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Overview

QUICKBOOKS® EXPORT FILE
The Avfuel Hub provides a solution to avoid double entry of individual card transactions into QuickBooks®.
QuickBooks® Desktop users can use the Avfuel Hub’s QuickBooks® Export File.

The QuickBooks® Export File is a CSV file thatis generated in the Avfuel Hub and then imported into your QuickBooks®
accounting system with the use of a third-party data importer tool. The QuickBooks® Export File can be utilized for
transactions originating in the Avfuel Hub or on another point-of-sale system supported in the Avfuel Card Processing
System, such as a self-service point-of-sale or VX570 unit.

The Avfuel solution described in this guide is functional and flexible enough to address the variety of ways FBOs
maintain their accounting records. We anticipate your FBO will not need to modify your chart of accounts, item names
or custom QuickBooks® invoice formats.

It is possible to post all point-of-sales transactions — sales, credits, chargebacks and adjustments — with one import
process, creating QuickBooks® invoices and credit memos on customer accounts, which are easily reconciled to
Avfuel Remittance Reports.

REQUIREMENTS
Your accountant will need access to the Avfuel Hub to do initial setup work and to create the CSV file as needed.

To import the card transactions to your QuickBooks® records, a data importer tool is required to move the data in
a controlled fashion. Avfuel uses a third-party software product specifically designed for use with QuickBooks®.
Transaction Pro Importer 5.0. It can be purchased online at www.transactionpro.com/products.htm?affiliate=avfuel at
the current price (8-18-15) of $199.95. This guide will reference Transaction Pro Importer in describing the setup and
the import process, though you may decide to utilize another software tool.

SETUP
There is minimal setup required in the Avfuel Hub, Transaction Pro Importer and QuickBooks® to import sales,
credits, chargebacks and adjustments.

THE BASIC IMPORT PROCESS
1. Run the report QuickBooks® Export File in the Avfuel Hub, creating a CSV file.
2. Save the CSV file on your computer.
3. Start Transaction Pro Importer, select the CSV file and allow it to import the transactions into QuickBooks®.

RESULT

QuickBooks® invoices and credit memos have product item details and, depending on the FBO's preferences, can
include various details from the card transaction, including tail number, card type, customer/company name, etc.
When reimbursements are received by the FBO from Avfuel, all activity for each remittance is its own customer
account, allowing the FBO to create QuickBooks® Customer Payments along with applying credits and recording
processing fees as needed.
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Setup — Aviuel Hub

ITEM NAMES FOR MAPPING
Product Names in the Avfuel Hub may differ from the ltem Names you have established in QuickBooks®. You can
easily map a relationship between the two in the Avfuel Hub.

Select Products and Pricing, then Manage Products. View the Fuel, Additive, Ground Service and Custom
Products. Determine which have names different from your QuickBooks® Item Names. If your QuickBooks® ltem
Name is different, select Edit and in the Accounting Export Configuration section change Item Name from its
default (the Product Name) to your QuickBooks® Item Name.

reaviueliii ﬁ

il Home FUEL PRODUCTS

Uik of Base LA
 — - Product S Cost Markup Prica Tax Total Price Contract
Customer Profiles - Avgas 100LL Liter £1.84 £1.00 $2.84 $0.7384  $3.5784 Exlit
- el Pricin
Products snd Pricing Jet & Fuel Us Gallan £4.00 £1.04 £5.04
M ae Procdudts
Jet & Fuel
Ll ki 5 f
e e\ US Gallon £4.10 $0.00 $4.10 Exit

HckdtTees
Ground Services Dispigying records [ - Jof 3
Custom Products

ACCOUNTING EXRORT CONFIGURATION

e

This step gives you the ability to post transactions in QuickBooks® to the accounts you have setup for your FBO
operations.
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Setup — Transaction Pro Importer (TP))

TPI’'S ADVANCED FEATURE TO COMBINE INVOICES AND CREDIT MEMOS INTO ONE IMPORT FILE
Data importer tools can require two imports: one for invoices and a second for credit memos. By using this advanced
feature of TPI, only one import is necessary, shortening the time you spend daily to post your activity.

When you install TPI, a shortcut is loaded on your desktop. To turn on the advanced feature, simply edit the desktop
shortcut.
1. Right mouse click the TPI shortcut on your computer and select Properties.
2. On the tab Shortcut, locate the field Target. At the end of the value (after the quotation) in the target field,
key /INVOICECREDITMEMO, making certain there is a space after the quotation.
3. Select Apply and OK.

= Target type:  Application

[d - Target location: 01 Transact
Transacton
: Target: n Pro Importer 5.0 exe” ﬂNmICW
5 -
- Start in: I"C:\F‘mgam Files"01 Transaction Pro Importer 5.0
rJ . Shortcut key: |Nur're
Transaction
Pro Impaor... Fun: |NDITI'1EH window :J
Comment: [

oK | Cancel | Aepy |

Once done, use the new desktop shortcut for importing. TPI's Import Wizard will guide you through the setup and
import process.
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TPI IMPORT WIZARD - WELCOME SCREEN

When doing an import for the first time, TPI's Import Wizard guides you to define certain parameters that will be
used to import the QuickBooks® Export File. Once done, these parameters can be saved for future imports. We
recommend you work through the Wizard before doing your first actual import, cancelling out at the end.

Over the next few pages, we describe one example setup for TPI. You may choose a different setup. Discuss this with
your accountant, IT advisor and/or TPI support desk for assistance.

Before you begin, go to the Avfuel Hub and run a QuickBooks® Export File for any date and save the file in a place
where you plan to save all future import files.

Once the QuickBooks® Export File is saved, double click on the TPI desktop shortcut, making sure to use the edited
shortcut that you created earlier (see Setup — TPl Advanced Feature). You will land on TPI's Welcome screen.

Make the selections shown below:

B 01 Transaction Pro Import Wizard 5.0

Welcome to the 01 Transaction Pro Import L e = Al
Transaction Pro Wizard Application. Select the QuickBooks® Export

This program will guide pou thisugh the steps necessan bo File you saved using Browse. On
Importer 5.0 Eysiteas alia sl S subsequent imports, TP will default
sy, . The mported data will be stored in your QuickBooks company . )
e QB fle. to the same file and you'll only need
! : to select the new file for each new
Select your file source: + File " DSN import

F:\.ﬁvrueﬂ Hub FlestQuckBooksE xpotFie-20  Browse.. |

2. Field = Comma

Select a field delimiter and new record characler:

Field |Comma = Record iEF! "I 3. Record = CR
Select a QuickBooks transaction or hst to impork:
impo Type [invics Crdi Memo = 4. Import Type - Invoice Credit
Memo
Program Oplions: Qptions | 5. Program Options:

Before continuing on to the next
screen, select Options.

About I Help ¢ Hacl | Mewt » | LCancel |
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TPI IMPORT WIZARD - PROGRAM OPTIONS
Mimic the selections on the three tabs below. Your FBO may choose a different setup. Discuss this with your
accountant, IT advisor and/or TPI support desk for assistance.

™ Use Customes Price Levels an Sales Transactions
I~ Emabhe Crade Caid Fiskds

Vendor Transaction Options

™ Lookup Yendo Hame in DuickB ooks when Account Humber i Mapped io Vendior
Tiantaction Reference Mumbe:

I Let QuickBooks Auboudbesign Sales Recspt Mumbsei:

List ltems

¥ Do not update addesses on exsting QuckBooks List liems
™ Do not add new customess to QuickBooks

™ Dot ndd ness vendars bo Quick Books

¥ Do not add new Bems b DusckBocks

¥ Do not add new sccounts 1o QuickBook:

™ Do net add naw employess o DuckBooks

Impant Diptions
[¥ Wabdata (i bolor impaiting - sttempti 1o fril save aach Irandaction (calchas mast|
¥ Teurszale import fiskd cals that excends masimam bength aliowsd by OuckBooks
I~ Cleaw Traneaction Bl bo/S hip to Acdises when impoiling

™ Skip hansactions wilh matching redersnce numbers Lo, lnvolce B, Check 3] in 0 )
™ Feplace bamachons wilh malchng ieleterce rimbers lie. Irvoice 1, Check B n

™ Lookup Customer Name in DuickBooks when Account Number & Mapped to Cushomes Field

.. 01 Transaction Pro Lmpart Wizard 5.0

Custom
¥ Enabls custom helds defired in the QuickBooks compary fie

Ganeval Ladger Accounda
[ Cooss eelesence socount desciplion foi Aocount name

Billz
[~ Enable columng & nows on bils

Checks
[~ Enable columns & s o checks

Items

[T Cooss pelesarce bem cushom feld value bor lem name _3

Sales Tranzactons
[+ dd Customer Campare Naime. Cutlomer Type and Cushomer Resals No bo sales baractions

I al Entries
[ Speciy a single: column for Debit/Credit nstead of separabe columes

[ Jowanal ffset Account - Dul of besnce posted 1o [ - |

Technical Suppait Troubleshooting Log File
[~ Outpit all communications with QuckBooks ko XML kog e (uwse o dagnosics anky
‘ Corcel | Save |
X
Basic | o-Commerce |
e Lommzice Fealuies
[T Ernabls TP e-Commence Featues
Chacking the box above adds this follovang additicnal hields 1o sales ansachon Iypes
Shapgaryg. Handbrsg, Discourt ared S sles Tax
Import File Stooctone
Check Erable TR e-Commesce Editeon Faatue: bos sbone bo enabis i secion
& | gold
Tt e b areabiphe rowes per codes. E ach e of an order coous on
& separate pow. Thete i orly ore held fon & bem
€ Seperate columne [fredds] for es
Thate & only ore iow per aide, IF an oider has mulipls tems, they ae
speched n addbonal felds (lem, llema, Hemd, etc |
Select Save and select Next >.
Help Cocel | Seve | 7
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TPI will then display the file you are attempting to import. Ensure the box is checked next to File has field names in
first row, then simply select Next > to move on to the next setup step.

-. 01 Transaction Pro Import Wizard 5.0 -El m

File Contents Data m gnd can be edited before sending to QuickBooks
Record 3 | Trans Typs | Batch | Temminal | Setflement Date | Card Type | Remittancs Reg
1 18% 10290000297 15Map15 VISA Credit Card
21 18% 10290000297 15Map15 Discoves Credit Card
a1 16% 10290000297 15Map15 Avfuel Pro Card | Credit Card
4 1836 10290000297 15May15 Cash Cash
Bl 1 1836 10290000237 15-May-15 Cash Cazh
BEC 1836 10290000237 15-May-15 VISA Credit Card
qiC 1836 10290000237 15May-15 WISA Credit Card
8 C 1836 10290000297 15Map-15 VISA Credit Card
5| 183% 10230000237 15Map15 Aviuel Pro Card | Avfuel Activity
101 1836 10230000297 15-Map-15 Avvfuel Pro Card  Avfuel Activity
11 18% 10290000237 15-Map-15 Avbuel Activity

7 FJe has field names in first row ViewinLagerGid | Delete Selected Aows |
ide
gbou | Heo | <gock (|[het> | Cocel_|

v
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TPI IMPORT WIZARD - MAPPING

The QuickBooks® Export File created by the Avfuel Hub is a CSV file. The column headings in the CSV file identify
the transaction data included.

Here’s an example of a QuickBooks® Export File:

Customer/
Trans Settlement Remittance Card Company Receipt Receipt Delivery
Type Batch Terminal Date Card Type Report Holder Name No. Date Date
I 457 10290112118 27-lan-15 Visa Credit Card Bob Hope Bob Hope 101 27-Jan-15 27-Jan-15
C 457 10290112118 27-lan-15 Visa Credit Card Cary Grant 102 27-Jan-15 26-Jan-15
| 457 10290112118 27-lan-15 Visa Credit Card 102 27-Jan-15 27-Jan-15
I 457 10290112118 27-lan-15 Visa Credit Card 102 27-Jan-15 27-Jan-15
I 457 10290112118 27-Jan-15 Avfuel Pro Avfuel Activity Tom Hanks 104 27-Jan-15 27-Jan-15
C 301 15-Dec-14 Discover  Credit Card 90 15-Dec-14 01-Dec-14
Total
Unit Product Federal Sales Unit

Product Item Mame Quantity Price Total Discount Tax Tax Total Price
let A Fuel JetSales 15 -] 75 3.66 78.66 5.244
| anding Fee Landing Fee 1 50 50 50 50
et A Fuel  JetSales 10 5 50 -5 2.44 47.44 4,744
Catering Catering 1 100 100 10 110 110
let A Fuel JetSales 165 0

Adjustment 1 12 12 12 12

The next step in the TPI Wizard is to map the QuickBooks® Export File data to your QuickBooks® fields.




QJ- iravfueliii QuIcKBooOKS® EXPORT FILE: Manual

The screen will initially be blank. Click in a field in the column Import File Columns and a drop down will appear
where you select the appropriate field from the QuickBooks® Export File.

.. 01 Transaction Pro Import Wizard 5.0
Map the hields in pour Gle o e QwckBooks helds Select the tow of the held you warnt to map and
chooge the matching QuickBooks hield from the deop-down kst Repeat this for sl the fislds vou want to
map to QuckBooks. Chcking the Nest button zaves the curent map. overwriting any sxizhng map.
B quxqmsmmwxm Tranzaction Pro lmpoter 5. 00 rvoace Credit Memo map.dat
Static Value/Formula -
<ersa-:li:n'[weil.-"l:l d
Customer Quantity ..I
Trangachon Date Unat Pnice
BefMumber glmhl:l Total
ok
PO Number Fedesal T ax
Teirns Sales Tax - State
Clazs Sales Tax - City
;i'_w""mu | Total
To Be Pr Im’ Total w/o OB Sales T ax
— Total Urst Pnce w/fo OB Sales Tax
Ship Date
BillTo Line1
BilTo Line2 .
BillT o Line3 Net
BillTo Lined
BillT o City
Billlo State =
Fﬁlﬁﬂ'ﬂtbﬁhfﬂdﬁﬂlmﬂd Fredd Maich Load Map C avm A Clear Map |
idie
ghous | Hew cBack | New> Concel |

You are required to provide mapping between the QuickBooks® Export File and QuickBooks® fields that are in red
font; others are optional.
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Below is a diagram of the column headings in the QuickBooks® Export File. In this example, the fields highlighted
red are required fields.

QuickBooks® provides default invoice and credit memo formats. Not all data from the CSV file will appear on those
default formats. You may choose to create custom QuickBooks® templates for invoice and credit memos. This allows
you to import the additional data and use it for accounting lookups and analysis.

For this example, the fields highlighted yellow are mapped into the custom QuickBooks® invoice or credit memo

templates, described later in the Results section of these guidelines (see Results — QuickBooks® Invoices and Credit
Memos for guidance in creating these templates).

. — Settlement | Card cardholder Customer/Company
Date Type Name
Delivery Product Unit Product D ; [Tax
Date rodue Price Total iseoun Column(s)]

, Original ,
Total Retal Net RefNo. | Receipt | 2 Next | oc
Fee No MNo. Destination

11
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Sample mapping of these highlighted fields:

QuickBooks Fields

Import File Columns

Static Value/Formula

Transaction Type (1/C)

Custonmer

Tranzaction Date

R efMumber

PO Murnber

Tems

Clazs

Template Name

To Be Printed

Ship Date

BillTo Linet

BilTo Line2

BillTo Line3

BillTo Lined

BillTo City

BillTo State
BillT o PostalCode

BillTa Country

ShipTa Linel

ShipTo Line2

ShipTa Lined

ShipTa Lined

ShipTo City

ShipTo State

ShipTo PostalCode

ShipTo Country

Phane

Fax

Email

Contact Mame

First Mame

Last Mame

Tranz Type
Remittance Repaort
Receipt Date
Receipt Mo

Batch

Delivery Date

Customer/Compary Mame

Rep

Due Date

Ship Method

Customer Message

Mema

Company Name

Customer Type

Custamer Rezale Na

[tern

Quantity

Description

Price

|z Pending

[tern Line Clazs

Service Date

FOE

Customer Acct Mo

Sales Tax ltem

To Be E-Mailed

Other

Otherl

Other2

(4R Account

Sales Tax Code

Card Type

Item Mare
Quaritity

Total Unit Price

Tail Ma.
Ref Ma.

12
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When complete, we recommend saving the mapping. Select Save As to save on your computer. TPI will default to
this mapping when the import is next used.

.lﬂl Transaction Pro Import Wizard 5.0

kap the held: in e b the QusckBook:s hields: S elect the: now of tha hiskd pou want 1o map and
choose the QusckBooks held from the drop-down kst Repeat this for all the hields you want to
wmﬂﬂ%%hﬂﬂmmhmM CrenaTIting any esisting map.
FoAsharsd\CompDatal st SalesT s State dat

QuickBooks Fields  Impoat File Columns | Static Valuwe/Fomula =
|+ Prasncire
 Ibem Line Clazs
Senice Dale
FOR

Cushomer Acch Mo
Sales Taw liem
To Ee E-Maled
Oithar Tail Mo

Ohei —
Dther
Uil of Measise
T 00000 0 0 0 0 0 0 =]
cic-Tal
ch-CrossRelensnce

Sales Tax Code

About Help < Back e » Canced
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One decision to be made is how to map to QuickBooks® Customer.

THERE ARE SEVERAL OPTIONS:

+ The prior example uses the transaction field “Remittance Report,” which allows the FBO to have a customer
account for each remittance it receives.

* Your FBO may have one Customer named “Avfuel” for all remittances. In this case, key “Avfuel” in the column
“Static Value/Formula.” Static fields will give a single “Static” value for every transaction. You may also use a
simple formula. You may combine columns, or columns and text. For example, if you wanted the “Customer” field
to be a combination of the “Receipt No” column and the “Remittance Report” column, then you would enter the
formula “=[Receipt No] & [Remittance Report]”. If you wanted to have the “Remittance Report” column plus the
letter “C”, then your formula would be “=[Remittance Report] & “C™

®a 01 Transaction Pro Import Wizard 5.0 =101

Map the fields in vour file to the QuwckBooks fields: Select the row of the figld you want to map and
chiooze the matching QuickBoaoks field fromm the drop-down list, B epeat thiz for all the fields vou wank ta
map to QuickBooks, Clicking the Mext button saves the cument map, owvenwriting any existing map.

K. zhared\temph01 Tranzaction Pro Importer 5.0MJE Import Map - no format named dat

QuickBooks Fields Impost File Columns Stahi mula -
Tranzaction Type [|/C) Trans Tupe

Cuztomer dofiigl

Tranzaction D ate Fieceipt D ate

Beftdomber Bersant Mo

®_ 01 Transaction Pro Import Wizard 5.0 =10 x|

Map the fields in your file to the QuickBooks fields: Select the row of the field you want to map and
choose the matching QuickBooks field from the drop-down list. Repeat this for all the fields you want to
map to QuickBooks. Clicking the Next button saves the current map, overwriting any existing map.

K:\shared\CompD ataT est_SalesT ax_State.dat

QuickBooks Fields  Import File Columns Stati

Transaction Type (I/C) | Trans Type

Customer =[Remittance Report] & "C"
Transaction Date Receipt Date

RefNyumher Bocaint Mo 0

'"There is an exception for FBOs that have a DLA Contract. Transactions will post to Credit Cards along with retail
transactions reimbursed by Avfuel.
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If your FBO uses the Avfuel Hub, you have the option to enter the Customer/Company Name into each transaction.
You can choose to map this to QuickBooks® Customer. Caution: Transactions without a Customer/Company Name
or that do not match a QuickBooks® Customer, will not import.

B ——
Customner/
Trans Settlement Remittance Ca Company Recgipt Receipt Delivery
Type Batch Terminal Date Card Type Report Hold Name 0. Date Date
I 457 10290112118 27-Jam-15 Visa Credit Card Bob Hope Bob Hope 101 27-Jan-15 27-lan-15
C 457 10290112118 27-Janm-15 Visa Credit Card Cary Grant 102 27-Jan-15 26-Jan-15
I 457 10290112118 27-lan-15 Visa Credit Card 103 27-Jan-15 27-Jan-15

When mapping is complete, select Next >. TPI performs a validation step to ensure the fields required by
QuickBooks® are proper.

15
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TPI IMPORT WIZARD - EDITING IMPORT FILE
TPI allows the user to edit the CSV file prior to import. The example described in these guidelines will not require
editing.

.. 01 Transaction Pro Import Wizard 5.0

Import file fields mapped to QuickBooks fields

Transaction Type [17C) | Customer | Transaction Date | Feflumber | PO Number | Temms | Class
| Credit Card BA5/20ME5 12612 1836
| Credit Caid 515/2015 12613 1836
| Credit Card 51542015 12613 1836
| Cazh 552015 12613 1836
| Cazh 552015 12614 1836
C Credit Cand b 12615 1836
C Credit Card 51542015 12615 1836
C Credit Card BARS2015 12616 1836
| Avyfuel Achivity  B/15/2015 12617 1836
| Avfusl Activity  5A15/2015 12618 1836
| Avfuel dctraty | 552015 12618 1836

»

D'ata in this grid can be edited before sending to QuickBooks Yiew in Larger Grid |

|dle

About Help

Select Next > to move to the next screen for setup.
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TPI IMPORT WIZARD - INVENTORY AND NON-INVENTORY ITEMS
If TPI finds an Item Name that is not in QuickBooks®, it will display an error message during import and force you to
cancel.

Alternatively, you can allow the transaction to post, by first unchecking the box Do not add new items to
QuickBooks in Program Options (see Setup TPI - Program Options).

B 01 Transaction Pro Import Wizard 5.0

Basic | Advanced | eCommeice |

[ Tr ction Opti
I Lookup Customes Mame in QuickBooks when Account Mumber is Mapped to Customen Field
[ Use Customer Price Levels on Sales Tianzaclions

™ Enable Credit Cand Fieds

Vendor Tranzaction Dptions
™ Lockup Vendor Name in QuickB ooks when Account Numbes is Mapped lo Vendor Field

Transaction Relference Numbers

™ Let QuickBooks Auto-Aszign Sales Receipt Numbers

List ltems

F# Do ot update addy on existing QuckBooks List [tems
I~ Do ook & e customens Lo QuickBooks

I” |G ool add e ems 1o OhickBok

™ Dot add new emplopees to QuickBooks

Import Dptions

¥ alidate file before imgsating - attempts to first save each tansaction [catches most enors)

' Truncate import field data that excesds marimum kength allowed by QuickBooks

I~ Clear Tranzaction Bill ta/Ship to Addess when importing

™ Skip bansactions with matching refesence numbers [ie, Invaice #, Check #) in QuickBooks
I Replace tranzactions with matching reference numbers (Le. Invoice K. Check #) in DuickBooks
¥ Generate Transaction Log - cutputs 4l processed and Faled fransactions to & log window

b | _Coreel | save |

Then, define for TPI how you wish to have these transactions post. In the example below, the Account “Reclass Trx”
was created so that the FBO will find all the transactions with improper Item Names in one location for research and
reclassification.

..ﬂ:l Tramsactson Pro Import Woard 5.0

QuickBooks lem Sett
Transaction Pro il
Wihen crestng iack Book.s [bems, use the follomng dem type:
.. 5.0 I Ty [Nnrﬂrwi:y?ﬂ‘r j

Croabe

|F=e-danv- et >

 Save A Setngs

™
ot | oo cﬂmIE-'-hl( Concsl |
\_/

TPI IMPORT WIZARD - FINISH
When setup is complete, select Cancel. This will save your settings. TPI has now been setup to accept your first
import.

p—

17
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Setup — QuickBookse

CUSTOMER

The example in these guidelines uses the value “Remittance Report” for the QuickBooks® Customer. Create a
QuickBooks® customer account for each value: Credit Card, Avfuel Activity and Cash. The import process will post
activity to these separate customer accounts for easy reconciliation to remittances received:

+ Activity reported on the Avfuel Credit Card Remittance Report will post to customer account “Credit Card” and can
be matched to a receipt from Avfuel.

+ Activity reported on the Avfuel Card- Activity Remittance will post to customer account “Avfuel Activity.”

+  Cash sales and credits will post to customer account “Cash”.

Exception: If your FBO holds a DLA contract and a sale includes both contract and non-contract products, your FBO
will receive reimbursement from two parties: the government via AIR Card and Avfuel, respectively. The sale is
reported on the Avfuel Credit Card Remittance Report with an amount for any non-contract products. In this example,
to keep the sale components posted together, the entire transaction is reported as “Credit Card.”

Chargebacks, chargeback reversals, FET Adjustments, etc. occur only on cards reported on the Avfuel Credit Card
Remittance Report. Therefore, this activity will post to the customer account “Credit Card.”

Your FBO may choose to post all transactions to one QuickBooks® Customer, or alternatively post to each end-user
(see narrative in Setup — TPl Mapping).

ITEM FOR CHARGEBACKS AND ADJUSTMENTS

The QuickBooks® Export File includes chargebacks, chargeback reversals and AIR Card FET adjustments, eliminating
the need to post these manually.  As these adjustments are generally processed as a total amount, no product detail
is available. For the transaction to post properly, create a QuickBooks® Item called “Adjustment”. The import will post
to this QuickBooks® Item. For your recordkeeping, you may choose to reclassify the amount using a journal entry or
other method.

Below shows the QuickBooks® Item “Adjustment” being posted to an Account “Credit Card Adjustments.”

Mew Ham

Olhéd Chargs - | Use for miscellaneous labor, material, or par “

charges, such a5 delvery charges, setup fees, and Cancel
senice charges

Hext

Hem NameMumber Subiterm of

Notes
Adjustment

Custom Fields
#din azsemblies or 15 a reimbursable charge

Spelling
Description Amount or %

Accoum

[eredit card adjustments = ltem is inactive

18



%- Hiraviueliill QUICKBOOKS® EXPORT FILE: Manual

Import Process — Aviuel Hub

1. Select Merchant Account then Reports. Select the button QuickBooks® Export File.

i Hom REPORTS
s?
Credit Card Remittance
System Sellnu. x
Report Delivery .
< Reports > Comprehensiva
Change Password Data Fle (V)
il e
L Waiod
Ratail Price History
X
Accounting Export File
sV

rieavfueliid

B!

Doanl %
Sales by Product Tax Detail
0,
ﬁ'[' A) =nf
Daily Fuel Volume Tax Detail by Product
O, . [ =]
Sales By Tail Numbar ANTRIP Detail

X

[ ov |

QuickBooks @ Export
File

2. Select the Settlement Date range.

3. If you have updated any product record in the Avfuel Hub with a flat rate contract price for either DLA Contract
or Avfuel Contract Fuel sales, then say “Yes” to the question Include Contract Price and it will be included in the
QuickBooks® Export File. Tiered pricing on contract product sales is not supported for the import. (See Process

Import — QuickBooks® for further guidance on how to incorporate pricing on contract products.)

4. Click on the two buttons indicated below, pausing after the first for the system to generate the

“ This report nesds to be manualy submigted. Please clck 'Genarate Feport’ to do this when ready.

<

Qutput Destination

Report Parameters

@ Update Successful

h123

Settlement Date From 05/15/2015

Merchant ID

Settlement Date To  [05/15/2015

Include Contract Pricel No ¥
PvBooks® Export File ¥

Generate Report - Quic

o This report nesds to be manually submitted. Please click ‘Generate Resort’ to do this when ready.

()

5. When the report has been created, save the file to a folder or desktop in order to locate when running Transaction

Pro Importer.

message at the top left of the window pane.
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TRANSACTION PRO IMPORTER (‘TPI’)
Double click on the TPI desktop shortcut and you will arrive at TPI's Welcome screen. Select Browse and choose
the QuickBooks® Export File you wish to import. Other settings should default from prior imports.

B 01 Transaction Pro Import Wizard 5.0

Welcome to the 01 Transaction Pro Import
Transaction Pro Wizard Application.
Thez program will gusde pou theough the steps neceszam o
impoit data to QuickBooks as transactions or lists.
The mparted data will be stored in your QuickBooks compary
[GIE1 filee,

Sdviued Hub Fles\QuickBooksExportFie-20  Browse.. |
F /—
" Select a field delimiter and new record characer:

Field ICumma "l Recod IEF 'I

Select a QuickBooks lransaction or list to import:

Impott Type |Irvoice Credit Memo =l

Program Ophions: Dptions |

WYerzion 5.018

Idle
sbout | Hep | <ﬂaekﬂ Net > |? Concel |

Select Next >. TPI will display the file contents of the QuickBooks® Export File being imported.

101X

File Contents Data in gid can be edited before sending to QusckBooks
Record # | Trans Type | Batch | Temminal Settlement Date  Card Type Remitance Reg

11 1836 10230000297 154dap-15 WISA Credit Card

21 1836 102300002397 15May-15 VISA Credi Card

3/l 1836 10250000297 15May-15 WISA Credit Card

41 1836 10230000297 15Map-15 Aviuel Pro Card  Aviuel Activity

51 1836 10250000297 154ap-15 Avfuel Pro Card  Aviuel Activity

Bl 1836 10290000237 15Mav-15 Aviuel Pro Card  Avduel Activity

7 Fle has fid names in st row ViewnLagerGid |  Delele Selected Rows |

ot | o | =P

Ensure the box is checked next to File has field names in first row. Select Next >.
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TPI displays the last Map used. Select Load Map to load a different one, then select Next >.

B 01 Transaction Pro Import Wizard 5.0

Map the fields in pour file to the QuickBooks fields: Select the row of the field pou want to map and
choose the matching O uick B oaks field fiom the drop-down list. Repeal this for all the figlds pou want to
map to QuickBooks, Clicking the Next button saves the curent map. overwniting any existing map.
F.\shareditemph01 Tranzaction Pro Importes 5.05VGB Import Map - o fomiat namesd. dat

QuickBooks Fields  Import File Columns Static Yalue/Formula

Transacton Tyoe [I/C] Trans Type

Custorner Remittance Report

Transachon Date Fieceipt Date |

ReiMumber Receipt No.

PO Mumbes Balch

Tems

Class

Template Name

To Be Printed

Ship Date Delivery Date |

BillT o Lire1

BillT o Line2

BillT o Line3

BillT o Lined |

BillT o City |

BillT o State [ =
FI!ldﬁl’ﬂ!*!dl‘lr!d.Blmﬂd quml Lm“* | ave g | mMQ I

e
oot | Hep | <am(f“ﬂ‘an“§“> Loncel |

TPI will display the mapped data that will be imported. If you choose to edit any data, it can be done at this time.
Any edits made at this screen will not be saved to the QuickBooks® Export File you downloaded from the hub. If
you cancel out before uploading the file, any changes you made during this step will be lost.

Select Next >. TPI displays the default settings you created during the initial TPI setup for any new items TPI
finds during import, should you have elected to allow non-matched Item Names to post (see Setup TPI - Program
Options).

-. 01 Transaction Pro Import Wizard 5.0 _-.JEL:

Import file fields mapped to QuickBooks fields

Tranzaction Type [I/C) | Customer | Transaction Date | RefMumber | PO Mumber | Temms | Class
I Credit Card 5/15/2015 12627 1835
| Credit Card 5M15/2015 12628 1836
| Credit Card 5/15/2015 12629 1838
| Avfuel Activity  5/15/2015 12630 1838
1 Aofuel Activity  5/15/2015 12631 1835
| Avfuel Activity  5/15/2015 12631 1836

Diata in this grid can be edited before sending to QuickBooks Yiew in Larger Grid

Idle

Abeat Help I <B |i Hewt > LCancel

21
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Select Finish.

B 01 Transaction Pro Import Wizard 5.0

QuickBooks ltem Setlings
“when creating QuickBooks ltems, use the following fem type:

Ibem Typs: |I'~Im-|numury Fart _ﬂ

Transaction Pro

Cieate ltems Under the Followsng QusckBooks Accounts:
Accaun | Rectass |

QuickBooks Item Settings
‘When creatng DuckBooks [tems, use the following Rem type:
8.0 Ihem Type: [ Nondnverton Pan =}

Create |tems Lindes the Followang QuckBooks Accounts:
Account

| R artove-s e

 SaveAll Setlings

About Heo | Bock |[ Emsh | Coneel
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TPI counts down the records that it is validating, then processing.

- 01 Transaction Pro Import Wizard 5.0

QuickBooks tem Settings
when creating QuickBooks Items, use the lollowing item iype:
Item Type: INm-In'.'anlm,J Part j

Transaction Pro

Cieste ltems Under the Following QuickBooks Accounts:
Account: | Rectass iy =

coes accort [ -]
incamo oot -]
sticcons: -]

Sales Ta Cade: | Non =]

[+ Save all Setfings

C

< Back | Eirnigh | Cancel I

When successful, TPI displays the below message. Select OK.

By 01 Transaction Pro Import Wizard 5.0

QuickBooks tem Settings
Eamsaction Pro | e o
5.0 Item Type: | Mondnvenicey Pa

Create liems Linder the Following QuickBooks Sccounts:
Account:

IReriaee v

|
|
=
=
7]

Diesigned for use with QuckBooks®

o Save All Settings

| Processing 33 of 33
Ehout He I ¢ Back I Eirmteh [ Cancel
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TPI displays its transfer log. Check the “Filter for records that did not import” box to determine if any transactions did
not import. If any are found to have not imported, select Save to create an excel file for later review.

'm Invoice Credit Memo Transfer Log

HUB Customer Test - 2 - Invoice Credit Memo Transfer Log

DiabeTime [ Stabus | Transaction Type (/) | Customer | Tramsaction Date  Reftlumber | FO Number | Terms
BM1/2N5 30316 PM | Imported 1 CeditCad 515725 12627 1836
B1/2M5S0017 PM  Imporbed | CediCad 5157205 12628 1836
B/ 5 S0017 PM  Imported | CediCad 5572005 12629 1836
61/2N530018PM  Imported | Aorfuel Actiilty 571572015 12830 1836
EN/2NSS0D1IPM  Impeated | Aokl Actiity  SA57ANS 123 1836
6A1/205 30019 PM  Imported | Boduel Acteity  SN520M5 12631 18386

Select Close. TPI returns you to the start of TPI Import Wizard, ready to import another file. If you are done, select
Cancel.
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Process — QuickBooks®

PRICE CONTRACT PRODUCTS

Contract products that are unpriced when imported can now be priced by editing the QuickBooks® invoices and
credit memos. Depending on your FBOs procedures, this can be done after import, based on your expectation for
reimbursement, or you may wait for the remittance report (the Avfuel Card- Activity Report for Avfuel Contract Fuel
transactions and/or the government remittance report for DLA contracts) to post amounts received.

Alternatively, depending on your FBOs accounting processes, it may be more efficient to post contract transactions
into QuickBooks® from the remittance reports, rather than with this import process. If so, TPI provides the option to
delete transactions during the TPI process (see edit pending transactions diagram on page 18) or you may choose
to delete the transactions from the QuickBooks® Export File prior to beginning the TPl import process.

RECLASSIFY ADJUSTMENTS (OPTIONAL)

The QuickBooks® Export File includes chargebacks, chargeback reversals and FET adjustments. These adjust-
ments were posted to the QuickBooks® Item record you designated for adjustments during initial setup (see Setup
QuickBooks® - Item for Chargebacks and Adjustments). For your recordkeeping, you may choose to reclassify the
posting using a journal entry or other method.

RECLASSIFY TAXES (OPTIONAL)

The Unit Price recorded for each item / product sale includes all taxes applied on the sale (see Results — Unit Price
on Invoices). If your FBO is responsilbe for the collection of a tax, such as sales tax, you may wish to post tax
amounts charged to a separate liability account for Sales Tax Payable.

To determine the dollar amount of tax for this reclassification, there are a couple options. If you choose to reclassify
the sales tax for each import, view the QuickBooks® Export File in Microsoft Excel and sum the sales tax column.
Alternatively, you can reclassify monthly using the totals from the Tax Detail by viewing the Product Report found in
the Avfuel Hub — Reports.

If you choose not to reclassify sales tax, post your payment of sales tax to a separate cost-of-sale account or con-
sult with your accounting advisor for an alternative that suits your accounting records.
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Results

UNIT PRICE ON INVOICES

The field Rate on a QuickBooks® invoice will be the total amount billed to the customer for the product divided by the
quantity. For example, assume your fuel price excluding taxes is $5.00, taxes total $.25, and you provide your cus-
tomer with a discount of $.40. The rate will be $4.85. Taxes and discounts are included with product price.

CREATE CUSTOM QUICKBOOKS® INVOICE AND CREDIT MEMO TEMPLATES THAT INCLUDE ADDITIONAL
TRANSACTION DATA

The QuickBooks® Export File includes all pieces of data from a transaction. The import process will record each
transaction individually to a QuickBooks® invoice (or credit memo if a negative amount). If you use the standard Intuit
invoice, your invoice will look similar to the invoice example below.

cusTomeER joo Credi Card - accoust 11000 - Accounts Recei . =  gagepare  Inhuil Sendce Involce

Invoice |

102
Jat AFusl with FSI Additea 180 600 0000 *
Landing Fes 1 50.0:0 0000

A On (bank |
. i (bank acoouwnt) S50.00

0.00
950.00

Save & Close Save & New Revert

The standard invoice does not include additional data FBOs may wish to view and/or report on in their accounting
records. Use the QuickBooks® Manage Templates functionality to create custom QuickBooks® invoices and/or credit
memos that include additional transaction data from the QuickBooks® Export File.

Additional data (see Setup - TPI Mapping) includes batch number, delivery date, tail number and card type. FBOs
using the Avfuel Hub also have access to customer/company name and reference number.

Prior to importing, your custom invoice and/or credit memo templates should be set as the default in QuickBooks®.

20
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Here is a sample of a QuickBooks® custom invoice created in QuickBooks® Manage Templates:

AToMER jon Crooil Card
Card Transaction Invoice et -
2504
--1-335. wﬁ;m; ] mm — I;?ZI-ECD
JetFuel 15 5.00 500 ¢
- [ Ao 2| 75.00
0.00
5 75.00
Save & Close Revert
. . i L SELECTED TEMPLATE
To the right is the QuickBooks® invoice template R —
settings used to create the QuickBooks® invoice
template shown in the example above. Header [ Simec EERET NSO .
Screen Print  Tile
Default Title @ 7 Card Transaction Invoice
Date 7 7 Receipt Date
Invoice Mumber o 7 Receipt No.
Bill To -, ) Due From
Ship To 7 7 Company/Customer
PO Na. " 7 Batch Mo
S.0. No.
Terms
Due Date
REP
Account Mumber
Ship Date Delivery Date
Ship Via Card Type
FOB
Project/Job
Ofher W #  TailNo
Tail s 7 Ref Mo. v

27
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RECORDING RECEIPTS ON IMPORTED INVOICES
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FBOs vary in their method of recording receipt activity. Below is an example of one method.

The FBO has received the Credit Card Remittance Report, which shows payment of $1,043.00 for invoice no. 12000
and a credit for $800.00 on credit no. 12007. The credit card processing fee is $20.00 and the total for invoice no.

12000 is $1,143.00.

In QuickBooks®, go to the Customer List either by selecting Customers from the shortcut menu or by selecting
Customer Center under “Customers” on the toolbar. Next, select Customer Credit Card in the tab “Customer &
Jobs.” This will display all card transactions that will be reported on the Credit Card Remittance Report.

Highlight invoice 12000 and double click.

|= ee got wew wLsts Favontes company Customers venars Employees Banking Reports Window Lelp s x
Pl & tiew CustomergJob ¥ 5] New Transactions v &) Print ¥, Excel ¥ Word v [ Collections Center
Customer Information U E—
Lite Cheivy > Company Name QuickReport
L FullNiame Open Balance
BT Show Estimates
e BRI Customer Snapshot
o Aduel Actity 128150
o Afuel ConractFuel | 17.984.47
R o | e Transactions | Confadis ToDo's Notes
= Cash 1075.00
e 5250 siow AlTransactons  ~ | FoeRa Al
o Credit Carg 12582.21 o v oare accou
o DLAContract 0.00 Invoice 12626 081512015 11000 - Accounts Receivable s000§
= Qutstanding Payme: 0.0 Invoice 12625 0811512015 11000 - Accounts Receivable 7500
o Ungeposited Funds 000 Gredt Hemo 12621 0511512015 11000 - Accounts Recenable 5000
Invoice 12510 0511612015, 11000 - Accounts Recelvable 7500
Creditemo 12508 051512015, 11000 - Accounts Receivable 2000
invoice 12504 0511572015, 11000 - Accounts Receivable 7500
. Creatiemo 12508 0511512015, 11000 - Accounts Recelvable 11000
" imvoice 12504 0511512015, 11000 - Accounts 110000
Invoice 12502 051512015 11000 -Acco 7368
invoice 12501 0511512015, 11000 - Acco 110.00
Invoice 12590 0511572015, 11000 - Accounts Recelvable 72180
Invoice 12588 0511512015, 11000 - Accounts Recelvable 8500
Invoice 12587 051512015, 4500
3E 95000
oice 12585 051512015 T —
CreditWemo 12001 05/1512015. 11000 - Accounts Recelvable -80.00 >
CreditWemo 095
Invoice 495 121102014 11000 - Accounts Receivable 4880
@ et Invoice 404 12032014 11000 - Accounts Receivable 2440
& Accept Credit Cards Invoice 490 12152014 11000 - Accounts Receivable 1200
@ Orver Chocks & Suppies invoice 410 0112722015, 11000 -Accounts Receivable 17500
4 Uporate 1o Newest QuickBooks .
Wanage Transactions ¥ RunReports  ~
@) Finance with Confidence
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First step is to apply the credit memo no. 12001 to invoice no. 12000. Select Apply Credits. On the popover, locate
the credit memo number 12001 and check, then select Done. The remaining balance of $1,068.00 will be shown at
the bottom right corner of the QuickBooks® invoice displayed.

|5 fle Edt View Lists Faworites Gompany Customers Vendgrs Employees Banking Repods Window Help - & x
Main  Formalting  Send/Ship  Reporis EEhA
e» B H X Qoeeicny @ &g [ Print Later B Add Time/Costs i @
My Shortcuts Find | New Save Delele @Momorce  MarkAs  Punt Emal | |Emailaer  Aach Aoy Credits (P Receve BB RefundiCredit
- . Pending - - e = Payments -

# Home

cusTOMER:J0B | Credit Card

TEMPLATE  FBO Invoice

R

owE

_ ouerron
05152016 &
moice
CustomerJob  Credit Card
Number 12000 Amount Due 114300
Date 051512015 DiscountUsed 000 astcii N DELVERYDNE  ChRDTVPE ReF o, L Ko
OriginalAmt.  1,143.00 Credits Used 80.00 1836 05/15/2015 @ VISA - N123AB
Balance Due 1083.00
e auaNTIT RATE AMOUNT
Catering 1 Credits 11000 11000 *
APU 1 AVAILABLE GREDITS 33.00 33.00
# QuickBooks 2016 JetFuel 200 TNE o m A e 500 1,000.00
A Reports [ os¥sr015 12001 80.00 8000 0.00]*
: 05572015 12508 0.00 0.00 110.00
@ v Center 1512015 12621 5000 0.00 5000 g
v
@ AddPayrol Totals. 114195 80.00 108195
>ayments Of allthe credits issued to this customer, only unused credits e
applicable to this specific ivaice are displayed above.
= PREVIOUSLY APPLIED CREDITS
B My Apps
/i oate ™ -
M Do Today 104272015 i
= View Balances
M Run Favorite Reports
Totals 0.00 0.00
&4 Tum on Payroll Cancel Help
= On (bank account -
@ Accept Credit Cards « J At
&) Order Checks & Supplies 0.00
L 1,143.00
@ Uporade to Newest QuickBooks
Save & Close Revert

8 Finance with Confidence
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Next, select Receive Payments from the home screen or from the Customer drop down on the toolbar. Highlight
invoice no. 12000 then click on Discount and Credits. On the Discount tab, enter the credit card processing fee and
select the appropriate Discount Account, then select Done.

Mar  Fepos  Faymes oA
«» B K & ¢ EY
Fini iy . - ey [y
e Fim o Aewocs
Ml I —
2 Cuyinmen ) Cra Card
Blupirituni 200 asnsurt Dus 114300
i X Date a8 Deaconnt Lised nm
Onganal ket &390 Cawdits Used B0
Ealance Duk 104700
r
grgtgord an Eyacomne Creap AF805 g 2
il e #5000 oo
sntges hensigbiam 508 803
Satas — BE0S Bob
psmsgens 1se0 Bvapestect st == 72180 ooy
BSAEDMIS 1S Ameund of Discaunt 0 LD ey
i i DHscount Aocourt By Cr— e i
SN RS 140000 (15
T eamazens e 136208 oo
emnsges e T ] Y
oy ECAD Tl
ARCHFNT S DM SELRCTED IWOSCES
o
nm
00
- ) -
\ j S & Clase Chisa
Lastly, enter the payment amount, check the invoice number and save.
Cres Can 2 ALRI= AT
PEIR201E m
Crec
[«
o
nETeE 4w 17880 wsoo oo oo ®
anaen 12588 P00 [T T ] 1]
EASNE 12587 4500 S0 00 117
EHSPS 12588 500 BSD0 000 080
s 10 pral LRl ] 0ga 04
WS 12 Mo Heoo 000 oo
EHLTS 12582 7348 TiBE 000 1T
5015 LR 1,100.80 100600 000 00
o oS 2000 114100 DE2E2015 106300 2000 n:-u|m|
s e TEM0 =N 000 oy
]
Tos 4248 18 BB 8 2000 14300
R e
106195 1,062.00
B g o 1.043.00
000
\nwﬁ(lﬂw@

You may choose to enter a credit memo for the entire amount of credit card processing fees charged, rather than
applying a fee to each invoice.
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IMPORT ERRORS

If you attempt to import a file that includes a transaction(s) where the value in the column “Item Name” in the
QuickBooks® Export File does not match an “ltem Name” in QuickBooks®, the entire file will not import. Below is an
example of the error message. Click OK to view the errors.

B, 01 Transaction Pro Import Wizard 5.0 - |EI|5|

Map the fields in your file to the QuickBooks fields: Select the row of the field you want to map and
choose the matching BuickBooks field from the drop-down hist, Repeat this for all the figlds pou want to
map to QuickBooks. Clicking the Mext button saves the current map. ovenwriting any existing map.

EAshared\temp\RIGHT MAP . dat

QuickBooks Fields Impart File Columns Static Value/Formula -
Tranzaction Typa (I/C) Trans Type

Customer Remittance R eport

Tranzaction Date F ecs

 Fieflum o o po zard 5.0 X

PO Murr

Tems )

Class ' Some required fields are missing values. All required fields must

Temblat have a value before importing into QuickBooks.

ToEgP

Cmiole OK

BillTo Li

BillTo Lined

BilTo Lined —

BillTa City

BillTo State: LI

Fields marked in red are requited  ieig pateh I LoadMap | Cavels I Clear Map |

|dle

About | Help | < Back, | Mewt > I Cancel |

Choose to Close or Save then cancel out of TPI. Depending on your needs, either edit the ltem Name for the Product
in the Avfuel Hub (see Setup — Avfuel Hub Item Name) and re-run the QuickBooks® Export File, or add the Item into
QuickBooks® and restart TPI without altering the QuickBooks® Export File.

(w1750 excepons =T
Lusts Mizsng in QueckBooks
[kl Valoe  Detaly
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FAQS

Does Avfuel provide support for Transaction Pro Importer or QuickBooks®?

Avfuel created the QuickBooks® Export File to assist FBOs in eliminating the need to double post point-of-sale
transactions as part of their accounting procedures. Avfuel does not support Transaction Pro Importer or QuickBooks®
products. If your FBO is experiencing difficulties with either Transaction Pro Importer or QuickBooks®, and believe it
may have something to do with the QuickBooks® Export File and/or setup in the Avfuel Hub, then contact Avfuel Hub
support for assistance. For other questions the FBO will be directed to seek support from Transaction Pro Importer
and/or QuickBooks®. Transaction Pro Importer provides support in several outlets, both free and fee based. Read
more at www.transactionpro.com/support.htm.

Do | have to use Transaction Pro Importer?
Your FBO can choose to use another third party importer tool rather than TPI at their own discretion.

Are AVTRIP transactions included in the QuickBooks® Export File?
No, the QuickBooks® Export File does not include AVTRIP transactions or related charges at this time. A resolution
is forth coming.

I'd like to import my transactions differently. Can | do this?
These guidelines describe just one method of importing transactions into QuickBooks®. You can choose to use the
CSV file and/or import to suit your specific needs.

When | import transactions, the sales tax does not appear on the invoice. Why?

You are using the Sales Tax preference in QuickBooks® to automatically compute sales tax on each invoice. Sales
tax has already been computed by your point-of-sales system; computing it again in QuickBooks® could result in a
different computation. To determine the amount of sales tax included in your card transactions, use the Avfuel Hub

reports Tax Detail and/or Tax-Datail hu Praduct
ineaviueliii ?I
T REPORTS
Fraduli .:oh-.---.- 0 0 ;'-.
AVTRIP Promation P TA e
Syrbem Sah K .
.-:." LA MWM\; Bady Pl Wiodaves
Wij wee
Ll DK, [ |
Sahirea e aian e v Decad
X X
ecwmming Expet i Mﬂ::aw
F 125
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