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File Layout Example 

For the purposes of these examples we will be 
completing the excel template using information 
from fictitious wholesaler invoices.  The Microsoft 
Excel template can be downloaded from our 
website at 
http://tn.gov/revenue/misc/beertobaccorpts.shtml   

The following slides will show an example of how to 
record both beer and tobacco invoices a well as a 
credit memo. 

http://tn.gov/revenue/misc/beertobaccorpts.shtml
http://tn.gov/revenue/misc/beertobaccorpts.shtml
http://tn.gov/revenue/misc/beertobaccorpts.shtml


Make sure there are no 
commas in any of your data 

fields.  Even the numeric 
fields cannot include 

commas.   



Beer Invoice #1 

This invoice will be 
used on the following 
slides to show where 
and how to record the 
necessary 
information. 



• Column A – Wholesaler Account # 
 Enter your wholesaler or distributor account number. 
 Beer Wholesalers account number should start with 960. 
 In-state Breweries will use their Beer Barrelage account number. 
 Tobacco Wholesalers account number should start with 860. 
• Column B – Customer # 
 Enter the customer ID or number from your records for this retailer. 
• Column C – Retailer FEIN/SSN 

Enter Retailer Federal Employer Identification Number or Social Security 
Number if available.  (Not Required)  Include Dashes. 

• Column D – Retail Sales Tax # 
 Enter Retailer Sales & Use Tax ID Number.  (Required!!!!) 
• Column E – Beer Permit # 
 Enter Retailer Beer Permit Number. (If you are a Beer Distributor this is 
 Required, If you are a Tobacco distributor please leave blank.)  
• Columns F-H – Retailer Name, Contact Name, and Address) 
 Retailer name is Company or DBA name. 
 Retailer Contact is individual responsible for paying invoice or corporate 
 officer. 



• Column I – Second address line  
 Enter additional address information if needed. 
• Column J,K,L – City, State and Zip 
 Enter Retailer City , 2 Character State 
 abbreviation and Zip. 
• Column M - +4 – Plus 4 Zip code if known. 
• Column N – Retailer Phone Number, No dashes or 

parenthesis. 
• Column O – Retailer County  
 If you record this in your system. 
 



Invoice #1 Beer 

Enter your wholesaler 
or distributor account 
number in Column A 



Invoice #1 Beer 

The customer # or ID, 
retailer sales & use tax 
number are required fields.   

Beer Permit # is required if 
you are a beer distributor. 



Invoice #1 Beer 

Enter retailer name, 
physical location address 
and other contact 
information in columns F-O 



• Column P – Invoice Number 
 Enter Invoice Number.  You may have more than one record for  
 each invoice.  This depends on whether the invoices include 
 different NACS code products on the same invoice. 
• Column Q – Invoice Date 
• Column R – Total Invoice Amount 

 Total amount of Invoice.  No commas or dollar signs. 
• Column S – NACS code # 
 Enter a separate record for each type NACS type product on each  
 invoice.  Do not include dashes. 
• Column T - NACS Description 
 Enter A Basic Description, Example:  “Beer” or “Cigarettes”.  
• Column U – NACS Invoice Subtotal 
 Enter the subtotal amount on this invoice for this NACS type.  No  
 commas or dollar signs. 
 



Invoice #1 Beer 

The first three items on this invoice have the same NACS Code so the 
three items are summarized/subtotaled in Column U 



Invoice #1 Beer 

The last two lines are different NACS Categories.  Therefore, 
each product will have a separate record or line. 

Columns A-R for these records will be identical 
because they are the same retailer invoice with 
differences only in Columns S-U to reflect the 
different category types on the invoice. 



Invoice #2 Tobacco 

This invoice will be 
used on the following 
slides to show where 
and how to record the 
necessary 
information. 



Invoice #2 Tobacco 

Same as beer invoice earlier 
except no beer permit # needed. 



Invoice #2 Tobacco 

Combine the Cigarettes lines and the little cigar line and 
subtotal on the first record.  Remember little cigars are 
taxed the same as cigarettes in Tennessee.  You can use 
a separate record for little cigars but you will use the 
same NACS code as cigarettes. 



Invoice #2 Tobacco 

Other items that are different categories should not be 
combined and therefore have their own separate record 
or row.  Columns A-R will be the same for all records 
from the same invoice.   



Invoice #2 Tobacco 

These items that are the same category and can be 
combined into one record or row.  Columns A-R are still 
the same because this is from the same invoice.   
 



Credit Memos 

• If Credits are entered on regular invoices, the 
credits are netted with other purchases.  NACS 
Subtotals for a category can have a negative 
balance if the credits are more than the 
purchases for that category. 

• If Credits are on a separate credit memo, then 
enter the credit memo as a negative invoice. 

 Example of Credit Memo follows. 



Credit Memo 

This credit 
memo will be 
used on the 
following 
slides to show 
where and 
how to record 
the necessary 
information. 



Credit Memo 

Enter Credit Memo Information is if it was an invoice.  
Use negative numbers to indicate a credit.  The 
negative number must use the minus symbol before 
the number.  Do NOT use parenthesis around the 
number. 



Credit Memo 

As before, combine similar items by category or use 
separate records (rows) for different categories.  
Remember to use the negative indicator and not the 
parenthesis symbol. 



Credit Memo 

As before, combine similar items by category or use 
separate records (rows) for different categories.  
Remember to use the negative indicator and not the 
parenthesis symbol. 



Finishing Steps 

• Delete the header row before saving your final 
report. 

• Make sure there are no commas in the data. 

• Select Save As from the File menu item. 

• Select CSV (comma delimited) (*.csv) 

• Remember the file name and file location for 
file upload. 

• Now you are ready to upload file. 



Contact Information 

Retail Accountability Program 

 

Nashville Area (615) 741-9300 

Toll Free (855) 286-7423 

 

E-mail: resale.data@tn.gov 
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