s recommended to use a sequential
number beginning with 1.  Use the F2 key or magnifying glass to display existing codes or to
identify the next available number for new fuel tax code setup.

‘Record not found.  Do you want to add it?’
‘Y’ to add
‘N’ to start again without adding.

Tax Description
Enter a brief but complete description of this tax (ex. Federal Gasoline).
Include in the description:
1. Level of jurisdiction -  Federal, State (or the name of the State, especially if you buy and

sell in multiple States), County (the name of the County), or other (the name of the other
taxing entity) in the description.  For example, in Florida where there are county taxes,
one such tax code might have a description like ‘Alachua County Gas'.

2. Type of fuel - gas, diesel, kerosene, ethanol, biodiesel, etc...

Tax Type
Enter the Tax Type from the displayed options.

F - Federal - a fuel tax imposed by the Federal Government
S - State - a fuel tax imposed by a State Government
C - City - a fuel tax imposed by a City Government
N - County - a fuel tax imposed by a County Government 

For States with unusual tax requirements, contact Customer Support.

Product Type
You can define a product type for this fuel tax code (GAS, DIE, etc).  The codes at the
bottom of the screen are only examples.  This value of this field must match the ‘TAX TYPE'
field in the inventory item record.

Tax Calculation
‘U’  - the taxes are calculated as cents per gallon using field Tax Rate.  
‘P’ - the taxes are calculated as a percentage of the dollar subtotal using field Tax Rate.

Charge Net/Billed
Enter N if this fuel tax is charged on the net gallons.
Enter G if this fuel tax is charged on gross gallons.
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Tax Rate
For ‘U' records, enter the fuel tax rate per gallon or unit. (20.0000 is 20 cents)
For ‘P' records, enter the percentage rate.  (4 percent would be 4.0000).

State
If this is a State tax  (Tax Type is S), enter the two-character State abbreviation where this
rate applies (TX, FL, LA, etc).  If this is a Federal tax, leave the field blank.

City ID
Leave blank in the standard version unless you have a custom version that requires a City ID
in the Tax Code field.

Fuel Taxable
Enter N if this item is not taxed by other fuel taxes.
Enter Y for the rare exception where other fuel taxes are charged on this tax.

Sales Taxable
Enter N if this item is not taxed by sales tax.
Enter Y for the rare exception where sales tax is charged on this tax.

GL Tax Paid
If your fuel vendor will collect and pay the taxes, enter a the GL account for Prepaid Taxes. 
If you will pay the taxing authority directly, enter the appropriate payable account.  Leave this
blank if you are not linked to the General Ledger.  
This General Ledger account is debited when purchase invoices are updated and vendors
have billed this Fuel Tax (such as Federal).  This account could be an inventory, a prepaid tax 
account, or a Cost of Sales account.  If maintained properly, this account could also be the
prepaid taxes on unsold fuel (fuel inventory).

GL Tax Collected
If your fuel vendor will collect and pay the taxes, enter a the GL account for Prepaid Taxes. If
you will pay the taxing authority directly, enter the appropriate payable account for taxes
billed from Sales.  Leave this blank if you are not linked to the General Ledger.  
This General Ledger account is credited when sales invoices are updated and this tax is
charged to the customer on the invoice.  This is usually either the same account as ‘GL Tax
Paid' or could be a payable account if taxes are not paid to the vendor but collected and paid
monthly or quarterly.
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**General Ledger Note: If you set up Prepaid taxes to go directly to cost of sales and the
Collected taxes to go to sales, any refund for taxes prepaid on exempt sales must go against
the cost of sales.  

Prepaid? (Y/N)
Enter Y if this fuel tax is billed by the vendor on the purchase invoice.
Enter N if this tax is reported and paid on fuel sold but not on fuel purchased.

Billed Net/Gross
Enter N if this fuel tax is charged on the net gallons.
Enter G if this fuel tax is charged on gross gallons.

License Number
This field is used in Florida for the County Code in tax reports.  Leave this blank if this code
is a Federal or State tax code or if this field is not needed for your tax reports.
For Florida, enter your fuel tax license number, license year (last two numbers) and
two-character permit type code, if needed. 

License Year
If Florida, enter the 4 digit year of your license.  This field is optional.

Permit Type
If Florida, enter a 2 character permit type.  This field is optional.

Tax Category
Create or enter a tax category code that can be used for tax reporting (Ex: MFT, UST, EIF,
POL).  The code can be up to 6 characters.  This field is optional.

User Code
Create or enter a tax user code.  This code can be up to 2 characters.   Taxes are printed by
UserCode on the sales invoice.  All taxes with the same UserCode will be combined (both
gallons and amount) to a single line on the sales invoice.  The User Description field is
printed on the invoice.  

Sort Code
The sort code controls the order of printing detail lines on a Sales Invoice.  This applies to
both inventory items and taxes.
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Fuel Tax Report

Fuel Tax File List 
Jobber, Master File Maintenance, Fuel Taxes Fuel Tax File List

The Fuel Tax File List is a listing of all tax code records.  The report could be used to verify the
information entered in each record or to find the next available tax code number.  This is not a
report of tax gallons or dollars.  See the Fuel Tax Report Module for those.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Tax Authority Add
Jobber, Master File Maintenance, Fuel Taxes, Tax Authority Add

Tax Authorities define all the sales and fuel tax codes applicable in a specific geographical area. 
Every Federal, State, County, City, MTA or Other sales or fuel tax for the area must be included
in this Tax Authority record so that a sale or purchase made in that area will calculate all the
appropriate taxes. 

There are some areas where each county may have a separate tax rate for sales tax and/or
different tax rates for fuel and oil.  If you are required to collect taxes for multiple counties, a tax
authority code must be set up for each one.  The federal and state fuel taxes would be identical 
but the county and other taxes could be different.  You can have as many Tax Authorities as is
required.

There are some areas where each county may have a separate tax rate for sales tax and/or
different tax rates for fuel and oil.  If you are required to collect taxes for multiple counties, a tax
authority code must be set up for each one.  The federal and state fuel taxes would be identical 
but the county and other taxes could be different.

If you are in one of the states that has only state and federal fuel taxes and you are only
responsible for the sales taxes in your particular city or county, then create only ONE tax
authority code.

Every customer record must have a Tax Authority Code so the system can bill taxes correctly
during Sales Invoice Entry.  Tax exemptions (sales tax and fuel tax) are defined on the tax screen
in the customer record.

Every Terminal record must have a tax authority so that the prepaid taxes billed by the vendor
can be accrued when the BOL is entered and brought into the Vendor's invoice in Purchase Entry.

There is a COPY option to make setting tax authorities easier.  Copy from a similar tax authority
and then replace the old county codes with the new ones.

Sales Tax Codes
Before creating a Tax Authority, set up all Sales Tax Codes in Accounts Receivable using
menu option Tax Files, Sales Tax.    There are five possible sales tax codes in the Tax
Authority record (City, State, County, MTA, and Other).  Create any appropriate sales tax
records in this menu option. Each sales tax will have a separate code, however you can set up
a single tax code in the sales tax file with a combined rate.
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Fuel Tax Codes
Before creating a Tax Authority, all of the fuel tax codes (Federal, State, County, Local, etc.)
must be set up individually in Fuel Tax File Maintenance.   The number of fuel tax codes is
unlimited since some states have county fuel taxes and other fees on fuel.  

Tax Rates Changes
When tax rates change, enter the new rate in Fuel Tax Add and Change.  Select the tax codes that
need to be changed and make the appropriate rate changes.  In order for the new rate to be
reflected in each tax authority record, run Tax Authority Update on the same submenu.  
Verify the changes by entering a dummy invoice or checking a customer record in Accounts
Receivable.  The tax screen will reflect the tax codes with the new rates.  Sales tax rates are
changed in AR first and then corrected in the Tax Authority.

See option ‘FUTURE TAX RATE UPDATE' to enter rate changes ahead of time.  This version
also has an effective date so that the invoice date determines the rates used.

Authority Code
Create or enter a Tax Authority Code of up to 6 digits or characters.  Use abbreviated state,
county or city names to help identify the specific tax.  An example could be TEXAS if all
cities and counties in the state are taxed the same.  Another example could be  TXSA1 where
the taxes are different for the SA area in the state.   F2 will display existing authorities.  Type
Q to quit.

When a NEW Tax Authority code is added, the system will show message 
‘Tax authority code not found.  Do you want to add it? (Y/N)' displays. 
Choose ‘Y’ to continue the setup or ‘N’ to cancel the process.

Description
Enter a 20 character description of the taxing authority.

State Code
Enter a 2-character abbreviation for the state for this authority (TX, FL, LA, etc.).

OK? (Y/N)
Verify the tax authority name.  Enter ‘Y’ to continue or ‘N’ to start over.

If you choose ‘Y’, you will need to complete all tax setup.  You will not be able to Quit in the
middle of setup.
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Note: The next step is to enter the tax codes for this authority, READ THE PROMPTS
CAREFULLY AT THE BOTTOM OF THE SCREEN for each line.  Tax codes will be
entered in a certain order.  Sales tax codes which are set up in Accounts Receivable are  
entered first, then the fuel tax codes are entered.

City Sales Tax Code
Enter 0 (zero) for No City Sales Tax.  Press F2 to select a City Sales Tax Code form the
lookup.   If the code does not match the tax type, ‘Taxing Authority Does Not Match, Press
Enter'.   Press Enter and select the correct tax code.  The Description displays on the screen
above when a valid sales tax code is selected.  At the OK Prompt, enter Y to continue or N to
enter a different tax code.

County Sales Tax Code
Enter 0 (zero) for No County Tax or select the appropriate County Sales Tax Code using the
F2 lookup.   

State Sales Tax Code
Enter 0 (zero) for No State Sales Tax or select the appropriate State Sales Tax Code using the
F2 lookup.   

MTA Sales Tax Code
Enter 0 (zero) for No MTA Sales Tax or select the appropriate MTA Sales Tax Code using
the F2 lookup. 

Other Sales Tax Code
Enter 0 (zero) for No Other Sales Tax or select the appropriate Other Sales Tax Code using
the F2 lookup. 

Fuel Tax Codes
The number of fuel tax codes is unlimited since some states have county fuel taxes and other
fees on fuel. Enter the codes one at a time until all tax codes applying to this Tax Authority
record have been entered.  
Federal Fuel Taxes should be in ALL tax authorities.  These should be the first entries you
add after Sales Tax.  They do not have to be entered in code number order.  The order may be
changed by the computer when you exit the record.

Note: The program will not alert you to duplicate tax codes.  Once completed, use the scan
option to verify the codes.
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Enter Fuel Tax Codes
The first fuel tax code should be on line 6.  Enter all Federal Fuel Taxes.  Respond ‘Y’ on
message ‘Is everything OK’.  The description will be updated as each code is enter.  
After all federal taxes have been entered, continue entering state, county or city fuel tax codes
until all the fuel, oil, grease, battery, and miscellaneous tax codes which apply to this taxing
authority are entered. 

When one screen is full, use the ‘S' scan option to continue to a new screen to add more.  
Enter Q to Quit when all are entered.

Delete a Tax Authority
To delete a Tax Authority, select the option to Delete and enter ‘A’ to delete All Rows. 
You may not delete an individual Sales Tax record but you can add, change or delete  the fuel tax
setup. 

Change a Tax Authority
Enter the Tax Authority you wish to change.  Respond with ‘Y’ to inquire.

State
Change the State or press enter to keep the current value.

Enter Line Number to Change  
Enter the line number that you want to change.
Enter the correct code or 0 for no tax code if sales tax.  

Delete
Select option D - Delete 
Enter the line number of the fuel tax to be deleted. 
If you select the option to delete all rows, the Tax Authority will be deleted.

Add a Line
Select option A - Add Line
Add a new row if required.
Scan to the next screen  if there is no room to add on the current screen.
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Copy
You can copy one Tax Authority to a create a new tax authority.
Inquire on any existing tax authority.
Enter C to copy this Tax Authority record to a new Tax Authority.
Enter the New Tax Authority Name
Enter a Description for the new Tax Authority.
OK? (Y/N).  

Enter N to change.  Enter Y to continue.  
The record is created and displayed.
Add, change, or delete tax code lines as needed for the new Tax Authority.

Quit  
Enter Q to Quit.
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Tax Authority File Report

Tax Authority List 
Jobber, Master File Maintenance, Fuel Taxes, Tax Authority List

The Tax Authority List shows all Tax Authority records in the file.  Use it to verify the accuracy
of the tax codes in each Tax Authority.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Tax Authority Update 
Jobber, Master File Maintenance, Fuel Taxes, Tax Authority Update

After creating, changing or deleting a Tax Authority, this option must be run or the tax changes
will not be reflected in invoicing and purchasing.  This process will update fuel tax rates in the
Customer files and the sales tax rates in Accounts Receivable.

Note: Sales and purchases in the unposted file will not be affected by the tax change unless you
edit the line items.  Be sure that all BOLs and sales invoices have been entered before making the
tax changes.  The invoices and BOLs do not have to be updated.  The update will not change the
taxes.

See ‘FUTURE TAX RATE UPDATE' for tax rate changes with effective dates 
if you are downloading BOLs and entering invoices for two months at a time.

If tax codes exist in your tax file that are not in any of the tax authorities, this message will
display in the upper right corner of the screen.  It is informational only.  Press <enter> to
continue. If there are more, a message will display for each.

If you get an error message like ‘file access denied', make sure everyone is out of the system and
run it again.
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Total tax amounts must be adjusted in consignment tanks in some cases - for commission
calculations.  The rank record displays so you can correct the total fuel tax amount.  If you do not
use this feature, or when fuel taxes have been updated, press Ctrl W to exit .

Update the table and press CTRL-W to save.

In some versions of the Special Price Report, taxes are retrieved from the customer tax authority.
The taxes have to be corrected manually in the Special Price File.  Taxes in the Special Price file
are for reporting only - if you send customers their full price for the day.  If you are not sure, call
Petro-Data support.

The menu returns after this final message.
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Future Tax Rate Update
Jobber, Master File Maintenance, Fuel Taxes, Future Tax Rate Update

This feature allows you to enter a tax rate change that is effective on a specific date.  Invoices or
BOLs entered with a date prior to the effective date will use the old rate.  Invoices or BOLs
entered on or after the effective date will use the new rate. 

After you follow the process of changing your rates, we highly recommend that you test them by
entering a test invoice with an old date and a new date.  Then make sure the invoices calculated the
tax rates correctly.  You can delete the invoices or cancel the invoice calculate program when you are
done.  Don’t forget to double check your BOLs and Purchases the same way.

Process:
• Enter the new fuel or sales tax rate with the future effective date
• Run the Update New Rates program
• Continue entering BOLs as needed
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Browse and Enter New Fuel Tax Rates
Jobber, Master File Maintenance, Fuel Taxes, Future Tax Rate Update,1. Browse and Enter
New Fuel Tax Rates 

When you select this option, you will receive these warning and reminder messages.  As the
messge states, remove any old date changes from the file.
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1 All current rates will be displayed from the setup tables.
2  In the New Rate column, enter only the rates that need to be changed.  Rates with zero

‘New Rate' will remain at ‘Current Rate'.
3 Enter the effective date of the change.
4 To zero out a rate, enter a Zero in the New Rate column and ‘Y’ in column titled ‘Zero?’

After you have entered all changes, press CTRL-W to save the data.  The system will display
a message with the number of rows that will be changed to zero.  

On the date of the effective date of the new tax rates or a few days before, run the Update
New Rates option.  

If you want to enter rates for taxes that are effective in the future but there is no current rate
in the system, you must enter a Zero rate in the tax tables first.  Please be sure to run the Tax
Authority update after you enter the new zero rates.  After that, you can set up the new rate
with it’s future effective date.

Browse and Enter New Sales Tax Rates
Jobber, Master File Maintenance, Fuel Taxes, Future Tax Rate Update, 2. Browse and Enter
New Sales Tax Rates

The same Tax Warnings display as shown above.
Use the same procedures as fuel tax changes to enter the changes for sales taxes.
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Update New Rates
Jobber, Master File Maintenance, Fuel Taxes, Future Tax Rate Update,3. Update New Rates 

On the new date or a few days before, run the Update New Rates program.  This program will:
1. Update the fuel tax setup tables with the new rates
2. Find any invoices or BOLs with dates greater than or equal to the new effective date and

update the tax rates using the new rate percent.  All transaction with a date prior to the
new effective date will not be affected.  

Based on your input, the system will count the number of tax rows you will make Zero and
display that number.  If no Zero fuel tax rate changes, the number displayed in the message will
be Zero. 

If this is not correct, you have the opportunity to cancel the update and correct the data.

The Update program will start with this message:

Enter ‘Y’ to start the update.  
Enter ‘N’ to cancel the update.  You can change the setup data and run this option again after
your newest changes.
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As the system processes all taxes changes, you may receive messages about tax setup records that
are not assigned to any Tax Authority.  Please review these messages and fix the tax authority
setup if it is appropriate.

Sample Message:

When the process is complete, the following message displays.  Please check the setup in Special
Price Module (Jobber, File Maintenance, Special Prices) and check for any needed changes due
to the tax change.

After all processing is complete, a final message will display.

As stated in the above message, do not run the Update Rates program a second time.  If you
determine that the rates are wrong, please call Petro-Data for support. 
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Discontinue Using Old Rates
Jobber, Master File Maintenance, Fuel Taxes, Future Tax Rate Update, 4. Discontinue Using
Old Rates (Precautionary) 

This option clears the flag that the system uses as the trigger to check for rates in the Future Rate
table.  Once the flag is cleared, the system uses the rates in the tax table and no longer checks for
a future rate record.  You will still be able to view your rate changes in this menu even after the
flag is cleared.

You may want to clear the flag one month after the newest effective date.

Enter  ‘Y’ to start the update to remove the flag.
Enter ‘N’ to cancel this program.  You may run it at a later date if you wish.
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Freight Files
Jobber, File Maintenance, Freight Files

These menus will enable you to create freight charges.
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Define Freight Rates
Jobber, File Maintenance, Freight Files, Enter Freight Rates

Create freight charges by Schedule.  Schedules are created in the Freight Module.

Schedule
Enter the schedule ID.  Use F2 to get a list of valid schedules

Product Type
Product Type will default from the schedule setup.

Mile Increment
Enter the number of miles to increment for the freight charge.

Miles, Gas Rate, Diesel Rate
Based on the number of Increment Miles, enter the Gas and Diesel Rate for each increment. 
The amount entered should be pennies per gallon.  A value of 5 is 5 cents per gallon.  A value
of 1.3 is 1.3 cents per gallon.

Buttons:
New Inquire or Add a rates for a new schedule
Delete Delete the existing record for the schedule
Duplicate Duplicate the values for a new schedule
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Define Freight Values
Jobber, File Maintenance, Freight Files, Define Freight Values

Define the Freight default values.  These values are used in various freight calculations.

Minimum Gallons for Gasoline
Enter the minimum gasoline gallons to bill for freight

Minimum Diesel
Enter the minimum diesel gallons to bill for freight

Minimum for Mixed Loads
Enter the minimum mixed load gallons to bill for freight

Diesel Tax Types
Enter the tax types for Clear Diesel.  Use the tax type field in the Inventory setup screen for
your clear diesel fuel.  

Tax Types for Dyed
Enter the tax types for Dyed Diesel.  Use the tax type field in the Inventory setup screen for
your dyed diesel fuel.  

Kerosene Tax Type
Enter the tax types for Kerosene.  Use the tax type field in the Inventory setup screen for
Kerosene. 
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Propane Tax Type
Enter the tax types for Propane.  Use the tax type field in the Inventory setup screen for
Propane. 

Insurance Factor for Common Carrier
If you are calculating freight and an insurance factor is included on freight invoices, enter the
per gallon rate. Example: .0407 would be 4.07 cents per gallon.

Freight Surcharge
If you are calculating freight and a surcharge is included on freight invoices, enter the per
gallon rate. Example: .020 would be 2 cents per gallon.

Insurance Factor for Your Transport
If you are calculating freight and an insurance factor is included on freight invoices, enter the
per gallon rate. Example: .0407 would be 4+ cents per gallon.

Insurance Factor for Bobtail
If you are calculating freight and an insurance factor is included on freight invoices, enter the
per gallon rate. Example: .0407 would be 4+ cents per gallon.

Are City Ids used for Customer Actual City
Y - Create a City ID based on actual city of your customer.  Add this City ID to Customer
Setup.  
N - If you want to use one city ID that could include several nearby cities and don’t need the
actual customer city for the freight charges.

93



Freight Rate Report
Jobber, File Maintenance, Freight Files, Freight Rate Report

This report prints all the freight records.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Fuel Tax Exemptions
Jobber, Master File Maintenance, Fuel Tax Exemptions

The Fuel Tax Exemptions are codes that are assigned to a tax code in a customer’s tax authority
to exempt them from that particular tax.  The exemption defines the reason the company is
exempt from the tax.  

Examples of exemption codes could be Off Road, Permit Holders/Bonded or Municipalities and 
Government entities.  The exemption codes should match the various exemption categories
which are reported on fuel tax return forms.  The same code can be used for both Federal and
State taxes.  If a customer is exempt from several taxes for the same reason (such as Bonded), the
same exemption code may be used for all exempt taxes.  It is not necessary to set up separate
exemption codes for Federal and State taxes.

How They Are Used

In the Customer Setup in Accounts Receivable, all fuel taxes which apply to the customer are
displayed.  Next to each tax description is a ‘Ex Code’ column.  If the customer is exempt from
the tax, an exemption code number will display with its description.  When a taxed item is sold
on an invoice, the taxes display in the tax screen.  If there is no exemption code, the tax is
calculated and displayed in the box and charged on the invoice.  If there is an exemption code,
the tax will not be calculated or charged.  If the customer is exempt sometimes and not other
times, the tax exemption code may be added or removed when the invoice is entered.  The
change will be for this invoice only and does not affect future invoices for the customer.
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Add Change Delete Exemptions
Jobber, File Maintenance, Fuel Tax Exemptions, Add Change Delete Exemptions

Exemption Code
Exemption codes are numeric and must begin with 1.  Enter a new exemption code number
or click the magnifying glass or F2 to lookup.

Tax Description.
Type a short but accurate description of the exemption.  This description will print on Fuel
Tax Sales Audit reports for exempt sales.  

OPTION BUTTONS

<Edit> Click on the description field and change it.  Or press E or click the Edit button.
<New> Click on New to enter another record.
<Next> Click on Next to display the next record.
<Prev> Click on Previous to display the previous record.
<Delete> Click to Delete to delete this record.  

A popup box with ‘Do You Want to Delete This Record? displays.  
Click the Y button to delete the record or the N button to proceed without
deleting.

<Exit> Click on Exit to quit file maintenance.
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Fuel Tax Exemption Report

Exemption Report
Jobber, File Maintenance, Fuel Tax Exemptions, Exemption Report

The Exemption Report is a list of all exemption codes in the file.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Special Prices
Jobber, File Maintenance, Special Prices

Special Pricing provides a way to assign to a particular customer a different price from the
standard price level that is set up for non-fuel inventory items.  Amounts or Markups are entered
in the Mk/Price fields (1-5) of the inventory item. You can also define a Profit per Gallon by
customer and also define a freight charge for that customer.  Special prices must be created for
each customer.
 
For example, a customer could be given a bid price or a certain markup from a rack price.   After
rack prices for the day have been entered or imported, the Special Price Report for fuel may be
used to quote prices based on the special setup. 

There is a Special Price Install Program which must be run before any Special Price Records are
entered.  

To test a special price, do the following:
• Set up a special price record.
• Manually calculate what should be the price.
• Enter an invoice for the customer and bill the item in the special price record.  
• Compare the price you calculated with the price the computer calculates.
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Special Price Maintenance
Jobber, File Maintenance, Special Prices, 1 Special Price Add and Change

 
View All Button

Click this button to quickly view existing data in this special price setup table.  You can
select a record for edit from this view.

Location Number (Q-Quit)
Enter a valid location number (warehouse or terminal).  If the customer received one price
when the fuel is delivered from the terminal and another when the fuel is delivered directly
from the terminal, two special price records will have to be set up.

Note 1:  The Special Price Install question ‘Special Prices for different locations' must be ‘Y'. 
If ‘N', a Location  must be entered but it is not used in the price calculation.  

Customer
Enter a Customer Number or use the F2 key to look valid customer numbers.   
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Customer Ship To
If this price is not based on a Ship To address, leave the field blank.  If the price is specific to
a Ship To location, enter the code here.  You can use the F2 key to lookup Ship To
information for each customer.   

If the Special Price Install, if‘Special Prices based on ship to code?'  is ‘N', this field is
skipped. 

Item 
Enter the Inventory Item code for this special price.  You can use the F2 key look inventory
item setup. If the inventory item exists in the table, all setup information will display.  If a
special price record does not exist, the following message displays:

Record Not Found.  Do You Want to Add it?
Enter Y to add the record. 
Enter N to start over without adding the record.

Price Type
There are five special price options. Enter one of the following Price Types:

C No Price Ths special price will be zero.

F  Flat Price A flat rate will be charged using the amount in
this setup.

U  Markup Cost from Price Use the price from Markup Price 1 in
inventory setup. 

D Markdown from Price Use the Price 1 values found in inventory
setup for this item. 

N Don't sell to this customer A message ‘Do Not Sell to This Customer’
will display when an attempt is made to sell
the item to the customer listed in this setup.

Note: The MarkUp fields at the bottom of this screen will require different responses
depending on which code is entered in Price Type.

Rack Type
The Rack Type will be defaulted from inventory setup for the item.
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Tax Type
The Tax Type will be defaulted from inventory setup for the item.

Spec Code
F=Floor Pricing

• This code is for pricing when the net rack price goes below a minimum ‘Floor' price.  
• Enter a minimum rack price for the floor limit.
• Enter the additional markup to be added to the rack + markup.
• The price will then be Rack + markup + floor markup.

O=Use Rack with One Percent
• This code is used if customer prices are calculated after the One Percent discount is

applied.  
• These customer's special price records can be coded with O.

Price Origin
This field is for Fuel items only.  Enter the origin for the price.  For non fuel items, leave this
field blank.

I  In-House - delivered from in-house tanks.
T Terminal - delivered from a terminal.
B Both - special price applies when delivered from in-house tanks or terminals.

Bill Code
Bill the customer based on either Gross or Net.
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Note: If you specify One Vendor and All terminals, the Daily Fuel Report sent to customers
will show prices for this criteria.  Customer Rack Setup will be ignored in this situation. 
It may be best to enter All Vendors/All Terminals and then define vendor and terminal in
the Daily Fuel Report.

Vendor/Terminal
This field is for Fuel items only.  If this is not a fuel item or the special price only applies to
fuel delivered from in-house tanks, leave this field blank.  

• If the special price applies to all vendors and all terminals, enter ALL in both fields.   
• If the special price applies to one vendor and all terminals, enter the specific Vendor ID

and ALL in the Terminal field.   
• If the special price applies to one vendor and one terminal, enter the specific Vendor ID

and specific terminal.  

The rack cost used will be from the vendor/terminal entered on the sales invoice.

Fixed Terminal
Y - only special prices for items in a Customer Rack will print
N - prices for the vendor and terminal specified on special setup will print

Profit/Gal
If the Price Type is ‘U’ (MarkUp), enter the amount of markup in dollars and cents.  For
example, .01 is 1 cents over the price designated by the ‘Price Origin' field.

If the Price Type is ‘D’ (MarkDown), the price will be a markdown from Price 1 in the
inventory item setup.  Enter the amount of the markdown in dollars and cents.  For example,,
1.00 would deduct $1.00 from the price.

If the Price Type is ‘F’ (Flat Price), the price per unit (gallons or package) will be whatever is
entered in this field.

Expiration Date
Enter the expiration date of this quoted price.
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Freight Calculation for Sales Invoices
This section applies only if ‘Freight calc in invoice' is set to ‘Y' in the Inventory Installation
Program.  Freight, Adjustments, and Other charges may be calculated and automatically billed to
the customer as separate line items on the invoice or calculated and added to the per-gallon price
of the fuel.

Freight Type
Enter one of the following Freight Type Codes:
T Use the Freight Table in Freight Rate File Maintenance to calculate freight per gallon

based on origin and destination cities.
R Use the Freight rate entered in this record to calculate freight per gallon.
C Enter a Flat freight charge in the BOL to include on the invoice.  

Frt Rate
For Freight Type T - this field is skipped 
For Freight Type R - enter the Freight per Gallon (ex.  0.0025).
For Freight Type C - the amount here is zero.  Enter the amount of the charge on the

BOL (ex. 20.00)

Other
Enter an ‘Other' amount per gallon to add to the price or leave blank for none.  Examples of
other charges could be a Reimbursement Fee, Freight Surcharge, etc.

Fuel Tax
Enter the total fuel excise tax amount per gallon to be charged to the customer after all 
exemptions are applied.  For example, 0.384000 would be 38.4 cents per gallon.  
This field is only used in the Special Price Report for fuel when the markup data is printed.  It
is not used in any calculations.

Code 1
This is a four-character user-defined code for reports printed in the Special Price Module
such as the Special Price Report for Fuel.  For example, you might put BP for Bulk Plant
prices or  TERM for terminal direct delivery prices in Report Code 1.  

Report Code 2
The Report Codes are used to group price reports.  You define the four-character codes.  One
example might be to group the report by salesman.

Zone
This is a code you create for grouping items on reports.
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No Quote
Y - This customer will not get a price quotation.

No Tax
Y - The price quotation will not include fuel taxes.

Line Item Charges
Miscellaneous items must be added in Inventory Setup for any Line Item Charges.  This includes
Freight Gas, Freight Diesel, Freight Surcharge or any other special charge. Each item must have a
unique code in the ‘Misc Code ‘ field in inventory setup.  Suggested codes are displayed at the
bottom of the inventory setup screen.  If ‘Misc Code’ is blank, the charge will not be created for
the sales invoice.

Bill Frt
Y Bill freight as a separate line item on the invoice.  The freight per gallon will be

calculated and a line item with gross gallons and freight per gallon will be added to the
invoice.

N Freight charge will not be created.

Frt (G/N)
Bill freight on Gross Gallons
Bill freight on Net Gallons

Location
Enter the Location number of the Freight charge item as set up in the inventory record.

Item
Enter the Item from the inventory record.  For example, this would be FRTGAS for
Gasoline Freight.

Bill Freight Adjustment
Y To bill a freight adjustment line item, such as a surcharge, on the invoice.  The freight

adjustment per gallon will be calculated and a line item with gross gallons and freight
adjustment per gallon will be added to the invoice using the location and item number
entered on this line.

N Freight adjustment will not be created.

Location
Enter the Location number of the Freight Adjustment item as set up in the inventory file.   
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Item
Enter the Item number for Freight Adjustment (ex, GRTGASSUR).  The item description
displays.

Other charges are per-gallon charges that will be added to the markup or added as a separate line
item to the invoice.  One example could be Debt Recovery. The rules are the same as freight and
surcharges.

Bill Other 1  
Y To bill the Other charge as a line item on the invoice.
N o include the Other charge in the price of the fuel.

Oth Chg 1
Enter the rate per gallon (1 cent is .0100).

Location
Enter the Location number of the Other charge item as set up in the inventory file.

Item
Enter the Item number for the Other charge (ex, DEBT).

Note: The code in the ‘Misc Code’ field displays next to the item.  If this is BLANK, it
will NOT work..  Go back to inventory file and enter a code.  Return to the special price
record and <enter> through the ‘Frt Code’ line.  The code should display.

Bill Other 2 
Enter N to include the Other charge in the price of the fuel.
Enter Y to bill the Other charge as a line item on the invoice.

Oth Chg 1
Enter the rate per gallon (1 cent is .0100).

Location
Enter the Location number of the Other charge item as set up in the inventory file.

Item
Enter the Item number for the Other charge (ex, DEBT).

Note: The code in the ‘Misc Code’ field displays next to the item.  If this is BLANK, it will
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NOT work..  Go back to inventory file and enter a code.  Return to the special price record
and <enter> through the ‘Frt Code’ line.  The code should display.
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Total Markup
The total markup will display at the bottom.  The total is derived from the data you entered in
the setup.

Special Price Setup Duplication Feature
The Duplicate Default feature is an easy way to enter the same special prices for multiple
customers.

• Inquire on the customer and item you will use as your model. 
• Click the ‘Duplicate’ button.
• Enter a new Customer Number and press Enter.
• Continue this process as required.
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Special Price List
Jobber, File Maintenance, Special Prices, 2 Special Price List

The Special Price List is a list of all special price records in the file. This report lists flat prices,
markup or markdown amount and vendor/terminal. 

Enter Special Price File Report Options:
Output to: S=Screen P=Printer F=Text File Q=Quit

Enter The Date
The current system date displays.  Press enter to accept the date or enter a report date.  This
date has no affect on the report.

Enter Customer Number / Blank for All.
Enter customer number to print or leave blank to print the complete report.

Show Customer Racks?
Y/N Include Customer racks on the listing.

Show Other Charges?
Y/N Include Other Charges on the listing.

Is Everything Ok? (Y/N/P=Printer/Q=Quit).

Y - print the report using the selected printer or screen.
P - change to a different printer or print option,.
N or Q - quit without printing.
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Special Price File Report
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Daily Fuel Price Report
Jobber, File Maintenance, Special Prices, Daily Fuel Price Report

The Daily Fuel Price Report prints the report of special pricing for fuel prices only.  The Rack
Prices must be updated before you run this report.  Customer quotes may be printed from this
option.  If the Special Price setup has ‘Y’ in Fixed Terminal, all terminal prices will print.  If this
field is N, only prices from the last terminal will print.

This menu option is also available in the Rack Prices menu.

In the Printer selection, choose one of these options as the output type:
Display Display the report to the computer screen
Printer Send the report to the printer
File Print the report as a Text file to the directory listed
PDF File Print the report as a PDF file to the directory listed
Email Send the report as an email to the customer(s)

If you are using the TIME programs - where the effective time of the fuel prices is entered  or
imported with the prices, the following message displays.
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 Calculate Prices
Check this box to update a price table with updated prices for the date you enter in the field
‘Price Date’.  This is used when you print the Daily Fuel Price Report.  You can also re-print
data from a previous date. 

Show Errors
Show any errors that the program finds.  One example of an error message would be a
missing Tax Authority.

Freight Surcharge
Enter the standard freight surcharge percent. This percent will print on the report.

Rack Date
Enter the date of the rack price that will be used for this report.

Cutoff Hour
Enter the hour of the rack price.  The system will use both Rack date and Cutoff Hour to
determine which rack price to use.   

Price Date
Enter the date that will be written to the price table and used for reporting.  Since this data
will be stored by price date, you can report on this data at a later date.

Best Prices
If the vendor has more than one terminal, the number of prices entered will be printed on the
report. 

Sort Option
Choose either Customer by Fuel Type or Vendor & Terminal

Customer Quotes
Check this box if you only want to generate a report of special prices for your customers.  If
you select one customer, the customer name and address will be printed in the report header.  
Leave the box un-checked to create a report for all customers.  If this field is unchecked, only
a general report for your use will print.

Total Price Only
Check this box to show total prices only.  If you leave the box unchecked, the report will
print a second line showing the detail of some of the prices, such as Other Charges.
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Daily Fuel Price Report

Report Code
Enter the report code that was entered in the special price setup in field Report Code 1. All
customers configured with code will be printed.  Leave this field blank to print a report for all
customers.  

Show Other Charges
Show other charges that were added in the Special Price setup in field Other 1.  It will include
any setup from the Special Charges setup.

Show Special Charges
Show other charges that were created in the menu option Special Charges.

Vendor
Enter a specific vendor or leave this blank to print price setup for all vendors.

Terminal
Enter a specific vendor’s terminal or leave this blank to print price setup for all vendors.
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Add Customer Racks
Jobber, File Maintenance, Special Prices, 4 Add Customer Racks

This menu option allows you to define what fuel types should be included on customer reports. It
is used when daily rack prices are emailed or printed and sent to customers. By Customer, enter
the vendors and terminals to be included on the customer price list.

This menu option is also available in the Rack Prices menu.

Customer Number
Enter the customer number for this rack definition.  You can also set up a record for customer
number DEFA to create a default record.  The default record can be used to copy the same
setup to multiple customers.

Ship To
Enter the Shipto number if the prices are for a specific shipping location.  Leave it  blank for
all shipping locations.  

If the record does not exist, a message is displayed.
Record not found. Do you want to add it?
Y to add
N to not add this record.
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Report Code
Enter your pre-defined report code to select only customers with this code that is assigned in
the Customer setup.

Vendor
Enter a specific vendor number to include on the customer price list.  Leave this blank to
print all vendors. 

Terminal
Enter a terminal number if the rack prices are for a specific terminal.  Leave this blank to add
the prices for all terminals for the vendor.

Click <Ok> to add the record.   
The Vendor and Terminal fields become blank so that more racks may be added if needed.  
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OPTION BUTTONS  
<New> Start a new Customer Rack Price Record.
<Add Rack> Add more Racks to this Customer Rack Price record.
<Duplicate> Copy this record to another customer.
<Delete Rack> Delete a Rack from this Customer Rack Price Record.

Enter the Vendor and Terminal to delete.
‘Are you sure you want to delete?

Y will delete all records for the rack from this record.
N to not delete.

<Exit/Save> Save the data and exit out of Add Customer Racks.
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Duplicate or Change Prices
Jobber, File Maintenance, Special Prices, 5 Duplicate/Change Prices

The Automatic Price Increase/Decrease selection increases or decreases all of the selected special
prices in the Special Price file by the amount entered.  The changes may be done by Department
and/or by Selection Criteria.  Use this option when changes are standard and affect more
customers than could be changed efficiently record by record, or if special prices need to be
changed before an actual cost increase comes into effect.

There is no automatic printout with changes.  Print a price report before and after running this
program to verify the price changes.
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Increase/Decrease Prices 
Jobber, File Maintenance, Special Prices, 5 Duplicate/Change Prices, 1 Increase/Decrease
Prices

Enter a Department Number  /  Blank for All  
Enter the Inventory Department number of the items in the Special Price file to be increased
or decreased.  Press Enter.

Enter Penny Increase/Decrease
Enter a ‘cents amount up to four decimal places (0.0000) to be used in the price update. 
Enter a price decrease by using a minus sign (-) before the amount.  The following message
appears at the bottom of the screen to further define this field:

   Enter Negative for Decrease.  1 Penny Increase is .01, 1 Penny Decrease is -.01

Do You Want Selection Criteria (Y/N)
Enter Y if additional criteria is needed to select the special prices to be changed.  For
example, you could choose to limit the change to a certain customer or a specific item. Enter
N if Selection Criteria is not needed.

Are You Ready To Do The Price Changes? (Y/N/Q)  
View the selected options, enter Y to proceed with the price changes.  Enter N to reenter any
of the selection options.  Enter Q to quit without making any price changes.
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Change an Item
Jobber, File Maintenance, Special Prices, 5 Duplicate/Change Prices, 2 Change an Item

This option is used to change item numbers in the special price file for items that were changed
using the special option in Inventory File Maintenance to renumber items OR to add a new item
for all customers who already have special prices set up.  Call Petro-Data  for assistance before
using this option. 
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Copy  Salesman Number to File
Jobber, File Maintenance, Special Prices, 5 Duplicate/Change Prices, 3 Copy Sales Number to
File

This option will place the salesman number currently in the Customer’s file in the special price
record field ‘Report Code 1'.
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Copy and Delete Prices
Jobber, File Maintenance, Special Prices, 5 Duplicate/Change Prices, 4 Copy and Delete Prices 

This option allows you to Delete all Special Price records for a specific customer OR Copy all
Special Price records from one customer to another.

Choose the DELETE or COPY Option

To delete the special prices, enter the customer, location and item.  Click Delete.
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To copy all special price records from one customer to another, first enter the customer, location
and item to be copied from.  Then enter the customer number where the data will be copied to. 
Click Copy.
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Browse Markups
Jobber, File Maintenance, Special Prices, 5 Duplicate/Change Prices, 5 Browse Markups

This menu option will display the Profit/Gal and flat freight amounts for all special price records.

Report Code 1
Enter a report code you added in the setup or leave this blank for all special price items.

Customer
Enter a specific customer or leave this blank for all customers.

Ready to Browse?
Yes, No or Quit.
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Mass Change for Other Charge
Jobber, File Maintenance, Special Prices, 5 Duplicate/Change Prices, 6 Mass Change for Other
Charge

Use this option to perform a change to pricing for all Line Item Other Charge setup in Special
Prices. 

Report Code 1
Enter a Report Code that matches the codes entered on Special Price setup.

New charge
Enter the amount to change.  This will be added or subtracted, if a negative amount, to the
charge per gallon for Bil Other 1 and Bill Other 2 fields.

Ready to Fix the File?
Y - Continue with the change
N - Edit the data entered
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Index Special Prices
Jobber, File Maintenance, Special Prices, 6 Index Special Prices

This option recreates the index file which is used to streamline the data entry process.  This
feature also allows you to delete any special price records for customers who have been deleted
out of your customer file. 

Ready to index price files? (Y/N/Q)

Y to proceed with indexing.
N to quit without indexing.
Q to quit without indexing.

Informational message about special price records deleted for customers who do not exist in
the customer master.
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Install Program
Jobber, File Maintenance, Special Prices, 7 Install Program

The Special Price Install Program must be run before any special price records are added. 
Everyone must be out of Special Price File Maintenance.  Please contact Petro-Data if you
need help choosing any of the options.

Please enter the Password ‘INSTALL’ or Blank to Quit.

1.  Special prices based on ship-to code?
Y - if ANY customer has one special price for the billing address or one shipping

address and a DIFFERENT special price for another shipping address.
N - if all special prices are by customer, NOT customer ship-to codes.

2.  Special prices for different locations?
Y - if you have different special prices for the same customer and item if sold from a

different location.  For example, if the product is delivered from the Bulk Plant
they have one price, and if it is delivered from the Terminal, the price is different.  

N - if the same special price applies for the same customer and item at every location.

3. Special prices by fuel type (not item)?
Y - if Jobber is in Texas.  This option will be skipped if option 1 is N.  
N - if customer does not need to compute the estimated load fee to be calculated in the

BOL program.   

4. Default Authority for Bulk Plant?
You can enter a default Tax Authority for this inventory item or leave it blank.  If you
leave it blank, the tax authority will be controlled by the customer setup.
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5. Default Vendor and Terminal for Prices 1-5
You can enter a default Vendor and terminal or leave it blank.  

6. Detail Customer Quote Report
This report and it’s format is provided by Petro-Data.

7. Summary Customer Quote Report
This report and it’s format is provided by Petro-Data.

8. Regular Detail Report
This report and it’s format is provided by Petro-Data.

9. Customer Quote: 1=Total Only 2-Detail
The most common choice is 2 for a detailed price report.  When you run the report, you
may choose to print totals only.

10. Rounding for prices (4, 5, 6)
Enter your rounding preference for the customer price quote report.  Most common
rounding is set to 6.

Is Everything OK? (Y/N/Q)
Enter Y to accept the answers, N to change them, or Q to quit without making or saving
any changes.  If you have made changes and the changes are correct, you MUST enter Y
to save them.  The following message displays:

 Inventory must reset itself.  You will be returned to the BASE directory.

Press <enter> to return to your desktop.
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Special Sales Invoice Charges
Jobber, Master File Maintenance, Special Charges

This option allows you to set up a single billing item (charge or credit) when a particular item is
purchased.  The charge can be set up for either one specific customer or all customers.  
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Add, Change or Delete a Special Billing Charge
Jobber, Master File Maintenance, Special Charges, Add Chg Delete Special Charges
 
This option is used to create a Special Sales Invoice charge to be billed to your customer.  A
common example is the Oil Spill Recovery Fee that is added to the sales invoice.

Customer
Enter the customer number, You cna use F2 or click on the magnifying glass to lookup your
customer list.  You can also enter ’ALL’ if this record will apply to ALL customers.

Ship To
Enter a ship to code or ‘ALL’ if this record will apply to ALL customer ship-to addresses. 
Use the F2 or click the magnifying glass to lookup specific Ship-to ID numbers.

Charge ID
Enter a unique Charge ID code to identify the actual charge.  For example, in the example
above, a charge for OILSP87 will be charged to all customers when they purchase E87 gas. 
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The next 3 fields will determine if the charge should be added to the sales invoice. 
At least one field must be keyed but you can enter data in all three fields.  It’s very
important that your review your fuel inventory setup to know what values to enter.

Record not found.  Do you want to add it?
<Yes> to add the record.
<No> to start over without adding the record. 

Sold Item
Enter the Inventory Item that applies to this Special Charge when it’s purchased.    When a
sales invoice is created based on the item sold, the charge will be added to the Sales Invoice. 
When you enter the inventory item, Fuel Type and Tax Type will be populated using the
values in your inventory setup.

Fuel Type
If you want to add a charge based on Fuel Type, enter the value here.  For example, the Oil
Spill Recover Fee is .001929/gallon for Gas.  If inventory setup has Fuel Type GAS for E87,
E89 and E93, you can enter GAS in this field.  Entering Item Sold inventory number is not
required.   Caution: Any inventory item with fuel type GAS will trigger the creation of this
charge.

Tax Type
If you want to add a charge based on Tax Type, enter the value here.  For example, the Oil
Spill Recover Fee is .001929/gallon for Gas.  If inventory setup has Tax Type GAS for E87,
E89 and E93, you can enter GAS in this field.  Entering Item Sold inventory number is not
required.   Caution: Any inventory item with tax type GAS will trigger the creation of this
charge.

Vendor
Enter a Vendor code IF this record applies only to a specific vendor.  Leave this field blank to
create the charge for all vendors.

Terminal
Enter a Terminal code IF this record applies only to a specific terminal.  Leave this field
blank to create the charge for all terminals for the vendor.
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Special Charge Item Section describes the line item charge on the invoice.

You must first set up the charge description in the Inventory Master under Jobber, File
Maintenance.

Item Location
Enter the Location Number for the charge.   

Charge Item
Enter the Charge Item Number from the inventory file. You can use F2 or the lookup
function in this field to check the data in inventory setup.

Billing Rate
Enter the Billing Rate which will be used to bill this charge.  For example: .02 is 2 cents or
.05 is a credit of 5 cents.  The next field identifies whether the charge is based on gallons or is
a flat dollar amount.

Rate Type
G = Gallons (charged on number of gallons)
D = Dollar (charge a flat dollar amount)
F = Flat Rate

Click on Exit to quit file maintenance.
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Special Charge File Report

Special Billing Charge Report
Jobber, Master File Maintenance, Special Charges, Special Charge Report

This is a listing of all Special Billing Charge records in the file.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Reindex Special Billing Charge File
Jobber, Master File Maintenance, Special Charges, Reindex Special Charges

This option recreates the index file.  Reindex when the file seems to be missing records or does
not print in order.  Everyone must be out of the Special Billing Charge File.  The process takes
only a few seconds.

When the reindex is finished. Press Enter to go back to the menu.
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Delete Special Charges
Jobber, Master File Maintenance, Special Charges, Delete Special Charges

Charge Item Number
Enter the Charge Item number to be deleted

Ready to backup and Delete?
Y - Yes to delete the charge item
N - No to change the charge item listed
Q - Quit 
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Comments
Jobber, Master File Maintenance, Comments

The Comment File contains messages and information which can be printed on invoices.  The
comment code can be up to two numbers or letters.  Each comment setup has a short description
and up to 6 lines of information.  The number of messages that can print on an invoice depends
on your invoice.  Manual comments and messages can also be added in invoice entry.

Comment codes can be tied to fuel types (such as the dyed diesel message) and will print on
every invoice where that type of fuel is sold.  Others can be tied to customer records and will
print on invoices created for that customer.  They can also be manually brought into specific
invoices by code number as the invoice is being entered.  Except for manual comments, all others
must be entered in this Comment File.

Some comment examples include:  
“Please Call About Our Oil Specials in October" 
"Dyed Diesel Fuel - non-taxable use only” 
“Your Account is Past Due, Please Send Payment Immediately”
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Add, Change or Delete Comments
Jobber, Master File Maintenance, Comments, Add Chg Delete Comments

Comment ID
Enter a comment code to add or display.  A code is one or two numbers (0-99) or letters (A-
Z) or a combination (D2).   Magnifying glass or  F2 to lookup existing comments.   

Name
Enter a short name which would describe the contents of the comment in a Lookup screen. 
(Ex. ‘Dyed Diesel’ for the message about off-highway, tax exempt use.)  The short name
does not print on the invoice.

Comment 1
Type the first line of the comment of 50 characters or less.  When you have filled one line,
press <enter> at an appropriate break in the text and continue the comment on the second
comment line.  The comment will print exactly as entered.  You may use upper and lower
case as well as characters such as an asterisk (*) to separate comments or make them stand
out when printed on the invoice.

Comment 2-6
Type up to 50 characters for each line.   Do not skip a line in the middle of a message. When
a blank line is encountered, the comment is considered complete.  Any text entered after a
blank line will not print on the invoice.
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Comment Report

Comment Report
Jobber, Master File Maintenance, Comments, Comment Report

The Comment Report is a list of all the Comment records in the file.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Trucks
Jobber, Master File Maintenance, Trucks

Create a record for each Common Carrier and each of your company trucks.  If you don’t need to
track all trucks separately, you can create one truck to represent all of them.   Tax ID codes are
entered in this record for Fuel Tax Reporting.

How Truck Setup is Used
A Truck number can be entered on each Bill of Lading to track who transported the fuel from
the terminal or the vendor.  Many states require Carrier Reports if your company transport
fuel.  
Fuel Manifest Reports can be run to track loads by each truck and driver.  Truck numbers can
also be entered on Sales Invoices.  Carriers are also required on Fuel Tax Reports whether it
is your own trucks or Common Carriers.  Tax ID numbers are entered in this record.

Freight Calculations
Freight rates can be set up by common carrier, transport or bobtail.  A code in the Truck File
determines which type of truck picked up and delivered the fuel.  If you are linked to the
General Ledger, in-house truck records will have a Freight income GL account.  Common
carrier truck records will have a pending freight GL account.  These accounts are used if you
are using the freight calculations in the BOL module and adding it to fuel cost.
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Truck Maintenance
Jobber, File Maintenance, Trucks, Add Chg Delete Trucks

Truck Number
Enter a truck code.  The truck number can be up to six characters - like a short name or
abbreviation (MTC - My Transport Company).   It can also be a number.  View existing truck
records by clicking the magnifying glass or pressing F2. 

Name
Enter a description for the truck.

Frt Company
Enter the name of the freight company.  You can use the same value as you entered for
‘Name’.
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Truck FEIN
Enter the Tax ID required by your State fuel tax reports.  In Texas, it is your Texas Taxpayer
number or the common carrier’s number.  You can also look up this number on the State of
Texas Comptroller’s website.  The address is: 
https://comptroller.texas.gov/taxes/fuels/motor-fuels-transporters-search.php

Fax Number
Enter the fax number of the Common Carrier.  This can be used in a custom feature for
faxing load requests to common carriers. This is not a required field.

Truck Code
This code is the type of carrier or truck.  Some freight calculations use this to get the correct
freight rate. Values are:

C = Common Carrier
T = Transport
B = Bobtail
P = Customer Pickup 

Depending on the truck code, there are some fields that are required to be entered. 

COMMON CARRIER    
Company Name

Enter the transportation company name.  (Ex.  Mission Transport).
FEIN

Enter the carrier’s TAX ID number for tax purposes, if needed.  In some States, this is
their Federal number, in other States, it is their State ID number.

GL Pending Freight
Leave this blank if you are NOT calculating freight in the BOL module and adding it
to inventory cost.  This GL number is used ONLY for COMMON CARRIERS and
only if you are calculating freight in the BOL module and adding the freight to the
rack price increasing the value of the fuel inventory.  This account will be credited
when BOLs are updated.

TRANSPORT   
Company Name 

Enter your company name.

FEIN
Enter your FEIN number for tax purposes, if needed. The State of Florida requires this
information.

Transportation Mode
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Enter the Federal Transportation Mode for this truck (J is for truck).
GL Freight Income

Leave blank if you are NOT calculating freight in the BOL module and adding it to inventory
cost.  This GL number is used ONLY for your company-owned TRANSPORT and
BOBTAIL trucks (Truck type T or B) and only if you are calculating freight in the BOL
module and adding the freight to the rack price increasing the value of the fuel inventory.

BOBTAIL
Company Name

Enter your company name.
FEIN

Enter your FEIN number for tax purposes, if needed. The State of Florida requires this
information.

GL Freight Income
Leave this blank if you are NOT calculating freight in the BOL module and adding it
to inventory cost.  This GL number is used ONLY for your company-owned
TRANSPORT and BOBTAIL trucks (Truck type T or B) and only if you are
calculating freight in the BOL module and adding the freight to the rack price
increasing the value of the fuel inventory.

CUSTOMER PICKUP
Enter P to use when a customer picks up their own fuel at the bulk plant.

Company Name
Enter your company name.

FEIN
Enter your FEIN number for tax purposes, if needed.

Tax Code
Enter ‘J’ if the truck belongs to a jobber from whom you purchase fuel.

Tran. Mode
Enter the Federal Transportation Mode code for this truck or barge, etc.  J is the value for  a
Truck.  This field is Optional.

Model Year
Enter the Model Year of the truck.  This is usually entered for Transports and Bobtails
only.  This field is Optional.

Make
Enter the Make of the truck. This is usually entered for Transports and Bobtails only.  This
field is Optional.
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The following fields are used when Freight and Surcharge are calculated in BOL and/or
Invoicing. 

Model
Enter the Model of the truck. This is usually entered for Transports and Bobtails only.  This
field is Optional.

License
Enter the License Plate number of the truck. This is usually entered for Transports and
Bobtails only. This field is Optional.

Email
Enter the Email address of the Common Carrier.  This field is Optional.

Tax Authority
This option is used for select customers only who have special programs that use this field. 
For those special customers, select the Tax Authority for deliveries by this truck.

Rate Schedule
Enter a Freight schedule code if applicable.  Leave this field blank or type “NONE” if there is
no freight schedule for this truck.

SurCharge%
Enter the surcharge percent to use to calculate freight surcharge when this truck number is
used.

Gas Minimum
Enter the Minimum gallons of Gasoline to bill freight.  If they buy less than this, freight will
be calculated on these gallons.

Diesel Minimum
Enter the Minimum gallons of Diesel to bill freight.  If they buy less than this, freight will be
calculated on these gallons.

Billing Code
Select whether billing will be at Gross or Net.
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Vendor Number
Enter the vendor number that is always associated with this truck.

GL Freight Income
Select the GL account for freight income.  This field is not open for update if the Truck is a
Common Carrier (code C).

GL Pending Freight 
Select the GL account for pending freight expense.
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Truck File Report

Truck Report
Jobber, File Maintenance, Trucks, Truck Report

Print this report to list and verify all trucks in the file and to use as a reference when entering
BOLs.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Note 1: There are some installation options that may need to be changed if you begin using this
module after your initial setup.  Please call Petro-Data for assistance.

Cities
Jobber, File Maintenance, Cities

City Maintenance is part of the freight calculation feature.  City codes must be entered in the
Customer Setup, Location Setup and Terminal Setup for the system to determine the origin
(Terminal) and destination (customer or location) of the fuel.

If you are calculating freight based on origin and destination, the following setup must be
entered:

• Assign a city code (up to 6 characters) for each city where you pick up fuel and each city
where you deliver fuel.

• In Freight Rate File Maintenance, you will enter the freight for each origin city to
destination city.
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City Maintenance
Jobber, File Maintenance, Cities, Add Chg Delete Cities

City ID
Enter up to a 6-Character ID for the City.

City
Enter the City name.

County
Enter County name (if known - optional).

State
Enter the 2-Character abbreviation for the STATE.

Rack Report
Do you want this city as a destination on the rack report? (Y/N)
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City Report
Jobber, File Maintenance, Cities, City Report

Print this report to list all of the City ID codes in the file.  City ID codes are listed in alphabetical
order.   

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Terminals
Jobber, Master File Maintenance, Terminals

The Terminal File contains a code and description for each vendor and terminal where you
purchase fuel.  You will enter fuel prices for each vendor and terminal.  These rack prices are
entered manually or downloaded from either DTN or your fuel vendor. 

Sales and transfers are recorded from in-house tanks or from fuel picked up at the terminal.  By
using the terminal code, the system records the cost of the fuel using the rack price for that
particular terminal.  You may assign numeric or alpha-numeric codes (EX: SA could be San
Antonio).
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Add, Chg, Delete Terminals
Jobber, Master File Maintenance, Terminals, Add Chg Delete Terminals

Vendor
Enter the vendor code of the fuel supplier.  Click on the Magnifying glass or press <F2> to
lookup.  Vendor codes are created in the Accounts Payable module.  There is a shortcut link
to Vendor Setup in this sub-menu.

Terminal Code
Enter a Terminal code for this terminal.  The terminal code is a one-to-three character code
which identifies a particular terminal.  (Ex:  SA for San Antonio)

Description
Enter the description of the terminal code.  This description should define the Terminal.  For
example, San Antonio for SA or Three Rivers for TR.

City of Origin
Enter the appropriate city code if you are calculating freight otherwise leave blank.

State of Origin
Enter the Two-character State Abbreviation (TX, MS, FL, etc.) where this terminal is located. 
This is important for State fuel tax reports.   Origin state on tax reports comes from this field.

Tax Authority
Enter the Tax Authority Code which governs what taxes are charged and collected at this
terminal location.   If the terminal is out of state but is authorized to charge taxes from your
state, enter the Tax Authority for the taxes that are charged.  
Note: The Tax authority can be changed in BOL entry if taxes from a different state are
charged.

License Number
Enter the IRS designated Terminal Locator number that identifies the terminal.  (Ex.
1TX7432109)

Use Time
Enter ‘Y’ if this vendor changes rack prices at a time other than midnight.  If yes, enter the
Hour in military time (18 = 6pm), the Minute (usually 0) and A/P/M (M for military time or 
24 hour clock).   Although 6p is the default, the Rack Price program does allow for special
rack price changes for any time of the day.
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Jobber Code
Enter the Dealer Code for jobbers who sell wholesale fuel to you.  This data is used in some
state tax reports. 

Pull Freight
Special code for some special installations.  Contact Petro-Data if you require special codes.
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Terminal Report

Terminal Report
Jobber, Master File Maintenance, Terminals, Terminal Report

The Terminal Report lists all terminals in the system.

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Add Vendors
Jobber, Master File Maintenance, Terminals, Add Vendors

Use this option to add, change or delete vendors.   

To view the setup for an existing vendor, click the lookup button or the F2 key.  A list of all
vendors will display.  Scroll down to select the vendor to be view.  You can also enter the first
one or two characters of the vendor number and then click the lookup button.  The system will
position the cursor on the vendor record that comes closest to the characters entered.  Doing this
can help you scroll through the vendor file more quickly.  This is especially convenient if you
have a large number of vendors. 

Vendor 
The vendor ID is a six character (letters or numbers) field.  Special characters (spaces,
dashes, asterisk, etc..) are not allowed as part of the ID but can be included in the actual
vendor name. 
It’s recommended that you make the ID something easy to remember.  You could choose to
abbreviate the vendor name as the ID.  For example,  AT&T would be ATT, Oil Incorporated
would be OILINC, etc... A person’s name could be coded with abbreviated  last and names
like SMIJOH for John Smith. Use the shortest possible code for your fuel vendors since you
will be using them frequently.  

To add a Vendor, enter the vendor ID and press the <Enter> key. If the code does not exist, a
message box displays asking if you wish to Add it.  Reply Y to add or N to re-enter the
vendor ID.  

Company 
Enter the complete company name.

Address 1 
Enter Address 1 of the billing address. There are two lines for the address. If this vendor gets
a 1099 Interest, enter the street address on address1 and leave the second address line blank.

Fed ID 
Vendor’s fedleral tax identification number.

Fuel Vendor’s State Tax ID number must be entered here. This is used in State tax modules
for Texas, Florida, and Illinois.
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Address 2 
Enter Address 2, if appropriate, of the billing address.  

1099 Type 
If this Vendor will receive a 1099 at the end of the year, enter the type of 1099 to be issued. 
Choose: I=Interest, R=Rent, 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 
This is an optional field. Enter the area code and phone number for this vendor.

State 
Enter the two-character abbreviation for the State.

Zip 
Enter the zip code. You can enter only the first 5 digits or the full Zip+4 code. If you key
Zip+4, you  must key the dash between the Zip code and the 4 digit segment.

Phone 2
This is an optional field. Enter the secondary area code and phone number for this vendor.

Contact 
This is an optional field. Enter the person to contact to order from this vendor.

Fax
This is an optional field. Enter the fax area code and phone number for this vendor.

Title 
This is an optional field. Enter the title of the contact person.  

Vendor Type
This is an optional field.    This is a user defined value. You may key a short code that describes
the vendor or the type of merchandise purchased.
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Email 
This is an optional field. Enter the email address of the vendor.  Some email addresses can be
quite lengthy.  To expand the field, double click the field and the field will display in a larger
window.  Enter the full email address here. 

Code
This is an optional field.    This is a user defined value. You may key a 2 character code for
this vendor.  This field can be used in reports.  

Buyer Code 
This is an optional field.   This is a user defined value.  You may enter 2 character code for
the person who orders from this vendor. For example: initials JS for John Smith.

Terms Description
This is an optional field.   This is a user defined data.  Enter the terms extended to you by this
vendor in the long field.  For example: Net 10, or 1% in 12 days.

Tax
This is an optional field.   Enter the sales tax percent used by this vendor.

Discount %
This is an optional field.   Enter the percent discount from the Terms field or leave 0 if no
discount is extended.  For example: for 1% in 10 days, the discount % is 1. 
DO NOT enter a discount percent for fuel vendors.

Priority
This field is for a Default Payment Priority code. The valid numbers for payment priority are
0-9.  Standard priority is normally a value of ‘2'. 

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 lower 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.
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Net Due Days 
Enter the number of days until the invoice is due. For example, if terms are Net 30, enter 30
as the days value. 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.

Payment 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 eExample: for 1% in 10 days, enter 10.

 Default 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.

Acct. Num
Enter your account number with this vendor.

Import ID
If you import invoices into the system, enter the vendor import ID.

Notes
Enter any optional notes about this vendor.  These notes are for reference only.

Vendor Balances

Credit Limit 
Enter the maximum unpaid balance this vendor will allow. If your terms are cash only, or you
don’t wish to track your remaining credit, enter zero.

The remaining fields on the Vendor Master File are calculated and maintained by the system
after processing begins.
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Print Vendor List
Jobber, Master File Maintenance, Terminals, Print Vendor List

Print a vendor list.

Report Options:
Output to:  

S to print the report on the screen.  
P to print to the printer and select the desired printer.  
F to print to a Text File and enter the full path and desired file name.  
Q to return to the menu without printing.

Detail or Short Report
D - Detail report is a full list of vendor data
S - Short report prints only vendor ID, name, phone, available credit limit, YTD
purchases amount and payable balance.

Sort by:
1 - Vendor ID
2 - Numeric Vendor ID will convert ID that are numeric from character to number 
3 - Vendor Name

Input Selection Criteria
Enter Y or N to select additional criteria for selecting vendors.

Is Everything Ok? (Y/N/P=Printer/Q=Quit)
To print the report using the selected printer or screen, press Y.  To change to a different
printer or print option, press P.  To quit without printing enter N or Q.
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Detail Vendor Report

Vendor Short Report
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Purchase Invoice Charges
Jobber, Master File Maintenance, Purchase Charges

This option will add a charge or credit during Purchases Invoice Entry.  If your fuel vendor
always includes a standard charge, this option will create it for you so it does not have to be
added manually.  

One common example is to create the Oil Spill Recovery Fee that most vendors include on their
invoices.  Using the option for Special Charges, you can also pass this charge to your customers
on Sales Invoice created from the BOL.    

Another example could be a Tax Allowance that reduces the invoice you pay to your fuel vendor
but is not passed on to your customer.
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Add Special Purchase Charges
Jobber, File Maintenance, Purchase Charges, Add Special Purchase Charges

This option is used to create the special charge records that are added by the system to your
Purchase Invoice.   

Vendor
Enter the Vendor number.  You can use F2 or the magnifying glass to lookup all your valid
vendors.  You also have the option to enter ALL if this record will apply to ALL vendors.

Charge ID
Enter a unique Charge ID number for the special Purchase charge.  This code identifies the
charge.  For example, Oil Spill Recovery could be SPLE87 for Oil Spill for E87 fuel. 

Record not found. Do you want to add it?
<Yes> to add the record.
<No> to start over without adding the record

Sold Item
Enter your inventory item sold on which the Purchase Charge will apply.  For example, if the
special charge item is an Ethanol credit, the Sold Item might be Unleaded Ethanol. You will
need a record for each item to which the charge applies.

Fuel Type
The Fuel Type automatically displays from the inventory item record if applicable.

Tax Type
The Tax Type automatically displays from the inventory item record if applicable.

Terminal
Enter a Terminal code if this charge applies to a specific terminal.

Bill Type
Enter F if the billing is by fuel type or leave it blank.

158



Special Charge Item Section

Item Location
Enter the inventory location that the miscellaneous purchase charge is set up in.

Charge Item
Enter the item code for the miscellaneous purchase charge item.

Billing Rate
Enter the billing rate for the miscellaneous purchase charge item.  This amount can also be a
negative number for a credit on your fuel invoice.

Rate Type
G = The rate will be charged per gallon.
D = The rate will be charged per dollar.
F = The rate will be a flat rate.

In the example below, a special charge will be created for Federal Oil Spill at a rate of .0019 per
gallon.
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In this example, you can credit a credit charge for Tax Allowance.  This credit will be created on
your fuel invoice.  Note that the Billing Rate is a negative number that will credit the credit.

160



Purchase Charges and Credits Report

Special Charge and Credit Report
Jobber, File Maintenance, Purchase Charges, Special Charge Report 

The report will show all purchase charges and credits that are set up.     

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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Reindex Special Charges
Jobber, File Maintenance, Purchase Charges, Reindex Special Charges

The program works behind the scenes and does not display any activity on the screen while it is
working.  When the program has finished re-indexing it will display the following message in the
upper right hand corner of the screen.

Press the enter key to return to the Purchase Charge submenu.
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Rack Prices 
Jobber, Rack Prices

A Vendor Rack Price Record must be set up for every vendor who sells you fuel and for every
terminal where you pick up fuel.  

Vendor rack prices for fuel should be updated daily.  Rack prices can be manually updated or can
be updated via a download file from either the fuel vendor a subscription based service company,
such as DTN.  

Rack prices serve 2 very important functions:
1. The rack price is used to calculate cost of sales. The Vendor's Terminal rack cost for the day

is used on customer invoices for fuel delivered from the terminal.  Rack cost for fuel
transferred to in house tanks or other locations is stored in cost fifo records at the receiving
location.

2. The rack price is used to verify vendor invoice pricing.  Rack prices need to be input daily
before invoices, purchases, or fuel manifests are entered. One record must be input for each
day of the year including Saturday and Sunday if fuel is picked up from the terminal on
weekends.
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Vendor Racks
Jobber, Rack Prices, Vendor Racks

A Vendor Rack Price record must be entered for every vendor who sells you fuel or
whose rack prices you wish to track. The record also defines the various charges and credits
which are added to the Rack Price to arrive at the Net Price.

Inventory item numbers for fuel, superfund and credit card credit fees must already be set up
in the Inventory Master File. They are Stock type M items (Miscellaneous).
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Vendor
Enter a Vendor Code or select from lookup.  Use the  F2 key or magnifying glass icon to
looking existing vendors. After a valid Code is entered, the vendor name will display.

Terminal
Enter a Terminal Code or select from the lookup. The terminal description will display. If the
record does not exist, it will display.

Record Not Found. Do You Want To Add It? (Y/N.
'Y' to add the record.
'N' to return to the 'Vendor' field to reenter the terminal or quit.

City ID
Enter or confirm the city ID for this terminal.

Superfund Item
Enter the Inventory Item Number (Loc 1, Stock=M) for Superfund. For example, ‘SF’ is a
short, easy item number to use for Superfund.

Superfund Rate
Enter Pennies per Gallon charge for Superfund. (Ex: .0035 per gallon where 1.0 = 1 cent). If
Superfund is listed as a separate line item on the Vendor invoice, it is not necessary to enter it
here unless it is included in the rack price. If fuel manifests are input in the Bill of Lading
Module, the computer will calculate and create a line item for superfund on the invoice
automatically.

Other Charge Item
Enter the Inventory Item Number (Loc 1, Stock=M) for the Other Charge. (EX. CC is a short,
easy item number to use for Credit Card.) The same rules apply to other charges as applied to
Superfund.

Other Charge Rate
Enter Pennies per Gallon for Other Charge to add or deduct from gross rack price. Use a
negative sign to deduct the amount from the rack price. (Ex: 1.0 is 1 cent per gallon.)

Disc Item 
In the 'Other' field enter code P if the charge is calculated as a percent of the price (Ex: for -
1.00% discount). Enter code D if the charge is a straight dollar amount.

Disc Rate
Enter pennies per gallon or the percent. (Ex: 1.00 is 1 percent or 1 dollar).
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Last Date
This is the date of the last rack prices entered. If a bad date was entered in Rack Price Entry
by mistake, it can be corrected here. The program uses this date to bring forward the previous
day’s prices into a new record. If it is a future date, prices are not brought forward.

Rack Items
Up to 24 Fuel Items may be entered for this vendor/terminal. Input the items in the order that
they print on the rack price report you receive from the vendor. If you import prices, the order
does not matter.

Item 1-24
Enter the inventory item number from the inventory master file. The item must be set up in
Inventory at the terminal location.

Type
The fuel type from the inventory item record displays in the 'Type' field automatically. Verify
the accuracy of the fuel type. If it is incorrect, enter the correct Type and make a note to
correct the 'fuel type' field in the inventory item record.

Super
‘Y’ if Superfund applies to this item
‘N’ if Superfund does not apply.

Oth
‘Y’ if Other Charge applies to this item
‘N’ if Other Charge does not apply.

Disc
‘Y’ if Discount applies to this item
‘N’ if Discount does not apply.

Low
‘N’ Eliminate this item from the ‘Low Price Report’ that prints along with the Rack Price

Report.
‘Y’ Include this on the Low Price Report.  A blank value will also include the item.
‘X’ Omit this item from the Rack Price Import.
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Input Rack Prices
Jobber, Rack Prices, Input Rack Prices

You can enter vendor daily rack prices for each type of fuel in each terminal. Rack Prices must
be entered or downloaded each day fuel is purchased or sold. BOL cost comes from Rack Prices
and in some cases, cost on sales invoices also comes from rack prices. Enter the rack prices as
received from your vendor taking into consideration the superfund, credit card offset, and any
other surcharge or credit to arrive at the net price. You must verify the net price on every line
entered. The net rack price is used to calculate cost of sales for any fuel delivered from the
terminal on that date. The fuel manifests for that day also capture the cost from the rack price. In
Purchasing, when the vendor invoices are entered, the rack price is displayed for comparison
with the vendor's bill.

On a daily basis, enter the day’s rack prices and the effective date & time.  Print the Rack Price
report, if needed.

To remove an item, remove it from the vendor rack.  Then delete today’s or tomorrow’s rack and
re-add it.  When you add a day, it will only bring in items from the vendor rack.
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Vendor
Enter the Vendor Code for a Fuel vendor or select from the lookup (F2 or magnifying glass
icon). It must be set up in the AP vendor file and the Terminal and Vendor Rack records.

Terminal
Enter the Terminal Code or select from the lookup. If the Vendor/Terminal is not found, an
error message 'Rack Lookup not found. You must enter a good value in this field’.

Rack Date
The current system date appears as a default. Enter the date and time of the rack prices to be
entered.

Rack Prices not found. Do you want to add them?
‘Y’ to add the record
‘N ‘to enter a different vendor/rack, date or time

If prices exist for that date and time, they will display on the screen.  If you are adding prices
for the day, prices from the previous day or the last day entered will be brought forward into
the record. If prices display with all zeros, there are no previous prices for this
vendor/terminal OR the ‘last date’ in the Vendor Rack file is a future date.
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Rack Price Report
Jobber, Rack Prices, Rack Price Report

The rack price report lists all the rack prices by Day, Vendor and Terminal for each type of fuel.
This allows easy comparison of prices when giving quotes to customers.  The Low Rack Report
is a  second report that prints the best prices for the day for the vendor and terminal.

Printer Select a printer or accept the default window printer.
Rack Date Enter the Date (or click the calendar and select the date) and time of the

Rack Prices to be printed on the report.
Range of Dates Check this option to print prices for a range of dates. Enter ‘End Date’ and

time. You may leave the time blank and prices for all times within the
dates selected will print.
Note: This is a good way to find rack price records that might have been
added in error.

Customer Report Check this option to print prices for a specific customer.  If this field is
checked, enter the customer number.

Gross Price Check if you want Gross Prices to print on the report.
Oil Spill Check if you have an amount in this field and want it to print.
Other Charge Check if you have an amount in this field and want it to print.
Discount Check if you have an amount in this field and want it to print.
Net Price Check if you want the Net Prices to print on the report (Net = Gross - Oil

Spill - Other Charge - Discount).
Ignore Low=I

Omit Low Price Rpt Do not print the Low Rack Report
Report Code Print vendors and terminals for a Report Code

OTHER OPTIONS
Omit Zeroes Check to print only items with prices.  Leave off any racks with 0.00 price.
Vendor Enter a vendor code to print only prices for ONE vendor.  Leave this blank

to print all vendors.
Terminal Enter a terminal to print only prices for ONE vendor and terminal.  Leave

this blank to print all terminals by vendor.
Copies Enter the number of copies to print.  Default will be 1.
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Rack Price Report

Low Rack Report
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Daily Fuel Price Report
Jobber, Rack Prices, Daily Fuel Price Report

The Daily Fuel Price Report will print either a Customer Quotation report or a report of all
Special Prices.  The customer quotation report can be emailed directly to your customers with
either detail information or just a total amount by fuel type.  The Special Price report is formatted
for your internal use.

The Rack Prices must be updated before you run this report.  If the Special Price setup has ‘Y’ in
Fixed Terminal, the special price for the fuel will print for all terminal prices will print even
though a Customer Rack is not set for all terminals.  If this field is N, only prices from the
specified terminal will print.

This menu option is also available in the File Maintenance, Special Prices menu.

In the Printer selection, choose one of these options as the output type:
Display Display the report to the computer screen
Printer Send the report to the printer
File Print the report as a Text file to the directory listed
PDF File Print the report as a PDF file to the directory listed
Email Send the report as an email to the customer(s)
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 Calculate Prices
Check this box to update a price table with updated prices for the date you enter in the field
‘Price Date’.  This is used when you print the Daily Fuel Price Report.  You can also re-print
data from a previous date. 

Show Errors
Print any errors that the program finds on the non-customer report.  These errors will never
print on the Customer Quote report.  Examples of error message would be a missing Tax
Authority or a missing rack price and the item is included in Customer Rack setup.

Freight Surcharge
Enter the standard freight surcharge percent. This percent will print on the report but is not
included in the prices.

Rack Date
Enter the date of the rack price that will be used for this report.

Cutoff Hour
Enter the hour of the rack price.  The system will use both Rack date and Cutoff Hour to
determine which rack price to use.   

Price Date
Enter the date that will be written to the price table and used for reporting.  Since this data
will be stored by price date, you can report on this data at a later date.  To select prices for a
date in the past, uncheck ‘Calculate Prices’ and enter the date that was previously calculated. 

Best Prices
If the vendor has more than one terminal, the system will print the best of the number of
prices entered.  If you only have one terminal, enter a Zero.

Sort Option
Choose either Customer by Fuel Type or Vendor & Terminal

Customer Quotes
Check this box if you only want a report for a single customer.  If you select one customer,
the customer name and address will be printed in the report header.  
Leave the box un-checked to create a report for all customers.  If this field is unchecked, only
a general report title will print on the report.
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Calculated Daily Fuel Price Report

Total Price Only
Check this box to show total prices only.  If you leave the box unchecked, the report will
print a second line showing the detail of some of the prices, such as Other Charges.

Report Code
Enter the report code that was entered in the special price setup in field Report Code 1. All
customers configured with code will be printed.  Leave this field blank to print a report for all
customers.  

Show Other Charges
Show other charges that were added in the Special Price setup in field Other 1.  It will include
any setup from the Special Charges setup.

Show Special Charges
Show other charges that were created in the menu option Special Charges.
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Customer Quotation with Detail

Customer Quotation - Total Price 
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Report Fields

Rack Cost Actual Rack Price + Markup + Tax

Markup Markup from Special Price setup

Freight Freight from Special Price setup

Price No Tax Actual Rack Price + Markup + Freight

Fuel Tax Taxes from the Tax Authority for the terminal

Price with Tax Actual Rack Price + Markup + Tax + Freight

Possible Errors When Creating this Report:

Message: Cust ‘Acme’ Rack Cost not found for Ven ‘Exxon’ Trn ‘SA’ itm ‘UNL’ 1/1/2018.
Continue?

Fix: There is Customer Rack setup for this customer (ACME),  Vendor (EXXON),
Terminal (SA) and item (UNL).  There is no rack price for the Date, Vendor,
Terminal & Item. If this is not a concern, continue Calculating.  Otherwise, you
should either fix the Customer Rack setup or update the Rack Price.

Message: There are no records that meet the criteria.

Fix: 1. Verify that there are rack prices for the date and item requested.  
2.  Make sure Special Price setup exists for the customer and the item.  
3.  In Special Price setup the No Quote field should be blank.
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Add Customer Racks
Jobber, Rack Prices, Add Customer Racks

This menu option allows you to define what fuel items should be included on each customer’s
report. It is used when daily prices are emailed or printed and sent to customers. By Customer,
enter the vendor(s) and terminal(s) to be included on the customer price quote.

If you have only one terminal and want to send the same items, but not all items, to all your
customers, you could use the No Quote field in Special Setup to control what items are included
in the Customer Quote Report.   This would be done instead of creating a Customer Rack.

This menu option is also available in the File Maintenance, Special Prices menu.
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Customer Number
Enter the customer number for this rack definition.  You can also set up a record for customer
number DEFA to create a default record.  The default record can be used to copy the same
setup to multiple customers.

Ship To
Enter the Shipto number if the prices are for a specific shipping location.  Leave it  blank for
all shipping locations.  

If the record does not exist, a message is displayed.
Record not found. Do you want to add it?
Y to add
N to not add this record.

Report Code
Enter your pre-defined report code to select only customers with this code that is assigned in
the Customer setup.

Vendor
Enter a specific vendor number to include on the customer price list.  Leave this blank to
print all vendors. 

Terminal
Enter a terminal number if the rack prices are for a specific terminal.  Leave this blank to add
the prices for all terminals for the vendor.

Click <Ok> to add the record.   
The Vendor and Terminal fields become blank so that more racks may be added if needed.  
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OPTION BUTTONS  
<New> Start a new Customer Rack Price Record.
<Add Rack> Add more Racks to this Customer Rack Price record.
<Duplicate> Copy this record to another customer or use it to create a DEFA (Default

Record).
<Delete Rack> Delete a Rack from this Customer Rack Price Record.

Enter the Vendor and Terminal to delete.
‘Are you sure you want to delete?

Y will delete all records for the rack from this record.
N to not delete.

<Exit/Save> Save the data and exit out of Add Customer Racks.
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Duplicate Rack Prices
Jobber, Rack Prices, Duplicate Rk Prices

Duplicate rack prices from an existing record.  Use this option to create prices for Saturday and
Sunday based on the Friday price list.    This function can also be performed from the Input Rack
Price menu.

An instruction page will display when you select this option. 
1. If you have rack prices for multiple times in the same day for a vendor, you must duplicate

each one.
2. If all vendors have a time of 1800, enter time of 1800 for each day and vendor.
3. If you want a cuto-off time of midnight for weekend prices, enter the time as 0000 instead of

1800.

Key ‘C’ to continue.

Enter the date and time to duplicate
Enter the starting date and time that you’ll use for this duplication.  The date and time must
already exist in the rack price table.

Create records with new date and time
Enter the date and time for the new data that will be created.

Enter vendor to duplicate (Blank=All)
Enter the vendor number whose data you will use for this copy.  If you want to duplicate the
rack prices for all vendors, leave this blank.
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Enter new vendor to create
If you will copy data to only one vendor, enter the vendor here.  Leave this blank to copy all
vendors.

Ready to create new rack prices? 
Y - proceed with the duplication 
N - do not create the new data.  You are able to change your data before trying again. 

After the data is duplicated, a message will display asking if you want to duplicate another date. 
Reply Y or N.

To verify the process completed normally, print a rack price report.
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Browse Rack Prices
Jobber, Rack Prices, Browse Rack Prices

This option allows you to change the time in Rack Price table.  There are 3 fields that represent
the time: Hour & Minute, Hour Only and Minute.  If you change the time, you must ensure that
the change is reflected in all three fields accordingly.

Rtime
Hour and minute in military time.

Rackhour
Hour in military time that matches the hour in Rtime.

Rackmin
Minute that matches the minutes in Rtime.
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Detail Avg Report
Jobber, Rack Prices, Detail Average Report

Detail Average Report is a report of prices for a range of dates with the objective of finding the
AVERAGE rack cost over a specific period of time for a specific Vendor and Rack. This report
is used for figuring a price for some Cardlock customers where the price is based on an average
cost over a period of time. There is no time cutoff on the current report.

Output to:  
Enter S to print the report on the screen.  Enter P to print to the printer and select the desired
printer.  Enter F to print to a Text File and enter the full path and desired file name.  Enter Q
to return to the menu without printing.

Enter Date Range
Enter a beginning and ending date for this report.

Enter Vendor and Terminal
Enter a specific vendor and terminal.  Leave these fields blank if you want to compute
average cost for all vendors.

Enter The Report Date
The current system date displays.  Press enter to accept the date or enter a report date.  This
date has no affect on the report.
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Detail Average Report

Use Compressed Print
The default value is ‘Y’ since this report includes all fuel types.  If you have a small number
of fuel types, you can select ‘N’ to compressed print. 

Option
Compute average cost for the following price fields.
1 - Net rack price only
2 - Gross rack price only
3 - Both Net and Gross price

Create Excel Spreadsheet

Enter ‘Y’ if you want to create an excel worksheet of this data.  The excel worksheet will be
written to the REPORTS directory as rackcost.xls.

Is Everything Ok? (Y/N/P=Printer/Q=Quit)
To print the report using the selected printer or screen, press Y.  To change to a different
printer or print option, press P.  To quit without printing enter N or Q.
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Reindex Racks
Jobber, Rack Prices, Reindex Racks

This option creates new index files for the Rack Prices. Choose the option to Reindex if prices
seem to be missing or any other time. While it may not always resolve the issues, it is a good
place to start.
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Delete Duplicate Prices
Jobber, Rack Prices, Delete Duplicate Prices

This option removes duplicate prices for the same Vendor/Terminal/Item/Date and Time.

Confirmation message displays;
This process takes a few minutes.  Ready to delete duplicates? (YN)

Y Proceed with deleting duplicates. When the process is complete, message displays:
‘All duplicates have been deleted. Press enter.’

N Do NOT delete duplicates. Confirmation message displays:
‘Process was cancelled. Press enter.’
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DTN/Supplier Import

This module is for importing data from either DTN or your suppliers.  Data to be imported
includes rack prices or credit cards.  DTN is a subscription based service. Some vendors also
offer comma delimited files that can be imported into Petro-Data.  This normally requires custom
programming.  

DTN Process Flow:
• Update Cross Reference file  

N Map DTN vendor, terminal and item to Petro-Data setup.  
• Import Rack Price  

N Select option to download the file via FTP.   File will be downloaded to
\DTNRACK\EXPORT.CSV. 

N If data exists and you want to overwrite it, choose Option ‘O’ to Overwrite All.  If you
prefer to keep your data and not use DTN data, choose to Keep Original.

• Browse the data at the end to ensure prices are correct.  
• If all prices look correct, send prices to the Rack table.
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DTN Cross Reference
Jobber, DTN/Supplier Import, DTN Cross Reference

DTN has their own values for vendors, terminals, and products.  You must map their values to
the setup data you defined in Petro-Data.  This is done with the Cross Reference file. 
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Change Cross Reference
Jobber,  DTN/Supplier Import, DTN Cross Reference, Change Cross Reference

You will enter the DTN values and assign them to Petro-Data inventory item.  This should be
done for each vendor, terminal and product.  The DTN data values must be provided to you from
DTN.  You could review a file provided by them for your company to ensure values match
exactly.

Example Mapping:
DTN Petro-Data Setup

Vendor BrandFuels Brand 
Terminal SanAntonio SA
Product CONV87 UNLEADED E87

DTN Vendor No
Use the F2 key to look up the DTN vendor.  If the DTN vendor does not exist in the DTN
setup table, key the DTN vendor name in this field.  Vendor name must be entered exactly as
it appears in the DTN data.  Enter ‘Q’ to Quit this menu option.

DTN Terminal ID
Use the F2 key to look up the DTN vendor and terminal.  If the DTN vendor and terminal
does not exist, key the DTN terminal in this field.  Terminal name must be entered exactly as
it appears in the DTN data.
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Item Desc
Use the F2 key to look up the DTN item number.  If the DTN item number does not exist,
key the DTN item number in this field.  Item name must be entered exactly as it appears in
the DTN data.

Brand Code
B - Branded Item
U - Unbranded Item

If the record does not exist, a message will ask you to Add, Re-Enter or Lookup the Data. 
Choose the appropriate action.

Re-Enter erases the values you have keyed so far so you will have to start over.
Lookup will display current setup.  You have the option to select existing setup to edit.

Petro-Data Vendor No.
Enter the Petro-Data fuel supplier vendor number.  This is the value you created in Accounts
Payable Vendor setup.

Petro-Data Terminal
Enter the Petro-Data terminal.  This was the value you created in Jobber, File Maintenance,
Terminals.

Petro-Data Item Number
Enter the fuel inventory item.   This was the value you created in Jobber, File Maintenance,
Inventory.

Sort Code
Sort Code is a user-defined number for sorting on reports. Use Sort Code 99 for any DTN
data you do not want to import into Petro-Data.

Low Price Code
To exclude this item from the Low Cost Report report, ener ‘N’.
Leave this field blank for this item to be included in the Low Cost Report. 
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Superfund, Cr Crd, Other
Enter any per gallon additions or credits to the rack prices for superfund, credit card or other
(other is usually deducting the 1% discount - enter -1.00 and ‘P’ in the single character field
at the end of the line.

FUNCTIONS
Change Data Mapping

You can change the mapping for most fields EXCEPT for Vendor, Terminal and Product 
ID’s.  If these fields are incorrect, delete the record and set it up correctly. To change other
fiels, enter the line number that you want changed and press Enter.  Change or key the data. 

Delete Data Mapping
Select D to delete the record that is displayed on the screen.  Message will display:

 ‘Are you sure you want to delete this record? (Y/N) 
‘Y’ to delete and ‘No’ to keep the existing data. 

C - Continue 
Select C to continue to a blank record to add a new ID or display an existing one.

F - Forward to next record 
Select F to display the next record in the file.  If you reach the end of the file, a message will
display allowing you to ‘Return to the first record’. 

B - Backwards to next record 
Select B to display the previous record.  If you reach the beginning of the file, a message will
display allowing you to ‘Return to last record’.
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DTN Cross Reference

Report
Jobber,  DTN/Supplier Import, DTN Cross Reference, Report

Print a report of data cross reference data in the system.

Output to: 
S -  display the report on the screen.  
P -  print to a printer and select the desired printer.  
F -  print to a Text File and enter the full directory path and desired file name.  
Q -  return to the menu.

Enter the Date
Accept the default of today’s date.

Everything OK?
Enter ‘Y’.
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Browse Cross Reference
Jobber, DTN/Supplier Import, DTN Cross Reference, Browse Cross Reference

This option allows you to view the setup in the cross reference file.  You can search by either a
Petro Data vendor or by DTN vendor name.  Adds or Changes to the setup are done in the
‘Change Cross Reference’ menu option.

Petro-Data Vendor
Enter your Petro-Data vendor.  Use the F2 key or lookup button to select a valid vendor from
the AP Vendor Setup table.  You can click the Show button now if you only want data by
Petro-Data vendor.

DTN Vendor
Enter the DTN vendor.  Use the F2 key or lookup button to select a valid DTN vendor.  Click
the Show button to view the data for the DTN vendor.  Filling in the Petro-Data vendor is not
required if you only want to search by DTN vendor.

Sort Option
Choose one:  DTN Vendor or Petro-Data

Show Deleted?
Show previously deleted rows of data.

Show Exceptions
All Show all data in the cross reference table.
Active Only Omits data but that do not have a vendor assigned
99 Current Date Select sort code 99 (skip import) where the date matches the latest rack

date.
Active Old Date Omits data but that do not have a vendor assigned and the dates are

prior to the current rack date.

Purge Records with Old Prices
Purge data with old prices. This option is useful to resolve unusual problems during rack
imports.  This may require adding back some data on the next rack import.
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Buttons
New Click New to start a new search.
Show Enter one or both of the vendor values (Petro-Data and/or DTN).  Click Show to

retrieve a list of cross referenced data.
Exit Exit this menu option

When you click on a line in the display grid, the associated Vendor, Terminal, Petro-Data item
and Season will display.  You can change the data for this record by entering new data in these
fields.  A lookup option is provided to ensure you enter valid data.

The field ‘Season’ is an information field only.  If there is no vendor assigned to the cross
reference data, these fields will remain blank.
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Send Changes to Rack
Jobber, DTN/Supplier Import, DTN Cross Reference, Send Changes to Rack

After the cross reference file has been updated and new prices have been imported, choose this
option to update the rack table.  

When you select this option, there is no option to cancel the request.

Press Enter to complete the update.
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Import DTN Racks
Jobber, DTN/Supplier Import, Import Rack Prices

This process will download rack price data from the DTN site to your system.  A file with price
updates will be written to \DTNRACK\export.csv.

The following menu displays:

Download from DTN FTP Site
Y The FIRST time that you are attempting to down load the file for the day. 
N You PREVIOUSLY ran the import and the file was downloaded.  You are now re-

running the import and you have verified file ‘export.csv’ is still in the DTNRACK
directory.  
If you wish to re-run the import and the file is not in the directory, you can restore the file
with menu option ‘Restore Import File’ in the DTN/Supplier Import module.

Ignore Dates less than or equal to this date
The system will default this date to 5 days prior to the current date.  If there are any rack price
transactions on or before this date, the system will skip processing them.  This important if
you entered a BOL using these prices.   Transactions in the import file dated after this date
will be added to the system. 

Start Import Begin importing data
Cancel Import Cancel this process
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Continue with Import and Processing

The system compares the data in the DTN rack price file to the setup in the Petro-Data DTN
Cross Reference file. The system matchs by Vendor, Terminal and Product.  
If the system does not find a match,it will display the information to you in a window.  

If this is a fuel product that should be added to your Rack Price table, select a Petro-Data vendor,
terminal and product using the lookup function.  You need to assign a Sort Code that is used in
various reports.  Once this information has been entered, click Save.

If this is a product that you do not sell and it does not need to be updated in Petro-Data, click the
Skip button.  Basic DTN information will be added to the system for this product.  Assigning
Petro-Data values is not required.  It will be assigned a Sort Code of 99, which indicates the item
was skipped for processing.

If you need to stop the import for any reason, click Quit Import.  You can start the import again
at a later time but should answer ‘N’ to the Download FTP option.  The file has been
downloaded once.  Even though you quit the import, the DTN file will remain in the DTNRACK
directory.

The program may give you a message that it is finding Duplicate records. Answer A and 
the system will delete all of the duplicates.

197



Rack Price Report
Jobber, DTN/Supplier Import,  Rack Price Report

Enter the Rack Price Report Display Options:
S = Print the report on the screen.  
P = Send directly to the printer and select the desired printer.  
F = Save to a Text File (Enter the full path and desired file name.) 
Q = Return to the menu without printing.

Rack Date
Enter the Date of the Rack Prices to be printed on the report.  Reports may be run for
previous Rack Prices by entering the desired date.

Cut Off Time
Enter the time that will be used to select the date you request.

Range of Dates
Check this box if you to print a report of multiple dates.  Leave this unchecked if you will
select one date only.

End Date
Enter the end date of rack data to be selected.  If you are requesting one day only, rack date
and end date will be the same.

End Time
Enter the ending time that will be used to select the date you request.
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Customer Report
Check this box to select the rack prices for one customer.  Leave this unchecked to select all
customers.

Gross Price
Check this box to print the Gross Rack Price.

Oil Spill
Check this box to print the Oil Spill Charge.

Other Chg
Check this box to print Other Charges.

Discount
Check this box to print the Discount.

Net Price
Check this box to print the Net Rack Price.

Ignore Low = 1
Do not print the highest price on the Low Price Report.

Omit Low Price Report
A Low Price Report is always printed with the Rack Price Report.  Check this box to skip
printing this report.

Report Code
Enter the user defined report code.

Other Options  
Omit Zeroes

Check this box if you do not to print items with a zero cost in the rack.

Vendor
Enter your fuel vendor to print rack prices for this vendor only.  Leave this blank so print
prices from all fuel vendors.

Copies
Enter the number of copies of the report.
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Rack Price Report
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Import Transactions
Jobber, DTN/Supplier Import, Import Transactions

This process will import data to your system.  Special configuration by Petro-Data staff is
required to define the directory and file name that will be used for the import. 

Copy the file to the directory specified by Petro-Data staff.  Select the menu option.
The following screen displays:

Confirm You User ID
Enter your User ID

Select File to Download
Check one of the following:

Credit Cards
Vendor EFTs
AP Invoices
Non-DTN Racks

Continue Begin importing data
Cancel Import Cancel this process

If the import program finds that data in the import file already has been updated in the system,
you will be prompted to select an action:

Y - Delete the original data that already exists in the system.  You will be prompted for
each duplicate found.

N - Delete the data record being imported now.  You will be prompted for each duplicate
found.

A - Delete all duplicates in the data being imported.  You will only answer one time and
will not be prompted for each duplicate.
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DTN Install
Jobber,  DTN/Supplier Import, DTN Install

If you subscribe to the DTN service, Petro-Data support staff will enter all necessary
requirements for the installation process.
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Index DTN Files
Jobber, Import Rack Prices, Index DTN Files

Occasionally, the structure and index of the data files may need to be checked.  Petro-Data
support staff will direct you to run this job.

The program works behind the scenes and does not display any activity on the screen while it is
working. 

Ready to Reindex Files Y/N
Respond Yes or No

 
When the program has finished re-indexing it will display the following message in the upper
right hand corner of the screen.
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XML Cross Reference
Jobber, XML Cross Reference, XML Cross Reference

The rack price data you receive from vendor file is specific to your supplier’s system.  They use
their own codes for terminal and fuel type.  You must enter data in the Cross Reference file to
map their data to Petro-Data setup.
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XML Cross Reference Maintenance
Jobber,  DTN/Supplier Import, XML Cross Reference, Add Change Delete a vendor/Terminal
File

You will enter the vendor values and assign them to Petro-Data inventory item.  The data values
must be provided to you from your vendor.  You could review a file provided by them for your
company to ensure values match exactly.

Vendor
Use the F2 key to look up the vendor.  If the vendor does not exist in the AP Vendor setup
table, key the vendor name in this field.  Vendor name must be entered exactly as it appears
in the vendor’s data.  Enter ‘Q’ to Quit this menu option.

Terminal ID
Use the F2 key to look up the vendor and terminal.  If the vendor and terminal does not exist,
key the terminal in this field.  Terminal name must be entered exactly as it appears in the
vendor’s data.

Product ID
Use the F2 key to look up the item number.  If the item number does not exist, key the item
number in this field.  Item name must be entered exactly as it appears in the vendor’s data.

If the record does not exist, a message will ask you to Add, Re-Enter or Lookup the Data. 
Choose the appropriate action.

Re-Enter erases the values you have keyed so far so you will have to start over.
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Lookup will display current setup.  You have the option to select existing setup to edit.

Product Name
Product name will display.  If this is a new item, enter the product description.

Petro-Data Vendor No.
Enter the Petro-Data fuel supplier vendor number.  You must have previously created this
number in Accounts Payable Vendor setup.

Petro-Data Terminal
Enter the Petro-Data terminal.  This was the value you created in Jobber, File Maintenance,
Terminals.

Petro-Data Item Number
Enter the fuel inventory item.   Use the F2 key to view valid values from Inventory Master
you created in Jobber, File Maintenance.  You will be prompted if an invalid value is entered. 
It’s not recommended that you continue with an invalid value.

Sort Code
Sort Code is a user-defined number for sorting on reports. Use Sort Code 99 for any DTN
data you do not want to import into Petro-Data.

Low Price Code
To exclude this item from the Low Cost Report report, ener ‘N’.
Leave this field blank for this item to be included in the Low Cost Report. 

Superfund, Cr Crd, Other
Enter any per gallon additions or credits to the rack prices for superfund, credit card or other
(other is usually deducting the 1% discount - enter -1.00 and ‘P’ in the single character field
at the end of the line.
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FUNCTIONS

Change Data Mapping
You can change the mapping for most fields EXCEPT for Vendor, Terminal and Product 
ID’s.  If these fields are incorrect, delete the record and set it up correctly. To change other
fiels, enter the line number that you want changed and press Enter.  Change or key the data. 

Delete Data Mapping
Select D to delete the record that is displayed on the screen.  Message will display:

 ‘Are you sure you want to delete this record? (Y/N) 
‘Y’ to delete and ‘No’ to keep the existing data. 

C - Continue 
Select C to continue to a blank record to add a new ID or display an existing one.

F - Forward to next record 
Select F to display the next record in the file.  If you reach the end of the file, a message will
display allowing you to ‘Return to the first record’. 

B - Backwards to next record 
Select B to display the previous record.  If you reach the beginning of the file, a message will
display allowing you to ‘Return to last record’.
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Cross Reference Report

Cross Reference Report
Jobber, XML Cross Reference, Cross Reference, Report

Print a report of data cross reference data in the system.

Output to: 
S -  display the report on the screen.  
P -  print to a printer and select the desired printer.  
F -  print to a Text File and enter the full directory path and desired file name.  
Q -  return to the menu.

Enter the Date
Accept the default of today’s date.

Everything OK?
Enter ‘Y’.
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Browse and Fix Cross Reference
Jobber, XML Cross Reference, Browse and Fix Cross Reference

This option allows you to view or change the setup in the cross reference file.   

Option
1 - Look Only
2 - Look and Fix the Data

The following fields are available to view or update:
VendorID Vendor ID from the vendor’s data file
TermID Terminal ID from the vendor’s data file
ProdID Product ID from the vendor’s data file
Vendor Vendor ID from the Petro-Data system 
Terminal Terminal ID from the Petro-Data system 
Item Item ID from the Petro-Data system 

After viewing or updating the data, press CTL-W to exit back to the menu.
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Send Changes to Rack
Jobber, XML Cross Reference, Send Rack Changes to Cross Reference File

After the cross reference file has been updated and new prices have been imported, choose this
option to update the rack table.  

When you select this option, there is no option to cancel the request.

Press Enter to complete the update.

210



Import Install
Jobber,  DTN/Supplier Import, Import Install

Petro-Data support staff will enter all necessary requirements for the installation setup.

211



Restore Import File
Jobber, DTN/Supplier Import, Restore Import File

After an import file is processed, the file is moved to a backup directory.  If directed by Petro-
Data, you can restore the import file and process it again.  Both DTN and non-DTN files can
be restored.

Click the file you want to restore and then press Enter.  

Confirm the file to be restored.  Key ‘Y’ to continue or ‘N’ to cancel the request.
After the file has been restored, data can be edited and updated again.
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Browse and Fix
Jobber,  DTN/Supplier Import, Browse and Fix

This menu gives you the ability to view or update the DTN mapping data.

DTN Product Codes
Jobber,  DTN/Supplier Import, Browse and Fix, AP Product Codes

View or change the mapping of inventory items from the DTN values to those in Petro-Data
setup.  The Petro-Data inventory setup menu is Jobber, File Maintenance, Inventory.

AP Header File
Jobber,  DTN/Supplier Import, Browse and Fix

View or change the invoice header file information that was downloaded from DTN.  

Choose how you would like to view and sort the data:
1 By Date
2 By Vendor

Press CTRL-W to save your changes and exit the menu.
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AP Line Item File
Jobber,  DTN/Supplier Import, Browse and Fix, AP Line Item File

View or change the invoice detail line file information that was downloaded from DTN. 

First, choose the data you want to view/change: 
1 All Data
2 Saved Data

Press CTRL-W to save your changes and exit the menu.
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Misc Items and Taxes
Jobber,  DTN/Supplier Import, Browse and Fix, Misc Items and Taxes

View or change DTN tax and miscellaneous data.
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Keeper File
Jobber,  DTN/Supplier Import, Browse and Fix, Keeper File

The Keeper file contains invoices that are being held and will be processed later.  You can view,
change or delete this data.

Choose what you need to do: 
1 - Browse and Delete Headers
2 - Browse Lines
3 - Purge by Date

Browse and Delete Headers
View the invoice headers in the Keeper file.  

When you exit the screen, you will be prompted whether to delete the data in the Keeper file. 
Answer Y/N as appropriate.

Browse Detail Line Data
View invoice detail data in the Keeper file.

When you exit the screen, you will be prompted whether to delete the data in the Keeper file. 
Answer Y/N as appropriate.
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Purge Data by Date
Purge the Keeper file data based on a date.

Enter a beginning and ending date range for data to be deleted.  
Enter ‘Y’ to purge the data.  
Enter ‘N’ to change the dates.
Enter ‘Q’ to Quit.
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All Export Files
Jobber,  DTN/Supplier Import, Browse and Fix, All Export Files

View information about all files downloaded from DTN.  DTN files include Rack Price, Credit
Card and Invoice downloads.
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DTN Definition File
Jobber,  DTN/Supplier Import, Browse and Fix, DTN Definition File
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Last Credit Card Import File
Jobber,  DTN/Supplier Import, Browse and Fix, Last CC Import File

This menu option will display the detail lines items from the last credit card file that was
downloaded.  If the file has not been processed, you may change some of the data.  
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Fuel Bill of Lading
Jobber, Fuel Bill of Ladings 

Entering a Fuel Manifest (BOL) includes information about where, when, and how much fuel
was purchased from your vendor.  This program also requires information about where the fuel
was delivered.  

The Fuel Bill of Lading Entry module is much more than just an entry point for Fuel Manifests
(BOL).  There are many audit and profitability reports that can be run using this data to assist
with tax reports and to help find fuel discrepancies.

Automatic BOL Billing from fuel manifest entry will automatically create a Sales Invoice as you
enter the Fuel Manifest.  If you manually bill your direct deliveries, you will enter the Sales
Invoice first and the BOL second.  The system will display any discrepancies between the Sales
Invoice and the BOL.  You will need to correct the data before the information can be updated.

Unlike the other modules,  you can still view BOLs even after they are updated.  The system
marks them posted.  Unless you are using the Freight Billing Module, the BOLs remain in the
Current file for 90 days after the vendor invoice is entered.

Basic information for BOLs:
• Header Record

N BOL/Manifest number
N Vendor, Terminal and Tax Authority
N Date and time pulled from the terminal/distributor
N Driver and/or Truck (optional in some cases)

• Received From Information
N Item, Gross Gallons and Net Gallons
N Blend information, if needed

• Delivered To Information
N Transferred To Tanks (T)

- Bulk Plant - BP Location #, Tank, Gross and Net gallons transferred
- Consignment - Consignment Location #, Tank, Gross and Net gallons transferred
- Cardlock - Location #, Tank, Gross and Net gallons transferred
- C-Store - Store #, Tank #, date, shift, Gross and Net gallons transferred

• Invoiced Directly to Customer (I) 
N Sales Invoice Number, Item
N Must calculate to create invoices 

• Transferred to Company Owned Retail Store  (S)
N Must be using Petro-Data C-Store module
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N Bridge master files must be set up
N Store Location Number and tank number
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BOL Billing
Jobber, Fuel Bill of Ladings, BOL Billing

BOL Billing combines recording a BOL and creating an invoice at the same time.  As the BOL is
entered, code ‘I' is selected to indicate that the BOL should be billed to a customer.  The system
will automatically prompt you for invoice information.   Jobbers who do the majority of their
sales as direct deliveries from the terminal will benefit most from this module.

After all line items and all BOLs are entered, you will process the option to ‘Calculate Sales
Invoices from BOL'.  This will create all invoices to be printed. 
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Enter Bill of Ladings
Jobber, Fuel Bill of Ladings, BOL Billing, Enter Bill of Ladings

Send Report To
The system will pre-populate your Windows default printer here.  This field can’t be changed
but you will be able to change print options later.

Default BOL Date
This date will be used on all BOLs in this batch.  The system will pre-populate today’s date
but can be changed to actual BOL delivery date. 

BOL Batch Number 
You will create a unique number for this session. Many users use a date format as the batch
number in format YYYYMMDD.  This batch can represent one day’s activity.

Terminal Location
Confirm the default terminal location.  This is defaulted from System Install parameters.

Freight Surcharge
Confirm or update the freight surcharge, if any, for today.  The system will remember the last
freight surcharge you entered until you change it again.  The surcharge percent is applied to
the freight charge.

Click BOL Input.
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BOL Input
BOL Header information.

BOL Number
Enter the vendor’s manifest number from the BOL document.  If a BOL has been previously
entered, press F2 or the magnifying glass to find it.  

If the BOL does not exist, enter Y to add it.  If the BOL has already been entered, the
following message displays:

BOL found. Inquire?   Y   Yes    N    No 

You may view a BOL that has already been updated but you will not be able to change it.  If
the BOL was updated in the current month and the vendor purchase invoice has not been
created, you may restore it, make any corrections necessary and update it again.  If the vendor
purchase invoice has been created, the following message displays:

 BOL has already been posted to inventory.  Press N to reenter.

If the Sales Invoice was created, do not change the line items.  You may change the
Vendor/Terminal so the tax reports will be correct or so that it will pull into a vendor
purchase invoice.  If the line items were wrong, you should create a new BOL for the
changes.

Vendor
Enter the fuel vendor code.  Vendor codes are created in Accounts Payable.
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Terminal
Enter the terminal ID code where the fuel was loaded.  The default terminal should display
automatically.   This was defined in the initial Installation.  If it does not, select a terminal
from the F2 lookup.

Tax Authority
The tax authority code for the terminal will display.  The tax authority code is defined in
Terminal Maintenance.  The tax codes displayed in BOL entry are marked prepaid in Tax
File Maintenance.  If any error message displays, do NOT continue.  Valid taxes are needed
for successful processing.  

If appropriate, you can change the Tax Authority:
If fuel was delivered to a location with a different tax jurisdiction (state, county, etc)
If fuel was delivered from a terminal that bills taxes for multiple states.
If fuel was delivered in a State that charges Local Option taxes. 

BOL Date and Time
Enter the BOL Date, Hour and Minute.  The time should be entered in military time.

It is important to enter the date and time the fuel was picked up from the terminal because the
Rack Prices for this date will be used for the fuel cost.   

If Time programs are being used and this terminal changes prices other than at midnight,
enter the time the fuel was picked up as noted on the Fuel Manifest.   

Driver  
The BOL Install options will control whether this field is open for entry.  Enter the driver
who delivered the load.  Driver codes are set up in Driver File Maintenance. 

Truck
Enter the carrier or truck number that loaded the fuel.  The Truck description will display
under the Truck ID field.  Truck codes are set up in Truck File Maintenance.  This field
tracks the carrier information for many State Motor Fuels Carrier reports. 

FrtGal
This field defines billing at either Gross or Net.  This field will be automatically populated
from field Billing Code in Truck File Maintenance.

Surcharge
The Surcharge percent is populated from the BOL header.
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Net/Gr
This value is taken from initial BOL Install field ‘Input Default’.   The value can be manually
changed.

N if your vendor bills you based on Net gallons received.
G if your vendor bills you based on Gross gallons received.

Terminal Location
The default location should display automatically and is taken from the initial BOL Install. 
This field cannot be be changed.   If the terminal location is not found, a message displays at
the bottom of the screen.  Please contact Support to resolve this error.

Buttons
OK  Click on OK if all header information is correct. 

You can use the tab key to return to any header field and change the data before
pressing OK.

Cancel Clear all fields and start over
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LINE ITEM ENTRY

Enter the detail items from the fuel manifest.

Item
Enter the fuel item that was loaded.  Use the F2 key or the magnifying glass to lookup your
inventory item list. 

After the item number is entered, the system checks the Rack Price based on the vendor,
terminal, date, time and item you entered.  If no record is found, the following message
displays:

Rack Prices not found for Vendor ‘x’, Terminal ‘x’, Item ‘x’, Date ‘x’

If there is no Rack Price for this date, quit the BOL entry and delete it.  Go to the  Rack Price
Module and update the rack prices for the appropriate date.

After the fuel item is entered, rack price information displays on the screen.  You can enter a
special price for this BOL.  Select ‘Y’ in the ‘Special?’ field and enter the Special Gross and
Net price.  After the special price is entered, continue entering the remaining fields.
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Blend Code (Bl)
This field is open for entry only if ‘Splash Blending’ was set up as ‘Y’ to the Inventory
Install.  Splash Blending is created when two or more fuels are combined, such as Regular
added to Premium  to create Plus gasoline. 

 If splash blending was not set up in initial installation, this will default to ‘N’ and cannot be
changed.  

Enter  B if this product was used to splash blend or leave blank or ‘N’ for no splash blend.   
** More information on Splash Blending is documented at the end of this section.   

Blended Item
This field displays only if you have entered B in the Blend Code field.   Enter the Blended
Product item.code.  For example, a blended item could be PLU for Plus when unleaded and
premium are blended together. 

Gross Received
Enter the Total Gross gallons loaded at the terminal for this item.  Split loads will be handled
in the Invoice section.   

Net Received
Enter the Total Net gallons loaded at the terminal for this item.  Split loads will be handled in
the Invoice section.
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After the Bill Code (Bc) is updated, the system will display taxes to be paid to the
vendor.  Verify that the displayed taxes are for the correct Purchase Tax
Authority.  Taxes for the Sales will come from the customer tax authority.

If taxes are listed which are not prepaid, the tax structure must be corrected in the
Tax Codes section.  

Bc  
This is the Billing Code.   The value is pre-populated from the BOL install setup but can be
changed.  Options are:

N - Bill the customer using Net gallons
G - Bill the customer using Gross gallons

Cd
This is the Delivery Code.  Based on your entry here, you will enter data in support of this
code.  The default option for this field was entered in the initial BOL Install.  Options are:

I - Invoice to Customer.  
T - Transfer to a Tank 
S - Transfer to a C Store tank 
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I - INVOICE TO CUSTOMER

Invoice Number
The BOL Billing Install program defines if the invoice number will be the same as the BOL
number or will be assigned the next available sequence number.  If a sequential number is
defined, the system will automatically display ‘ADD’ as the invoice number.  

You can also enter an existing dispatch ticket or other unique invoice number to use in the
invoice calculate program.

PrOv
This field is not used.

Nt/Gr
Bill based on Net or Gross gallons. 

Gross
The system will automatically enter the Gross gallons from the BOL.  You can accept this or
change the gallons, such as for a Split Load,  to be billed.  
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The taxes to be charged on this sale will display at this point.  Carefully review the taxes and
make sure they are correct.

Net
The system will automatically enter the Net gallons from the BOL.  You can accept this or
change the gallons, such as for a Split Load,  to be billed. 

Cust
Enter the Customer to be billed.  The customer name will display.

Ship To
Enter a Ship To code.  If a customer has more than one Ship To code in Customer setup, you
must select one for this invoice.  This field can be left blank if they have one or no Ship To
locations.

Rack Plus
Rack price plus calculated markup will display on the screen.   Calculated markup is defined
in Special Prices maintenance.

Tax Rate 
Total tax rate per gallon, based on tax authority, will be displayed.

Sell Price
Pricing information is retrieved from the Special Price File or the Inventory Price Levels. 
The system calculates and enters the price.  Sell price is Rack Plus + Tax Rate.  You can
over-ride the Sell Price.

Bill
Y - Invoice will be created in Calculate Invoice program.  Keep this default value unless

you will manually create the sales invoice.
X - Invoice has already been created and will not recalculate.  You can’t change this value

from this screen once the invoice has been created.
In Browse & Fix, the field for Bill is titled ‘Confirm’.
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Price and Rack Section
Data in this section will be populated from either Special Price setup or from the Inventory setup. 
Inventory pricing is used when there is no Special Price setup.
  
Customer with Special Price setup for this fuel item:

Rk Type
Price Type from the Special Price setup for this customer and item.  This field cannot be
changed.

Cost
Gross rack price for this vendor and terminal.    This field cannot be changed.

Profit
Total Markup from the Special Price setup for this customer and item.  You are able to
change the profit.  Rack Plus and Sell Price will automatically update.

Ty
  This field cannot be changed.
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SpFrt
Enter ‘Y’ if you want to include a special freight charge for this BOL.

Frt Gal/Flat Frt
The data for this field depends on setup for Special Prices.

C Flat Charge - Field title changes to Flat Frt. Enter a flat dollar amount of the special freight
charge. 
R Rate/Gal - Field title is Frt Gal. Enter a rate per gallon of the special freight charge. 
T Freight Table - Field title is Frt Gal. Enter a rate per gallon of the special freight charge. 
Blank - Field title is Frt Gal. Enter a rate per gallon of the special freight charge. 

Adj Gal
Enter a rate adjustment in this field.

FrLn

SlsTx
Enter a Sales Tax code.  Sales tax codes are set up in Account Receivable. 

Vendor
Shows the vendor from BOL entry.

Terminal
Shows the terminal from BOL entry.

Rack Date
Shows date of the rack price that was selected by the system.

Time
Shows time of the rack price that was selected by the system.

SpecRk

Gross Price
Gross price from the rack for this date.

Net Price
Net price from the rack for this date.
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Customer with no Special Price setup for this fuel item.  
Pricing is taken from inventory setup.

Inventory Setup screen:

BOL Entry screen:

Markup prices 1-5 in BOL entry are taken from inventory setup and cannot be changed here. 
Markup price can be changed.  Special Freight can be added as a cost per gallon.
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After all data is entered, you the following options are available:

<OK> Save the data and proceed with the next detail item received on the BOL.
<TAX> Edit the tax data shown at the top of the invoice before saving the data.

<EDIT> Change any of the invoice data
<EXIT> Exit the page
<SHIP TO> Change the Ship To Information on the invoice
<TAXES> Edit the tax data.  This is the same as the Tax button at the top right.
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At this point, one invoice line has been entered and saved.  You will be returned to the line item
page.  You may continue entering additional items or key ‘Q’ in the item field to exit.

If you are entering a Split Load, you will enter the item number and TAB to the Invoice entry
page.  On the invoice page, you will enter Gross and Net Gallons delivered and the second
customer number.  

Note: More information on Split Loads is documented at the end of this section.

After you click OK, there are option buttons that are now available to you.
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Button Options at the Bottom
<Edit Ln> Change the ‘Delivered To’ information. 
<Add Ln> Add a new detail line for this invoice.
<New BOL> Add a new BOL to the batch
<Next > Display the next detail line during BOL/Invoice inquiry  
<Prev> Display the next detail line during BOL/Invoice inquiry  
<Delete> Delete one or all lines from this invoice  
<Exit> Exit current screen.

<Load Fee> Enter or change Texas Load Fee for this BOL
Inclusion of this fee is configured in Customer setup.

<Other Chg> Select Other Freight Charges to add to this BOL
<Header> Make changes to the BOL Header Record
<Batch No> Change the batch number on this BOL

Button Options on the Right
<OK> Line item is complete.  Accept this line entry.
<Invoice> Display Invoice data screen - limited changes may be made.  See

Example above ‘Invoice Popup Screen’
<Taxes> Show Purchase Taxes to be charged. 
<Freight> Show Purchase Freight to be charged.  Fields you can edit:

Special Mile - Change the Y/N value and update the miles for the
calculation

Special Freight -
Change the Y/N value and update the
Freight and Surcharge Rates.
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T - TRANSFER to a Bulk Plant or Consignment Tank

Inv/Loc
Enter the Location Number that accepted the fuel.  Press F2 or click the Magnifying glass to
lookup the location setup table.

Cust/Tank
Enter the Tank Number where the fuel was dropped.  Press F2 or click the Magnifying glass
to lookup the tank setup table..  If item and tank type do not match:

   Item will be changed to tank item XXX when updating.  OK? (Y/N).

Y You purchased one fuel, such as premium, and it all did not fit in the premium tank. 
You dropped the rest into the Plus tank and the rest of the premium will be sold as
Plus.  The FIFO record will show plus received in but it would be at the premium
price.

N You have entered an incorrect tank number and need to enter the correct one.  Use F2
or click Magnifying glass to lookup tank information.

Gross Deliv
Enter the gross gallons of this product delivered into this location and tank.
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Net Delv
Enter the net gallons of this product delivered into this location and tank.

S - C STORE transfer to a C Store Location and Tank. 

C Store Loc
Enter the store number where the fuel was delivered.  Press F2 or click Magnifying glass to
lookup the setup values.

   Tax Authority N    for gas  not found for Store N .  Press Enter
   Store not found in company Bridge File.  Press Enter

These messages indicate that there is something missing in the CStore set up on the Fuel
Inventory side.  Quit the BOL and check the Bridge File.  Correct the CStore errors and
return to the BOL and add a line.  

Tank Number
Enter the tank number where the fuel was dropped.  Press F2 or click the magnifying glass to
lookup tank information.

   Tank N in Store N not found.  Press Enter   L Lookup.

Report Date
System will auto-populate today’s date.
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Shift 
Shift is defaulted to 1. 

Gross
Edit Gross Gallons delivered to the store if necessary.

Net
Edit Net Gallons delivered to the store if necessary.

OK
Y if the information is correct.
N to change the store number or tank.

Freight screen will display if you have freight calculation set up.

When all line items for one BOL have been entered, the following screen displays:
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BLENDED ITEM EXAMPLE

Unleaded and Super are blended into Plus and dropped into the Plus tank at location 1.  During
data entry, you are prompted for the location and item of the blended item.

Use the Terminal location and the item number of the final product, in this case Plus.
After the tank number is entered, the following message might display:

Item will be changed to tank item PLU when updating.  OK? (Y/N)

Note: Part of the fuel could be delivered as UNL for example and the rest used in the blend.  The
screen would look like this:
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SPLIT LOAD EXAMPLE

Split loads can be between two customers or between a customer and the bulk plant or between a
customer and a consignment location.

On the BOL Line Detail, always enter the Total Gross and Net Gallons Received.  The split will
be entered in the Invoice screen.  If you enter Total Gross or Net incorrectly, you will need to
delete the batch and begin again.

The total Gross and Net gallons displays.  Edit them and enter only the gallons that were
delivered and will be invoiced to this customer.

Split load between the bulk plant (Loc 1) and a consignment (Loc 3)

Popup Screen for split load invoiced to a customer
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The item must be the same for the plant and the customer.

BOL screen for split load between the bulk plant and a customer

BOL screen for split load between two customers
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Calculate Invoices
Jobber, Fuel Bill of Ladings, BOL Billing, Calculate Invoices

This menu option will create a sales invoice for the customer who received the fuel.

Send Report To:
The default windows printer will be listed.  You can change your choice of printers by click
the ‘Printers’ button at the bottom of the screen.

Enter beginning invoice number
Enter a specific invoice number or leave this blank to have this system Auto Generate one.
Auto Generate assigns the next available invoice number from the Sales Invoice Entry file. 
Invoice numbers are  assigned in sequential order.

Verify User ID
The user ID of the person logged on to this computer displays.

Comment code for invoice
This comment will print on all the invoices generated for this batch. Enter a code or select
from the lookup. Leave this blank for no comment messages on the invoice. 
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Enter BOL batch number
Enter the BOL batch to use in generating invoices. Use the lookup function to find available
BOL batches.  If the system finds BOL batches for which invoices have not been created, a
message box will appear showing the number of BOLs.  If the system does not find any valid
BOLs, no invoices will be created.  

If you have previously calculated the invoice for this batch and either cancelled the process or
deleted an un-posted invoice and reset the ‘Bill Code’ using the Browse & Fix menu, a
message will display:

Press OK to keep the existing invoice numbers originally assigned.  You can use the
‘Reassign’ button to generate the invoices with a new invoice number. 

The system will write an audit file to your local directory.  Click OK to acknowledge this.

Enter Date
Enter the date for the invoices.  The system will will default today’s date but this can be
changed to agree with BOL date.

Enter new Invoice Batch No
A Sales Invoice batch number will be automatically displayed that matches the BOL batch. 
You can override this value if needed.

Verify freight surcharge
The freight surcharge will be populated from the header screen.  This value can be changed,
if needed.
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Print Detail
‘Y’ Print all line items in detail on the calculate report
‘N’ Print less detail on the calculate report

Click Create Invoices.

The Calculate Invoice report will display.  Review the report and make sure the data is correct. 
Verify gallons are correct and review the column for Profit.

The system will check the difference between Gross and Net gallons.  If there is a difference of
more than 10%, a warning message will print on this report.  Check Gross & Net and verify they
were entered correctly.  If there is an error in the gallons, cancel and correct the data.  If the
gallons are correct, continue the process.

Sample Warning Message:
***  Possible error with gross and net gallons in BOL 123456    Custno PM1

Click Exit on the report screen.  Click on View Errors.  If there are no errors, you can click on
Finish Update.  If there are errors, cancel the update and make the appropriate correction.

BUTTONS: 
Create Invoices Create the sales invoice from information in the BOL.
Reassign Erase assigned invoice numbers and assign new ones. Use this option only

if the ‘Create Invoices’ was run and cancelled and no invoices for these
BOLs are in the unposted sales invoice file.  This can also be used if an
unposted sales invoice was deleted and the ‘Bill’ code for BOL was reset
with Browse and Fix.
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Other Charges
Jobber, Fuel Bill of Ladings, BOL Billing, Other Charges

Set up Other Freight Charges for split loads, demurrage and other like charges.  The items have
to be setup in the inventory file maintenance as type Miscellaneous first.  They don’t need any
special code designation.
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Other Charges Maintenance
Jobber, Fuel Bill of Ladings, BOL Billing, Other Charges

Use this option to add, change or delete other freight charges.

Product Location
Enter the location number.  Use F2 to view all valid locations

Product Code
Enter a valid inventory item number.  Use F2 to view all item numbers for the location.

Product Description
Inventory description will populate from the product code.

Transaction Type
Valid types:

S - Sell to Customer
P - Purchase Cost
B - Both

Product Type
Enter a product category. There is no setup table for this value.
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Charge Amount
Enter the amount of the miscellaneous charge

Charge UOM
Enter a Charge unit of measure type

E - Each
G - Gallons

Driver Amount
Enter the driver pay for this charge.

Driver UOM
Enter a driver pay unit of measure type

E - Each
G - Gallons

Pay Driver
D - Pay driver pay for this charge.
Blank - Do not pay the driver

Sell Code
User defined code for reporting

User Code
S - Split Load
Blank - No split load
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Other Charges Report
Jobber, Fuel Bill of Ladings, BOL Billing, Other Charges Report

This report lists all the items in the Other Charges setup table.
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BOL Inquiry
Jobber, Fuel Bill of Ladings, BOL Billing, BOL Inquiry

This is the same option that is found in Fuel Bill of Ladings, BOL Inquiry.  The option is placed
here for convenience.

Link to BOL Inquiry documentation
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Reindex Files
Jobber, Fuel Bill of Ladings, BOL Billing, BOL Inquiry

This is the same option that is found in Fuel Bill of Ladings, Reindex BOL Files.  The option is
placed here for convenience.

Link to Reindex BOL Files documentation
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PrePost Report
Jobber, Fuel Bill of Ladings, PrePost Report

This report is a proofing report for unposted manifests.  It also can serve as a  management report
of posted and unposted manifests from both Current and History.  

Manifests stay in the Current file for 90 days before they are moved to History unless the vendor
invoice has not been entered OR the freight bill has not been entered.  

All unposted manifests remain in the current file.  The following is a list of the BOL Reports
which may be printed using this option and various criteria:
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Report Options:

Printer Default printer displays.
Report Date Today’s Date displays.

Range:
One Batch Print or display one batch.  Enter the Batch number or click F2 or

the Magnifying Glass to select the batch number. 
Batch Range Enter Beginning and Ending batch numbers.
Date Range Enter Beginning and Ending dates.  To print only one date, enter

the same date in both fields.

Files:
Current BOLs from the current file.   This could be up to 3 months of data.
History BOLs from the history file.
Both BOLs from both Current and History.  This is a good choice if you

are not sure if the batch is in Current or History.

Select:
Unposted BOLs that have not been updated.  Use this option prior to

updating to check for errors.
All BOLS in Range All posted and unposted BOLS in the selected range of dates or

batches.
Pending AP BOLS that the VENDOR invoice has not been entered.  Always

run this option at the end of the month for all batches to verify the
estimated/pending AP and tax amounts. 

AP Invoice BOLS that have been invoiced to the Vendor.  Vendor invoice
number prints.

No AR Invoice BOLS that have been transferred to tanks instead of billed to a
customer.

No Freight Bill BOLS for which a Freight Bill has not been entered.
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Selection Criteria
Check this box to select additional criterial more specific report choices within the
batches or dates.  For example, a Fuel Manifest Reconciliation Report of a certain Vendor
or Terminal, or a specific fuel item could be printed.

Print:
Errors Only Print errors on the screen only.  All errors must be corrected before a

batch of manifests is updated. 
 BOL Report Print the standard format.  It lists the BOL header information as well

as the line items.  Both the received and the delivered information are
printed.  Totals and a gallon reconciliation print at the bottom.  Receipt
and sale mismatches also print on each BOL.

 Blend Only Print the Blend Report only.  This applies only if you splash blend fuel. 
The blended item is listed with cost calculated from the weighted
average of the cost of the components.

 Both Print both the Fuel Manifest Reconciliation Report and the Blend
Reconciliation Report.

Other Options:

Summary On Print Summary totals only

Show Taxes Report taxes in detail for each BOL.

Override Gallons with 
AR Invoice

Change gallons delivered on BOL to gallons billed on
customer invoice, if different.

BUTTONS: 
<Edit> Change a report options starting with the first option.
<Print> Print the report with the selected options.
<Display> Display the report on the screen..
<Exit> Exit the Report without printing or displaying.
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Pre-Posting Detail Report - Errors Only

BOL Pre-Posting Report - Detail with Blends

The above reports are the BOL Pre-Post Reports printed using the ‘unposted’ option and
requesting both the BOL report and the Blend report.
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BOL Pre-Posting Report - Summary
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Only ONE person should update BOLs at a time. When you select ‘Continue
Update’, the master files and all other files are updated.  

If any part of the update fails, the entire update is canceled.  After the problem is
resolved, the update may be started over WITHOUT restoring.

BOL Update
Jobber, Fuel Bill of Ladings, BOL Update

The BOL Update Program main function is to post the Bill of Lading information into inventory.
You must have created the Invoice from the BOL Billing menu. 

The update program does the following:
• Increase Inventory and Tank on-hand balances.
• Send all transfers (in-house or consignment) to the Inventory Audit File using rack price

or rack + other costs (as selected in the BOL Install Program) as cost.
• Send receipt transactions to the FIFO File.
• Mark each line item in the updated manifests with code P meaning that it has been posted

to inventory.

If you are using the CStore package with this company, transfers are sent to the retail purchases
file with cost which includes rack price + taxes.  In some cases, it adds freight and other cost to
be used in sales updates, among other things. 

All of the transaction update processing can take place while everyone is still working.  All of the
reports print or display so you can review them for errors.

Program Options:

Enter batch number
Enter the batch number to update or select from the lookup.

Enter GL posting date:
Enter the date of the batch.  (Example. Batch 20120220, date 02/20/2012)

GL for over/short:
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This account comes from the BOL install.  If other costs such as Texas Delivery Fee are
prorated into the cost per gallon of fuel, any pennies left over will go to this account -
usually a fuel cost of sales account.

BUTTONS: 
<Edit> Allows you to change the batch number, GL posting date, or GL for

over/short.
<Update> Takes you to the next step of the update process.
<Printers> The default printer displays, change it using this button.
<Exit>  Quits the update screen without beginning the update.
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Update Processing Sequence Overview:

1. After selecting the batch, press <Update>.  The first phase of the update prints all of the
update reports.  An ‘Update Status’ screen displays the progress of the update and further
instructions.

2. Press <View Errors> to see if there are any errors that need to be corrected.  This option
DOES NOT catch every error.  You MUST review the reports for other errors or
discrepancies.

3. Review all update reports.  Make sure the GL Proof is zero.  Look for incorrect profit
percentages on each line item and any other printed error messages.  If there are errors,
press <Cancel Update>.

4. If there are no errors on the screen and the printed update reports are correct, press
<Continue Update>.  NO ONE HAS TO GET OUT FOR THE UPDATE.  This phase
should only take a moment.

5. To exit, press <Return to Menu>.

Each batch is given a unique Batch ID so even if the same batch number is used, each updated
batch is still assigned a unique number and is recorded in the system.

At various times during an update or a restore, the progress of the program displays on the upper
right corner of your screen.  Some examples of program messages include‘Start Update’ or
‘Open data files’.
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The update reports print BEFORE the update is complete.  Check the reports looking for errors,
profit percentages and ZERO proof before continuing.

When you press <OK>, the following screen displays.

Update Options:

<View Errors>
The error screen displays.  Do NOT continue with update until ALL errors are resolved.
These errors are usually not found in the preposting ‘Errors Only’ option.  They are only
found during the update.

<Print Msg>
Print error messages before cancelling the update, if necessary.

<Cancel Update>
If errors are found, cancel the update.

<Continue Update>
If NO errors are found, continue the update.
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Scroll down the View Status screen and look for the statement:
The update was successfully completed...

The following update reports print:

Fuel Manifest Receipt Update - lists each line item, with destination, gallons, estimated cost, and
if invoiced to a customer - selling price and total profit.

Blend Update Journal - prints the components, cost and weighted average cost of the blended
items.

General Ledger Bill of Lading Report - lists GL entries created by the update if you are using
GL.  Checking to make sure the PROOF in ZERO is a very important part of updating.
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 Date: 05/11/2007                                            Demo Company                                                    Page No.
 Time: 15:23:53                                      Fuel Manifest Receipt Update                                                2
                                                     Batch: 20070510  Batch Id. 1

                                                  Blend Update Journal

 Batch No.  Term      Blend Item   Bol Date   Net Gal  Loc/Inv   Tank/Cust Bill Qty  Pur Cost    Subtotal  Sell Price  Tot Profit
                                                                                     Inv Cost

 20070510   9         PLU          05/10/2007    1986  3         PLU          1986    2.476600     4918.53   0.0000

                                                                                      4918.53        0.00        0.00

Fuel Manifest Receipt Update Report and Blend Update Journal- Batch 20070510

 
 

 Date: 05/11/2007                          Demo Company                                  Page No.
 Time: 15:23:53                General Ledger Bill of Lading Report                          3
                                   Batch: 20070510  Batch Id. 1

 Bol      Account    Gldate      Type      Gl Description                      Amount

 051007   13110-100  05/10/2007  INV        Inventory - Fuel                 20659.56
 051007   20750-100  05/10/2007  EST AP     Pending Accounts Payable        -22214.91
 051007   20850-100  05/10/2007  EST TAX    Pending Fuel Tax                  1555.35
 0510071  13100-100  05/10/2007  INV        Inventory - Jobber                   0.00
 0510071  13110-100  05/10/2007  INV        Inventory - Fuel                 17895.68
 0510071  20750-100  05/10/2007  EST AP     Pending Accounts Payable        -18893.68
 0510071  20850-100  05/10/2007  EST TAX    Pending Fuel Tax                   998.00
 0510072  13110-100  05/10/2007  INV        Inventory - Fuel                 19185.61
 0510072  20750-100  05/10/2007  EST AP     Pending Accounts Payable        -20663.05
 0510072  20850-100  05/10/2007  EST TAX    Pending Fuel Tax                  1477.44

     GL PROOF                                                                    0.00             
                                                          

General Ledger Bill of Lading Report - Batch 20070510  
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Restore BOLS
Jobber, Fuel Bill of Ladings, Restore BOLs

Restoring is the process of undoing an update either for an one  invoice, one BOL or for an entire
batch.  Restore can be run after other processing has been completed.   A restore can be done
anytime during the CURRENT MONTH ONLY except under the following circumstances:

DO NOT RESTORE IF:
1. AR and/or Inventory Month-End has been run and invoice is in history.
2. Purchase Invoice has been updated and PAID or EFT entered.
3. Distribution has already been released.

A unique Batch ID is assigned by the computer when the update is done.  It prints on the update
reports and is listed on the restore lookup screen along with the date and time the update was
done.

Click on the magnifying glass (or press F2) to see the updated batches and select one to restore.

The Batch will have a BATCHID if it has been updated.  The date and time of the update are
listed.  Printed update reports have the batchid at the top of the report and the time stamped on
the top left.
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If only one BOL is wrong, do not restore the entire batch.  Restore only the incorrect BOL.

After selecting the batch, the batch ID displays on the page.

‘Enter BOL number’ to be restored or leave it blank to restore the entire batch.

<Restore> takes you to the next step of the restore process.
<Edit> allows you to select another batch or BOL to restore.
<Printers> The default printer displays, change it using this button.
<Exit>  Quits the restore screen without beginning the restore.

Select <Restore> to continue.
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If no errors occur, the following ‘View Status’ screen displays.

<View Errors>.
The error screen displays.  Do NOT continue with restore if errors display.

<Print Msg>
Print error messages before cancelling the restore.

<Cancel Restore>
If errors are listed, cancel the restore.

<Continue Restore>
If NO errors are listed, continue the restore.
Look for the message ‘The restore was successfully completed...’ before proceeding.

<Return to Menu> displays the following message:
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After correcting the BOLs, be sure to print a PrePost Report before updating again.  If you delete
the BOL, no preposting or update is required.
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BOL Inquiry
Jobber, Fuel Bill of Ladings, BOL Inquiry

The BOL Inquiry program allows you to display updated BOLs including manifests that have
already been sent to history.

The following popup screen displays:

BOL Number for Inquiry - Enter the manifest number.
The first record in the file displays.

Is this the right BOL?
Y - display this BOL
N - this is not the correct BOL - enter another BOL number
S - display the NEXT BOL with the same number - continue until the message ‘There are
no more BOLs.’ displays.
Q - QUIT the BOL Inquiry program

H - Change Header is allowed in this Inquiry program.

T - Change Time is also allowed, however, cost has already been updated.
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If an attempt is made to change the line items, the following message displays:

 ‘You cannot change line items on an inquiry.  Press <Enter>. ‘

Q - Quit this BOL.

Enter another BOL for Inquiry or   Q to quit.
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Profit Report
Jobber, Fuel Bill of Ladings, Profit Report

This report prints line items which have been delivered and invoiced to customers.  If freight is
not calculated in the Bill of Lading module, this report just compares the rack cost of
the line item to the selling price. Profit per gallon and total profit are printed for each line item.
Totals for the entire BOL are also printed. The Bill of Lading Profit Report arrives at the net
profit for each BOL by taking the selling price and subtracting the rack cost and the estimated
freight (if applicable).

Report Date
Today’s date will default.  This date has no effect on the report.

Report Range
Select either Batch Range or Date Range. 
Enter a range of either dates or batch numbers.

Select Period
Current to print data from the Current File
History to print data from the History File
Both if the selected range is both current and history.

Input Selection Criteria
Enter Y to narrow or filter the report using one of the fields from the BOL table.  
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Export to Excel
Select this checkbox if you want the data exported to an Excel worksheet.
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Vendor/Item Report 
Jobber, Fuel Bill of Ladings, Vendor/Item Report

This report shows the number of gallons of each type of fuel purchased from each Vendor.  It
subtotals by item, gasoline and diesel, by Vendor, and prints grand totals.  During times when
you are under allocation from your vendors, this report will help you to determine how much fuel
you have left on your allocation.  This report also comes in handy in determining whether you
have met vendor fuel quotas.

Printer
Enter S to print the report on the screen.
Enter P to print to the printer and select the desired printer.
Enter F to print to a Text File and enter the full path and desired file name.
Enter Q to return to the menu without printing.

Enter Todays Date
The current system date displays.  Press enter to accept the default or enter a date for the
report.  This date has no effect on the report.
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Report Range:
 D to enter a range of dates.

B to enter a range of batch numbers.

Enter Batch Range/Date Range:
Enter a range of either dates or batch numbers.

Select Files:
  1 = Current to print data from the Current File

2 = History to print data from the History File
3 = Both if the selected range is both current and history.

Input Selection Criteria?
Enter Y if additional criteria is needed to select the BOL data.   For example, you could
choose to limit the change to a certain vendor or a specific item. 
Enter N if Selection Criteria is not needed.

Please Verify the Tax Types for Diesel
Enter or verify the diesel tax types.  The diesel tax types are set up in the Rack Price Module
under Freight Constants.  You can enter a value that is not listed in Freight Constants, if
appropriate.  In this case, consider updating the Freight Constants to include this value. 

Summary Only
Y - Print the report at a summary level
N - Print the report in detail

Is Everything Ok? (Y/N/P=Printer/Q=Quit).
Y - Print the report using the selected printer or screen
N - Change the requirements selected above
P - Change to a different printer or print option 
Q - Quit
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Vendor Item Report - Detail
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Vendor Item Report - Summary
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Customer/Item Report 
Jobber, Fuel Bill of Ladings, Customer/Item Report

This is a report similar to the Vendor/Item report but sorted by customer and item.

Enter Todays Date
The current system date displays.  Press enter to accept the default or enter a date for the
report.  This date has no effect on the report.

Report Range: 
Enter D to enter a range of dates.
Enter B to enter a range of batch numbers.

Enter Batch Range/Date Range:
Enter a range of either dates or batch numbers.

Select Files:
  1 = Current to print data from the Current File

2 = History to print data from the History File
3 = Both if the selected range is both current and history.
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Input Selection Criteria?
Enter Y if additional criteria is needed to select the BOL data.   For example, you could
choose to limit the change to a certain customer or a specific item. Enter N if Selection
Criteria is not needed.

Print gross gallons? (Y/N)
Enter Y to show gross gallons instead of net on the report.  

Subtotal By:
1 = Customer by Item 
2 = Vendor by Customer

Print Customer Address
Y - Print the customer’s address on the report
N - Customer address will not print

Is Everything Ok? (Y/N/P=Printer/Q=Quit)
To print the report using the selected printer or screen, press Y.  To change to a different
printer or print option, press P.  To quit without printing enter N or Q.
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Reindex BOL Files
Jobber, Fuel Bill of Ladings, Reindex BOL Files

Normally, everyone must be out of ONLY the BOL module to run this reindex.  This option recreates
the BOL index file and removes records that have been marked for deletion.   Reindex if the BOL file
seems to be missing records or is out of order.

If you get an error 1705 or any other file sharing error, get everyone out of Petro-Data and try again.
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BOL Install Program 
Jobber, Fuel Bill of Ladings, BOL Install Program

Before any processing may be done in the BOL module, the install program must be run to customize
the variables for your company.  Each of the fields are explained below.  Some options may be
changed at any time during regular processing and some must be changed at the end of the month.  If
you have any questions about any of the items, call customer support.  If you are not sure if you need a
specific feature, or you do not understand what the feature does, accept the default.

   PLEASE ENTER THE PASSWORD OR BLANKS TO QUIT

The password is Install.
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1.  Use Net Cost (Rack+Super+Credit Card)?
Default is N.   If you want the fuel cost to include other cost as set up in the Rack Price record, enter
Y.  You must also answer Yes to this question if you want freight and superfund added to the cost of
the fuel.  The BOL update report will list the additional cost and the calculated net cost per gallon. 
When the vendor invoice is entered in Purchasing, the additional cost that came from the rack price
module will already be included in the price per gallon.  There could be small rounding differences
which will have to be adjusted before the invoice will balance.

2.  Subtract One Percent From Inventory Cost?
Default is N.  This option will be skipped if option 1 is N.  To deduct the discount percent allowed by
the vendor vendor for prompt payment from the rack price when the BOLs are updated to inventory
and the fifo file, enter Y.  It must be set up in the Rack Price Master File.  When the vendor invoice is
entered in Purchasing, the discount will already be accounted for, enter the NET invoice amount after
discount as the invoice total.

3.  Calculate Load Fee?
Default is N.  This option will be skipped if option 1 is N.  If you want the estimated load fee (per
Texas load fee schedule) to be calculated in the BOL program, enter Y.  This must be Y to prorate the
load fee into the cost.  Fee Calculation schedule:

0-2,500 gallons = 1.70
2,500-5,000 = 3.45
5,000-8,000 gallons = 5.45
8,000-10,000 gallons = 6.95
> 10,000 gallons = 6.90 + 7.5 per 5,000 gallons

4.  Pro Rate Load Fee to Inventory Cost?
Default is N.  This option will be skipped if option 1 is N.  If you want the estimated load fee (per
Texas load fee schedule) to be included in the fuel cost when the BOLs are updated to inventory and
the fifo file, enter Y.  When the invoice is entered in Purchasing, the load fee will be included in the
rack price and will not be added as a separate line item.

(Note: Freight is an advanced feature with many possibilities.  Call Customer Support to discuss your
needs before making any changes.)

5.  Calculate Freight During BOL Input?
Default is N.  If you want freight cost calculated during BOL input, enter Y.  City Code and Freight
Rate files ( in Rack Price Module and in Customer File Maintenance) must be completed before this
feature is activated.  There are also items in the Fuel Inventory Install Program which must be
activated to use this feature in BOL.   
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6.  Add Freight per Gallon to Inventory Cost?
Default is N.  If you want the freight to be included in the fuel cost when the BOLs are updated to
inventory and the fifo file, enter Y.  The feature in #4 must be set to Y to make the calculation.  The
GL entries for the BOL update will send a credit to the pending freight account (which is in the truck
file) for common carriers.  If the load was taken by in-house trucks, the credit will go to the freight
income account entered in the truck file for in-house trucks.  The pending AP and pending tax entries
will remain the same.

7. Calculate Freight by Miles only?
Default is N.  Instead of calculating freight based on origin and destination cities, freight can be
calculated by miles only, enter Y.  Miles and rates per mile must be set up in Freight Rate File
Maintenance; however, you may add new rates to the table while in BOL entry.   The feature in #4
must be set to Y.

8.  Input Special Rack Prices?
Default is N.  If your vendor gives you special prices, different from the ones you receive across the
DTN, enter Y.  If this feature is activated, when the fuel item is entered, the rack price is displayed
with  Special? Y/N question.  Entering Y will allow you to override the displayed price with a special
one.

9.  Input Split Fees for Driver Report?
Default is N.  If you are tracking driver loads for commission purposes, this option will allow you to
enter split fees for split loads, enter Y.

10.  Use C Store Bridge?
Default is N.  If you own Convenience Stores in the same corporation as the Jobber, and you are
running the Petro Data retail package, The Complete C-Store, enter Y.  This feature allows you to
enter BOLs and transfer fuel to the store location in the Retail module in one step.  If you are not
using the C-Store package or your stores are in a different company, accept the default N.  The C-
Store bridge cross-reference information and GL accounts must be set up in Master File Maintenance,
Location File Maintenance, C-Store Bridge Item and Bridge Location File Maintenance.

11. Input Default  ( N   Net    G   Gross).
If you transfer fuel to your stores, or consignments at Net, enter N.  If you transfer it at Gross, enter G. 
In BOL entry, this default displays after you select the transaction type (customer invoice, transfer,
etc.).  It is a data entry efficiency default.  It allows you to press enter to accept the default instead of
having to type in N or G each time.

12. Input Default   ( T   Transfer    I   Invoice).
In BOL entry, if most of your purchases are transferred into your bulk plant or consignment tanks,
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enter T.  If you invoice most of your purchases to customers, enter I.  This feature is a data entry
efficiency default.  It allows you to press enter to accept the default instead of having to type in T or I
each time.

13. Use truck number in BOLs?
Default is N.  However, most State tax reports require Carrier information so the truck number must
be included on the BOL.  Enter Y.  Carriers must be set up in Truck File maintenance.

14. Use driver in BOLs?
Default is N.  If you are tracking driver loads for commission or scheduling, enter Y.  There are
reports on the BOL menu which report by driver.  Drivers must be set up in Driver File Maintenance.

15. Calculate net gallons on fuel sold on invoice?
Default is N.  This option is for reporting only.  It forces the gross and net billed to match the gross
and net received even if different gallons were billed.

16. Input GL number for over/short?
If freight, loadfee, and other costs are prorated into the per gallon cost of the item, there are rounding
amounts that must be put somewhere.  This account should be a cost of sales account (fuel over/short
or discount).  In most cases, this account will not be used.

17. Send purchase cost adjustments to GL Cost of Sales?
Default is N so adjustments will be sent to Inventory.  If you transfer most of your receipts to bulk
plant or consignment tanks, leave the option N.  If you do mostly direct deliveries, enter Y.  If the
rack price is wrong when the BOL is updated and a correction is made when the vendor invoice is
entered in purchasing, the inventory correction will go to inventory or cost of sales based on this
option. 

18. Auto Generate Invoices in BOL entry?
Default is N.  This feature is a special feature and requires additional programs.  Contact Petro-Data
for more information.

IS EVERYTHING OK? (Y/N/Q)
Enter Y if all of the questions have been answered correctly and you want the options saved. 
Enter N to change one or more.  During the edit process, your previous selections will remain. 
Press enter through the correct ones and change the incorrect ones.  Enter Q TO EXIT
WITHOUT SAVING!  If you quit, all of the options will remain unchanged (the way they were
before you selected the install option).
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The following message displays on the screen, indicating that you will be taken all the way out of the
Petro-Data software.  This is to insure that all programs needed for the selected options will be in place
during processing.  If anyone else was in Petro-Data while this install was being run, they will have to
exit out of Petro-Data and go back in before all of the appropriate programs will be activated.  

   The system must reset.  You will be Returned to the Desktop.
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Browse and Fix 
Jobber, Fuel Bill of Ladings, Browse and Fix

This menu function will allow limited data changes to a BOL.  The BOL may be unposted or posted.

When to Use this Option:
1. The Pre-Post Report messages states ‘confirmed invoices have not been created’ but and the AP

invoice does exist, the BOL can be updated to correct this error. Freight Amounts may be changed
also.

2. Customer number may be changed.
3. Cost on Consignment BOLs may be changed.
4. Truck and/or Driver information may be changed.
5. Invoice number may be changed.
6. BOL data may be moved from History to Current.
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1 - NO AP/FREIGHT INVOICE
This option should be used carefully and with the supervision of Petro-Data Customer Support.  Use
only if the following conditions apply:

1. The PrePost messages states there is no invoice but the invoice has been entered and updated (see
Instruction 1 below before trying to correct the data)

2. A message states this is a duplicate BOL and you have verified it’s not duplicate data (see
Instruction 2 below before trying to correct the data)

3. This option can also be used if the FREIGHT bill has been entered OR there is no freight bill for a
BOL.

Instructions 1 - Print AP distribution report, batch 0-99999999, one INVOICE, both Current and
History.  Enter the BOL number as the invoice.  Also, print an AP distribution
report using the criteria for the vendor’s invoice number.  Between the two reports,
the Pending AP account and the Pending Tax account should net to zero.   

Instructions 2 - Print a BOL Preposting/Manifest Reconciliation report for ALL BOLs, Date Range
(the date of the BOL in question).  Print ALL vendors in case the BOL was entered
with the wrong vendor.  Look for the same gross and net gallons on more than one
BOL.

IMPORTANT!  Duplicate BOLs can affect Tax Reports and Tank Inventory.  It is vitally
important that duplicates be caught and corrected.

NOTE - Look for BOLs that might have been entered with a SPACE before the first number. 
This is a common mistake.  On the report, it will look like the computer allowed a duplicate to be
entered, but that will not happen unless the first BOL has already gone to history.  Notice the
second BOL below - it begins with a space.

BOL 123456
BOL   123456

Select an Option:
1 - Range of Batch to display a range of batch numbers to fix.
2 - One BOL to display and fix a specific BOL
3 - One Vendor to display and fix BOLs for a single Vendor.

Enter the range of batches, BOL number or Vendor number to display.

Select option:
1 - Browse Empty AP Inv to check for BOLs that do not have an associated sales invoice.
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2 - Browse All to display all BOLs

Ready to check BOLS?  (Y/N/Q)

The system will display BOLs that have no Sales Invoice number.  Enter the sales invoice number in
the column ‘AP Inv’.  If you are certain there is no invoice, return to BOL Billing and run the
Calculate Invoice option to have the system create one.  Once you have entered an appropriate invoice
number, it will no longer display on this screen.

Press <CTRL> W to Quit and Save.
Reprint the Preposting to verify that the BOLs are no longer on the report.

2 - Fix Customers
Use this option if the BOL was billed to the wrong customer.  An additional BOL is not necessary. 
Fix the customer and invoice number on the original BOL using this option.  If the sales invoice was
created, you may need to update the customer invoice also.

1 = Range of Batch to display a range of batch numbers to fix.
2 = One BOL to display and fix a specific BOL
3 = One Vendor to display and fix BOLs for a single Vendor.

Enter the range of batches, BOL number or Vendor number to display.

Ready to check BOLS?  (Y/N/Q)
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Edit the customer code and CTRL W to quit and save changes. 

3 - Consignment

Ready to check BOLS?  (Y/N/Q)
Enter a BOL to fix (Q=Quit)

Fix the Rack price on the BOL.
CTRL W to Quit and save the changes.  
Enter another BOL number or Q to quit.
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4 - Truck/Driver
1 = Range of Batch to display a range of batch numbers to fix.
2 = One BOL to display and fix a specific BOL
3 = One Vendor to display and fix BOLs for a single Vendor.

Ready to check BOLS?  (Y/N/Q)

Correct the Truck or Driver.
You can also change the Confirm code to ‘X’ if a sales invoice exists for this BOL.  A value of ‘Y’
means that an invoice should be created.

Select 5 = Auto Fix AP Invoice
Use this option only at the direction of Customer Support.  The system will match Sales Invoices to
BOLs.  

Ready to match the AP purchases with BOLs?

6 - Move from History
Use this option to move a BOL either from Current to History or from History to Current.   BOLs that
move from Current to History should be those that are not truly current month data.  You can move a
BOL from History to Current so you can match a freight invoice.

Enter BOL in history file
Enter Vendor

Ready to search? (Y/N/Q)
Ready to check BOLS?  (Y/N/Q)
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7 - Freight  
Use this option to update the freight charges on a BOL.  

1 = Range of Batch to display a range of batch numbers to fix.
2 = One BOL to display and fix a specific BOL
3 = One Vendor to display and fix BOLs for a single Vendor.

Choose Current or History 

Ready to check BOLS?  (Y/N/Q)

After the charges are updated, system will display the following message:

Choose ‘Y’ to re-display the original screen again.
Choose ‘N’ to exit.

7 - Freight  
Use this option to delete an unposted BOL.   All fields are required to find the BOL to delete.

Enter the BOL
Enter the Vendor
Enter the Batch Number

Ready to Delete (Y/N/Q)
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Import BOLS 
Jobber, Fuel Bill of Ladings, Import BOLs

This module is for importing and processing BOLs from a third party providers such as DTN.   
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Import BOLS
Jobber, Fuel Bill of Ladings, Import BOLs, Import BOLS

If there are unposted records found from a previous import, the system will notify you with a message.  
In a later screen, you’ll have the option to either keep or delete older or duplicate data when you perform
the Assign BOL process.   

Click OK on the message box.  

The file import screen will display.

Enter the BOL batch number
Enter a batch number that will be created for this data file that will be downloaded from your
provider.  As with BOL Billing, you can use use the date as the batch number (YYYYMMDD).

Do you want to download a nw file from the FTP
Enter ‘Y’ to start the download from DTN or your fuel vendor.

Enter the BOL import file name
The system will automatically populate this value based on the batch number you entered and the
directory specified in the installation options.
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Completed BOL Import Example

Press CTRL-W to exit this screen

Verify the terminal location number
The system will automatically populate the terminal based on the value specified in the Inventory
Installation options.  Change this only if it’s not correct for this batch.

Enter vendor to import (Blanks=All)
This field should be left blank.  Enter a vendor only if instructed to do so by Petro-Data support staff.

Ready to begin BOL import? (Y/N/P/Q)
Y Start the import
N Go back and change any of the values entered
P Start the import
Q Quit

If there are multiple lines assigned to a single BOL, the data will display on the screen. Review the data. 
Any duplicates can be deleted when you Assign BOLs to the data.
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The system will read the imported data and verify there is an exact match in the Cross Reference table. 
The Cross Reference table maps the DTN product code to a Petro-Data inventory item code.  If it does
not find a match, you will be prompted to add the cross reference mapping data.

There is a Lookup function for ‘Your Item’.  This lookup will display all valid inventory items in Petro-
Data.  

After all items are added to the Cross Reference, type ‘C’ to continue and return the BOL Import menu.
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Assign BOLS
Jobber, Fuel Bill of Ladings, Import BOLs, Assign BOLS

In this menu option, you will assign a customer and Ship To location, if needed, to each imported BOLs. 
You can manually assign an invoice numbers or use the default value of ‘ADD’ to have the system assign
the invoice number.

Verify the Surcharge percent amount.  Change the default value if required.  Type ‘Y’ to continue.

The BOL Import Summary screen will display show all newly imported data. 

  This can be changed by manually entering a new value.
Original BOL number from the imported data.  This field cannot be changed.

Truck
Truck number from the imported data.  This field can be updated using the lookup function.  Valid
values are displayed from Petro-Data Truck setup.  
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Driver
Driver from the imported data.  This field can be updated using the lookup function.  Valid values are
displayed from Petro-Data Driver setup.

Batch No
The batch number assigned during the download from the DTN site.  This can be changed by
manually entering a new value.

End Time
End Time from the imported data.  This field cannot be changed.

Tax Authority
Tax Authority is populated from Petro-Data terminal setup.

Gas Gals
Total Gasoline gallons from the imported data.  This field cannot be changed.

Die Gals
Total Diesel gallons from the imported data.  This field cannot be changed.

Tot Gals
Total gallons from the imported data.  This field cannot be changed.

Terminal
Terminal is assigned by cross-referencing the DTN Terminal name with Petro-Data terminal setup. 
This field can be updated using the lookup function.  Valid values are displayed from Petro-Data
Terminal setup.

Frt Schedule
A Freight schedule can be assigned using the lookup function.  Valid values are displayed from Petro-
Data setup.

SurCharge
Surcharge value is from the initial you entered when you clicked the Assign button.    This can be
changed by manually entering a new value.
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Additional Fields in the BOL Data Grid
Hr & Min

Time from the BOL data.  You can change the hours or minutes by entering a new value in the grid.
AMP

Time type of AM, PM or Military Time.
N/G

Net or Gross delivery option.
InvLoc

Invoice number that will display after you assign the BOL.
Cust & Ship To

Customer number and Ship To information that will display after you assign the BOL.
Confirmed

Confirmed Flag is updated to ‘Y’ after you assign the BOL.
Pur

Net or Gross for Purchase invoice.  The default value will be same as the Net/Gross delivery option.
TermLoc

Location number is taken from inventory setup.

Functions
Assign

Assign all lines in a BOL to a customer and create an invoice number.
Line Screen

Displays rack price, special rack prices, taxes and selling price for each line item in the BOL. In this
option, you can also select to Split a load or enter a PO number on each BOL.
From here, click BOLs to return to the main Assign screen.

Other Chg
 Add Other Charges to the BOL.  Other Charge setup is created with menu option ‘Add,Chg,Delete

Other Charges’.  On this screen, you will enter the amount for each charge.
Update Time

Update the time on the BOL data with current date & time.  Rack price will be updated based on the
new date and time.
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ASSIGN FUNCTION 
Highlight a line for the BOL and click the Assign button.

BOL Number
BOL number from the import file is displayed and cannot be changed.

BOL Date
BOL date from the import file is displayed and cannot be changed.

Vendor
Vendor from the import file is displayed and cannot be changed.

Terminal
Terminal from the import file is displayed and cannot be changed here.

Gas Gallons
Net Gasoline Gallons number from the import file is displayed and cannot be changed.

Diesel Gallons
Net Diesel Gallons number from the import file is displayed and cannot be changed.

Type
Select an invoice type:

I Invoice
T Transfer
C C-Store

Net/Gross
Delivery is based on Net or Gross

Invoice Type
A Add an invoice
F Find an existing Dispatch Ticket

Invoice Number
Invoice number will default based on BOL Billing installation options. The default value will be
‘ADD’ or the BOL number.  This can be changed to a specific invoice number if appropriate.
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Customer
Enter the customer number.  Use the Lookup function to get a list of your customers.

Ship To
Enter the Ship To number.    Use the Lookup function to get a list of customer Ship To locations.

After the BOL is assigned, the value of column ‘Confirmed’ will change to ‘Y’.
Repeat the assignment process for all rows in the screen.

LINE SCREEN FUNCTION
More detailed information for Billing and Delivery is displayed for this BOL.  Highlight a line for the
BOL and click the Line Screen button. 

Type
Select an invoice type:

I Invoice
T Transfer
C C-Store

Net/Gross
Delivery is based on Net or Gross
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Invoice Number
A Add an invoice
F Find an existing Dispatch Ticket

Customer
Enter the customer number.  Use the Lookup function to get a list of your customers

Ship To
Enter the Ship To number.    Use the Lookup function to get a list of customer Ship To locations.

Gross
Gross gallons delivered.

Net
Net gallons delivered.

RackPlus
Gross rack price plus Markup.

Tax Rate
Tax rate using the Tax Authority in customer setup.

Sell Price
RackPlus plus Tax Rate.

Blend?
Y A Blended product
N Not a blended product

Vendor
Vendor from the imported data.

Terminal
Terminal from the imported data.

Rack Date
Rack date based on BOL date in the imported data.

Time
Rate time based on BOL date in the imported data.

Special Rack (Y/N)
Special Rack Price for the customer.

Gross Rack
System will retrieve Gross Price from the rack price table.

Net Rack
System will retrieve Net Price from the rack price table.

Bill Freight
System will retrieve this value from the Inventory Installation opitnos

Markup
System retrieves markup from Special Price table.

Schedule
Freight schedule information
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To
Destination for freight schedules

Special Miles (Y/N)
Special freight miles indicator.

Special Freight (Y/N)
Enter ‘Y’ to record a special freight charge.

Rate
Enter the Special Freight amount.

Freight Surcharge
Surcharge is taken from the amount you entered when you first selected the Assign function.
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Line Screen Function Buttons
Edit

Allows you to edit or change more information from the BOL import data.  Fields you can change are
Invoice Type, Net/Gross, Invoice number, Customer, Ship To, Gross Gallons, Net Gallons, Rack
Plus, Sell Price, Special Rack (Y/N), Markup, Special Freight Miles and Special Freight (Y/N).

Next
Display Next BOL from the grid.

Prev
Display the Previous BOL from the grid.

Delete
Delete the currently selected BOL.

Exit
All Assignments and changes are complete.  Exit to the Main Menu.
At Exit, the system will ask to run the BOL update.

BOLs
Return to the initial Assign screen.

Split
Split the BOL delivery between multiple customers.
Add the additional customers on a new line with the appropriate gross and net gallons.
On the original customer, reduce the amount of Gross and Net gallons to the DIFF field is zero at the
end.  
Click the FIX button to adjust Total Net and Gross gallons so that it will agree to the detail.

Other Chg
Add an Other Charge to this BOL.  Other Charges include Split Fees, Pump Fees and Stop Offs

PO Number
Add a PO Number to this BOL
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Calculate Invoices
Jobber, Fuel Bill of Ladings, Import BOLs, Calculate Invoices

This process is the same one used in calculating invoices in the BOL Billing menu option.

Link to Calculate Invoices Documentation
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Browse Cross Reference Files
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File

View or change the DTN mapping setup data.

DTN Vendor ID
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File, AP Vendor ID

View or change the mapping of DTN vendor names to Petro-Data Vendors.  Vendors are created in AP,
File Maintenance, Vendors.

Carrier File
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File, Carrier File

View or change the mapping of DTN carrier companies to Petro-Data carriers.  Carriers and trucks are
created in Jobber, File Maintenance, Trucks.

Terminal File
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File, Terminal File

View or change the mapping of DTN terminals to Petro-Data Terminals.  Vendors are created in Jobber,
File Maintenance, Terminals.
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Item File
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File, Item File

View or change the mapping of DTN terminals to Petro-Data Terminals.  Vendors are created in Jobber,
File Maintenance, Inventory.

First, choose to view the data by either the Petro-Data value or the DTN value.

Next, view or update the inventory mapping.

Browse/Delete BOL Import Records
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File, Browse/Delete BOL Import
Records

View, change or delete the imported BOL data.  

Choose one option:
1 Browse, change or delete the imported data. If you want to delete data, an instruction message will

display that you will key ‘D’ in the Confirm column.
2 Delete an imported batch
3 Find any duplicates in the imported batch

Instructi onal message for deleting data rows.
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The data from the imported batch will display.  You can change the data in this table or type ‘D’ in the
Confirm column to delete the row.

Press CTRL-W to save your changes and exit.

Original DTN BOL Data
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File, Original DTN Bol Data

This menu option will allow you to 

Customer File
Jobber, Fuel Bill of Ladings, Import BOLs, Browse Cross Reference File, Customer File

Reindex Files
Jobber, Fuel Bill of Ladings, Import BOLs, Reindex Files

Install Program
Jobber, Fuel Bill of Ladings, Import BOLs, Install Program
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Sales Invoice Entry

The Sales Invoice Entry Module is where customer sales invoices are entered and processed.  Invoices
created by BOL Billing can be viewed in this menu option.  Counter invoices and after-the-fact invoices
can also entered here.  

Menu options in this module include a Batch Status Report, Posted Invoice Report, Invoice Number
Audit Report and a complete Recurring Invoices functionality. 

There is a special option correct cost on updated invoices. When commissions are calculated based on
profit, this is necessary to make occasional corrections to cost.  There is also an option to Restore updated
invoices or batches, with restrictions, noted in this documentation.

Enter Invoices

If an invoice is not Updated, you can Edit the data or Delete the entire invoice.

Enter Batch Header Information

User ID
The User ID is picked up from the user login and is stored with the batch number on each invoice.
Two operators can be entering invoices/dispatch tickets in the same batch and can prepost and print
separately.
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Default Invoice Date
This will be the date of the invoices unless changed by the operator on the header record during data
entry.

Invoice Batch Number
This will be the batch number attached to the invoices/dispatch tickets entered in this session.

Comment Code For Invoice
Enter a comment code or select from the lookup. This information will print on every invoice entered
during this session.

Verify Terminal Location
The default Terminal location displays. This usually does not have to be changed unless you have
multiple bulk plants that have direct deliveries and you wish to keep the sales separate.

Verify Freight Surcharge
If you are calculating freight and adding freight surcharge to invoices, this option displays. Enter the
surcharge percent.

Click the Invoices button.
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Invoice Header Information

Invno
Enter the Invoice number to add or to inquire.  F2 or Magnifying glass icon to display existing
invoices

A Add New Invoice and auto-assign the next sequence number.
Q Quit 

If the invoice number has already been posted or updated, the following message display:

You should rarely enter a duplicate invoice. If this is a correction, add a letter to the end of the invoice
number to make it unique. There may be situations where a duplicate invoice number is needed. Call
Customer Support for assistance.

Invoice Type
1 Charge

This invoice will be posted to the customer account.
2 Cash (Cash, Check or Credit Card) 

This invoice is a Cash sale. The invoice is marked ‘Paid’ and payment details must be entered
before exiting the invoice.  Dispatch tickets must start out as Charge invoices. They may be
changed when the invoice is completed after the delivery.

Customer Number
Enter the customer number.  Use F2 or click the icon button to look up valid customers.
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The system will retrieve and display customer information.   Review the data and make any required
changes.

Bill To
Customer name, address & PO number is displayed from Customer setup.  You can change the billing
address here but any permanent changes should be made in Customer Setup.

Ship To
You can enter a Ship To number if the customer has more than one location.   The address can be
changed where but any permanent changes should be made in Customer Setup.

Taxes
Tax Authority and taxes are retrieved from Customer Setup.  You are able to change the Tax
Authority if it’s appropriate.
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Terms and Delivery
You can update any of these fields, if appropriate.

Invoice Date The invoice date is displayed. Change it if necessary.
Ship Date Change the ship date if different from invoice date.
Terms The terms from the Customer file are displayed. Edit if necessary.
Due Date The invoice date and terms are used to calculate the due date.
FOB These fields are only used on some custom invoices.
Ship Via These fields are only used on some custom invoices.
Truck Enter the truck number that made this delivery or select from the lookup. Most

State fuel tax reports require the transporter number for purchases and
deliveries.

Surcharge The surcharger percent is shown from the Header.

Other Customer Information
System will display Salesman, Driver, Comment, Territory and Industry from the Customer setup.  

To enter invoice details, click the Lines button.
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Invoice Detail Lines

Location
Enter the location.

Item
Enter the inventory item. Use F2 to review the list of valid inventory setup.  Item MISC may also be
entered as an item number for an occasional miscellaneous charge.  A description of the charge and a
General Ledger Income account number must be entered.

Tank
Tank will display based on inventory setup.

Pack Kind
Pack Kind will display based on inventory setup.

Gross
Enter the gross gallons or other gross quantity.

N/G
Billing for Net or Gross will be retrieved from the Installation setup table.
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Net
Net quantity will default from the Gross field.  Update this if appropriate.

Price
Price will be retrieved from the Rack table based on date and time.

Tax Dollars
The system will calculate Tax amount based on the Tax Authority.

Stx
Verify or change the Sales Tax status of this item.  If the Sales Tax field was left blank in Inventory
setup, the item is treated as Taxable regardless of Customer Setup.  If the customer setup was marked
as Tax Exempt and the inventory item is not blank, the system will use customer setup and default it
to ‘N’.  If the customer is not tax exempt, the system will use the Inventory item setup.  

Total
The total is calculated as Gallons times price.  This total includes fuel taxes but not sales tax.  Sales
tax will be computed after the line item is completely entered.

Function Buttons:
Edit Select the line to be changed by clicking on it. The line will turn blue to show that it has been

selected. Then click the EDIT.
Add Ln Add another line item to this invoice.
New Inv After all lines for the current invoice are entered, you can add a new invoice. 
Next Display the next page of line items on the current.
Prev Display the previous page of line items on the current.
Delete Delete a line or all lines on the current invoice.
Print Print this invoice to the printer.
Exit Exit the invoice entry program to the menu.
Payment If this is a Cash invoice, go to the payment screen and enter the payment. Enter a payment

reference.  For cash invoices, The payment reference can be the invoice.  Enter the amount
paid in either the ‘Cash’ or ‘CrCard’ field.

Header Go back to the Header screen to display or make changes such as date, batch, truck, etc. If you
change the customer number, you must edit all line items to updatee any change in taxes.

Email Send invoice by email to customer. Email address must be set up in Customer file and/or
‘Customer Send File’.
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Prepost Report
Jobber, Sales Invoice Entry, Prepost Report

After entering a batch of sales invoices, ALWAYS print a Pre-Posting Report on the screen with 'Totals
and Errors Only' to identify any errors and verify totals. Correct errors and rerun the pre-posting. Once no
errors display and the totals are correct, you may print a summary or detail report if needed. Note that the
update will print reports very similar to these for your files.

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

Enter a Range 
Select this checkbox if you want to a range of values.  Values include dates, batches or both.

Select
You can select to Prepost by Date, Batch or Both (All).  The most common selection is to Prepost by
Batch.

Batch/Date 
The the single or range of batches or dates, depending on your selection.  If you chose All, the system
will prepost all unposted information.
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Type
Errors Only Prints only errors and batch totals (charge, cash, cc, sales, tax, etc)
Summary Prints one line per invoice with subtotal, tax and total.
Detail Prints each line item on every invoice.
Department Prints a summary by department (gallons, dollars, profit)

Sort
Invoice N umber
Batch Number
Customer Number
None

Check BOLs?
Select this option to also check the data in the invoice to the original BOL. 

Print Deleted Invoices
Enter N to list only invoices to be updated.
Enter Y to includes deleted invoices and user id’s on the report.

Reports
If type ‘Detail’ was selected, additional reports may be run.
Reports can be run by Location, Department, Fuel Tax, Salesman, Industry or  Territory.
Note: Print a sample on the screen to determine their usefulness to you.
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Invoice Update
Jobber, Sales Entry, Invoice Update

The invoice update program posts the transactions to the customer file, reduces inventory, creates
sales audit transactions and a GL journal entry.  

While you run an Invoice Upate, all other users can still be working in Petro-Data.  However, only ONE
person may update at a time. 

When you select ‘Continue Update’,  the master files and all other files are updated. If any part of the
update fails, the entire update is canceled. After the problem is resolved, the update may be started over
without restoring the invoice.

Enter Batch Number
Enter the batch number to be updated.

Enter GL Posting Date
Enter the GL Posting Date.  If your batch numbers represent a date, it’s recommended to make
posting date the same as the batch date.

GL Location Number
Enter the GL Location number.

Verify Bank Account
Verify the correct GL account number for the bank.

Verify AR Account
Verify the correct GL account number for Accounts Receivable.
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Verify CC Account
Verify the correct GL account number for Credit Cards, if this was a credit card cash transaction. 

Department Report?
Enter ‘Y’ to print by department number.

Update Processing Overview:
• The first phase of the update prints the Update Report.  Review the report and ensure GL Proof is

Zero.  Also check taht profit percentages or amounts are correct.  Click Exit.
• Press <View Errors> to see if there are any errors that need to be corrected. This option DOES

NOT catch every error. You MUST review the reports for others.
• Review all Error Screen.   If there are errors, press <Cancel Update>.
• When there are no errors on the screen and the printed update reports are correct, press <Continue

Update>.

Update Report
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View Errors
Reminder Message to check for errors.  Click OK.

From the Update Status screen, click View Errors

The desired situation is No Errors listed:

Click Continue Update.
Click Return to Menu.

If any errors are listed, click Cancel Update.  Review the invoice and make any necessary corrections. 
After the invoice is corrected, process the Invoice Update again.
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Reindex Invoices
Jobber, Sales Invoice Entry, Reindex Invoices

This option recreates the index files used in Sales Invoice Entry. Everyone must be out of
the Sales Invoice Entry module to run this option. Users can remain in other menu options when you
Reindex.  Run this anytime you are having trouble with the invoice file such as out-of-balances invoices. 
If system reports a corrupted file, you will get an ‘Error 15' which will require the utility program ‘Fix
File’ to be run.

Enter ‘Y’ to begin the Reindex.
Enter ‘N’ to cancel the Reindex.
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Print Invoices
Jobber, Sales Invoice Entry, Print Invoices

This option allows you to print or email sales invoices. You can print all or selected invoices in a single
batch.  This applies to all invoices created by the BOL Billing program or manually entered in Sales
Invoice entry. Both posted and unposted invoices can be printed.

User ID
Enter your user ID or leave this blank.

Copies
Enter the number of copies you want to print.

Invoice Type
Unposted Select this for any un-posted batches.
Unprinted Select this to print any invoices that have never been printed before.
Confirmed Select invoices that have been confirmed.  The ability to confirm invoices entered by

delivery staff is a special installation feature.
Posted Select this for any posted batches.
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Sort Option
Select the option to sort your invoices by invoice number, alphabetic customer ID, numeric customer
ID or choose no sort.  The option for No Sort will print invoices in the order in which they were
entered.

Input Selections
You can enter one, many or all fields to define which invoice you want to print.

Batch Number Select one batch number.  You can use the batch lookup feature only for un-
posted batches. 

Invoice Number Enter the invoice number
Invoice Date Enter the invoice date.
Invoice Range This can be a single invoice number in both fields or a multi-range range.
Customer Enter a specific customer or leave this blank for all customers.
Date Range This can be a single invoice date in both fields or a multi-day range.

Selection?
Enter ‘Y’ to select additional criteria.

327



Restore Invoices
Jobber, Sales Invoice Entry, Restore Invoices

Restoring an invice is the process of undoing an update either for an individual invoice or for an entire
batch. A restore can be done anytime during the current month except under the following circumstances.

Do Not Restore If:
1. AR and/or Inventory Month-End has been run and the invoice has been moved to history.
2. The invoice has been Paid.  You may do a negative cash receipt to unpay the invoice.
3. The distribution has already been released.

A restore can be run after other processing has been completed.  A unique batch ID is assigned by the
system when the update is done. It prints on the update reports and is listed on the restore lookup screen
along with the date and time the update was done.

If GL transactions have already been released, no GL entries will be created by the second update.

Enter Batch Number
Click on the magnifying glass (or press F2) to see the updated batches and select one batch to restore. 
When you click the lookup function, a popup list will appear on the left side.
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Enter Batch ID
This field will be populated when you select a batch from the lookup list.  If Batch ID is blank in the
lookup list, the batch has not been updated and is not eligible for restore.

Invoice Number
Enter a specific invoice number or leave this blank to restore all invoices in the batch.  If only one
invoice is wrong, do not restore the entire batch. Restore only the incorrect invoice.

Enter Today’s Date
Enter today’s date.  This is for informational purposes only.

After you select the batch and enter the invoice number (or press enter to select all invoices in the batch),
you should receive an confirmation message on invoices in the batch.

Click Restore.
A batch status screen will display.  

Click the View Errors button.  Ensure there are no errors with this restore.
If there were no errors, click the Finish Restore.
You can now correct the invoice and re-update it.

If there were errors, click the button to Cancel Restore.  If you need help to determine why there were
errors in the restore, please contact Petro-Data support.
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Batch Status Report
Jobber, Sales Invoice Entry, Batch Status Report

This option lists all unposted batches from the following modules: Sales Invoice Entry, BOL Entry and
Purchases Entry. It can print detail for All batches or for only One batch (a sales invoice batch only).  The
system will also check all updated files for an out-of-balance condition. 

It is important especially at month end to make sure all transactions for the month have been updated.

Enter today’s date
The system date displays. This date has no effect on the report.

Option
Enter 1 to print All unposted batches.
Enter 2 to print Detail for one batch of Sales Invoices

Note: If there is ever doubt whether a batch of sales invoices updated successfully, print the ‘Detail for
One Batch’ option. If you have any questions about the data on the report, please contact Petro-
Data support.

The report will be sorted by type (Sales Invoice, Purchase, BOL, Credit Card, EFT, Customer Drafts) and
then by batch number.  A grand total of all amounts will be printed at the bottom of the report.
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Sample Report:
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Invoice Report
Jobber, Sales Invoice Entry, Batch Status Report

This report will print all Posted Invoices.   You can print or display an posted invoices in detail for
Current, History or both.   check the profit on a batch
among other things.

Batches or Dates
Select the option retrieve data by either Batches or Dates.

Beginning & Ending
Depending on the above selection, enter either beginning and ending batch numbers or dates.

Customer Number
Enter a specific customer umber or leave this blank to report all customers.

Selection Criteria
Enter ‘Y’ to select additional criteria.
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Files
Current Select data from only the Current month
History Select data from only the Historical months.
Both Select data from both Current and History.

Type
Detail Print all detail by batch and invoice number
Summary Summarize the data by batch and invoice number
Batch Totals Show batch totals only

Module
All Print all invoices
Invoicing Print fuel invoices only
Misc AR Print miscellaneous invoices only

Sort
Choose to sort by Invoice Number, Batch Number, Alphabetic Customer Number or Numeric
Customer Number.

Other
There are other option you can select for this report for the Detail and Summary reports.  These
options are not valid for the Batch Total report.

Subtotal by Salesman Include a subtotal for each batch by Sales person
Include Misc Item This option has been superceded by the Module option
Customer/Ship To Report Include Customer and Ship To information
Create Excel File Output the results to an Excel worksheet
Print cost and Profit Include Cost and Profit
Print BOL Print the BOL number for fuel invoices
Omit Rounding Errors Fix rounding errors
Ship To Name Include the Ship To name
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Detail Report - Detail by Batch and Invoice Number

Summary Report - Summary Data by Batch and Invoice Number
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Batch Totals - Show summarized amounts by batch number only
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Invoice No. Audit
Jobber, Sales Invoice Entry, Invoice No. Audit 

The Invoice Number Audit is a listing of all invoice numbers within a specified range and their status. It
is most commonly used to list information about deleted or skipped invoice numbers.

Today’s Date
The system will default today’s date.  It will be printed on the report for information only.

Search
C = Current Search and print data from the Current File only
H = History Search and print data from the History File only
B = Both Search both current and history

Enter Date Range
Enter beginning and ending dates to search.

Print Deleted/Changed Only? (Y/N)
Y Print Deleted or Changed invoices
N Print all invoices in the specified range

Enter range of valid invoice numbers
Enter beginning and ending invoice numbers.
In this range, there is a limit of 1999 invoices to search. 

Show invoice total and userid?
Y Show the invoice total prior to deletion and the user ID of the operator who deleted it
N Show only the invoice number and invoice status
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Sample Report
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Starting Invoice
Jobber, Sales Invoice Entry, Starting Invoice

This option is used to set the next invoice number to be used for a sales invoice.  This number will be
used by the system when you enter ‘A’ in the invoice number field.  The system will keep incrementing
this number for each new sales invoice.  You can use the ‘A’ option in either manual sales invoice entry
or in BOL Billing.  

You may start invoice numbers with whatever number you choose. Normally this number does not need
maintenance however, if someone manually enters an invoice number instead of using the ‘Add’ option,
you could receive a ‘duplicate invoice number’ error message.   To correct the problem, do a lookup in
invoice entry to find the next number to be used and correct the starting invoice number in this option.

Enter the starting invoice number
Enter the next number to be used for your sales invoices

Enter starting number for Propane requests
Enter the next number to be used for your propane requests

338



Change Invoice Data
Jobber, Sales Invoice Entry, Change Invoice Data

The main use of this option is to change cost on updated invoices which may not be restored.  This is
especially useful when you calculate commissions and realize the original cost is not correct.

The difference in cost is displayed on the screen in case accounting wants to make a journal entry
between inventory and cost of sales.

There is an option to cancel invoices; however, you must make sure that the invoice is removed from
inventory as well as accounts receivable. Journal entries are created for cancelled invoices.

Enter GL Posting Date
The system date will default on the screen. Enter the date to be used for the GL entries to be created,
if any.

Search Files
1  Search in the Current Month files
2  Search in the History files

Enter Invoice Number
Enter the invoice number you want to change

Enter Batch Number
Enter the batch number of invoices to be changed
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Information for the invoice will display.  A list of change functions is listed at the bottom of the screen. 

C -  Change date/batch
Change the invoice date and/or batch number on an invoice or batch after it is updated.  The changes
are made in the file that is used in the Sales Analysis Generator.

D - Delete Invoice
This option is not functional in this program.  
Note: If the invoice is in the Current file and has not been paid, use the restore option to restore the
updated invoice and then delete it from the unposted file.

L - Line items/Change Cost
Use this option to change the cost on invoice line items. The Sales Analysis file will be updated with
the new cost for reports but GL will not be updated.  Change the ‘COST’ and ‘ACTCOST’ fields to
the correct amount. In most cases, both should be the same for both of these fields.
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Press <Ctrl> <W> to exit the window and save the changes.  A total cost difference amount will
display.

Press Enter.  A new prompt will appear (highlighted in yellow) to confirm the change to cost.

Respond with Y/N to the new prompt to ‘Change cost for this invoice? (Y/N)’.

G - GL Distribution
The distribution of the invoice displays. No changes are allowed.

P -  Print 
Print function has been disabled. 

Q - Quit
Exit the program.
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Recurring Invoices
Jobber, Sales Invoice Entry, Recurring Invoices

Recurring Invoices are periodic billings for things likes monthly rentals (gas tanks, rent, etc..).  This
applies to recurring invoices for fuel related items or miscellaneous items.  Recurring invoice items must
be set up in the inventory file before them setting up in the Recurring Invoice file.

Billing cycles may be monthly, quarterly, semiannual, annual, or number of days. A record is set up for
each invoice to be generated.  When it is time to create the billing for a specific cycle, invoices are
generated, printed, and updated.
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Add or Change Recurring Invoices
Jobber, Sales Invoice Entry, Recurring Invoices, Add/Change Recurring Invoices

Use this menu option to add, change or inquire on recurring invoices.

Recurring Lookup
Click this button, highlighted in yellow, to see a list of existing Recurring Invoice setup.  You can
select any of the records to view or change the details of the setup.

Customer Number
Enter a customer number or select from the lookup. The customer name will display.

Ship To
Enter a ship to code if needed or select from lookup. Press <Enter> if no Ship To is required.

Location
Enter the location number of the billing item or select from the lookup.
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Item 
Enter the item number to be used on the invoice or select from the lookup. The item description
displays.

ID Number
Enter an ID number to uniquely identify this setup record. If this customer has more than one
recurring invoices, this number should distinguish each record.

Record not found. Do you want to add it?
Y - Add the record
N - Start over or change data before adding.

Org Date
This field was designed to track the original date of tank installation.  It’s not required for other types
of recurring invoices.  It may be used to keep track of the original setup date of other types of
invoices.

Active
A Active setup
I Inactive setup

Status
Enter the status or location of the tank or other equipment for reporting purposes.  This field can be
left blank if it’s not applicable. 

I In-House
R Repair
C Customer

Bill Type
P Propane Rental
R  Other Rental types
S A Recurring Sale
L  A Loan
User Defined  Enter any single letter or number representing a billing type. You can use any letter

other than the ones listed above. For example, A for Accounting,  E for Equipment,
or O for Other. There is no setup file for this field so you must keep track of your
own list of codes.

Location
Enter the location that matches the inventory item.
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Item
Enter the inventory item.  Use the lookup function to view valid choices.

Bill Cycle
M  Monthly
Q  Quarterly
S  Semiannual
A  Annual
D  Days - every X number of days (defined in ‘Bill Frequency’)

Bill Freq
Enter the number of times the invoice will be generated for the Bill Cycle.  For example, enter 1 if
once a month, once a quarter, or once annually.
If the Billing Cycle is ‘D’ (Days), enter number of days between each billing.

Max Bill
Maximum number of billings allowed (like for a loan payoff or contract).  Enter 0 for unlimited or an
ongoing perpetual invoice.

Next Date
For first time setup, enter the first scheduled billing date.

Bill Qty
Enter the quantity of the item to be billed on this invoice (usually 1).

Bill Amt
Enter the amount to bill in dollars and cents (60.50).

Bill Cnt
The Bill Count is the number of times this billing record has been generated. For first time setup,
leave this blank.  The system will add to this number each time it is generated.

Last Bill
The last date this billing record was generated. For first time setup, leave this blank.  The system will
generate this date when they are created. 

PO Num
Enter a Purchase Order Number to print on the invoice, if required.
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Taxable
Is this item taxable for Sales Tax? Enter ‘Y’ to charge tax or ‘N’ for no tax.

Salesman
Enter the code for the sales representative for this billing.  The lookup function is available to show
valid choices. 

Descr
Enter any description of the PO number or terms.

Terms
Select the terms that apply to this billing. Lookup function is available to show valid choices.

Comment
Enter a comment code if a comment should be printed on every invoice.

Serial No
Enter the Serial Number for the tank or other equipment item on this billing record.  Leave this blank
if it’s not applicable.

Tank Size 
Enter a Tank Size or other description of the item.  Leave this blank if it’s not applicable.

Deposit
If the tank or other equipment required a money deposit, enter the amount here.  This is only for
reference.

Route
Enter a Route number for reports or delivery scheduling.  Leave this blank if it’s not applicable.

Seq Num
Enter a Sequence number for reports.  This field can be left blank.

Keep Full
For tank setup, you can enter a ‘Y’ to designate that the tank should be kept full.  If this does not
apply, enter ‘N’ or leave it blank.

Notes
Type unlimited notes or special information about this record. Press the <TAB> to exit the note field.
You many add more notes to this field at any time.
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Other Data Setup

The data fields in the Other Data tab are provided for tanks or equipment.  All the fields are optional and
to be used for reference only.
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Recurring Report
Jobber, Sales Invoice Entry, Recurring Invoices, Add/Change Recurring Invoices

This report lists records in the Recurring invoice file. There are several listing options as
well as Selection Criteria.  

This report can be used to review invoices that will be generated.  There is also a report in the ‘Generate
Invoices’ option which will allow you to verify the billing before invoices are created.

Send Report to
The Windows default printer displays. It may be changed with the <Printers> button at the bottom of
the screen.

Print Customer Address 
Enter ‘Y’ to print the address or ‘N’ for a shorter report without customer addresses.

Enter Billing Cycle
To print a specific Billing Cycle, enter the code (M, Q, S, A, D).  Leave this blank to print all billing
cycles.

Enter Route 
To print a specific Route, enter your code here or leave this blank to print all routes.
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Enter Driver
Enter a specific driver number or leave this blank to select all.

Enter Billing Type
Enter the Billing type or leave this blank to select all.

P - Propane Rental
R - Other Rental
S - Sale

Enter Due Date
Enter the next billing Due Date to print only customers who will receive an invoice next time invoices
are generated.

Keep Full
Enter ‘Y’ to select tank rental invoice where the tank is noted to be kept full.
Enter ‘N’ to select tank rental invoice where the tank is not noted to be kept full.
Leave this blank to select all data.

Selection? (Y/N)
Enter N to print the report as is.
Enter Y and select further criteria.

Sort by
Select a Sort option:

1 - Route
2 - Customer
3 - Billing Cycle
4 - Driver
5 - Next Bill Date
6 - Serial Number
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Recurring Invoice Report

350



Generate Recurring Invoices
Jobber, Sales Invoice Entry, Recurring Invoices, Add/Change Recurring Invoices

As required by the Billing Cycle, create the invoices.  After you click the menu item, the system will
compute the number of invoices to be billed and display it in a message box.

Press Enter.

Send Report to
The  Windows default printer displays. It may be changed by clicking on the <Printers> button at the
bottom of the screen.

Enter due date
Recurring invoices will be created for all data whose Nextdate is less than or equal to Due Date.
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Enter beginning invoice number
A = Auto Assign or enter a beginning invoice number.

Caution: If you enter a beginning invoice number, make sure no one is entering invoices in Sales
Invoice entry using the ‘A’ option until recurring invoices have been created or use a number that is
in a completely different sequence from the regular invoices.

Verify User ID
Accept or change the User ID. This ID will be attached to all invoices in the batch.

Comment code for invoice
Enter the code for the message to be printed on the invoice.  Use the lookup function to view
available comments.  Comment Codes are created in the Master File Maintenace menu.

Enter invoice batch number
Enter a batch number for these invoices.  You may consider using a different batch number than your
normal daily work so you can easily identify them.

Enter invoice date
Enter the invoice date for the invoice. 

Click Create Invoices to proceed.

If errors are found, a pop-up box will appear. Correct the error and begin again. A Recurring Invoices
Register will print the information for these invoices. You must check the register and ensure the data is
correct. Verify totals and use whatever balancing procedures you have used in the past to make sure the
generated invoices will be correct.
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The system will display an Update Status Screen.  Click View Errors and make sure no errors are listed.  

If there are no errors, click Finish Update.
If errors exists, click Cancel Update and make the appropriate corrections.  After the data is corrected,
click Create Invoices again.

Click Exit to exit.
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Recurring Invoice Register
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Index Files
Jobber, Sales Invoice Entry, Recurring Invoices, Index Files

From time to time, Petro-Data may ask you to click this option.  Some errors you encounter can be fixed
by re-indexing the system.  The program works behind the scenes and does not display any activity on the
screen while it is working. 

Index completion message.
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Browse and Fix
Jobber, Sales Invoice Entry, Recurring Invoices, Browse and Fix
 
Browse and Fix is a utility program that will help you view or change a limited number of fields in your
recurring invoice setup.

Select how you will Sort the data to be viewed:
1 - Customer number
2 - Serial number of the equipment

On this screen, you can change any of the fields displayed.  Press CTRL-W to save and exit the screen.  If
you need to change any other data, use the Add/Change Recurring Invoice option.
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Purchases
Jobber, Purchases

Fuel vendor invoices are entered in the Purchasing Module. Vendor invoices are matched to the Bill of
Lading.  The fuel costs in the BOL should match the fuel cost on the vendor invoice.  Costs between the
BOL and the invoice must be reconciled, updated or corrected.  In some cases, you may need to restore
the BOL to correct the data.

Invoice Entry
Jobber, Purchases, Invoice Entry

Purchase invoices for Fuel or other inventory are entered in this program.  You will be prompted to match
the BOL to the invoice.   

Line items you enter in Invoice Entry should match the fuel items in the BOL.    Updating the invoice
adjusts differences in inventory and sends the invoice to Accounts Payable for payment.

Discounts, freight and taxes on purchase invoices are handled several different ways.  More information
is given in the ‘header record’ section of this document.
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Initial Batch Information

Default Purchase Date
Enter the date to be used on all purchases in the batch. You may change this date on individual
invoices as you enter them.

Purchase Batch Number
Enter the Batch Number for your purchase invoices.

Verify GL Location
Enter the default location number for the default GL accounts (bank, AP, pending AP, etc.). The GL
accounts display on the header record of each invoice and can be changed.

Confirm GL Accounts? 
Enter N to accept the default bank GL number on every receipt.
Enter Y to confirm or change the bank account on every receipt. 
The bank GL account is attached to the invoice when it updates to AP.
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Purchase Header Information

Invoice Number
Enter invoice number from the vendor’s invoice statement.  You can use F2  Lookup to inquire on
previously keyed invoices.  If this is a new invoice number, click ‘Yes’, to Add this new invoice.

Vendor
Enter the vendor ID. You can use the F2 Lookup to view a list of all valid vendors.

Purchase Date
The Purchase Date will automatically default from the first screen. Update the date so it matches the
invoice.

Reference 
The value ‘FUEL’ will automatically be entered.  If you are entering an invoice for non-fuel items for
your fuel vendor, change the value to something other than Fuel.  You can use MISC or some word
that describes the item being keyed.
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Transaction Type 
The value EFT will automatically default into the field.  You can change the transaction type as
follows:
1 INVOICE - An Invoice creates an Accounts Payable Open Item.
2 PD CHK -  Paid with Check (UPS COD, etc.) and creates an AP Paid Item. The priority code is

not relevant. Enter the check number and check amount when prompted. A check register record
will be created in Accounts Payable.

3 PD CSH - Paid with Cash (UPS COD, etc.) and creates an AP Paid Item. Be sure to enter the
Petty Cash Account Number instead of the Bank Account Number in the GL Account Number
section.

4 EFT - Electronic Funds Transfer and creates an AP Open Item.  It will be selected when you
create a Vendor EFT and is coded like a manual check so it will not be included on any check
printing run.

5 INTERCOMPANY - Creates an invoice that credits an account other than Accounts Payable. No
Open Item is created. The message 'Verify intercompany account to be used instead of Accounts
Payable' displays. Enter or verify the General Ledger account number to be used.

6 INSTALLMENTS - Creates a payable in installments. Separate open invoice records are created
for each installment due date and amount. Enter installment data when prompted or select I to
display the installment window.

Check Data
If you selected Transaction Type of 2 - Paid Check, enter the appropriate data for Check Number,
Check Date and Check Amount.

Payment Priority
M For EFT payments
2 Regular Schedule for Approve to Pay in AP when payment is to be made
You can use any other number from 1 to 9 to mark payment priority.

Terms
The terms description, if any, from the vendor master file will display. This field is only for reference.
The Due Date and Discount date determine the cash requirements information in Accounts Payable.

Due Date
Due Date is calculated as Invoice Date + ‘Net Day’ field in the AP Vendor file.  If Net Day is zero or
blank, the invoice date will be the default in this field.  You can also manually enter any desired due
date.   
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Discount Date
Discount Date is calculated as Invoice Date + ‘Discount Day’ field in the AP Vendor file.  If Discount
Day is zero or blank, the invoice date will be the default in this field.  You can also manually enter
any desired due date. 
The accuracy of this date is important because the system will not automatically approve the discount
if the payment is made after the due date. It may however, be manually approved in AP approve to
pay.

Discount Percent
The discount from the vendor master file displays, if any. The discount amount will be calculated on
the invoice total - including all line items, and displayed after the invoice subtotal is calculated.  
This method of discounting will not work if the total invoice amount is not discounted (such as fuel
invoices).

Discount Amount
This discount amount you enter here will be deducted from the invoice during the EFT or AP
Payment Approval process.  If a discount percent was entered, the calculated discount displays for
verification only. The discount is calculated as Subtotal times Discount %. 
Do NOT enter a discount here if it has already been entered in one of the other discount fields. 

NOTE: Discounts can be handled one of three ways (use only ONE):
1. If calculated, the amount will be stored as a memo in AP and allowed if the payment is made by

the discount due date. GL distribution for discount is created when payment is made if discount is
taken.

2. If an amount is manually entered in the ‘Discount Amount’ field, it also will be stored as a memo
in AP and allowed if the payment is made by the discount due date. GL distribution is also created
when payment is made.

3. If a percent is manually entered in the ‘Discount’ field, the discount is taken when the purchase is
updated and the NET invoice amount (‘Inv Tot’) is sent to AP Open Item file. GL distribution for
discount is created when purchase is updated.

Subtotal
Enter the subtotal (invoice total + discounts). 

Discount
Enter the discount amount from the invoice.  This amount will reduce inventory costs to offset the
purchase cost of the fuel.   

Invoice Total
Enter the Total Amount of the Invoice.  This amount will post to Accounts Payable.
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GL Accounts
Verify the GL Accounts for AP, Cash and Discounts.

Click on Lines.  Reply ‘Y’ to add a BOL to this invoice.

Purchase Detail Line Information

Add a BOL to the Purchase Invoice.

Use the Lookup function in the BOL field and select the BOL that is related to this purchase invoice. 
After you select the BOL, Click Exit/Save.  The detail BOL data will be added to the purchase invoice
screen.

The BOL totals should match the vendor invoice totals.  If they don’t match, you will see the difference
the field DIFF.  If the totals don’t match, review the BOL and invoice to the vendor invoice document.
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Possible reasons for a difference include:
1. Cost per gallon is incorrect.

a. Select the line and click the ‘Edit’ button.  Change the cost to agree to the invoice.  
2. Taxes are different from what was captured as prepaid on the BOL.

a. Tax setup and the Tax Authority have have been incorrect.  Please check the Tax Authority
setup in Jobber, File Maintenance, Fuel Taxes.  A restore of the BOL may be required to fix
taxes.  

3. Other charges such as tax credits, superfund are missing.
a. Click the ‘Add Line’ button to add the missing charges to the invoice. 

4. Invoice Total or Discount was entered incorrectly.
a. Click the ‘Chg Totals’ button and verify and/or make corrections to the amounts you entered

from the invoice.
5. Gallons are incorrect.

a. Delete the invoice, restore the BOL and correct it. In some cases, adding a line with the extra
gallons is okay. Call Customer Support for help.

 

In some cases, you may be out less than $1.  This could be due to rounding.  You have the option to clikc
the FIX button.  The difference will be added to the Discount field.  

When Difference is Zero, you an Pre-Post and Update the invoice.
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Pre-Post Errors Only

Pre-Post Detail Report

Prepost Report
Jobber, Purchases, PrePost Report

Select the batch to Pre-Post.  Keep the defaults of Errors Only and Print Order of Invoice Number.  Click
Display.  The Pre-Post edit report will display.  Make sure there are no errors listed.  If there are errors,
return to the invoice and make the appropriate correction.

If you would like to see all details of the
Pre-Post, click the option to Print
Detail Report.
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If you have no errors, proceed to the Update.
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Purchase Update
Jobber, Purchases, Purchase Update

Send Report To
Default is Print to File.  A copy of the update report will be written to your Reports directory.

Enter Batch Number
Enter the batch number to be updated.

Enter GL Posting Date
Enter the GL posting date.  You can enter the date of the invoice or some other date that is relevenant
to the current month.

Automatic price changes (Y/N)
Accept the default of ‘Y’.

Change last cost on receipts (Y/N)
Accept the default of ‘Y’.

Change last cost from invoices (Y/N)
Accept the default of ‘Y’.

Click Update.
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Check the report and make sure there are no errors.  The GL Proof at the bottom should be zero.  

Click Exit from the Report screen.
Click View Errors.  If there are errors listed, Cancel the Update.  Return to the purchase invoice and make
the appropriate changes.
If there are no errors, click on Finish Update and Return to Menu.
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Restore Purchases
Jobber, Purchases, Restore Purchases

Restore Type
Enter ‘P’ to restore a Purchase Invoice.

Enter batch number
Use the Lookup function and select the batch you want to restore.

Enter batch ID
The batch ID is a system generated number.  It will populate automatically when you select the batch
number.

Enter Invoice No
If you have a specific invoice number you want to restore, enter it here.  Leave this blank to restore all
invoices for the batch.

Enter todays date
The system will default to today’s date.

Click the Restore button.
Click View Errors.  If there errors listed, click Cancel Restore and call Petro-Data support.
If there are no errors, click Finish Update and Return to Menu.
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Purchase Reindex
Jobber, Purchases, Purchase Reindex

From time to time, Petro-Data may ask you to click this option.  Some errors you encounter can be fixed
by re-indexing the system.  The program works behind the scenes and does not display any activity on the
screen while it is working. 

Key in ‘Y’ when prompted - Ready to re-index purchase files? 

When the program has finished re-indexing it will display the following message in the upper right hand
corner of the screen.

Press the enter key to return to the Jobber menu.
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Posted Report
Jobber, Purchases, Posted Report

This option is a reporting option for posted purchase invoices. The report can be printed with detail or
summarized by department.   

Output To
S to display the report on screen.
P to print to a printer.
F to write to a Text File.  You will enter the full path and file name.
Q to return to the menu without printing.

Select Data
1 - Select purchases from the Current Month only.
2 - Select purchases from Historical data only.
B - Select purchases from both Current and History.

Range
1 - Enter a range of beginning and ending batch numbers.
2 - Enter a range of beginning and ending dates.
3 - Enter a single invoice number.

Sort Option
1 - Sort and subtotal the report by Invoice.
2 - Sort and subtotal the report by Item.
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Report Format Option
1 - Print Detail Report with line items.
2 - Print Summary by Department with departmental totals only.

Print Fuel Items Only? (Y/N)
Enter Y to print only Fuel purchases.
Enter N to print all purchased items including miscellaneous purchases.

Input Selection Criteria?
Enter Y if additional criteria is needed to select the Purchases data.   For example, you could choose
to limit the change to a certain vendor or a specific item. Enter N if Selection Criteria is not needed.

Enter the Report Date
Today’s date displays.  It has no effect on the data in the report.

Is Everything Ok? (Y/N/P=Printer/Q=Quit)
Y to print the report using the selected options and printer or screen.
N to change a selected report option.
P to change to a different printer or print option.
Q to quit without printing.
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Detail Purchase Report
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Summary by Department
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Fuel Report
Jobber, Purchases, Fuel Report
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Batch Status Report
Jobber, Purchases, Batch Status Report

This Report shows unposted and posted batch totals for a specific batch or for all batches. It includes
distribution and line items

Output To
S to display the report on screen.
P to print to a printer.
F to write to a Text File.  You will enter the full path and file name.
Q to return to the menu without printing.

Enter Todays Date
Today’s date displays.  It has no effect on the data in the report.

Option
1 - print all batches
2 - print detail for one batch

Enter Batch
Enter the batch number if selected the option one batch only

Is Everything Ok? (Y/N/P=Printer/Q=Quit)
Y to print the report using the selected options and printer or screen.
N to change a selected report option.
P to change to a different printer or print option.
Q to quit without printing.
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Batch Status Report
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Purchase Install
Jobber, Purchases Purchase Install

This Purchase Install Program sets the default values and choices for your company.  The password for
this option is INSTALL.  

The first two questions are defaults for the beginning of ‘Input Vendor Invoices’:

Enter default location for GL numbers
This is usually the terminal location. The determining factor is usually the bank account GL number
needed for purchases.

Confirm Bank Account on every purchase? (Y/N)
The most common values is N to not confirm the bank account number on every purchase.
Enter Y to confirm the bank account every time.
Note: The Bank account GL number is tied to the invoice as it updates to Accounts Payable. An
incorrect bank account could keep the invoice from being paid.

The next three questions are defaults for the ‘Purchases Update Program’:

Do you wnat to change last cost from receipts?
Y to post new last cost amounts in the inventory file from any receipts being updated in the batch.
N to leave the existing cost in the last cost field in inventory.

Do you want automatic price changes? (Y/N)
Y to recalculate the five prices in the inventory file using the new last cost from receipts or invoices
being updated in the batch, and the markup data in the item records. Old and New prices will print on
the update report.
N to leave selling prices the way they are until you manually change them.
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Do you want to change last cost from invoices? (Y/N)
Y to post new last cost amounts in the inventory file from any invoices being updated in the batch.
This keeps your inventory valuation accurate and any update that has no fifo will have an accurate
cost.
N to leave the existing cost in the last cost field in inventory.

Use vendor cost on non fuel purchases? (Y/N)
N - this is a special feature used for non-fuel purchases. It requires other special options such as a
variable in Inventory File Maintenance which uses the Vendor Cost field for calculating prices and
the Last Cost field for the inventory valuation and cost.
Y ONLY if instructed to by Petro-Data Software Support.

Is Everything Ok? (Y/N/P=Printer/Q=Quit)
Y to print the report using the selected options and printer or screen.
N to change a selected report option.
Q to quit without printing

Note: As in most install programs, different answers to variables make the software run differently, so
you must be returned to the desktop to begin running Petro-Data from the login.
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Purchase vs Sales 
Jobber, Purchases, Purchase vs. Sales

This report shows number of gallons differences between Sales Invoices and Purchases Invoices. Report
ARPURINV will be written to the CUR\ directory automatically

Today’s Date
Accept today’s date.  This date will print on the report for information only.

Report Range
D - Select by a range of Dates
B - Select by a range of Batch Numbers

After making the range type, enter your range of values, either dates or batch numbers.

Select Files
1 - Current Month data only
2 - Historical data only
3 - Select both Current and Historical data.
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Option 1 - Sales Difference

Option 2 - Purchase Difference

Enter Tax Type
Enter a fuel tax type.  Fuel Tax Types are defined in Jobber, Master File Maintenance, Inventory
Maintenance.  The field on this page is Tax Type.

Difference Type
1 - Show Sales Diff

Show differences between Sales Invoices and BOLs
2 - Show Purchase Differences

Show differences between Purchase Invoices and BOLs
3 - Show All Differences

Show all differences between BOLs, Sales Invoices and Purchase Invoices
4 - Show All

Show all totals and quantities for BOLS, Sales Invoices, and Purchases
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BOL Comparison
Jobber, Fuel Bill of Ladings, BOL Comparison 

This report cross-references and lists each updated BOL compared to the sales invoice and the purchase
invoice for each item.  This includes both posted and unposted data.  Discrepancies are listed in a separate
column.  Blends will keep the report from having zero discrepancies because the sale or transfer of the
blended item is not listed.

Report Range
One Batch
A Range of Batch Numbers
A Range of Dates

Enter Batch Range or Date Range
Enter a range of either dates or batch numbers, pending on option above.

Files
Current to print data from the Current File
History to print data from the History File
 Both to print data from both current and history.
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Select Difference Type
Sales Diff Sales Invoice does not match the BOL.  The Sales Difference is not zero.
Pur Diff Purchase Invoice does not match the BOL.  The Purchase Difference is not zero.
All Diffs Show both Sales and Purchase differences.
All BOLs List all BOLs.

Input Selection Criteria?
Enter Y Select additional criteria is needed to select the sales and receipts data.   For example, you

could choose to limit the change to a specific item. 
Enter N Selection Criteria is not needed.

Export to Excel
You can choose to write the report to an excel file.  File to be written is
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Pending Report
Jobber, Purchases, Pending Report 

This option will provide two reports.  The Pending Receipts report will show estimated AP totals from
Receipts or BOLs that have not been invoiced by the vendor.  The Pending GL Audit report will display
purchases that have not been updated in the GL.

Report Option
1 - Pending Receipts
2 - Pending GL Audit
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Sales Analysis Generator

Summary Sales Analysis
Jobber, Sales Analysis Generator, Summary Sales Analysis

The Summary Sales Analysis Report is a report which compiles sales in units, dollars and cost with many
options for subtotals and grand totals.  The subtotal and grand total options will depend on the setup data
in Jobber and Customers.  Reports may be printed with or without profit.  

The only way to completely understand this powerful tool is to experiment with the different options.
This report can be used to calculate commissions if careful attention is paid to correct cost when sales
invoices are updated.  
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Define Report Criteria

Output To
S -  display the report on the screen.  
P -  print to a printer and select the desired printer.  
F -  print to a Text File and enter the full directory path and desired file name.  
Q -  return to the menu.

Enter Todays Date  
The current system date will be automatically displayed.  Press enter to accept the date or enter a
report date.  This date has no affect on the data for the report.

Define Subtotals and Grand Totals 
Defining subtotals and grand totals is dependent on what you need from the report.  There are 10
choices you can select for your totals on the report.  The data is captured from your setup when
invoices are updated.  Some of these choices depend on your setup values.  There is also the ability to
sort the data (numerically or alphabetically) for the subtotals and grand total.

1. Salesman
a. Salesman data is defined in the Jobber File Maintenance module.  A salesman is assigned to

each customer.  
2. Driver

a. Driver data is defined in the Jobber File Maintenance module.  In the initial setup, you defined
whether you will include drivers when you enter the Bill of Lading.  This field can be selected
for totaling if you do enter driver information in the BOL.

3. Territory
a. Territory data is defined in the Jobber File Maintenance module.  Territories are assigned to

each customer. 
4. Industry

a. Industry data is defined in the Jobber File Maintenance module. Industries are assigned to
each customer.

5. Customer
a. Customer data is defined in the Accounts Receivable module. 

6. Location
a. Location data is defined in the Jobber File Maintenance module. Locations are assigned to

inventory items.   
7. Department

a. Department data is defined in the Jobber File Maintenance module. Departments are assigned
to inventory items.   
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8. GL Code
a. GL Codes are created in the General Ledger module.  They are assigned to each inventory

item.
9. Category

a. Category data is defined in the Jobber File Maintenance module.  Categories are assigned to
each customer.

10. Item
a. The Item number is based on your inventory setup.  Inventory items include fuel and other

miscellaneous sales items.

Current or History
C Include Current Period dates or batches only
H Include Historical Period dates or batches only (not current data)
B  Include both Current and History dates and batches  

Select Range
1   Enter a range of Dates
2   Enter a range of Batches
3   Enter a range of Dates AND a range of Batches

Print misc items?
Y Include miscellaneous inventory items assigned to department 9999 and stock code M.  This may

distort the overall profit percent because these items do not have a direct cost.
N  Exclude miscellaneous inventory items such as freight, surcharges, load fees, credit card fees, etc.

from the report.  Grand total profit amounts will be more accurate if miscellaneous items are
excluded.

Selection Criteria?
N Print the report without additional criteria.
Y Select additional criteria to narrow the report to specific customers, department, items, etc.   

Profit Option
1 Print the profit in GM% (Gross Margin percent) format.

Gross margin is (Total Sales - Cost of Goods)/Total Sales
2 Print the profit in ROI% (Return on Investment percent) format.
3 Print the profit in Profit/Gal (Profit per Gallon or unit) format.
4 Print without Cost or Profit calculation.  This is a good option to use if you have to send the report

to a customer.
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Summary Sales Analysis
Subtotal by Item,  Grand Total by Location

Cost Option
1 Use Gross Cost from Rack Price setup 
2 Use Net Cost from Rack Price setup
3  Recalculate the rack prices before printing the report.

Include freight per gallon in cost of sales? (Y/N)
N  Print the report without freight costs.
Y Include freight calculated in the BOL module but NOT included in the price of the fuel.  Also, if

freight is entered in the freight bill module and attached to BOLs, it can be included in the cost for
reporting purposes only, for profit calculation.

Report Columns Definitions
Units Total gallons or other quantity
Sales in Dollars Total sales are summarized by inventory item 
Cost of Sales Net Cost * Units
Profit Dollars Sales less Cost of Sales 
Gross Margin Profit Dollars/Sales in Dollars 

388



Summary Sales Analysis
Profit per Gallon Option

.
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Detail Sales Analysis
Jobber, Sales Analysis Generator, Detail Sales Analysis

The Detail Sales Analysis prints transactions for each customer of sales, cost and profit.  The transactions
can be printed with Detail by customer or Summarized by customer.  The Sort option will sort and total
these transactions.  The sort and total options will depend on the setup data in Jobber and Customers. 
Reports may be printed with or without profit.  Grand Totals will be printed at the end of the report.   

 

Detail/Summary
Print detail transactions by date or summarize the transactions by the Sort option selected.

Current/History/Both
Print data from current month, prior months history or all data (Both) in the system.

Batches/Dates
Select to print by a range of batch numbers or a range of dates.

Sort By
There are many ways to sort the data.  Choose the option that matches how you want to see the data.
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Customer Number
Enter one customer to print their data or leave this blank to print all customers.

Selection Criteria
Enter Y if additional criteria is needed to select the Sales data.   For example, you could choose to
limit the change to a certain vendor or a specific item. Enter N if Selection Criteria is not needed.

Cost Options
Cost Cost charged to the customer
Actual cost Cost plus Discount (1% defined in BOL Install Program)
Rack Calc Recalculate the rack price before printing the report

Rack Type
Gross Use Gross Cost from the racks
Net (1%) Use Net Cost from the racks

Subtotals
Show Profit Show Profit
Sales Only Print Sales Only
Frt Sold/Profit Print Freight and Profit 

Cost + Freight - Profit/Gal.  Unless you use the Freight Bill module, this may
show a negative profit on the report.

Fuel Tax Print fuel taxes
BOL Freight Print freight calculated in the BOL
No Dollars Print gallons or units and omit the dollars 

Other Options
Include Misc Items Check this to include miscellaneous inventory items assigned to department

9999 and stock code ‘M’.  These items have no direct cost so may distort
overall profit percent.

Show Customer Name Print customer name if sort options include the Customer field
Show Address Print customer address if sort options include the Customer field
Export to Excel Export the data to an Excel worksheet
Paid Only Only print sales invoices that have been paid
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Cost, Gross Rack, Subtotal Show Profit

Report Columns Definitions
Product Inventory Item
Price Rack Price or manually entered price
Dollars Price * Qty
Qty Gallons or other quantity 
Net Cost Sales Price less taxes or Net Rack price
Profit Sales Price less Net Cost * Qty
Prof % Profit / Dollars
Prof Gal Profit / Qty
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Cost,  Gross Rack,  Subtotal Sales Only

Cost, Gross Rack, Subtotal Frt Sold/Profit

Cost, Gross Rack, Subtotal Fuel Tax
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Cost,  Gross Rack, Subtotal BOL & Freight

Subtotal No Dollars
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Fuel Tax Reporting

The Fuel Tax Report Module is a series of programs which extract fuel tax information from updated
invoices,  BOLs and  purchases for a specified period of time.  Tax audit reports can be printed for your
records.  Some state tax reports will also create files that can be imported into state tax software. 

You will always begin with a master ‘Fuel Tax Calculate’.  This program creates a file with each state’s
tax data.  Each state tax module will also have it’s own state-specific calculation process.   All tax and
audit reports are printed from information in this calculated file.  These reports audit both taxable and
non-taxable transactions. The file is replaced with new data every time the Calculate is run.
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Fuel Tax Calculate
Fuel Tax Reporting, Fuel Tax Calculate

This program gathers data for the standard Fuel Ttax Rreport by Tax Code and detailed audit reports on
both fuel sales and receipts. Run this program before you begin printing audit reports. A temporary file is
created which does not get overwritten until another calculate is run.

Search Files
Enter 1 for Current Files.
Enter 2 for History Files.
Enter 3 for Both Current and History Files.

Report Date
Today’s date will default.

Select Range
Choose to process data either by date, by batch numbers or by both.

Enter Range
Enter the appropriate values for dates and/or batch numbers depending on your choice for Range.

Calculate for Detail Sales Tax Report
Enter ‘Y’ only if you will calculate tax reports for Florida. If you do not need to file data with Florida,
enter ‘N’.
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Create Tax Calculation Records
Get Exemption Codes
Get Taxable and Non Taxable Sales from Detail File
Get Taxable and Nontaxable Purchases from Posted Purchase File
Get Taxable and Nontaxable Purchases from Unposted File
Ending Time is 10:15:31

Computer is Finished Gathering Fuel Tax Totals. Print Report? (Y/N)

The program will display each calculation step:

Enter ‘Y’ to print the standard report
Enter ‘N’ to skip the print.
This is the same report that may be reprinted using the option ‘Fuel Tax Report’.
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Fuel Tax Report
Fuel Tax Reporting, Fuel Tax Report

This option reprints the report based on the most recent Fuel Tax Calculation program. Once the
calculation program has been run, as many reports as needed may be printed based on the calculation
criteria. This report prints fuel tax totals on both sales and receipts.

Omit Codes with Zero Taxes
‘Y’ omit zero tax codes.
‘N’ print all tax codes regardless of the amount.
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Federal Refund
Fuel Tax Reporting, Federal Refund 

The calculate program must be run before this option. If you file quarterly, calculate for the quarter and
then run the Federal Claim for Refund Report. The ‘New Format' prints like the Federal form. The ‘Detail
Report' has an option for a wide report.  Gasoline and Diesel reports must be printed separately.

There are two formats available for printing in Petro-Data.

1 - New Format
Print the most recent Federal Format. If the format has changed very recently, the change may not yet
be programmed and installed on your system.  Please contact Petro-Data Support if need further
information.

Select Range
Choose to select by either Dates or Batch numbers.

Enter Batch Numbers or Dates
Enter the appropriate values for dates and/or batch numbers depending on your choice for Range.

Print Summary Only
Select ‘N’ to print detail and summary reports.
Select ‘Y’ to print the Summary report only.
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Federal Claim for Refund - Gasoline

Enter Federal Tax Codes
Enter the federal tax codes for this report.  Use the F2 lookup feature to help you select all federal
codes.  You will need to print separate reports for Diesel and Gasoline.

Note: Diesel and Kerosene reports would have an ‘X’ in either the ‘K’ or ‘D’ column.
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2 Detail Report Format

Print detail information with customer and invoice detail.  This report is usually run by date within the
calculated period. If you keep your batch numbers and dates the same, you could run it either with batches
or dates and get the same results.

Select Range
Choose to select by either Dates or Batch numbers.

Enter Batch Numbers or Dates
Enter the appropriate values for dates and/or batch numbers depending on your choice for Range.

Enter Federal Tax Codes
Enter the federal tax codes for this report.  Use the F2 lookup feature to help you select all federal
codes.  You will need to print separate reports for Diesel and Gasoline.

Input Selection Criteria
You have the option to select additional criteria, if required.

Option
1 - Summary prints total gallons by customer.
1- Federal Format with Detail prints the Old Federal Format and gives you each invoice for each

customer 
2- Detail Wide Paper prints on 15" wide paper for dot-matrix printers only.
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Print Address for Customer
Enter ‘Y’ to print the address and Federal Tax ID number from the Customer Master File. 
Enter ‘N’ to print only one address line.
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Texas Tax Module
Fuel Tax Reporting, Texas Tax Module

The Texas State Fuel Tax Module conforms to the reporting requirements in place in 2008 with all recent
updates. It is your responsibility to know the tax laws and to test the accuracy of the reports provided in
this module. Printing the reports also creates files which may be imported into the Texas Fuels Tax
Electronic Filing software.  You can check the status of Texas Filings in the Texas Electronic software
and select all the reports that have been filed by your company. 

The main Fuel Tax Calculate must be run before Calculating for Texas State Tax reports.  

General Information and Setup:
1. The correct setup of the files is key to preparing correct reports.
2. Tax data is stored when invoices and BOLs are updated.
3. Corrections can be made to tax data before importing it into the Texas Electronic software.
4. Schedules are created based on Exemption Codes entered in the Texas Tax Install program
5. Exemption File Setup 

a. Tax exemptions in Texas are the following: Signed Statement, License Holders, US Governments,
Public Schools or Transportation Companies, Non-profit Electric/Telephone Coops, Aviation fuel
dealers.

6. Customer File Setup
a. ‘State' must have TX or state where fuel is delivered. Use the Ship-To if fuel is delivered in TX 

but customer billing address is out of state.
b. ‘St No' must have the customer's Texas Tax ID Number
c. ‘Ex Code' in Customer Taxes tab should have an accurate exemption code on each tax the

customer is not required to pay.
7. Customer Ship-to File

a. ‘State' must have TX or state where fuel is normally delivered.
8. Vendor File

a. ‘Fed ID' must have correct Texas Taxpayer ID
9. Terminal File

a. ‘State' must have TX or state where terminal is located
b. ‘License Number'  must have the terminal locator code (such as T-75-TX-1234) if this is a

federally licensed terminal. If not, it must be Blank. Look on the Texas Taxes website for a list of
Texas terminals.

10. Truck File
a. ‘Truck FEIN' must have the Texas Tax ID of the common carrier or your Tax ID for company

trucks and transports.
b. ‘Tran Mode' must be ‘J_' for transports and bobtails. There is a different code for barges and other

modes of transportation.
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11. Location File
a. ‘State' must have TX or the state where the bulk plant or consignment is physically located.
b. ‘State EIN' must have your Texas Tax ID since you own the fuel.

12. Bill of Lading Entry
a. Origin State comes from Terminal File Setup
b. Destination State comes from Customer, Customer Ship-To, or Location file
c. Taxes (prepaid or not) come from the Tax Authority Setup.

13. Sales Invoice Entry
a. Origin State comes from the Location or Terminal File setup
b. Destination State comes from Customer or Customer Ship-To file setup
c. Taxes and exemptions come from Customer or Customer Ship-To Tax Authority

14. Import Schedules
a. Import numbers are entered during BOL entry.

15. Diversions must be entered manually into the Texas Motor Fuels Tax program.
16. Tax Id Numbers are used in import files (not customer names). These numbers match the numbers in

the ‘Other Party' file of the Texas Electronic Motor Fuels Tax software.

TIP: When correcting schedules, make all of your master file changes first, recalculate both the regular
and State, and then make any other changes that were not corrected. After that, you can reprint the
reports only.
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Calculate Texas Taxes
Fuel Tax Reporting, Texas Tax Module, Calculate Texas Taxes

This option extracts Texas data  from the file created in the main Fuel Calculate.  It uses information in
the Texas Install program to create the required schedules including purchase, sales, and import/exports.

Normal Processing of State Fuel Tax Data:
1. Calculate Texas Fuel Taxes after you have calculated on the Main Menu.
2. Print schedules in Summary to create the Electronic Files.
3. Import schedules into Texas Electronic Filing software.
4. If errors occur, browse and fix data. Reprint the schedules.  Import into Texas Electronic Filing

software again.

The Main Calculate Fuel Taxes should be run before processing Texas Taxes.  Press Ento to
acknowledge this message. 

Enter the range of dates for Texas Tax Calculation.

Nothing prints from this program unless errors are found or data, such as carriers or tax id
numbers, is missing. When this Calculate is complete, you are returned to the Texas menu.

Error messages that display during the calculate must be analyzed and corrected if necessary
before the final schedules are printed for import.
Sample Error Message

See the Browse and Fix Section for trouble-shooting error messages and instructions whether a 
recalculate is needed.
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Print/Make Electronic Files 
Fuel Tax Reporting, Texas Tax Module, Print/Make Electronic Files

This option prints the required purchase, sales, and import and export schedules.

NOTE: When you run this option, the system will create the schedules in import file format regardless of
your choice of output (display, printer, etc...). Each time you run this option, the previous import file is
overwritten. Be sure to print in Summary before importing the schedules to your Texas Electronic Filing
software.

Enter schedule to print (blank for all)
Enter a specific schedule or leave blank to print all schedules.  The F2 Lookup function will show you
a list of all valid schedules.  The import file will be created only for the schedules you select.

Your FEIN
Enter your federal ID number.

Your Name
Enter your company name.

Enter Month/Year
Enter the two digit month and four digit year for the report.
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Option
S - Summary by Customer

Print the Summary report when all of your corrections have been made and you are ready to
import the data into the State Electronic software. 

D - Detail for each Document
Print the Detail report if you had errors in the calculate and need to make corrections. You may
also want a detail copy for your files.

Default Date for Summary
Enter the date for the Summary report, if Summary option was selected.

Show Biodiesel Details
Enter ‘Y’ to include Biodiesel details.
Enter ‘N’ to omit Biodiesel.

Omit Propane
Enter ‘Y’ to include Propane details.
Enter ‘N’ to omit Propane.

Important Notes: 
1. The import files are recreated each time you print or display the schedules.  If you made corrections in

the Browse Sales by Customer or Browse Purchases by Vendor, you should only reprint the
schedules to create new import files which include the corrections.

2. If necessary, be sure to reprint the schedules in detail for your records. If you go back later and
recalculate, your corrections will not be reflected in the new calculated report. 

3. Before you import into the State Electronic Software, print this report using the Summary option. 
Summary report prints by Carrier, Terminal, and Tax Type.  Exempt Sales Schedules will summarize
by Carrier, Terminal, Tax Type and Customer.
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Schedule GTP
Texas Schedule of Gallons Removed from IRS Registered Terminal

The electronic import file names are printed at the bottom of each report. In some cases, the drive letter is
not printed. As shown on the above report, the file name and location are \cur\finv\GSTAXPD.TXT. The
schedule code is GTP.

When you are ready to import to Texas Electronic software, the files will be found in:
DRIVE:\cur\finv\file.txt 

DRIVE is your network drive like ‘P' or ‘C'
finv the Jobber Inventory directory.  This could also be ‘ginv’ or ‘hinv’ depending on your

installation.
file.txt The specific schedule name, like gastaxpd.txt in the above example.
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List of Schedule Codes and Names available in Petro-Data

Any entry with a blank Schedule Code will not appear on any schedule.

Schedule SZZ are transactions that cannot be classified. For example, transactions that
have to be entered in the tax reports but do not require schedules, such as Dyed diesel
fuel sold with tax. Call customer support for assistance analyzing and fixing these
transactions.

If Import and Export schedules print and you do not import or export fuel to other states, the State code in
either the Terminal file or the Customer file is missing the value of TX.
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Browse and Fix 
Fuel Tax Reporting, Texas Tax Module, Browse and Fix 

To make mass changes to the Customer file, Ship-To file, Vendor file, Truck file or Terminal file, use
these menu options.  

To navigate within the Browse & Fix windows, use the tab key, the arrow keys or the enter key to move
across the columns. Use the Page Up/Page Down keys to move up or down a page at a time, or the up and
down arrow keys to move up or down one line at a time. If you prefer, the mouse can be used on the slide
bars or to click on a cell.  Press <Ctrl> <W> to exit the window and save the changes. The <ESC> key
may also be used to exit a window if no changes were made.

If a transactions is on the wrong schedule because of the wrong exemption code, correct the schedule
code using the appropriate  ‘Browse’ menu.  The message should display on the screen that the schedules
are being reassigned.

Options 1, 2, 3, 4, 5, and 8 are Setup Maintenance options and make permanent changes to master files.
Future sales and purchases will reflect these changes.  If you Re-Calculate, some but not all of changes
will be reflected in the schedule data.  For example, a change to Tax ID Number will be reflected in a re-
calculate but changing Exemption Codes will not be reflected.   Exemption codes are stored during a
BOL or Sales invoice so setup changes will have no impact.

Options 6 and 7 are temporary changes to State Tax Schedules only. Do Not Recalculate or you will lose
the changes. These options are used to change, remove, or add data to the schedule codes.

For both of these cases, you must reprint the schedules to recreate the import files.
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1 - Customer File
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Customer File 

Use this option to enter a Federal ID Number or a State Tax Number. ‘Registered' means there is a
maximum number of gallons they may purchased in one month. Any changes made here will be a
permanent change in the customer setup file.  Press <Ctrl> W to save the changes and exit.

Recalculate the Texas Taxes and reprint the schedules. Any State numbers added in file maintenance will
be added to the transactions on the report.
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2 - Customer Ship To File
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Customer Ship To File 

If an exempt customer has a Ship-to address, the Ship-to address record must also have the Tax ID
number in the setup. If a customer is listed more than once, the customer has more than one Ship-To
record.  Column ‘DEP NO' is the State Tax ID Number.  Any changes made here will be a permanent
change in the customer setup file.  Press <Ctrl> W to save the changes and exit.

Recalculate the Texas Taxes and reprint the schedules. Any State numbers added in file
maintenance will be added to the transactions on the report.

Important Notes: 
1. All Ship-To addresses must have the State ID number and all exemption codes that apply to the

customer at this address.
2. If a customer's billing address is out of the State of Texas, you must set up a Ship-To record with a

TX address. Otherwise, all sales to this customer will appear on the export schedule.  After setting up
the Ship-To address, you may use it as the default ship-to address for invoicing by entering it on the
first screen of the AR Customer Record in File Maintenance in the ‘Ship To' field. A portion of the
address line will display.
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3 - Vendor File
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Vendor File 

The Vendor ‘FEIN' field must contain the supplier's State ID Number. It is usually an 11-digit number
with no dashes or spaces. Any changes made here will be a permanent change in  Accounts Payable
setup.  Press <Ctrl> W to save the changes and exit.

Recalculate the Texas Taxes and reprint the schedules. Any Tax ID numbers added in file maintenance
will be added to the transactions on the report.
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4 - Location File
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Location File 

If you get error messages during the Texas Tax calculation that there is ‘No DEP Number in the
Location’ record, use this browse to correct the problem. The number is usually your company tax ID
number.

This number and the ‘State' field are used to determine the DESTINATION of the purchased fuel and the
ORIGIN of fuel sold from the bulk plant.  All locations records including consignment and cardlock must
have your State ID number in the ‘Registration Number' field. Also, the ‘State' code must represent where
the location is, whether in Texas or in another state. Any changes made here will be a permanent change
in Location setup.  Press <Ctrl> W to save the changes and exit.

Recalculate the Texas Taxes and reprint the schedules. Any Tax ID numbers added in file maintenance
will be added to the transactions on the report.

Recalculate will not fix the ‘State' code. Correct the schedule codes in ‘Browse Sales' or ‘Browse
Purchases' option.
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5 - Truck File
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Truck File 

The ‘FEIN' numbers in the truck file is the carrier's Texas Tax ID number whether they are company
transports and bobtails or common carriers.

Enter the State-assigned carrier number in the FEIN field of the browse window. Enter your company
State tax number for your trucks and the Transport Company's Tax ID for Common Carriers. 
Any changes made here will be a permanent change in Truck setup.  Press <Ctrl> W to save the changes
and exit.

Recalculate the Texas Taxes and reprint the schedules. Any Tax ID numbers added in
file maintenance will be added to the transactions on the report.
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6 - Browse Sales by Customer (No recalc)
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Browse Sales by Customer 

If you make changes using this option, do not recalculate.  Fixes made in this browse program are not
permanent. They will correct printed schedules and the import file.  You must reprint the schedules to
recreate the Electronic files with the corrections.

This browse option allows you to remove transactions from schedules, add transactions to schedules,
move them from one schedule to another, change origin or destination cities, and add or change State ID
numbers.  

Choose the option that will be most efficiently serve your purpose. All Schedules is the
most used if the corrections need to be made on transactions that are already on
schedules.

1 - All Transactions This will display all transactions for the calculated period whether they are on a
schedule or not. If a transactions needs to be on a schedule, find the transaction
and type in the schedule code.

2 - Exemptions Only Transactions with exemptions only will print. If a transaction is not on a 
schedule, but has an exemption code, find the transaction and type in the
schedule code.

3 = All Schedules This is the most used option. It only displays transactions that are already on
schedules. Schedules codes may be changed or removed, tax ID numbers may
be added as well as other changes.

Any changes made here are temporary.  They will only correct printed schedules and the import file. 
Press <Ctrl> W to save the changes and exit.
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How To Remove transactions from a schedule:
The schedule ID is in the first column (SCHED) of the browse window. The three character code
determines to which schedule the transaction will be attached. Use the space bar or delete key to make
the schedule field blank or enter ‘NO' and the transaction will not be on any of the schedules.

How To Change transactions to another schedule:
Enter the correct three-character schedule code in the first column (SCHED) of the browse window.
The three-character code determines to which schedule the transaction will be attached. 

How To Add customer or carrier State Tax Numbers:
It is best to correct them in the Master File browses and recalculate the State Taxes.  However if it
only involves one or two transactions, fix them here and reprint the reports.  Don't forget to fix them
later in the master files for future transactions.

How To Fix import or export schedules:
• If all taxes were paid on the transactions, use the delete key or the space bar to remove the ‘schedule'

code.
• If the transaction is an exempt sale, change the schedule code to the correct one. You may also change

the origin or destination state.

Important Notes: 
1. Do not remove a transaction from all schedules unless it was not an exempt sale (State taxes were

paid).
2. Changing an exemption code number in the browse will not change the transaction to a different

schedule. You must change the schedule code.
3. Exemption codes must be corrected in the Customer File in Accounts Receivable if future

transactions are to be on the correct schedule.
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7 - Browse Purchases by Vendor (No recalc)
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Customer File 

If you make changes using this option, do not recalculate.  Fixes made in this browse program are not
permanent. They will correct printed schedules and the import file.  You must reprint the schedules to
recreate the Electronic files with the corrections.

This option is similar to the Browse Sales by Customer. Changes are allowed to the Schedule, Origin and
Destination States and Carrier ID number.

Any changes made here are temporary.  They will only correct printed schedules and the import file. 
Press <Ctrl> W to save the changes and exit.
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How To Remove transactions from a schedule:
The schedule ID is in the first column (SCHED) of the browse window. The three character code
determines to which schedule the transaction will be attached. Use the space bar or delete key to make
the schedule field blank or enter ‘NO' and the transaction will not be on any of the schedules.

How To Change transactions to another schedule:
Enter the correct three-character schedule code in the first column (SCHED) of the browse window.
The three-character code determines to which schedule the transaction will be attached. 

How To Add customer or carrier State Tax Numbers:
It is best to correct them in the Master File browses and recalculate the State Taxes.  However if it
only involves one or two transactions, fix them here and reprint the reports.  Don't forget to fix them
later in the master files for future transactions.

How To Fix import or export schedules:
• If all taxes were paid on the transactions, use the delete key or the space bar to remove the ‘schedule'

code.
• If the transaction is an exempt sale, change the schedule code to the correct one. You may also change

the origin or destination state.

Important Notes:
1. Check to make sure that the STATE field in Terminal File Maintenance has TX so that future

transactions will be correct.
2. Fuel purchased and sold in other States should have no schedule codes in the ‘Schedule' field.
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8 - Terminal File
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Customer File 

This option allows you to change the ‘State' field which determines the ORIGIN of the
fuel. If this field is anything but TX in Terminal setup (including blank), the system will report the fuel
as an Import.

There should be a Terminal Locator Code in the ‘Licenseno' field for all actual terminals.  Terminal
records for other distributors should have blank license numbers.

Changing the License Number will fix transactions if the Texas calculate is run again.  However,
changing the State code will not remove the transactions from an import or export schedule. That will
have to be done in option 5 or 6.  Any changes made here will be a permanent change in Terminal setup. 
Press <Ctrl> W to save the changes and exit.

Recalculate the Texas Taxes and reprint the schedules. Any Tax ID numbers added in
file maintenance will be added to the transactions on the report.
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9 - Browse Bol File (truck number, etc)
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Browse Bol File 

This option allows you to add or change the Truck or Carrier in the BOL that transported the fuel. The
Carrier Tax ID is in Truck File Maintenance and is needed for all fuel transported in the state of Texas.

1 - Current BOLs remain in the current file for 90 days unless you are using the freight billing module.
2 - History For BOLs over 90 days old.
Note: If you do not find the BOLs in Current, try History and visa/versa.

Any changes made here will be a permanent changes.  Press <Ctrl> W to save the changes and exit.

Recalculate BOTH the Regular and the Texas Taxes and reprint the schedules. The truck number must be
retrieved from the BOL file which requires the first recalculate.
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10 - Browse Sales Invoices to Fix Truck No.
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Browse Sales Invoices to Fix Truck No. 

This option allows you to add or change the truck or carrier in the Sales Invoice that transported the fuel.
The carrier tax ID is in Truck File Maintenance and is needed for all fuel transported in the state of Texas.

1 - Current to browse Current month invoices.
2 - History to browse invoices from Previous months.

Any changes made here will be a permanent changes.  Press <Ctrl> W to save the changes and exit.

Recalculate BOTH the Regular and the Texas Taxes and reprint the schedules. The truck number must be
retrieved from the Invoice Audit file which requires the first recalculate.
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11 - Browse Sales Invoices to Fix State Exemptions
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Browse Sales Invvoices to Fix State Exemptions

This option allows you to change State Exemption Codes on Sales Transactions for specific customers. 
Make sure the correct exemption code is in the customer file for future transactions.

1 - Current to browse Current month invoices.
2 - History to browse invoices from Previous months.

Any changes made here will be a permanent changes.  Press <Ctrl> W to save the changes and exit.

Recalculate BOTH the Regular and the Texas Taxes and reprint the schedules. The truck number must be
retrieved from the Invoice Audit file which requires the first recalculate.

424



12 - Browse Bio Diesel Blends
Fuel Tax Reporting, Texas Tax Module, Browse and Fix, Browse Bio Diesel Blends 

This option allows you to change gallons reported on Bio Diesel Blends.

Choose:
1 - Bio Diesel Sales
2 - Bio Diesel Purchases

Any changes made here are temporary.  They will only correct printed schedules and the import file. 
Press <Ctrl> W to save the changes and exit.
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Create Other Parties Import File
Fuel Tax Reporting, Texas Tax Module, Create Other Parties Import File  

This program can be used to create the Other Party file to import into the Texas Electronic Filing
software. It is most beneficial when you are just getting started. This program is Optional. 

Customers, vendors and carriers may be added manually to the Texas Electronic Filing Software Other
Party File at any time.  The first time you begin using the State of Texas Electronic Filing software, all
customers who buy State Tax Exempt fuel will need to be set up in the ‘Other Party' file.  Use the ‘All'
option. This program will extract all customers from your Customer Master File with tax numbers in the
‘St No' field of the Tax Screen.

1 - All
This option should be used only the first time you create this file.  Select ‘Y’ to Import All Carriers,
‘Y’ to Create the file and ‘Y’ to Browse the file.

Always Browse the file to see what you will be importing.  Make sure that every customer has a
correct State ID number.
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To navigate within the browse/fix window, use the tab key or the mouse.
<Ctrl> T - To delete or undelete an entry
<Ctrl> W - To save changes and quit the window

In this example, ‘Name' is marked for deletion (notice the black line next to the company name) and
will not be on the import file.

2 - As of origin date
When you add a customer in Customer File Maintenance, enter a date in the Origin field (‘Org Date').
This option will only import customers with origin dates on or after the one entered in this option. 

For example, all customers who were set up prior to 07/01/2008 have already been added to the
‘Other Party' File. Enter 07/01/2008 here to include everyone from July 1, 2008 through the current
date.

Carrier Note: 
Transporter/Carrier tax ID numbers are required on most tax schedules.  They will need to be in the
Other Party file. If you import carriers using this program, only do it once. The Truck File is used to
get the Carrier names and State Tax ID numbers. If you begin using a different carrier, enter them
manually in the Texas Electronic Software Other Party File.
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3 - Edit Last File Only
This option will display the file that was created and edited previously. This is a good option to use to
see the file after corrections have been made before import.  It can also be used to view the data if the
import process had errors. 

If you get error messages trying to import, create the file again and browse and fix it until the file
imports without errors.

Important Note: 
Any corrections made in this browse and fix program must be corrected in the appropriate master file
(customer file, truck file). The browse/fix only fixes the import file.

Importing the Other Party File
In the Texas Motor Fuels ETF Data Entry System:

‘Other Party' icon
‘Import' icon
Browse and select or
Enter the drive, folders and ‘File Name' as displayed on your screen 

(ex. f:\cur\finv\OTHPARTY.TXT).

‘Save' the file.  Error messages will display if data does not meet the test criteria.
‘Delete' transactions or correct them. Be sure to make the corrections in Petro-Data, too.
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Transporter Report
Fuel Tax Reporting, Texas Tax Module, Transporter Report 

This option prints the import and export schedules required for the Transporter report.

To get all of the gallons transported by your trucks, use the sales analysis generator and selection criteria
to get just your trucks. You can print the schedules to get the gallons of 
fuel picked up from the terminal.
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Install Program
Fuel Tax Reporting, Texas Tax Module, Install Program

This option must be run before trying to calculate taxes. It defines tax exempt codes and tax types which
put the transactions on the correct schedules.

Exemption Codes
These codes play an important part in creating accurate schedules. They must already be defined in
Exemption File Maintenance.  The codes defined in this install program must be the ones set up in the
Customer Files.

Using the install screen below, if a customer has exemption code 1 on the Clear Diesel State tax code in
his customer record tax screen, his purchases are going to be exempt from State Clear Diesel Tax and
they will appear on the Permit Holder schedule.

Tax Types
Tax Types are already linked to tax codes and fuel items. Tax Types entered in the install record must be
in a State Fuel Tax Code in Tax Code File Maintenance or the error message ‘Tax type not found in fuel
tax code file' will display. 

Each tax type listed on the install screen has a unique Texas State fuel code (see Fuel Type Master File). 
Tax types must be left blank for items you do not sell.
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• Enter your Texas Taxpayer number and name.
• Enter the Location ID number of your Bulk Plant, if applicable.
• Enter the Exemption Codes for exempt types of customers that you sell to or leave blank.
• If you allow your customers to defer their state taxes, enter the special industry code you used in their

customer file to designate them as a Ddeferred Tax Customers. 
• Enter the Tax Types for fuel that you sell. Leave the tax type blank if you do not sell that particular

type of fuel.

Select E=Edit Data to change any of the displayed fields.
Select Q=Quit and Save to quit the program and save the changes.

• The default truck number displays on each customer invoice in sales invoice entry. You may override
it with a different code. Enter the carrier used most often as the default.

• Enter the directory where Texas Tax reports will be written.
• Enter the BioDiesel inventory codes and the BioDiesel percent.

Select E=Edit Data to change any of the displayed fields.
Select Q=Quit and Save to quit the program and save the changes.
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Other State Module
Fuel Tax Reporting, Other State Module 

Petro-Data supports tax reporting for the following states:
AL Alabama
CT Connecticut
FL Florida
GA Georgia
IL Illinois
IN Indiana
KY Kentucky
LA Louisiana
PA Pennsylvannia
OK Oklahoma
TN Tennessee
WI Wisconsin

State reporting requirements vary from state to state.  Based on your installation, documents for states in
which you do business will be provided as part of the installation process.
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Sales Audit Report
Fuel Tax Reporting, Sales Tax Audit  

The Fuel Sales Audit report lists all taxable and not-taxable (exempt) sales by customer. There is a wide
range of options to select from to meet your individual needs.

Fuel Tax Calculate  must be run FIRST to create a file with the data for the range of dates or batches you
need for the Sales Audit.  These reports can be run at any time for any period of time. The data is
retrieved from the invoice line items in current and/or history when the ‘Fuel Tax Calculate' is run. A
temporary file is created when the ‘Calculate' is run and remains until another calculate is done. All audit
reports are printed from the temporary calculate file.

Option
The most common option is ‘C a Taxcode’. The tax code numbers are found on the summary report that
prints in the Calculate option.  Other options include:

A - Print all transactions in the file
T - Print a specific tax type
P - Print a product type
L - Print one location

Enter Choice
1 - print non taxable sales only (exempt sales)
2 - print taxable sales only.
3 - print both taxable and non taxable.
All reports have a column for taxable and a column for non-taxable. Print the reports you will need.
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State
Leave this blank for all states or enter a specific state abbreviation.

Input Selection Criteria?
Y - enter additional selection criteria  
N - print the entire report

Customer subtotals?
Y - include a subtotal for each customer
N - do not print any customer totals

Print customer address? (Y/N)
Y - print Customer address and tax number on the report
N - print only Customer name on the report (this will be a much shorter report)

Report option
1 - Detail Report - lists each customer invoice
2 - Summary Totals - lists only totals by customer.
3 - Show Purchases - include purchase information

Effective Tax Rate
Y - print the effective tax rate
N - do not print the effective tax rate

Sort by Taxcode and Date only
Y - sort by taxcode and date only 
N - do not sort by taxcode and date only (sort by customer only)

Show Sales Dollars
Y - print sales dollars  
N - do not print sales dollars  

Create Excel File
Y - create an excel worksheet of this data 
N - do not create a worksheet

Send Purchase Info to Spreadsheet
Y - create an excel worksheet for purchase information
N - do not create a purchase worksheet
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Suggestions:
• Print taxable sales using the Summary option if you need it.
• Print non-taxable using the Detail option.
• If you the print Summary report and if there are problems, print the detail report to analyze and find

the error.
• Make detailed notes of the reports you need to file your tax returns. Include the options used when

printing the reports. Put these notes with your End-of-Month Checklists.
• The information on these reports is backup for State reporting modules that might be included in your

version of Petro-Data's software.
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Purchase Audit Report
Fuel Tax Reporting, Purchase Audit Report 

The Fuel Purchase Audit report lists all purchases both taxable and non-taxable (exempt) by Vendor and
Terminal. There is a wide range of report options to select from to print the audit detail you need.  

These reports can be run at any time for any period of time. The data is retrieved from the BOL or
purchase line items in current and/or history when the Fuel Tax Calculate' is run. Unless your history has
been purged, these transactions remain in the file indefinitely. A temporary file is created when the
‘Calculate' is run and remains until another calculate is done. All audit reports are printed from the
temporary calculated file.

Option
The most common option is ‘C a Taxcode’. The tax code numbers are found on the summary report
that prints in the Calculate option.
Other options include:

A - print all transactions in the file
T - print a specific tax type
P - print a product type.
C - print a tax code - fuel tax codes.
L - print one location.

Enter choice
1 - print non taxable sales only (exempt sales).
2 - print taxable sales only.
3 - print both taxable and non taxable.
All reports have a column for taxable and a column for non-taxable. Print the reports you will need.
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State
Leave this blank for all states or enter a specific state abbreviation

Input a selection criteria?
N - print the entire report
Y - use additional selection criteria  

Only print summary by Vendor/Terminal
N - to print each purchase or BOL in detail with totals by vendor and terminal
Y - to print total gallons by Vendor and Terminal.

Show Gross or Show Batch #
1 - print gross dollars  
2 - print the batch number and not the gross dollars

Create Excel File
Y - create an excel worksheet of this data 
N - do not create a worksheet

Suggestions:
• Print taxable purchases using the Summary option if you need it.
• Print non-taxable using the Detail option.  
• If you the print Summary report and if there are problems, print the detail report to analyze and find

the error.
• Make detailed notes of the reports you need to file your tax returns. Include the options used when

printing the reports. Put these notes with your End-of-Month Checklists.
• The information on these reports is backup for State reporting modules that might be included in your

version of Petro-Data's software.
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Florida Sales Tax Audit Report
Fuel Tax Reporting, Sales Tax Audit Report 

The Sales Tax Audit Report prints a detail audit of sales tax activity. This report was written specifically
for Petro-Data's Florida customers. The file is created in the Calculate program if the answer to ‘Calculate
Sales Tax Totals' is Y.
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Fuel Tax Summary
Fuel Tax Reporting, Fuel Tax Summary 

The Fuel Tax Summary Report prints summary sales information followed by summary purchase
information for each tax code.

Option
A - to print all
T - to print a specific tax type

Enter tax type: F = Federal S = State N = County C = City
C - to print one tax code.

Enter a Tax Code / Blank for all (1, 2, 5, 7)

Purchase totals option
1 by Vendor 
2 by Vendor/Terminal

Total by tax type and product type? 
Y = to print totals by tax type and product type
N = to print without subtotals.
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Reindex Data Files
Jobber, Reindex Data Files

Occasionally, the data in Petro-Data need to be re-indexed and re-sorted.  An index is a samll file that
keeps the data in a specific order.  The Reindex is a common utility that helps to maintain system
performance.  You may encounter some error messages such as ‘file not found’ or ‘record out of range’. 
These messages can be corrected by running a Reindex.  

All users should be out of the system for the Reindex to run correctly.  You can run a Reindex at any
time.  Petro-Data support staff may ask you to run a Reindex to fix other messages.

Option
1 - Reindex the Current Month files only
2 - Index all Prior Month Historical files only
3 - Index both Current Month and Prior Month History
F - Fix Corrupt File

Reindexing Historical may take longer depending on the size of your system.
Option F to Fix Corrupt File should be done when requested by Petro-Data support staff.

Index Rack Prices (Y/N)
It’s recommended to accept the default of ‘Y’.
Enter ‘N’ if you are certain the Rack Price tables are not an issue.

Create DEF files to prorect against corruption
This option creates a fie which can be retrieved by Petro-Data support staff when a file cannot be
fixed.
It’s recommended to accept the default of ‘Y’.  Enter ‘N’ when instructed by Support Staff.
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Re-Create Data Bases (Y/N/Q)
It’s recommended to accept the default of ‘Y’.
Enter ‘N’ for a simple reindex when instructed by Support Staff.

As the system performs the re-index, a list of tables will display.

If you get error 1705, verify that no one is in the system and try the Reindex again.
The system will return to the Jobber menu when the Reindex finishes.
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End of Month

There are individual end of month programs for Inventory, Accounts Receivables, Accounts Payable and
General Ledger.  The End of Month routine is run before you update any purchases or invoices for the
new month.  This program does the following:

1. Update Year to Date Inventory Totals for Quantity Sold in Units and dollars, purchases year to
date for units and dollars, profit year to date.  The 13 Period History is also updated for quantity
and dollars.

2. Add the Monthly Sales Transactions to the Sales Analysis History File and clear the Current Sales
Analysis File.

3. Add the Monthly Purchases to the Purchase History File and clear the current month Purchase
File.

4. Add the Monthly Inventory Transactions to the Inventory Audit History file and clear the current
month File.

5. Delete all FIFO records with 0 on-hand quantity.
6. Flag all pending receipts in the purchase file as being from the prior period.  When the invoice is

received, you will have a chance to update the GL with those totals only.  In this way you do not
get the periods mixed up in your General Ledger.

7. Reindex all data files.

Please use the ‘End of Month Checklist’ for the Jobber Module to make sure that all processes have been
completed and all end-of-month reports run before running the ‘End of Month Routine.

All Users must be out of Petro-Data when you run the End of Month option.
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Jobber End of Month Checklist

• Make sure all current month batches have been updated.  Run the following report:
1 Sales Invoice Entry, Batch Status Report
2 Choose the option for ‘All Unposted Batches’
3 This report should have no data.  If any batches are listed on the report, review the data and

update or delete the batches as appropriate.
• Make sure there are no Pending BOL batches. 

1 Bill of Ladings, PrePost Report
2 Select the following options:

1 Batch Range.  Enter the Beginning Batch 00000000 and Ending Batch 99999999.
2 Select Current Files
3 Select Pending AP 

3 Selection Criteria is Unchecked
4 Print Select is ‘BOL Report only’
5 Accept the rest of the defaults
6 This report should have no data.  If any batches are listed on the report, review the data and

update or delete the batches as appropriate.
• Release the data to the General Ledger

1 Release to General Ledger, PrePost Report
2 Select the following options:

1 Batch Range  00000000 - 99999999
2 Select Option 1=Regular
3 Select Type 3=All

3 Make sure Grand Total Proof at bottom of report is Zero.
• Release the journal data to the Link File (if Proof was zero in the previous step).

1 Release to General Ledger, Release to Link Files
2 Select the following options:

1 Update By A = All
2 Select Type 3=All

• Reindex Data Files
1 Select the following options:

1 Option 1 - Index Current Month
2 Select ‘Y’ to index rack prices
3 Select ‘Y’ to Create DEF files
4 Select ‘Y’ to re-create Data Bases.

• Select End of Month menu option
1 Enter or verify the closing date
2 Verify Closing Month, Year and Fiscal Period
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3 Verify there are no unposted Invoice or Purchase batches.  Reply ‘Y'.  If not, exit and check it
now.

4 Enter ‘Y’ that an Inventory Valuation report was printed.  This does not apply to Direct
Billers. 

5 Enter ‘Y’ to clear the on-hand balances at the terminal.  This does not apply to Direct Billers. 
6 Answer appropriately if this is year end.

Check that there are no errors and Finish the Update.  If there are errors listed, Cancel the Update.
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Month End Error Messages

Out of Balance Batch Message
‘Inventory closing is cancelled until you fix the link files. Press enter.’

Fix the out-of-balance batch.  Select R - Release to General Ledger, then 1 - Release Inventory Totals to
GL Link File, and then 3 - Fix Out of Balance Batch.  (See the ‘Release to General Ledger’ section of this
manual.)   

Call Customer Support for help is you are unable to find the out-of-balance batch.  There is a special
password which will bypass the out of balance condition as a last resort, and allow you to close the
module.

Bad or Blank GL Accounts Message
‘Inventory closing is cancelled until you fix the link files. Press enter.’

Fix the BAD GL Accounts - select R - Release to General Ledger, then 1 - Release Inventory Totals to
GL Link File, and then 3 - Fix Out of Balance Batch.  (See the ‘Release to General Ledger’ section of this
manual.)   

Call Customer Support for help is you are unable to find the out-of-balance batch.  There is a special
password which will bypass the out of balance condition as a last resort, and allow you to close the
module.

Period Definitions not defined
‘Period definitions not defined, wrong period comes up, etc.’

If the message says that the periods are not defined, abort the closing and do the following:

Menu Select: From the Application Main Menu, select General Ledger Link Programs and then
Define GL Fiscal Periods.  
Detailed instructions can be found in the Overview section at the beginning of this manual.

If the period that displays is OLD, delete the old fiscal periods from the General Ledger Link
Programs, Define GL Fiscal Periods option.   Enter the old year and select <Delete>.  Once
everything has been released to the GL for a period, the period definitions are no longer needed.
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Utility Programs 

Petro-Data has included various utility programs that will help you to update data.

Change Dates/Batches
This utility will allow you to update dates or batch numbers for any module after the data has been
updated.   There are three ways to find and fix the data in the system.  
1. You can change Specific Transactions based on a range of dates or a range of batches using the

Detail Option.  Each transaction list for the range must be changed one at a time.
2. You can change All Transactions from one batch number to another or one date to another using the

Summary Option.  
3. You can exclude a range of batch numbers looking for all other batch numbers in the system you need

to change.

After making your change, we recommend you use the Detail Option to verify the date or batch number
changed correctly.

Select the following menu option:

Jobber, Utility Programs, Change Dates/Batches

Press Enter to acknowledge the instructions.
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Change specific detail transactions:
1. Select option 1 to change specific

transactions.
2. Choose the module where the data needs to be

changed.
3. Choose Current, History or Unposted data.
4. Enter a document number, if appropriate for

the module.
5. Enter a date range or a batch range.

You can change either the date or the batch
number.  All other fields can’t be changed.

Press Ctrl-W to save and exit after the data is
changed.

Change all data in a Batch or Date Range:
1. Select option 2 to change all data in a batch or

all data in a specific date range. 
2. Choose the module where the data needs to be

changed.
3. Choose Current, History or Unposted data.
4. Select the option to change Link Files if you

have data that has not been posted to the GL.
5. Choose to change by Batch Number or Date.
6. Enter the old batch or old date.  
7. Enter the new batch number or new date.  
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Change all data Outside a Batch Range:
1. Select option 3 to change all data outside a

range of batch numbers. 
2. Enter ‘C’ to acknowledge the message and

continue.
3.

 

1. Enter the beginning batch number to exclude.
2. Enter the ending batch number to exclude.

This beginning and ending range will be excluded
from the data search.

Enter the new batch number for each line that
needs to be changed.

This option applies to All Modules.  

Press Ctrl-W to save and exit.

When all changes have been made, display your batch or date range and verify that the data was changed
correctly. 
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Fix Update/Restore Log
Petro-Data tracks all batch updates and restores.  You are able to view the original log file from either of
these processes.

Move your cursor to either the update or restore you want to view.  Click Edit to view the log report.
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Print Update Reports
When you updates batches, a report log is automatically created.  You can view the original update log
for each of the Petro-Data modules in Jobber.

Select the report you want to view and then click Display.
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EOM Status Report

At any time during the module, you can verify the status of your modules.  

Select the module you want to check.
Enter the Month, Year and Cut-Off Date of the Current Period.
Click Display.
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Delete Old Reports

Report for various updates are automatically stored in a directory on your server or workstation.  From
time to time, you may want to purge old reports from the system to help maintain disk space.

We recommend you contact Petro-Data Support staff for help with this option.
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Fix Tools

Occasionally, the Sales Inquiry and Purchase Inquiry functions may experience errors.  Petro-Data has
included a the ability to’reset’ these function keys.  It’s recommended that you only run these options at
the request of Petro-Data Support.
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FTP Jobs

This menu option tracks the jobs that upload or download data in Petro-Data.  Downloading data includes
BOLs, Invoices or Credit Card data from either DTN or your fuel supplier.

The information is this screen will be entered with the help of Petro-Data Support staff.
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Option 1 - Browse

Email Log
Main, Utility Menu, Email Log

A recap of all email from Petro-Data are recorded in a log file.  Emails are logged by batch number and
module.

Modules:
CC Credit Cards
DRF Customer Drafts
INV Sales Invoices
RACK Rack Price Quotes

Select an Option
1 - Browse eMail Log

View all prior email that have been sent.

2 - Browse and Resend
View all prior emails that have been sent.  You must enter the original batch number and the
module from which the email was sent.  There is a lookup function on batch numbers to assist
you.

3 - Reindex Email Log File
Reindex the email files if requested by Petro-Data Support.

A screen with all emails will be displayed.
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Option 2 - Browse and Resend

Enter the batch number.  You can use the lookup function to get the batch numbers that were previously
sent.
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Release to General Ledger

This program sends journal entry transactions that have been created during updates to the GL LINK
files.  If you are not using the General Ledger application, this menu is not used.

In Petro-Data, you can have release files from multiple months and allows you to enter data in a new
period even though the General Ledger could still be in a prior period.

There are two release options on the Jobber Inventory Release menu:
Inventory Totals - Release updated data from Sales Invoices
AP/Purchase Totals - Release updated data from BOLs and Purchases 

Note: AP/Purchase totals may be released from EITHER Jobber Inventory or Accounts Payable Release
menu.
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PrePost Report
Release to General Ledger, PrePost Report

The Jobber Link File contains batches of GL 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 the proofs are
zero.  A Grand Total Proof displays at the bottom of the report for all batches listed.

If there are batches that do not Proof to zero in the link file, the following message displays.  

There is a ‘Fix Out of Balance’ menu option to correct these batches.  Use of this menu option is
explained below.
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Enter your release request in the following screen:

Today’s Date
Today’s date will default.

Enter Batch Range
Enter the range of batches to be pre-posted.  The range can be specific for the month (20190301 to
20190327) or all inclusive like 0-99999999.

Option
1 Regular  - This is the shorter report as shown below.
2 with Journal Entry Description - This includes a description like ‘AR Charge from Invoicing’ or
‘Cost of sales for Gasoline’ or ‘Prepaid Fuel Taxes’ below each line item.

Type
For Direct Billers, Type 1 Invoicing is recommended since Transfers do not apply.  You can also
choose type 3 for All.
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Report using Option 1 

Report using Option 2
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Release to Link Files
Release to General Ledger, Release to Link Files

This program releases totals to the General Ledger Link File in the General Ledger Module.  When you
are ready, you can post these link files directly to General Ledger by using selection 4 in the General
Ledger Menu.  This two step release gives you the advantage of being able to continue updating invoices
and purchases even though General Ledger is still open in last month.

Update by:
B - By Batch Number
A - All.  Be sure to run a preposting report before updating ALL.

Enter batch range.
Enter the batch number to release.  The range can be specific for the month (20190301 to 20190327)
or all inclusive like 0-99999999.

Type:
1 Invoicing - releases only Sales Invoice update batches
2 Transfers - releases only Adjustment & Transfer batches
3 All - releases all types

A message displays with the number of records released.

If any error message displays, Stop and call Petro-Data Support immediately.
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Fix Out of Balance
Release to General Ledger, Fix Out of Balance

If an out-of-balance batch is released, it can be corrected using this option. Bad or missing GL Accounts
can also be corrected.

Before running this option, run a Distribution Report that you will use to help correct the batch data.   The
Distribution Report by Invoice will help you determine what account numbers and amounts will have to
be added to the distribution file to make the batch balance.  It could be a single invoice and amount or
multiple invoices and amounts.

Process Example:
1. The Pre-Post Report identified batch 77777777 out of balance by .01.
2. Print the distribution report for batch 77777777 with the option of Subtotal by Invoice.  Using this

report, you can review the specific invoice number that is out of balance.
3. In a case where the out-of-balance is very minor (like .01), post the amount to Cost of Sales or to the 

inventory account.  For non-minor errors or differences, you will need to determine the best method to
correct the data.

Note: You can’t change amounts that was created during an update.  You can only add data lines for an
out-of-balance condition or change GL Accounts.

If you have a Distribution Report, enter ‘C’.
Enter ‘Q’ to stop and exit this menu option so you can create the report.
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Input Batch
Enter a specific batch number from the Pre-Post report or leave this blank to check all batches.

Option
1 Prior Period
2 Current Period

Fix Option
The fix option selected depends on the error from the Pre-Post Report.
1 - Change GL Account Numbers
2 - Fix a Minor out-of-balance error
3 - Add a new transaction to correct an out-of-balance error of more than 1 penny.
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Options
Change a GL Account Number, 

Enter the new GL number over the old number.  Click Save.
Add a new record.  Click the Add button.  

Module:  
IN for Jobber
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Trantype:
STTAX  Add State Tax Amount
FEDTAX  Add Federal Tax Amount
CITAX  Add City Tax Amount
CNTAX  Add County Tax Amount
MISTAX Add Miscellaneous Fuel Tax Amount
SLSTAX Add Sales Tax 
FRT  Add Freight Amount
DISCNT Add Discount Amount 
CASH Add Cash Amount 
CRCRD  Add Credit Card Amount 
INTER  Add Intercompany Transfer Amount
MISC  Add Miscellaneous Amount
COS  Add Cost of Sales Amount
ADJINV  Add Inventory Adjustment Amount
TOINV  Add Transfer Inventory To Location Amount
FRINV  Add Transfer Inventory From Location Amount
TR  Add Inventory Adjustment Amount

Batch
Enter the batch number to which this new record will be added.

Date
Enter the date for this new record

GL Account
Enter the GL Account Number

GL Journal Amount
Enter the amount for this new record.

New Proof
The batch proof will display.  This number must be Zero after all data is added.
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Distribution Report
Release to General Ledger, Distribution Report

This option displays or prints distribution audit records in summary or detail.  You can choose a specific
account or all accounts.  The report can list records in a specific module.

Range Type
Select the option to print by Date Range or by Batch Range

Date/Batch Range
Based on type, enter either the date or batch ranges.  

Period Type
Choose Current, History or All

Module Type
1 - Invoicing Search distribution from sales updates only
2 - Transfers Search distribution from Trans & Adj updates
3 - Consignment Search distribution from Consignment updates
4 - All Search all distribution types
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Subtotal
Choose how to print subtotals.  Choices are Document Nubmer, GL Account or Batch.

GL Account Number
Enter a specific account or leave this blank to print all account numbers.

Report Option
S - Summary Report One amount per account in the batch.
D - Detail Report Each transaction is listed with a total for each account.

469



GL Sales Analysis
Release to General Ledger, GL Sales Analysis

This is a short Sales Analysis Report by Batch.  The data on the report is based on distribution records.

Period
Choose Current, History or Both

Batch Range
Enter the batch range.

Report Option
1 - Dollars by Batch Sales dollars are matched with cost dollars in summary by batch.
2 - GL Acct by Batch Sales, cost and other dollars are listed together in detail by account.
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Dollars by Batch

GL Acct by Batch
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Define Detail Accounts
Release to General Ledger, Define Detail Accounts

Summary totals for each account and for each Batch are posted to the General Ledger.  The detail
distribution is saved in each module.  

You have the option to choose to have specific accounts post in detail, instead of summary, to the General
Ledger.  You will use this menu option to define accounts to be posted in detail.

Add, Change or Delete a Detail GL Account

Enter the GL Account Number that you want to post in detail to the General Ledger.  You can use the F2
lookup function to show you a list of valid accounts from which you can choose.

Enter ‘Y’ to Add the new account number.
Enter ‘N’ to return without update.

If you enter an account that already exists in the list, message displays.  

From Inquiry mode, you can enter a ‘D’ to delete the account to it posts in sumary rather than detail.
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Detail GL Report

Print a report of all GL Accounts that will post to the General Ledger in detail instead of summary.
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Business Status
Release to General Ledger, Business Status

The Business Status Report compares Unreleased Distributions plus the GL Current Balance for certain
accounts for integrated modules such as Accounts Receivable Customer Balances, Accounts Payable
Open Items and Inventory Valuation.  It is a real-time report.  Every time a payment is posted, a check
written or a batch of sales is updated, the link totals will change.  The difference should continue to be
zero indicating a balanced account in GL.

Getting Started:
1. Set up accounts in Option 3 - Add, Change, Delete Status Accounts
2. Check all link files in each module and GL Link programs for old, unreleased batches.  If you do not

plan to release them, call Customer Support to have them deleted or marked released.  These batches
will effect the integrity of the report.

3. Print the Business Status Report.  If you have not balanced these accounts before, the first time might
take some time or you might have to set up temporary over/short accounts for the differences until
you have time to identify all differences. 
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1 - Business Status Report

After you have set up the accounts (Option 3), this report can be printed.  

This option starts with the AR Trade GL Beginning Balance and then adds the transactions in the GL
entry file and the entries in all link files.  This balance is compared with the Customer Balance in
Accounts Receivable.  The difference is noted on the Business Status Report.

Print the report at least once a day.  Differences are more easily found and corrected with only one day of
processing to audit.

Enter the report date
The system date displays.

Include Shrink
Define if you want to include inventory shrink.

Note: The ‘GL Total is’ should be zero 0.00 if everything is in balance.  The report sample above is only
test data so balances on this example are not accurate.
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2 - Link Status Report

The Link Status Report lists all batches in all link files, their origin, and amounts that might be effecting
the Business Status Report difference.  This is an easy way to see if any old batches are in the link files.

Enter the report date
The system date displays.
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3 - Add, Change, Delete Status Accounts

These accounts will be included in the Business Status Report reconciliation.

Account
Enter a GL account to be included in the reconciliation.  Use the F2 key to select valid GL Accounts.

Type
AR - Accounts Receivable
AP - Accounts Payable
CK - Checking Cash Accounts
CC - Credit Card
IN - Jobber Inventory

Description
The description will default from the GL Account number.

If the record exists, you may display it:

Enter field number to change Change the Type or Description.
D - Delete Delete the displayed record.
C - Continue Add another record or quit.
F - Forward to next record Display the NEXT record in the file.
B - Backwards to next record Display the record BEFORE this one.

To Quit, select C and type Q in the ‘Account’ field.
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4 - Status Account Master File Report

This is a list of accounts entered for the reconciliation in Option 3. 

Enter the report date  
The system date displays.

478



Appendix: Additional Criteria

File Maintenance, Inventory, Full Inventory Report
File Maintenance, Inventory, Short Inventory Report

Inventory Master File

Field Description Online Screen

LOCATION Location

ITEM Item

DESCRIPTION Description

HOLD Hold

STOCK Stock

OTHER DESCRIPTION Other Descr

UPC CODE UPC Code

MISC GL Misc GL

DEPT NO Dept No

CATEGORY Category

PACK KIND Pack Kind

PACK FACTOR Packfactor

PACK UOM Sub UOM

WEIGHT Weight

SUBFACTOR Subfactor

SUB UOM Sub UOM

DECIMALS Decimals

SEQUENCE NO Sequence No

RET UOM Ret UOM

VENDOR Vendor

VENFACTOR Venfactor

VEN UOM Ven UOM

FUEL TYPE Fuel Type

TAX TYPE Tax Type

BLEND CODE Blend code

MISC CODE Misc Code

TANKED Tanked

TANK # Tank Number

TERMINAL Terminal

REORDER PT Reorder Pt

MAX LEVEL Max Level

ORDER QTY Order Qty

ON HAND On Hand

PENDING Pending

SALE TAX Sale Tax
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Field Description Online Screen

LST COST Lst Cost

VEN COST Ven Cost

HAND FEE Not on Screen

TYPE CODE Type Code

TAX CODE Tax Code

ACTUAL COST Lst Cost

PRICE CODE Price Code

MK1 Mk1

PR1 Pr1

MK2 Mk2

PR2 Pr2

MK3 Mk3

PR3 Pr3

MK4 Mk4

PR4 Pr4

MK5 Mk5

PR5 Pr5

PRICE CHART Price Chart

INVOICE SORT Invoice Sort
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File Maintenance, Special Prices, Duplicate Change Prices, Increase/Decrease Prices  
File Maintenance, Terminals, Print Vendor Report 

Vendor File

Field Description Selection Field Name

VENDNO Vendor Nbr

COMPANY Company

CONTACT Contact

TITLE Title

ADDRESS1 Address1

ADDRESS2 Address2

CITY City

STATE State

ZIP Zip

PHONE Phone

CODE Code

CTYPE Code Type

BUYER Buyer

PRIORITY Priority

LPAYDATE Last Payment Date

LRECDATE Last Receipt Date

TAX Tax

LIMIT Limit

DEBIT Debit

BALANCE Balance

YTDPUR YTD Purchase

YTDPAY YTD Payments

YTDDIS YTD Discounts

YTDCRCRD YTD Credit

YTD1099 YTD 1099 Balance

LAST1099 Last1099

LPAYAMT Last Payment Amount

APRDIS Aprdis

APRPAY Aprpay

APRCRCRD Aprcrcrd

OPENPO Open Purchase Order

TYP1099 Type 1099

DEFACCT Default Expense Account

TAXPID Fed Tax ID

481



Field Description Selection Field Name

PTERMS Payment Terms

PDISC Discount Percent

PDAYS Discount Days

PNET Net Days

SIGNATURE Signature

LASTCHECK Last Check Nbr

APID Unique AP Id
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Sales Invoice Entry, Print Invoices

Sales Invoice

Field Description Selection Field Name

CUSTNO Customer Number

FOB FOB

SALESMAN Salesman

DRIVER Driver

PO Number

Ship VIA

TERMSCODE Terms Code

TERMTYPE Term Type

TRANCODE Transaction Code

TRTYPE Transaction Type

TERR Territory

INDUST Industry

BATCHNO Batch No

USER User ID

Confirm

TRUCKNO Truck No

SHIPCODE Ship Code

CITYID City ID

FRCITYID From City ID

Tax Authority Code

Code

BATCHID Batch ID

MODULE Module
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Fuel Bill of Ladings, Vendor/Item Report
Fuel Bill of Ladings, Customer/Item Report
Fuel Bill of Ladings, Receipts vs Sales

Bill of Lading

Field Description Selection Field Name

BOL BOL Number

INVNO Invoice number

INVHIST Invoice History

LOC Location

BOLMEMO BOL Number Memo

ITEMNO Item 

FIXCODE Fix Code

CHGITEM Changed Item

TANKNO Tank number

VENDOR Vendor

RACKPRICE Rack Price

NETCOST Net Cost

OTHPRICE Othprice

SPECRACK Special Rack

NET Net gallons

PURCOST Purchase Cost

GROSS Gross gallons

INVCOST Invoice Cost

BOLDATE BOL Date

TRUCKNO Truck Nbr

TRUCKTYPE Truck Type

SPLIT Split Load

BATCHNO Batch Nbr

PERCENT Percent

CUSTNO Customer Nbr

SHIPTO Ship To

DESTCODE Destination Code

BNET BOL Net Gallons

BGROSS BOL Gross Gallson

CODE Add Code

TERMINAL Terminal

TERMLOC Terminal Location

TRTANKNO Truck Tank Nbr
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Field Description Selection Field Name

CSAUTHCODE Store Authority Code

CSTAXPER Store Tax Percent

CSLOC Store Location

CSTANK Store Tank

CSDATE Store Date

SHIFTNO Shift Nbr

RECCODE Receipt posted=p

INVCODE Invoiced ?

PENDING Pending

PINVNO Invoice Unique ID

BILLCODE Bill Code

PURCODE Purchase Code

FREIGHT Freight

CHGCODE Change Code

TOID To City ID

TOCITY To City

FRID From City ID

FRCITY From City

FRTRATE Freight Rate

TYPEFRT Freight Type

SPECFRT Special Freight Code

SPLITRATE Split Rate

SPLITNO Split Nbr

COMMRATE Commission Rate

OTHERFRT Other Freight

SPLITGAL Split Gallson

OTHER Other

LOADFEE Load Fee

LOADGAL Load Gallons

OTHGAL Other Gallson

INSCHG Insurance Charge

FUELADJ Fuel Adjutment

MILES Miles

SELLPRICE Sell Price

OTHLNGAL Other Gallons

BOLTOTGAL BOL Total Gallons

BOLDIEGAL BOL Diesel Gallons

BOLGASGAL BOL Gasoline Gallons
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Field Description Selection Field Name

FRTGAL Freight Gallons

SYSCODE System Code

FUELTYPE Fuel type

BLENDITEM Blend Item

BLENDLOC Blend Location

DRIVER Driver

FTAXTYPE Fuel Tax Type

AUTHCODE Tax Authority Code

TANKTYPE Tank Type

FCODE1 Fuel Tax Code 1

OTHTAX1 Othtax1

TAXTYPE1 Taxtype1

FCODE2 Fuel Tax Code 2

OTHTAX2 Othtax2

TAXTYPE2 Taxtype2

FCODE3 Fuel Tax Code 3

OTHTAX3 Othtax3

TAXTYPE3 Taxtype3

FCODE4 Fuel Tax Code 4

OTHTAX4 Othtax4

TAXTYPE4 Taxtype4

FCODE5 Fuel Tax Code 5

OTHTAX5 Othtax5

TAXTYPE5 Taxtype5

FCODE6 Fuel Tax Code 6

OTHTAX6 Othtax6

TAXTYPE6 Taxtype6

FCODE7 Fuel Tax Code 7

OTHTAX7 Othtax7

TAXTYPE7 Taxtype7

FCODE8 Fuel Tax Code 8

OTHTAX8 Othtax8

TAXTYPE8 Taxtype8

STATE State

TRSTATE Transport State

EST Estimated

ESTFTAX Estimated Federal Tax

ESTINV Estimate Inventory
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Field Description Selection Field Name

PAID Paid

FRTPOSTED Freight Posted

FRTBILL Freight Billed

SHIPCODE Chip Code

ESTFRT Estimated Freight

PERIOD Period

CURRENT Current

BOLNOFIX BOL Fix

TRANTYPE Transaction type

BOLTYPE BOL Type

YEAR Year

APID Unique AP Id

INVID Invoice Unique ID

BOLID BOL ID

ITEMID Item ID

IMPORTNUM Tax Import Number

SENT Sent

BATCHID Batch ID

ONETCOST Old Net Cost

ORACKPRICE Old Rack Price

OOTHPRICE Old Other Rack

PURDATE Purchase Date
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Purchases, Posted Report
Purchases

Field Description Selection Field Name

DSTORENO Location Number

DVENDOR Vendor

DRECNO Receipt Number

RECNOFIX Record Nbr Fix

BOL BOL Nbr

PONUM PO Number

DINVDATE Invoice Date

DINVNO Invoice Number

DRECDATE Receipt Date

DITEM Inventory Item

TRANTYPE Transacton Type

DCATEGORY Category

DDEPTNO Department Number

PACKFACTOR Pack Factor

DVENUOM Vendor Unit of Measure

RECQTY Receipt Quanity

NET Net Gallons

GROSS Gross Gallons

VENQTY Invoice Quantity

PURCODE Purchase Code

DRETUOM DRET UOM

RETQTY Ret Qty

DRECCOST Receipt Cost

DVENCOST Vendor Cost

ESTCOST Estimated Cost

DISCNT Discount

DISCUNIT Discount Unit

DALLOW Discount Allowance

LINETOTAL Line total

DDESCR Description

TANKNO Tank Number

FREEQTY Free Quantity

FCODE1 Fuel Tax Code 1

FCODE2 Fuel Tax Code 2

FCODE3 Fuel Tax Code 3
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Field Description Selection Field Name

FCODE4 Fuel Tax Code 4

FCODE5 Fuel Tax Code 5

FCODE6 Fuel Tax Code 6

FCODE7 Fuel Tax Code 7

FEDTAX Federal Tax

STTAX State Tax

OTHERTAX Other Tax

OTHTAX1 Other Tax 1

TAXTYPE1 Tax Type 1

OTHTAX2 Other Tax 2

TAXTYPE2 Tax Type 2

OTHTAX3 Other Tax 3

TAXTYPE3 Tax Type 3

OTHTAX4 Other Tax 4

TAXTYPE4 Tax Type 4

OTHTAX5 Other Tax 5

TAXTYPE5 Tax Type 5

OTHTAX6 Other Tax 6

TAXTYPE6 Tax Type 6

OTHTAX7 Other Tax 7

TAXTYPE7 Tax Type 7

OTHTAX8 Other Tax 8

TAXTYPE8 Tax Type 8

SALESTAX Sales Taxable Y/N

STAXRATE Staet Tax Rate

SCODE1 State Tax Code 1

SCODE2 State Tax Code 2

SCODE3 State Tax Code 3

SCODE4 State Tax Code 4

SCODE5 State Tax Code 5

LINENO Line Nbr

STATUS Status

INVCODE Invoice ?

RECCODE Receipt Posted Y/N

PRIOR Prior

BATCHNO Batch Number

TERMINAL Terminal

RACKVEND rack Vendor
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Field Description Selection Field Name

FUELTYPE Fuel Type

FTAXTYPE Fuel Tax Type

PRODTYPE Product Type

STATE State Tax

TRSTATE Transport State

MISCACCT Misc GL Account

PERIOD Period

APID Unique AP ID

ITEMID Item ID

YEAR Year

TRUCKNO Truck Nbr

BATCHID Batch ID

MODULE Module

BOLID BOL ID

IMPORTNUM Tax Import Number
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Sales Analysis Generator, Summary Sales Analysis
Sales Analysis Generator, Detail Sales Analysis

Field Description Selection Field Name

SALESMN Salesman

DRIVER Driver

TERR Territory

INDUST Industry

CUSTNO Customer Number

LOC Location

DEPTNO Deptartment number

GLCODE User code?

CATEGORY Category

ITEM Item

SUPPLIER Vendor

TANKNO Tank number

FEDPERCENT Federal Tax Percent

STPERCENT Stpercent

OPERCENT1 Federal Tax Percent

OPERCENT2 State Tax Percent

OPERCENT3 Tax Percent 3

OPERCENT4 Tax Percent 4

OPERCENT5 Tax Percent 5

OPERCENT6 Tax Percent 6

OPERCENT7 Tax Percent 7

OPERCENT8 Tax Percent 8

GALLONS Gallons

TAXRATE Sales Tax Rate

INVNO Invoice number

INVDTE Invoice Date

ORDERNO Order Number

SUBTOTAL Subtotal

SALESTAX Sales taxable (y/n)

FEDTAX FedTax

STTAX Sttax

OTHTAX1 Othtax1

TAXTYPE1 Taxtype1 (F/S)

OTHTAX2 Othtax2

TAXTYPE2 Taxtype2  (F/S)
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Field Description Selection Field Name

OTHTAX3 Othtax3

TAXTYPE3 Taxtype3 (F/S)

OTHTAX4 Othtax4

TAXTYPE4 Taxtype4 (F/S)

OTHTAX5 Othtax5

TAXTYPE5 Taxtype5 (F/S)

OTHTAX6 Othtax6

TAXTYPE6 Taxtype6 (F/S)

OTHTAX7 Othtax7

TAXTYPE7 Taxtype7 (F/S)

OTHTAX8 Othtax8

TAXTYPE8 Taxtype8 (F/S)

LINETOT Line Total (Gross +Tax)

NET Net gallons

GROSS Gross gallons

GALCODE Gallon Blend Code Y/N

COST Vendor Cost

ACTCOST Actual Cost

FRTCODE Freight Code

FRTGAL Freight Gallons

LOADGAL Load Gallons

OTHERGAL Other Gallons

UNITPR Unit Price

QTYSHP Quantity Shipped

SUBORD Subord

PROFIT Profit Dollars

FTAXCODE1 Federal Tax Code 1

FTAXCODE2 Federal Tax Code 2

FTAXCODE3 Federal Tax Code 3

FTAXCODE4 Federal Tax Code 4

FTAXCODE5 Federal Tax Code 5

FTAXCODE6 Federal Tax Code 6

FTAXCODE7 Federal Tax Code 7

FTAXCODE8 Federal Tax Code 8

FEXEMPT Federal Tax Exempt

FEXCODE Federal Exempt Code

STEXCODE State Exempt Code

OEXCODE1 Other Exempt Code 1
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Field Description Selection Field Name

OEXCODE2 Other Exempt Code 2

OEXCODE3 Other Exempt Code 3

OEXCODE4 Other Exempt Code 4

OEXCODE5 Other Exempt Code 5

OEXCODE6 Other Exempt Code 6

OEXCODE7 Other Exempt Code 7

OEXCODE8 Other Exempt Code 8

BATCHNO Batch Number

FIFOCODE FIFO Code

FIFOBAL FIFO Balance

FIFOTOTCOS FIFO Total Cost of Sales

FUEL Fuel (Y/N)

TERMINAL Terminal

FUELTYPE Fuel type

FTAXTYPE Fuel tax type

BLCODE Blend Code

TRTYPE Transaction Type

BOL BOL

FIFOBOL FIFO BOL

TRANCODE Transaction code

STATE State

SHIPCODE Ship To Code

CITYID Cityid

PERIOD Period

INVID Invoice Unique ID

YEAR Year

APID Unique AP Id

ITEMID Itemid

DISAMT Disamt

TRUCKNO Truck 

BATCHID Batch ID

MODULE Module

CSLOC Store Location

FRTAMT Freight in dollars

BILLCODE Bill Code (Y/N)

FRTPAID Freight Paid

REFDOL   

FRTBATCH Freight Batch
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Field Description Selection Field Name

FRTBILL Freight Billed?

RACKHOUR Rack Hour

RACKMIN Rack Minute

AMPM AM/PM

TIMEBASED Time Based Y/N

BOLDATE BOL Date

OVERRIDE Override Freight Y/N

OLDCOST Old Cost

CONTRACT Contract Cost

SPECRACK Special Rack Price Y/n

TYPECODE Type Code

SHIPDATE Ship Date

BLITEMID Blend Item ID

DTEPAID Date Paid

COMMPAID Commission Paid

SFRGALCODE Freight Surcharge Code
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Fuel Tax Reporting, Federal Refund 
Fuel Tax Reporting, Sales Tax Audit  
ARSSALES

Fuel Tax Reporting, Purchase Audit Report 
ARFPURCH
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Report Options:
Output to: 

S -  display the report on the screen.  
P -  print to a printer and select the desired printer.  
F -  print to a Text File and enter the full directory path and desired file name.  
Q -  return to the menu.

Enter The Date  
The current system date displays.  Press enter to accept the current date or enter a date of your
choice.  This date has no affect on the report.

Is Everything Ok? (Y/N/P=Printer/Q=Quit)  
Press ‘Y’ to print or display the report.  
Press ‘P’ to change to a different printer or print option.  
Press ‘N’ or ‘Q’ to quit without printing.

 NEW FORMAT

Output to: 
Print - Print the Report.  Select the desired printer and click Print.  
Display - Display the report on the screen.  
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