
 

 

 

 

 

 

 

 

 

 

Web Menu 
  



Web Menu: 
 

 

This Menu allows you to Port Down and Process Web Payments and Online Gas Orders. To get 
to this menu click on Web Services located at the bottom of the Gas Menu. 

  



Web Portal Data Port:  
This option allows you to manually port data to and from the Web Server. 

Port Data Down: Suburban automatically ports data down from the server every 15 minutes. 
This option allows you to manually port down if you get a payment notification or want that 
information now. When you click on it, you will get a message that asks if you are sure you want 
to port down. Click Yes to continue.  

Port Data Up: Suburban automatically ports data up to the server once a day, usually after 
midnight. This process can sometimes take a little longer depending on the amount of data that 
is being ported. When you click on it, you will get a message that asks if you are you want to 
port up. Click Yes to continue. 

Note: Any changes or payments made to an account will not be displayed online until data has 
been ported up. 

 

  



Web Portal Options: 
These options allow you to display and process web payments and gas orders made online. 

 

Display All CC Web Payments: This will allow you to display all payments made online. 
Payments will appear three ways on this list: 

 

Payment Created: Greyed Out- These payments have been processed. 

Outstanding Payment: These payments are in white. They are waiting to be processed. 

Not Approved: In Red with a line marked through. These payments were declined. 

 



Process All Web Payments: This step must be done before you can apply payments. 
Payments will appear in Green on the customer’s ledger until the payments have been 
processed, applied, transferred and posted as normal. 

 

Note: Payments must be applied before they can be transferred and posted. To do this open the 
Daily Menu and click on APPLY AUTO PAYMENTS: 

 

Make sure Apply CC Web Payments is selected and click continue: 

 



Display All Web Gas Orders: If you have the option setup online to allow your customers to 
order gas, then they will be listed here. 

Orders will appear three ways on this list: 

 

Gas Order Created: Greyed out-Order has been processed and created. 

Outstanding Web Order: In white- Order is waiting to be processed and created. 

Deselected: Marked out in red- You have chosen to deselect this order and will not be 
processed or created. 

 

Process All Gas Orders: This option allows you to process orders to create them in Suburban. 
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