
Add a New Fuel Item

The following instructions are for setting up a new fuel item in inventory.  The example below
will cover Bio-diesel setup but the instructions apply to any new fuel item.

Before adding the new item, determine tax requirements (Federal, State, Local) for the new fuel
type. Review all steps and address any setup required for your installation.

Process
• Add the Inventory Item
• Add Tax Setup for the fuel type
• Add the new tax to a Tax Authority
• Run Tax Authority Update
• Update Vendor Racks
• Optional steps for Freight Values, Tax Reporting and Tank Setup.

Step 1
Jobber, Master File Maintenance, Fuel
Types, Add Change Delete Fuel Types

Perform this step if a new fuel type setup is
needed.

1. Enter the new fuel type.  Fuel type is
alpha-numeric and 1-3 characters.

2. Enter the description of the fuel type.
3. Enter the Freight type from the list at the

bottom of the screen.
4. Enter a user-defined category code.  This

is optional.
5. Enter a comment code that will print on

sales invoices.  This is optional.
6. Enter a sort code for the Rack Price

Report.  This is optional.
7. Enter a consignment type.  This is

optional.
8. Enter up to 6 lines for the product

description that will print on the sales
invoice.



Step 2
Jobber, Master File Maintenance, Fuel
Taxes, Fuel Tax Add and Change

Perform this step if new fuel tax setup is
needed.  You may be required to set up both
Federal and State tax definitions.  If the fuel
is tax exempt, you will need to create at least
one setup with zero tax.

1. Add a 2 digit numeric code.  You can use
the next available number from the setup.

2. Enter the description of the tax.
3. Enter the tax type.
4. Enter the product type. This has to be the

same Tax Type from the inventory item
setup.

5. Enter the tax calculation code.
6. Enter the Charge code of N - Net Gallons 

Received or B - Billed Gallons.
7. Enter the appropriate tax rate.
8. Enter the state code if this is a state tax.
9. Enter the City ID if this is a city tax.
10. Enter ‘Y’ if the fuel tax is subject to tax.
11. Enter ‘Y’ if the fuel is subject to sales tax.
12. Enter the GL Code for Tax Paid.  This

account is tax paid to either the fuel
vendor or taxing authority.

13. Enter the GL Code for Tax Collected.   
This account is tax collected from your
customer.   Typically, this account is the
same as Tax Paid.

14. Enter ‘Y’ if the taxes are prepaid (paid to
the vendor instead of a tax authority). 
The GL account code you entered above
should reflect this choice.

15. Enter the code for billing - N - Net or G -
Gross.

16. Enter the license number if it’s required
by your state.

17. Enter the license year if it’s required by
your state.



18. Enter the permit code if it’s required by
your state.

19. Enter the tax category you defined for
reporting.

20. Enter the code used to summarize taxes
on the sales invoice.  If you list each tax
on the invoice, this number should be
unique.

21. Enter the description of the code that will
be printed on the sales invoice.

22. Enter the code used to sort taxes printed
on the sales invoice.  

Step 3
Jobber, Master File Maintenance, Fuel
Taxes, Tax Authority Add

For new fuel taxes created, add the tax to all
Tax Authorities where the new product will
be sold. 

1. Enter the Tax Authority.  Use F2 to view
existing setup or enter a new code.

2. If the tax authority already exists, enter
‘Y’ to inquire on it.

3. Press Enter until the detail tax codes are
displayed.

4. If the page is full (12 codes display), enter
‘S’ to scan to the next page before adding
a new code.

5. Enter ‘A’ to add the new fuel tax.  
6. Add the new fuel code.  Press Enter. 

Enter ‘Y’ for OK.

Repeat this for all appropriate tax authorities.
Enter ‘Q’ to quit after all new tax codes are
added.



Step 4
Jobber, Master File Maintenance, Fuel
Taxes, Tax Authority Update

Update the customer tax setup data with
changes to the tax authority.  

Enter ‘Y’ to start the update.

You may get messages that existing tax codes
are not assigned to tax authorities.  Press enter
on these messages.  
If needed, you may need to review all tax
authorities if codes are missing.

When the update completes, a message will
display to check Special Price setup.

Step 5
Jobber, Rack Prices, Vendor Racks

Add the new fuel item to the vendor racks. 
You may also need to create a new vendor
rack.

1. Add the new fuel item to each vendor and
terminal from which the product will be
sold.

2. If this is a new rack for a vendor or
terminal, add them here.



Step 6
Jobber, Master File Maintenance, Freight
Files, Define Freight Values

If you are adding a Diesel or Bio-Diesel
inventory item, you will need to define this
item in Freight Value file.

If you are adding a new Gas or Ethanol
product, this step is not required.

1. Add the new diesel item to the Diesel Tax
type list.

2. Add the new dyed diesel tax type to the
Tax Types for Dyed list.

Step 7
Jobber, Fuel Tax Reporting, Texas Tax
Module, Install
Jobber, Fuel Tax Reporting, Other State
Module, Install

Add the fuel types to the Tax Reporting
module.

The example shown is for the state of Texas.   



Step 8
Jobber, Fuel Tank Module, Add Tanks

You may need to create new tank setup for
the new fuel item.  You can assign the new
fuel item to an existing tank.

1. Enter the location.
2. Enter the tank ID.
3. Enter the tank type.
4. All other fields are optional.

Step 9
Jobber, Master File Maintenance, Inventory,
Inventory Add and Change

Add the new fuel item to inventory setup. 
The easiest way to add new fuel items is to
use the Duplicate button.  Inquire on a similar
fuel product and click the Duplicate button. 
Change data as needed.

1. Enter the location code.
2. Enter the new item number.
3. Enter a description for the fuel item.
4. Enter ‘Y’ for Stock.
5. Enter the appropriate values for

packaging.  Refer to existing setup for
other fuel products.

6. Enter the Fuel Type and Tax Type.
7. Enter tank information if appropriate.
8. Enter any other data as required.  Refer to

existing setup for other fuel products.
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