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Batch Management 
Settle Batch 

 



Transactions 

When transactions have been authorized or “completed”, the batch of invoices must be settled 
for processing. It is recommended that you settle daily. 



Transactions 

To begin, select the “Transactions” button on the screen or 
“Batch Management” from the “Transactions” menu item in 
the top navigation bar. 



Batch Management 

Select the “Batch Management” button from the “Transactions” dashboard 
(pictured here) or from the “Transactions” menu in the top navigation bar. 



Review Batch to be settled 

The total fuel gallon quantity and 
corresponding dollar amount for the 
batch are listed here.  



Review Batch 

To view or void any transactions prior to 
settling the batch, “Select” the transaction. 



Review Individual Transactions 

If the transaction is not valid and 
needs to be voided, select “Void”. 



Review Individual Transactions 

Use the top navigation bar to return 
to the batch settle screen.  



Settle Batch 

If the transactions in the batch are  
correct, select “Settle Batch”. 



Settlement Confirmation 

A batch settlement confirmation with the batch number will 
appear once the batch is settled successfully. 


