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Before being able to use the Comdata Interface, there are items that must be completed in SedonaSetup.

User Group Security

Within the SedonaSetup application, under Users, select an employee that will use the Comdata integration.

User Code [ATestUser I” Create Other Users

Password | Eirst fTest

Confirm Password | Middle Initial [

Description [Testuser L2 fuser

Last Login 12:00:00 AM E-Mail I

User Groups |

User Group | Description | -
¢ Accounting Clerk Accounting Clerk

O admin adrmin

[ adnin assistant admin Assistant |

O administration adrministration

[ Administrator Adrinistrator

O &P Query Only AP Query Only

COopataEntry Job Data Entry Job

Mnealere Mimalars :I

The red arrow above identifies the User Group or Groups that this employee is a member of. Use this process for each
of your employees and determine which User Group or Groups will need access to Comdata Integration. Once you
have that listing, you will need to enable Comdata Integration for each of these User Groups.

Enabling User Group Access to Comdata Integration
Now that you have the listing of User Groups, you can enable Comdata Integration for each of these User Groups.

Select the User Group section of SedonaSetup.



Code Description Level Credit Memo Limit

IEcuunting Clerk IA_ccount'rng Clerk |2 | |45,000.00

application Access | Report Access |

Access | Module | -
[¥] suggested PO List AP

vendors ap

Write Checks AP

AP Query Builder AP —
Comdata Interface AP

[ acknowledge PO apP

[ edit Existing Transactions AP

] 401 Integration AP

Vendar Custom Fields AP

vendor Documents AP

O view Only Access for Checks ap

Edit vendor Notes aP

Delete Yendor MNotes AP |

Print | apply New | Delete

Repeat this process for each User Group you wish to enable.

Running the Comdata Integration for the First Time

Sign in to the SedonaOffice application using a User that has had one or more of their User Groups enabled for
Comdata Interface.

Important: If the user was already signed into SedonaOffice when you changed the permissions, that user will need
to log out and then back in to load the changes you made.

Expand the Accounts Payable section of the main tree. You should see an option for Comdata Interface. Double click on
this option.

¢4 Accounts Payable
& eills
=] credits
Pay Bills
Print Checks
Print Purchase Orders
[=] Purchase Orders
‘ii‘- Recurring Items
B Suggested PO List
= vendors
& Write Checks

. Comndata Interface

The Comdata Integration main screen should load.



8 Sedonastifice to Comdata Integration

If this loads successfully, all files are correctly installed and you are ready to input the company credentials that
Comdata provided.

Entering the Comdata Company Credentials

Click the Comdata option from the toolbar and select “Settings”.

€ sedonaOffice to Comdata Integration -
Help

ﬁ Branch I

Comdata Settings

b comycows 2 0y sensce piiru 31 Ca g Service Endpoint Ul [WOWS) | hetgauaiioo nnechdata. comi0AS

Enter the Account Code, Customer ID, Username, Password, Username (VCWS) and Password (VCWS) exactly as
provided by Comdata. Be sure to key in the information - do not copy and paste - doing so risks added spaces or control
characters which prevent the application from communicating with Comdata. Select the bank account that Comdata
will use to post payments.

Important: It is recommended that you setup a special bank account specifically for Comdata usage. For more
assistance establishing a bank account in SedonaOffice, please review the online help or contact SedonaOffice
support.

Once you have all of the options filled out, click Save. Click OK at the prompt and then click Close.



Successful E

'0' Comdata Settings are successfully saved.

Configuring Vendors for Comdata Use

Minimize the Comdata Integration Window. In the SedonaOffice application click Vendors. Search on and select one of

the vendors that you will submit payments to through the Comdata integration.

8 vendors M[=] E3
Criteria Match
Vendor Type | =] " Exact [aD1] M
™ Pre-Load all Vendors f, ﬁﬁ::;:g
[T Include Inactive Status
Vendor | Business Name | Yendor Type 1 Current Balance
ADI ADI Parts Supplier -520.47

Right click “Vendor Information” and select “Edit Vendor”.

# vendor ADI Edit 2

Wendor Code o] Category | SYC TaM 4|

Vendor Type [ Parts Supplier =] Open Bills 0.00

Branch | MI ;l Open Credit 520.47
Net Due to Yendor -520.47

vendor | gils | Credts | Payments| PO's| Receipts | Retuns | GL Joumal | L Accounts | Parts | Custom Fields | Notesl Comdata

=4 Vendor Information

() 1dentification

Click on the tab for “Comdata”. Check the box indicating that this is a Comdata vendor. Enter the Comdata vendor code

from the approved vendor listing. Click Save.



[~ Comdata Yendor & [~ Inactive
|

3
Comdata Yendor Code Update |
[~ Inactive [~ Secure VYendor Save | Close |

Once you complete these steps, the vendor is configured for use with Comdata Integration. All invoices available to pay
(net due > $0) are eligible for electronic payment!

Repeat this process for each vendor on the approved vendor listing. Once you have completed that step, you are ready
to use the Comdata Integration.




