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Comdata provides an electronic solution, using virtual credit cards, to pay invoices on vendors.
Through the SedonaOffice integration you will be able to select the invoices you would like to
pay and, with a single click of the mouse, upload these invoices for payment. You will then
reconcile these payments and post the resulting transactions to SedonaOffice.

Virtual Card: an electronic representation of a credit card with a sixteen digit card number and
expiration date. Vendors run the virtual card exactly like a standard credit card to pay invoices in
their system. These are single use card numbers and cannot be reloaded or reused.

Note: Before configuring or using the Comdata integration in SedonaOffice, you must contact
your Comdata representative to obtain account credentials and establish your Comdata approved
vendor listing. Once you have these items, you can continue with configuring and using the
integration. If you do not have a Comdata representative call Comdata at (800) 833-8640 for
more information.
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Configuration

Determining Which User Groups Need Access to Comdata Integration

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

| Users Qp | ATestlser User, Tesk TestUser M |
Uszer Code |aTastUser I" Create Other Users
Eirst
Password | = ITBSt
Middle Initial |
Confirm Passward | =
. Last
Description [Testiser = R
Last Login 12:00:00 &M E-ail |
User Groups |
User Group | Description | =
¢ Accounting Clerk. Accounting Clerk.
O admin Admin
O admin Assistant Adrin Assistant |
O Adminiistration Administration
O administrator Adrninistrakor
O ar query only AP Cuery Only
O oata Entry Job Diata Entry Job
Mnealers MNealars j

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

Enabling User Group Access to Comdata Integration

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

Select the User Group section of SedonaSetup.

User Groups QP
Lsep: Qp
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In the Application Access tab, scroll down to the AP section and locate the line item for
“Comdata Interface”. Make sure that this box is checked and click Apply.

Code Description Level Credit Marmo Limit
|Accounting Clerk |Accounting Clerk | 2 ;I |$5JEIEIE|.EIEI
Application Access | Report ﬁ«ccessl
ArCCess | MModule | ;I
Suggested PO Lisk AP
Yendors AP
Wite Checks AP
! AP CQuery Builder AP e
1 Comdata Interface AP
' O acknowledge PO AP
D Edit Existing Transactions Ap
[ a0t Integration AP
Yendor Custom Fields AP
Yendor Documents AP
O view only Access For Checks AP
Edit wendor Motes AP
Delete Vendar Mokes AP -l
Print | Apply I e | Delete |

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

Exit SedonaSetup.
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Running the Comdata Integration for the First Time

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

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

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

= ] Accounts Payable
-] Bills
-] Credits

-3 Pay Bills
~{i=] Print Checks
:_t] Print Purchase Orders

[ purchase Orders

The Comdata Integration main screen should load.

& sedonaoffice to Comdata Integration =1 E3

Comdata  Hslp

Branch || vl vendar = | Asof Due Date 10/27/2016 - Get Invaices

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

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

#€ sedona0ffice to Comdata Integration |

ﬁ Branch |

Comdata Settings

Account Code 1234 Customer D 2345

service Endpoint Url https:iweiconnectdata.com/cows 2.0/ serices/wirtu al Canddzio Service Endpoint Url fvQws) | hitpsisfuiconne cdrdata,comAdCAs
Service Namespare hitkpsf cowsD2 10 co m data,comAirtual Card0a 10 Service Mamespace [WCWS) hittpfve.comedata.comymainy
Username S Username [WCWs) Test]

Password J——— Passward (WOWS) IR

Bank dccount 3 z

Save Close

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

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

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

Successful E3

:' Comdata Settings are successfully saved,
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Configuring Vendors for Comdata Use

Minimize the Comdata Integration Window. In the SedonaOffice application click Vendors.
Search on and select one of the vendors that you will submit payments to through the Comdata
integration.

- e D D DD
& vendors (O]
Criteria IMakch
Yendor Type | LI " Exact |,n,|31| |ﬂ
[ Pre-Load all vendars g Eegl:ljlng
[~ Include Inactive Status L3l
‘rendor | Business Name | Yendor Type | Zurrent Balance |
ADI ADI Parts Supplier -520.47

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

€ vendorsiEge
Wendor Code Cateqgory | SWC TRM LI
Vendor Tyvpe | Farts Supplier LI Open Bills 0.00
Branch | MI LI Open Credit 52047
Net Due to ¥endor  -520.47

Yendar | Eillsl Credits I Paymentsl F‘O'sl Eeceiptsl Returns I GL Journal I GL .ﬂ.ccnuntsl Eartsl Cuskom Figlds I hotes Comdatai

=0 wendor Information I Identification

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

2
[~ Comdata Yendaor [ Inactive
d d d 3
Comdata Vendor Code | Update |
[ Inactive [~ Secure Yendaor 2ave | Close |
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Once you complete these steps, the vendor is configured for use with Comdata Integration. All
invoices available to pay (net due > S0) are eligible for electronic payment!

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

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

Uploading Invoices for Payment

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

At the top you are presented with options for Branch, Vendor, Due Date and a button for “Get
Invoices”. In the middle are tabs for “Upload”, “Pending”, “Reconciled”, “Void” and “Failed”.
Finally, near the bottom there is a button for “Upload Invoices”. The white space in the center is
where the invoice queue will display.

# sedona0ffice to Comdata Integration

Comdata  Help

Branch «|  wendor ~| &3 0f Due Date 0/aTa01s Z Get Tnvoices

Upload Pending

H

Upload Inwaoices
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The options for Branch, Vendor and Due Date allow the user to filter the invoices in the queue by
those selections. For Branch and Vendor, click the drop down arrow and then check/uncheck the
specific items desired. If you want to select/deselect “All”, click the box at the top of the listing.
Note: the default for Branch selection is “ALL”, so you need not enter into this box unless you
want to filter branches from the listing.

Branch

AA BLUEPRINT.. A2 Blueprint Co...
ADI

ALLIED WASTE .., Allied Viaste Ser.,

ADI

AMERICAN CR.., American Crane

ARAMARK UNL. Aramark Unifor., =

An, BUUEPRINT..

ALLIED WASTE..,

AMERICAN CR..,

ARAMARE UNL.,

Az Bluepring Co..

ADl

Allied VWaite Ser.,

American Crang

Arammark Unifor.,

W A8 BLUEFRINT.,

o AD

o ALLIED WASTE..,

w  AMERICAM CR..

o ARAMARE UNL

An Blusprint o,

ADI

Allied Viaste Zer,

Ameritan Crane

Aramark Unifar,

-
Code Description | *
.Akron .Akron
Cincinnat Cincinnat
Cleveland Cleveland
Columbus Columbus
Dayton Daytan -
wendar ] »| [ho R G, v NETEL CONTROLS ZIEGLER TIRE Ry
Code Deseription | = Code Deseription | = Code Desaiption

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

calendar.
As of Due Date IlU.F2?.F2UlG -
[ 4 | October, 2016 [ » |
Sun Mon Tue Wed Thu  Fri 5at
25 26 27 2 29 30 1
2 3 4 5 & T &
9 10 11 12 13 14 1§
16 17 18 13 20 21 22
23 24 2 o Il 2 o
3 31 1 2z 3 4 5

- [ Today: 1042772016 ‘
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Once you have these three items set to the desired values, click the box for “Get Invoices”. All of
the invoices that match the criteria will display.

Upload
H endar Inwaice Number | Invaice Date Due Date Invaice Amount | Current Due &mount Terms Discount Date | Discount Amount i
[ 1A = = = N [ = &
» \ | Skywarks |40927370ms 053172016 093072016 541,01 5491.01\ Met 30 Days 08312016 30,00
Trombold Equip.. CL-8603 09/03/2016 10/03/2016 $750.00 750,00 Met 30 Days 09/03/2016 3000
Mel's Auto Glass 63582 05/08/2016 10/08/2016 $379.00 $379.00 Met 30 Days 09/08/2016 3000
201 HEDVA101 Q91472016 107142016 $163.45 $162.45 Met 30 Days 03/14/2016 $000
201 HATIva01 Q31472016 107142016 $142,50 $142.50 Met 30 Days 0571472016 $000
201 HSJCL201 031472016 107142016 $109.20 $109.20 Met 30 Days 0371472016 $000
201 H5LHJ101 0314/2016 1071472016 $272,98 $272.89 Met 30 Days 0911442016 $000
201 HEKGRO0 0314/2016 1071442016 $194.95 $194.35 Net 30 Days 031442016 $0.00
201 HSPKDS01 09A14/2016 10/14/2018 $158.36 $158.36 Met 30 Days 09/14/2016 $000
201 HEFW 201 0914/2016 10/14/2018 $413.96 $413.96 Net 30 Days 09/14/2016 $0.00
#D1 HEILNSO1 09/14/2016 10/13/2018 $305.93 $305.89 Met 30 Days 09/14/2016 $0.00
AD1 ZKFK1401 05/14/2016 10/12/2016 $121.80 $121.50 Met 30 Days 09/14/2016 $0.00 22

Upload Invoices

92 invoices found.

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

Selecting Invoices

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

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

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

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

Pending

£ | Uploaded Date ‘ Wendor Irwvaice Mumber | Invoice Date Due Date ‘ Invoice Smount | Current Due Amount Terms ‘ Discount Date | DiscountAmount | Card Number | Card Balance | Card Status
™ = &l [ = = = = B = = B = &l

b 10/14/2016 | Tomeo Systems | 62112 091 2/2016 1011242016 | $170.00 3170.00| Met 30 Days | oart2s0t6 $0.00) 5567660285821 .. $170.00( ACTIVE

Check Status waidInwoices

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

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

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

Posting Payments to SedonaOffice

Click on the tab labeled “Reconciled”.

Upload Pending H
lz=] | Uploaded Date ‘ Wendor | Inuoice Number | Inoice Date | DueDate | Invoice Amount | Current Due Amount ‘ Terms | Discount Date | Discount Amaunt | Card Mumber ‘
= [ Bl = = = = 2] = = o]
3 | 1orarzme [wellerwiending [ 0158479€ [ emzos | ossoems | F152.94] $152.54] et 30 Days | maveos | $0.00] 5567660285823 |
1071472016 Wellerwelding 01564335 0B/31/2016  OION6 §28.52 $28.52 Net 30 Days 08/3172016 $0.00 SEETEEOIBEALI ..,
1071472016 DL Industries C/., 1+ 0465631 0940172016 104012016 $3646.44 $3646.44 Net 30 Days 0910172016 $0.00 SEETEE0IBEALT ...
1071472016 CliffHardware 340758 0910202016 104022016 $7.19 $7.19 et 30 Days 0910202016 $0.00 SEETEE0IBEALT ..
101472016 CliffHardware 340657 09/02/2016 10/02/206 $24.30 84,30 Net 30 Days 0910202016 $0.00 SEETEEOIE5ALT ..
101472016 SecurityEquinm., 85328 09/02/2016 10402206 §612.00 $612.00 Net 30 Days 09/02/2016 $0.00 SEETEEDIB5ALT ..
10/14/2016  Winstel Controls  B0B102 0910202016 10/02/206 21058 $21058 Net 30 Days 09/02/2016 $0.00 SEETEEDIB5AI3 ...
101472016 CliffHardware 340891 09/03/2016 1040342016 $51.59 51,59 Net 30 Days 09/03/2016 $0.00 SEETEEOIB5ALT ..
10r14/2016  Beavercreek Ren.., 92167-1 09/06/2016 10/06/206 $101.41 $101.41 Net 30 Days 09/06/2016 $0.00 SEETEEO2B5ALT ..
101472016 SecurityEquipm.. T8E191 09/06/2016 10062016 $42.00 $42,00 Net 30 Days 0910672016 $0.00 SEETEEOIB5ALT ..
101472016 Winstel Controls  BOB116 09/06/2016 10/06/2016 §124.49 $124.49 Net 30 Days 09/06/2016 $0.00 SEETEEOIE5EI3 ..
1071472016 Beavercreek Ren,., 91527-1 08/07/2016 1040772016 §288.23 $285.23 Net 30 Days 08/07/2016 $0.00 G567 EEDIB5ALT .
Fosting Date | pgioz/00m6 - PostTo SedonaCffice
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This section contains all of the invoices associated to a virtual card that has been used by the
vendor. The final step of the process is Post. Posting loads the item to SedonaOffice so that the
payment is reflected on the invoice and the balance due for the vendor reduced. Select the
invoices you want to post, enter a Posting Date and then click the Post button. The application
will create an AP check for each virtual card indicating the amount of the virtual card and the
invoices paid by that card. You can review this information from within SedonaOffice by
accessing the related vendor and selecting the Payments section. You can also review all of the
transactions for a vendor by editing the vendor and clicking the Comdata tab.

Coming Soon

Handling Failed Transactions

Processing Voids

Comdata Specific Functions in SedonaOffice
Bill Pay — allows exclusion of Comdata vendors
Bills — Indicate Comdata pending status

Remittance Reporting for Comdata Vendors

How to view Comdata checks

Using the Column Filter Options
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