Using the Comdata Interface
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Now that you have the credentials entered into the Comdata Setup and your vendors configured for use with Comdata,
you are ready to begin making electronic payments. The payment process is divided into three segments: Upload,
Reconcile and Post.

Uploading Bills for Payment

Open the Comdata Integration window (either restore the window if it is minimized or follow the process outlined in
“Running Comdata Integration for the First Time”).

At the top you are presented with options for Branch, Vendor, Due Date and a button for “Get Invoices”. In the middle
are tabs for “Upload”, “Pending”, “Reconciled”, “Void” and “Failed”. Finally, near the bottom there is a button for
“Upload Invoices”. The white space in the center is where the invoice queue will display.
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The options for Branch, Vendor and Due Date allow the user to filter the invoices in the queue by those selections. For
Branch and Vendor, click the drop down arrow and then check/uncheck the specific items desired. If you want to
select/deselect “All”, click the box at the top of the listing. Note: the default for Branch selection is “ALL”, so you nheed not
enter into this box unless you want to filter branches from the listing.

Branch [| vl
Code Description -
Akron Akron
Cincinnati Cincinnati
Cleveland Cleveland
Columbus Columbus
Dayton Dayton -




vendor ] v [Roi SEEE MG, WANSTEL CONTROLS , ZIEGLER TIRE )
. Code Description a . ] Code Description ; ) Code Description ;
AA BLUEPRINT.. AaBlueprintCo... AA BLUEPRINT... AaBlueprintCo... « AA BLUEPRINT.. AjBlueprintCo...
ADI ADI [ < | ADI [ap1 < ADI ADI
ALLIED WASTE... AlliedWaste Ser... -AI.lIED WWASTE... -Allleﬁwa:l': Su...l o ALLIED WASTE... Allied Waste Ser...
AMERICAN CR... American Crane AMERICAN CR... American Crane v AMERICAN CR... American Crane
1 ARAMARY UNL.. Aramark Unifor... | im ARAMARK UNL., Aramark Unifor... hl v ARAMARK UNL.. Aramark Unifor... ol

The “As of Due Date” will restrict invoices to those that have a due date equal or less than the date selected. You can
manually input the date or click the drop down arrow and select from a calendar.

Once you have these three items set to the desired values, click the box for “Get Invoices”. All of the invoices that
match the criteria will display.

H Wendor lervnlce Numbber Irrvoice Date Due Date Irvoice Amount | Curnenk Due Amount Terms Discount Date | Discount Amount -
b [ [ - - - - & - -
[ | | Skywarks | 4092780015 O3 I6 OW30/2016 $451. $49 -O'-l et 30 Dy | OB/31/5016 | $0.00
Trambold Equip... ©l-5603 OHO0/2016 V032016 $rEong $750.00 Mat 30 Days O%0YANE So00
Mel's Auto Glass 63552 OME2016 TVEIDE §372:00 F37900 Met 30Dy oROELME 000
A HEDYAIO OV 142016 1014/ 2016 §183.45 $18345 het 30 Days 0% E £0u00
AD HATAO oandsae 0408 §142.50 $142.50 Met 30 Days [ B el 000
ADI HEICLA OW142016 W06 $10920 $109.20 Net 30 Days OH14INE 000
A0 HELHIO OH14/2016 1014206 F R $272.99 Met 30 Days 014N E S0
A HEKGPO0 14016 W46 19455 $194.55 Met 30Dy oRNAIE 000
ADI HERDEM 03142016 1142016 $158.38 $158.38 net 30 Days 014N E $000
AD1 H5FAHN Gandsme 104508 41395 $413.96 Net 30 Days osnarEng §0.00
AD HEILNSM OW14/2016 W06 $305.59 $305.59 Net 30 Days OH14IN 6 $0.00
ADI TEFE1A0 X142 E W46 $121.90 $121.90 Mat 30 Days O34 E $0.00 -
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92 invoices found.

At this point you need to determine which invoices will be uploaded for payment. If you need to change the Branch
section, Vendor section and/or Due Date selected you will need to click “Get Invoices” again.

Selecting Bills

The check boxes on the left side indicate if an invoice will be uploaded or not - checked indicates upload while
unchecked indicates skip. You can check/uncheck the boxes singly or check/uncheck the very top box to affect “All”.
You can sort the columns by clicking the column name and you can filter the columns by entering values into the empty
space directly below the column name. Specific functionality of the columns will be covered at a later date.

Once you have checked all of the invoices you want to upload, click the “Upload Invoices” button. You should receive an
acknowledgement indicating the number of invoices uploaded and success. If you receive a failure message, consult the
section on “Failed Invoice Upload”. You will receive a confirmation email from Comdata indicating receipt of the
requests and that the virtual cards are created.

Once invoices have been uploaded, you will need to wait for the associated vendor to use the virtual payment card so
that you can reconcile the invoice payment.



Reconciling Virtual Card Payments

Now that you have uploaded invoices for payment, click the tab titled “Pending”.

hﬁl Uptzaded Date Wendor Irsoice MumisEr Ireaiice Dabe Due Date Irwaice Amount Cumrert Dt Amaunt Terms Discount Date Drircount Amcunt Cand Nume-£r Card Balance Cand Status
LY - [Nl Y] - - - - i - - (1] - Y]
L3 | WG | Temoo Systems | E21112 QLG QAN $170.00/ $130.00] Ket 30 Crys Qanaoné F000] E567GEOIEEEIT ... FIT000| ACTRE
Check Hatus Wold lnvoices

This screen displays the list of invoices that have been uploaded to Comdata for payment, but have not received
acknowledgment that the vendor used the associated virtual card. Click the “Check Status” button. The application
contacts Comdata and receives the status of the payments listed.

You should perform this process, as convenient, throughout the day. There is no expectation of how long a specific
vendor would take to receive the virtual card information and then use that card.

If there has been no activity, the invoice remains in this section. If the virtual card has been used, the item will disappear
from this section and move to the “Reconciled” section for posting.

Reconciling Virtual Card Payments

Click on the tab labeled “Reconciled”.

H Uplonded Date Wendiar Irrvaice Musiber | Inioioe Date Dige Dt Irneice Amount | Curment Due Amaunt TermE Discownt Date | Discount Amount | Card Nusmber

™ - Bl 14 - - - - Bl - - Bl

3 WOIA2016 | WellerWelding | 01563738 08/31/206 o001 6 | $152.54 $152.59) Het 30 Days 083172016 Sclm| SSETEEDCHSEZS ...
WA2ME  Weiller\Welding 07564335 oasRme 0016 $28.52 $28.52 et 30 Days [a:TeRTes T $0,00 SSETEE0NE5ELS
042016 ML industries O, S+ 0485631 O 06 OOA016 pElo ] $1845.40 Net 20 Days =t Pt $0.00 SSEMEE0CRSAZT .
WYINE  CHHardware 340759 OH0LENE WOOL2016 L TAE $7.19 Net 30 Days OR0LANE $000 5567660085621 .
W26 CitffHarchware 34067 0W0LRMG BOV0L201 6 184,50 $84.30 het 30 Days OR0LE £000 SEETEA0URSA .
101472016 Security Equipm.., TEE338 OH0LAmE W06 SE12.00 $512.00 et 30 Days OR0ANES $000 5557660085821 -
WYINE  Winstel Control: 806100 OHOLNG 0L 6 29058 $210:58 Net 30 Dayd CRTLAN G $000 SSETEE0UBSEE...
0142016 Chiff Harctware 30N 00 WNONE §51.59 $51.55 riet 30 Days OA0I2ME $000 SSETEEONESEI .
0206 Bewvercreek Ren. 92167.1 QROGME HODSIME Fi07.41 $101.41 Het 30 Days OR0EAME 3000 S5ET6E00B581
WOI42016  Security Equipm... TEE151 OH0ERIE 0016 $42.00 $4200 et 30 Days OROER01E 5000 SSETEE0UESE .
0AE winstel Controli  BOG116 OH0E0NE SIS F124.49 $12449 Net 30 Dy OHOE0E 00 SSETHE0NRSELE
107142016 Besvercreek Ren. F1521.1 OH0THME DTG $288.23 §288.21 Met 30 Days DROTAME $0000 STETSAOCASER] .
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This section contains all of the invoices associated to a virtual card that has been used by the vendor. The final step of
the process is Post.

Posting loads the item to SedonaOffice so that the payment is reflected on the invoice and the balance due for the
vendor reduced. Select the invoices you want to post, enter a Posting Date and then click the Post button.

The application will create an AP check for each virtual card indicating the amount of the virtual card and the invoices



paid by that card. You can review this information from within SedonaOffice by accessing the related vendor and
selecting the Payments section. You can also review all of the transactions for a vendor by editing the vendor and
clicking the Comdata tab.



