
Assessment Remittance Portal 
Step-by-Step User Training Guide 

 

This guide provides instructions for submitting propane odorizer assessment remittance information through the PERC Assessment 
Remittance Portal. You may enter remittance data manually or upload it via CSV using the required template. 

 

Step 1: Access the Assessment Remittance Portal at propane.com/remittance-portal or by using the About 
PERC dropdown menu. 
From the Assessment Remittance page, 
you will see an overview explaining the 
purpose of the form and instructions for 
proceeding. 

Key points to note: 

 This form is for PERC odorizer 
assessment remittances only 

 State fees are handled separately 
through state organizations 

 You may enter remittance 
information manually or upload via 
CSV 

 If you do not know your Odorizer ID 
Number, use the “I need an 
Odorizer ID Number” link for 
assistance. 

 



Step 2: Enter Odorizer and Email Information 
In the Your Information section: 

1. Enter your Odorizer ID Number 

2. Enter a valid Email Address 

3. Click Continue to Input New 
Remittance Information 

If Correcting a Previously Submitted Invoice, 
select “I need to correct a previously 
submitted report”. A message will appear 
instructing you to email: 
remittance@propane.com 

  



 

Step 3: Remittance Information Entry Screen 

After continuing, you will reach the Remittance Information table. 

Each row represents a single remittance entry and includes: 

 Remittance Year 

 Remittance Month 

 Terminal ZIP or Postal Code 

 Remitter ID Number 

 Odorized Gallons 

 Automatically calculated Assessment Fee 

Use + Add Row if multiple entries are required. 

Step 3: Optional: CSV Upload Instructions 
For bulk submissions: 

 Download the required CSV template 

 Complete the file following the formatting examples provided. Formatting must match the template exactly  

 Credits for overpayments require negative gallon values 

 Credits exceeding the current assessment must be handled via remittance@propane.com  

 Upload using Import CSV 

Once all required fields are completed: 

 The system automatically calculates totals 

 Total Odorized Gallons and Total Assessment Fee appear on the right 

 Data may be saved temporarily using Save Progress (24 Hours) 



 

Step 4: Option 1 - Submit & Pay  
When selecting Submit & Pay you will be taken to the secure PNC payment 
portal to complete your payment transaction. Image shown to the right. 

 

 

 

 

 

 

 

Step 4: Option 2 - Submit for Invoice 
When selecting Submit for Invoice: 

1. Enter the email address where the invoice should be sent 

2. Click Submit Remittance Entries for Invoice 

The remittance details will be recorded in the system, and an invoice is emailed to the address provided. The invoice will come from 
remittance@mailer.propane.com.   



Key Reminders 

 Only one submission method should be used at a time (manual or CSV) 

 Save progress if you need to return later 

 Corrections of previous reports require contacting the remittance team directly 

 Always verify totals before submitting 

 

Support Contact 

For questions, corrections, or special cases please contact remittance@propane.com. 


