Comdata Integration — Quick
Guide (v10x)

Overview

This quick guide provides procedures for using the Comdata check processing functionality integrated in
CMiC’s Accounts Payable module.

Prerequisites

The following prerequisites are required prior to using Comdata:

e CMIC Comdata license. Please contact a CMiC Account Manager for more information.

e Comdata account or need to be an existing Comdata user.

Setup

Set Up EFT File Format

EFT FILE FORMAT Bsae bea @ @ A [¥~Q

SELECTION CRITERIA

* EFT Format | COMDATA .
FILE DEFINITION
view | 'YW [EQ Freeze | %5 Detach | Blsearch 4= mnsert @] InsertMultiple = Delete S, Workflows |v & Report Options |v F Export & ECM Documents |~ s User Extension s
COMDATA_1 Comdats File 1 VCTBS cMICt | |essses

Pgm: APEFTFM — EFT File Format; standard Treeview path: Accounts Payable > Setup > Global Tables > EFT Formats

Use the EFT File Format screen to set up the Electronic File Transfer (EFT) format for the banks from which
EFT payments will be made.

In the Selection Criteria section of the screen, select “COMDATA” in the EFT Format drop-down menu.
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In the File Definition section of the screen, the File Code and File Description fields are used to enter bank-
specific EFT file format details specifying the record layout required by the bank. Enter “COMDATA 1" in the
File Code field and then provide a user-defined description in the File Description field.

NOTE: The File Code field is not a user-defined field and must contain “COMDATA_1”.

The Account Code, Customer Id, and Customer Code Word fields are used to enter Comdata-specific account
details. Entering values other than those provided by Comdata will result in an error.

Display [Comdata] Button on Prepare Checks Screen using Lite
Editor

PREPARE CHECKS B -0 ® A F O

e O O O
Prepare Checks nd Part Pririt Che Past Rur
SELECTION CRITERIA
Compary  CMICTEST - CMeC
Check Form | Single Stub, Verswon 3

Pay Run Group -
Selecion Code
O Use Voucher Bank Acc

Compary Code -

Deparment Code . Check Date B
Bank Cach G/L Code - Currency Code
Bank Account Num
[ Byjob Code
Minimum Amount Assign S(.\\.-(.-g Check Number
Starting Check ol Vendor
Ending Check & Vendor

O Group Checks By Sub-Contract

| Prepare Checks [ i 0] © o

Pgm: APCHQPRE — Prepare Checks; standard Treeview path: Accounts Payable > Check > Print Checks — [Comdata]
button

The [Comdata] button is located on the Prepare Checks screen in the Accounts Payable module and by default
it is hidden. This button is made visible using Lite Editor.
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PREPARE CHECKS

® O - 1

Prepare Checks 2nd Party Che REFWOVE FVDGVIRNY CUSED RSNty ||
SELECTION CRITERIA
Company | CMICTEST A7 mic
Ches<k Form | Single Stub, Version 3
Pay Run Group | alg 2
Selection Code | 04
IO Use Voucher Bank Acc Add Field 2
1 Company Code | ard g .
-~ | = < Hi 1!
| D G _‘_/ Action Type Display Hidden Field v ul
Bank Cash G/L Code IS 4 Hidden Field Comdata -
Bank Account Num | 7 Position @ After O Before === E
L1 8yJob Code 4
Rt - Position Field | Prepare Checks .
Minimum Amount | 7 Rssign€ —
Starting Check | A # Vendor Rows Per T @
Ending Check | A F Vendor

L] Group Checks By Sub-Contrac

Move
[repers choco 1] 1, MG

Displaying the [Comdata] button on the Prepare Checks screen using Lite Editor

After making the [Comdata] button visible on the Prepare Checks screen, checks can be prepared for a pay run
group or a selection code. Both methods are described in the sections that follow. The main difference between
the two methods is the procedure to be followed in Steps 1-2. The rest of the procedure to be followed in Steps
3-7 is basically the same for both methods, except for in Step 5, the Move To New Group/Selection pop-up
window varies depending on whether it’s launched for a selection code or pay run group.

The [Comdata] button becomes enabled once the checks are prepared and the ‘EFT Payments’ radio button is
enabled in the Select Payments screen. The ‘EFT Payments’ radio button is discussed in more detail in the next
section.

DREPAR ] sa = @ A @)
Info: Total 3 check(s) prepared. |

[ O O O

Prepare Checks 2nd Party Check Post Check Run

SELECTION CRITERIA
Company CMICTEST LA oic

Check Form  Single Stub, Version 3 A

Pay Run Group

Selection Code  NW

.
A New enhancement 2 Comdata - Do Not Use

E Use Voucher Bank Acc

Company Code

Department Code . Check Date  29-Jan-2020 C%
Bank Cash G/L Code . Currency Code
Bank Account Num
[ eyjobCode
Minimum Amount Assign Starting Check Number
Starting Check Rl Vendor
Ending Check A | Vendor

[ Group Checks By Sub-Contract

‘E Button is now enabled. |
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Preparing Checks for a Selection Code

Step 1: Create Payment Selection Code and Select Payments

SELECT PAYMENTS

[ o]

Select Payments Create Payrun Groups

SELECTION CRITERIA

PAYMENT

[Pl search 3 nsert {7 Delete  4u Previous wp Next @), Workflows |~ @ ReportOptians |~ [ ECM Documents |+ g User Extensians

n [Nw MNew ennancement 2 Comaata - Do Not Use

vency | USD [a] [usDolier
User 0
|®) EFT Paymentsf ) non EFT Payments () EFT and Non EFT Payments () Third Party Payment Mode
Cut Off Date.[294an-2020 @
CheckDate 294802020 @&

Next Pay Date |304an-2020

>

[ Select Material Only Vouchers

Invoice Series

Bank Account . .

B pasbue invoicss [ cumrereimokes ) DiscoureImoices ] Force Discounss
[VERser oy enssr Clse - Venser rerereres | [Saeewos]

SELECTED INVOICES

[

views | ¥ B T Detach | [ Search i3 Insent  InsertMultiple &, Workflows | & ReportOptions | = R Export §ECM Documents | v & User Extensions

sel

O Address Name. Discount Date | Dutstanding Amt | Discount Taken | Payment Amount
= AIROOF |4 | | AIROOF 191454099 | vion A 29jan2020 [ |28 Feb-2020 [ |29Jan-2020 2000.00 0.00| 2000.00
(%] ATROOF AIROOF 191454101 Vioz 281202020 2BFeb2020  28jan2020 1250000 000 12500.00
= ARROW ARROW 1454103 | w103 29jon2020  28Feb2020 | 29jan2020 5000.00 000 5000.00)
=) BP2222 BP2222 191458105 V104 294802020 28-Feb-2020 29-Janr2020 7B00.00 0.00 7800.00

Pgm: PAYSEL — Select Payments; standard Treeview path: Accounts Payable > Payment > Select Payments

Use the Select Payments screen to create a one-time payment selection code. Select the ‘EFT Payments’ radio
button and specify any other criteria by which to select invoices associated with the payment selection code.
Click the [Add Invoices] button on the Select Payments screen to display the list of matching invoices and
select which invoices to associate to the payment selection code. When finished, click on [Save].

Vendor information for the invoices selected under the selection code in the Select Payments screen defaults
from the Maintain Vendors screen. For records to be validated in the Comdata screen, mandatory information
must be entered for vendors in the Vendors tab and the Accounting tab of the Maintain VVendors screen.

The mandatory fields to be completed in the VVendors tab are shown in the screenshot below.
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MAINTAIN VENDORS

Enter Company Code

SELECTION CRITERIA

Company | CMICTEST

DETAILS

[B] search

= Insert

= Business Partner

a

Purchases

CMIC

#= Delete

AIROOF

Accounting

Business Partner Address

4m Previous  mp Mext

D, Workflows |' & Report Options |~ [ Import

A1ROOF

& mtachments [E]Notes @ ECM Documents |' &5 User Extensions

Payment Address

Main 5t

Address2

Suite19

Address3
State/Province

Country

Mew York

NY

us

A MNew York

Attention

Phong

E-mail

1112223333

cmicogats®

Fax

cmic.ca

Class

Terms

1099

Preference

Al Add,

* Status

NET30

o| Active

Terms

Net 30

1099 Other

#| Report TSO18 One Time Vendor Use Pre-lien Compliance

Special Terms and Conditions

Pgm: BPVENFM — Maintain Vendors; standard Treeview path: Accounts Payable > Setup > Maintain Vendors — Vendors

tab
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The mandatory fields to be completed in the Accounting tab are shown in the screenshot below.

MAINTAIN VENDORS

Enter Company Code
SELECTION CRITERIA
Company | CMICTEST A CMiC
DETAILS
Vendors Purchases Accounting Business Partner Address
* Currency | USD |4 | |US Dollar
Invoice Series =
Distribution Type | General Distribution v Multi Comp. Vouchers - Single Check
Retainage % Discrete Check Prenote File
Voucher Status Def. | Normal v W Allow Transactions
Third Party Payment Mode v EFT E-mail
EFT/TPPM Distribution | E-Mai v
*Bank Code | BOA [4 1 [Bank Of America ||
=Bank Transit | 10 F&T ] account Number | 2223334443888 | |a] suffic 54 |a]
Paymode Id | o |
AP | 00 & | |Company Level 2000 |4 | |Accounts Payable
Cash | 00 A | |Company Level 1000 A | |Checking Account #1
Expenses |00 & | |Company Level 8430 & |Miscellaneous Overhead Costs
Prepaid L Company Level 1720 ; Prepaid Expenses
A | |Company Level 4360 A | |Discounts Taken
Retzinage | 00 |4 | |Company Level 2010 A | |Retainage Payable
Tax1 Code L& | Exemption Licenses
Tax2 Code A Exemption License®
Tax3 Code L&) Exemption License&
Tax4 Code |4 Exemption License#
Tax5 Code = Exemption Licenseg
[Upaace ertino |

Pgm: BPVENFM — Maintain Vendors; standard Treeview path: Accounts Payable > Setup > Maintain Vendors —
Accounting tab

Although banking details are not requested or processed by Comdata, when the ‘EFT Payments’ radio button is
selected on the Select Payments screen, a vendor’s bank account details must also be completed in the Maintain
Vendors screen. A valid bank account number can be entered in the Account Number field, or a dummy account
number can be entered (e.g. #999999).
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Step 2: Generate Comdata Payment/Request File

PREPARE CHECKS

[ O O O
Prepare Checks 2nd Party Check Print Check Post Check Run
SELECTION CRITERIA
ICompar\y CMICTEST |4 [CMiC [
Check Form  Single Stub, Version 3 i

Pay Run Group

I

| Selection Code ﬁ‘lw A | New enhancement 2 Comdata - Do Not Usel
[ Use Voucher Bank Acc ]
Company Code =
Department Code = Check Date  29-Jan-2020 %
Bank Cash G/L Code = Currency Code
Bank Account Num
[] ByJob Code
Minimum Amount Assign Starting Check Number
Starting Check |4 | Vendor
Ending Check 4 | Vendor

[[] Group Checks By Sub-Contract

_Comina.
Pgm: APCHQPRE — Prepare Checks; standard Treeview path: Accounts Payable > Check > Print Checks

On the Prepare Checks screen, enter/select the company and selection code, and check the ‘Use Voucher Bank
Acc’ checkbox. Click on the [Prepare Checks] button.

FREFAK - =
Info: Total 3 check(s) prepared
[] O O O
Prepare Checks 2nd Party Check Print Check Past Check Run
SELECTION CRITERIA
Company  CMICTEST A OMIC
Check Form | Single Stub, Version 3 .

Pay Run Group =

Selection Code | NW _& | Mew enhancemnent 2 Comdata - Do Not Use
B Use Voucher Bank Acc

Company Code =

Departrment Code L] Check Date  29-jan-2020 £
Bank Cash G/L Code [& ] Currency Code
Bank Account Num
[ ByJob Code
Minimum Amount Assign Starting Check Number
Starting Check & Vendor
Ending Check o Vendor
[ Group Checks By Sub-Contract
Button is now enabled. |

The [Prepare Checks] button changes to [Renumber Checks]. A message appears at the top of the screen to
indicate the total number of checks prepared and the [Comdata] button becomes enabled.
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Click on the [Comdata] button to launch a pop-up window to initiate the payment/request file generation

PREPARE CHECKS
[ ] O
Prepare Checks 2nd Party Check Print Check Post Check Run
SELECTION CRITERIA
Company | CMICTEST |a] omic PREPARE CHECKS qsoe - @ @ A [¥
Check Form  Single Stub, Version 3
Pay Run Group |&
- N = Mewenhay | SEMD CHECKS TO COMDATA Card number Response file
lection W - ent .
Vo baihe | Company [CWICTEST | [CMic Py R Group Selection Code [NW tokens will D"'_Y errors are
jse Vou: . | be generated if indicated in
Company Code (2] S no errors exist. this column.
Department Code. . ol
Bank Cash G/L Code. [& Vieww | W K@ Freeze % Detach
Bank Account Num | —
(m] By Job Code do Check Date Token Invoice Paid
Minimurm Amount issignsadt  Wivaid | A1ROOF AIROOF V1001 90001276589 | 07-Feb-2020 2.000.00 N
Starting Check ;I Vendor valid  fA1RoOF ATROOF V1002 50001276589 O7-Feb-2020 12,500.00 N
Ending Check ;I Vendor Valid ARROW ARROW V1003 90001276550 07-Feb-2020 5.000.00 N
01 Group Checks By Sub.Cirace vaid  fBp2222 BP2222 V1004 50001276591 07-Feb-2020 7.800.00 N
0 [ e R [PostChocks | | Mave il
f 3 -
All records must be valid for
[Generate Request File]
button to be enabled.

Pop-up window launched from [Comdata] button on Prepare Checks screen

Scroll the pop-up window’s scrollbar to the right to display the Move column, as shown in the screenshot
below.

PREPARE CHECKS

L] O
Prepare Checks 2nd Party Check Print Check Post Check Run

SELECTION CRITERIA
Company CMICTEST [a] [emic PREPARE CHECKS

CheckForm | Single Stub, Version 3
::;::: 7 j ey | 51D CHECKS TO COMDATA E:xes can be f:heck_ed
T———— Company | CMICTEST | [cMic Pay Run Graup Selection Cade |NW sed on Invoice pa.ld
I status to move invoices
e L to new selection code.
Deparzment Code 0]
Bank Cash GAL Code =] View= | W W Freeze i Detach
T e I e - el T
Minimum Amount Assign Start ATROOF V1001 90001276589 |07-Feb-2020 2,000.00 N
Starting Check [ vendor [ AROOF w1002 0001276569 07-Fet-2020 1250000 N
Ending Check [a] vendor [ ARROW w1003 90001276590  O7-Feb-2020 5.000.00 N
1l Group hecka By Sub-Conrock 8r2222 V1008 90001276591 07-Feb-2020 7.800.00 N

Renumber Checks il Comdats [N
= e Moveto

Pop-up window launched from [Comdata] button on Prepare Checks screen with horizontal scrollbar scrolled right to
reveal hidden columns

All records must be valid in the Status column for the [Generate Request File] button to be enabled.
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If mandatory fields are not entered properly in the Maintain Vendors screen, as discussed in the previous step,
the [Generate Request File] button will not be enabled, as shown in the example below.

MAINTAIN VENDORS

SELECTION CRITERIA

Compony cICTEST (3] O
ormans
| rrchees | coumion | Buiness Parins s

pous W Next B Workflows | @ Report Options |» [ Import  § Auachments 5 Notes g ECM Documents | v g User Extensions

Zip/Posal Code | 20198

Preference . ’mpne.:hedu RPN PREPARE CHECKS
Add - f SELECTION CRITERIA|
Lt é Company  CMICTEST A ouc SEND CHECKS TO COMOATA
s (o prer—r— Company [CMICTEST | ‘avic Pay Run Group Setecton Code [N,
Pary R Group &
Seleczion Cade NW & Newenhan
2 e Voushe Bk Acc Y. =
Missing mandatory I Campany Cade =
email address! Department Code . Tnvoice Paid | Response
Bark Cah G Coce . Vs [ABOOF  [AVROOF wioot 90001276589 {07-Feb-2020 200000 N
M Ancame W Vabhd ATROOF AIROOF V1002 90001276589 07-Feb-2020 12.50000 N
sk feans L1 Byjoh Code Py Vabd ARROW ARROW w1003 90001276590 07-Feb-2020 5,000.00 N
T Pdlnnlrd 0P2223 0P223 V1054 "50001276991 ' 07 Feb-2020 780000 N 1
= g B
o al vendor
Y (=] Ptk
mﬁ ] Button disabled due to invalid record. |

Once all records are valid in the pop-up window, click on the [Generate Request File] button to generate the
payment/request file.

PREPARE CHECKS Mo @@ @ A [ Q

Enter Company Code
[ O O
Prepare Checks 2nd Party Check Print Check P heck Rur
SELECTION CRITERIA
Company | CMICTEST & |omic Choose Helper Application XL
Check Form | Single Stub, Version 3 0240000382 file
| | VC789.CMICT.PS00020.02072020.0240000382
Pay Run Group A You hay ‘
e | Send this item to:
Selection Code NW A New enhancement 2 Comdata - Do LW 7
| e
FA Use Voucher Bank Acc w (’;7) Internet Explorer
frg
Company Code .
What 5 u Office XML Handl,
Department Code . e andler %
/ ®
Bank Cash G/L Code A J Notepad
Bank Account Num O
[ ByJob Code g Windows Photo Viewer
Minimum Amount Assign Starting Check Number |
Starting Check A Vendor | g Snagit Editor |
= | Y1 heel
Ending Check A Vendor
- : o | | o =
O Group Checks By Sub-Contract
Renumber Checks  [ZETR

A pop-up window is launched, prompting the user to select in which program to open the payment/request file.
After the payment/request file is generated, the file needs to be placed on Comdata’s FTP server.

The following screenshot shows an example of the payment/request file open in Notepad.
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7] VC789,CMICT.PS00020.01292020.0406000221 - Notepad — [m] ®

File Edit Format View Help
Mc7gs  werge 4

V(789 (MIC1  QATEST AI1ROOF AIROOF CMICOATS@CMIC.CA MAIN ST SUITE19 NEW YORK Ny 28198 2223334545
VC789 (MIC1  QATEST A1ROOF AIROOF CMICOATS@CMIC.CA MATN ST SUITE19 NEW YORK Ny 20198 2223334545
V(789  (MIC1  QATEST ARROW ARROW  RAJ.KUMARGCMIC.CA WYANDOTTE ST 1525 CHICAGO IL 68681 5556664545
V(789 (MIC1I  QATEST 8P2222 BP2222 (MICOATS@CMIC.CA MAIN ST SUITE19 NEW YORK Ny 20198 6669998989

VC(78s  wWC7E9 4

Example of Payment/Request File in Notepad

The payment/request file is a tab delimited text file, which follows a specific pre-defined naming convention, as
outlined in the Comdata Virtual Card AP-PS20-PS21 spreadsheet. The graphic below shows an example of the
naming convention.

Comdata

Virtual Card AP Request File - PS00020

- Hard coded request file identifer. |

Available via FTP Direct
[Naming Convention for FTP : AccountCode Custid.PS00020. MMDDYYYY. HHMMHNNHNH |

Unique sequence number generated every
time file is generated.

Request Record

Account Code
Header Record l Customer ID I

T
—» Hour and minute the file was generated. |

Index LEM REQ FMT DESCRIFTION COMMENT

1 5 Y C Comdata Account Code Comdata Account Code
rz 5 A4 C  Comdata Account Code Comdata Account Code
rs3 & A4 N Total Number of Records Total Number of Records

- Month, day, and year the file was generated. |

Index LEN REQ FMT DESCRIFTION COMMENT
1 5 Y C  Comdata Account Code Comdata Account Code
2 10 Y C  Comdata Customer ID Comdata Customer ID
3 20 C  Comdata Code Word for this customer Comdata Code Word for thiz customer

The account code and customer ID are defined on the EFT File Format screen.

NOTE: The payment/request file will only be generated if all entries under the code are valid.

Once the payment/request file is generated, the system links the selection code with Comdata processing.
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When the code is linked to Comdata, the following three buttons become disabled, as shown in the following
screenshots:

¢ [Renumber Checks] button on the Prepare Checks screen

PREPARE CHECKS

Enter Company Code
O O O
Prepare Checks 2nd Party Check Print Check Post Check Run
SELECTION CRITERIA
Company CMICTEST A omiC
Check Form | Single Stub, Version 3 L2
Pay Run Group L&)
Selection Code  NW |4 New enhancement 2 Comdata - Do Not Use
B4 Use Voucher Bank Acc
Company Code .
Department Code | Check Date |07-Feb-2020 &y
Bank Cash G/L Code L&) Currency Code
Bank Account Num
[ Bylob Code
Minimurm Amount Aszign Starting Check Number
Starung Check |4 Vendor
Ending Check |4 Vendor
[ Group Checks By Sub-Contract
i o

e [Print Checks] button on the Print Checks screen

PRINT CHECK

Enter Company Code

® O L O
Prepare Checks 2nd Party Check Print Check Post Check Run
SELECTION CRITERIA
* Company | [CMICTEST [a] [omic
Pay Run Group Code (&)

* Selection NW |4 |New enhancement 2 Comdata - Do Not Use 29-Jan-2020

(4 * Create EFT File Form v
* Create Third Party Paymode File EFT File Format v

[ * eFT/TPPM Distribution EFT File Code A

Print Waiver File
Print SC Waiver Report Select SC Waiver Report = SC Waiver Report 1
Create EFT File (file
Company Code
Department Code
Bank Cash G/L Code
Bank Account Number

Bank Account Description

* Check Form | Single Stub, Version 3 ¥

*Language | English v

First Signature Name L&)
Starting Check |4 Ending Check A
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e [Post] button on the Post Check Run screen

POST CHECK RUN

Enter C y Code

® O L @
Prepare Checks 2nd Party Check Print Check Post Check Run

SELECTION CRITERIA

* Company | [CMICTEST A [cmic
Pymncopcoe[a]

*Selection NW || [Newenhancement2Comdata-DoNotUse | |294an-2020
Use Voucher Bank Account
[ ByJob Code

Company code | | |
Depariment Coce | ][ | posting Dte 29302020 |y
J

S

Bank Account Num | | | |

S

Once the [Generate Request File] button is clicked, if the user attempts to unprepare the checks on the
Unprepare Checks screen, an alert will be issued, as shown in the screenshot below.

Pgm: APUNPRE — Unprepare Checks; standard Treeview path: Accounts Payable > Utilities > Unprepare Checks
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Step 3: Import and Process Comdata Response File

After successfully generating the payment/request file, the user will receive a response file containing card
number tokens from Comdata’s FTP server. This file needs to be imported and processed.

Click on the [Comdata] button on the Prepare Checks screen.

When the selection code is linked to Comdata, the [Import Response File] button, the [Import Reconciliation
File] button, and the [Move to New Selection Code] button become enabled in the pop-up window launched
from the [Comdata] button on the Prepare Checks screen.

NOTE: The [Post Checks] button is still disabled.

PREPARE CHECKS Bsve 8- ® ® A [ Q

SEND CHECKS TO COMDATA

Company |CMICTEST CMIC Pay Run Group Selection Code |NW

viewv | 'Y K Freeze T Detach

M“mmm e
Valid

ATROOF A1ROOF V101 90001234149 29-Jan-2020 2,000.00| N

Valid A1ROOF A1ROOF V102 90001234149 29-Jan-2020 12,500.00 N
Valid ARROW ARROW V103 90001234150 | 29-Jan-2020 5,000.00 N
N

Valid BP2222 BP2222 V104 90001234151 29-Jan-2020 7,800.00

<
m m Import Response File Import Reconciliation File Post Checks Move to New Selection Code
L Click to import card number tokens. |

Click the [Import Response File] button to import and process the response file containing the card number
tokens.

PREPARE CHECKS @ A [F
IMPORT FILES
Import File : Card Number
Status
=

Pop-up window launched from [Import Response File] button

Another pop-up window will appear to import the file. Click on the [Import] button.

PREPARE CHECKS @ A ¥

111 Import File

Import File || Choose File ||No file chosen

Import Close

Click on the [Choose File] button and browse to select the file to import.
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PREPARE CHECKS

Total Records Inserted 6

JPoRt + Import File

@ A [

Import File VC789.VC789,PS00021.07262019,0719011700

Import  Close

Click the [Import] button to import the file.

The following screenshot shows an example of the response file open in Notepad.

V(789
V(789
V(789
V(789
V(789
V(789

File Edit Format

V(789
CMIC1
CMIC1
CMIC1
CMIC1
V(789

View Help

4
QATEST
QATEST
QATEST
QATEST
4

() VC789.NCTE9.PS00021.01292020.1510434791 - Motepad

ALROOF AIROOF
ALROOF A1ROOF
ARROW ARROW

BP2222 BP2222

CMICOATS@CMIC. CA
CMICOATS@CMIC.CA

RAD.KUMARGCMIC. CA
CMICOATS@CMIC.CA

MAIN ST SUITE19 NEW YORK
MAIN ST SUITE19 NEW YORK

WYANDOTTE ST

MAIN ST SUITE19 NEW YORK

1525

ny 20198 2223334545
Ny 20198 2223334545
CHICAGO IL 60601 5556664545
ny 20198 6669998989

Example of response file containing Comdata check numbers in Notepad

The response file containing the card number tokens is a tab delimited text file, which follows the response file
naming convention PS00021.:

ACCOUNTCODE.ACCOUNTCODE.PS00021.MMDDYYYY.HHMMNNNNNN
For example: VC789.VC789.PS00021.01292020.1510434791

PREPARE CHECKS

@ A [X

IMPORT FILES

Import File : Card Number

lStams Processed records 4 out of 0 successfully ]

Click on the [Process] button to process the file.

PREPARE CHECKS

Company |CMICTEST

SEND CHECKS TO COMDATA

CMIC

Pay Run Group

90001234149 |29-Jan-2020
90001234149  29-Jan-2020
90001234150 | 29-Jan-2020
90001234151 29-Jan-2020

Selection Code

Amount
2,000.00|
12,500.00
5,000.00

NW

Card Number
Token

222U69A3)2
222U69A32
222U69A3J4

222U69A3H4

7,800.00

B & @ ® A

Card number tokens are updated. |

Invoice Paid

= Z T2 2

i<
ciose [ cercrce pequenrie imposteconciaton e ISR ov o New selecion coe

[z Q

oood II%II

Once processing is complete, card number tokens will be updated, as shown in the screenshot above.
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Step 4: Import and Process Reconciliation File

After the card number tokens have been processed, the next step is to import the reconciliation file from
Comdata’s FTP server and process it.

PREPARE CHECKS

SEND CHECKS TO COMDATA
Company CMICTEST CMIC Pay Run Group Selection Code |NW

View~ | W I Freeze 3 Detach

Name Invoice Number Check # Check Date Amount Tnke:“mm Invoice Paid Response Error Move
A1ROOF 101 90001234149 29Jan-2020 2,000.00| 222U69A3)2 N O
ATROOF w102 90001234149  29-Jan-2020 12,500.00 222U69A3J2 N O
ARROW w103 90001234150 | 29-Jan-2020 5,000.00  222U69A3)4 N D
BP2222 V4 90001234151  29-Jan-2020 7.800.00 222U69A3H4 N O
>

fe
[ close Wl Generate RequestFile ll Import Response File || Import Reconciliation File | JRZZH=T 0l Move to New Selection Code
4

l_ Click to import reconciliation file and reconcile checks. I

Click on the [Import Reconciliation File] button in the pop-up window launched from the [Comdata] button
on the Prepare Checks screen to import the reconciliation file and reconcile the checks.

PREPARE CHECKS @ A

IMPORT FILES
ImportFile : Reconciliation

| tmport ||l Process |

Status

=3
Pop-up window launched from [Import Reconciliation File] button

Another pop-up window will appear to import the file. Click on the [Import] button.

PREPARE CHECKS @ A

1 Import File

Import File || Choose File ||No file chosen

Import  Close

[ e )

Click on the [Choose File] button and browse to select the file to import.
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PREPARE CHECKS @ A [x

Total Records Inserted 5

IMPORT F Import File

Import File VC78.C789.A00028.07262019.15371155 ([l

Click the [Import] button to import the file.

The following screenshot shows an example of the reconciliation file open in Notepad.

) VCT89.VCT89.AC00028.01302020. 15013082 - Notepad - o x
File Edit Format View Help
V789 XOOCOXXKNXXBBBD 21302020 200000 ©1302020 000000 @PEOREDRTS50D D
V(789  CMIC1  @4CTHROLWI BP2222  XX0OOOOOOMX3369 01302020 235959 @1382020 071012 @PEAEE750000 D 569300909
VC789  CMIC1  @4C7HRILWK ARROW  XX00G00000CK3385 21302020 235959 @1382020 071212 @PE2eE500020 D 569300908

Example of reconciliation file in Notepad

The reconciliation file is a tab delimited text file, which follows the reconciliation file naming convention
AC00028:

ACCOUNTCODE.ACCOUNTCODE.AC00028.MMDDYYYY.HHMMNNNNNN
For example: VC789.VC789.AC00028.01302020.15013082

PREPARE CHECKS @ A [Z

IMPORT FILES
Import File : Reconciliation

S
==

Click on the [Process] button to process the file.

PREPARE CHECKS Bse @-® ® A [ Q
SEND CHECKS TO COMDATA
Company | CMICTEST CMIC Pay Run Group Selection Code |NW

Viewv | Y IR Freeze s Detach

A1ROOF V101 90001234149 29-Jan-2020 2,000.00| | 222U69A3)2

AIROOF vio2 90001234149 29-Jan-2020 12,500.00 222U69A3J2
ARROW V103 90001234150 ' 29-Jan-2020 5,000.00 | 222U69A3J4

DDDDE

BP2222 V104 90001234151 29-Jan-2020 7.800.00 222U69A3H4 Y

<
| ciose [l Generate RequestFile [l Import Response File [ Import Reconciliation File [N 3="" "\l Move to New Selection Code

After reconciliation is processed, the values in the Invoices Paid column update based on payments made to the
vendor. Records for reconciled checks will have a status of “Y”, while records for unreconciled checks will
have a status of “N”, as shown in the screenshot above.
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Step 5: Move Unreconciled Checks to a New Selection Code

PREPARE CHECKS Bse v @ @ A [ Q

SEND CHECKS TO COMDATA
Company |CMICTEST CMIC Pay Run Group Selection Code |NW

Viewv | 'Y [ Freeze s Detach

" AIROOF Tviot © 90001234149 294an-2020 | 2.000.00] | 222U69A3)2 ]
ATROOF w102 90001234149 29-Jan-2020 12,500.00 222U69A3)2 O
"arrROW V103 90001234150  294an-2020 | 5,000.00 | 222U69A34 Y [m] 1
8P2222 w104 90001234151 | 29-/an-2020 7.80000 222U69A3HA Y O

<
m Generate Request File Import Response File Import Reconciliation File Post Checks
\

Pop-up window launched from [Comdata] button on the Prepare Checks screen

If checks are reconciled and all records are set to “Y”, then the [Post Checks] button becomes enabled and
checks can be posted under the current selection code.

However, if some checks are unreconciled, the Invoices Paid column will contain records with a status of “N”,
as shown in the screenshot above.

Unreconciled checks with a status of “N” can be grouped and moved to a new selection code so that those
checks can eventually be posted when the invoices are completely paid. Once unreconciled checks are removed,
the remaining reconciled checks with a status of “Y”” can be grouped and posted under the current selection
code.

The Move column and the [Move to New Selection Code] button are used to move unreconciled checks to a
new selection code. When records are set to “N” in the Invoices Paid column, the checkboxes in the Move
column and the [Move to New Selection Code] button become enabled if the current selection code is linked to
Comdata.

PREPARE CHECKS Bse 8- ® ® A [ Q

[

SEND CHECKS TO COMDATA
Company |CMICTEST CMiC Pay Run Group Selection Code |NW

Vieww | Y K Freeze T Detach

Card Number

A1ROOF 101 90001234149 ' 29-Jan-2020 2,000.00 222U69A3)2 N %]
I ATROOF V102 90001234149/  29-Jan-2020 12,500.00 222U69A3)j2 N %
ARROW V103 90001234150 ' 29-Jan-2020 5,000.00 222U69A3J4 Y O
BP2222 V104 90001234151 29-Jan-2020 7,800.00 222U69A3H4 Y O

<
Ccione [ enercenequet e mporResporae e ] mporreconciation e [

For example, as shown in the screenshot above, the first two records with an Invoice Paid status of “N” can be
moved to a different selection code by checking the first two checkboxes in the Move column and clicking on
the [Move to New Selection Code] button.
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PREPARE CHECKS @ A [7

MOVE TO NEW GROUP/SELECTION

Viewwv | Y [EQ Freeze T Detach
R
CMICTEST NW

Pop-up window launched from [Move to New Selection Code] button for selection codes

Clicking the [Move to New Selection Code] button launches a pop-up window, as shown in the screenshot
above. To close this pop-up window and return to the Prepare checks screen, click on the [Close] button.
Otherwise, to move unreconciled checks to a new selection code, enter a new selection code in the New Code
field of the pop-up window and click on the [Move] button.

PREPARE CHECKS @ A [

Selection Code 01 already exists for Company Code CMICTEST

MOVE TO NEW GROUP/SELECTION

Vieww | W IR Freeze S Detach
Gucm | tomioe
CMICTEST NW |01 |

[ Move Ji Close |
In the event a duplicate selection code exists, an error will be issued as shown in the screenshot above.

PREPARE CHECKS @ A [
1
[

MOVE TO NEW GROUP/SELECTION

‘ Vieww | Y g Freeze T Detach

|
Ot | e
CMICTEST NwW SwW |

Upon entering a new selection code in the New Code field and clicking on the [Move] button, the system will
move the unreconciled checks from the old (original) selection code to the newly created selection code.

NOTE: The payment records will contain the same data as before. The only difference is that they will be using
a new selection code.

When processing is complete, the system will return to the Prepare Checks screen.
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Payment Selection List <]
v |Search Advanced
Match @ Al Any

Code |
Description
o
01 AP Payment Selection 01
6 TEST
I SwW "Moved from code NW I

Pop-up window launched from Selection Code field on the Prepare Checks screen

The new selection code will be available in the pop-up window launched from the Selection Code field on the
Prepare Checks screen. The newly created code will have a meaningful system-generated description, which
indicates under which original selection code it was created.

NOTE: The new selection code will be linked to Comdata. If users wish to choose a different payment method,
the check can be unprepared.

PREPARE CHECKS Esae - @ @ A [ Q

SEND CHECKS TO COMDATA

Move column
Company |CMICTEST | |CMIiC Pay Run Group Selection Code |NW checkboxes are
disabled when all
records in Invoice
Paid column have
a status of "Y".
view~ | Y [ Freeze T Detach

ARROW V103 90001234150/ | 29-Jan-2020 5,000.00| 222U69A3j4

Card Number
Token

‘ Invoice Paid

BP2222 V104 90001234151  29-Jan-2020 7.800.00 222U69A3H4

<
[ “close [l Generate Request File [} Import Respanse File J§ Import Recanclliation File Move to New Selection Code

¥

[Post Checks] button is enabled as all records in
Invoice Paid column have a status of "Y',

Now that unreconciled checks with an Invoice Paid status of “N” have been moved to a new selection code,
only reconciled checks with an Invoice Paid status of “Y” remain under the original selection code. At this
point, the checkboxes in the Move column become disabled. The [Post Checks] button will become enabled
and the checks can be posted.

NOTE: The [Post Checks] button will only be enabled if all the records have Invoice Paid status of “Y™.

Step 6: Post Checks

When all checks under the selection code are reconciled and have an Invoice Paid status set to “Y™, the [Post
Checks] button becomes enabled and checks can be posted.

Click on the [Post Checks] button to launch a pop-up window to post checks.
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PREPARE CHECKS @ A [

POST CHECK
| Posting Date |31-Jan-2020 %l

Batch

[ print Reports Immediately

Pop-up window launched from [Post Checks] button

Enter the posting date and check the ‘Print Reports Immediately’ checkbox (optional).

On successful posting, the system will return the batch number and reports to print, if the ‘Print Reports
Immediately’ box is checked.

‘ PREPARE CHECKS @ A [F

POST CHECK
Posting Date |31-Jan-2020 [£0)

Batch 2928603

Batch successfully posted
[ Print Reports Immediately

Step 7: Process and Post Previously Unreconciled Checks Moved
to New Selection Code in Step 5

PREPARE CHECKS
@ O O O

Prepare Checks 2nd Party Check Print Check Post Check Run
SELECTION CRITERIA
Company | CMICTEST A |CMIC

Check Form | Single Stub, Version 3 0

Pay Run Group

O E

I Selection Code | bW | Moved from code Nw |

[ Use Voucher Bank Acc

Company Code A
Department Code i Check Date 03-Feb-2020 £
Bank Cash G/L Code 4 Currency Code
Bank Account Num
[] ByJob Code
Minimum Amount Assign Starting Check Number
Starting Check & | Vendar
4 | Vendor

Ending Check

D Group Checks By Sub-Contract

Checks Comdata

Pgm: APCHQPRE — Prepare Checks; standard Treeview path: Accounts Payable > Check > Print Checks
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NOTE: This step contains procedures for processing and posting the new selection code that was created in
Step 5 to move unreconciled checks from the original selection code. It summarizes importing and processing
the reconciliation file (as described in Step 4) and posting checks (as described in Step 6).

Select the new selection code (created in Step 5) from the Selection Code field on the Prepare Checks screen.
Next, click on the [Comdata] button.

PREPARE CHECKS B 2@ @ A [ Q

SEND CHECKS TO COMDATA
Company | CMICTEST CMiC Pay Run Group Selection Code |SW

vieww | Y I freeze % Detach

Card Number

AIROOF Wl 90001234149 | 29-Jan-2020 2,000.00| | 222U69A3)2
A1ROOF V102 90001234149 29-an-2020 12,500.00  222U69A3J2 N

m | Generate RequestFile [l Import Response File || Import Reconciliation File | JNZ"1= TNl Move to New Selection Code

Pop-up window launched from [Comdata] button on the Prepare Checks screen

Click on the [Import Reconciliation File] button in the pop-up window launched from the [Comdata] button
to import the second reconciliation file provided from the Comdata FTP server and process the file.

@
File Edit Format View Help
V789 XOOO00COKXeeee 82042020 600002 02042020 000009 QeQ0ORER7S00 D
V(789 (MIC1  @ACTHRI277 AIROOF  XX00000000KBT54 92042020 235959 @2042028 @91719 000001450000 D 583981520

The screenshot above shows an example of the second reconciliation file open in Notepad. It is the same file as
the one in Step 4 in terms of file format but with different records. This file contains the records of the
previously unreconciled checks from Step 5.

PREPARE CHECKS @ A [F

IMPORT FILES
Import File : Reconciliation

Status |Processed records 1

Click on the [Process] button to process the file.
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PREPARE CHECKS Bse v @ @ A [ Q

SEND CHECKS TO COMDATA
Company |CMICTEST | |CMIC Pay Run Group Selection Code | SW

vieww | Y [ Freeze T Detach

Invoice Paid Response Error

A1ROOF mM101 90001276540 |03-Feb-2020 2,000.00| 222U72T3R4
ATROOF wvi02 90001276540 03-Feb-2020 12,500.00 222U72T3R4

<
m m Import Response File Import Reconciliation File Post Checks Move to New Selection Code

The previously unreconciled checks are now reconciled. Since all records are now set to “Y” in the Invoices
Paid column, the [Post Checks] button becomes enabled and the checks can now be posted.

PREPARE CHECKS @ A [

POST CHECK
[ Posting Date |05-Feb-2020 %l

Batch

™ primt Reior'ts Immediately

Pop-up window launched from [Post Checks] button

PREPARE CHECKS @ A [¥

POST CHECK
Posting Date |05-Feb-2020 £

Batch 3026318

Batch successfully posted
Print Reports Immediately

22 ¢ Comdata Integration — Quick Guide (v10x)



Preparing Checks for a Pay Run Group

The main difference between preparing checks for a selection code, as opposed to preparing checks for a pay
run group, is the procedure to be followed in Steps 1-2. The rest of the procedure to be followed in Steps 3-7 is
basically the same for both methods, except for in Step 5, the Move To New Group/Selection pop-up window
varies depending on whether it’s launched for a selection code or pay run group.

Step 1: Select Payments and Create Pay Run Group

Pay run groups are used to group and pay posted vouchers associated with different payment selection codes of
companies in the system using a single company’s bank account. If preparing checks for a pay run group, inter-
company account setup is required.

In the screenshots below, the parent company “CMICTEST” has inter-company accounts set up for one of its
subsidiary companies, “BCCC” and vice versa, so that checks can be prepared for vendors under both

companies.

< )
MEHI oA Parent Company - CMICTEST I

DAL

e

Pop-up window launched from [Inter-Company Setup] button on the Maintain Companies screen; standard Treeview path:
General Ledger > Setup > Company Setup
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) COMPANY DETAIL

ech G Woddfiows | = @ ReportOptions | v 4 Anachments [

3 Code BCCT OMPANY
| Departments | Security

Suser SPRING CREEK PKWY

¥

Ciry [PLANO

ts | CMICTES.

i Code | ALL

ey | USD

| Subsidiary Company - BCCC I

COMPANY SETUP

INTER-COMPANY ACCOUNT

we | Y W  Desa

« [Checking Account 21

Sa

Pop-up window launched from [Inter-Company Setup] button on the Maintain Companies screen; standard Treeview path:

General Ledger > Setup > Company Setup

NOTE: All the companies under the pay run group must use the same chart of accounts.

In addition, the parent company must have the ‘Multi-company Vouchers — Single Check’ checkbox unchecked
on the Check tab of the AP Control File, as shown in the screenshot below.

AP CONTROL FILE

SELECTION CRITERIA

Company | CMICTEST N omic

System Defaults Other

Voucher m Accounting

*Name Of Check | Single Stub. Version 3

EFT Defaults
EFT Stub Printing Repart | 1 EFT Payment per page
*Voucher Payment Type Default ® EFTO) PCARDO None

EFT File Format
EFT File Code
* Order Checks By Vendor Code

O print Zero Checks
[ Use Check Release Feature

O Summarize Retainage Invoices
[ Traek 1000 Information

] Automatically Start Check Posting Program After Printing

Automatically Populate Check Release Date
O Auromarically Populate Check Reconciliation Date

Copy Control File

v

v

Default ACH Email .

O Send a Copy of EFT to E-mail Address Below

< = =

O Allow Duplicate Check Numbers

A Use Voucher Bank Cash Account

H use Accounts Payable Check
[ Allow Pre-Dated Checks
[ Check And Post Date In The Same GL Period

[ * Multi-company Vouchers - Single Check

0O Group Checks By Joint Payee Name
[ Group Checks By Sub-Contact
[ user in Payment Selection is the one who posted the Voucher

[0 Warn If User Is Null In Payment Selection Entry

B4 Default Value For T5018 In Vendor Maintenance

[ Record Unprepared Checks As Wasted

[0 use Invoice Date As Cutoff Date For Payment Selection

Pgm: APCTRLFM — AP Control File; standard Treeview path: Accounts Payable > Setup > Local Tables > Control File

Options — Check tab

All the vendors must be defined under each company involved in the payment. For example, all the vendors
under company CMICTEST must be defined under company BCCC as well and vice versa.
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e BUSINESS PARTNER MAINTENANCE

Enter The Also Known As (AKA) Name Of This Business Partner. This Field Is Not Required And Is Used For Custom Reporting Only. This Name Is Printed On The 1099 Form.

B General Ledger
B Accounts Payable

B Setp
Set User Defaults Bl Search &3 Insert T Delete  4m Previous wp Next @), Workflows |v & Report Options | [ Import 4 Attachments [S]Notes @ ECM Documents | v g% User Extensions

Maintain Business Partners

Maintain Vendors I Business Partner Code A1ROOF A1ROOF I

Maintain Vendor Pick Lists

Local Tables
B Global Tables Business Partner  Address  Bank m
[ Voucher 3 . :

B Payment
Viewv | ¥ W Freeze S Detach | Bl Search 4 Insert @ InsertMultiple @ Workflows |+ & Report Options |+ [B Export &) ECM Documents | v 4% User Extensions

B Check
ﬁ CMICTEST and BCCC are both

B Logs
defined under vendor A1IROOF.

Vendor

Query
B Reports
8 Utilities

[ Accounts Receivable

REGRESSION OATS COMPANY

Comp Code
cMiC
B Job Costing

BCCC A
CMICTEST
B Subcontract Management

B Change Management |

@ Job Billing
B Work Order Billina

Pgm: BPBPFM — Business Partner Maintenance; standard Treeview path: Accounts Payable > Setup > Maintain Business
Partners — Company tab

Vendors can be defined for both companies at once using the Company tab on the Business Partner
Maintenance screen. For example, the screenshot above shows the vendor AIROOF with both CMICTEST and

BCCC defined. This process must be followed for all vendors involved in the payment.

As shown in the following screenshots, selection codes have been set up for the two companies:
e  Selection code N for company CMICTEST.
e  Selection code E for company BCCC.

SELECT PAYMENTS

o
select Payments Create Payrun Groups
seLEcTIoN criTERIA
ooy cnrr ] ot [ oo |
PAYMENT
B searcn B inert {8 Duiate  du Prvicus Wp Nea D Wortiows |+ ) Report Optons | ) ECM Documents |+ g% User Bxtensions.
[T Hew Enhancement Comdsta Group - 00 NOT USE |

T&T U Bolar

% oescn | [ seaven 4 tnaaen @ s muspis G Worktows |+ ) Report Opuons | = [ Eport ) ECM Documants [+ g usee Exnsions

AIROOF 191697253 vaon 05-¢ab-2020 | |06-ar-2020] 11 05Fan-2020 45893200 5993200
A1ROOF 191697285 22 052020  OSMar2020  OSFe3020 728042 758012 758012
ae2222 191697287 203 0SB0 OEMar2020 DS Fe-3020 a3 a0 sea3 sea3
L] 191697259 V204 OSFeb2020  OEMar2020  0SFeb2020 8000.00 (] 200000 200000

I I I I I I 0

Pgm: PAYSEL — Select Payments; standard Treeview path: Accounts Payable > Payment > Select Payments

Selection code N was created for the parent company CMICTEST and four invoices have been selected for
three vendors.
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SELECT PAYMENTS

Select Payments Create Payrun Groups

SELECTIGN CRITERIA

ey e ST Cor T

PaYMENT

[ Search {B insers {7 Dulato  du Provious wp Nexs B Workdiows | = ) Repori Options |+ £ ECM Documenis |+ & User Excensions

= N Ennancamant Comta Growp - 0O NOT USE |
(u

y | USD 11 o5 potar

D tiar €77 Paymerns O BFT ane ben 65T Paymenss(0) Third Parsy Fayment Mode

Curoftou [05sabaczo By ] Seect oy S Voushers

CruckDate [05Fab2020 @y [ Select Omy A2 Vouicners

tastPayace [06Fa 2020 By [ Sect AP Back Crarges

Add Troicen
ews | ¥ B rees G Oeacn | Eseecn B men (@ beetmunple O Woriows |+ @ RepartOpcons |+ [ Eort G0 Documants |+ g Usee Baansions
ncon 1steaass [ vzvs [a]  lossabaoao] ) (o6 waranao) ) [osFanaca0 200 o) s 2200
3 1916ame7 e OSRbZN  OGMar0  OSFeb-2020 ssa00 000 =200 a0
Cacecd 191emes | oy OSRRbIN  O6Mar0 | O5Feb-2020 resescn 000 ases00 reseson

[ [ I [ ssaason

Pgm: PAYSEL — Select Payments; standard Treeview path: Accounts Payable > Payment > Select Payments

Selection code E was created for the subsidiary company BCCC and invoices have been selected for three
vendors.

Once the selection codes have been created with the associated invoices to be paid, a pay run group can be
created to group and pay the invoices from the two companies.

AP PAYRUN GROUP MAINTENANCE Table Mode 5] save
L
Select Payments Create Payrun Groups
SELECTION CRITERIA
CMICTEST A |CMiC l
PAY GROUP

[Bl Search 4% Insert 4 Delete  4m Previous wp Next  ©j Workflows |+ & Report Options | @) ECM Documents | v % User Extensions

GL Department 00 .
GL Account | 1000 A | Checking Account #1 Currency USD
Bank Bank Name
I. Group Code | NE T TComdata Group New I
Check Date | 05-Feb-2020 R

Payment Mode * EFT Payments ' Non EFT Payments ' EFT and Non EFT Payments ' Third Party Payment Mode

PAY SELECTIONS

Views | Y K@ Freeze §f Detach | [B) Search  §8 Insert ) InsertMultiple §5 Delete  ©) Workflows |~ @ ReportOptions |~ [} Export Q) ECM Documents |v & User Extensions

* Company

CMICTEST | CMiC N New Enhancement Comdata Group -

BCCC 4| REGRESSION OATS COMPANY [E [a] NewEnhancement Comdata Group-

Pgm: PASELGRP — AP Payrun Group Maintenance; standard Treeview path: Accounts Payable > Payment > Select
Payments

On the AP Payrun Group Maintenance screen, create a group code and associate the payment selection codes. In
the screenshot above, a group code “NE” was created for the parent company “CMICTEST” to include
selection codes “N” and “E”.
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Step 2: Generate Comdata Payment/Request File

PREPARE CHECKS

Checked:Use Voucher Bank Cash Account For Check

[ O O O
Prepare Checks 2nd Party Check Print Check Post Check Run
SELECTION CRITERIA
| Company | cmIcTEST (o] [omic |

Check Form | Single Stub, Version 3 A

|PayRunGmup NE A I

Selection Code | a]

| Use Voucher Bank A“_I‘_ Leave this box unchecked. |

Company Code | CMICTEST (& |cmic
Department Code | 00 A | Company Level Check Date 05-Feb-2020 E&)
Bank Cash G/L Code 1000 A |Bank Name Currency Code |USD
Bank Account Num | 999899999 Not Specified
O ByJob Code
Minimum Amount Assign Starting Check Number 302
Starting Check & Vendor
A | Vendor

Ending Check

O Group Checks By Sub-Contract

Comc

Pgm: APCHQPRE - Prepare Checks; standard Treeview path: Accounts Payable > Check > Print Checks

On the Prepare Checks screen, enter/select the company and pay run group, and leave ‘Use Voucher Bank Acc’
unchecked. Click on the [Prepare Checks] button.

PREPARE CHECKS

Info: Total & chedk(s) prepared

' ® o O o]
Prepare Checks 2nd Party Check Print Check Post Check Run
SELECTION CRITERIA
Company CMICTEST A CMIC

Check Form | Single Stub, Version 3

Pay Run Group  NE L |
Selection Code =
[ Use Voucher Bank Acc

Company Code CMICTEST A omiC
Department Code 00 & Company Level Check Date 05-Feb-2020 Eb
Bank Cash G/L Code 1000 & BankName Currency Code  USD
Bank Account Num 999999999 Mot Specified
O Byleb Code
Minimum Amount Assign Starting Check Number 302
Starting Check: & | Vendor
Ending Check & | Vendor

O Group Checks By Sub-Contract
P ¥

@ Button is now enabled. |

The [Prepare Checks] button changes to [Renumber Checks]. A message appears at the top of the screen to
indicate the total number of checks prepared and the [Comdata] button becomes enabled.

Click on the [Comdata] button to launch a pop-up window to initiate the payment/request file generation
process.
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PREPARE CHECKS Bsae @@ ®@ A [ Q

SEND CHECKS TO COMDATA
Company |CMICTEST | |cMiC Pay Run Group |NE Selection Code

Viewv | Y F@ Freeze Th Detach

Card Number R E
Token ey

A1ROOF A1TROOF V201 90001276548 05-Feb-2020 458,932.00 N
A1ROOF A1ROOF V202 90001276548 05-Feb-2020 7,580.12 N
BP2222 BP2222 V203 90001276550 ' 05-Feb-2020 589.36 N
BP3333 BP3333 V204 90001276552 05-Feb-2020 8,000.00 N
ARGON ARGON V205 90001276549 | 05-Feb-2020 5,822.00 N
BP3333 BP3333 V206 90001276551 05-Feb-2020 458.00 N
BP7777 BP7777 V207 90001276553 = 05-Feb-2020 78,965.00 N
L ' >
=3 Import Response File _Import File  PostChecks  Move to New Code
Pop-up window launched from [Comdata] button on Prepare Checks screen
Scroll the pop-up window’s scrollbar to the right to display the Move column, as shown in the screenshot
below.
PREPARE CHECKS Bse v @ @ A [ O
SEND CHECKS TO COMDATA
Company | CMICTEST CMiC Pay Run Group \NE Selection Code

Viewv | Y K@ Freeze T Detach

Card Number
F“mmmm e T m

AIROOF V201 90001276548 | 05-Feb-2020 458,932.00 N O
ATROOF V202 90001276548 05-Feb-2020 7.580.12 N L
BP2222 V203 90001276550 | 05-Feb-2020 589.36 N m}
BP3333 V204 90001276552 05-Feb-2020 8,000.00 N O
ARGON V205 90001276549 | 05-Feb-2020 5.822.00 N m}
BP3333 V206 90001276551 05-Feb-2020 458.00 N (m]
8P7777 V207 90001276553 | 05-Feb-2020 78,965.00 N O
>

i<
[ Close Jl Generate Request File I T8 T TP S S File | _PostChecks Move to New Code

Pop-up window launched from [Comdata] button on Prepare Checks screen with horizontal scrollbar scrolled right to
reveal hidden columns

All records must be valid in the Status column for the [Generate Request File] button to be enabled.

Once all records are valid in the pop-up window, click on the [Generate Request File] button to generate the
payment/request file.

A pop-up window is launched, prompting the user to select in which program to open the payment/request file.

The procedure from this point forward is the same as that for preparing checks for a selection code.
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Steps 3 — 7: Follow Steps 3 -7 in Preparing Checks for a Selection
Code

Follow Steps 3 - 7 in Preparing Checks for a Selection Code section in this quick guide as the procedures for
both methods are the same. If required, additional details and screenshots are provided below to help guide the

user through the process for pay run groups.

Additional Details for Pay Run Group

Importing and processing the reconciliation file in Step 4 for a pay run group is the same procedure as for a
selection code. Moving unreconciled payments for pay run groups is also similar to Step 5. When payments are
processed under a pay run group code, users will be given the same option of selecting unreconciled payments

and moving them to a new pay run group code.

Payments can be moved from one pay run group code to a new pay run group code by selecting unreconciled
records with a status of “N” and clicking on the [Move to New Selection Code] button.

PREPARE CHECKS @ A [Z

MOVE TO NEW GROUP/SELECTION

Viewv | Y [ Freeze T Detach
New Group Old Code m
CMICTEST

BCCC

AUTGRPO1
AUTGRPO1
[ Move il Close |

Pop-up window launched from [Move to New Selection Code] button for pay run groups

o -
\
This column will be visible. New

group codes are system generated.

The screenshot above shows records from the pay run group NE being moved to a new group, AUTGRPOL.

The new group code is a system-generated 8-character code, AUTGRP**, where the asterisk (*) represents a
placeholder for the numbers in the string. For example, the first group code will be “AUTGRP01”, and the next
code will increment by 01, so it will be “AUTGRP02”. If “AUTGRP11” already exists, the next group code

generated will be “AUTGRP12”.

Since one group code may consist of multiple selection codes, if records are selected from two different
selection codes, the pop-up window will list two records so two new selection codes can be entered.

PREPARE CHECKS @ A [

Selection Code 01 already exists for Company Code CMICTEST

MOVE TO NEW GROUP/SELECTION

Viewv | Y [ Freeze T Detach

T e T
N 01

CMICTEST AUTGRPO1

I BCCC AUTGRPO1 E
=3 3

In the event a duplicate selection code exists, an error will be issued as shown in the screenshot above.
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PREPARE CHECKS @ A [Z

MOVE TO NEW GROUP/SELECTION

e

I e N
N S

CMICTEST AUTGRPO1

Vieww | Y [ Freeze & Detach

BCCC AUTGRPO1  |E w |

A new selection code can be defined for each company, as shown in the screenshot above.

< (] PREPARE CHECKS

@ General Ledger 2
B Accounts Payable L . e e
B Sewsp Prepare Checks 2nd P Payment Group List
B Voucher
Bl Payment SELECTION CRITERIA vISearch [ Advanced |
2 SER LI Company | CMICTEST G  yh ©AI0 Any
Hold Vendor
Adjust Voucher Status
Process Pre-Liens
Adjust Held Voucher Status

Update Date Sensitive Compliance I Use Voucher Bank Acc
B Check —

Prink Checks SussorSee =y [ Search | Reser |

Enter Manual Checks Department Code . @
b Code Descriotion Status 3

Print Register 1
PQWS:.: R::;, Benk Cagts GAt-Coce lal ' | AUTGRPO1 _ Created Group from NE Prepared !
Void Checks Bank Account Num | . NE 'Comdata Group New [Prepared
Wasted Checks [ ByJob Code
Release Check ‘ Minknurny Ao e
Reconcile Checks .
Print Check List Sy el 1‘ e
& Logs Ending Check | [a] ve
[ Query [ Group Checks By Sub-Contra
B fpors e
Utifties
B Accounts Receivable
@ Job Costing
@ Subcontract Mansgement
[ Change Management
& Job Billing
@ Work Order Billing [ 0K Cancel |
B Requisitions.
B Purchase Order

Check Form | Single Stub, Version 3
i) ‘. Code

Description

Status

Pop-up window launched from Pay Run Group field on the Prepare Checks screen

A new pay run group code “AUTGRPO1” is created with a meaningful system-generated description, which
indicates under which original group code it was created. The new pay run group code will be available in the
pop-up window launched from the Pay Run Group field on the Prepare Checks screen.
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PREPARE CHECKS Bse @v-®@ ® A [ Q ‘

Move column

SEND CHECKS TO COMDATA
> checkboxes are
Company | CMICTEST CMiC Pay Run Gro: NE Selection Code
o : : disabled when all

records in Invoice
Paid column have a

status of "Y".
Viewv | Y [ Freeze  Detach
N e T e R e
BP2222 V203 90001276550 | 05-Feb-2020 589.36| 222U72Y4X2
ARGON V205 90001276549 05-Feb-2020 5,822.00 222U72Y4Y4
BP7777 207 90001276553 ' 05-Feb-2020 78,965.00 222U72Y4Y7

[ Post Checks ||| Move to New Selection Code

[Post Checks] button is enabled as all records in
Invoice Paid column have a status of "Y".

<
[ Close ll Generate Request File [l Import Response File

Import Reconciliation File

The original parent group code NE is now ready to be posted. This procedure is the same as Step 6. As all the
records have a status of “Y” in the Invoice Paid column, the checkboxes in the Move column are disabled and
the [Post Checks] button is enabled.

PREPARE CHECKS Bse @v®@ ® A [ Q

SEND CHECKS TO COMDATA

Company |CMICTEST CMiIC I Pay Run Group |auTGRPO1 I Selection Code

Vieww | YW [ Freeze i Detach

Card Numbe
Valid

ATROOF A1ROOF 90001276548 05-Feb-2020 458,932.00 |222U72Y4X6 N
Valid ATROOF ATROOF V202 90001276548 05-Feb-2020 7.580.12 222U72Y4X6 N
Valid BP3333 BP3333 V204 90001276552 | 05-Feb-2020 8,000.00 222U72Y4X9 N
Valid BP3333 BP3333 V206 90001276551 05-Feb-2020 458.00 222U72Y4X9 N

<
[ Close ll Generate Request File ll Import Response File || Import Reconciliation File | |52 1< " "Ml Move to New Selection Code

Pop-up window launched from [Comdata] button on the Prepare Checks screen

Processing and posting the new pay run group code AUTGRPO01 can now be completed. Importing and
processing the reconciliation file is the same process as described in Step 7.

7 VCT89.VCT89.AC00028.02062020.15232568 - Notepad - o X
File Edit Format View Help
VC789  CMIC1  @4C7HR929D A1ROOF 767 235959 02062020 112243 000009000000 D 583993613
V(789  (MIC1  ©4C7HR929D AIROOF  XXXXXXXXXXXX5767 02062020 235959 02062020 112243 000209000000 D 583993613
V(789 CMIC1  @4C7HR929D AIROOF  XOOXXXXXXXXXX5767 02062020 235959 02062020 112243 00009000000 D 583993613
VC789  CMIC1  @4C7HR929D ALROOF  XXOOCKKXXXXXX5767 02062020 235959 02062020 112243 000009000000 D 583993613
VC789  CMIC1  @4C7HR929D A1ROOF 767 235959 02062020 112243 000009000000 ) 583993613
VC789 CMIC1  @4C7HR929D AIROOF 67 235959 02062020 112243 000001651212 ) 583993613
V(789  (MIC1  ©4C7HR929H BP3333  XOOOXXXXXXXXX5775 02062020 235959 02062020 112243 000000845800 D 583993616

The screenshot above shows an example of the reconciliation file for group code AUTGRO1 open in Notepad.
Once the file is processed, pay run group code AUTGRO01 can be posted. It will be a different batch than that of

pay run group code NE.
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Transferring Files Between CMiC and Comdata

] s NCTIS <o vanter.cormdata.conmeS0039 - FlZila

CMiC's Local Server

Comdata's Remote Server

Local site | C\Users\Robini Lakshminaray s\ Desktop\COMDATALTESTVIO_\PAY RUN GROUP, < [ Remoteste: [
PAY RUN GROLP|
SELECTION COE

Filenare ) Flece Fietype  Latmodibed  Perm

VETES.VCTR9.AC0002E 08022018, 15154758 2161 1S154TSEF.. CRURANI . oraeeeee

2 e Total size: 7830 bytes

ServerLocst fle Diresticn Remate file Size Pricity  Statuz

1 File. Totalsies 2,161 bytes

Example of FTP window used to transfer files from CMiC s local server to Comdata’s remote server

File Transfer Protocol (FTP) is used for transferring files from CMiC’s local server to Comdata’s remote server.
Users log in to the FTP server using credentials provided by Comdata.

Request files are placed in a folder allocated by Comdata to CMiC. Response and reconciliation files are

retrieved from the same folder.
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Frequently Asked Questions

FAQs

Can

Can

Can

Can

more than one reconciliation file be uploaded per check run?

No. Only one reconciliation file can be imported per check run. The reconciliation file contains all the
checks in the CMiC check selection.

reconciliation files be combined into one file?

Comdata generates one reconciliation file for each CMiC check selection each day. The file contains the
check information for the vendors that were paid.

areconciliation file cover more than one check run?

There is a file generated for each CMIiC check selection, so Comdata does not include other check
selections.

one payment out of the group be voided?

To remove a check from the CMiC check selection, use the Unprepare Checks screen to unprepare the
check (standard Treeview path: Accounts Payable > Utilities > Unprepare Checks). On the Select
Payments screen (standard Treeview path: Accounts Payable > Payment > Select Payments), locate the
payment selection code and remove the voucher to be voided from the selection code.

If the check that was removed from the CMiC check selection was included in the Comdata file, contact
Comdata to have the check removed from the reconciliation file.

All other changes will be manual in both CMiC and Comdata.

How can the check run be posted if the card number token is never processed by the vendor?

Remove the check for the vendor who was not paid into a new CMIiC check selection, then post the
reconciled checks in CMiC.
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