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2-CHANGE 3-DELETE

LINES
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06684
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06572 WEST

06684

WEST

05820 WEST
06684 WEST
06684 WEST

06684

Before choosing the Enter Tax Form Lines option,

invoices and related information for the desired tax reporting period.

assembled in any special order.

may do this operation daily,

WEST

[NEXT SCREEN]=[CTRL]-[T]

E HAUTE
E HAUTE
UNION
UNION
UNION
UNION
UNION
UNION
UNION
UNION

[HOME]=[CTRL]-["]

[PREV SCREEN]=[CTRL]-[R]

you should assemble all of the
It need not be
Use an order convenient to your regular business
practice. Tax form line entries need not be made all at once for a reporting period.

careful to be accurate on specifying the tax reporting period date.

is designed to store and organize the information.
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Enter Tax Form Lines (Your Company Name)

1. Schedule 9. Entry Type
Your Lic #
2. Inv Date I 10. Carrier
3. Inv Number 11. BOL Number
o 4. Seller (or Purchaser) 12. BOL Date
License # 13. Origin City
14. Origin State
5. Product Code
6. Gallons Tax Free
Rec Type
7. Dest City <Choices
8. Dest State Use Code
Zip Code window>

<Prompt & command lines>

entire file and select lines to change or to delete.

enter this option, vyou first will see the following message:

Enter the tax reporting period (MMYY)

s cursor, you enter the month (MM) and year
process for electronic transfer to IDOR.
conventions used to enter dates.)

(YY)

ou choose to ADD new Tax Form lines,
hich there has been no previous entry,

or if you have specified a

Manual

you choose
Form Lines
JobR/LITE
menu, you
permitted to
edit

entered tax
When you
reporting
contains tax
above screen
most recent
From this
can scroll

of the tax reporting period
(See Chapter One for the general

reporting

you are taken to the following screen:

The Tax Form Lines option is used to enter all transactions for the IDOR Tax
Schedules. The Enter Tax Form Lines screen shown above displays the entry fields and
related choices for all of the IDOR fuel tax schedules.
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2.
2Enter Tax Form Lines Screen
The Enter Tax Form Lines screen is divided into four (4) regions. The top line, at
the right, shows the chosen reporting period. If you are called away from your

workstation in the midst of data entry, when you return ALWAYS confirm this reporting
period date with your current job.

Below the top line, set off by two rows of dashes, is the "recent entries" field.
This space contains confirmation of the up to four (4) most recent invoice entries you
have made. Each time you invoke the Enter Tax Form Lines option, the data file is read

for the last entry(ies) that were made.

The middle section of the Enter Tax Form Lines screen contains all the data fields
contained on the collection of IDOR fuel tax forms. 1In daily operation, most of these
fields will have a default entry already displayed. Defaults are chosen as the most
likely value for the next anticipated invoice to be entered. These guesses are based upon
the fuel tax schedule chosen or last entered. Also, when a particular field is not used
for a chosen tax schedule, it will not be shown on the screen. See Chapter One for a
table that relates these data fields to the individual IDOR tax schedules.

Along the bottom of the screen are lines which contain appropriate directions, or
commands that are available. These change according to the entry field on which the
cursor currently is placed.

The lower right corner of the Enter Tax Form Lines screen contains a Choices Window.
When an entry field has a known list of possible choices (such as the Schedule field),
the JobR/LITE system displays in the Choices Window the appropriate list for that field.
When no reasonable choices are known (such as for the Invoice Date field), the Choices
Window is blank.

See the general instructions in Chapter One of this manual for directions on
entering data and responding to the various prompts.

When all entries have been completed on this screen, press [ESC] from any field and
a prompt at the bottom gives the choices:

Enter field number to CHANGE, OR hit <RETURN> to save, OR <ESC> to abort

This is your opportunity to review entered data and to make any corrections. If you
choose to abort the record entry, vyou will be asked to confirm this choice again before
the action is taken by the system.

NOTE: Any mistakes found after a tax record is saved must be rectified by
IDOR approved adjusting entries to the tax schedule.

© Copyright 01/2002, Codesmiths, Inc.
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1#1. Schedule and Your Lic #

This entry actually is two fields that work in concert. The first is the Schedule
field at which you enter the IDOR fuel tax schedule name. When the cursor is at this
field, the list of appropriate tax schedule choices shows in the lower right corner of
the screen. To choose one or change the choice, type the number of the desired schedule
as it shows in the list. The default value of this field is the schedule of the last
entry made to the system.

When you press [ENTER] to record the Schedule choice made, the cursor moves to the
Your Lic # field. The lower right corner of the screen changes to show the numbers of
the fuel licenses you hold. These you recorded when the system was initialized in the Set
System Parameters option of the JobR/LITE Main Options menu. (See Chapter Nine for
details of setting/changing these license numbers.) The bottom of the screen gives
interpretive information for this list with the message:

1=Distributor Lic, 2=Receiver Lic, 3=Supplier Lic

2#2. Inv Date

This field contains the date of the invoice of the transaction related to the Tax
Form Line entry. The entry in this field is in MMDDYY form. See Chapter One for details
of date formats and entry.

This field is the initial position of the cursor when you enter this screen or start
a new entry on this screen. When the cursor is on this field, the bottom of the screen
shows the message:

Use the UP ARROW to change the schedule type.

3#3. Inv Number

This field is a ten (10) character alphanumeric (numerals or letters) space to
record an invoice number associated with each tax line entry.

4#4. Seller and License # (OR Purchaser)

This field changes its function depending upon the type of tax schedule specified in
Field #1 and the corresponding transactions involved. For transactions representing
purchases by your company, this field actually is a pair of mutually dependent data

fields. The first one, Seller, is a twenty (20) character alphanumeric field to house
the name of the company or person selling the product(s) included on the invoice being
entered. The second field, License #, houses the fuel license number of that supplier.

For transactions representing sales by your company, Field #4 also is two fields
for 1) the name of the purchasing individual or company, and 2) the fuel license number
of this customer.

Ver. 3.0(000)
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In both cases, when the cursor arrives at Field #4, the bottom of the screen shows
the prompt:

Enter individual names as LAST, FIRST. Enter company names as is.

Following this instruction insures that the JobR/LITE system will be able to
maintain a reasonable alphabetical ordering of transactions.

Data on suppliers/customers already mentioned on previous tax item entries 1is
cataloged in a file by the JobR/LITE system. When you enter the name of a known
supplier/customer and press [ENTER], the bottom of the screen displays identifying
information from the file about any matches to the entered name along with the query:

Correct record? [Y]

Confirming the record will cause related information to be entered as defaults in
several other fields of the screen.

When no match to an existing supplier/customer record can be made, the bottom of
the screen displays the query:

Is this a new supplier/purchaser? [Y]

Responding Y (es) to this query causes a new supplier/purchaser record to be entered.
For a new supplier, this includes requiring you to enter the appropriate fuel license
number of the new supplier, the Origin City (Field #13) and the Origin State (Field #14).
For a new purchaser, this includes requiring you to enter an appropriate fuel license
number and a Street Address of the purchaser at Field #4, together with entries in Field
#7. Dest City and Field #8. Dest State and Zip Code.

Responding N (o) to this query returns the cursor to Field #4 for another entry on
the assumption of a typing or other error in entry.

NOTE: The purchaser/seller name field is very short for some names. Unfortunately,

this is the length mandated by the IDR specifications. To avoid strange looking entries
on reports, you may wish to use or invent standard abbreviations for some names.
2.

5#5. Product Code

This field holds IDOR product codes of the transaction. When the cursor arrives at
this field, the appropriate product codes are displayed in the Choices Window (lower
right corner of the screen). Type the number of the correct product code and it will be
entered in the field.

The product codes used for this field are those approved by the IDOR.

6#6. Gallons

This field holds the quantity of product represented by the sale/purchase. When the
cursor arrives on this field, the bottom of the screen shows the message:

Enter gallons to the nearest whole gallon. Decimals are not allowed.

© Copyright 01/2002, Codesmiths, Inc.
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Enter the quantity and press [ENTER]. If appropriate to the chosen IDR tax schedule
(Field #1), the cursor will move to the right to a "Tax Free" field and the lower right
of the screen will display the designations of tax free for you to choose. You choose one
by typing its number in the list. For a receivings transaction, the cursor then moves
down to a "Rec Type" field to indicate the source of the received tax free product.

Again, a list of acceptable source codes is displayed in the Choices Window. Type the
number of the appropriate entry.

7#7. Dest City

A thirteen (13) character alphanumeric field for the Destination City of the product
on the transaction.

8#8. Dest State

A two (2) character field for the standard postal state abbreviations.

9#9. Entry Type

This field refers to the type of entry you are making for the tax report schedule
you have chosen. These entry types are defined by the IDOR to be:

Original
Reversal

Correction
Negative

When the cursor arrives at this field, a list of these choices appears in the
Choices Window.

10#10. Carrier

A fifteen (15) character alphanumeric field for the name of the product carrier.

11#11. BOL Number
A ten (10) character alphanumeric field for a bill-of-lading number or identifier.

According to the IDOR, this field may be left blank when no bill-of-lading is
involved.

12#12. BOL Date

Ver. 3.0(000)
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21 A 960517 Al234 TEST OIL CO. 02345 SPRINGFIELD GAS 15,000

22 B 960518 C15643 TEST OIL CO. ROCK ISLAND  GAS 9,500

23 C 960520 169877 TEST OIL CO. ST LOUIS GAS 8,800
Enter/Edit Tax Fc 24 D 960517 Al234 GAS & OIL CO. 02345 LINCOLN GAS 15,000

25 E 960520 B1234 TEST OIL CO. 02345 PEORIA GAS 4,000

26 GAl 960520 B7890 GAS & OIL CO. 02345 SPRINGFIELD ALC 7,450

A six 27 SA 960518 3579 TEST OIL CO. 02345 ROCKFORD KER 20,000 (6) character
space for the 28 SB 960517 12356 ABX MASS TRANSIT MONMOUTH DSL 15,000 date of the
- 29 SC 960516 9531 TEST OIL CO. ST LOUIS DSL 7,000

bill-of 30 SD 960513 254871 GAS & OIL CO. 02345 LINCOLN pst. 2,500 L2ding.
Enter the 31 SO 960516 3579 GAS & OIL CO. 02345 MORTON KER 20,000 date in
MMDDYY form. 32 SD 960523 2356148 GAS & OIL CO. 02345 LINCOLN DSL 1,500 See Chapter
One for 33 SD 960525 3580 GAS & OIL CO. 02345 MORTON KER 4,500 details of

34 SD1 ABC OIL CO. DANVILLE DSL 500,000
entry and 35 SD1 ABC OIL CO. DANVILLE DSL 2,500 format of
dates. 36 SD1 WAYNE C. WAGNER WEST UNION DSL 1,500

MODE: ... 1-ADD 2-CHANGE 3-DELETE .

 LINE: [HOME]=[CTRL]-[~] 2ccording to

the IDOR, if [NEXT SCREEN]=[CTRL]-[T] a bill-of-
lading date [PREV SCREEN]=[CTRL]-[R] 1s not known,
enter the Select a mode. same date as

that of the invoice for the transaction.

13#13. Origin City

A thirteen (13) character field for the name of the city where the product of the
transaction originated.

14#14. Origin State

A two (2) character field for the standard postal state abbreviations.

3Edit/Change Tax Form Lines

JobR/LITE allows you to make corrections to tax form lines previously entered. The
"Enter Tax Form Lines" option contains an editing screen that appears only after you have
made your initial tax line entries. When you select "1. Enter Tax Form Lines" and then
specify a tax reporting period that you have already worked on, the editing screen
appears as shown below.

© Copyright 01/2002, Codesmiths, Inc.



JobR/LITE Reference Manual

The screen shown above is reached by choosing #1. Enter Tax Form Lines from the
JobR/LITE Main Options menu. As described in the previous sections of this chapter, you
first will see the prompt:

Enter the tax reporting period (MMYY)

The difference is that the above screen corresponds to a tax reporting period for
which some TAX FORM ENTRIES ALREADY HAVE BEEN MADE. When you enter a tax reporting period
for which entries already have been made, the system automatically chooses this display
instead of the Enter Tax Form Lines screen described earlier in this chapter.

The Edit/Change Tax Form Lines Screen #1 is organized in three sections. The top
row (from left to right) tells you where you are in the software system, your company
name, and the selected Tax Reporting period.

The middle section of this screen shows a listing of up to sixteen (16) of the MOST
RECENT ENTRIES you have made for this tax reporting period. As indicated in the screen
sample above, the sixteen entries shown will be from the END of a numbered list. Each
tax transaction is shown on one line but, Dbecause there is much more information for one
transaction than can be displayed on one line of a computer screen, only key pieces of
the information have been included. From left to right across one line you have the
following:

The Transaction number in the computer file.

The Tax Schedule of this transaction.

The Date of this transaction (in YYMMDD format) .
The Invoice Number of this transaction.

The Purchaser or Seller name.

Their License Number (if any).

The Destination City.

The Fuel Product abbreviation.

The Gallons involved in the transaction.

The bottom section of Edit/Change Tax Form Lines Screen #1 contains the prompts and
commands for manipulation of the editor. There are three (3) modes of operation:

1 - Add (new transactions)
2 - Change (listed transactions)
3 - Delete (listed transactions)

The lower right corner of the screen lists the options available for manipulating
the transactions list. These are:

[HOME] = [CTRL] + [“*] Show the BEGINNING of the transactions list.
[NEXT SCREEN] [CTRL] + [T] Show next screen (next 16 entries) of list.
[PREV SCREEN] = [CTRL] + [R] Show previous screen (prev. 16 entries) of list.

Ver. 3.0(000)



Enter/Edit Tax Form Lines

2.
1lField Editing

The JobR/LITE module supports 'field editing' through the use of Micro Sabio's INFLD
subroutine. You can use the left or right arrow keys to move the cursor to a letter or
number that you want to change.

When a field has a 'default' - a usual answer - it will be displayed beneath the
cursor. To accept the default answer, press [ENTER]. You can edit the default using the
arrow keys.

2.
1 Active Edit Keys
The following key combinations can be used to edit a field entry:
Move to beginning of line [CTRL]/[U]
Delete character [CTRL]/[D] or [DEL CHAR]
Delete everything in field [CTRL]/[Y]
Delete word cursor is in [CTRL]/ [V] or [DEL WORD]
Move to end of field [CTRL]/[E]
Insert a space [CTRL]/[F] or [CHAR INS]
Move cursor left one space [ ] (the Left Arrow key) or
[CTRL] / [H]
Move cursor to next word [CTRL]/ [W] or [NEXT WORD]
Move cursor to previous word [CTRL]/[A] or [PREV WORD]
Move cursor right one space [2»] (the Right Arrow key) or
[CTRL] / [K]
2.
2Aborting an Entry
To start a screen over and cancel your previous work:
[CTRL] + [E]
will bring you to a WHAT NEXT prompt. You can then [ESC] to cancel your entry.
The following sections describe the operation of each mode of this editor.
2.

3Procedure for Edit/Change Tax Form Lines - Add Mode

1. From the JobR/LITE Main Options menu, select #1. Enter Tax Form Lines.

2. Enter the Tax Reporting Period for the transactions you wish to edit. Use the
MMYY form.

3. Respond to the ANY CHANGE ? prompt.
ETTHER

© Copyright 01/2002, Codesmiths, Inc.
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Enter Tax Form Lines (Your Company Name) FOR: 03/01

LC 960501 89B24 GAS & OIL CO. ST LOUIS 1K 4,550
LD 960517 Al244 GAS & OIL CO. 02345 MACOMB 1K 11,000
LE 960523 A4413 AVIATION FUEL CO. 15432 SPRINGFIELD AVI 100,000
lanual

1. Schedule SD 9. Entry Type )

Your Lic # 01-04321
2. Inv Date 05/23/01 10. Carrier TRANSPORT INC.
3. Inv Number 152634 11. BOL Number 251236
4. Purchaser GAS & OIL CO. 12. BOL Date 05/23/01

License # 01-02345 13. Origin City SPRINGFIELD

5. Product Code DSL
6. Gallons 1,200 Tax Free 3 MFT & IUSTT FREE

7. Dest City LINCOLN D/D

Use the UP ARROW to change the schedule type.
Respond Y (es) and change the Tax Reporting period.
OR
Press [ENTER] to continue.

After a "PLEASE WAIT" message, vyou will see the Edit/Change Tax Form Lines
Screen #1.

Type "1" to choose Add Mode. Press [ENTER].

The default at this prompt is "1" on initial entry, or the last choice you
made under several changes.

You will see a variation of the Enter Tax Form Lines with defaults entered
according to the LAST transaction entry currently in the transactions file.
The Most Recent Entries window will display from one to four of the last
transactions entered. The cursor will be at the #2. Inv. Date field. See
below.



Enter/Edit Tax Fc

10.

Enter Tax Form Lines (Your Company Name) FOR: 03/01
SD 960525 3580 GAS & OIL CO. 02345 MORTON KER 4,500
SE 960510 5134 XYZ OIL 02316 METROPOLIS FHR 9,250
1. Schedule A 9. Entry Type )
Your Lic # 01-04321
2. Inv Date 05/17/01 10. Carrier AB TRUCKING ,
7 F]3. Inv Number Al1234 11. BOL Number B5678 1?5 described
€. Seller TEST OIL CO. 12. BOL Date 05/17/01 iils.
License # 01-02345 13. Origin City CHICAGO
14. Origin State IL
8. Wl5. Product Code GAS from any
£-6. Gallons 15,000 Tax Free 3 s .
Rec Type 1
7. Dest City SPRINGFIELD
Entes. Dest State IL abort.
11 , AT THIS

PEnter field number to CHANGE, OR hit <RETURN> to save, OR <ESC> to abort | 1 at the end

of the Transaction List in view.

To return to the Edit/Change Tax Form Lines - Screen #1,
Inv Date field, or the Schedule field.

press

Press [ESC] again to return to the JobR/LITE Main Options menu.

4Procedure for Edit/Change Tax Form Lines - Change Mode

From the JobR/LITE Main Options menu, select #1. Enter Tax Form Lines.

Enter the Tax Reporting Period for the transactions you wish to edit. Use the
MMYY form.

Respond to the ANY CHANGE ? prompt.

ETTHER
Respond Y (es) and change the Tax Reporting period.
OR

Press [ENTER] to continue.

After a "PLEASE WAIT" message,
Screen #1.

you will see the Edit/Change Tax Form Lines

Type "2" to choose Change Mode. Press [ENTER].

The default at this prompt is "1" on initial entry,
made under several changes.

or the last choice you

You will be asked to enter the number of the transaction line you wish to
change. It need not be one of the lines in the view window at the present
time. Type the number of the line you wish and press [ENTER].

You will see the following screen:

© Copyright 01/2002, Codesmiths, Inc.
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The Most Recent Entries window will show the LAST one to four entries of this
transactions list (even though you requested to change an earlier record of
the list). This is because CHANGE MODE actually deletes from the list the
transaction you choose and, after you have made desired changes, inserts it
at the bottom (end) of the list. THIS IS NOT A PROBLEM. When you generate
IDR reports at a later time, many sortings and rearrangings of this list will
take place.

When all changes have been completed, return to the prompt:

Enter field number to CHANGE, OR hit <RETURN> to save, OR <ESC> to abort

10.

Press [ENTER] to save the changed transaction.

After the message "PLEASE WAIT" you will be returned to the Edit/Change Tax
Form Lines - Screen #1 with the last sixteen lines of the transactions file in
view. The last line of these will be your newly changed line.

5Procedure for Edit/Change Tax Form Lines - Delete Mode

3.0(000)

From the JobR/LITE Main Options menu, select #1. Enter Tax Form Lines.

Enter the Tax Reporting Period for the transactions you wish to edit. Use the
MMYY form.

Respond to the ANY CHANGE ? prompt.

ETTHER
Respond Y (es) and change the Tax Reporting period.
OR
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Enter/Edit Tax Form Lines
Press [ENTER] to continue.

4. After a "PLEASE WAIT" message, vyou will see the Edit/Change Tax Form Lines
Screen #1.

5. Type "3" to choose Delete Mode. Press [ENTER].

The default at this prompt is "1" on initial entry, or the last choice you
made under several changes.

6. You will be asked to enter the number of the transaction line you wish to
delete. It need not be one of the lines in the view window at the present
time. Type the number of the line you wish to delete and press [ENTER].

7. After a "PLEASE WAIT" message, vyou will be returned to the Edit/Change Tax
Form Lines - Screen #1 with the last 16 lines of the transactions file in
view.

4Schedule A Transfer To/From Schedule M

Several of our users have been contacted by the IDOR when the special Schedule M
transfer records have not been the first two entries on the electronically submitted
Schedule A.

The entries on your Schedule A are sorted in order by your license number, then the
Seller's license number and then by invoice date. When you purchase fuel from a supplier
whose license number is SMALLER than yours, those transactions will sort AHEAD of your
Schedule M transfers.

We contacted the IDOR and explained this situation. They have agreed that it may
not be possible for the Schedule M transfer entries to be the first entries on your
Schedule A. The IDOR will accept your Schedule A even though the Schedule M transfer
records aren't the first two entries.

If you have any questions about the Schedule A entries for transferring blended
fuels to and from Schedule M, please give us a call at 1-800-352-5510.
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