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CEMS User Guide

The Comdata Expense Management System (CEMS) is an online expense coding
and reporting system designed to integrate fully with your company's construction
ERP software. CEMS allows your Comdata MasterCard cardholders to quickly and
easily allocate card purchases to expense categories such as accounting, jobs,
equipment, and business units.

Please note that the system is not designed to produce payment amounts to
Comdata, but rather to allocate Comdata MasterCard transaction amounts and
properly debit those amounts to their appropriate accounts.

CEMS provides a simple, streamlined interface for you to:
@ Access and enhance transaction data

@ Create records for cash expenses

@ Perform expense coding

@ Generate reports and exports
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Setup
Setting up your CEMS account entails the following steps from start to finish:

@ cCalling your Comdata Customer Relations Representative (CRR) and providing
your Company Code (Tenant ID)

@ Receiving a call back (typically in three days) from your CRR. At this point, you
can install your export tool

@ Setting up and configuring the export tool
@ Scheduling your export sync with CEMS using the Windows Task Scheduler
@ Receiving the link to the CEMS website from your CRR

Please read the following topic for more information on installing the export tool. For
more information on setting up your CEMS account after you have access to the site,
see the Administrator Functions section of this guide.
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Setting Up the Export Tool

The export tool is a simple and efficient software program for exporting your
company data into CEMS. Downloading the export tool is necessary to create the
two-way interface between your company and Comdata.

Note: If you are not using an ERP system for syncing, disregard this section. Other
users will need to manually import their company data via an import feature within
CEMS. Please see the section Importing for more information.

You will need to install the latest version of .NET Framework in order to use the
export tool. You must have one of the following operating systems installed on your
computer in order for .NET to install:

@  Windows 7 family

Windows Server 2008 R2 family

Windows Server 2008 Server Core R2 with Service Pack 1 or later
Windows Vista family

Windows Server 2008 family

Windows XP Home or Microsoft Windows XP Professional, both with Service
Pack 3 or later

@ Windows Server 2003 family with Service Pack 2 or later

Windows 2003 users must install the Windows Imaging Component (WIC):

32 bit - http://www.microsoft.com/en-us/download/details.aspx?id=32

64 bit - http://www.microsoft.com/en-us/download/details.aspx?id=1385

Windows Server 2008 R2 Server Core users must turn on the following operating
system features:

.NET Framework 2.0. Use one of the following ocsetup commands:

@ start /w ocsetup NetFx2-ServerCore
@ start /w ocsetup NetFx2-ServerCore-WOW64

Windows 32-bit on Windows 64-bit (WOW64). Use the following ocsetup command:

@ start /w ocsetup ServerCore-WOW64



http://www.microsoft.com/en-us/download/details.aspx?id=32
http://www.microsoft.com/en-us/download/details.aspx?id=1385
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If you meet all the necessary requirements, you are ready to download .NET
Framework. Copy and paste the following link into your web browser:
https://expensemanagement.comdata.com/downloads/dotNetFx40 Full x86 x64.exe.

Press Enter on your keyboard. Then, run the application and follow the online
instructions to install the program.

Now, you are ready to install the export tool. Depending on your ERP system, you
will need to follow a different process for installing the export tool. Choose the
appropriate link below:

@ Viewpoint and Spectrum

@ Explorer

@ Sage 300
@ Computer Guidance (CGC)

The Microsoft Task Scheduler is a free tool that comes when Windows is installed on
your computer. You can use the Task Scheduler to specify a convenient time for your
export tool to run. To access the tool:

For Windows 98, NT, and 2000 users, select My Computer > Control Panel > Scheduled Tasks.

For Windows Server 2008 users, open the Server Manager and navigate through the
console tree to Server Manager > Configuration > Task Scheduler.

For Windows XP and Server 2003 users, select start Menu > Settings > Control Panel >
Scheduled Tasks

After accessing your version of the task scheduler, you will need to:

@ Create the task name and description

@ Specify that the task runs daily and select the time of day

@ |ocate and select the CEMS export.exe file from your computer

@ Run the program in silent mode by typing /s in the Add Arguments field.

The last window in the task scheduler will be a summary of the task you created. For
additional setup options, select the open properties check box. Review the task
information and select Finish.



https://expensemanagement.comdata.com/downloads/dotNetFx40_Full_x86_x64.exe
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Setting the Task Scheduler

Access the properties window by right-clicking the task from your list of scheduled
tasks. It is recommended that you apply the following settings:

Set the program to run whether you are logged in or not

Select Run with highest priority

Set the program to run no longer than one hour

Do not limit the program to running only when the computer is idle

Allow the task to run on demand and force the task to stop running if it runs
longer than one hour

You can also set the task to run as a system account. It is recommended that you
choose this option so that the task will run even if a user’s account is removed.
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Integrate with Spectrum and Viewpoint ERP

If you are using a Viewpoint or Spectrum ERP system, follow these steps to sync
with CEMS. Note that Viewpoint and Spectrum screens are similar, but this example
will use Viewpoint screens.

1. You should receive a link to the Comdata CEMS download page from your CRR.
See the image example below.

Note: The export tool should be installed behind your server's firewall. It needs to be
in a location where your ERP system is accessible.

CEMS Installation Links
Harris, Steven

Sent: Mon 10/1/2012 10:27 AM

Harris, Steven

Select the following address to install the product:

https://expensemanagement.comdata.com/downloads/

Thanks,

Steven Harris

Customer Relations Representative

Comdata Corporation | 5301 Maryland Way | Brentwood, TN 37027
Work: 615-370-7530 | Fax: 615-376-6881 | sharriz@comdats.com

2. Select either Spectrum Export Tool or Viewpoint Export Tool.

Comdata CEMS Downloads

Mohile Applications

R

-
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ERP Export Tools
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Sage 300 Export Tool
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3. You will be asked to run or save the program. Select Run.

Do you want to run or save CEMSViewpointExport.msi (722 KB) from expensemanagement.comdata.com?

" This type of file could harm your computer. Run Save bt Cancel

You may see a security warning window open. Bypass this by selecting Run again.

The publisher of CEMSViewpointExport.msi couldn’t be verified. Are you sure you want to run the program?

@ Learn more

| Run View downloads

4. When the software finishes running, the Export Setup Wizard opens. Select Next.

Feamvame {==en |

Welcome to the CEMS Viewpoint Export Setup Wizard A ;
P -i a0 |

f |
Ay

Tha installer will quida you through the steps raquared to mstall CEMS Viewpoint Export on your
computer

WARNING: This computer pragram is protected by copynight lew and miematonal freaties,
Unsuthonzed duplication ar distnbulion of this progeam, or any porfion of i, mey result in savers cnal
ar criminal penalties, and will be prozecuied to the maamum extant possible wnder the o,

11
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5. Choose your installation location. Either use the default folder or select Browse to
locate a different folder on your computer. Then, use the radio buttons to determine
who will use the export tool on the current computer. Select Next.

{73 CEMS Viewpoint Export T @ e
Select Installation Folder [’? !

e

The installer will mstall CEMS Yiewpoint Expaort ta the following folder

Toinstallin this folder. click "Mext®. To install to & differant folder, enter it below or click "Browse®

Ecdder;
CAProgram Files (86N ComdatelCEMS Viewpoint Exparty Browse._. ]

DiskCost., |

Install CEMS Viewpoint Export for yoursell, or for anyone who uses this computer.

R Everyons

Just me

I T | e

6. Select Next again to begin installation.

Confirm Installation [P

The installer is ready to install CEMS Viewpoint Export onyodr computer.

Chick "MNext™ 1o s1an the nstallabon

Cancel || < Back j Ne> |

12
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7. Select Yes to start installation.

Program name:  C\Users\tbowker\AppData\Local\Micro..\Temporary

Internet
Files\ContentIES\JC2RZDWT\CEMSViewpointExport...
Publisher: Unknown
File origin: Downloaded from the Internet
";\_}_«-Z‘ Show details l Yes. I [ No |

8. Once installation is complete, select Close.

CEMS Viewpoint Expont has been successiully installed.
Click *Close® to ext.

Please use Windows Update 10 check for any critical updates to the NET Framework.

9. Locate and open the Export Tool shortcut created in your specified download
location.

Cancsl < Back

10. Select File > Configuration.

File o p—

Configuration

[ st

Exit

13
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11. Complete each field using the table below the image.

'Comdau Export Configuration

=

Company 1D
Company PIN
Reenter PIN
Database Server
Database Name
Detabase User
Databsse Password
Reenter Password

Companies To Export

Cancel

Refresh

Field

Description

Notes

Company ID

Provided by Comdata

Company PIN

Provided by Comdata

Reenter PIN

Same Company PIN keyed
above

Database The Spectrum or Viewpoint This can be an IP address, WINS,
Server database server name or DNS name

Database Enter the database server name for | The default name "Forefront" is
Name connection to Spectrum or correct. However, it can be

Viewpoint

anything that you named it.

Database User

The Spectrum or Viewpoint
database username set up by
your ERP manager

Non-administrator users will have
read-only access to their assigned
tables.

Database Password for the Spectrum or
Password Viewpoint ERP login account
Reenter Same database password
Password keyed above

14
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12. Select Refresh. The system will reach out to the database server and pull all the
databases you have on file. They will populate in the Companies to Export field.
Select the checkbox next to each valid entry. Select Save when finished.

Company 1D TON | Save
Company PIN LLLL

Reenter PIN a“eee

Dotobase Server abserves . .
Database Name Forefont

Dotabase User Couset

Dotabose Password  eeessee

Reenter Password 800000
Companies To Export | | v TON I Refresh
R —F :

13. Select File > Special Export.

Comdata Export M= B3
Fie] |
Configuration

Special Export. .. Export

Ext

15
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14. Select Yes to upload your Companies, Job Cost Types, and Equipment Cost
Categories. A success message displays upon completion.

Confirm Export B |

I'el Expart and upload company info, cost cakegories and cost t';.:'pas?‘:

Yes oy

15. Select Export to upload your remaining data. A success message should display
upon completion. Your ERP is now synced with CEMS.

CEMS Viewpoint Export e
b =%
File

|
)

s ]

16
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Integrate with Explorer ERP

If you are using the Explorer ERP system, you will need to follow the steps below to
sync with CEMS.

1. Open the CEMS download page at:
https://expensemanagement.comdata.com/downloads/

2. Select Explorer Export Tool.

Comdata CEMS Downloads

Mobile Applications

3. You will be asked to run or save the export tool. Select Run.

Do you want to run or save CEMSViewpointExport.msi (722 KE) from expensemanagement.comdata.com?

#  This type of file could harm your computer, i Run Save > Cancel

You may see a security warning window open. Bypass it by selecting Run again.

The publisher of CEMSViewpointExport.msi couldn’t be verified. Are you sure you want to run the program?

e Learn more

| Run View downloads

17
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4. When the software finishes running, the Explorer Export Wizard displays. Select
Next.

ﬁ Comdata Explorer Export Tool = =

Welcome to the Comdata Explorer Export Tool LA
Setup Wizard aiyey

The installer will quide you thraugh the steps required to install Comdata Explorer Expart Tool on your
computer,

WARMING: This computer program is pratected by copyright lavw and international treaties.
Unauthorized duplication or distibution of this program, or any portian of it, may result in severe civi
or ciiminal penalties, and will be prozecuted to the masmum extent pozzible under the law,

5. Choose your installation location. Either use the default folder or select Browse to
locate a different folder on your computer. Then, use the radio buttons to determine
who will use the export tool on the current computer. Select Next.

f_;‘}‘ Comdata Explorer Export Tool = 2

Select Installation Folder |_‘|

The ingtaller will inztall Comdata Explorer Export T ool ta the following folder.

Toingtall in this folder, click "Mext”. To install to a different folder, enter it below or click “Browse"

Folder:

C:4%Program Files [«86]\Comdata\CEMS Explorer Exports Browze...

Install Comdata Explorer Export Tool for yourself, ar for anyone who uses this computer:

) Evernyone

@ Just me

Cancel l [ < Back l [ Mewt »

18
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6. Select Next to begin installation.

ﬁ‘ Comdata Explorer Export Tool =

Confirm Installation

The ingtaller iz ready to inztall Comdata Explorer Export Tool on pour computer.

Click. "Mest" to start the inztallation.

| Concel || <Back ||

Mest

7. Once installation is complete, select Close.

ﬁ‘ Comdata Explorer Export Tool =

Installation Complete

Comdata Explorer Export Tool haz been successfully ingtalled,

Click. "Close" to exit.

Flease uze Windows Update to check for any critical updates to the MET Framework.

Cancel < Back

8. Locate and open the Explorer Export Tool shortcut created in your specified

download location.

19
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9. Select File > Configuration.

. Comdata Explorer Export

|| File |

[Eonfiguration

Special Export..,

Exit

10. Complete each field on the configuration window. Then, select Test Connection
to test the ERPs database connectivity. If no problems occur, select Refresh. The
system will reach out to the server and pull all databases you have on file, which will
populate in the Choose Data to Export field. Select the check box next to the left of
all valid entries.

Comdata Explorer Export Configuration B3
Covo0 3¢
Compary PIN aeew
Reerter PIN anee
Database Server gbvweemsdb 1
Database Name Explorer
Database User CEMS001User
Database Password ~ sssssss
Choose Data To Export Refresh

Companies Departments I
[¥] 10 - [¥]C2 CA-PIPEREHABIL .
] 20 —|  |¥lC3 CA-GUIDERAIL
[¥] 30 E [Z]C4 CA-FIBERCPTIC —
[¥] 40 [Z]C5  CA-JOINT VENTUF
[v] 50 [¥|C&  CA-UTILITIES
@] 70 | |7 CA-BLANKETCON -

Job Cost Types Equipment Cost Categories
[¥] 00 - Actual Production - [¥] 02 - Lease/Finance/Rent
[¥] 03 - Laber El [¥] 05- Disposal Proceeds [
[¥] 11 -Yard / Small Tools = [¥] 06 - Accum Depreciation
[¥] 02 - Labor Hours [¥] 07 - Insurance Claims Reco'
04 - Owned Equip 08 - Undefined
06 - Perm. Material - MO - Intemal Rent - Major R

Field Description

Company ID Provided by Comdata

Company PIN Provided by Comdata

Reenter PIN Re-enter the Pin provided by Comdata

Enter the database server name for connection to

Database Server
Explorer

Database User Enter the user ID for connection to Explorer

Database Password Enter the password for connection to Explorer

20
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11. Select File > Special Export.

. Comdata Explorer Export [ = g
I File
Configuration

[Special Export... Export

Exit

12. Select Yes to upload your Companies, Job Cost Types, and Equipment Cost
Categories. A success message displays upon completion.

i R’

Confirm Export

:I Export and upload company info, cost categories and cost types?

ves || Mo

13. Select Export to upload your remaining data (Department, Equipment, General
Ledger Accounts, Jobs, and Phases (Cost Codes)).

. Comdata Explorer Export = 2

File

A success message displays upon completion. Your Explorer ERP is now synced
with CEMS.

Export Success =

:] Export uploaded successfully

21
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Integrate with Sage 300 ERP

If you're using the Sage 300 ERP system, you will need to follow these steps to sync
with CEMS.

Assumptions

@ Companies are defined in your system via GL Prefixes
@ GL Prefixes are set up on each Job or in the Default Cost Account field

@ GL Prefixes are set up on each piece of Equipment (if you have the module) or
in the Default Cost Account field

Configure the ODBC Connection
***These steps must be done on the server running Sage 300***

1. Open ODBC Data Sources from the Administrative Tools.

2. Select Add.

User DSN | System DSN | File DSN | Drivers | Tracing | Connecion Pooling | About |
User Diata Sources:

Mame Piatform  Driver
Timberine Data Source e Timbedine Data

. AnQDBC User data sounce stores information about how to connect to the indicated data provider, A
E:” User data source is only visible to you and can only be used on this computer.

22
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3. Select Timberline Data and then select Finish.

Sedect a driver for which you want to set up a data source,

Mame

Microscft Paradax-Treiber (*.db )
Microsoft Tesd Diiver (“bd; *.csv)
Microsoft Tea-Treiber (" bd: * csv)
Pervasive ODBC Client Interface
Pervasive ODEC Engine Inteface

L]

— i s ot 0 TR T

4. Enter the Data Source Name, which can be any name you prefer. Then, select
Select Folder.

ata Sowce Name: [Eumdald

Database Type: | Accounting Data Folder
Databaze
D ata Folder:

C:\ProgramData\SAGENTIMBERLIME OFFICENData"PH data\PM Sample Data
CAProgramD st a\SAGENTIMBERLIME OFFICENData\Constiuchion S ample st

| Cancel | [Speciy Foidess... | |Remove From List|

23
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6. Return to the Timberline Data ODBC Setup window and select Options.

Drata Sowce Name: [Eumd:‘ld

Database Type: | Accounting Dats Folder

Database
[ ata Folder:

7. Select Standard descriptions under the Table and Field Naming drop-down.
Then, select the Shorten field and table names check box. Select OK when finished.

Data Source Marne: |Enmdata

Database Type: | Accounting Data Folder
Database
Data Folder: C:'\ProgramData.. . \Construction Sample Data',

e SHIMILM (abie =egment Z2e
Mote: Setting thiz opbion may causze this data sowce o be
ncompalible with nare Timbetline spplications.
I'F';Ehmten fiekd and table namg'[]

24
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8. Select OK again to save and exit ODBC connection.

User DSN | System DSM | Fie DSM | Drivers | Tracing | Connection Pooling | About |

User Data Sources:

Name Platform  Driver
Timberine Data Source JR¥S.3 Timberine Data

32t Timberine Data

. An ODBC User data source stores information about how to connect to the indicated data provider. A
User data source is only visible to you and can only be used on this computer.

Install the Comdata Export Tool
***These steps must be done on the server running Sage 300.***

1. In order to establish connection, log in as an administrator to the Sage 300 server.

2. Open the CEMS download page at:
https://expensemanagement.comdata.com/downloads/

3. Select Sage 300 Export Tool.

Comdata CEMS Downloads

Mobile Applications

Blackberry Apos
ipod App

ERP Export Tools

- ~1
Vier in T »

- - 1

-g’iu:_}m_ﬁmm 2

25
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4. You will be asked to save or run the export tool. Select Run.

Do you want to run or save CEMSViewpointExport.msi (722 KB) from expensemanagement.comdata.com?

i_‘ This type of file could harm your computer. Run Save bt Cancel

You may see a security warning window open. Bypass this by selecting Run again.

The publisher of CEMSViewpointExport.msi couldn’t be verified. Are you sure you want to run the program?

a Learn more

e
Run ﬁ View downloads

5. When the software finishes running, you will see the Export Setup Wizard. Select
Next.

Welcome to the ComdataExportToolSetup Setup -

wizard =& )

The retaller will guade you triousgh the stepe requined bo install Comdats spor T oolSehup on yous
compuber.

WARNIMG: Thiz computer program is profected by copynght law and ntemational treaties.
Unauthonzed duplication or disbibubon of thiz program, or any partion of i, may rezult i severe civl
or crminal penakies, and wil be prozecuted to the maamum extent possible under the law.

o ]| o BT

26
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6. Choose your installation location. Either use the default folder or select Browse to
locate a different folder on your computer. Then, use the radio buttons to determine
who will use the export tool on the current computer. Select Next.

Select Installation Folder

The irstaller will install Comdatal xportT aolS ebup to the following folder.
To installin thiz folder, chok. "Mext". Ta install to a diferent folder, enter it below or chck "Browse".

Folder:
ID “Program Files [x86]5Comd ata\ComdataExpon Tool3 etuph

Instal ComdataEsport Tool Setup for yourself, or for amyones who uses this computer:

() Everyone
(w) Just me

Confirm Installation

The retaller iz ready to install ComdataExport T oolSebup on wour computer,
Click "Mesd” to start the mstallaton

27
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8. Once installation is complete, select Close.

Installation Complete

ComdataE xport T oolS etup has been successfull inztaked
Chck "Cloge' to ext,

Fleaze use Windows Uipdate la check for any cibical updates o the NET Framevsoek.

9. Locate and open the Export Tool shortcut created in your specified download
location.

10. Select Sage 300 from the Choose Accounting System drop-down.

28
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11. Select File > Configuration.

File
| Cenfiguration

Special Bport.. == v| | Ewet |

Ext

Field Description

Company ID Provided by Comdata

Company PIN Provided by Comdata

Reenter PIN Re-enter the PIN provided by Comdata

Enter the database name for connection to Sage 300 (usually

DSN Timberline Data Source)

29
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Field Description
uiD Enter the user ID for administrator access to Sage 300
Enter the password for the user that has administrator access to
Password
Sage 300
o Enter your prefix delimiter. This is the delimiter set up in Sage for
Delimiter .
your GL prefixes. Commonly a dash (-).
Equipment Select this box to include Equipment and Equipment cost
ACl I?cable categories in the export tool. This can only be done if the
PP Equipment module is active in Sage 300.
Companies: Enter the number of characters for prefix A
(Company)
Length

Department: Enter the number of characters for prefix AB
(Division or Department). This field can be left blank if your
company doesn't have a prefix AB used for coding.

13. Select Test Connection to verify that the connection information is entered

correctly.

14. The message, "Connection successful" should display. Select OK. If you receive
an error, verify that the user ID and password are correct.

15. Complete the Delimiter, Companies and Department fields.

30




CEMS User Guide

16. Select Refresh. The system will reach out to the database and pull all databases
you have on file.

TS

[rees ]
fooee ]
|comdata
|trnberine user
lllll'
|

Length
|
]

|

Job Cost Types
[ & - Asdminiztrative Overhea
EQ - Equipment-Dwned
ER - Equipment-Rented
[ L -Labao
[] LB - Labar
[] LB - Labor Burden
Il - bl abesial

FREEEEEC
EREERE8

Equip Cost Categodes Equipment Active Status

10-000 - Repars and Main [#] In Semvice
104001 - Ol Change
W] 10-002 - Tires
| 10-003 - Brakes
10-004 - Filtess
104005 - Hpdraudics

16. Select the check box next to each valid entry.
17. Select Save to store changes.

18. Return to the Comdata Export Tool and select Export to begin uploading your
coding data to CEMS. Once you receive a success message upon completion, your
Sage 300 ERP is fully synced with CEMS.

31
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Integrate with Computer Guidance (CGC) ERP

Follow the steps below to sync with CEMS using the Computer Guidance ERP
system.

Assumptions

¢ The Comdata update for Computer Guidance has been installed
e The ODBC connection has been setup

Installing the Comdata Export Tool

1. Open the CEMS download page at: https://expensemanagement.comdata.com/downloads/

2. Select Computer Guidance.

3. You will be asked to save or run the export tool. Select Save.

Do you want to run or save CEMSViewpointExport.msi (722 KB) from expensemanagement.comdata.com?

' This type of file could harm your computer. Run Save x Cancel

You may see a security warning window open. Bypass this by selecting Run.

The publisher of CEMSViewpointExport.msi couldn’t be verified. Are you sure you want to run the program?

e Learn more

Run View downloads

4. When the software finishes running, you will see the Export Setup Wizard
window. Select Next.

i ComdataExportToolSetup == -

Welcome to the ComdataExportToolSetup Setup (.l
Wizard aluey

The inztaller will guide wou through the steps required to install ComdataE sport T oolS etup on wour
computer.

WARMIMG: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of thiz program, or any portion of it may result in severe civil
of criminal penalties, and will be prosecuted to the masimurn extent pozsible under the law,

32
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5. Choose your installation location. Either use the default folder or select Browse
to locate a different folder on your computer. Then, use the radio buttons to
determine who will use the export tool on the current computer. Select Next.

Select Installation Folder m!

The installer will ingtall Comdatak wportT oolSetup to the following folder.

Toinztall in thig folder, click "Mext”. To inztall to a different folder, enter it below ar click "Browse"

Folder:
C:\Program Files [861\ComdatahComdataE sportT oolS etuph, | Browsze... |

| Diisk Cost,.. |

Install Comdata Export Tool Setup for yourself, or for amyone who uses this computer:

() Everyone
(® Just me

| Cancel | | < Back Mest »

6. Select Next to begin installation.

Confirm Installation m!

The inztaller iz ready to install Comdatak sportT oolSetup on your computer.

Click "Me=t" to start the installation.

Cancel ‘ | < Back | |[ Mewt »
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7. Once installation is complete, select Close.

Installation Complete

1

Comdatak sport T oolSetup haz been successiully installed.

Click "Close" to exit.

Pleaze uze Windows Update to check for any criical updates to the MET Framewark.

| Cancel | | < Back | - Lloze |

8. Locate and open the Export Tool shortcut created in your specified download
location.

9. Select Computer Guidance from the Choose Accounting System drop-down.

. Comdata Export | = | B i |
File
Choose Accounting System E [ﬂ]
] Sage 300
Version oo
Computer Guidance
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10. Select the appropriate version of Computer Guidance from the Version drop-
down.

. Comdata Export = | E 2
File
Choose Accounting System  Computer Guidance -
Version Select One — -
- Select One —
37
4.0 or higher

11. Select File > Configuration.

. Comdata Export = | E 2
File |

Configuration

Special Export... Computer Guidance -

Exit

12. Complete all fields up to Password. See the table below with field descriptions.

Field Description

Company ID Provided by Comdata

Company PIN | Provided by Comdata

Reenter PIN Re-enter the PIN provided by Comdata

DSN Enter the ODBC connection name for Computer Guidance
UID Enter the user ID for administrator access to Computer Guidance
Password Enter the password for the user that has administrator access to

Computer Guidance
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13. Select Test Connection to verify that the connection information is entered
correctly.

14. The message, "Connection successful" should display. Select OK. If you receive
an error, verify that the user ID and password are correct.

© '
Test Connechion 28

Connection successful

15. Select Refresh. The system will reach out to the database and pull all databases
you have on file.

16. Select the check box next to each valid entry.
17. Select Save to store changes.

18. Return to the Comdata Export Tool and select Export to begin uploading your
coding data to CEMS. Once you receive a success message upon completion,
your Sage 300 ERP is fully synced with CEMS.

. Comdata Export = | E 2
File
Choose Accounting System  Computer Guidance -
Verzion 317 -

|lploading to Comdata...
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Troubleshooting Errors
Take note of the following error messages:

o |f the Test Connection or Refresh functions fail, you will receive the following
error message:

i R’

Credential Error 22

Please provide correct DSN |, UID and Password

To resolve, check your user ID and password and try again.

o If you receive one of the following messages, you may have missed a piece in
configuration. The error messages specifically explain what needs to be
corrected.

-

Check Fields 2

All fields rmust be completed and at least one company must be

_J; checked

i 5%

Please select atleast one Job and Equipment Active Status

OK

(continued on next page)
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¢ If you exit the Export Tool without saving the settings, the following message will
display. Select Yes to save and exit, select No to exit without saving, and select

Cancel to return to the Export Tool:
[ 5%

Confirm Exit

-

ve || Ne || Cancel
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CEMS Basics

User Roles

There are four user roles in CEMS:
@  Administrator

@  Approver

@ Coder

@  Cardholder

Each role has its own privileges and responsibilities. Read below for a brief
description of each.

The administrator has access to all functionalities in CEMS, which means they can
perform the duties of all user roles. In addition, administrators can add, edit, and
remove users; access the system settings, implement and configure the application
for their company, manage users, export data needed by the corporate accounting
system, access and run reports, and assign specific roles to users.

The main responsibility of an approver is to review, approve and, if needed, reject
transactions. An approver can code transactions, approve transactions for all of their
assigned cardholders, access and run reports and queries on cardholders, and
review expenditures.

The main responsibility of a coder is to code transactions. A coder can also access
and run the same reports and queries as administrators.

The main responsibility of a cardholder is to manage their own account. A cardholder
can code transactions for their card and run reports and queries on themselves.
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Navigating CEMS

Your Comdata Customer Relations Representative (CRR) will provide you with the
link to the website as well as your login information after initial setup.

Steps

1. Launch your browser.

2. Enter the URL provided for you in the browser's address bar. Then, press Enter on
your keyboard.

3. Enter your login information in the appropriate fields.
Login 2

Company ID | |

Username | |

Password | |

| QK ]| Cancel ]

Company ID: Your CEMS configured Tenant ID.
Username: Provided by your CRR. Case sensitive.
Password: Provided by your CRR. Case sensitive.
4. Select OK.

You will not be prompted to change your password upon logging in for the first time,
but it is recommended to do so for security reasons. After three unsuccessful
attempts to log in, your user profile will be locked. If this occurs or you forget your
login information, contact your CRR.

If you are logged in and remain inactive for 60 minutes, the system will automatically
log you out.
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Resetting Your Password

If you forget your password, you can generate an email to yourself with a password
reset link. Follow these steps:

1. Select Forgot Password on the CEMS login page.

Login £

Company 1D | |

Username | |

Passwaord | |

{b | OK | Cancel [

2. Enter your company ID and user name and then select Send Password. The
password reset link will be sent to the email address associated with your login
information.

Forgot Password s

Forgot Password?

Company ID |view |

Username | zanders |

I Send Password I Cancel

3. Check your email for a message titled CEMS Password Reset Link. Select the
URL within the message.

To:
Ce
Subject: CEMS Password Reset Link

Please reset vour password in the following link:
hetp:gbvweemsapl ' Comdata ResetPassword aspxTID=3443441a-d 1 1 2-43 1 b-95d2-2edabTd 492405

This link will expire in 12 hours, if vou are unable 1o reset vour password within 12 hours of receiving this email vou will nead o choose the forgot
password optien in CEMS login to generate a new link.

From: Comdata Password Resst Infio <CEMSADMIN@comdata. com > Semt:  Fri6/27/2014 1:56 PM
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4. The CEMS Reset Password page opens. Enter a new password twice for
confirmation, and select Submit. Then, use your new password to log in to CEMS.

COMDATA'

Payment landwalion

Reset Password
Your Company [D:  view
Your User ID: aanders
New Password Iy
Confirm Password = eesessss
Swom
Guidelines

@ The password reset link can only be successfully used once. If you've already
reset your password, selecting the link again will open an error message stating:
"You have already reset your password using this URL."

@ The password reset link expires within 12 hours after the email is sent. If the link
expires, you will need to select Forgot Password again.

@ New passwords must be at least six characters in length.
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Navigating the Home Page

After successfully logging in, you will be taken to your home page. The home page
displays summary information on cardholders and cardholder transactions. You have
the ability to:

@ Review user, account, and transaction activity
@ Download reports and exports

@ vView dashboard by all cardholders or select cardholders by Category, Billing
Periods, and Status

Note: Special characters cannot be entered in any data field in CEMS (for example:
&M*@$%!~:\=_). The @ symbol is permitted in e-mail address fields only.

Example one: A home page for administrators, coders, and approvers

CEMS - Demo Construction Company

Welcome.

oo1s76 | 150081
000006 $1,061.82
000595 $1,024.86
000455 $1,036.24
001362 $1,173.44
001658 $2,953.67
000017 $7,478.45
001568 $801.66
001564 $532.79
000023 $338.01
000022 $1,207.32

000027 s622.48
001563 $3,176.81
000030 s286253 |

002052 $2,331.57
002085 $438.66
000031 $1,285.96 |
001439 $3,910.56
001567 $4,057.47

na21sn «125m
= $157,246.49 |

See table describing each field on next page
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Features

Close-up Image

Description

1. Menu Bar

Home Query

Misc  Administration

Reporting

Help

Home: Returns you to
the home page

Query: Allows you to
query a cardholder

Reporting: Allows you
to pull cardholder
and/or administrator
reports

Misc: View a list of
default codes

Administration: Allows
you to perform
administrator-only
functions
(administrators only).

Help: Links you to the
CEMS online help
manual

2. Billing
Period

Billing Pericd

| 8/24/2012 ||

Select a billing period to
review.

3. Find
Cardholder

Find CardHolder |

Enter a cardholder's
name to search for

them. The X button
resets the field.

4. Company

Company

| Al

Search for expense
reports by company.

5. Status

Status

| Al

Search for expense
reports by their status.

6. Export

Export

Allows you to export the
data shown on the
dashboard into an Excel
document

7. Cardholder
Listing
Dashboard

MName

Agilra, Jose
Also, Jaime
Babeaus, Darrell
Parzas, John

Bass, David

-~ | Card

1000

0004

1000

ooo3

oooz

Emp ID
oooz3l
ooooos
ooooon
0o0ooss

oooooz

A table showing a list of
all expense reports in
the selected billing
period. Select a
cardholder by double-
clicking their name.
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Features

Close-up Image

Description

8. Expense
By Category

Allows you to view
expenses by a category.
If you select All
Cardholders, the pie
chart below will display
data for all cardholders
in the selected billing
period. If you choose
Selected Cardholder,
the pie chart will display
data on the cardholder
you select from the
dashboard.

9. Pie Chart

Depicts the expenses by
category for all
cardholders in the
selected billing period
or a selected cardholder

10. Billing
Period
Summary

Billing Period Summary

6/30/2011 ﬂ

This section displays the
number of transactions,
the net amount,
number of reviewed
transactions, and status
of the expense report
for the selected billing
period.

11,
Cardholder
Actions

Cardholder Actions

Code Transactions

Select the Code
Transactions button to
begin coding all
transactions for the
selected billing period.
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Cardholder Transaction Coding Page

Selecting a cardholder from the home page opens the Cardholder Transaction
Coding page. This page displays all of the cardholder's transactions for the selected

billing period.

1

Administration

CardHolder Actions

Help

4]

Administrator Actions

362012 |- |
—
2 i S ot
[ | 2.3 4 5mm»

m || select &l = Trans Dat: = Merchant Category Post Date Total Due Status Group Approval  Coding
(=] 8/11/2011 | MURPHY7013ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 8/12/2011 £200.20 | Uncoded [+

(™| 8/9/2011 | MURPHY7O13ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 8/10/2011 $140.83 | Uncoded [+

[w] 8/5/2011 | MURPHY7O13ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 8/10/2011 $289.28 | Uncoded [+

= 8/8/2011  MURPHY7013ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 8/9/2011 $299.20 | Uncoded (5]

[ ] B/4/2011 | MURPHYTO13ATWALMRT - LEWISVILLE, TX 750 | Fuel Group B/5/2011 $111.92 | Uncoded a

(™| 8/4/2011 | MURPHY7013ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 8/5/2011 £204.00 | Uncoded [+

[ W] 8/3/2011 | MURPHY7O13ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 8/4/2011 $296.29 | Uncoded [+

il B/1/2011 | MURPHY7U13ATWALMRT - LEWISVILLE, TX 750  Fuel Group B/2/2011 $132.60 | Uncoded [+]

(W] 8/1/2011 | MURPHY7013ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 8/2/2011 $299.20 | Uncoded [+ ]

E 7/27/2011  MURPHY7013ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 7/28/2011 $299.21 | Uncoded [+

=] 7/27/2011 | MURPHY7013ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 7/28/2011 §7.75  Uncoded [+

= 7/26/2011 | MURPHY7OL3ATWALMRT - LEWISVILLE, TX 750 | Fuel Group 7/27/2011 $139.68 | Uncoded [+

Transactions: 58 $8,982.51
B:z2345s5r»
Features Close-up Image Description

1. Cardholder

CardHolder Actions

vaons |-

Use this section to
select a different
billing period for
your cardholder or

retene (w - J§ |select Submit o
submit transactions
M in reviewed status.
Expand &ll Iﬂnllm Nll@ Trlm-i:h'm'u'i-lwlrl
Use these buttons
2. Menu to perform coding
Options _ _ and approval
IL@ Mass Coding .@ Associate Growp_| functions.
Trans Dete | Merchont Displays all

3. Cardholder
Transaction
Dashboard

10/15/2012  Merchant Name : 123456-5 - Brentwood, TN 37211
10/15/2012 Merchant Name : 123456-6 - Brentwood, TH 37211

10/15/2012  Merchant Name : 123456-7 - Brentwood, TN 37211

transactions in the
selected billing
period.
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Features Close-up Image

Description

4,
Administrator
Actions

Administrator Actions

Approve Transactions |(v) Approve

This box only
displays for
administrators and
approvers. Use the
Approve button to
approve reviewed
or submitted

transactions.

Transaction Viewer Window

Selecting the TransactionViewer l@ Transactionviewer | button opens the Transaction

Viewer window which displays additional transaction information.

The buttons at the top of the window are used to approve or reject a transaction
(approvers and administrators only). Use the scroll buttons at the top cycle through
all transactions under the cardholder in the current billing period. To make changes
to a transaction, select Edit in the top right corner. The options at the bottom of the
window allow you to scroll through all transactions with attachments. You can also
rotate, print, and zoom in and out of the attachment.

Note: To view a specific transaction, select the check box next to the transaction in
the dashboard and then select TransactionViewer.

Transaction Viewer
CardHolder  Oviles, Amar Approval Status: Cycle through
Billing Period: 1/1/2015 - 1/31/2015 () Approve| %) Reject | transactions g’ 7018 |»| |@ est
Trans Dste 0410712045 /l
i VE DO IT RIGHT THE FIRBT TINE
% CONDATA .
ot SO Approve and reject 5881 NARYLAND NAY Edit button
Merchant  Sgu transactions bl
ugi
are27
CABHIER: @81
Level 3 Detail CUBTONER: @42
Description  Qty Price  Total PURCHABE
ul 1.0000 $78.00 $78.00 ‘ 11228844 41088.89
Accounting
TAX +9.26% TAX: 49,26
Code To Amount Account
GL Expense $78.00 1003 TOTALY 3189.25
PAYNENT NETHOD: CREDIT CARD
TRANGACTION #1411161597 -881
T : e DATE19/89/2814 2119167 PN
coul - Chase omOulwng ccoun!
ALL BALES FINAL
Amount $76.00
oy 0.000000 THANK YGU
Attachment
features \
1of1 ) ] &) Q)
Noles aaabbbeecddd
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Transaction Coding Window

Select the Edit button in the Transaction Viewer to open the Transaction Coding
window. You can also access this window by selecting the green icon under the
coding column on the Cardholder Transaction Coding page. In the Transaction
Coding window, you can view a small summary of a transaction and code it for
review. You can also use this window to dispute a transaction and import a receipt
from your computer. For more information, see the section Coding.

Status Group Approval Coding

Uncoded
Uncoded
Uncoded

Uncoded

OO

Uncoded

Transaction Coding Window.

Transaction Summary & Detail

Trans Date 0B 272011 Merchant  ORANGE Calegory  Fuel Group
Post Date 084 572011 0000 IH-00 MAMOND TX.00000-0000 Total $61.83
Prod Code Descripbion Qty Price Total Dispute Transaction |
ADS UNL REG 86/87 OC 18.560 §$3.44 $63.83 |

Transaction GL Coding

Coding Type JbfCt/Ph v] : Code To Amount Apcount
Company DEMO Bl
Job | [~ #H
Cost Type | o Attachments
Phase [ M| [ impart |
GL Account * —

I L7 (@ show |
Amount | $63.83 |

|(@] Delste |
Approver | -
Hodes |
SR T T Apply (B save | | cancel |
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Administrator Functions

The CEMS administrator role has access to all functions in CEMS, meaning they can
perform all of the functions at each access level. The administrator can also make
changes for their company within CEMS, such as adding, editing, and removing
employees and users, configuring the company's settings within CEMS, managing
users, exporting data and importing data, accessing and running reports, and
assigning specific roles to users. This section demonstrates how to configure the
application for your company’s expense reporting needs.

This section describes the following administrator functions:

@ Setting Up Users

@ Setting Up Billing Periods

@ Setting Up GL Accounts

@ Confiquring your Company Settings

@ Moving Transactions

@ mporting GL Files

@ Mapping Coding Types

@ Setting Up E-mail Notifications
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Setting Up Users

As an administrator, you have responsibility for setting up individuals in your

organization with one of the four CEMS user roles: Administrator, Approver, Coder,

or

Cardholder.

Creating an employee record

Normally, your employees will be automatically entered in CEMS through a CD00009
file sent from Comdata. This file is sent with the AC29 file (transaction information)
on a daily basis, keeping your employee database constantly updated. Should you
need to manually add an employee, you can use the following process.

Note: Records sent through the CD00009 file display employee names in all capital
letters. Records that you manually set up are displayed in the format you entered

th

St

em.

eps

1. Select administration > Users from the main menu bar.

Users

Billing Pericds

Setup/Administration

2. Select the Employees tab. All of your employees currently loaded into CEMS will
populate. Select New.

|E Eave |+

Users | Employees

Hame

ABEY, AMANDA
ADAM, GREG
ADAM, J0E
AFFEL, WILL
AFFEDT, ROBERT

ALCATAD DAL

MNew

Company

197

197
262

197

[1 %)

Find Mame |
Emp 1D Dirvision
244713 35
100773 7B
206129 3
514232 27
514232 27

JATORT

Dept
351106
TB330E
31110F
277875
277875

ATIROS

Vendor Code
COMDATOOL
COMDATOOL
CoOMDATOOL
COMDATOO1
COMDATOOL

COMOATON

Cash Ven Code |
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3. In the Cardholder Profile section at the bottom of the page, complete each field as

necessary then select Save M The employee record is now created. The
next step is to assign them a user role.

Note: You can go back and update an existing employee's information at any time.
The updated employee profile will retain any associated transaction or coding data.
You cannot change the employee's company or employee ID if they have coded
transactions.

Check the Create Cardholder box when adding an employee record to identify the
employee as a non-Comdata cardholder. This is user will be responsible for entering
out-of-pocket cash expenses in CEMS.

CardHolder Profile

Last Name | | Division Allow Cross Company Coding ||
Create Cardholder [}
First Name | | Department
Company | |v| Vendor Code | |
Employee ID | | Cash Vendor Code | |
Default Cost Center | |

Bulk Update Employee Data

The Import Employee file section offers the ability to update multiple existing
employee profiles at once. The values you can update include company, Employee
ID, Division, Department, Vendor Code, Cash Vendor Code, and Default Cost
Center.

Import Employee File

IE[- Browse |

File Format (*.csv): EmployeelD, Company, Division, Department,Vendor Code, Cash Vendor Code, Default Cost Center

1. Select Browse.

2. Select the file from your computer. The file must be in the comma-
separated (.csv) format and organized as follows: Employee ID
(00001), Company, Division, Department, Vendor Code, Cash
Vendor Code, Default Cost Center.

Example

| Employee File.txt - Notepad

File Edit Format View Help

00001, TECO1,DIVl,DEPTL,VCl,CVCl,DCC1 7
00002, TECO1,DIV1,DEPTL,VC1,CVC1,DCCL
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The updated values in the file (excluding Company and Employee ID, which are not
updatable) must observe the following requirements.

Field Maximum Characters Allow Blank (Y/N)
Division 5 Y
Department 6 Y
Vendor Code 10 Y
Cash Vendor Code 10 Y
Default Cost Center 10 Y

You should receive a success message after import.

Imported emplooyee ﬁ

successful employee import

o]

e W,

If your import file contains both valid and invalid employee records, CEMS generates
an improper data file. To review this file, select Save Improper Data after you have
imported.

Warning message

Import Warning [

Some line{s) were not imported
Please save the Improper Data in a new file.

Save Improper Data.

Import Employee File

[@ Browse ] l@ Save Improper Data ]

File Format (*.csv): EmployesID Company,Division, Department,Vendor Code, Cash Vendor Code, Def

§
i
3
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The improper data file contains brief explanations for your failed imports.

improper 0ot < |
] 50001,r:co1,bxva.,ntnz.vcz,cvu,occz : Employee 00001 does not exist. =_
2 00002,TECOL,DIV1,DEPT1,VC1,CVC1,DCC1 : Employee 00002 does nct exist.
3 00003,TECO1,12345,123456,1234567890,1234567890,1234567890 : Employee 00003 does not exisc.
4 00004,TECOL, 123456, DEPT1,VC1,CVCL, DCCL : Invalid Division.
5 0000S5,TECO1,DIV1,1234567,VC1,CVC:,DCC1 : Invalid Deparctment Code.
€ 00006,TECOL,DIV1, DEPTL, 12345678901,CVC1,DCCL : Invalid Vendor Code.
7 ©00007,TECC1,DIV1,DEPT1,VC1,12345678901,DCC1 : Invalid Cash Vendor Code.
2 00008,TECC1,DIV1,DEPTI, VC1,CVC1, 12345678901 : Invalid Default Cost Center.
3 00009,TECOL,,,,, : Employee 00009 does not exist.
10 00010,TECO1,DIV1,DEPTL, VC1,CVC1l,DCCL : Employee 00010 does not exisc.
11
J- { m ] »

Creating a New User From the Cardholder List

Once an employee record is added to CEMS, you must assign them a user role

before they can access the system.

Steps

1. Select Administration > Users from the main menu bar.

T Gees |

Billing Periods

Setup/Administration

2. The page opens with the Users tab automatically selected. Select New to open a

list of all your employees.

Division

= | Company Emp ID

MName

Adrian Baker DEMO 001713 50
Amy Dutton DEMO Dutton T
Aaron Rojas DEMO 001628 50
Aaron Ware DEMO demol03 demao
Angie Ward DEMO demoamw | ADM

[ Dept [ Username [ Role [ Last Login [=]
Comdata Administrator 10/24/13 03:33 PM :l
5001 abaker Approver 07/16/12 12:32 PM
m adutton Administrator 02/23/12 01:23 PM
5001 arojes Coder 03/01/13 11:31 AM
deom Aware Administrator 01/04/12 12:31 PM
anward Administrator 07/24/12 12:36 PM R

Email Address
Mobile Number

User Role [ -
Active B
Password

Generate Password |
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3. On the Employee List window, type the employee’s name in the Find Employee
field or use the scroll bar to search for them. Once you find the employee, select OK.

" Employee List
I Find Emo'oveel

Name ~ Company Division Dept e
ABEY, AMANDA 197 35 35110€
ADAM, GREG 109 78 78330¢
ADAM JOE 197 i 31110F
AFFEL, WILL 262 27 27787%
AFFEDT, ROBERT 197 27 27787%
ALCAZ PABLO 197 27 27280¢
ALCAZ,PABLO 262 27 272805
ALGEC, JORGE 197 31 31140¢
ALL JAMES 108 10 100004
ALL, MATTHEW M 262 -
v] OK | {(X] Cancel |

4. The Login Information section at the bottom of the page will populate with the
cardholder's name and information.

Enter the following information for the new user.

Login Information

Mame Samuel Aber

Username | saber |

Email Address |5-ﬂ|:ll.‘l"ﬁ abcl23.com |

Maobile Number |555-555-5555 |

User Role [ Admimstrator ™ |
Active 1]

Password |llll-llilillii |

| Generate Password |

(see table describing each field on next page)
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Field Description
Name This field will automatically populate with the first name, last name, and
middle initial (if applicable) of the employee you chose.
Create a user name for your new user. Typically, a user name will consist
Username | of the first letter in the new user’s first name and their entire last name.
However, you can make any user name you wish.
Email Enter the user's e-mail address.
Address
Mobile ;
Enter a convenient phone number for the user.
Number
Use the drop-down menu to select the user's role.
If you select either Coder or Approver as the user role, the Coding &
Approving List will display to the right.
IE:I Add IEI Delete
Name
User Role
Select the Add button to open the Employee List window (same as step 3
above) and add cardholders for your approver or coder.
Note: The system requires you to save changes for the user you are
setting up before adding to the Coding & Approving List.
Active Select this check box if you want the user to be active upon creation.
Create a password for the new user or select Generate Password.
Please be aware that if you select Generate Password, the password
Password

will not be automatically e-mailed to the user. The password will be
copied into a clipboard which can be pasted into an e-mail for the user.

5. Select Save M when finished. The new user is now set up in the system.
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Note: If the employee record was not marked as Create Cardholder (see step 3)
and the user is set up with the Cardholder user role, a confirmation window displays.
Read the User Confirmation window and select Yes if the user is meant to be a non-
Comdata cardholder. This user will be responsible for entering out-of-pocket cash
expenses in CEMS.

User Confirmation

The employee record linked to this user is not currently setup to
enter out of pocket cash transactions. Would you like to set this
employee up as a user that enters out of pocket cash transactions
for reimbursement?

Yes

No

The user will be saved in the system and can begin adding cash transactions. Their
card number will display as CASH in the Cardholder Listing.
Hame -  Card Employee Count Attach Queue Reviewed Approved Status Total
Aviles, Omar 0857 001579 2 17 Reviewed £404.00
Joanna, Gibson CasH | 200002 1 0 Cpen $1,4247.00
FHAMGS, Jammy CASH | 200011 o 1] Reviewed £1,400.00
Mitchell, James CasH | mO0001 o 0 Cpen §100.00
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Setting Up Billing Periods

Setting up billing periods is a way to group transactions in CEMS. This feature will

help you keep track of your transactions and review them accordingly. During your
initial setup for CEMS, the current and previous billing months will automatically be
created for you. You will need to manually setup other billing periods.

Transactions will automatically populate in the billing period depending on the date
range you create. For example, if you create a billing period with the start date
3/1/2013 and end date 3/30/2013, any transaction that falls in that date range will
appear in the billing period.

Billing periods are viewable to all user roles, but only an administrator may create
and modify billing periods.

Creating a Billing Period

The following steps describe how to create a billing period.
Steps

1. Select Administration > Billing Periods from the main menu bar.

Users

| Billing Periods |

SetupfAdministration

2. Locate the Billing Period section on the left side of the page.

Home  Query Reporting Misc Administration

From To Status [ Create New Period | |  Create Accounting File ] Billing Period:
7/24/2012 | 8/24/2012 Open Status: Transactions: Period Total:
7/1/2011 | 7/31/2011  Closed [ Close Billing Pericd | | Clear Exported Transactions |

6/1/2011 &/30/2011  Posted Name Card Status Total
5/1/2011  5/31/2011 Closed [ Post Billing Peried | | Mark Exported As Posted ]

4/1/2011 4/30/2011 Posted

3/3/2011  3/31/2011 Archived Archive Billing Period Clear Posted Transactions

2/1/2011 | 2/28/2011  Archived

5/27/2010 3/6/2012 Open
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3. Select Create New Period.

T T

From Ta Status | Create New Penod |

7/24/2012  B/24/2012 Open
7/1/2011 7/31/2011 Clesed | Close Billing Period |
&/1/20011  &/30/2011 Posted

5/1/2011 5/31/2011 Closed | Post Biling Penied |
4f172011 4/30/2011  Posted

3/3/2011 33172011 Archived | Archive Bil ing Period |

2712011 | 2/28/2011 Archived

£/27/2010 3/6/2012  Open | Deletz Billing Pericd |

4. In the New Billing Period window, select the From and To dates and then select
OK.

New Billing Period i

From To

@ Ok @ Cancel

Note: You can make a billing period as long or short as it needs to be. However, the
billing period you create cannot overlap with an existing period. For example, if you
have a billing period that starts at 10/1/2014 and ends at 10/7/2014, then you cannot
make a billing period that starts at 10/5/2014 and ends at 10/10/2014. Each new
billing period must start the day after the last one ended.

Once you have a defined billing period, it will be available in all operations that
require you to search by a date. For example, when you access a Cardholder’s
Transaction Coding page, you can choose a different billing period from the
CardHolder Actions box. All transactions that fall under the dates you specify will
appear in the billing period you create and will be listed by cardholder name.

CardHolder Actions

Cardholder  Carlo, Marcus
Billing Period | 7/31/2011 ||

Group All - J

Submit Transactions |~ Submit

LS &
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Closing Billing Periods

Select an open billing period and then select Close Billing Period. Once a billing
period has been closed, no new transactions can be added. However, coders,
approvers, and cardholders may still code and approve transactions in a closed
billing period. Selecting this option simply states that the transactions are ready for
review and approval.

Note: You cannot add cash transactions to a closed billing period. See the section
Cash Transactions for more information.

From Ta Status | ©Create New Penod |

724/2012 | B/24/2012 | Dpen

7/1/2011 | 7/31/2011 Closed | Close Billing Period |

6/1/2011 6/30/2011 | Posbed
5/1/2011  5/31/2011  Closed | Post Biling Perod |
4/1/2011  4/30/2011 Posted

3/3/2011 3/31/2011  Archived | Archive Billing Period

2/L/2011  2/28/2011 Archived

5/27/2010 2/6/2012 Open | Delete Billing Pericd |

Submitting Transactions

Once a billing period has been closed, a submit button will appear on the Cardholder
Transaction Coding page.

CardHolder Actions

Cardholder  Bass, David
Billing Period | 6/30/2012 |-

Group All - J

Submit Transactions | (/) Submit
. &

Selecting the submit button will change all the cardholder's reviewed transactions in
the billing period to the submitted status. All transactions must be in reviewed status
and have proper coding.
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The submitted status is similar to the reviewed status except that you cannot make
changes to the transaction. The submitted status indicates that the transaction is fully
ready to be reviewed by an approver. If a transaction is in reviewed status, users
may make additional changes. If the transaction is submitted, it should remain
untouched by all users except the approver.

Status Group Approval Coding
Submitted 4]
Submitted O
Submitted %]
Submitted 4]

Posting Billing Periods
Once a billing period has been closed, you can now post the transactions. Select a

closed billing period and then select Post Billing Period.

Billing Period

From To Status | Create New Period |

912012 9/30/2012 Open

7/1/2012 | 7/31/2012 | Open | Close Billing Period |

6/1/2012 6/30/2012 Closad

7/1/2011 7/31/2011  Posted Pest Billing Pericd

8/1/2011 | &/30/2011 | Posbed

5/1/2011 5/31/2011 Posted Archive Billing Period

4712011 d/30/2011 Posted
3/3/2011 3/31/2011  Archived Delete Billing Pericd
2/1/2011  2/28/2011 Archived

5/27/2010 3/6/2012 Cpen

Posting a billing period updates all transactions for every cardholder as posted.
Selecting this option simply indicates that the transactions have all been approved
and are ready to be exported back to your ERP. Therefore, you should only post a
billing period after all of the transactions have been approved. Otherwise, you run the
risk of creating inaccuracies in your company's finances.

Reminder: A billing period must be closed before you can select this option.
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Archiving Billing Periods
Archiving a billing period saves it for your records. Once you archive a billing period,
it will only be available on the billing period and query pages. You cannot make any

additions or changes to an archived billing period.

e g perod |

From Te Status | Crzate New Perod |
/172012 9/30/2012 Open

7172012 7/31/2012 Open | Close Biling Perniod |

6/1/2012  6/30/2012 Closed
7/1/2011  7/31/2011 Posted | Post Billng Pericd |
6/1/2011  &/30/2011 Posted
5/1/2011 5/31/2011 Posted I_\.Mhive Billing Period |1]

471/2011  4/30/2011 Posted

3/3/2011 3/31/2011  Archivad | Delete Billing Pericd |

/1/2011  2/28/2011 Archived

5/27/2010 3/6/2012 Open

Deleting Billing Periods

To delete a billing period, select one from the list and then select Delete Billing
Period. Once you delete a billing period, it will disappear from the list of periods, but
the transactions will remain in CEMS. Simply create another billing period to re-group
the transactions. A billing period does not need to be in a specific status in order for
it to be deleted.

This option is especially useful if you want to remove transactions from one billing
period and re-group them in another.

Note: You cannot remove one transaction at a time from a billing period. If you notice
only a few transactions are in the wrong billing period, or if you want to change the
date range, you must select the delete option to remove all transactions and start
over.

T ingrenod |

From -] Status l Create New Pernod |
Fi24/2012 | 8f24/2012 | Open

7/1/2011 | 7/31/2011 | Closed | Close Billing Period |

6/1/2011 | &/30/2011 Posted

5/1/2011 | 5/31/2011 | Closed | Post Biling Pericd |
&/1/2011 | 4/30/2011 | Posted

3/3/2011 | 3/31/2011 | Archived | archive Billing Periad J

2712011 | 2/28/2011 Archived

Delete Eilling Pericd

5/27/2010 3/6/2012 | Open )
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Creating an Accounting File

An accounting file is used to export transaction data from CEMS back to your ERP.
Creating the accounting file downloads a text document that holds all transaction
data in a specified time period. Depending on your ERP system, the format of the file

may be different.

Steps

1. On the Billing Periods page, select a billing period and then select Create
Accounting File.

Accounting File

Create Accounting File
Clear Exported Transactions

Mark Exported As Fosted
Clear Posted Transactions

2. Enter a name for the accounting file and locate a destination on your computer.
Then, select Save.

& Swve hs . X
Gl MDesktop » w4

Organce = =- @

%t Favorites Name Size temt ©

[ ®Dewc '} Accounting period ... 0KB TeaD
% Downloads | invoice1216 0KB Text!

2\ Recent Places | anglie 6KE TetDl

&L Windows (C) | patResults 7K8 TenanDl

| [#2 Shortcut to CustRel... 1K8 Shorte

=4 Libraries (%) CSR MC PS14 Entry . 1KB Shortc

| Documents J. Michael Account File fo

& Music 4. Aaron_tiffany wedd... File fo
all New Library 4. Training Matenals File fo
&= Pictures J. Personell information File fo
B videos J. home work File fo

L Comdsts Exnanca .« Eile

v 4 [ ]
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3. The Accounting File Parameters window opens. Complete each field accordingly.

Select OK when finished.

Accounting File Parameters x4

From |7/12/2014 fi5] To | 8/12/2014

@Default Company Setup |_J) Coding Company (_) Employee Company

@Genemte File For Company: | {ALL) |v|

@Tra nsaction Type: | A

@Include Only Approved Transactions [ |

@ Invoice Date | |

@ Invoice # [1234 |
@ Batch Code |4321 |

0 Export Images l - J

Cancel

A. Select the date range of transactions you want to export.

B. Select the default company setup: Coding Company or

Employee Company. Select Coding Company to export

transactions coded to the company selected in the Generate

File For Company field. Select Employee Company to
export all transactions for cardholders with the company
chosen in the Generate File For Company field in their

Employee record in CEMS.

C. Select the appropriate company.

Cash Only or Card Only.

E. Select the check box if you want to export only approved

transactions.
F. Select the date of the invoice.
G. Enter the invoice number.

H. Enter the batch code.

. Select the type of transactions to export: All Transactions,
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I. Use this option to export any attached receipt images to a zip
file for record keeping. The zip file is password protected,
which can be retrieved from the download window. Use the
drop-down to select 1 Per Transaction to include only the first
image associated with a transaction or select All Trans
Images to include all images. Selecting one of these options
will also display the name of the receipt image in the
accounting file.

J. Select this option to include the gallons from fuel purchases
in the export file.

Note: For CMiC and Viewpoint ERP users, the title of the image file is displayed at
the end of the accounting file.

If successful, you should receive the following message: "Accounting file successfully
created."

P "

File Created =

Accounting file successfully created

oK

Example of Accounting File
m_“| CMIC - 1 Per Transaction.txt - Notepad = | B P
File Edit Format View Help
H,,2,I,09202013,09202013,2,,0,,,,,146.00,,,MC#-9003,99,, -
D,,2,I,,146.00,J08001,PHASEL,CT1 ,Merchant Name : 0Q0003-1,,,,,,TCMIC,2-00003-7360.jpg
H,CASH,2,1,09202013,09202013,2,,0,,,,,146.00,, ,MC#-9003,99, ,
D,CASH,2,TI,,146.00,10B001,PHASELl,CT1,Test,,,,,, TCMIC,2-00003-7563. jpg
H,,2,1,09202013,098202013,2,,0,,,,,438.00,,,MC#-9004,99,,
o,,2,I,,146.00,]0B001,PHASEL ,CT1 ,Merchant Name : 00004—1,,,,,,TCMIC,E—UUUU4—?3?U.jpg
D,,2,I,,146.00,J0B001,PHASELl,CT1,Merchant Name : 00004-2,,,,,,TCMIC,2-00004-7371.]pg
D,,2,I,,146.00,308001,PHASEL,CT1,TeST,,,,,,TCMIC,2-00004-7564. jpg
H,CARD,2,I,09202013,09202013,2,,0,,,,,146.00,, ,MC#-9001,99, ,
D,CARD,2,I,,146.00,10B001,PHASEL,CT1,Merchant Name : 00001-10,,,,,,TCMIC,2-00001-7349.jpg
H,CASH,2,1,09202013,09202013,2,,0,,,,.,146.00,, ,MC#-9001,99,,
D,CASH,2,I,,146.00,]0B001,PHASELl,CT1,Test,,,,,, TCMIC,2-00001-7561. jpg
H,CARD,2,I,09202013,09202013,2,,0,,,,,292.00,,,MC#-9002,99,,
D,CARD,2,I,,146.00,108001,PHASEL,CT1 ,Merchant Name : 00002-9,,,,,,TCMIC,2-00002-7358. jpg
D,CARD,2,I,,146.00,10B001,PHASELl,CT1,Test,,,,,, TCMIC,2-00002-7562. jpg
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After selecting OK on the Accounting File Parameters window, you will be prompted
to run a report on the accounting file.

. File Created 5 .

Accounting file successfully created,
Do you want to generate a Report?

| Yes J | Mo J

If you select Yes, a report will generate displaying all of the information in the
exported accounting file. This is helpful in clearly seeing all your exported data.

The fields in the Accounting File Export Report include:

e Cardholder e Company ¢ Transaction ID ¢ Transaction Date
e Card Number e Merchant Name e Vendor Code e Amount
e GL Account e Job Number ¢ Phase Code e Job Cost Type
e Equipment e Cost Code e Cost Category ¢ Gallons Project
e Business Unit e Subledger e Subledger Type e Extra
e Sub Job Number e Notes ¢ Invoice Number ¢ Invoice Date
e Image File Name e Default Cost
Center

The Accounting File window includes the following additional options:

Clear Exported Transactions

If you notice a mistake when you first create the accounting file, select this option to
delete it and start over.

Mark Exported as Posted

After you have successfully exported the accounting file, select this option to mark all
transactions as posted.

Clear Posted Transactions

If you notice the wrong transactions have been marked as posted, select this option
to clear all posted transactions and start over.
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Viewing the Period Cardholder Status Summary

When you select a billing period, all cardholders and their expense reports will
populate in this section. The Period Cardholder Status Summary is similar to the
dashboard on the home page, but is purely for viewing. You cannot view any
additional information by selecting a cardholder's name.

Period Cardholder Status Summary

Hame
HUBE, RON G557 Posted $38.50
MARA, 5AM 6632 Pested $197.19
SIEW, JOSEPH 6524 Posted $168.45
FEARS, RON B540 Posted §255.47
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Setting Up GL Accounts

During the initial sync of CEMS and your ERP, your company's entire chart of
accounts will be imported into CEMS. You will need to determine what coding
structure should be applied to the account codes.

Steps

1. Access this feature from the CEMS home page by selecting Administration >

Setup/Administration > GL Accounts.

COMDATA

Payment Innovation

Home  Query Reporing Misc  Administration

| GL Accounts | Settings | Move Transactions | Import |

The GL Account Setup page provides several options for searching and editing a GL
account.

GL Account Satup Highlighted rows are availabla for coding
Company Acocount Description Type Cost Type Category Edit I g
DEMOD 1001 Testdescriptiond Job BURDEN a
DEMO 1002 Community Bank Payroll Account Job CONSUMABLES fj
DEMO 1003 ChasmJexas Operating Account Job EQUIF
DEMO 1004 Chase LA Offegating chIumn j
DEMO 1005 Chase TX LT Payro Heading Scroll Bar G
DEMO 1050 Petty Cash - Houston a
DEMO 1051 Petty Cash - Laurel %]
DEMO 1052 PETTY CASH BEAUMONT %]
DEMO 1050 Undeposited Funds a
DEMO 1100 Accounts Receivable a
DEMO 1105 Accrued Revenue GL Expense G
G

DEMO 1110 Cost in Excess of Billings

Navigation option |Description

Select an individual column heading (Description, Account,
Column heading Company, etc.) to sort account codes in ascending or
descending order for that column.
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Navigation option |Description

Select this icon under a specific column to open a list of
filtering options.

Account Descrip,
Aa Aa
= Equals
Filter icon SRt
Aa Starts with

[5] Contains

aA Ends with

=} Does not Contain
#a Does Not Start With
af Does Mot End With

Scroll bar Use the scroll bar to move through the list of account codes.

2. Select a GL code and then select the edit icon to open the Account Setup window.

Company Account Description Type Cost Type Category Edit -
Aa Aa Aa Aa Aa B
DEMO 1001 Testdescription4 Jaob BURDEN %]

DEMO 1002 Community Bank Payroll Account Job COMNSUMABLES G
DEMO 1003 Chase Texas Operating Account Job EQUIF G
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3. Use the Account Setup window to assign coding types, job cost types, and
equipment cost categories to the GL code. Each value moved to the right box will be

assigned to the GL code.

" Account Setup

Account 000000 - SYSTEM SUSPEMSE ACCOUNT
IncClusde

Coding Type
Ib/CY Ph Direct
- |
Equipment
Ib/Ph/CE

Jab Cosl Type @

E - EQUIPMENT

L = LABOR

[ Save [ Cancel

A. Select the appropriate coding type(s).

B. Select the job cost type(s). Note that this section is only
available if you selected Jb/Ct/Ph or Jb/Ph/Ct under Coding

Type.

C. Select your equipment cost category(ies). Note that this

section is only available if you selected Equipment under

Coding Type.
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4. Select the Include check box and then select Save to apply the coding structure to
the GL code.

Note: You can go back and uncheck the Include check box to remove the GL code.
This will also remove a cardholder's default coding value if it is applied.

| Account Setup
Account OO0000 - SYSTEM SUSPENSE ACCOUNT
include  [+]
Coding Type
Direct =
> |
Ib/CtPh |
= | .
Jb/PhSCE ~
Job Cosl Type
0 - OTHER E - EQUIPMENT
S - SUBCONTRACTS ** | |L-LABOR
T - TRAVEL M - MATERIAL
==
Equipmeni Cost Cabegory
0040 - PARTS 0010 - FUEL
D050 - LABOR i 0020 - LUBESOIL
0070 - QUTSIDE REPAIRS 0030 - TIRES
-
L Save [ Cancel

Coders

Once a GL code has been set up, any user with coding privileges can select from the
available coding types whenever they manually code a transaction under that GL
account. The same coding types can be selected when mass coding multiple
transactions. For more information, see the section Coding Transactions.

70




CEMS User Guide

Configuring your Company Settings

As an administrator, you have the ability to configure your company’s settings in
CEMS via the Settings tab under the Setup/Administration link.

Steps

1. Access this feature from the CEMS home page by selecting Administration >

Setup/Administration > Settings.

COMDATA

Payment Innovation

Home  Query Reporting Misc  Administration

GL Accounts | Settings | Move Transactions | Import

You have the options described below for configuring your company’s settings.

Save @ Equipment Active Status Codes
| &
Company Display | DEMO

Active
e Routing Code 1234
9 Gallons UOM
|+
o

OUse Division Filter

Cash Transactions

@Appruver Routing [}
+| N Delet
Hide Dispute Button | | I ew ‘ I® Sie ‘

@Coding Companies - @ Job Active Status Codes
@Account Number Status Code | |
@Customer 1D | | Description | |

A - Active

l MNew ] l@DeleteJ

Default Company Setup (*) Coding Company (' Employee Company

I New I I@Delete]

@ Job Coding Display ) Job/Phase/Cost Type | ) JobfCost Type/Phase (* Both

@Export Cost Centers with Transaction ||

(see field descriptions on next page)
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Field name

Image

Description

Company
Display

Company Display

CEMS - Demo Construction Company

This field pre-populates with the name
of your company. This is how your
company's name will display in CEMS.
You can change the display however
you please.

Routing Code

Routing Code

1234

The code used by your company to
route invoices to the appropriate
approver.

(Spectrum ERP users only) Allows you
to export quantities in the accounting

Gallons UOM Gallons UOM | | file and to assign them a UOM (unit of
measure).
Use Division P - Select this check box to limit
Filter Use Division Filter li” employees to only seeing their division.
Cash - Select this check box to allow users to
Transactions Cash Transactions d enter cash transactions on the
Cardholder Transaction Coding page.
ADDrover Select this check box to allow users to
Rgﬁtin Approver Routing [ route transactions to a specific
9 approver.
Select this option to remove the
Hide Dispute Dispute button on the Transaction
Button P Hide Dispute Button | | Coding window. This can help prevent
confusion on the dispute process for
cardholders.
Displays the pagination option on the
Transactions R . Transactions Coding page. Uncheck the
Paging Transactions Paging |/ box to display all of a cardholder’s
transactions on one page.
Use the drop-down menu to select your
company's code.
| Lz
Coding ) Coding Companies |v| PO DEMO Comezny
Companies DEMOZ DEMO Company 2
MNEW Mew Company
OLD Cld Company
vkO01 Test Company
Account This is the Comdata account number
A t Numb
Number ceount Tumber associated with your account.
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Field name

Image Description

Customer ID

Customer ID | |@J

Once you select a company code, the

box will auto-populate with Customer
IDs. Select New to create a new
customer ID. Then, select the Save

l@ New I I® Deletel button l@J to the rlght

Default
Company
Setup

Default Company Setup (*) Coding Company (' Employee Company

This field sets the default
selection for the Default
Company Setup field on the
Accounting File Paramater
window.

Job Coding
Display

Job Coding Display (_) Job/Phase/Cost Type (_) Job/Cost Type/Phase () Both|

Allows you to specify the Job
coding type to display in
CEMS (Job/Phase/Cost Type,
Job/Cost Type/Phase, or
both).

Equipment
Active Status
Codes

Equipment Active Status Codes

1G)

ACTIVE
inactive

Ok

lE:I MNew I l@DeIete]

Allows you to display only
Active Equipment codes on
the Transaction Coding
window. Enter the status
code that means active for
your Equipment codes
(Example: A - Active)

and then select the save

=)

button @J Or, select New
and type the

status in and select Save.

Select a status from the list
by double-clicking it and
selecting Save. To delete

a status, select a status and
then select Delete.
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Field name

Image

Description

Job Active
Status Codes

Job Active Status Codes

Status Code |A

Description | active

C - closed

|() New | |(%)Delete |

Allows you to display only active Job
codes on the Transaction Coding
window. Enter the status code and
description that means active for your
Job codes (Example: A

- Active) and then select the save

button LEIJ Or, select New and type
that status in and select Save.

Select a status from the list by double-
clicking it and selecting Save. To
delete a status, select a status and
then select Delete.

Phase Code
Active Status

Phase Code Active Status
Status Code |

Description |

A - Active

|(#) nNew |

() Delete |

Allows you to display only active Phase
codes on the Transaction Coding
window. Enter the status code and
description that means active for your
Phase codes (Example: A - Active) and

then select the save button @J Or,
select New and type that status in and
select Save.

Select a status from the list by double-
clicking it and selecting Save. To
delete a status, select a status and
then select Delete.

Note: Displays Cost Code Active Status
for COINS ERP users.

2. Select Save "=/ 53% | \yhen finished. The new settings will be saved for your

company.
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Custom ERP Fields

A section titled Additional Label Configuration displays for Viewpoint ERP users
only. This section allows you to include up to two customizable coding fields on the
Transaction Coding window that can be designated as mandatory or optional.

Additional Label Configuration

Label 1 |Labe| 1 | Label 2 |Label 2 |

Include 1 Include ) =
ave

Mandatory [ Mandatory [

Transaction Coding Window

Label 1 |

Label 2 |

Amount | $100.10

Oty

Viewpoint users can also select an option to export accounting files on any version of
Viewpoint. Select either 6.7 and Below or 6.8 and Above, depending on your version
of Viewpoint, so you can accurately export accounting files.

. Cave Equipment Active Status Codes
|

Company Display |Test viewpoint

active
Routing Code 99
Use Division Filter [+
Cash Transactions w1
Approver Routing |

l New ] l@ Delete]
Coding Companies -

Job Active Status Codes
Account Number
I—I Status Code | |
Cust D
omer | | Description | |
A - Active
l New ] l® Delate]

Default Company Setup (*) Coding Company () Employee Company
Job Coding Display (*) Job/Phase/Cost Type () Job/Cost TypefPhase | | Both l New ] l@ Delete ]
Accounting File E, 6.7 And Below :, 6.8 And Above
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In addition, a radio button titled Export Cost Centers with Transaction displays for
Spectrum ERP users only. This field allows you to export a cardholder’s cost centers
with an accounting file.

Save Equipment Active Status Codes
|

Company Display

Active
Routing Code 1234

Gallons UOM

Use Division Filter

Cash Transactions

Approver Routing

l New J I@Delete]

Job Active Status Codes

Coding Companies

Account Number

— OEE g [&[3]
" 5
4

Status Code | |
Customer ID | Description | |
A - Active
|(®) mew | |(¢)Delete |
Default Company Setup (+) Coding Company () Employee Company
Job Coding Display (_) Job/Phase/Cost Type () Job/Cost Type/Phase (*) Both |#) mew | |(¢)Delete |

Export Cost Centers with Transaction @

With this option selected, the cost center code will display in the exported accounting
file's last header row. See the section Creating an Accounting File for more
information on accounting files.

7| Spectrum Accounting File with Cost Centers.txt - Notepad = @8 3

File Edit Format View Help

H,vC1,1234,1,12012014,12012014,4321,,0,,,,,780.15,,,MC#-4001,1234,

D,VC1,1234,1,GLAL,150. 00,081 ,PHAL, J1, Enterprise,,,GAL,1. 000000, ,C1, 444400 0sssss,1234-40001-10279. jpa, .,
D,VC1,1234,1,GLAL,-9. 90, JOBL,PHAL, 31, Shell,, ,GAL,1.000000, ,C1,, 1 rrerrvrrnrrs
D,VC1,1234,1,GLAL,~6.60,,,,5hell,EIDL,E1,GAL,1.000000, ,C11 ;0 rrnrrnrerss
D,VC1,1234,1,GLAL,-3.30,,..5hell EID1,E1,GAL,1.000000,.C1, 11"\

D.VC1,1234,1,GLAL,300.00. ., ,Southwest ., ,GAL,1.000000, .C1, »uorss eeeebecdl], ,
D.VC1.1234.11,GLAL,99.90, , . Shell,, ,GAL ,30. 000000, ,C1.r, v sy s PCCLF

D,vC1,1234,1,GLAL,99.90,3081,PHAL, )1,5hell,, ,GAL, 30. 000000, ,C1, s ey
D,vc1,1234,1,GLA1,150.15,J081,PHAL,J1,Lowe S, ,,GAL,1.000000,,C1,,,,vsvrvrvrnrs
H,CVC2,1234,1,12012014,12012014 4321,.0...,.9 99,..”‘(0 -4007,1234,
D,CvC2,1234,1,GLAS,9. 99...,Taco gell,,,GAL,1. 000000..(2...,,.,.. EC?I
H,vC2, 1234 I 12012014 12012014,4321,,0,,,,,450.00,, ,MC#-4007, 1234

D,vC2,1234,1,GLAS5,150. OO..,.Enterprise,..GAL 1. 000000.,c2.,....,,.. r:uct?'
D,vC2,1234,1,GLAS5,300.00,,,,Southwest,,,GAL,1.000000, ,C2,,,,,,55+4,IDCC2,,

L 4

Default Cost Center Column

Invoice Number Invoice Date Image File Name Default Cost Center
1234 12M0/2014 DCCa

1234 12M10i2014

1234 12M10i2014 DCCh

1234 12M10/2014 DCCc2
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When you sync your data to CEMS, all code values (Equipment, Jobs, Phases) are
pulled into the system, no matter their status. Note that coding by inactive code
values can cause inconsistency and inaccuracy issues with your transaction coding.
Therefore, it is a best practice to use the Active Status Codes fields to filter out
inactive codes in CEMS.

For example, if you want to code only by active Phase Codes, enter the appropriate
Status Code and Description in the Phase Code Active Status field and then select
the save button. The Status Code is usually a letter, while the description is a
spelling out of the letter (Example: A - Active). However, the Status Code and
Description should be assigned during your first sync. Then, Comdata will keep
record of your assigned Status Codes in back-office database table.

If your Status Code for active Phase Codes changes, select New and enter the
updated value. Be sure to delete any previous Status Codes to prevent confusion.

Equipment Active Status Codes

@ _save | :
| | &)
Company Display |Phi|lips and Jordan
ACTIVE

Routing Code 05 ACTIVE NOT LISTED

Gallons UOM

Use Division Filter [} |[#] New | |(X) Delete |

Cash Transactions [N Job Active Status Codes

Approver Routing [+] Status Code | | ||é||

Hide Dispute Button | | Description | |

Transactions Pagin o

ging A - Active

Coding Companies | [~

Account Number

Customer ID | |||§|| |IEI New | |Igl Delete |

Phase Code Active Status
Status Code | || B)
Description | |
— — A - Active
[(#) new | |(%]Delete |
Default Company Setup | Coding Company (*' Employee Company
Job Coding Display ) Job/Phase/Cost Type (_) Job/Cost Type/Phase (*) Both |(#) new | |(%) Delete |

Export Cost Centers with Transaction ||

I
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In this example, when the user set up and performed their sync, a Status Code of
A was assigned to active Phase Codes and | was assigned to inactive Phase Codes.
Therefore, only the A (Active) Phase Codes will display for coding.

Note: If a Status Code of C is assigned to a Phase Code, it will not display for
coding even if C is meant for active.

Tenant | Company | Job Phase Cost Type | Description Status Code | Sub Job
ID Number | Code Number
VIEW AV1 JjoB 1 5230 J1 Excavation A NU

LL
VIEW AV1 JoB 1 REO1 J2 Reclass Thru A NU

LL
VIEW AV1 501203 73246836 13 Mining I NU

LL

Access the Transaction Coding window and notice that Mining does not display for
coding, as it is an inactive Phase Code.

Transaction GL Coding

Coding Type |Job,’Cost Type/Phase I~ lu All GL J Code To  Amount Qty  Account IIEI Save | l\g\ Cancel |

Company AVI |z

Job 501203 ‘Vl i3 ESG SUPPORT SERVICES
5230 EXCAVATION (%) Import
Cost T =
¥Pe | RED1 RECLASS THRU 3/31/12 =] Show
Phase REDZ| ‘gb RECLASS THRU 331/12 -
(ii] Delete
GL Accourut| ‘v| Dispute Transaction

Default Coding Applied

Amount |$658.00

Update

oty
Approver -

Note: There is not a Description field for the Equipment Active Status Code field.
However, it functions that same of the other Active Status Code fields, just without
the ability to enter a description.
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JD Edwards Active Status Codes

If you're using a JD Edwards ERP, you have the ability to include active statuses
for Project, Business Unit, and Cost Code coding values. A StatusCode field is also
available on the Import page for each coding value.

These fields function similarly to the Equipment Active Status Codes and Job
Active Status Codes fields. Select New and then enter the status code (any alpha

character) and the description. Then, select the save button |EJ. Once settings are
saved, select Save at the top of the page. Select a status from the list and then
select Delete to permanently remove it.

GL Acoounts | S=WMings | Moye Transactions | Import | Mail S=tup
Project Active Status Codes
SI=
- =l
Company Display CEMS - Te=t 1D Edward A
Rowting Code oo
Use Division Filter +) New (3] Dmlete
Cazh Transachons | BusinessUnit Active Status Codes
Approver Routing L =
Coding Companiey -I &
Aecount Number
Customer ID =)
\%| New X| Drelete
ProjectCostCode Active Status Codes
L
|4] MNew # | Delete
Default Company Setup | * Coding Company | Employ=e Company
+) New [%] Del=te

Note: To start using the status codes in CEMS for any or all of the coding values
listed, contact your Comdata Representative and specify which status you would like
to assign to the codes for active, then Comdata can make all of them active in the
system from the backend. Once that is done and you want to deactivate a Project,
Business Unit or Cost Code, upload a file with the codes laid out as shown on the
import screen with a status that is not the same as the active code chosen.

Import Type lF'rcuject - J

Field Descriptions

CompanyCode warchar{10) Required (Key)
Projectld wvarchar{12) Required (Key)
Description wvarchar(50) Optional
StatusCode wvarchar(20) Required
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Moving Transactions

This tab allows you to associate orphaned transactions with a cardholder and merge
cardholder transactions. See below for steps on how to perform these functions.

Access this page from the CEMS home page by selecting Administration >

Setup/Administration > Move Transactions.

Moving Orphaned Transactions to a Cardholder

An orphaned transaction is any transaction not tied to a cardholder. This can occur if

a card is lost or stolen.

Steps
1. Move Orphaned Transactions is the default option when you first access this
screen. The left field will populate with all orphaned transactions. Select the

transaction you want to move and then select the appropriate cardholder in the right

field.
e
GL Accounts | Settings | Move Transactions | Import | Coding Type Mapping | Mail Setup
| Move Orphaned Transactions x) To CardHolder
Name | &J
CardHelderkey « | EmpID Card # Count Nams - | Company Emp ID Card = o
0000000006 0000032 - oooes . 1. Abs, Sam DEMO I 001578 I 3270 [—
oooooooos 000004 op40 1 Aguilz, Jose DEMO 000331 1277
1000000004 100000 990 1 Allen, 1. DEMO 001577 2041
Also, Euse DEMO ooooos 8879
_ Alse, Jaime DEMO ooooos 3104
(E] Move
Also, Juan DEMO 001015 1079
Avile, Omar DEMO 001579 0837
Babeaux, Darrall DEMO 000595 1087
Parzas, John DEMO 000455 1053
Bass, Jehn DEMO 001362 BE87
-

2. Select Move M The orphaned transaction will now appear under the
cardholder you selected.
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Merging Cardholders

Use this option to combine all transactions from a cardholder account into one. This
is useful in the event of card or employee number changes. Be aware that this action
cannot be undone.

Steps

1. Select Merge Cardholders from the drop-down.

Move Orphaned Transactions

Merge Cardholders %

2. Select the cardholders you want to merge from the left field. Use the radio buttons
in the right field to select the cardholder to merge accounts into (to keep). Remove
cardholders from the right field by selecting the red X button.

You can search for a specific cardholder using the Name field. This is a smart search
tool that pulls matching results even if you enter as few as one letter.

Select the cardholders to be merged Select the cardholder to keep

Name | | lZJl
Name & | Company Emp ID Card # [ Selact ‘_ Remove Name & | Company Emp ID Card # Maintzin
Alsa, Jaime M. DEMO oocoos 3104 @ _l * Also, Jaime M. DEMO oocoos 3104 =)
Aves, Omar DEMO 001579 0837 @ x HAwves, Omar DEMO 001579 0857 o
Babezux, Darrell DEMO 000593 1087 @ x Parzas, John B DEMO 000455 1053
Parzas, Larry B DEMO 000455 1053 @
EBass, John DEMO 001382 gsa7 @
Blackburn, John DEMO 001568 0436 @
Boas, Hans DEMO 001564 3066 @
Brown, Curtis DEMO 000023 G611 @
Brown, Bernd DEMO oooozz 8303 @
P - noun nonnoas 1744 .y r
‘| G

Merge
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3. Select Merge at the bottom of the page when ready. You will be asked to confirm
your action. Select No to close the window.

[ Merge Confirmation % |

Are you sure you wish to continue?
This action cannot be undone once you click 'Yes'.
Employee(s) 40016,40015 will be merged to employee 40001.

Yes || No )

If you selected Yes, a success message displays to confirm completion.

i '

Z3

Ernployees moved successfully.

OK

Note: You cannot merge cardholders that are set up as CEMS users.

-

ERROR:Multiple Users 29

Unable to merge records. Multiple users exist for the selected cardholders, please
rernove additional user records and try again

oK |
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Importing GL Files

The importing feature allows you to import your company's general ledger accounting
structure into CEMS for easy expense coding.

Steps

1. Access this feature from the CEMS home page by selecting Administration >
Setup/Administration > Import.

Query  Reporting Misc  Administr=tinn

GL Accounts | Settings | Mowe Transaction

The Import Preview page opens.

=T Meve Transactions = Impert
o Tuee
Import Type - E.lmpnrt_ Accept Delimiter Comma () *)

Field Descriptions o Import Preview

|Imp|]rt button i

2. Select the type of expense code (Import Type) for the file you are importing from
these available options:

Import Type | x I

|Cum pany |

Field Equipment

CompanyCode v et Category

CompanyMName
GL Account

Job

Cost Type

Phasze
Department
Project

Business Unit
Project Cost Type
Project Cost Code
Sub Ledger
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Delimiter lCc:rnma () > ]

3. Use the Delimiter drop-down menu to select the
appropriate delimiter type for the file you will upload. The options are Comma (csv),
Colon, Semicolon, Vertical Bar, or Asterisk.

E Import

4. Select the Import button to upload your file layout to the Import Preview

panel. The file must be an Excel document. Select Accept |“2#%=Pt | 15 save the

previewed file to your expense coding options in CEMS.

Note: The file you upload must have the fields in the order shown under the Field

Descriptions. The field order displayed under Import Preview may be different.

Example: Import for Cost Category

GL Accounts | Settings | Mowe Transactions = [Impert
Import Type | Cost Category x| Blmport | Accept Delimiter Comma () b
Field Descriptions Import Preview

Company wvarchar{10) Required (Key) CategoryCod CategoryDescnption Company

. CategoryCode = CategoryDescnpk Company
CategoryCode wvarchar(10) Reguired (Key) L Li
CategoryDescription varchar{30) Required LEAS Lease Costs ABC Constr

MAIN Repair and Maintenance | A3C Constr

TROUBLESHOOTING FILE UPLOADS

If your file fails to upload to the Import Preview, or if you cannot accept the files to
save, be sure:

@  You have selected the correct file delimiter type (ex., Comma for a CSV file).
@  The file you are uploading is not also open in your spreadsheet software.

@  There are no additional fields in your file beyond the fields specified for that
Import Type.
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Mapping Coding Types

This option allows you to specify which cost types and cost categories apply in
CEMS (GL coding type not included).The coding values applied or excluded on this
tab will be reflected on the GL Accounts tab. Coding values can be excluded mid-
billing cycle, as this will not affect historically coded transactions. However, if a user
tries to edit a coded transaction after coding values have changed, they will receive
an error message.

Follow the steps below to learn how to use this function.

Steps

1. Access this feature from the CEMS home page by selecting Administration >
Setup/Administration > Coding Type Mapping.

Home  Query Reporting Misc  Administration  Help/Updates

GL Accounts | Settings | Move Transactions | Import | Coding Type Mapping

2. Select the Job coding type to begin including Job cost types. Select the Equipment
coding type to begin including Equipment cost categories. Use the arrow icons to
move the values you want to include from left to right. Select Save when finished.

Note: The Job coding type applies to both Jb/Ct/Ph and Jb/Ph/Ct.

oty Los] T

13 - Job Cost Type 3 1 - Job Cost Type 1
M - Job Cost Type 4 -~ 2 - Job Cost Typa 2
¥5 - Joh Cost Type §

5 - Mo Cost Type & <=

Lgppmasrt Coal Calegory

El - Egispment Cost Categony 1 =
EX - Equspment Cosk Category 2
b - Equipment Lok Cabegory
E4 = Equpment Codk Catessry 4
ES - Eqinpment Cosk Category §

[ T T U U ——
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3. Open an uncoded transaction coding window. Notice that only the cost type values
you selected are available for the selected coding type.

Transaction GL

Coding Type | Ib/Ct/Ph B @ alGL |
Company | COMP1 J vJ
Department f D1 } 'J : A

Job |JOBl I'liﬁl"“"

GLAccount§ 12 Job Cost Type 2
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Setting Up E-Mail Notifications

This option provides the ability to set up email notifications to remind users of
uncoded and/or unapproved transactions in a billing period.

To access this feature from the CEMS home page, select Administration >
Setup/Administration > Mail Setup. Follow the guidelines below the screen shot.

GL Accounts | Settings | Move Transactions | Import | Coding Type Mapping = Mail Setup

Frequency of Reminder Email:
Mail Recipients:

| Cardholder || Coder || Approver
Mail Options:

= Weekly Biweekly No. of Days
Day of the weel: | SUNDAY b
Email administrator list of uncoded and/or unapproved transactions:

Yes *) No

| Save
Guidelines

@ |In the top section, specify which user(s) will receive notifications e-mails
(cardholders, coders, and/or approvers). Then, select the frequency of e-mails. If
weekly or bi-weekly, select the day(s) of the week the notification will be sent. If
number of days, enter the number of days that must pass before notification is
sent.

@ As an administrator, you can select to receive notifications in the bottom section.
A number of days must be entered for administrators. Weekly and bi-weekly
notifications only apply to cardholders, coders, and approvers.

@ The email will be sent out for the number of days specified after the billing period
expires. Emails are also only sent once to the requested user.
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Adding Transactions

All transactions are automatically added into CEMS through an AC29 file, which
comes from Comdata and shows all of your company's daily Comdata MasterCard
transactions. This happens on a nightly basis so that your company's transactional
information is always updated in CEMS.

You can associate additional details with any transaction in CEMS. Receipts can be
attached to any transaction using your computer or mobile phone. Receipt images
are very valuable in that they help you keep a physical record of the transaction.

This section will explain in detail how to perform each of the following functions:

Note: The AC29 file includes Comdata MasterCard transactions only. Cash
transactions must be entered manually.

@ Adding Cash Transactions

@ Attaching Receipts (Computer)

@ Attaching Receipts (Mobile)
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Adding Cash Transactions

Anytime a cardholder uses cash to make a purchase, it must be recorded manually in
CEMS. This function is available to cardholders and can be done multiple times in a
day. If the billing period is closed, cash transactions will be prohibited.

Steps

1. Access the Cardholder Transaction Coding page and select the Cash Transaction
l@ Cash Transaction ] button

2. On the Cash Transaction window, enter all the information on the transaction and
select Save.

Cash Transaction
Transaction Date | 3/1/2013
Merchant EMPIRE 26
Location 26400 W BUCK RD AZ 85326-0000 ,
Description OTHER MISCELLANEOUS TRANS
Amount 24.51 |
| Save | Cancel |

3. The Transaction Coding window opens. You can either code the transaction or

select Cancel to leave the transaction as un-coded.

Deleting Cash Transactions

You can remove unnecessary cash transactions using the Delete Cash button. This
button only displays if there are uncoded cash transactions. Please be aware that this
option removes all uncoded cash transactions, instead of individual ones.

CardHolder Actions
Cardholder  Gutierrez IV, Luciano

Administrator Actions

Billing Period | 12/31/2012 |+ | [+¥] Add/Manage Group | Approve jons || Approve

Group all -

($ Delete Cash

|[37) Expand All || () Collapse All | |(4%] TransactionViewer [ (§] Cash Transaction [ [4* Mass Coding | (%] Associate Group
|| Select all Trans Date  Merchant Category Post Date Total Due Status Group Approval
10/1/2012 GAS - GAS STOP Cash Transactions 10/1/2012 £10.00 Uncoded
| 8/10/2011 BUC-EE'S 7 - FREEPORT, TX 77541-0000 Fuel Group 8/11/2011 $147.72 Uncoded
L] 8/4/2011 BUC-EE'S 7 - FREEPORT, TX 77541-0000 Fuel Group B/5/2011 $54.53 Uncoded

Coding

Qe
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Attaching Receipts from a Computer

CEMS provides the ability to upload receipt images from your computer and match
the receipt to a transaction based on the date and dollar amount.

Steps

1. Select a transaction from the Cardholder's Transaction Coding page, then select

the green icon in the far right column.

Status Group Approval Coding
Uncoded 3]
Uncoded 4]
Uncoded %)

2. On the Transaction Coding window, select Import under the Attachments box.

l Import

Attachment £7

| show

|I:E:I Delete

3. Browse your computer for a receipt image. Then, select Open.

Open 2%
Lok irc | I3 Downloads e 15 Balal
5 ﬁ:_FlnemaI Arrangement Form,pdf
:} | K] GasReceipts09112008.jpg
MyFecent | TalUnauthorized_ACH. pof
Documents  TLlwsc36235781 pdf
= EI
Desklop
My Documents
for shaimiz
My Coemputer on
BwD7538G1
- Fie rame: GasAeceipts09112002 jpg v | __Open
My Metwork, | Files of lype: | A1 Supported (jpg. pdf. pngl ¥
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The receipt will then show up in the Attachments box as Attachment # X (x being the
number of the attachment). The number is based on the amount of receipts already
uploaded under the cardholder. For example, if the cardholder has six receipts
already uploaded, the next receipt will show as Attachment #7. Once the image
shows up in Attachments, it is automatically saved to the transaction.

Attachments

lEi.l Import attachment £7

[ 5 Show

(m! Delste

4. Select Show to open the Image Viewer. This window allows you to preview and
adjust how the receipt is displayed in CEMS. Use the options at the bottom of the
window (rotate, zoom, and print) to make changes to the image. Select Save to save
changes or Close to return to the Transaction Coding window without saving.

' Image Viewer

WELCOME
MD
1:':.',7.
[HU & I
UTH #
:* ”'l ;7:1 M
NS 8.931

™
U~
" IM
Ul
i I

AL L

(] Save | 0 | € - | Q | ] X] Close
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If you select Delete under Attachments, you will be asked if you want to delete the
image or move it into your queue by selecting Move.

| Delete Action

Do you wish to delete the attachment or move it to your queue?

Delete | Move | Cance

By selecting Move, a red link stating "You have x item(s) in your queue" (x being the
number of items) displays. Select it to open up the Queue Viewer.

Attachments

(%] Import
|E| Show

[ ii] Delate

The Queue Viewer window contains all items in your queue. You can either import an
item back to the transaction or completely delete it. If you import the item back to the
transaction, it will return to the attachments box.

. Queue Viewer

Amount $0.00 &
WE PIE
Trans Date 09/07/2012 [ e s e
]
Notes | MD
stod I
I ISA
[HU #
Al :!-' #
101 UMP
RODU REGUNL
ALLON 1.3
PRICE/G ¥ 997
FUEL WLE f 2 e dD
%) Import X) Cancel |
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Checking for Queued Images

If you're an Administrator user, you can determine which cardholders have queued
images from the Cardholder Dashboard on the CEMS home page. The Queue
column displays the number of images for each cardholder. This number applies to
images uploaded from a computer and the mobile application.

Mame ~ | Card Employee Count Attach Queue Reviewed

Bab, Darrell 3888 ooo9sg 4 4 0 0
Farzas, John B 3333 000555 13 6 0 0
Black, Larry 4000 008888 43 35 0 2
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Uploading Receipts from a Mobile Phone

The C

EMS mobile application allows you to upload transaction receipts to CEMS

using a mobile smart phone. Please note that the mobile application is only available
to BlackBerry OS v. 5, 6, 7, 7.1 or later, Android, and iPhone users.

Install

ing the CEMS mobile application

Follow the steps below to download the application using each type of device.

Steps for BlackBerry (OSv. 5, 6, 7, or 7.1) users

1. Download the Comdata CEMS application from BlackBerry App World.

‘ Cnmdata CEMS

Fated T
— » Add To Cart

2. Foll

ow the steps to run the Comdata CEMS application on your phone.

3. Add your account details as follows:

Press your BlackBerry’s menu (E) key.

Select Configuration.

Complete the Company, Username, and Password fields.

Use the drop-down menus to select your storage location and the quality your
images will appear in.

COMDATA

Configuration Settings

Company [N
username [

Passwo

Quality

rd

Storage In Device Memory -
640 x 480 jpeg ~

You are now ready to start using the application.
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Steps for iPhone users

1. Download the Comdata CEMS application from the Apple App Store.

uil_ ATE&T 3G == 8:53 AM 36% @™

on lost receipts and time spent allocating costs to
specific transactions. Comdata Construction will
allow users to assign transactions to multiple
reporting options, including general ledger codes,
job numbers, and equipment types. The app
assigns transactions to GL codes, but

automatically

cardholders and administrators have the option to
complete a manual post-transaction assignment as
well. The app also allows users to take smartphone
pictures of receipts and assign those images to
specific transactions while on-the-go, reducing the
potential for lost receipts and making expense

@ ®

Search

2. Follow the steps to run the Comdata CEMS application on your phone.

3. Add your account details as follows:
i. Open your iPhone’s Settings menu.
ii. Selectthe Comdata CEMS application.
iii. Complete the Company ID, User Name, and Password fields.

[miL ATET 3G 9:10 AM 32% = |
3etings Comdata

_Company ID
User Name

Password

You are now ready to start using the application.
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Steps for Android users

1. Download the Comdata CEMS Android application from the Google Play Store.

WOt Goeale Py LEARN MO

‘/ Google play : PR

SHoe MY MuSK MY HOOKS MY MAGAZINE S MY BOVES & TV

Comdata Mobile -

MRS MOHE Afgr

2. Follow the steps to run the Comdata CEMS application on your phone.

3. Add your account details as follows:
i. While the application is running, press your phone’s menu () button.
ii. Select Settings.
iii. Complete the Company, Username, and Password fields.

Set Preferences
Settings

Company

Username

Password

You are now ready to start using the application.
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How to Upload Receipt Images

After you download the application, you can start uploading receipts to transactions
in CEMS.

When you upload a receipt image, CEMS will check to see if the posted amount you
entered in the application matches an existing transaction amount. If a match is not
found, the image will go into the image queue. However, if the posted amount doesn't
match an existing transaction, CEMS will check for a discounted amount. If the
posted amount plus the discount amount matches an existing transaction amount,
the image will automatically attach to the transaction, rather than going into the
image queue.

If a match isn’t found at all, the image will go into the cardholder’s queue, regardless
if the transaction’s date fall in an existing billing period or not.

Note: This example is for Blackberry phones. The Android and iPhone applications
are similar.
Steps

1. Open the application and enter the following information: the receipt date, amount,
and notes (optional).

Receipt Date

Amount 52.00

Notes ravel to Orlando

Take Picture

2. Select the Take Picture button and take a picture of the receipt.

3. If you are satisfied with the image, select Save or press the menu button & (
BlackBerry image). The receipt and transaction will automatically upload to CEMS.

Cancel
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4. A message stating, “Upload Successful” generates to confirm your upload. Log in
and verify that the receipt image attached to the transaction. Remember, if a match is
not found for the posted amount in CEMS, the image will automatically move to the

image queue, regardless if the transaction’s date falls in an existing billing period or
not.

IE:I Import Attachment £1 i_l
() show

@) Delete | -
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Importing Receipt Notes

The CEMS mobile application allows you to add notes to your receipt images. These

notes can be any additional information an administrator, coder or approver may
need to know about the transaction.

When you upload a receipt with notes, they will be matched to the appropriate record

in CEMS in the Transaction Coding window. Administrators and coders can edit or
append the imported notes.

Transaction GL Coding

Coding Type Job - Code Ta Araunt Accoiant
Compary DEMD -
Job QID6-0D1IET = | | §§ Coniract Laborer
Couoe L2 — s [ Amcwmens ]
Phase 2000 || Tl Mon-beliabde [&] lmpart Attachment &1
GL Accound | S220 * (COGS Small ToolsEquipment

- (&) Show
Amount £50.00

] Dwebete
Approver Jehn B Parzas -
Hedes I [Ew prment for small project I
Defaull Coding Appled Update B Save (%] Cancel

Please be aware of the following scenarios:

@ |f the date or transaction amount for the uploaded receipt image does not match

an available transaction, the image will be placed in the queue viewer. In this

case, you will need to manually add the receipt from the document queue to the

transaction. See the topic Attaching Receipts from a Computer for related steps.

@ Notes cannot be imported to transactions that have already been coded.

@ Notes imported with receipts will not overwrite existing notes in the coding

window. If the transaction already has notes in the transaction coding window,

the image receipt will be moved to the queue viewer.
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Reviewing Transactions

When a transaction enters CEMS, it can be reviewed and coded by any user with
access to that cardholder's transactions. A user with the cardholder user role can
review and code only their own transactions, while coders and approvers can review
and code transactions for all their assigned cardholders. An administrator can review
and code all transactions under the company profile.

Once a transaction is coded, its status will change to reviewed. The reviewed status
means that the transaction has been reviewed; the reviewer believes that the correct
coding has been applied, and the transaction is ready to be verified by an approver
or administrator.

The following topics in this section describe the general process of applying coding to
a transaction:

@ Coding Transactions

@ Mass Coding Transactions

@ Disputing Transactions

@ Grouping Transactions

@ Splitting Transactions
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Coding Transactions

Coding a transaction is the process of associating a transaction with GL accounting
codes. For example, a user might code a transaction to a specific coding type (job,
equipment, GL expense, and business unit), company, job, cost type, phase (billable
or non-billable), GL account (if applicable), or amount. The general process for
coding transactions is described below.

See these steps below for the following additional topics related to coding
transactions: Un-Coding Transactions, Default Coding, Airline and Rental Car
Transactions, and Loading GL Accounting Codes.

Steps

1. On the Cardholder Transaction Coding page, select an un-coded transaction from
the dashboard and select the green icon in the coding column.

Status Group Approval Coding
Uncoded 9
Uncoded 9
Uncoded 9

The Transaction Coding window will open. In order for a transaction to go into
reviewed status, it must be coded in this window under the Transaction GL Coding
section.

Transaction Summary & Detail

Trans Date ood2010 Merchant  Test Cash Calegory  Cash Transactions
Post Date o1/o4/2010 Test Total $10.00

Prod Code  Descniption Qby Price Tota Dispute Transactien

CASH Test 1.0000 $10.00 $10.00

Transaction GL Coding

Coding Type & A Code To  Amount | Account
Company |
Job | L]
Cost Type | 15
Phase | & I'*' tmport |
GL Account | | A —
(B Shost, |
Amaount | 510.00 |
|\l Delete |
Approver | -
Notes |
Ho Default Coding Assigned Apply (] save | |[X] Cancel

101




CEMS User Guide

2. Code the transaction. Complete the list in the order that the fields appear.

Coding Type l v |
Company

sop | MY
Cost Type | | - |
Fhaze | | - |

GL Account | | - |
Amount | |

Note: There are six coding types: Jb/Ct/Ph (Job, Cost Type, Phase), Jb/Ph/Ct (Job,
Phase, Cost Type), Equipment, GL Expense, Business Unit, and Sub Account.
Depending on your ERP system and the coding types available to your company, the
coding structures may be different.

Also note that the GL codes displayed are heavily dependent on your company
value. If cross-company coding is selected, only the GL codes for the selected
company will display.

3. Select Save '/ 53¢ |\yhen finished. The transaction is now ready to be
approved.

Trans Date Merchant Category Post Date Total Due Status

7/31/2012  TIRE RECYCLING Cash Transactions 7/31/2012 £45.00
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Configuring the Job Coding Display

Administrator users can configure the display of the Job coding type under the
Coding Type drop-down. The configuration settings can be found on the Settings
page (Administration > Setup/Administration > Settings > Job Coding Display).
The default setting is Both, which means your users will be able to choose
Job/Phase/Cost Type or Job/Cost Type/Phase during coding on both the Transaction
Coding and Mass Coding windows.

You can restrict users to only one Job coding type by selecting either the
Job/Phase/Cost Type or Job/Cost Type/Phase radio buttons. Be sure to select Save
when finished.

Home Query Reporting Misc _ Help/Updates

GL Accounts

Move Transi ng | Mail Setup

Billing Periods

Save Setup/Administration Equipment Active Status Codes
Company Display ‘ Computer Guidance Corporation
A

Routing Code 1234

Use Division Filter

Cash Transactions

Approver Routing

New ® Delete

Job Active Status Codes

Coding Companies

Account Number

Wi

Status Code
Custi 1D
ustomer Description
A - Active
New @ Delete
Default Company Setup (*) Coding C y () Employee C y
Job Coding Display (_) Job/Phase/Cost Type || Job/Cost Type/Phase (* Both I New ® Delete
Example of Transaction Coding Window with Both
Transaction GL Coding
Goding Type @ niG | Code To  Amount | Qty | Account Save (%) cancel
-

SubJob e Impart
cosmee | | &_ston
Phase v
Delete
GL Account - Dispute Transaction

Ne Default Coding Assigned

Amount | $99.90
Apply

Qiy 30.000000

Approver -
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Example of Mass Coding Window with Both

Apply All J I@ Cancel

[ Mass Coding
Ceding Type
Company Job/Cost Type/Phase
Egquipment
GL Expense
Job/Phase/Cost Type
Job L
SubJob | |~
Cost Type -
Phase | | - |
GLAccount | |~
Approver -

Example of Transaction Coding with Only One Coding Type Selected

Coding Type Job .2 u All GL
—

Job M Fiil

Transaction GL Coding

Code To | Amount | Qty = Account l! Save J l@ Cancel I

@ Import
& show

Delete

Dispute Transaction

Example of Mass Coding Window with Only One Coding Type Selected

[ Mass Coding

Coding Type Job -

e

I.Job |

B T e |

SubJob

Cost Type

Phase

|V|I

Apply All J l@ Cancel

104




CEMS User Guide

Un-coding Transactions

If you notice the coding is incorrect on a transaction and want to un-code it, simply
select Delete on the Transaction Coding window. All coding for the transaction will be
cleared and the status will return to un-coded.

Transaclion Summary & Detail

Trans Date 042092 Merchant  Merchant Mame : 00003-1 Calegory T & E Group, Hotels | Motels
Post Dale D402 Brentwood Brentwood TH 37211 Total 514600

Prod Code Descripbion Qty Price Total Dispute Transaction |

535704 Merchant Name : 00009-1 1.0000 5146.00 5146.00 |

Transaction GL Coding

Cading Type Ib/CtiPh v] Al Code To Amounk Apcount
Company TCMIC z Iﬁl Delete | Jb/fCt/Ph §146.00
Jub | Jos00L (7 | Job 1
Cost Type | CT1 fis | st Type:1 Attachments
Phase | PHASEL * | Phase 1 |f£, =
GL Account | A —
|&H  Show |
Amount | $146.00 |
[E) Delete |

Default Coding

You can assign a default coding structure to every transaction entered under a
cardholder. First, set up your coding structure in the Transaction GL Coding section

Mo Default Coding Assigned Apply

and then select Apply at the bottom of the window

The default coding will be applied to the cardholder. Then select Save to save the
coding structure for that transaction. Every new transaction that enters CEMS under
this cardholder will have this coding structure applied. If you would like to remove
default coding, select Misc from the main menu bar on your home page to open the
Default Coding page. You should see a list of all the default coding structures you
have applied. Select one and select Delete to permanently remove it.

MCC MCC Description Category Coding Type Company Job Phase Cost Type Eguipment Category Account Description

5542  FUEL DISPENSER AUTOMATED Fuel Group Job DEMO Z999-EQUIP 2000 F 5460 COGS Fuel Job Costec
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Airline and Rental Car Transactions

Transactions indicated as rental or airline purchases by the MasterCard addenda
data will display a new button on the Transaction Viewer and Transaction Coding

window.

Airline button

Transaction Viewer

CardHolder:  Benford, Brint Approval Status:  Approv

Trans Date 08/04/2011

Fost Date  08/05/2011

‘ Total 574454

ed

Billing Period: 5/27/2010 - 3/6/2012 Approve (%) Reject

L4

10f79 lLJ

Edit

Rental Car button

Trans Date 08/02/2011 Merchant  CARWASH 2002
Post Date 08/03/2011

Prod Code Descniption Qty Price Total

0000 BUSINESS CENTER S PEA  TX 00584-00C

999 OTHER MISCELLANEOUS TRANS 1.0000 $185.10 $185.10

Transaction Summary & Detail

Category Fuel Group

Total

Dispute Transaction

§97.14

Select either button to open a window with additional details on the transaction.

Airline Detail
" Airline Detail i
Airline Detail
Date Passenger Name Class Carner Flight # Origin Dest
4/1/2011 | GAMEZ/ROBERTOD A Wil HOoU DAL
4/1/2011 GAMEZ/ROBERTO A Wil DAL LIT

) ok

Rental Car Detalil

Rental Car Detail

Rental Car Detail

Rental Date 4/5/2011 Return Date 4/7/2011

Rental City/St [KENNER, LA

Return City/St [NEW ORLEANS, LA, LA

oK

=1
I
[
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Loading GL Accounting Codes

When you open a new coding session, the system loads only those GL accounts set
up for your default company code, which display when you select the GL Account
drop-down option. If you are set up for cross-company coding (i.e., the Cross
Company Coding function is enabled), you have the option to import all available
company codes and GL accounts using the All GL button on the transaction coding
window.

If you are not set up for cross-company coding (i.e., the Cross Company Coding
function is disabled), the All GL button will be unavailable.

Transaction GL Coding

Coding Type GL Expense v u Al GL | Code To | Amount = Account
Company DEMO - ‘ ‘
. ) i GL Account v! ﬂl ’
With the GL Expense coding type, a search icon -

displays next to the GL Account drop-down. Select this icon to open a window used
to quickly search for a GL account.

Account Search
Account £ | Descnpbon
B St Descriplion b
6054 Enterprise Fleet Leasing
7025 Dwes & Subscriptions
7026 Entertaimment - Meals
7065 Entertamment - Other
7035 Postage B Delivery
7045 Repair/Maint - Bldg/vard
7050 Telephones - Maobiles/Radios
7080 Travel Meals
7081 Fuel Expense A
|_£‘_ Select I_EI Cancel

The Account Search window only displays the account codes for your default
company code until you select the ALL GL button. If you have not selected the All
GL button, and try to search for an account code that is not in your default, you will
receive an error message.
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Mass Coding Transactions

The Mass Coding feature allows you to code multiple cardholder transactions
simultaneously. To use this feature, follow the steps below.

Steps

1. On the Cardholder Transaction Coding page, select any number of un-coded
transactions. If necessary, you can select transactions from multiple pages of the list.

|| select &ll Trans Date Merchant Category

[+ 7/27/2011 SWELL OIL 5752888880P5 - HANAMER , TX 777, Fuel Group
] 7/27/2011 |SWELL OIL 5752888880PS - HANAMER, TX 777. | Fuel Group
[+ 7/25/2011 CHEWER 0107700 - WALLIS Tx 77597 Fuel Group

2. After selecting all of your desired transactions, select Mass Coding

4] Mass Coding lto open the Mass Coding window. Complete all of the coding

fields as you would on the Transaction Coding window. The notes field is optional.

Mass Coding
Coding Type | Jb/CEt/Ph -
Company | DEMO -
Joby [ T || |
CMT‘!’D& | 'IIJ
Phase [ ol
GL Account [ ol
Approver | -
Moles |
B Apply All [ (] Cancel |

3. Select Apply All when finished. The specified coding applies to all transactions
you selected.
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Disputing Transactions

A transaction under review can be marked disputed to indicate that it should be
investigated further. Disputing a transaction only applies a caution flag to the listing.
It does not prevent a transaction from being coded or approved. But, you cannot
dispute an approved transaction.

Steps

1. Select Dispute Transaction on the Transaction Coding window.

Transaction Summary & Detail

Trans Date 0FME2011 Merchant RONCHE 0106137 Category Fuel Group

Pos! Dete 072072011 $100.00
Prod Code Description Qty Price Total | Crspute Transaction |
ACS UNL REG B6/87 OC 27.480 $3.64 $100.00

2. On the Dispute Transaction window, enter your reason for the dispute and select
Save.

Dispute Transaction B

Reason for Dispute

Transaction amount is incorrect,

5] Save (%] Cancel

3. Ared hyperlink stating "Transaction Disputed" displays.

Transaction Summary & Detail

Trans Date OTH&R2011 Merchant RONCHE 0406437 Category  Fuel Group
Post Drale 0T §100.00

Prod Code Description Qty Price Tokal

ADS UNL REG 86/87 OC 27.480 $3.64 $100.00 IT’BI"I"':-E"TICI" Disputed I
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Select the red link to open the Dispute Transaction window again. You can either
clear the dispute or leave it as is. If you select Clear, the transaction is removed from

disputed status.

Dispute Transaction

Reason for Dispute

Transaction amount is incorrect,

Entered: 09/26/12

Lser: comdata
1X] Clear |X| Cancel

If you code or approve a disputed transaction, a red flag will appear next to it on the
Cardholder Transaction Coding page.

[]: | Trans Date = Merchant Category Post Date Total Due | Staktus Group App | Coding
| 7/28/2011  LIBERTY RECYCLING - FORT LAKE, TX 72011 Business Services Group /302011 £149.64 Reviewed :’
| 7/25/2011 THE DEPOT 541 - ARLING, TX 76017 Miscellanecus Group 72772011 $54.54 Reviewed Cj

7/24/2011 CAR WASH - WORTH LAKE, TX 72011 Maintenance Only Group 7/26/2011 $27.95 | Reviewed 5]

=)
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Grouping Transactions

The Grouping Transactions feature allows you to create a group of related
transactions such as expenses for a project or a business trip.

Steps

1. On the Cardholder Transaction Coding page, select Add/Manage Group
l @ Add/Manage Group

]. In the Add/Modify Group window, select New.

| Add/Modify Group

Name Of Group
List Of Group March trip to UK
Project 1
Repair costs
TandE
@  New () close

2. The Name of Group field becomes available. Enter your group's name and select
Save.

| Add/Modify Group

Name Of Group Fusl

List Of Group March trip to UK
Project 1
Repair costs
T and E

G  MNew |[@ Save |g Close
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Previously created groups display in the List Of Group field. Update the group by

changing the name or deleting it.

| add/Madify Group

Name Of Group Fuel

List Of Group Fuel
March trp to UK
Project 1
Repair costs
Tand E

G  MNew | E’ Update |E Delete | |E_ Close

3. Close the Add/Modify Group window to return to the Cardholder Transaction
Coding page. Select the transactions you would like to display in your group and
select Associate Group. Then, select a group from the My Group drop-down menu.

|4¥) Associate Group | [ My Group = I
My Group

= Total Due Stat
Fuel

2011 $4?2.64 Revi March tl’i|: to UK

2011 $450.53 | Posty Project 1

2011 $484.42 Post; ReEpair costs
Tand E

5011 $458.45  Postd_

The group name will now display in the Group column on the Cardholder Transaction
Coding page. To filter your list of transactions to items in one group only, select the
name of the group from the Group list under CardHolder Actions.

CardHolder Actions

Cardholder Aber, Sam

Billing Period | 6/30/2011

Group [ All x |

All

UnGrouped Transactions

[¥) Expand All (Z) ¢ Fuel iewe
March trip to UK
|| Select all Project 1
[ Repair costs L AH
= Tand E L A
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Splitting Transactions

In addition to coding transactions, the Transaction Coding window provides options
to split the coding of a transaction to multiple coding types. You can also apply the
same coding type multiple times with different coding values. This is useful for
allocating transaction amounts.

Applying Multiple Coding Types

To apply multiple coding types to a transaction, you must split the amount of the
transaction. Different portions of the transaction amount can be applied to different
coding types and coding values.

Steps

1. Open a transaction and begin coding.

Cading Type Ib/Ct/Ph -

Comgany PH] b

Job 131002 = | | i VIENMA SQUARE PHASE |
CostType | E ™ |EGUIPMENT

Phase 0127000 T | SHOW UP TIME-ADNVERSE WTH
GL Account | 135200 * | EQUIPMENT

Amound £6.05

Qty

2. Look at the amount of the transaction in the Transaction Summary & Detail at the
top of the window. Enter a portion of that amount in the Amount field (for example:
1/2, 3/4. etc.).

Example 1.
Prod Code Description Qty Price Tatal Type
999 OUTHER MISCELLANEOUS TRAN  1.000000 £6.05 £6.05 Product
Example 2.

Amount |$3.I:IIII

Oty
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3. Select Save when finished. Notice that the coding fields reset and the remaining
amount displays in the Amount field. Do this for as many coding types as necessary.
Each coding you apply stacks up to the right of the coding fields.

Code To Amount Oty Account
Jb/Ct/Ph £3.00 | 0.000000 365200
GL Expense £3.05 0.000000 001051

This action also applies to the gallon quantity for transactions under the Fuel Group
category. Alter the price and quantity of fuel to split the coding types. This is useful
for allocating gallons in your ERP system.

Example 1.

Prod Code Description Qty Price Total Type

ADS UNL REG 86/87 OC 20.050000 £3.20 $64.16 | Fuel

4| [ *
Example 2.

Code To Amount Oty Account

Ib/Ct/Ph $£32.00  10.050000 ) 315200

Equipment $32.16  10.000000 | 00010
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Approving Transactions

Once a transaction has been coded and is in reviewed status, it is ready for final
review by an approver or administrator. By approving a transaction, the reviewer
indicates that the coding on the transaction is deemed to be correct. Following

approval, the transaction can be changed to posted status and exported back to your
ERP system.

It is the approver's responsibility to ensure that all of the information on the
transaction is correct and compatible with your company's financial record keeping.

This section of the guide describes the following aspects of the approval process:

@ Approval Steps

@ Routing to Approver

@ Mass Approving
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Approval Steps
The basic process of approving transactions is simple. See the following steps.
Steps

1. Access a Cardholder Transaction Coding page and select a transaction to review.
Select the TransactionViewer button.

COMDATA’

Payment Innovation

Home Query Reporting Misc Administration

CardHolder Actions

Cardholder  Parzas, John P

Billing Peried | 7/31/2011 =

Group lAII - |

Submit Transactions | [+/] Submit |

4*| TransachionViewer §
~ -t
—_——— ‘

,

|[7) Expand All (=) Collapse Al |

2. Review the transaction information and determine if it can be approved or rejected.
If you select Approve, the transaction will be flagged as approved on the Transaction
Listing Dashboard. Selecting Reject flags the transaction as rejected and prompts
you to enter the reason for rejection. Details you enter on the rejection are saved
with the transaction.

| Transaction Viewer

CardHolder  Parzas, John P Approval Status:
Billing Period: 7/24/2012 - 8/24/2012 ) Approve|  |(X) Reject

Tranz Date 07/31/2012

Post Date  O7/31/2012

Total $50.00

Kerchant CHEVRON 0104472
SEATTLE. Wa

Level 3 Detail

Descnipbion Qty Price Total

FUEL 1.0000 $£50.00 $£50.00
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Routing to Approver

Approver Routing allows you to select from a list of designated approvers assigned
to a cardholder's profile instead of having the system default to a single approver.
When the Approver Routing feature is activated, a new drop-down menu labeled
Approver appears in the Transaction Coding window. The menu lists all individuals
assigned to approve the cardholder's transactions. Cardholders with approval
privileges can route to themselves.

Approver Routing: administrator steps

If you are an administrator, you will need to decide if Approver Routing should be
turned on for your company. If you turn on Approver Routing, it will be available to
every cardholder in your company.

Steps

1. From the main menu bar, select Administration > Setup/Administration.

2. Select the Settings tab.

Payment Innovation

Home  Query Reporting Misc  Administration

GL Accounts | Settings | Move Transactions | Import

3. Select the Approver Routing check box and then select Save. Approver Routing is
now turned on for all cardholders.

GL Accounts | Settings | Mewve Transactions | Import
B save |

Company Display |CEM5 - Demo Construchion Company

Routing Code 48 |

Use Division Filter |+

Cash Transactions |

Approver Routing

Coding Companies | -

Account Number |

Customer ID | @)

[(#) new [ |[x]Delete
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Approver Routing: steps

Once the administrator turns on Approver Routing, anyone with coding privileges will
see the new Approver drop-down menu in the Transaction Coding window. If the
name of the desired approver is not listed, the user should contact an administrator
to verify that their name has been added to that Approver’s Coding & Approving List.

Steps

1. After you have coded a transaction, select an approver and then select Save.

Coding Type Ib/CLPh le all Code To Arnount Ac
Company DEMO [*]
Job 0105-0018T g | d | Contract Labarer
= s  auacn
Fhase _ 2000 [ ITH Hon-pdlable Iifl Import
GL Accownt | 1050 * |Petty Cash - Houwston —

- — i Show

Amount | §100.00
(] Delete

Approver -
Holes Alan Beford |
lohn B Parzas
pefauit Coding Applied —,
’ Adrian Spikes (B Save

I _l
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Mass Approving

Mass Approval allows you to approve multiple transactions at once. Using the feature

is simple.
Note: Mass Approving is only available to approvers and administrators.

Steps

1. Select any number of transactions from the Cardholder Transaction Coding page.

Make sure they are coded and in reviewed or submitted status. If necessary, you can

select transactions from multiple pages of the list.

[ | Select all Trans Date Merchant Category

[+] F/27/2011 SWELL OIL 5752888880QPS - HANAMER, TX 777 Fuel Group
[+] 7/27/2011 SWELL OIL 5752888880QPS5 - HANAMER, TX 777 Fuel Group
[+] 7/25/2011 CHEWER 0107700 - WALLIS T 77557 Fuel Group

2. Select the Approve button located under Administrator Actions. All the selected

transactions will change to approved status.

Administrator Actions

Approve Transactions ||vV) Aporove |
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Reporting

CEMS offers two categories of reports: cardholder reports and administrator reports.
Cardholder reports are available to all users and are mainly used for viewing a
cardholder's transaction activity in a given billing period. A separate cardholder
report, Transactions Coded with Receipt Images, is available to view transactions
with attached receipts.

A variety of reports are available to administrators and coders. See that section of
the guide below.

All users have the option to run a Cardholder Query, which pulls detailed information
on a cardholder's transactional data that can be exported into a Microsoft Excel
document. With the Cardholder Query, the user's transactions are divided into
regular and fuel transactions.

This section of the guide includes the following topics:

@ cCardholder Reports

@ Administrator Reports

@ cCardholder Query
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Cardholder Reports

There are two reports under Cardholder Report (Reporting tab > Report Type: Cardholder):

@ Cardholder Statement

@ Cardholder Statement - Coded

@ Transactions Coded with Receipt Images

For each report, you will need to designate a date range.

Select a Posting Dabe Range:
Please entar Dabe in Format “mmjdd)yvyvyy™

Skast of Range: Erd of Rarge:
Enker a Value: Enter a Walue:
Include this value [ Mo lower value Trechude this value [ Mo upper value

| Ok

Cardholder Statement

The Cardholder Statement Report is used to generate a list of statements in a given
date range.

Steps

1. Select Cardholder and Cardholder Statement and then select Go.

COMDATA'

Payment Inmovation

CENTT R PTTE Cardholder v Report: Cardholder Statement v I Go |

2. Select a posting date range. Designate the range of statements you would like to
view and select OK. The screen populates with a list of every statement in the
selected date range. A total of transactions displays at the bottom of the report as
well as a line for the cardholder's and approver's signature.
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Example of a Cardholder Statement.

Cardiofder Statement:  RXNNKKEAXEXDA51

Comdata Statemant Perfod: 01209/2011 - 07312012
Payreantinan vatan Entployee [0: 007651

Trai Cade Pogt Cate SMemirant Pl T State  MICC Calegory Adiotitt

100 - Baxter, Lee B.
0208401 (3M02M1  CIRCLEKO0E343  O&F EENERODK TH 000 29,52

GL-Code: Job @ Phase; cT. Equip #: Cost Cabeg.:

Addiianal O serpbion / Purpose.
03102011 03AZRMT AVBLANCHE aPs BURLESSON TH 30007 20.78

Gi-Code Job #: fhase: (=t Equip & Cinst Cabeg.-

Addtonal Ceseaption / Pupose.
0EMZR011 03MA2MA STAPLES  0i42540 LAKE WORTH TH 20008 Td.H

GL-Code Job Phase. cT. Equip #: Cost Cabeg.:

Addiional O sedpbion / Purpose.
03142011 03AERMA  LOVE S COUNTRYD0O0ZENE FT WORTH TH 30001 66.75

Cardholder Statement - Coded

Similar to the Cardholder Statement, this report includes only coded transactions in
the specified date range.

Transactions Coded with Receipt Images

This report allows you to view all transactions with an attached receipt in a selected
date range.

Steps

1. Select Cardholder and Transactions Coded with Receipt Images. Then select Go.

COMDATA'

Payment Innovation

LCLL LR Cardholder hd Report: Trangactions Coded with Receipt Imag » .

2. Select a posting date range. Designate the range of statements you would like to
view and select OK.
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3. The screen populates with every transaction with an attached receipt in the date
range you selected. Use the scroll button at the top to view all of the receipts.

Main Report | J

@ 5 ([Bomere « [_z] o w0 fore - | i

CRYSTAL REPORTS’

® DHEss /

001658 Lee B. Baxter

Al RENT ALL Tranzaction Date: 08/1152011
Location: MARSHALL To | TE6T0-0000

Transaction Account Coding
GL Acoount: 000G Eqepwent Renfal
Job Humber: - Waew Tear FL
Phase: - - Lowp Sow Profects Coat Tyoe:

Aot
Metes:
Frodust Infemmanian

Tranzaction 10: 41850
NCC Code: 7384 . EQUIPMENT RENTAL LEASING FURNITURE TOOL RE
Businazs Sarvices Group

| i
LT
e, -
P . T e

123




CEMS User Guide

Administrator Reports

The following reports are available only to administrators and coders (Reporting tab >

Report Type: Administrator).

Note: For reports including the company value, you can select a specific company or
include all companies available to you.

Report
Name

Description

Role
Accessible

Filter Criteria

Field List

A report of all
transactions

Employee ID

Name

Merchant Name
City

State

Zip

Transaction Date
Posted Date
Transaction Amount
Allocation Project

cod_ed by thg Company Code Des;rlptlon
business unit . Business Desc
: : . Transaction
Business Unit | coding type by Posted Start Cost Type
Transaction | a specific date |Administrator Date Description
by Date - range. This and Coder . Cost Code
9 Transaction L
Excel Format |report can be Posted End Description
exported to a Date GL Account
Microsoft Excel Subledger
format. Subledger Desc
Status
Import Status
Approval Status
Approval Date
Approver Name
Account Code
Customer ID
Control Number
Group Name
Employee ID
A list of all Name
Cardholder cardholder Administrator Role
Account N/A o
Listing accounts. and Coder Division

Department Code
Last Login Date
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e Description sells . Filter Criteria |Field List
Name Accessible
Cardnumber
(header)
Employee ID
(header)
Statement Date
A list of ';ra;usgc;itont $ange (?eadDerzc
. oste ar ransaction Date
Cardholder Z’glaet"eyments for | Administrator, Date Posted Date
Statement Cardholder Transaction Merchant Name
cardholder. and Coder .
Posted End City Name
Date State
MCC Category
Transaction Amount
Number of
Transactions
(summary)
A grouping of Company Code |Company
Coder Coders and o Select Role Employee ID
Approver Approver_s with |Administrator |Select Lf'ast Name
Grouping their assigned |and Coder Employee First Name
Cardholders. Selected Role
Employee Division
CardNumber
Company
Employee ID
A report of .I:.dfp% Number
Default every . Company
Coding by Cardholder Adg‘umztrator Company Code | GLAccount
Cardholder ~|Whohas ~ jand Coder Job Number
default coding. Job Phase
C.T.

Equipment Number
Equipment Cost
Category

Fleet - Diesel
Fuel Tax by
State (on-
road diesel
fuel tax
report by
state)

A report of the
tax on diesel
fuel in every
state in your
company's
network.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Transaction ID
Cardnumber
Cardholder
Lastname

Date

Code (product)
Product Description
Vehicle Number
State

MCC

Quantity

Price

Total
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e Description e . Filter Criteria |Field List
Name Accessible
Employee ID
Name (cardholder)
Transaction ID
A report of all Company Code Cardnumber
4 Merchant Name
fuel Transaction .
Fleet - Fuel , Transaction Date
transactions by . Posted Start
Usage by Administrator Posted Date
cardholders. Date
Cardholder - : and Coder . Code (product)
This report can Transaction -
Excel Format Product Description
be exported to Posted End .
- Vehicle ID
a Microsoft Date
Excel format. State )
Quantity
Price
Total

A report of all

Company Code
Transaction

Transaction ID
Cardnumber
Merchant Name
Date

Code (product)

Fleet - Fuel fuel Administrator Posted Start Product Description
Usage by . Date .
transaction by |and Coder . Vehicle ID
Cardholder Transaction
cardholders. State
Posted End
Date McC
Quantity
Price
Total
Transaction ID
Company Code |Cardnumber
Transaction Code (product)
Fleet - Fuel A report of the - Posted Start Product Description
amount of fuel | Administrator
Usage by used by each |and Coder Date State
Vehicle ID vehicley Transaction MCC
) Posted End Quantity
Date Price
Total
Date
Fuel Purchase _ Company Code Merchant Name
Top 15 A list of the Transaction Quantit
Percent top 15% of . Posted Start Y
s Administrator State
non-diesel fuel Date
% and Coder . Code (product)
Grouped by |purchases by Transaction o
Product Description
Employee and |cardholder. Posted End
L Gallons
Division Date

Amount
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Fuel Usage by
Equipment ID

A list of all fuel
transactions
coded to an
Equipment ID

Administrator
and Coder

Start Date
End Date

Transaction ID
Card Number
Merchant Name
Transaction Date
City

State

MCC (Merchant
Category Code)
Quantity

Amount
Equipment ID
Product Code
Product Description
Product Quantity
Product Price
Product Total Cost

GL Account Code
Account Description

GL Account A list of all GL Administrator Active Records Cod_e Type
Code List account codes. and Coder Only Equipment Category
All Records Code
Equipment Category
Description
Allows you to
search
transactions by
a dollar Company Code
High Dollar amount. For Transaction Date
Transactions |example, if Posted Start Merchant Name
you enter 100 |Administrator |Date City
*Grouped by |as the amount, |and Coder Transaction State
Employee ID |a detailed list Posted End Description
and Division |will generate Date Total Due
showing all Amount
transactions at
$100.00 or
more.
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e Description e . Filter Criteria |Field List
Name Accessible

Allows you to

search all

meals and

entertainment

transactions by Company Code

a dollar 4

amount. For Transaction Date

examplé it Posted Start Merchant Name
Meals and ou ente’r 100 Administrator |Date City
Entertainment | 7 and Coder Transaction State

as the amount, —

. ) Posted End Description
a detailed list
, Date Total Due
will generate
. Amount

showing all

M&E

transactions at

$100.00 or

more.

Cardnumber
Posted Date

A list of all Merchant Name

orphaned City

transactions. State
Orphaned These are Administrator Cardholder Key

) transactions N/A (group header)

Transactions and Coder

that are not Employee ID (group

tied to a header)

cardholder Transaction Amount

account. Cardholders (footer)

Transactions (footer)
Grant Total (footer)
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Sub Account
Transaction
by date by
company

A report of all
transactions
with sub
account coding
type by date
range and by
company.

Administrator
and Coder

Company Code
Transaction
Posted

Start Date
Transaction
Posted End
Date

Import Status
Status

Account Code
CustId

Last Name
(cardholder)
First Name
(cardholder)
Card #
Employee ID
Post Date
Transaction Date
Control Number
Transaction ID
Merchant

Type

Coded Company
Default Company
Default Division
GL Account

GL Description
Internal Order
Sub Account
Fuel Type
Gallon

Amount
Approve

Group Name
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Activity by
Date by
Company -
Excel Format

A report of
transaction
activity by
date and
company. This
report can be
exported to a
Microsoft Excel
format.

Administrator
and Coder

Company Code
Transaction
Posted Start
Date
Transaction
Posted End
Date

Import Status
- Posted,
Imported, Not
Flagged
Status -
Reviewed,
Uncoded

Account Code
Customer ID
Last Name
(cardholder)
First Name
(cardholder)
Cardnumber
Employee ID
Posted Date
Transaction Date
Control Number
ID

Amount
Merchant

Type

Coded

Coded Detail
Default Code
Default

G/L (code)

G/L Description
Job Number
Job Phase
Phase Description
CT

Import Status
Equipment ID
Approve Status
Group Name
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Activity by
Date - by
Cardholder -
Excel Format

A detailed
report of all
cardholders
and their
transactions in
a specified
date range.
This report can
be exported to
a Microsoft
Excel format.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Status -
Reviewed,
Uncoded

Account Code
Customer ID

Last Name
(cardholder)

First Name
(cardholder)
Cardnumber
Employee ID
Posted Date
Control Number
ID

Amount
Merchant Name
Type (coding)
Coded (company)
Coded (cost center)
Default (company)
Default (cost center)
G/L Account

G/L Description
Job Number
Phase

Phase Description
CT (cost type)
Import Status
Equipment ID
Approval Status
Group Name
Department
Department
Description
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Activity by
Date - by
Cardholder by
Company -
Excel Format

A detailed
report of all
cardholders
and their
transactions
and their
company. This
report can be
exported to a
Microsoft Excel
format.

Administrator
and Coder

Company Code
Transaction
Posted Start
Date
Transaction
Posted End
Date

Status
(Reviewed,
Uncoded)

Account Code
Customer ID

Last Name
(cardholder)

First Name
(cardholder)
Cardnumber
Posted Date
Transaction Date
Control Number
ID

Amount
Merchant Name
Type (coding)
Coded (company)
Coded (cost center)
Default (company)
Default (cost center)
G/L Account

G/L Description
Job Number
Phase

Phase Description
CT (cost type)
Import Status
Equipment ID
Approval Status
Group Name
Department
Department
Description
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Activity by
Date - Excel
Format

A detailed
report of all
transactions in
a specified
date range.
This report can
be exported to
a Microsoft
Excel format.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Import Status
- Posted,
Imported, Not
Flagged Status
- Reviewed,
Uncoded

Account Code
Customer ID

Last Name
(cardholder)

First Name
(cardholder)
Cardnumber
Employee ID
Posted Date
Transaction Date
Control Number
ID

Amount
Merchant Name
Type (coding)
Coded (company)
Coded (cost center)
Default (company)
Default (cost center)
G/L Account

G/L Description
Job Number

Job Phase

Phase Description
CT (cost type)
Import Status
Equipment ID
Approval Status
Group Name
Department
Department
Description
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction

by Date - by
Cardholder -
Excel Format

A report of all
transactions
that occurred
in a specified
date range for
each
cardholder.

Administrator
and Coder

From Date
End Date

Transaction Date
ID

Post Date
Type
Company
Division

GL

GL Description
Job

Phase

Phase Description
CT

Status

Equip ID
Merchant
Approve
amount

Card #
Company
Division

Last Name
First Name
Department
Department
Description

Transaction
by Date -
Excel Format

A report of
transactions
that occurred
in a specified
date range

Administrator
and Coder

From Date
End Date
Import Status:
Posted -
Transaction
Posted,
Imported -
Transaction
Imported but
not Posted,
Not Flagged -
Transaction
Not Flagged as
Posted or
Imported

Transaction Date
ID

Post Date
Type
Company
Division

GL

GL Description
Job Number
Job Phase
Phase Description
CT

Status
Equipment ID
Merchant
Approve
Amount

Card #
Company
Division

Last Name
First Name
Department
Department
Description
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Coding by
Cardholder

Administrator
and Coder

From Date
End Date

Type

Company Division
G/L

G/L Description
Job Number
Phase
Equipment ID
Merchant

City

State Transaction
Date

Amount
Department
Department
Description

Transaction
Coding by
Cardholder
and Approver

A report of all
coded
transactions by
the Cardholder
and

Approver.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Type (coding)
Company Code
Division

G/L Account
G/L Description
Job

Phase

Phase Description
Job Type
Equipment ID
Merchant Name
Date

Approval Status
Approval Date
Amount
Department
Department
Description
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Coding by

Cardholder
with Notes

A report of
coded
transactions
with attached
notes.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Type (coding)
Company Code
Division

G/L Account

G/L Description
Job

Phase

Phase Description
Cost Type (job)
Equipment ID
Merchant Name
Transaction Date
Amount

Notes
Department
Department
Description

Transaction
Coding by
Cardholder

A report of
coded
transactions
for every
cardholder.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Type (coding)
Company
Division

G/L Account

G/L Description
Job Number
Phase Code
Phase Description
Equipment ID
Merchant Name
City State
Transaction Date
Amount
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e Description sells . Filter Criteria |Field List
Name Accessible
Date
Company Code
ID

Transaction
Coding by
Date - Excel
Format

A report of
coded
transactions by
their posted
date range.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Posted Date
Type (coding)
Division

G/L Account
G/L Description
Job Number
Phase

Phase Description
Job Cost Type
Equipment ID
Merchant Name
City

State

Amount
Cardnumber
Last Name
(cardnumber)
First Name
(cardnumber)

Transaction
Exception
Coding -
Cross
Company

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Transaction Date
ID

Type (coding)
Company Code
Department
(division)
Employee ID
Code Co.

G/L Account Code
G/L Description
Job Number
Phase Code
Merchant Name
Status Amount
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Export

A detailed
report of all
transactions
that were
exported back
to the ERP
system.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Import Status
- Approved,
Not Approved

Account Code
Company
Employee
Customer ID
Cardnumber
Last Name
(cardholder)
First Name
(cardholder)
Employee ID
Division
Employee
Vendor Code
Cash Vendor Code
Department Code
Transaction ID
Transaction Date
Control Number
Posted Date
Employee ID
Transaction
Vehicle Number
Reporting Level
Merchant Code
Merchant Name
Merchant Address
Merchant City
Merchant State
Merchant Zip
Merchant Chain
Merchant Group
MCC Number
Merchant Card
Acceptor Status
Is Checked?
Approval Status
Approval Use
Approval Date
Disputed?
Import Status
Group Name
Group ID

Auto Transaction?
Amount Coded
Coding Type
Company Coded
Division Coded
G/L Account

Job Number

Job Phase

Job Cost Type
Equipment Number
Cost Category
(equipment)
Work Order
Notes
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Job Phase

Job Cost Type
Equipment Number
Cost Category
(equipment)

Work Order

Notes

Project

Business Unit
Project Cost Type
Project Cost Code
Sub Ledger

Sub Ledger Type
Invoiced?

Invoice Date
Credit or Debit
Transaction Amount
Department
Department
Description

Transaction
Posted Start

Transaction ID
Transaction Date
Posted Date
Merchant Name

Transaction A list of all Administrator | Date Merchant City
Listing - disputed . Merchant State
; ) and Coder Transaction
Disputed transactions. Cardnumber
Posted End
Cardholder Name
Date
Type
Reason
Total Due
Summary

Transaction
Listing by
Cardholder

A list of all

transactions by

cardholder.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Report Type -
Detail or
Summary

Cardholder Name
Number of Cards
Number of
Transactions
Total Due

Detail
Transaction ID
Transaction Date
Posted Date
Merchant Name
Cardnumber
Total Due
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Company Code
Transaction
Posted Start

Transaction ID

A list of Date Transaction Date
Transaction transactions by . Transaction Posted Date
Listing by their Merchant g;lg\ggztgftor Posted End Merchant Name
MCC Category Date Cardnumber
Code. Detail or Cardholder Name
Summary Total Due
Report
Report Value
Transaction ID
Transaction Date
i Transaction Posted Date
A detailed Posted Start Merchant Name
listing of all Merchant City

Transaction
Listing

transactions in
a given date
range.

Administrator
and Coder

Date
Transaction
Posted End
Date

State
Cardnumber
Cardholder Name
MCC

MCC Category

Total Due
Transaction
Transaction A summary of . Posted Start MCC Number
all Administrator |Date
Summary by . . Category
MCC transactions by |and Coder Transaction Total Due
their MCC. Posted End
Date
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transaction
Uncoded by
Date - by
Cardholder -
Excel Format

A report of
transactions
that are in
uncoded status
by cardholder.
This report can
be exported to
a Microsoft
Excel format.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Transaction Date
ID

Posted Date
Type (coding)
Company Code
Division

G/L Account

G/L description
Job Number
Phase Code
Phase Description
CT (cost type)
Status
Equipment ID
Merchant Name
Approval Status
Amount
Cardnumber
Company Code
(default)

Division (default)
Last Name
(cardholder)
First Name
(cardholder)

Transaction
Uncoded by
Date - Excel
Format

A report of
transactions
that are in
uncoded status
by a specified
date range.

Administrator
and Coder

Import Status
- Posted,
Imported, Not
Flagged

Transaction Date
ID

Posted Date
Type (coding)
Company Code
Division

G/L Account

G/L description
Job Number
Phase Code
Phase Description
CT (cost type)
Status
Equipment ID
Merchant Name
Approval Status
Amount
Cardnumber
Company Code
(default)
Division (default)
Last Name
(cardholder)
First Name
(cardholder)
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Report
Name

Description

Role
Accessible

Filter Criteria

Field List

Transactions
Coded with
Receipt
Images by
Job number

Allows you to
pull a
transactions
coded with
receipt images
report by one
or more job
number.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Company Code
Job Number

Merchant Name
Transaction Date
Location

Cost Type

GL Account
Amount

Notes

Product Information
Transaction ID

MCC Code

Transactions
Coded with
Receipt
Images of
Sub Account

Allows you to
pull a
transactions
coded with
receipt images
report by the
sub account
coding type.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Company Code

Transaction Date
Location

GL Account
Internal Order
Sub Account
Fuel Type
Gallons

Amount

Product Information
Transaction ID
MCC Code

Transactions
Coded with
Receipt
Images

A report of all
coded
transactions
with receipt
images
attached.

Administrator,
Cardholder,
and Coder

Company Code
Transaction
Posted Start
Date
Transaction
Posted End
Date
Employee ID
Division

Cardholder Name
Employee ID
Transaction Date
Merchant Name
Merchant City
Merchant State
Merchant Zip

GL Account Code
Job Number
Phase Code

Cost Type (job)
Amount

Notes
Transaction ID
MCC Code

MCC Description
Receipt Image(s)
Department
Department
Description
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e Description e . Filter Criteria |Field List
Name Accessible
Key
Posted Date
Merchant
Transaction Merchant City
A summary Posted Start Fligh_t Number
Travel - rqolprt of all Administrator |Date gtralgtlir:\ation
Airline Detail |a!"né and Coder Transaction :
transactions. Posted End Carrier
Date Class
Travel Date
Amount
Passenger Name
MCC Number
A report of all
airlines used
and how much Company Code
money was Transaction Airline
Travel - spent with . Posted Start
e L Administrator Number of
Airline each airline. Date
) and Coder . Cardholders
Summary This report Transaction
Amount
also shows a Posted End
total of all Date
money spent
on airlines.

Travel - Hotel
Detail

A report of all
cardholders
and their hotel
expenses.

Administrator
and Coder

Transaction
Posted Start
Date
Transaction
Posted End
Date

Transaction Date
Posted Date
Hotel Name

City

State

Zip

MCC Code
Amount
Cardholder Name
(grouped)
Cardholder
Amount (grouped
summary per
cardholder)
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RETpein: Description sells . Filter Criteria |Field List
Name Accessible
Transaction Date
Employee ID
Post Date
Type
. . CT
Uncoded Lists all Transaction Status
. uncoded Posted Start .
Transaction . L Equipment ID
transactions Administrator |Date
by Date by oy . Merchant
within a and Coder Transaction
Cardholder - o Approve
specified date Posted End
Excel Format Amount
range. Date
Card number
Company
Division
Last Name
First Name
Company Code
Last Name
(cardholder)
. First Name
A list of every
User Listing user and their |Administrator (cardholder)
. N/A Employee ID
Report respective and Coder A
roles. Division

Department Code
Role

User Name
Status
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Cardholder Query

The Transaction Query page allows you to pull specific, detailed information on a
cardholder's transactional data. Transactions are sorted into regular and fuel
transactions. The data can be exported into a Microsoft Excel document for your

records. Cardholders can run queries on themselves.

Steps

1. Select Query from the main menu bar.

COMDATA

Payment Innovation

Home Query Reporting Misc  Administration

The Transaction Query page opens. Note that some fields are not required.

CardHolder o |v| 6 Query ] @1 Export ]
Trans Date 9 To Merchant 0 | Images | Both - c _.
Post Date 9 To Category |-| Division m
Billing Period 2 0 Amount @ @ Exclude Easy Savings | | .
Transaction Query | Fuel Transactions - - l@ plienen @r\,
CardHolder Trans Date Post Date Merchant City St Category Total Due Status Import Status Image Division
Transactions = 0 Total = $0.00
Field Image Description
Select a cardholder. If
ou are logged in as a
1. Cardholder | |CardHolder | =Y 99
cardholder, only your

name will display.

2. Trans Date Trans Date To (1]

Enter the date range of
transactions to view.

Enter the date range of

3. Post Date Post Date To [is] the transaction postings

|to view.
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Field

Image

Description

4. Billing Period

Billing Period |

Use this option in place
of selecting a post date

5. Query

@ Query |

Runs a query

6. Export

Export I

Exports your query
results to an Excel
document.

7. Merchant

Merchant |

Not required. If you
know the name of a
specific merchant, enter
it here.

8. Images

Images [

L Both
Division
Yes

Mo

Not required. Used to
filter your query results
by either transactions
with an image, without,
or both.

9. Category

Category |

Not required. Select a
category code.

10. Division

Division

Not required. Enter the
cardholder's division
code to filter results by
their division.

11. Amount

Amount

I

Not required. If you
know the amount of the
transaction you would
like to query, enter it
here.

12. Exclude Easy
Savings

| Exclude Easy Savings || |

Use to filter out easy
savings transactions
from the query results

13. Viewer

@ Viewer

Opens the Transaction
Viewer window.
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2. Fill out the necessary information and run a query. Once you run a query, the
transaction information displays in the dashboard. The Transaction Query tab shows
all transactions for a selected date range.

Transaction Query | Fuel Transactions
CardHolder Trans Date Post Date [Marchant Ciky St Category Total Due Status Im =
&lso, Jaime M, 6/19/2012 | &/19/2012 Test Cash Transactions $10.00 | Uncoded
Alzo, Jaime M, 5/24/2012 | 5/24/2012 | xev Cash Transactions $355.00 | Uncoded
Also, Jaime M, 12/8/2011 12/8/2011 | pizza Cash Transactions £150.00 | Reviewed Imj
Also, Jaime M, 12722011 | 12/2/2011  McDon Cash Transactions 4$15.00 | Reviewed Imp
Also, Jaime M, 8/12/2011 | 8/15/2011 BRIAN OIL 910021000QPS | CLUTE  TX  Fuel Group $77.95 | Reviewed Img
Also Jaime M, 8/10/2011 | 8/12/2011  xev FREEPORT TX  Fuel Group $71.50 | Reviewed Imj
Also, Jaime M, 8/9/2011| B8/11/3011 SHELL'SBAREQ HOUSTON TX T &E Group, Restaurants $20.84 | Reviewed Imj
Also Jaime M, a/8/2011 B8/9/2011 BUC'S HOUSTON TX Fuel Group 467.05 Reviewed Imp
Also, Jaime M, 8/5/2011 8/8/2011 BRIAN OIL 910024000QF5 HOUSTOM TX  Fuel Group £80.06 | Reviewed Imp
Alzo Jaime M, 8/5/2011 B8/6/2011 JIMADORIA FREEPORT TX T & E Group, Restaurants $43.85 Uncoded
| Transactions = 132 Total = $8,029.57 -
| bl | »

The Fuel Transactions tab lists only the fuel transactions for a selected date range.

Transaction Query = Fuel Transactions

Drag a column header here to group by that column

CardHolder Trans Date | Post Date | Merchant City St | Product Quantity Total Status Img
Transactions = 2 Qty = 24.09 Totsl = $91.59

Leighton, Dew: 6/15/2011 | &/16/2011  EXPRESS 030 COLUMBLE TX | UNL REG B&/87 OC 4.40 £15.59 Posted Impa

Leighton, Dew: 6/21/2011 | 6/23/2011 BROAD EXPRESS BAY TOWR TX | UNL REG 85/87 OC 19.659 $76.00 Posted Imp

_ Export o
If you would like to save your query, select the Export 30 Bxpo button. This gives
you the option to export all data in the query into an Excel document.

{ e - - ) Fuel Transactionsxls [Compatibility Mode] - Microsoft Excel
| Home | Inset  Pagelsyout  Formules  Dsta  Review  View  Developer  Acrobat
bt Arial o - |A N (B =] Siweptes Date - ﬂ :H Hormal Bad
<3 Copy = ; = e || e it - -
Paste  Format Painter B L B S  A E= | #E Svegeacenter-  § - % v ||t S| ch:\%"- .:?r::ll:. Calculation m
Cilpboard L) Font ) Alignment 22 Number o 4
c3 v 6/23/2011
| 48 cail - I D ST - - - VR VY RS VSN TS U o—. |
1 |CardHolder Trans Date  Post Date Merchant City St Product Quantity Total Status  Import Status
2 Leighton, Dene 6/15/2011  6/16/2011 EXPRESS 030 COLUMBUS TX UNL REG 86/87 OC 44 15.59 Posted  Import Ready
3 |Leighton, Dene 6/21/2011 [6/23/2011_IBROAD EXPRESS BAY TOWN TX UNL REG 86/87 OC 19.69 76 Posted  Import Ready
4
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Glossary

A

AC29: A file sent from Comdata on a daily basis. This file contains your company's
transactional data.

Account Number: Your Comdata account number. This number should be
associated with your CEMS account.

Accounting File: A file of all your transactions that are ready to exported back to
your ERP. Please ensure these files have been reviewed, approved, and posted to
create accuracy in your financials.

B

Billing Period: A billing period is a group of transactions that occur under a specified
length of time.

C

CDO00009: A file sent from Comdata on a daily basis. This file contains all of your
company's employee's information as well as new employees.

CEMS: Comdata Expense Management System. An online expense coding and
reporting system designed to integrate fully with your company's construction ERP
software. CEMS allows your Comdata MasterCard cardholders to quickly and easily
allocate card purchases to expense categories such as accounting, jobs, equipment,
and business units.

CRR: Customer Relations Representative, a Comdata agent responsible for assisting
customers with their accounts.

E

ERP: Enterprise Resource Planning, a business integration software that allows you
to manage your company's expenses.

G

GL Account: An account for recording transactions related to a company's assets,
liabilities, owners' equity, revenue, and expenses.

M
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MCC: Merchant Category Code, a four-digit value that MasterCard assigns to classify
a particular type of merchant.

P

Product Code: A code sent from the merchant that defines the transaction type.

T

TRR: Technical Relations Representative, a Comdata agent responsible for assisting
customers with technical related issues.
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