Oracle® Retail Invoice Matching
User Guide
Release 13.0.1

June 2008

ORACLE



Oracle® Retail Invoice Matching User Guide, Release 13.0.1

Copyright © 2008, Oracle. All rights reserved.
Primary Author: Archana Kishore

The Programs (which include both the software and documentation) contain proprietary
information; they are provided under a license agreement containing restrictions on use and
disclosure and are also protected by copyright, patent, and other intellectual and industrial
property laws. Reverse engineering, disassembly, or decompilation of the Programs, except to the
extent required to obtain interoperability with other independently created software or as specified
by law, is prohibited.

The information contained in this document is subject to change without notice. If you find any
problems in the documentation, please report them to us in writing. This document is not
warranted to be error-free. Except as may be expressly permitted in your license agreement for
these Programs, no part of these Programs may be reproduced or transmitted in any form or by
any means, electronic or mechanical, for any purpose.

If the Programs are delivered to the United States Government or anyone licensing or using the
Programs on behalf of the United States Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS Programs, software, databases, and related documentation and
technical data delivered to U.S. Government customers are "commercial computer software" or
"commercial technical data" pursuant to the applicable Federal Acquisition Regulation and agency-
specific supplemental regulations. As such, use, duplication, disclosure, modification, and
adaptation of the Programs, including documentation and technical data, shall be subject to the
licensing restrictions set forth in the applicable Oracle license agreement, and, to the extent
applicable, the additional rights set forth in FAR 52.227-19, Commercial Computer Software—
Restricted Rights (June 1987). Oracle Corporation, 500 Oracle Parkway, Redwood City, CA 94065

The Programs are not intended for use in any nuclear, aviation, mass transit, medical, or other
inherently dangerous applications. It shall be the licensee's responsibility to take all appropriate
fail-safe, backup, redundancy and other measures to ensure the safe use of such applications if the
Programs are used for such purposes, and we disclaim liability for any damages caused by such
use of the Programs.

Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation
and/or its affiliates. Other names may be trademarks of their respective owners.

The Programs may provide links to Web sites and access to content, products, and services from
third parties. Oracle is not responsible for the availability of, or any content provided on, third-
party Web sites. You bear all risks associated with the use of such content. If you choose to
purchase any products or services from a third party, the relationship is directly between you and
the third party. Oracle is not responsible for: (a) the quality of third-party products or services; or
(b) fulfilling any of the terms of the agreement with the third party, including delivery of products
or services and warranty obligations related to purchased products or services. Oracle is not
responsible for any loss or damage of any sort that you may incur from dealing with any third

party.



Value-Added Reseller (VAR) Language

(i) the software component known as ACUMATE developed and licensed by Lucent Technologies
Inc. of Murray Hill, New Jersey, to Oracle and imbedded in the Oracle Retail Predictive
Application Server — Enterprise Engine, Oracle Retail Category Management, Oracle Retail Item
Planning, Oracle Retail Merchandise Financial Planning, Oracle Retail Advanced Inventory
Planning and Oracle Retail Demand Forecasting applications.

(ii) the MicroStrategy Components developed and licensed by MicroStrategy Services Corporation
(MicroStrategy) of McLean, Virginia to Oracle and imbedded in the MicroStrategy for Oracle Retail
Data Warehouse and MicroStrategy for Oracle Retail Planning & Optimization applications.

(iii) the SeeBeyond component developed and licensed by Sun MicroSystems, Inc. (Sun) of Santa
Clara, California, to Oracle and imbedded in the Oracle Retail Integration Bus application.

(iv) the Wavelink component developed and licensed by Wavelink Corporation (Wavelink) of
Kirkland, Washington, to Oracle and imbedded in Oracle Retail Store Inventory Management.

(v) the software component known as Crystal Enterprise Professional and/or Crystal Reports
Professional licensed by Business Objects Software Limited (“Business Objects”) and imbedded in

Oracle Retail Store Inventory Management.

(vi) the software component known as Access Via™ licensed by Access Via of Seattle, Washington,
and imbedded in Oracle Retail Signs and Oracle Retail Labels and Tags.

(vii) the software component known as Adobe Flex™ licensed by Adobe Systems Incorporated of
San Jose, California, and imbedded in Oracle Retail Promotion Planning & Optimization
application.

(viii) the software component known as Style Report™ developed and licensed by InetSoft
Technology Corp. of Piscataway, New Jersey, to Oracle and imbedded in the Oracle Retail Value
Chain Collaboration application.

(ix) the software component known as WebLogic™ developed and licensed by BEA Systems, Inc.
of San Jose, California, to Oracle and imbedded in the Oracle Retail Value Chain Collaboration
application.

(x) the software component known as DataBeacon™ developed and licensed by Cognos
Incorporated of Ottawa, Ontario, Canada, to Oracle and imbedded in the Oracle Retail Value Chain
Collaboration application.






Contents

o =1 - T = N iX
2N B o 1<) g <R URSTUSURR ix
Related DOCUIMENTS .......ccveiiiiiieiieiieeieieteie ettt ettt ettt st teessesaessesbesbesbesbaereessessessansanes ix
CUSLOMET SUPPOTL...coiuiiiiiiiiiiiiii e ix
Review Patch DOCUMENTAtION .....cveviriieiieiieieieieieieieseete sttt esse s sse s sseeseesaessensenes ix
Oracle Retail Documentation on the Oracle Technology Network...........ccccoovvnnee. ix
(@007 0117 0N Te) o =T USSR X

1 Oracle Retail Invoice Matching..........cccueemrnrmminininnmrrssrs s s 1
Welcome to Oracle Retail Invoice Matching ...........ccoooeviviiiiiiiniicce 1

BUSINESS PTOCESSES ..vvveeivieeiiieiiteeiieete ettt sttt te e st e sbe e sba e ssbeesabaesaseesabaesasaennss 1
Navigate Invoice MatChing............ccooeuoiiioiiiiiiicc s 2
Invoice Matching Navigation..........cccocoeeeiiiiiiinnncceccccc s 2
F1eXiDle COIUIMIS .....ooveiiieiieiiciieeeeteietee ettt et e st e aessaesaessessessessassessaessessessessens 3
COMMIMENES ...ttt ettt e et et et este e tesseesstesseesseesseenseassesssesseensesnsesnsesnsesssenseenseensenns 5

P 3 1 (=T T Yo U 13 =T g 7

DocUMENt GIOUPS......oiuiiiieieiiicectcie et 7
Create an INVOICe GIOUP ......ooururiiieieiiiiicicie e 7
Edit a Document GIOUP ........ccouiueiiiieiicince e 10
Delete a Document GIOUP .........cceveurieiiieinicieic et 12
Approve a Document GIOUP .......cccccvvviiiiiniiiiiniiii s 12

EDI UPLOAAS.....e it 13
Correct a Rejected EDI INVOICE........ccvoiviviiiiiiiciiiiiiiieecceccccce e 13
Delete EDI INVOICES ...cveevieeiierieeieeieeie ettt ettt et et eeeveeereeveeveessesssessaebeenseenneens 14
Correct Multiple Rejected EDI INVOICES........c.covuevivireiiiiicicieieieccceee e 14
Delete Multiple Rejected EDI INVOICeS.........ccooovuiuimiieiiiiicicieieceee s 15

SPLit INVOICES. ...oviiiiiecieiee e 16
Splitting Invoices with Multiple Locations ..o 16
Set Default Child Invoice Information from a Purchase Order..........ccccocerenencnee. 17
Add Invoice Details to @ Child INVOICE........cccveievieviirieriietieeetieerer et r e 18

3 Create DOCUMENLS .......cccciiiiimirirnerr s ssss s s e s an s e am e s e s amn s nnasn 21

MerchandiSe INVOICES .........covieiieeiieieeieeeeeteete ettt et ete v e e et e be e beebeenbeensesssenseas 21
Create a MerchandiSe INVOICE .......cceeeeirieieieiesieeeee ettt 21
Add Details to a Merchandise INVOICE ........ccveverierirriereeieieieieieie et 24
Set Default Item Details from a Receipt or Purchase Order..........ccccoooeeiiinnni. 25

Non-Merchandise INVOICES........cc.vevuieiieiiiieiieeeie ettt steeae v e e st esbeeveesesssessaesseas 26
Create a Non-Merchandise INVOICE .......cceeueeuieierienieierieeieeeetee et 26

Document MainteNancCe ........coocvieeiieriiiiriiieeiteeieeeit ettt steesteesbeesbesssbeessnesssseesasesnns 29
Search for @ DOCUIMENT .........c.coviviiiiiiieiicecteetet ettt ers et veete e essesse s ense s 29
Maintain a Document Header..........ccoouieiieiieiinieieeeeeeeeeeeee e 30
Maintain Document Details.........ccooevirerieieieieieniee ettt en e 32



Pay an Unmatched INVOICE.........covviririiiiiciiiiiiiiirrreeeeeecee e 33

View a DOCUMEeNt ... 34

4 Match DOCUMENLS.......c s e 37
Match Credit INOteS........cooiiiiiiii e 37
Summary Match Credit NOtes .........c.ocooeiiiiiiiiicc e, 37
Detail Match Credit NOLES.......cciiiirrrieiccececcte e 40
Match INVOICES. ....c.ciiiiiiiiiiiiicic s 43
Summary Match INVOICES ......c.cuiuiiiiiiiririiccccccc e 43
Detail Match INVOICES .....c.oueveuiieiiiiiiiereicccececct e 48

5 ResOIVe DiSCrepPanCies....cccccviiiirssmmmniriissssssssmmssnssssssssssssmsssssssssssssnssssssssessssssnnnnsssnsens 55
COSt DISCIEPANCIES .....ocecvviiicececiei e 55
Resolve Cost DiSCIEPANCIES ........c.eueviiuiirieieieieieccici e e 55
Quantity DiSCIEPANCIES ........c.cvoiieiiiiiiicc s 56
Resolve Quantity DiSCIEPANCIes ..........cccevviueueiiieiiiiieici e 56
VAT DiSCIEPANCIES. .....ovviiiiecicietete ettt 57
Resolve VAT DISCIEPANCIES.........covveerireririeieiciciciciciiieieeeesieeeeeee e eeeeaenenen 57
Resolve Header Level VAT DisSCrepancies...........ccovvverererieueicicucieneneniseeeeeenenenes 58
Memos and ReQUESTES...........ccouiriuiiiiiiiiiii 59
Create a Credit or Debit Document.............ccccccciuiiiiininniniiiiiccccnnes 59
Reverse a Debit MEIMO ..ottt 62
Void a Credit Note Request............ccoviiiiiiiiiiiiiiiiiiinccccccces 64

6 System AdMINISIratioN.......c.cicoiiiici i ———— 67
System OPHIONS ......oooiuiiiieieiic s 67
Maintain the System Variables..........cccocoeiiiiiiiiinirncccccccereeeeanes 67
Maintain the Document PrefixXes ........c.ocoocceiiiiiinininnneiecccccccc e 69
SUPPLET OPHIONS ...t 69
Maintain @ SUPPLIET ......ccvviviiiiiiiiiiii e 70
Create a Grouped SUPPLET..........ccooviiiiiiieiiccce e 71
Delete a Grouped SUPPLET .........cccovviviiiiiiiiiiiiiiiiii e 72
General Ledger ACCOUNLS.........c.ooiiiiiiiiicc s 73
Create a General Ledger Account Cross Reference...........cccocoeeiiiininiiiniinininnnnn, 73
Define General Ledger Options...........cccceueiiiiciiiciiiiccc e 74
REASON COUES......uvmiiiiiiiiirireeie ettt et 74
Create Reason Codes.........uiiiiiiiiiniiii s 75
Edit REASON COAES .....oeieiiiiiiciciiiiinirereete ettt 76
Delete Reason COAES ........c.cueuuuiuiiiieiinieicicieeeeccte e 77
USET GIOUPS....cuiiiiiiiiitiiicic s 77
Create @ User GIOUP ..ot s 78
Delete @ USETr GIOUP .....ccoueveviuiiiiiiiiiiiiiiceee s 79
Assign Users to @ User GIOUP ........coovvuiuiiiiiiiiiiiiciiiccsceceescecce s 80
Delete a User from @ GIOUP.........cccceiviviiiiiiiiiiiiiiiiiiiieeeeeeecece e 81
Assign a Department/Class to a User GIoup ........ccooviviviiiiiiiiiiiciiiiniienes 83

vi



Delete a Department/Class from a User Group..........cococeuveeueueueuemeciieininrnrerenenes 85

Assign a Location to @ User Group........ccoveiviviiiniiiiininiiiiniccccenes 87
Delete a Location from a User Group ..........ccooeeuemeieininiiiceieeieeceee s 89
Assign a Reason Code to a User Group ........cccoveeecnieinieiniicceeeece e 91
Delete a Reason Code from a User GIoup.........ccoovvurveiereieiniicieieeecceee e 93
Tolerance Levels.........co s 95
Define the Tolerance Level for the System ..o 96
Delete the Tolerance Level for the System ... 96
Define the Tolerance Level for a Supplier, Supplier Trait, or Department............ 97
Delete a Tolerance Level for a Supplier, Supplier Trait, or Department................ 99

Set Default Tolerance Level for a Supplier, Supplier Trait, or Department......... 100

L (e T- 7 103

vii






Preface

The Oracle Retail Invoice Matching User Guide describes the application user interface
and how to navigate through it.

Audience

This document is intended for the users and administrators of Oracle Retail Invoice
Matching. This may include merchandisers, buyers, and business analysts.

Related Documents

For more information, see the following documents in the Oracle Retail Invoice Matching
Release 13.0.1 documentation set and the documents in the Oracle Retail Merchandising
set:

= Oracle Retail Invoice Matching Data Model

= Oracle Retail Invoice Matching Installation Guide
= Oracle Retail Invoice Matching Release Notes

=  Oracle Retail Invoice Matching Operations Guide
= Oracle Retail Invoice Matching Online Help

Customer Support

https:/ /metalink.oracle.com

When contacting Customer Support, please provide the following:

= Product version and program/module name

= Functional and technical description of the problem (include business impact)
= Detailed step-by-step instructions to re-create

= Exact error message received

= Screen shots of each step you take

Review Patch Documentation

For a base release (".0" release, such as 13.0), Oracle Retail strongly recommends that you
read all patch documentation before you begin installation procedures. Patch
documentation can contain critical information related to the base release, based on new
information and code changes that have been made since the base release.

Oracle Retail Documentation on the Oracle Technology Network

In addition to being packaged with each product release (on the base or patch level), all
Oracle Retail documentation is available on the following Web site:

http:/ /www.oracle.com/technology/documentation/oracle_retail. html

Documentation should be available on this Web site within a month after a product
release. Note that documentation is always available with the packaged code on the
release date.


https://metalink.oracle.com/
http://www.oracle.com/technology/documentation/oracle_retail.html

Conventions

Navigate: This is a navigate statement. It tells you how to get to the start of the procedure
and ends with a screen shot of the starting point and the statement “the Window Name
window opens.”

Note: This is a note. It is used to call out information that is
important, but not necessarily part of the procedure.

This is a code sample
It is used to display examples of code

A hyperlink appears like this.
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Oracle Retail Invoice Matching

Welcome to Oracle Retail Invoice Matching

Oracle Retail Invoice Matching (ReIM) allows you to verify merchandise invoice costs
and quantities before payment. ReIM receives invoice data through Electronic Data
Interchange (EDI), or data can be entered manually.

An automatic matching process verifies Invoice records against associated receipts. If
invoices are matched to receipts within tolerance at a summary level, they are evaluated
for best payment terms and posted to a staging table. The staging table interfaces with
your accounts payable system, where payments are processed and corresponding
accounting entries are posted.

If invoices and receipts are not matched at the summary level after a specified period of
time, the auto-matching process attempts to match at the line level within tolerances. If
matches are not identified at the line level, the process calculates a cost or quantity
discrepancy. Discrepancies are routed to defined user groups for resolution. You resolve
discrepancies by applying reason codes based on a set of defined actions (for example,
charge-back supplier). The reason codes determine disposition of the discrepancies.

The auto-match process routes discrepancies so that you can begin manual identification
of summary and detail level matches. You can resolve line-level discrepancies, and you
can access invoices and receipts.

Business Processes

Resolve Discrepancies
= Review cost discrepancies
= Review quantity discrepancies
= Review VAT discrepancies
* Create memos and requests

Enter and Review Invoices
= Review EDI uploads
=  Split invoices with multiple locations
=  Enter document groups
* Create a merchandise invoice

= (Create a non merchandise invoice

Match Documents
* Summary match invoices
*  Detail match invoices
* Summary match credit notes

= Detail match credit notes



Navigate Invoice Matching

Maintain Invoice Matching Settings
* Maintain system options
* Maintain supplier options
* Maintain general ledger accounts
* Maintain reason codes
= Maintain user groups

=  Maintain tolerance levels

Navigate Invoice Matching

Invoice Matching Navigation
This section describes how to navigate within ReIM. It describes how to:
* Log on to and exit ReIM
* Navigate within a window

= Sort and filter columns

Log In and Exit RelM

Note: The way that you access ReIM depends on how the
system is set up at your location. Contact you system
administrator for instructions. After you have started ReIM,
you are prompted to log on to the system.

Log In to RelM

1. In the Login window, enter your user name in the Username field.
2. In the Password field, enter your password.

3. Click Log In. The ReIM Main Menu window is displayed.

Exit RelM

1. From the Main Menu, select Log Out. You are prompted to confirm your decision.

2. Click OK. You return to the Login window.
Navigate Within a Window

Use a Drop-Down list

Some fields can accept values only from a predefined list of options. These fields have a

down arrow Xl button on the right side of the field.

1. Click the down arrow =l button. A drop-down list of options is displayed.

2. Select a value from the drop-down list. The selected option is entered in the field.

Use a List of Values Button

The List of Values ﬂ button is found to the right of a field. The button displays all

defined values or options available for the field.

2 Oracle Retail Invoice Matching



Navigate Invoice Matching

Note: The list of values is empty if no values have been
defined for the list.

1. Click the LOV ﬂ button. A list of options is displayed.
2. Select an option from the list.
3. Click OK. The selected option is entered in the field.

Filter and Sort Information
You can sort and filter data so that you can view the information you want.

Filter Information

Many windows use filters. You can use a filter to limit the records listed to those that

match certain criteria.

1. To select the criteria, choose from the values in the drop-down list associated with
the field. You can filter multiple columns at the same time.

2. To display all records, select *All* from each drop-down list.

Sort Information
Many windows use underlined column headings to sort table data.

1. To sort the list, click on the underlined column heading of the column you want to
use for sorting. You can only sort by one column at a time. An arrow indicates the
column that is currently sorted, as well as the sort order.

2. To reverse the sort order, click the same column heading again.

Flexible Columns

You can customize your window view by clicking on the column IT button. You can
change the columns that are hidden or displayed, or the order in which columns appear.
After you rearrange the columns, the window view is the same every time you open the
window.

Hide or Display a Column

1. Click the column ]]]I button to the left of the window name. The Column Ordering
window opens.

Oracle Retail Invoice Matching 3



Navigate Invoice Matching

Current View: |

Custom View: |

Hidden Columns Visible Columns
Delete =
Group ID =
Entry Dats **
Statuz
Control Total
Calculated Total
“Variance Total
Control Count
Calculated Count
“ariance Count
Currency Code
Create ID

+r
ke [+

** - Denote= Column Neot Hideable

Apply | Cancel

Column Ordering Window
2. Select a column heading.

3. Use the left arrow */button or the right arrow *|button to move the column
heading to the Hidden Columns or the Visible Columns area.

Note: Column headings with a double asterisk (**)
cannot be hidden.

4. When the columns are in the Hidden Columns and Visible Columns as desired, click
Apply. You return to your previous work area.

Change the Column Order
1. Click the column II button. The Column Ordering window opens.

2. Select a column heading. Click the up arrow *|button or down arrow ¥/ button to
move the column heading order.
a. Moving the column heading up on the list places it to the left side of the screen.

b. Moving the column heading down on the list places it to the right side of the

screen.
c. To move a column to the top of the list, select the column heading and click top
Fputton
d. To move a column to the bottom of the list, select the column heading and click
the bottom %l button.

3. When the columns are in the desired order, click Apply. You are returned to your
previous work area.

4 Oracle Retail Invoice Matching



Navigate Invoice Matching

Comments

In the Comments window, you can add additional information about a specific area of a
window.

1. Click Comments. The Comments window opens.

'S R I E.‘t’nuale Iopged in as: Admin User ADMIN DB URL: jdbeoracle:oci:@dvold, Data Source:msi2 Log

Path: /u00/webadminiproduct/10.1.3/CracleAS_2/jZeelreim13_MOSE_VaiOfiflog Authenfication: DATABASE
Comments
Document ID SKG120216241009500000000000001
Document Type Merchandise Invoice
JAdd

Usage Type | Ex(smal\:]
Item Q)

Comment

Existing Comments

Comments Window

In the Usage Type field, select Internal or External.
In the Item field, enter the item ID, or click the LOV ﬂ button and select an item.

In the Comment field, enter your comments.
Click Add. Your comment is added to the table.

Click OK to save any changes and close the window.

AL

Oracle Retail Invoice Matching 5
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Enter Documents

Document Groups

Invoices can be loaded through Electronic Data Interchange (EDI), group entry, or single
invoice entry. In the Group Entry window, you can manually enter merchandise
invoices, non-merchandise invoices, and credit notes.

When you enter document groups, you can define default criteria that apply to multiple
invoices. Alternatively, you can enter invoices without applying default information.
After you have entered all the invoices in the group, the control quantity should match
the calculated quantity, and the control cost should match the calculated cost of the
documents you have entered. When the totals match, you can submit the group for
approval. After the group is approved, you can begin matching the invoices.

This section includes the following document group instructions:

= Create an Invoice Group
= Edit a Document Group
= Delete a Document Group

= Approve a Document Group

Create an Invoice Group

Navigate: On the Document Entry tab, click Group Entry. The Group Entry List window
opens.

ORAC E.‘r’nu are lopged in as: Admin User ADMIN DB URL: jdbcoracle:oci-@dvolr4, Data Source: rmsi2 Log
Path: /u00/webadmin/product10.1.3/0racleAS_2/j2eeireim13_empty/iog Authentication: DATABASE

Group Entry List it

S il e

—— Tl Conirol Calculated Variance Control Calculated Variance Currency T T
Delete  Group ID | Al 3 A i Total Total Total Count Count Count Code AL ]
F 201 01-23-2008 Worksheet 0.0000 10,000.0000 10,000.0000 0 1 1USD ADMIN
1
Advanced Search ] Clear Advanced Se ] New Delete Cancel

Group Entry List Window
Click New. The Group Entry window opens.

Enter Documents 7



Document Groups

S I E.‘l’ou sre logged in 8s: Admin User ADMIN DB URL: jdbcoracieroc: @dvolrd4. Data Source: rms12 Log

Path: /u00/websdminiproduct10.1.3/OracleAS_2/jZeaheim13_empiy/iog Authentication: DATABASE

Group Entry
Group 1D: 501 Entry Date: 12-22-2007 Currency USD Q. |US Dollar Status: Worksheet
Defaults Hide
Document Type Vendor Type Document Date Terms Ref lNo. 1
Supplier [+]

Merchandise Inveice ;v: =} £ Q Apply Defautts

- s
Bocument entry I [ oetaut view [w]

Document
Document Type Vendor Type Doc Ho. Date Terms Order No. Location Total Gty Total
| Supplier ~|
Werchang [vl| o, £ Q Q ¥ a
Add Refresh

% 1 | *

1

Existing Documents ITII Default View | s |
Delete  DocumentType \Vendor DocMNo. DocumentDate Terms DueDate OrderMNo. Location TotalQty MerchCost MNonMerchCost  Total Cost RefNo. 1
No records found

summary

Calculated Total 0.0000 Calculated Count o
Control Total 0.0000! Control Count ]
Variance 0.0000 Variance 1]

OK Delete Cancel

Group Entry Window

In the Summary area, enter the Control Total and the Control Count for the group
you are entering.

Add Documents Using Default Information

Note: Click Show to display the available fields in the
Defaults area.

In the Document Type field, select the type of document that is being added to the
group.

In the Vendor Type field, select the type of vendor that sent you the document.
Under the Vendor Type field, enter the vendor ID, or click the LOV Qj button and
select the vendor.

In the Document Date field, enter the date the document was created, or click the

calendar E button and select the date.

In the Terms field, enter the terms code, or click the LOV ﬂ button and select the
terms.

In the Defaults area click Apply Defaults. The information is added to the Document
Entry area.

In the Doc No. field, enter the document ID.

In the Order No. field, enter the purchase order number that is associated with the
document.

Note: You can search for a purchase order by receipt and
location information.

In the Location field, enter the location ID, or click the LOV ﬂ button and select a
location ID.

10. In the Total Qty field, enter the total number of items on the document.

8 Oracle Retail Invoice Matching



Document Groups

11.
12.

In the Total Cost Ex VAT field, enter the total cost on the document.

Complete the document group.

Add Documents Without Default Information

1.

9.

10.
11.

In the Document Type field, select the type of document that is being added to the
group.

In the Vendor Type field, select the type of vendor that sent you the document.
Under the Vendor Type field, enter the vendor ID, or click the LOV Qj button and
select the vendor.

In the Doc No. field, enter the document ID.

In the Document Date field, enter the date the document was created, or click the
calendar £ button and select the date.

In the Terms field, enter the terms code, or click the LOV ﬂ button and select the
terms.

In the Order No. field, enter the purchase order number that is associated with the
document.

In the Location field, enter the location ID, or click the LOV ﬂ button and select a
location ID.

In the Total Qty field, enter the total number of items on the document.

In the Total Cost Ex VAT field, enter the total cost on the document.

Complete the document group.

Complete the Document Group

1.

Add non-merchandise costs as necessary.

a. In the Document Entry area, click the amount in the Non-Merch field. The Non-
Merchandise Cost window opens.

Neon Merchandise Cost
Document ID: 1

Amount [

Alowance 0.0000] |

lerch Allowrance (Perf] 0.0000) |

Customs

Declared Walue for Customs 0.0000

Alowance 0.0000

D

Dizcount - Incentive 0.0000

GL Cross-reference for
Segment1 Segment2 Segment3 Segmentd4 Segment5 Segment8 Segment? Segment® Segment9 Segment 10

Type: Company  Location Account Department Class Affiliate Futuret Future2 Future3 Futured

Total

OK Calculate Total | Cancel

Non Merchandise Cost Window

b. Inthe non merchandise fields, enter the appropriate charges.

Enter Documents 9



Document Groups

c. Inthe VAT Code - Rate field, select the appropriate VAT information for the non-
merchandise charge.

d. Click Calculate Total. The sum of the non-merchandise costs appears in the Total
field.

e. Click OK to save your changes and close the window.
2. Add the invoice VAT cost.

a. In the Document Entry area, click the amount in the Total VAT Amt field. The
VAT Breakdown window opens.

’a VAT Breakdown - Microsoft Internet Explorer

VAT Breakdown
Ex VAT Basis VAT Code VAT Rate VAT Amounts
0.0000 CEN 10 0.0000 d
0.0000 c 10 0.0000
0.0000 E 30 0.0000
0.0000 I 0 0.0000
0.0000 AEK 2 0.0000
5,397.0000 v 40 2,158,800
0.0000 5 10 0.0000
=
Totak 158800
ok | colcusgeTots | [cancel |

VAT Breakdown Window

b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.
c. Click Calculate Total. The amount of VAT appears in the total field.

Click Add. The document is added to the Existing Documents area.

Click Calculate Variance. The remaining variance appears.

Continue adding documents until the totals and counts have no variance.

AR

Click OK to submit the group for matching. You return to the Group Entry List
window.

Edit a Document Group

Navigate: On the Document Entry tab, click Group Entry. The Group Entry List window
opens.

OR I E.‘t’nu =12 lopged in as: Admin User ADMIN DB URL: jdbcoracie:od:@dvolr04, Data Source:mmsi2 Log
Path: /u0Diwebadminiproduct/10.1.3/0radleAS 2j2eeheimi3_emplyllog Authenfication: DATABASE

Group Entry List it

T Lt el
el

7 = Control Calculated Variance Control Calculated Variance Currency r
Delete  Group D Al |+ [an I~ Total Total Total Count Count Count Code | |
0O a 01-23-2008 Worksheet 0.0000 10,000.0000 10,000.0000 0 | 1UsD ADMM
1
Advanced Search ] Clear Advance 1 News Delete Cancel

Group Entry List Window

1. To search for a document group:
a. Click Advanced Search. The Group Entry Advanced Search window opens.
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2.

N O

ORAC E-‘l’uua{e logged in as: Admin User ADMIN DB URL: jdbc oradlerod @dvol04, Data Source: rms12 Log
Path: /ul0iwebadmin/product/10.1 3/0radeAS_2fjZealieim13_emptyilog Authentication: DATABASE

Group Entry Advanced Search

Document ID (% for partial search)
Document Type =
Vendor Tyee ]
Vendor
Order Number Q
currency [USD Q[isooler

Total Cost to

Decument Greup Status | Al ™
search | Refresh | caneel

Group Entry Advanced Search Window

b. Enter the criteria to restrict your search.

c. Click Search. The Group Entry List window opens.

In the Group ID column, click a group ID. The Group Entry Detail window opens.

Currency USD

Status Worksheet

Location

Due Toftal Merch MNonMerch Tofal Order L2S2fion — Description
Date Gty  Cost Cost Cost  MNo. [_{\_!_E AT
02:13 0 50000 00000 500003901 1421 Portland

Calculated Count 1
Control Count 0
Variance 1

= You are logged in es: Admin User ADMIN DB URL: jdbroradleroc:@dvol04, Data Sourse: mmsi2 Log
RACI—E Path: /ul0/webadminiproduct/10.1.3/(0racieAS_2/{Zesiraim13_MOSE_VatOffilog Authentication: DATABASE
Group Entry Detail
Group 1D 103 Entry Date 03-07-2008
Existing Documents
__Vendio_r. ‘ Vendor Desc Doc s
Delete | Al 'l"‘l:ﬁ\" |"‘| Ho. Document Type Date Terms
e e 2-15% 3
[ 2600 Cocacols-Charpts 1 Srenands 01-20.2008  0215%30
Inveice Days
Calculated Total 5.0000
Control Total 0.0000
Variance 5.0000
oK v = Submit

| N 3 EE

Group Entry Detail Window

To make changes to the document group, click Worksheet. You are prompted to

confirm the status change.

Click OK. The document group status is changed to worksheet.

Click Add. The Group Entry window opens.

Add documents as necessary.

Delete documents from the document group as necessary:

a. In the Delete column, select the invoice you are deleting.

b. Click Delete. You are prompted to confirm the deletion.
c. Click OK. The invoice is deleted from the system.
Click OK to submit the group for matching. The Group Entry List window opens.
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Delete a Document Group

Navigate: On the Document Entry tab, click Group Entry. The Group Entry Detail
window opens.

R &You are Iogged in as: Admin User ADMIN DB URL: jdbcoracle oci:@dvolr04, Data Source: rms12 Log
ACLE Path: /u00/webadmin/product’10.1.3/OracleAS_2/j2eelreim13_MOSEB_VaiOfffleg Authentication: DATABASE
Group Entry Detail
Group 1D 103 Entry Date 03-07-2008 Currency USD Status Worksheet
Existing Documents
Location
Yendor  VendorDesc . po; Document Due Totsl Merch HonMerch Total Order tofation  Description
Detete| Al [*’“"‘" "I No. Document Type Date Terms Date Gty Cost Cost Cost No. __":!_E | Al “a
" = 2.1.5% 3 2-19-
] 2400  CocaCola-Charistte 1 WErEhandBe o oq5q08 0215%30 0218 0 50000 00000 500003801 1421 Fortlnd
Invoice Days 2008
Calculated Total £.0000 Calculated Count 1
Control Total 0.0000 Control Count 0
Variance s.o000 Variance 1
oK orkshee ] Submlt] Approve glculate Variance Add | Delete Cam:eli

Group Entry Detail Window

1. In the Delete column, select the document group you are deleting.
2. Click Delete. You are prompted to confirm the deletion.

3. Click OK. The document group is deleted from the system.

4. Click Cancel to close the window and save your changes.

Approve a Document Group
Navigate: On the Document Entry tab, click Group Entry. The Group Entry List window

opens.
ORACLE.-‘.'W are Iogged in as: Admin User ADMIN DB URL: jdbc:oraclesoci:@dvolrl4, Data Source: rms12 Log
Path: /u00/webadmin/product/10.1.3/0racieAS_2/j2eaieim13_empty/log Authenfication: DATABASE
Group Entry List 1 XGOS
s - Ll Control Calculated Variance Control Calculated Variance Currency [?rLtgrlD
Delete  GroupID \ﬁ" _[7] Al "| Total Total Total Count Count Count Code Al .:’J
O 2m 01-23-2008 Worksheet 0.0000 10,000.0000 10,000.0000 o 1 1UsSD ADMIN
1
Advanced Search ] Clear A ced Bear i New Delste Cancel

Group Entry List Window

Note: Once you have approved a document group, you can
no longer make changes to it.

1. Inthe Group ID column, click the group ID of a document group that has a status of
Submitted. The Group Entry Detail window opens.

2. Click Approve. You are prompted to confirm the document group's approval.
3. Click OK. You are returned to the Group Entry List window.
4. Click Cancel to close the window and save your changes.
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EDI Uploads

Invoices can be loaded through Electronic Data Interchange (EDI), group entry, and
single invoice entry. The majority of invoices are sent to Invoice Matching through EDL
When the data on the invoices can be verified, the invoices are ready to match. If the data
cannot be verified, you must manually correct the inaccurate data on each invoice. In the
EDI Maintenance window, you can update invoice data for invoices that were uploaded
with inaccurate data. You can correct the invoices one at a time, or you can correct the
order number or item number on multiple invoices. If you correct the order number or
item number for all invoices, all invoices with the old value are updated with the new
value.

This section includes the following EDI instructions:
= Correct a Rejected EDI Invoice
* Delete EDI Invoices
=  Correct Multiple Rejected EDI Invoices
= Delete Multiple Rejected EDI Invoices

Correct a Rejected EDI Invoice

Navigate: On the Document Entry tab, click EDI Maintenance. The EDI Maintenance
window opens.

= I eo‘r’nu are logged in as: Admin User ADMIN - DB URL: jdbcoraclecoci:@dvolr04, Dafa Source: rmsi12 Log

Path: /u00/webadmin/product10.1.3OracieAS_2/Zesireim13_empiy/iog Authentication: DATABASE
EDI Maintenance

Delete Supplier Invoice Date Reject Reason
e e : il oot
O [ A i"_:f Invoice Humber | Al 2] Total Invoice Cost | A1

D 3020-Battery Supplier EDIGEN120048486199600000000001 12-22-2007 50.0000 Invalid order number and supplier combination
1

Mass Comecion | Deiete | [(cancel|

EDI Maintenance Window

1. In the Invoice Number column, click an invoice number. The EDI Rejected Invoice
Details window opens.

Ve ara togyed in 35 Adimin Lsae ATMIN 08 URL jdbe orachs: ool @vaird2 Dats Soures: RMSSEDEV1Z1 Authanticaiion: BATABASE Log Pah /uwsbadminibroduct 10 1 S0rciaS_1j2eahsin-cod -inslancslog min ol log
EDI Rejected Invoice Details

Reject Reason nvaki UPC for speciied suspier
Invoice EDIGENM!1575346315150000000000 Terms Q
Supplier Gl Order No. Q
Invoice Date A Location Q,

UPC 1 Supplement / SKU 1 VPR Quanty unit Cast Total Ling fom Cost
100030047 Q 10 10,0000 1000900

fietry vose Canse |

EDI Rejected Invoice Details Window

2. The fields that must be edited are enabled.
a. To select a different supplier, in the Supplier field, enter the correct supplier ID,
or click the LOV Qj button and select a supplier.
b. To select a different invoice date, in the Invoice Date field, enter the correct

invoice date, or click the calendar ﬂ button and select an invoice date.
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4.

c. To select different terms, in the Terms field, enter the correct term ID, or click the
LOV ﬂ button and select a term.

d. To select a different order number, in the Order No. field, enter the correct order
number, or click the LOV E button and select an order number.

e. To select a different location, in the Location field, enter the correct location, or
click the LOV ﬂ button and select a location.

f. To select a different UPC, on the table in the UPC/Supplement/SKU/VPN field,
enter the correct UPC, or click the LOV ﬂ button and select a UPC.

Click Retry Invoice. You are returned to the EDI Maintenance window.

Note: If there are still errors on the invoice, you must
repeat the procedure until clicking Retry Invoice returns
you to the EDI Maintenance window.

Click Cancel to save your changes and close the window.

Delete EDI Invoices

Navigate: On the Document Entry tab, click EDI Maintenance. The EDI Maintenance
window opens.

3.
4.

'S I E.‘l’cu are lopged in as: Admin User ADMIN DB URL: jdbcoracleod:@dvolid4, Data Source:ms12 Log

Path: ju00iwebadminiproducti10.1.3/0racleAS_YjJealeim13_empty/log Authentication: DATABASE
EDI Maintenance
Delete _ Supplier _Invoice Date Reject Reason
[ | A .
0 | Al ¥l Invoice Number | Al [#]  Toflinvoice Cost Al ]
D 3020-Battery Supplier EDIGEN1200484861959600000000001 12-22-2007 50.0000 Invalid order number and supplier combination
1

Mass Correction J Delete Cancel ]

EDI Maintenance Window

In the Delete column, select the check box to the left of the invoice you are deleting.

Note: To select all of the invoices, select the check box in
the header area.

Click Delete. You are prompted to confirm the deletion.
Click OK. The invoice is deleted.
Click Cancel to close the window and save your changes.

Correct Multiple Rejected EDI Invoices

Navigate: On the Document Entry tab, click EDI Maintenance. The EDI Maintenance
window opens.

'S I E.‘t’nu ste lopged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrl4, Data Source: rms12 Log

Path: /u0D/webadmin/product10.1.3/OradeAS_2/jZeeleim13_empty/log Authenfication: DATABASE
EDI Maintenance
Delete _ Supplier _Invoice Date Reject Reason
O A }Vi Invoice Number | A \":i Total Invoice Cost Al ¥
D 3020-Battery Supplier EDIGEN120048486195600000000001 12-22-2007 £0.0000 Invalid order number and supplier combination
1

Mass Correction | Dekete | [ Cancel|

EDI Maintenance Window
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1. Click Mass Correction. The EDI Reject Mass Correction window opens.

RAC e-!‘r’ou are legged in as: Admin User ADMIN - DB URL: jdbcoracke:oci:i@dvolil4, Data Source:mms12 Log

Path: /uD0/webadmin/product/10.1.3/OracleAS_2/j2eeireim13_empty/llog Authentication: DATABASE
EDI Reject Mass Correction

Supplier | af
Type
0id tiem | q
New tem | af |

Replace I Delete i Canceli

EDI Reject Mass Correction Window

2. In the Supplier field, enter the supplier ID, or click the LOV ﬂ button and select a
supplier.

In the Type field, select the type of change you are making (item ID or an order ID).
In the Old field, enter the ID of the order or item that is being replaced.

In the New field, enter the ID of the order or item you are replacing.

Click Replace to save your changes and close the window.

SN

Delete Multiple Rejected EDI Invoices

Navigate: On the Document Entry tab, click EDI Maintenance. The EDI Maintenance
window opens.

RAC e-i‘w'uu are logged in as: Admin User ADMIN DB URL: jdbcioracle oci:@dvolr04, Data Source: rms12 Log

Path: /u00iwebadmin/product/10.1 3/OracleAS_2/jJeeieim13_emptyilog Authenficafion: DATABASE

EDI Maintenance
Delete Supplier _ Invoice Date Reject Reason

O 2 2 Invoice Humber 2 (] O T e et Al [¥]
|:| 3020-Battery Supplier EDIGEN12004848615%600000000001 12-22-2007 50.0000 Invalid order number and supplier combination

1

Mass Correction I Delete Cancel l

EDI Maintenance Window

1. Click Mass Correction. The EDI Reject Mass Correction window opens.

RM E-a‘r’nu are logged in 8s5: Admin User ADMIN DB URL: jdbcioracie:cd:@dveirl4, Data Source: rmsi12 Log

Path: /ud0/webadmin/product/10.1.3/OracleAS_2j2eelieim13_empty/log Authentication: DATABASE
EDI Reject Mass Correction

Supplier | O\;
Type
0ld ttem | o
New tem | q |

Replace I et l Cancell

EDI Reject Mass Correction Window

2. In the Supplier field, enter the supplier ID, or click the LOV Q button and select a
supplier.
3. In the Type field, select Order.

Note: You can only delete orders.

4. Inthe Old Order field, enter the order ID, or click the LOV ﬂ button and select the
order that is being deleted.
5. Click Delete. You are prompted to complete the deletion.
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6. Click OK. You return to the EDI Maintenance window.
7. Click Cancel to return to the main menu.

Split Invoices

This section includes the following invoice splitting instructions:
=  Split Invoices with Multiple Locations
= Set Default Child Invoice Information from a Purchase Order
= Add Invoice Details to a Child Invoice

Splitting Invoices with Multiple Locations

The parent invoice windows allow you take an invoice with multiple locations and
simplify the invoice by splitting it into multiple invoices, each for a single location. An
invoice with multiple locations (a parent invoice) cannot begin any matching process
until it is split out into the single locations (child invoices). When you are splitting an
invoice with multiple locations, you must assign the total cost and total quantity to the
single locations before you can save your changes.

Navigate: On the Document Entry tab, click Parent Invoice List. The Parent Invoice List
window opens.

ORMLE.YDU are logged in as: Admin User ADMIN DB URL: jdbcioracleroci:@dvoliD4, Data Source: msi12 Log
Path: /u00/webadmin/product10.1.3/0rscieAS_2/jJesireim3_empty/log Authenfication: DATABASE
Parent Invoice List
Supplier Location Invoice Terms SplitIndicator
Parent Invoice 1D ’—A“ _""J Purchase Order ’—‘\” \"1 Currency Total Invoice Cost  Total Quantity IA” = Invoice Date |
EDIGENN1200: 0000000 3020 5605 1111-Charlette *  USD £0.0000 S0 Net 30 Days 12-22-2007 N
EDIGENN1200: 0000001 3020 5605 11Z1-Atlanta uso 50.0000 50 Net 30 Days 12-22-2007 N
1
Cancel

Parent Invoice List Window

1. In the Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window opens.

You are lopged in as: Admin User ADMIN DB URL: jdbcoradleoci-@dvol04, Data Source:rms12 Log

Path: /ju00/webadmin/product/10.1.3/OracleAS_2fjZeeieimi3_emptyilog Authentication: DATABASE

Parent Invoice Header
Parent Invoice ID: EDIGENN12004205420790000000000 Total Merchandise Cost:  50.0000 Invoice Date: 12-22-2007
Supplier: 3020-Battery Supplier Total Non-merchandise Cost: 0.0000 Invoice Terms: 04-Net 20 Days
Purchase Order: 5505 Total Invoice Cost: 50.0000 Manually Paid: N
Location: 1111-Charlotte * Total Quantity: S0
Default From Order: Q W Defaults
Location: D\] Child Merchandise Cost: Child Quantity: Apply Update:
Undistributed Cost: 50.0000 Undistributed Quantity: S0f
OK| Delete | Cancel

Parent Invoice Header Window

Note: To begin splitting an invoice into single locations,
select an invoice that has a N in the Split Indicator
column.
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Add Child Invoices

1. In the Location field, enter the location ID, or click the LOV button and select the
location.

2. In the Child Merchandise Cost field, enter the monetary amount that should be
allocated to the child invoice.

3. In the Child Quantity field, enter the number of items that should be allocated to the
child invoice.

4. Click Apply. The results are displayed in the table.

Edit Child Invoices

1. In the table, double-click a child invoice. The editable fields above the table are
enabled.

2. Update the enabled fields as necessary.
3. Click Update.

Delete a Child Invoice

1. In the Delete column, select the child invoice you are deleting.
2. Click Delete. You are prompted to confirm the deletion.

3. Click OK.

Complete the Distribution
1. Completely distribute the cost and the quantity of the parent invoice.

Note: After you click OK, you cannot change the cost
and quantity distributions.

2. Click OK to save the changes and close the window.

Set Default Child Invoice Information from a Purchase Order

Navigate: On the Document Entry tab, click Parent Invoice List. The Parent Invoice List
window opens.

) I E-‘r’uu are logged in as: Admin User ADMIN DB URL: jdbc oradleroci:@dvoliD4, Dafa Source: rms12 Log

Path: /uD0/webadmin/product/10.1.3/0racleAS_2/j2eeireim13_empty/log Authentication: DATABASE
Parent Invoice List

Supplier Invoice Terms Split Indicator
Parent Invoice ID Al || purchase Order Currency Total Invoice Cost  Total Quantity |~/ |¥| Invoice Date | Al

0000000 3020 5605 1111-Charlotte *  USD 50.0000 S0 Net 30 Days 12
80000000001 3020 5805 1121-Atlanta uso 50.0000 50 Net 30 Days 12-22-2007

Cancel

EDIGENN1200:
EDIGENN1200.
1

Parent Invoice List Window

1. In the Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window opens.
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S RAC Ei‘r’nu are logged in as: Admin User ADMIN DB URL: jdbcoracleioci: @dvolr04, Data Source: msi2 Log

Path: /ul0/webadmin/product/10.1 3/OracleAS._2/jJeeireim13_emptyliog Authenficafion: DATABASE
Parent Invoice Header

Parent Invoice ID: EDIGENN12004205420730000000000 Total Merchandise Cost: 500000 Invoice Date: 12-22-2007
Supplier: 3020-Battery Supplier Total Non-merchandise Cost:  0.0000 Invoice Terms: 04-Net 30 Days
Purchase Order: 5805 Total Invoice Cost: £0.0000 Manually Paid: N
Location: 1111-Chariotte * Total Quantity: 50

Default From Order: o ¥ Defaults
Location: Q] Child Merchandise Cost: Child Quantity: Apply | Update

Undistributed Cost: 50.0000 Undistributed Quantity: 0

K| Dekte | Cancel

Parent Invoice Header Window

Note: To begin splitting an invoice into single locations,
select an invoice that has an N in the Split Indicator
column.

In the Default From Order field, enter the purchase order number, or click the LOV
Qj button and select a purchase order.

Note: You can search for a purchase order by receipt and
location information.

Click Defaults. The location, merchandise cost, and quantity as assigned on the
purchase order are displayed in the table.

Add, edit, and delete child invoices as necessary.

Complete the distribution.

Add Invoice Details to a Child Invoice

Navigate: On the Document Entry tab, click Parent Invoice List. The Parent Invoice List
window opens.

ORAC eo‘f’nu are Ingged in as: Admin User ADMIN -~ DB URL: jdbzoraclenci:@dvold4, Data Source:mmsi2 Log
Path: /ul0/websdminiproduct/10.1.3/0macleAS_2/[Zeaireim13_empty/log Authentication: DATABASE

Parent Invoice List

Supplier Location Invoice Terms. Split Indicator

’-AII _1'*'] Purchase Order Al \Vi Currency Total Invoice Cost  Total Quantity M = Invoice Date ‘:"f:i
EDIGENN12 3020 5505 1111-Chariote *  USD 50.0000 £0 Net 30 Days 2 N
EDIGENN1200. 3020 5605 1121-Atlanta USD 50.0000 50 gt 30 Days N

1

Cancel

Parent Invoice List Window

In the Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window opens.
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= 4¥ou are Iogged in as: Admin User ADMIN DB URL: jdbc:oracleoci @dvolrd4, Data Source:rmsi2 Log
RACI—E Path: /u0Diwebadmin/product/10.1 3/OracleAS_2jjZeeheim13_emptyilog Authenficafion: DATABASE
Parent Invoice Header
Parent Invoice ID: EDIGENN12004205420730000000000 Total Merchandise Cost: 50.0000 Invoice Date: 12-22-2007
Supplier: 3020-Battery Supplier Total Non-merchandise Cost: 0.0000 Invoice Terms: 04-Net 20 Days
Purchase Order: 5505 Total Invoice Cost:  50.0000 Manually Paid: i
Location: 1111-Charlotte * Total Quantity: 50
Default From Order: Q ¥ Defaults
Location: | Child Msrchandiss Cost: Child Quantity: Apely | Update
Undistributed Cost: S0.0000 Undistributed Quantity: S0)
OK| Delete | Cancel

Parent Invoice Header Window

Note: To begin splitting an invoice into single locations,
select an invoice that has a N in the Split Indicator
column.

2. Add all child invoices to the parent invoice header.

Note: You must completely distribute the total cost and
total quantity of a parent invoice before you may add
details to the child invoice.

3. In the Child Invoice ID field, click the child invoice ID. The Child Invoice Detail
window opens.

43560 0 A5 ASI Lute ADMIN D8 UL {She SrackuIhin GEpie T3 s Sracla. com: 1521 voir0 12 Cadd SSsun TMasdeiey12t AINGRICMICN DATABASE Log PRIN Haim/Iguisim-aniing 1cg

Jchild Invoice Detall
Invoice: MAK11122985589300300000000000L0CI93381 Purchase Order: 1814 Total Merchandise Cost 10.0000
Supplier: 1105 Currency: USD Tatal Guantity: 10,0000
Location: 3333%1-Uninown Locaban
liems
iem | 2t Invoice ty Unit Cast VAT Code - Rate v Adg tem |
Delete em Description Irvoice Gty v, Unit Cost VAT Code VAT Rate Extended Cost Ex VAT
(] 100015023 10,0000 1.0000 8 100 10.0000
ot ol
ciear ot
Tows Total tema: 19000 Total Quantity: 10000 Total Extended Cost: 10,0000
Quantity Variance. 0.0000 Extended Cost Variance: 0.0000
0K Deiete bems Cancel

Child Invoice Detail Window

In the Item field, enter the item ID, or click the LOV ﬂ button and select an item ID.
In the Invoice Qty field, enter the number of units on the invoice.

In the Unit Cost field, enter the cost of one unit of the item.

In the VAT Code - Rate field, select the VAT rate that is applied for this invoice
Click Add Item. The item is added to the invoice.

® N o G

Edit an Item

1. In the table, double-click an item. The editable fields above the table are enabled.
2. Update the enabled fields as necessary.

3. Click Update Item.
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Delete an ltem
1. In the Delete column, select the item you are deleting.

Note: To delete all items on the Child Invoice Detail
window, click select all.

2. Click Delete Items. You are prompted to confirm the deletion.
3. Click OK. The item is deleted.

Complete the Invoice
1. Click OK to save the changes and close the Child Invoice Detail window.

2. Click OK to save the changes and close the Parent Invoice Header window.
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Create Documents

Merchandise Invoices

There are three ways invoices are loaded into the system: EDI, group entry, and single
invoice entry. An invoice is the bill for goods or services received from a supplier or
partner. A merchandise invoice is a document that a supplier sends to a retailer for
merchandise items. A merchandise invoice can also contain additional non-merchandise
costs. Because a merchandise invoice must involve items, only suppliers can send
merchandise invoices.

In addition, deal bill backs will be available for automatic invoicing, sent to the ReIM
from the merchandising system. Any non-merchandise invoices resulting from a deal
will be created in either Submitted or Approved status, depending on the system setting
selected in the merchandising system.

This section includes the following merchandise invoice instructions:
= Create a Merchandise Invoice
= Add Details to a Merchandise Invoice
= Set Default Item Details from a Receipt or Purchase Order

Create a Merchandise Invoice

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.

#You are logged in as: Admin User ADMIN DB URL: jdbcioracle:cci:@dvcirl4, Data Source: msi12 Log
J RACI—E Path: /ul0/webadmin/product/10.1.3/0racleAS_2/j2eaieim13_MOSB_VaiOfflog Authentication: DATABASE
Document Search
Document Type | for partial eearch}
Status ALLu .lE:.:tce.:;f.Pc;t 1)
Vendcr'}fpefﬁupplier | Vendor Q
Order Number Q Lecation Q, ’—
AP Reviewer 0\1
n CostReview | [v] S o
In Quantity Review vv: Aoy Rs'g::j; O\’i
Document Date Range ﬁtn ﬂ Due Date Range ﬂ to @
Currency O\I— Conzignment , >’v Deal .. nv
Document Cost Rangei to‘ Quantity Range to
Receipt Q. ttem Q
Payment Terms O\li Litio Pay:nent [s]
Type L =l
Detailz Ex\atf 'VA: Pre-paid Invoice _- B ‘
| Search | Refresh I Cancel I

Document Search Window

Create the Merchandise Invoice Header
1. In the Action field, select New.

2. In the Document Type field, select Merchandise Invoice.
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3. Click OK. The Invoice Maintenance Header window opens.

O I E-‘l’uu are logged in as: Admin User ADMIN DB URL: jdbc oracle-oci@dvol4, Dala Seurce: ims12 Log

Path; /u00/webadminiproducti10.1.3/OracieAS_/jZeelreim13_MOSH_VaiOfiilog Authenfication: DATABASE
Invoice Maintenance Header

Document Type: Merchandise Invoice Vendor Type

Invoice: [EKC12021624100990000 Vendor[Z42 Q [oea to

Invoics Status: Matched orderno:fizs Q. B
Invoice Date:[07-17-2002 81 Location: | Q[Fie
Match Date: 01-17-2008 Invoice Currency: USD Exchange Rate: 1
Invoice Terms: | o]
Order Terms: 1 01 002.50% 030 080 [¥ EDIinvoice
Supplier Terms: 02 1.5% 30 Days I~ Pre-Paid
[~ Manually-Paid
[# Details Attached
I~ Consignment
Dug Dale:ﬁ B
Freight Payment Type: Total Merchandise Cost: 100.0000 =
Total Non-Merch Cost: 0.0000
Total Cost: [ 100 0000
nvoice aty: [ 10
Total Allowances: T&7.9700
RefNo. 1:
Reflo. 2 { TERMS SOURCE
RefNe 3.{ Terms Date: 01-128-2008 Receipt of Goods Date
RefNo a:J Best Terms: 01 002.50% 030 060 Invoice Terms

| Detais | comments | cancel |

Invoice Maintenance Header Window
4. In the Invoice field, enter the number of the invoice.

5. In the Vendor field, enter the supplier ID, or click the LOV ﬂ button and select a
supplier.
6. Inthe Order No. field, enter the purchase order number associated with the invoice,

or click the LOV ﬂ button and select a purchase order.

Note: You can search for a purchase order by receipt,
receipt date, and location information.

7. In the Invoice Date field, enter the date the invoice was created, or click the calendar
ﬂ button and select a date.

8. In the Location field, enter the location ID, or click the LOV ﬂ button and select a
location.

9. To calculate the payment due date, click the calculator = button, found to the right
of the Due Date field.

10. In the Total Cost Ex VAT field, enter the total amount of the merchandise and non-
merchandise costs of the invoice before VAT is applied.

11. In the Total Cost Inc VAT, enter the total amount of the merchandise and non-
merchandise costs of the invoice after VAT is applied.

12. Click Calculate to calculate the total merchandise cost of the invoice.
13. In the Invoice Qty field, enter the number of items on the invoice.
14. Add the invoice VAT cost.

a. Inthe Total VAT Cost field, click the amount. The VAT Breakdown window
opens.
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a VAT Breakdown - Microsoft Internet Explorer M=1E
VAT Breakdown
Ex VAT Basis VAT Code VAT Rate VAT Amounts

0.0000 CEM 10 0.0000 =l

0.0000 ¢ 10 0.0000

0.0000 E 30 0.0000

0.0000 z 0 0.0000

0,0000 AEK 22 0,0000

5,397 0000 W 40 2,158,8000

0.0000 s 10 0.0000
J |

Total: 1588001
ok | calcusteTasl | [Cancel]

VAT Breakdown Window
b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.
c. Click Calculate Total. The amount of VAT appears in the total field.
d. Click OK to close the window.
15. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise Cost
window opens.

Non Merchandise Cost

DocumentID: 1

Amount ‘\
0.0000]|
0.0000]| =
0.0000
0.0000

Customs Broker Fee 0.0000
Customs Duty 0.0000
Declared Value for Customs 0.0000
Defective Allowance 0.0000
Deliver 0.0000
Discount - Incentive 0.0000

GL Cross-reference for
Segment1 Segment2 Segment3 Segment4 Segment5 Segment6 Segment7 Segment§ Segmentd Segment 10

Type: Company  Location Account Department Class Affiliate Futuret Future2 Future3 Futured
Total:
0K Calculate Total I Cancel |

Non-Merchandise Cost Window

b. Inthe Amount field, enter the appropriate non-merchandise charges.

In the VAT Code - Rate field, select the VAT code and rate that is appropriate for
each non-merchandise charge.

d. Click Calculate Total. The sum of the non-merchandise costs appears in the Total
field.

e. Click OK to save your changes and close the window.
16. Add comments as necessary.

17. Enter additional information in the enabled fields as necessary.
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Add Details to a Merchandise Invoice

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.

ORAC Eo"r’cu are logged in as: Admin User ADMIN DB URL: jdbcioracle:od:@dvolr04, Data Source: rmei2 Lag
Path: /u00/webadmin/product10.1. 3/0racieAS_2jZeaireim13_MOSE_VatOfillog Authentication: DATABASE

Document Search

o Document ID (%
Docrent =S'D5| [v] for partial 2earch)
Status | ALL (Except Postes) [

Vendor Type | Supplier ;] Vendor O\
Order Number Q, Location O\’

AP Reviewer Q|
e 1 Cost Reviewer I—
In Cost Review o Q
S 1 Quantity Reviewer I—
In Quantity Review e Q,
Document Date Rangs @ to m Due Date Range m to ﬂ
Currency Q. Consignment .;] Deal [ q
Document Cost Rangs! f°| Quantity Range to
Recsipt O\ ftem O\
Payment Terms D\’— feg Pay_.n;repn: | [V]

Details Exist !_. Pre-paid Invoice |___[ﬂ
o l Search i Refrezsh | Canoell

Document Search Window

1. Create the merchandise invoice header.

2. Click Details. The Invoice Maintenance Detail window opens.

S SOUGE IMASEINEIZT Authenticstion: DATABASE Log
log
nvoice Maintenance Detail
prvoice: SHG13301
fupplier: 444.Ret Suppber_US_Raj Currency: USD
otal Invoice Merch Cost: 1,000 0000 Total Invoice Oty 100
Salect Receipt Receiving Location Description Order Ho. Total Receipt Amount Receipt Oty Avail Total Oty Receipt Date
Mo records found
Joiect st
icar all Defaut trom Feceiple |[ Defautt omGrder |
lems
 hem @ vpn Q Invaice Gty Unit Cost VAT Code - Rate '! Add e [
Dolete  Hem VPN Description Inuoice Gty Supplier Unit Cost Inv. Unit Cost VAT Code WAT Rete VAT Discrepancy Resolved  Extended Cost Ex WAT
[ 100175140 Fedhd Mon Invertory tem 100175140 100 0.0000 10.0000 3 10 = 10000000
sloct al
pzar sl
rotals Total kems: 1 Total Invoice Quantity: 100 Total Extended Cost: 1,000.0000
Invoice Quantity Variance: o Extended Cost Variance: 0.0000
OK Delete Rems I Cancel

Invoice Maintenance Detail Window

3. Click to select Item, enter the item ID or click on the LOV ﬂ button and select an

item ID. You can also select VPN and enter the VPN number or click on the LOV ﬂ
button and select the VPN number.

4. In the Invoice Qty field, enter the number of units on the invoice.
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5. In the Unit Cost field, enter the cost of one unit of the item.
6. Click Add Item. The item is added to the invoice.

Edit an ltem

1. In the table, double-click an item. The editable fields above the table are enabled.
2. Update the enabled fields as necessary.

3. Click Update Item. The table is updated with the new information.

Delete an Item

1. In the Delete column, select the item you are deleting.

Note: To delete all items on the Invoice Maintenance

Detail window, click select all.

2. Click Delete Items. You are prompted to confirm the deletion.

3. Click OK. The item is deleted.

Complete the Invoice

1. Click OK to save the changes and close the Invoice Maintenance Detail window.

2. Click OK to save the changes and close the Invoice Header Maintenance window.

Set Default Iltem Details from a Receipt or Purchase Order

Navigate: On the Document Maintenance tab, click Document Search. The Document

Search window opens.

Document Search

Document Type

Order Number D\

AP Reviewer cJ
In Cost Review vv:
In Quantity Review vv:
Document Date Range £ 1
Currency O\’—
Document Cost Range | to
Receipt Q
Payment Terms Q
Detalls Exist 'vj
| [zearen |

Document ID (%
for partial zearch)
Vendor O\
Lecation Q|
Cost Reviewer ’7
Group o
Quantity Reviewer a ’7
Group =
Due Date Range £ 1o £
Conzignment , Pv Deal ;. v
Quantity Range to
tem Q,
Freight Payment | f'v‘:
Type L M |
Pre-paid Invoice b .Iv:
Refresn | cance |

- RAC eo"r’au are logged in as: Admin User ADMIN DB URL: jdbccoraciecoci@dvolr04, Data Source: msi2 Log

Path: /ul0/webadmin/product/10.1.3/0racleAS_2/j2eslreim13_MOSE_VatOffilog Authentication: DATABASE

Document Search Window

1. Create the merchandise invoice header.

2. Click Details. The Invoice Maintenance Details window opens.

Create Documents 25



Non-Merchandise Invoices

=) I Eo‘r’nu are logged in as: Admin User ADMIN DB URL: jdbcioracleccci:@dvolil4, Data Source: rms12 Log
Path: /ul0/webadmin/product/10.1. 2/CracleAS_2/j2eefreim13_MOSEB_VatOffflcg Authentication: DATABASE
Invoice Maintenance Detail
invoice: SKG1202162410059900000000000001
Supplier: 2200-Coca Cola - Charlotte Currency: USD
[Total Invoice Merch Cost: 100.0000 Total Invoice Qty: 10
Select Receipt Receiving Location Description Order No.  Total Receipt Amount  Receipt Qty  Avail Total Gty  Receipt Date
= 4010 1511 Phoenix 4503 100.0000 10 0 01-18-2008
select all
clear all Efd Receipts ] om Orde ]
Iltems
|temJ Q Invoice Qty j Unit Cost
Delete ltem Description Invoice Oty Supplier Unit Cost Inv. Unit Cost Extended Cost
1] 100145004 SKG tem 100145004 10 10.0000 10.0000 100.0000
zelect all
clear all
Totals Total ltems: 1 Total Invoice Quantity: 10 Total Extended Cost: 100.0000
Invoice Quantity Variance: o Extended Cost Variance: 0.0000
I Delete ftems I Cancel]

Invoice Maintenance Detail Window

3. To default item details from a purchase order, click Default from Order. The item
details from the purchase order you assigned to the invoice are displayed in the
table.

To default item details from a receipt, click Default from Receipts. The available
item details from the receipts you assigned to the invoice are displayed in the table.

4. Add, edit, and delete items as necessary.

5. Complete the invoice.

Non-Merchandise Invoices

A non-merchandise invoice is a document for non-merchandise costs only. It can be
created by a supplier or a partner. Non-merchandise invoices cannot contain a bill for
merchandise items.

Create a Non-Merchandise Invoice

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Document Search

Document ':'ype| [vJ

Status | ALL (Except Posted) -

Qrder Number 0\

AP Reviewer o] l

In Co=t Review

In Quantity Review

Document Date Range @tn @
Currency O\!—
DucumentﬁustRangel tUI
Receipt Q

Payment Termz Q.
Detailz Exizt | .

| Search i

ORM eo"r’nu are logged in as: Admin User ADMIN DB URL: jdbcoracle:cci:@dvoiil4, Data Source: msi2 Log

Path: /uD0/webadmin/product/10.1.3/0racleAS2/j2eaieim13_MOSB_VaiCffilog Authenfication: DATABASE

Document ID (%
for partial gearch}

Vendor Q)

Location O\l

Cost Reviewer

Q i

Group =
Quantity Reviewer Q i—
Group =
Due Date Range ﬂ to m
Ceonsignment q Deal .
to

Quantty Rangs

tem Q

Freight Payg;net [v]

Pre-paid Invoice

Refresh | Canoell

Document Search Window

In the Action field, select New.

In the Document Type field, select Non-Merchandise Invoice.

Click OK. The Invoice Maintenance Header window opens.

Invoice Maintenance Header

Document Type: Merchandise Invoice

Invoice: [

Invoice Status: Matched

Invoice Date:[07-17-2002 £

Match Date: 01-17-2008

Invoice Terms:| Q [oro0z.50°
Order Terms: 1 01 002.50% 030 060
Supplier Terms: 02 1.5% 30 Days

Due Date: |02-17-2008

Freight Payment Type:

RefNo. 1:

RefNo. 2:

Ref No. 2:

RefNo. 4:

) RAC Ea‘:'ﬂu are logged in as: Admin User ADMIN DB URL: jdbcoraciescci:@dvoir04, Data Source: msi2 Log

Path: /uD0/webadminiproduct/10.1.3/CradeAS_D/jZeeleim13_MOSH_VaiOfilog Authentication: DATABASE

Vendor Type

Vendor[2400 O [Coca Cos - Chariotte
Drdean'r;;_'o\ [
Lacation:i 51 O\!' e

Invoice Currency: USD Exchange Rate: 1
¥ EDI hvoice

I~ Pre-Paid

I~ manually-Paid

[¥ Details Attached

[~ Consignment

Total Merchandise Cost: 100.0000 Ca e

Total Non-Merch Cost: 0.0000

Total Cost. 000000

Invoice Oty 10

Total Allowances: TE7.9700
TERMS SOURCE
Terms Date: 01-18-2008 Receipt of Goods Date
Best Terms: 01 002.50% 030 080 Invoice Terms

0 Details Comments. Cancel

Invoice Maintenance Header Window

In the Invoice field, enter the number of the invoice.

In the Vendor Type field, select the type of vendor from whom you are receiving the

invoice.

In the Vendor field, enter the vendor ID, or click the LOV ﬂ button and select a

vendor.
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7. In the Location field, enter the location ID, or click the LOV ﬂ button and select a
location

8. In the Invoice Date field, enter the date the invoice was created, or click the calendar

ﬂ button and select a date.

9. To calculate the payment due date, click the calculator B button found to the right
of the Due Date field.

10. Enter additional information in the enabled fields as necessary.
11. Add the invoice VAT cost.
a. Inthe Total VAT Cost field, click the amount. The VAT Breakdown window

opens.

) ¥AT Breakdown - Microsoft Internet Explorer |_ (O] x|
VAT Breakdovn
Ex VAT Basis VAT Code VAT Rate VAT Amounts

0.0000 CEM 10 0.0000 J
0.0000 c 10 0.0000
0.0000 E 30 0.0000
0.0000 I i) 0.0000
0.0000 MEK 22 0.0000
5,397 0000 v 40 2,158,8000
00000 s 10 0.0000
=
Totak 156 8001
ok | cacusteTots | [cancel |

VAT Breakdown Window

b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.
c. Click Calculate Total. The VAT amount appears in the total field.
d. Click OK to close the window.

12. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise Cost
window opens.
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e.

Non Merchandise Cost

Document 1D : 1

Amount i)

Deliver 0.0000
Digcount - Incentive ¢.oo0o

GL Cross-reference for
Segment1 Segment2 Segmentd Segment4 Segment5 Segment& Segment? Segment8 Segmentd Segment 10

Typs: Company  Location Account Department Class Affiliate Futurei Future2 Futured Future4
Total
0K cacuiate Total | [ Cancel

Non-Merchandise Cost Window

In the Amount field, enter the appropriate non-merchandise charges.

In the VAT Code - Rate field, select the VAT code and rate that is appropriate for
each non-merchandise charge.

Click Calculate Total. The sum of the non-merchandise costs appears in the Total
field.

Click OK to save your changes and close the window.

13. Add comments as necessary.

14. Click OK to save the changes and close the window.

Document Maintenance

In the document maintenance windows, you can search for an invoice, edit a
merchandise invoice, pay an unmatched invoice, or view the details of all documents. A
credit note or a debit memo that is based on a return to vendor (RTV) can be sent from
the Merchandising System to Invoice Matching in approved status. If this is the case, the
RTV Chargeback indicator is selected, and the RTV number appears on the Document
Maintenance Header window.

This section includes the following document maintenance instructions:

Search for a Document
Maintain the Document Header
Maintain the Document Details
Pay an Unmatched Invoice

View a Document

Search for a Document

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.
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ORM Eo"r’cu are logged in as: Admin User ADMIN DB URL: jdbcosacle:oci:@dveirl4, Data Source: ms12 Log
Path: /u00/webadminiproduct/10.1.3/OracleAS_2/jZeaireim13_MOSE_VatOffflog Authentication: DATABASE

Document Search

Document ID (%

Document Type | ] for partial search)

r T
Status | ALL (Except Posf
Vendor Type Vendor Q
Order Number =3 Location O\l

AP Reviewer o] I
In Cost Review - | tost REV;\::; O\i—
In Quantity Review oty Rev;\::; O\I—
Document Date Rangs @ to m Due Date Range m to @
Currency O\'— Consignment ’_rq Deal -
to

Document Cost Rangsl ml Quantity Range
Receipt =} ttem Q
Pavment Terms (o} Al Pay_l:;repn: [v]

Detailz Exizt !_. Pre-paid Invoice _[v
Ik | Search i Refresh | Cancel |

Document Search Window

1. In the Action field, select either Edit or View.

Note: You can edit only merchandise invoices.

2. Enter additional criteria as needed to make the search more restrictive.

3. Click Search. The Document Find window displays the documents that match the
search criteria.

OI;’ACI_El You are logged in as: Admin User ADMIN DB URL: jdbzoraderoci:@dvolr04, Data Source:rms12 Log Path: /u0Diwebsdminiproduct/10.1 3/0racieAS._24
Document Find Il
e Status DocDate ;4. DueDate  Vendor Vendor Desc Location  Location De:

Select  DocTvpe  Prefix Doc 0 [ Rl el [ wl[an [v][ar vl lar [v][a

O Invoice SKG1202162410099 1 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola- Chariotte 1511 Phoenix

F Invoice SKG120181385154 1 Ready for Match 01-14-2008 3301 03-31-2008 2400 Coca Cola- Chariotte 1511 Phoenix

[] Merchandise Invoice NV 3001 Ready for Match 01-12-2003 3001 02-11-2008 3020 Battery Supplier M1 Charlotte *

O Invoice SKG120716240985300000000000000 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Chariotte 1421 Portland

[0 Merchandiss Invoice NV 3002 Ready for Match 01-12-2008 3002 024112008 999 MSOB_Supplisr1_US 400 MSOB_Store3_0

¥ Invoice SKG120181385132300000000000000 Ready for Match 01-14-2008 3901 03-31-2008 2400 Coca Cola- Chariotte 1421 Portland
1

Pay Invoice w‘ Cancel

Document Find Window

4. Inthe Doc ID column, click a document number. Depending on the type of
document you select, the Invoice or Document Maintenance Header window opens.

5. Click Cancel to close the window without saving any changes.

Maintain a Document Header

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Document Search

Document ‘.ype| [v!

G T
Status | ALL (Except Posted)

VendurType[Supplier :]

Qrder Number O\

AP Reviewer o] i

In Cost Review | ¥
In Quantity Revisw | w
Document Date Range

£ to £
Currency (o}

Document Cost Range! tol

Receipt Q

Payment Termz Q.

Details Exist|  |v]
l Search ]

ORM eo"r’nu are logged in as: Admin User ADMIN DB URL: jdbcoracle:cci:@dvoiil4, Data Source: msi2 Log
Path: /uD0/webadmin/product/10.1.3/0racleAS2/j2eaieim13_MOSB_VaiCffilog Authenfication: DATABASE

)

Document ID (%
for partial gearch}

Vendor Q)

Location

Cost Reviewer 17
Group O\
Quantity Reviewer 17
Group O\
£ 10 £
Consignment ,TC] Deal ! q

Quantity Range to

Due Date Range

tem Q

Freight Paymem| [v]
Type

Pre-paid Invoice |____|:§

Refresh 1 Canoelj

Document Search Window

Search for and retrieve an invoice. Depending on the type of document you select,
the Invoice or Document Maintenance Header window opens.

Note: If the RTV Chargeback Ind is selected, you cannot
make any changes to the document. An RTV chargeback
is created in the merchandising system and sent to
invoice matching as an approved credit note request or

debit memo.

ORACLE";

nvoice Maintenance Header

Document Type: Werchandise Invoice

nvoice: 5412 Group D: 3603
nvoice Staus: Haiched
Invoice Date: o
Mateh Date: 06-01-2008
nvsice Tems 0
Order Terms: 101 002.50% 030 080
Suppler Terms: 1 01 002.50% 030 080

Due Date: il

Freight Payment Type:

Payment Hold Status: Held

Reflo. 1
Reflo. 2|
Reflo. 3:
Ref lo. &

"#You are logged in as: AGmin User ADMIN DB URL: jdbcioracle:thini@mspc1 09,18 orace cofmi152 idvhis04 Data Source: RMSSE(21TSTHP Authentication: DATABASE Log Psth fu00/velbsdmin/oroduct/10.1, 3¥OracieAs 1 Zes/cs! reim-instanca/logiei

Detsls | Comments | Reeasefiod | Cancel

0

Vendor Type <
Vendor Q
Orter No: 52 o ¥
Location. 2

Invoice Currency: USD Exchange Rate 1

™ €Dl invoice:

I™ | Pre-paid

™ Manualy-Paid

7 Detais Attached

™ Consignment
TolalWerchandise Cost Ex VAT 1500000

Total Non-Merch Cost Ex VAT: 0.0000

Total Cost Ex VAT:
Total VAT Cost

Total Cost nc VAT:

nvoice Qty:

Total Alowances: 0.0000

TERNS. SOURCE
Terms Date: 08-01-2008 Receipt of Goods Date

Best Terms: 01 002.50% 030 060 Invoice Terms

Invoice Maintenance Header Window

2. Edit the enabled fields as necessary.
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Note: The Release Hold button is visible only if you
want to edit the document, which implies that the
invoice is on hold and you will be able to remove the
hold. Otherwise the button will not be displayed at all.

3. Click OK to save your changes and close the window.

Maintain Document Details

Navigate: On the Document Maintenance tab, click Document Search. The Document

Search window opens.

Document Search

ORM Eo"r’cu are logged in as: Admin User ADMIN DB URL: jdbcosacle:oci:@dveirl4, Data Source: ms12 Log
Path: /u00/webadminiproduct/10.1.3/OracleAS_2/jZeaireim13_MOSE_VatOffflog Authentication: DATABASE

Details Exist| | v |

Document'yps! !v!
Vendor Type iisuprprlire[ \_:J
Order Number O\
AP Reviewer O\]
inCostRevew | v
In Quantity Revisw :EI
Document Date Rangs @ to ﬁ
Currency O\,—‘
Document Cost Rangsi to |
Receipt Q
Payment Terms O\,—-

]

| Search

L]
ocument ID (%
for partial eearch}

Vendor Q
Location Q,
Cost Reviewer
Q
Group =
Quantty Reviswer Q ]7
Group =
Due Date Range ﬁtn ﬂ
Consignment ‘ E—;l Deal | \_tl
L e el
Quantity Range to
ttem Q
Freight Payment | IV]
Typs
Pre-paid Invoice L :v
Refresh J Cancel I

Document Search Window

1. Search for and retrieve an invoice in Edit mode. Depending on the type of document

you select, the Invoice or Document Maintenance Header window opens.

2. Click Details. Depending on the type of document you select, the Invoice or
Document Maintenance Detail window opens.
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. I Eo‘r’nu are logged in as: Admin User ADMIN - DB URL: jdbc:oracle:cci@dvoirl4, Data Source: rms12 Log

Path: /u00/webadmin/product/10.1.3/0racleAS_2/j2eefreim13_MOSB_VatOffilog Authentication: DATABASE
Document Maintenance Detail

Document ID: 1 Document Type: Credit Note

Currency: USD Supplier: 3020-Battery Supplier

Items

Q Amount ‘ ';';iDocument
item -2 Per Unit Doc Prefix 1™hp Add Al tems ]

Reason o ]
Code s Quantity Add tem
Delete Item Description Reason Code Description Amt Per Unit Quantity Extended Cost

No records found

|eelect all
clear all
Total ltems: [ Totals ] 0.0000

OK ] Delete ttemsz 1 [‘.ancel]

Document Maintenance Detail Window
3. Add items to the document as necessary.
a. In the Item field, enter the item ID, or click the LOV ﬂ button and select an
item.
b. In the Invoice Quantity field, enter the number of units on the invoice.
c. In the Unit Cost field, enter the cost of one unit of the item.
d. Click Add Item. The item is added to the invoice.
e. Click OK to save your changes and close the window.
4. Delete items from the document as necessary.
a. In the Delete column, select the item you are deleting.

Note: To select all of the items, click the select all
link in the Items area.

b. Click Delete Items. You are prompted to confirm the deletion.
c. Click OK. The item is deleted.
5. Click OK to save your changes and close the window.

Pay an Unmatched Invoice

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Document Search

Document Type | [vJ

Status | ALL (Except Posted) .

DB URL: jdbcioracle:oci:@dveirl4, Data Source: rms12 Log

- RAC Eo‘r’nu are logged in as: Admin User ADMIN
Path: /uD0/webadmin/product/10.1.3/OracleAS_2/[2eeireim13_MOSE_VatOffllog Authentication: DATABASE

Document ID (%
for partial eearch}

n CostReview | |
In Quantity Revisw -

£l 1o £
Curreney o

Document Date Rangs:

Vendor Type Wendor Q
Order Humber Q Location Q,
AP Reviewer O\l

Cozt Reviewer
Q
Group =
Cuantity Revigwer Q i—
Group =
£l to £
Consignment ;] Deal .
to

Due Date Range

Document Cost Rangel tul Quantity Range
Receipt 0\ ttem O\
o Freight Payment
Payment Terms Q v
yrent | — ¥l
Details Exist | . Pre-paid Invoice
O | Search I Refresh | Cancel |

Document Search Window

1. Search for a merchandise invoice in Edit mode. The Document Find window opens.

ORACLE"

You are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolil4, Data Source: rms12 Log Path: ju00iwebadmin/produc/10.1.3/OradeAS._2)

Document Find Il .

P Status Doc Date Orier Due Date Vendor Vendor Desc Location Location De:
D Merchandise Inveice SKG120218241009900000000000001 Matched 01-17-2008 4502 02-17-2008 2400 Coca Cela - Charlotte: 1511 Pheenix
D Merchandige Inveice SKG120181385154500000000000001 Ready for Match 01-14-2008 3901 03-31-2008 2400 Coca Cola - Charlotte 1811 Phoenix
D Merchandise Inveice NV 3001 Ready for Match 01-12-2008 3001 02-11-2008 3020 Battery Supplier RARE} Charlofte *
D Merchandige Invoice SKG12021 0385300000000000000 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1421 Portland
D Merchandise Invoice NV 3002 Ready for Match 01-12-2008 3002 02-11-2008 999 MSOB_Supplier1_US 400 MS0B_Store3_0
D Merchandise Invoice SKG120181385132300000000000000 Ready for Match 01-14-2008 3501 03-31-2008 2400 Coca Cola - Chariotte 1421 Portland

1
Pay Invoice Delete Cancel

Document Find Window

In the Select column, click the check box to the left of the invoice you want to pay.
Click Pay Invoice. You are prompted to confirm the payment.

Click OK. The invoice is sent to the financials system for payment.

AR

Click Cancel to close the window.

View a Document

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.
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RAC Emcu are logged in as: Admin User ADMIN n coci:@dvelrl4, Data Source: rms12 Log
I— 1/ j T 13_MOSB_VatOfillog Authentical ABASE

Document Search

Dicestie | [l Bt
VendurType Vendor Q
Order Number Q, Locatien O\[—

AP Reviewer o] I

In Cost Review Cost Reviewer o i—
Group i

Quantity Reviewer a l—
Group i

Document Date Range £ 1 £ Die Die Fnae £ o Ja)

Currency O\ Consignment | Deal .

In Quantity Revisw

Document Cost Rangs l to I Quantity Range
Receipt =} ttem Q
= Freight Payment
Payment Terms Q v
Lsl . Type ]

Detailz Exist . Pre-paid Invoice
| Search I Refresh | Cancel |

Document Search Window

Search for a document in View mode. The Document Find window opens.

u ere logged in as: Admin User ADMIN DB URL: jdbcorade:oc i 12 Log Path: /ull0/webadminiproduct10.1.3/OradieA!

e Smlus Drder Due Dale Vendor Vendor Desc Locallon LD(:allon De:
D Invoice 1 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1511 Pheenix
D ize Invoice SKG120181385154 1 Ready for Match 01-14-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1511 Phoenix
D Merchandise Invoice NV 3001 Ready for Match 01-12-2008 3001 02-11-2008 3020 Battery Supplier " Charlofte *
D Invoice SKG120; Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1421 Portland
D Merchandise Invoice NV 3002 Ready for Match 01-12-2008 3002 02-11-2008 999 MS0B_Supplier1_US 400 MS0B_Store3_0
D Invoice SKG1201813851323 Ready for Match 01-14-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1421 Portland

1
Pay Invoice Delete Cancel

Document Find Window

a. To view the detail of a document, click Details. The Document Maintenance
Detail window opens.

Document Maintenance Detail
Document ID: 1 Document Type: Credit Note
Currency: USD Supplier: 3020-Battery Supplier
Items

fo] Amount
item * Per Unit Doc Prefix Add All kems i
Reason

Q
Code I y Quantity Add ltem I

Delete Item Description Reason Code Description Amt Per Unit Quantity Extended Cost
No records found
select all
clear all
Total Items: 0 Totals 1} 0.0000
QK I Delete tems i Cancel I

Document Maintenance Detail Window
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Document Maintenance

b. To view comments associated with the document, click Comments.

If you are working with a debit memo or credit note request, click Create Credit
Note to create a credit note associated with the debit memo or credit note
request.

2. Click Cancel to close the window.
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Match Documents
Match Credit Notes

Summary Match Credit Notes

The summary matching windows allow you to match credit notes and credit notes
requests. By limiting the credit note request and credit note criteria on the Summary
Match Find window, you can view credit note requests and credit notes with similarities.
This section includes the following summary credit note matching instructions:

= Search for Credit Note Requests and Credit Notes to Match
= Summary Match Credit Notes and Credit Note Requests

Search for Credit Note Requests and Credit Notes to Match

Navigate: On the Credit Note Matching tab, click Summary Match. The Document
Summary Match Find window opens.

'S RAC En’nu s1e Iogged in as: Admin User ADMIN DB URL: jdbc-oracleroci:@dvolr04, Data Source:rms12 Log

Path: /u00/webadminiproduct/10.1.3/OracleAS_2/Zeelreim13_MOSE_VaiOffilog Authenfication: DATABASE
[Document Summary Match Find

AP Reviewer ADMIN Q
Supplier =

Include Suppliers In Group

Credit Note Credit Note Request
Order Number Q Order Number Q
Location Q, ’— Location Q ,—
Document ID (% for partial 2earch) Document ID (% for partial 2earch)
tem Q. tem o4
Due Date ﬂ to E Due Date ﬂ to ﬂ
Document Date ﬂ to E Document Date: ﬂ to ﬂ
Details Exist v Details Exist v
Currency o Currency o[
Document Cost to Document Cost to

Refresh Cancel

Document Summary Match Find Window

1. Enter criteria as desired to make the search more restrictive. You must enter at least
one search criterion.

2. Click OK. The Summary Match - Supplier List window displays the credit note
requests and credit notes for each supplier that match the search criteria.
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ORAC E-v"r’nu‘ me logged in aﬁ Mmln I.Jsia ADi\an‘l'l D‘B URtjabI::;:.lade;DdZ@._dlthﬂ‘%. Data Somné: rmsT-Z Log
Path: /ul0/webadmin/product’10.1.3/0vadeAS_2fj2eeieim13 MOSE_VaiDffllog Authentication: DATABASE

Summary Match - Supplier List
Supplier Name Supplier No. of Invoices No. of Receipts
MS0B Supplier! US %99 1 8
General Book Supplier 3030 ] 1
Local Supplier #1 2800 0 2
Local Grocery Supplier #1 8000 0 2
MSOB Supplier2 CZ 666 0 1
Battery Supplier 3020 1 0
Coca Cola - Charlotte 2400 Z 4
Cancel |

Summary Match - Supplier List Window

3. In the Supplier Name field, click a supplier name. The Document Summary Match
List window opens.

MIN DB URL:

ISupplier: 1234500000-James Harde Industries Ltd
Invoices - Unmatched
Locati ) A wail Tot|
Order ».T L nvoice  Totsl TotalMerch Curr In Dets = - Loeation Pocoigt  fwal “—]
Select !
- T AT ————— ‘l‘f Select Mo, suppMame A ~|geceint Date  Totaloty Cost
2617M ; 99100 - 0B-07-2003 1000000 B,000.0000 USD = i
Indusiries Ltd =M ™ 2stapn B HE L ora0r cp.o7.2003 1000000 100000
Inchestries Ld
Selected Totals: Total Gty: Total Cost: Tatal Oty 1
Calculate Totalz I Group |
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date Cost Wariance Quantity Wariance Culrnng[;l Manual Group Earliest Due Cost Quantity
M 282101 99100 0908-2003 0.0000 00000 USD Select Humiber Dute Varisnce Vosiance
I eot 09.06-2003 (102 0000) (102 0000
=
Combing I Cence!l

Summary Match List Window

4. Click Cancel to close the window without saving any changes.

Summary Match Credit Notes and Credit Note Requests

Navigate: On the Credit Note Matching tab, click Summary Match. The Document
Summary Match Find window opens.
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'S RAC ea‘r’nu e lopged in as: Admin User ADMIN DB URL: jdbcoracleoci:@dvolrl4, Data Source: ms12 Log
Path: /u00/webadmin/product10.1.3/0racleAS_2/2eeireim13_MOSB_VaiOfiilog Authentication: DATABASE

[Document Summary Match Find

AP Reviewer |ADMIN Q|User, Adm

Supplier Q
Include Suppliers In Group

Credit Note Credit Note Request
Order Number Q Order Number Q
Location O\l— Location D\l—
Document ID (% for partial search) Document ID (% for partial search)
tem Q ttem Q)
Due Date @ to @ Due Date. @ to @
Document Date @ to @ Document Date: @ to @
Detais Exist | [v] DetaisExist | [v]
Currency o Currency o
Document Cost to Document Cost to

Refresh Cancel

Document Summary Match Find Window

Search for and retrieve a supplier whose credit notes you want to match. The
Document Summary Match List window opens.

ummary Match List
SSupplier: 1234500000-James Hardie Industries Ltd
Invoices - Unmatched
order Locetion invoice  Totsl TotelMerch Cusr In Dets =) Location _ _ dwell Tohy
Select Ho, Hame |41 =l inwoice  Date Cost  Code Hew Ext Heceipt  dual - derch
- Jﬁ':m — a e S Select Mo, SuppMame [ T|Receipt Date  TotalQty Cost
28701 : Sa100 08-07-2003 1000000 8,000.0000 LSD = i
r ndustries Ltd l g [ ostan SMesHade e 5o7a01 0e07.2000 1000000 1000
Industries Lid
Selected Totals: Total Oty: Total Cost: Total Oty 1
Calculate Totalz I Omupl
Groups - Auto Groups - Manual
Select Order Mo. Location Earliest Due Date Cost Variance Quantity Wari CIIIrBIIW;I Manual Group Earliest Dus Cost Quantity
[ 282101 99100  09-06-2003 00000 00000 USD Select Humiber Dute Variance Vorinee
C &m 09.06.2003 (102.0000) (1012.0000)
|
Combing Canceil

Summary Match List Window
2. In the unmatched area, select the credit notes and credit note requests you want to
match.

a. To add credit notes or credit note requests to the matching area, select the check
box to the left of the invoice or the receipt you want to add. Click the down
arrow ll button.

b. To remove credit notes or credit note requests from the matching area, select the
check box to the left of the invoice or the receipt you want to remove. Click the
up arrow il button.

3. If the Credit Notes and the Credit Note Requests match within tolerance, click
Online Match. You return to the main menu.
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Note: If you fail to create a summary match, you may
begin detail matching. Click Details to open the Detail
Matching window. If details are not present, you can
add details to a credit note. Click the Document Number
to begin adding details.

4. When you are finished making summary matches, click Cancel to close the window
and return to the main menu.

Detail Match Credit Notes

Detail matching provides the last level of matching possible. The Document Detail Match
List window contains two tabs to help you match credit notes and credit note requests at
the line item level.

* In Discrepancy Items tab: Use this tab to match line items on credit notes and
credit note requests. Discrepancies can be sent for cost resolution or quantity
resolution.

= In Balance Items tab: Use this tab to view line items on a credit note and credit
note request that match within tolerance.

This section includes the following detail credit note matching instructions:
*  Group Credit Notes and Credit Note Requests for Detail Matching
* View the In Balance Items Tab

Group Credit Notes and Credit Note Requests for Detail Matching

Navigate: On the Credit Note Matching tab, click Summary Match. The Document
Summary Match Find window opens.

-I El‘t’nuale logged in as: Admin User ADMIN DB URL: jdbcorscle:oci:@dvolid4, Data Source:rms12 Log

Path: /ul0/webadminiproduct/10.1.3/0racleAS_Z/Zeelreim13_MOSE_VaiOffilog Authenfication: DATABASE
Document Summary Match Find

AP Reviewer ADMIN Q
Supplier Q

Include Suppliers In Group

Credit Hote Credit Note Request

Order Number O\ Order Number O\
Location Q ’— Location Q] ,—
Document ID (% for partial search) Document ID (% for partial search)
ltem Q ftem Q
Due Date ﬂ to E Due Date ﬂ to ﬂ
Document Date ﬂ to ﬂ Document Date ﬂ to ﬂ
Details Exist hd Details Exist v
Currency ol Currency of

Document Cost to Document Cost to

Refresh Cancel

Document Summary Match Find Window

1. Search for and retrieve credit notes and credit note requests for detail matching. The
Document Summary Match List window opens.
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ummary Match List
ISupplier: 1234500000-James Harde Industries Ltd
Invoices - Unmatched
order ';:I'““"" \vgice  Totsl TotslMerch Curr In Dets = Location i _ dmaTo
Select Mo, Hame Tl invoice  Date Cost Code Rev Ext Qrder Receipt  Avall Mereh
- Jﬁ‘:m WY — a S Select Ho, SuppMame |A! ~|Receipt Date TotalGty Cost
28170 ; 99100 - 08-07-2003 1000000 80000000 USD = i
r Industries Lid B TH ¥ [ 2stem "hm::’f;sus 227301 08.07-2003 1000000 100.00]
Selected Totals: Total Oty: Total Cost: Total ty: 1
Cadculate Totals I Grougp |
Groupe - Auto Groupe - Manual
Select Order Mo. Location Earliest Due Date Cost Wariance Quantity Wari Cnlrnnw;l Manual Group Earliest Due Cost Quantity
™ 282101 89100  09-0B-2003 0.0000 00000 USD Select Humber Dute Varisnce Vosignce
I oen 09.08-2003 (102 0000) (102 0000)
=
Cotmbine Canceil

Summary Match List Window

In the unmatched area, select the credit notes and credit note requests you want to
match.

a. To add credit notes or credit note requests to the matching area, select the check
box to the left of the credit note or the credit note request you want to add. Click

the down arrow ll button.

b. To remove credit notes or credit note requests from the matching area, select the
check box to the left of the credit note or the credit note request you want to

remove. Click the up arrow il button.
Click Details. The Document Detail Match List window opens.

rmesedewi21 Authentication: DATABASE Log

@l
Detail Matchin
In Discrepancy ltems In Balance ltems
ftem Unit Cost Quantity
Select ftem  Item Deseription WPH In Rey Match Receipt Cost Order Cost Invoice Cost Variance Win Tolerance Receipt Oty Invoice Oty Wariance Win Tolerance - |
[T 100852001 re [*] C I 10000 10000 00000 es I 402 0000 (102.0000) Nin
YT
Detail ltem Grouping
Invoice Receipt
SelecttemVPHInvoice  Date Cost 081 oty Cost MatchDeals Ho records found
Ho records found
Totals: Total Oty: Total Cost: Total Oty: Total Cost:
Quantity Variance Oty Variance % Within Oty Tolerance
Cost Variance Cost Wariance % ‘Within Cost Tolerance

Ok Detail Mstch Cast Resolition Gty Resohfion Spitt Freceipt

Detail Matching Window

To match items on credit notes to items on credit note requests:

Match Documents 41



Match Credit Notes

a. On the In Discrepancy Items tab, select the check box to the left of the item you
want to match.

b. Click the down arrow ll button. The document is added to the Detail Item
Grouping area.

5. Remove line items as necessary:

a. In the Detail Item Grouping area, select the check box to the line item you want
to remove.

b. Click the up LI arrow button. The line item is removed from the Detail Item

Grouping area.
6. Resolve discrepancies:

a. Click Cost Resolution to resolve cost discrepancies. The Cost Selection window
opens.

Adrnin Uzer ADMIN DB URL: jdbe:oracle:thin-@mspvip73 us.oracle.oom:4521:dvol022 Data Source: rmssedewi21 Authentiaation: DATABASE Log

5 . (7]
e 2log

Cost Selection

Prerchandise Invoice NEANYVOICE
jOrder 285211

[Correct Unit Cost

Mem 100027400-100027400

Location 1000000001 Mrnespolis
Supplier 5150-cads test

Currency USD

* Order 17,8500
)l Involoe 1.0000
" Other

| (4]

Cost Selection Window

b. Click Qty Resolution to resolve quantity discrepancies. The Quantity Selection
window opens.

MIN DB URL: jdbe:oracle:thin: @mspvip?3.us.oracle comi 1521:dvolil22 Data Source: rmasedevi2{ Authentication: DATABASE Log al
Quantity Selection
pMerchandise Invoice INVOICENTMNEW
ptem 100027400-100027400
Correct Quantity
* Receipt 0.0000
) yolee 200 D000
 Otner
Receipt Quantity
Ho records found
o 2]

Quality Selection Window

c. Click VAT Resolution to resolve VAT discrepancies. The VAT Selection window
opens.

7. Click Detail Match. The items are ready to match.

8. After you have matched all the credit notes and credit note requests, click OK.

View the In Balance Items Tab

Navigate: On the Credit Note Matching tab, click Summary Match. The Document
Summary Match Find window opens.
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'S RAC En":'ﬂu are lopged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolr)4, Data Source: rms12 Log

Path: /u00/webadmin/product/10.1.3/OracieAS_2/jZeaireim13_MOSB_ValOfiflog Authentication: DATABASE
[Document Summary Match Find

AP Reviewer | A0MIN Q |User, Adm

Supplier =

Includs Suppliers In Group

Credit Note Credit Note Request
Order Number Q. Order Number Q
Location O\l— Location O\l—
Document ID (% for partial 2earch) Document ID (% for partial 3zarch)
ftem =% Item O\
Due Date @tu @ Due Date ﬂ to ﬂ
Document Date @ to @ Document Date: ﬂ to @
Detais Exist | |v] Details xist | v
currency o currency o
Document Cost to Document Cost to

Refresh Cancel I

Document Summary Match Find Window

1. Search for and retrieve credit notes and credit note requests for detail matching. The
Document Summary Match List window opens.

MIN DB URL: jdb
ISupplier: 1234500000-James Hardie Industries Lid
Iwaices - Unmatched S
Order Locetion invice  Totsl TotslMerch Curr In Dets =] Location i _ MuelToh
Select Mo, Hame |41 Tliwoice Date Cost  Code Rew Ext Grder teceipt  fual - Mereh
- J%:W Y — e e S Select Mo, SuppMame |A! =] Receipt Date TotalGty Cost
2681701 : 99100 L_-_ 0B-O7-2003 1000000 80000000 LUSD
r dustries Ltd BT " ™ 2stent YMESHAE s soram ca.or.z00a 1000000 1000
Induestries Lid
Selected Totals: Total Gty: Total Cost: Total Oty: 1
Caiculate Totalz I Oml.pl
Groups - Auto Groupe - Manual
Select Order Ho. Location Earliest Due Date Cost Variance Quantity Wari Cnlrnnwd Manual Group Earliest Dus Cost Quantity
M 282100 99100 09-05-2003 0.0000 00000 USD Seloct Humber Date Variance Valanee g
Cosm 09.06.2003 (1020000 (102.0000)
Combine Cence!l

Summary Match List Window
2. Click Details. The Document Detail Match List window opens.
3. Click the In Balance Items tab.
4. Click OK to close the window.

Match Invoices

Summary Match Invoices

In the summary matching windows, you can match invoices and receipts that have not
been matched previously through the auto-match process. By limiting the invoice and
receipt criteria on the Summary Match Find window, you can view similar invoices and
receipts.
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After you find the invoices and receipts you want to match, you can match auto-groups
or manual groups. Auto-groups are created when you when you enter the Summary
Match window. An auto-group is created by ReIM and consists of potential matches
between receipts and invoices. If you modify an auto-group in any way, it becomes a
manual group.

Manual groups are created when you select an invoice and a receipt in the unmatched
area. Your selection is held in the Group - Manual area until you verify that the variances
fall within tolerance.

This section includes the following summary invoice matching instructions:
»  Search for Invoices and Receipts to Match
* Create Groups

=  Summary Match Invoices and Receipts

Search for Invoices and Receipts to Match

Navigate: On the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.

) RACLEWW are logged in as: Admin User ADMIN DB URL: jdbc:oraclesoci @dvold4, Data Sourse: ms12 Log

Path: /u0D/webadmin/product/10.1.3/OracleAS_2/2eelreim3_MOSB_VatOffflog Authentication: DATABASE
Invoice Summary Match Find

AP Reviewer JADMIN o
Supplier Q
Include Suppliers In Group

[ Invoice Receipt
Order Number O\ Order Number D\
Location O\r— Location O\f—
sas | [¥]
Document ID (% for partial search) Receipt D\
tem Q tem Q
Due Date o £
Receipt Date @ to @
Document Date E to @
Detais Bxist [ [w]
Currency Q, Currency Q

Document Cost o Receipt Cost o

D Limit to inveice driven search Hide groups with receipt overages

Refresh Cancel

Invoice Summary Match Find Window

1. Enter criteria to make the search more restrictive. You must enter at least one search
criterion.

2. Click OK. The Summary Match - Supplier List window displays the invoices and
receipts for each supplier that match the search criteria.
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ORM E;‘r’nu are logged in E Admin IJsa ADMIN ﬁB URL'debl::ﬁade:crﬁ:ﬁMvDIrﬂ-i. Dala Source: ms12 Log

Path: /ul0/webadmin/product/10.1. 3/OracleAS_2(j2eaireim13_MOSB_VatOfiflog Authenticafion: DATABASE

Summary Match - Supplier List
Supplier Hlame Supplier Ho. of Invoices No. of Receipis
MS0B Supplier! US 993 1 &
General Book Supplier 3030 0 1
Local Supplier #1 25800 0 2
Local Grocery Supplier #1 6000 0 2
MS0B Supplier? CZ 665 0 1
Battery Supplier 3020 1 0
Coca Cola - Charlofte 2400 z 4
Cancel |

Summary Match - Supplier List Window

In the Supplier Name field, click a supplier name. The Summary Match List window
opens.

) RAC Ef.ﬁ"ﬂu are logged in as: Admin User ADMIN DB URL: jdbc:oracle:oci:@dvolrd4, Data Source: msi12 Log

Path: /u0Diwebadmin/product/10.1.3/CradeAS_D/jJeeieim13_MOSB_VatOfiflog Authenfication: DATABASE

Summary Match List
|Supplier: 3030-General Book Supplier

Invoices - Unmatched Receipts - Unmatched
Location : Avail
Order Supp ———— Invoice Total TotalMerch Curr [n Dets Location
Select No.  Hame Invoice Date Gty Cost Code Rev Ext foiar elin (A ] Ghelidlae e b
Select No.  Name Receipt  Date Qty Merch Cost Code
No records found General
[ 3601 Book 111 2201 01-12-2008 30 300.0000 USD
Supplier
Selected Totals: Total Qty: Total Cost: Total Qty: Total Cost:
Calculate Totalz Group
Groups - Auto Groups - Manual
Select Order No. Location EarliestDue Date CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
No records found Select Humber Date Variance Variance  Currency
No records found

Combine Cancel

Summary Match List Window

a. If the records for that supplier are in use, the View Locks button appears.
b. Click View Locks. The View Locks window opens.

Note: To switch between the locked invoices and
locked receipts views, click the tabs.

c. Click Cancel to close the window.

4. Click Cancel to close the window without saving any changes.

Create Groups

Navigate: On the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.
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) RACLE.‘.’W are logged in as: Admin User ADMIN DB URL: jdbcorade oci @dvoli04, Data Source: ms12 Log

Path: /u00/webadmin/product/10.1.3/0racleAS_2j2eekeiml3_MOSB_VatOffllog Authenfication: DATABASE
Invoice Summary Match Find

AP Reviewer DM
Supplier

Include Suppliers In Group

Invoice Receipt
Order Number Q, Order Number Q
Location O\I— Location O\I—
Staus [x]
Document ID (% for partial search) Receipt Q
e o) fem Q

A

Due Date @ to @

Receipt Date ﬂ to m
Document Date ﬂ to ﬂ

Detais Exist
Currency D\I— Currency O\l—
Document Cost to Receipt Cost to
[ Limtto invoice driven search Hide groups with receipt overages

Refresh Cancel

Invoice Summary Match Find Window

1. Search for and retrieve a supplier whose invoices you want to match. The Summary
Match - Supplier List window opens.

" - R " CI ”Q‘-.-ﬁi;";;é'i' ed in as: Admin User ADMIN DB URL: jdbzoracle:oci:@dvolr04, Data Source: rms12 Log

Path: /ul0/webadmin/product’10.1.3/OracleAS_Zij2eefreim13_MOSB_VatOffillog Authentication: DATABASE

Summary Match - Supplier List
Supplier Name Supplier No. of Invoices No. of Receipts
MS0B Supplier! US 993 1 8
General Book Supplier 3030 0 1
Local Supplier #1 2800 ¢ 2
Local Grocery Supplier#1 6000 0 Z
MS0B Supplier? CZ 666 ] 1
Battery Supplier 3020 1 0
Coca Cola - Charlotte 2400 2 4
Cancel |

Summary Match List Window

2. To create a manual group:

a. Inthe Invoices - Unmatched area, select the check box to the left of the
invoice you want to match.

b. In the Receipts - Unmatched area, select the check box to the left of the
receipt you want to match.

c. Click Group. The match appears in the Manual Match - Group area.
3. To combine multiple groups:

a. Select the check boxes to the left of groups you want to combine.

Note: You can combine auto-groups with auto-groups, auto-
groups with manual groups, or manual groups with manual
groups.

b. Click Combine. Your new group appears in the Manual Match - Group area.
4. Click OK to continue creating manual groups.
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Summary Match Invoices and Receipts

Navigate: On the Invoice Matching tab, click Summary Match. The Invoice Summary

Match Find window opens.

Invoice Summary Match Find

) R | E-.'.'uu are logged in as: Admin User ADMIN DB URL: jdbcoracleioci-@dvol04, Data Source: ims12 Log

Path: /u00/webadmin/product/10.1.3/OracleAS_2/j2eelreim13_MOSE_VatOffilog Authentication: DATABASE

AP Reviewer [ADMIN Q Juser, Adm
lof

Include Suppliers In Group

Supplier

Invoice Receipt

Order Number
Location
Slatus

Document ID (% for partial search)

ftem
Due Date ﬂ to ﬂ
Document Date ﬂ to ﬂ

Details Exist

Currency
Document Cost to

[ Limt te invoice driven ssarch

Order Number

Location

Receipt

ltem

Receipt Date

Currency

Receipt Cost

Hide groups with receipt overages

Refresnl Canoe\l

Invoice Summary Match Find Window

Match List window opens.

ORACLE"..".

ath: /ud
Summary Match List

Supplier: 3030-General Book Supplier
Invoices - Unmatched

lopged in as: Admin User ADMIN DB URL: jdbcoraclesoci:@dvolrd4, Data Source:ms12 Log
0iwebadminiproduct/10.1. 3/OradeAS_2/j2esireim13_MOSB_ValOfifiog Authenticaion: DATABASE

Search for and retrieve a supplier whose invoices you want to match. The Summary

Combine | Cancel

Receipts - Unmatched
Location Avail
Order  Supp Invoice Total TotalMerch Curr In Dets Location s .
Order  Supp Receipt Total Avail Total Curr
Select No. N Alldaf Dats Cost Cod Re Ext S
fo.  [Hame | Invoice  Date GOty Lost ode lev bd Select Ho.  Name Receipt Date Oty MerchCost Code
No records found General E—
[] 3601 Book 1111 3201 01-12-2008 20 200.0000 USD
Supplier
Selected Totals: Total Qty: Total Cost: Total Qty: Total Cost:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order llo. Location EarliestDueDate CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
No records found Select Number Date Variance Variance  Currency

No records found

Summary Match List Window

To begin matching, in the Groups area:
a.
Match area appears.
b.
Match - Manual Match area appears.

In the Groups - Auto area, click the Order No. The Summary Match - Auto

In the Groups - Manual area, click the Manual Group Number. The Summary

Groups must fall within tolerance before you can match them. You can try to

eliminate the tolerance by:
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Adding invoices or receipts to the matching area. In the unmatched area, select
the check box to the left of the invoice or the receipt you want to add. Click the

down arrow ll button.

Removing invoices or receipts from the matching area. In the Summary Match
area, select the check box to the left of the invoice or the receipt you want to

remove. Click the up arrow LI button.

4. Click Online Match. If a match is created, the Summary Match List window displays
the auto-groups and manual groups.

Note: If you fail to create a summary match, you can
begin detail matching. Click Details to open the Detail
Matching window.

5. When you are finished making summary matches, click Cancel to close the windows
and return to the main menu.

Detail Match Invoices

Detail matching provides the last level of matching possible. The Detail Matching
window contains two tabs to help you match invoices and receipts at the line item level.

a.

b.

In Discrepancy Items tab: Use this tab to match line items on invoices and
receipts. Discrepancies can be sent for cost resolution or quantity resolution, or
you can split a receipt quantity.

In Balance Items tab: Use this tab to view line items on an invoice and receipts
that match within tolerance.

This section includes the following detail invoice matching instructions:

Group Invoices and Receipts for Detail Matching
Split a Receipt
View the In Balance Items Tab

View Deals Associated with Invoices or Orders

Group Invoices and Receipts for Detail Matching

Navigate: On the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.
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invoice Summary Match Find

. ACLE'TDU are |ogged in &s: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolil4, Dafa Source: rms12 Log

Path: jul0/webadmin/product/10.1.3/0racleAS_2/j2eefreim13_MOSB_VstOffilog Authenfication: DATABASE

AP Reviewer DM
Supplier

0,

Incluge Suppliers In Group

Invoice

Order Number Q
O\I
Status [¥]

Document D (% for partial search)

Location

ttem O\
Due Date ﬂ to @
Document Date ﬂ 1o m
Detals Exist
Currency O\I—
Document Cost 1o

D Limit to invoice driven ssarch

Receipt

Order Number Q
Location O\I
Receipt O\
tem Q
Receipt Date ﬂ to m
Currency O\I
Receipt Cost o

Hide groups with receipt overages

Refreshl Cancel

Invoice Summary Match Find Window

Search for and retrieve invoices and receipts for detail matching. The Summary

Match List window opens.

Path: /ul0/webadmin/product10.1.3/OracleAS
Summary Match List

Supplier: 3030-General Bock Supplier

Invoices - Unmatched

(O I-"AC En"r’nu are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvoli4, Data Source: ms12 Log

‘eeireim13_MOSB_VatOfillog Authentication: DATABASE

Receipts - Unmatched

Location Avail
Order  Supp Invoice Total Total Merch Curr In Dets Location .
Order  Supp Receipt Total Avail Total Curr
Select MNo. N I Dati Cost Cod Re Ext IR
Ho.  Hame | Invoice  Date Gty Lost ode Hev I select No.  Name Receipt Date  Qty Merch Cost Code
Ho records found General —
[1 3601 Book 1 2201 01-12-2008 0 200.0000 USD
Supplier
Selected Totals: Total Qty: Total Cost: Total Qty: Total Cost:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location EarliestDue Date CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
No records found Select Humber Date Variance Variance Currency
Mo records found

Combine | Cancel

Summary Match List Window

Group invoices and receipts as necessary.

In the selected totals area:
a.
Match area opens.
b.
Match - Manual Match area opens.

Click Details. The Detail Matching window opens.

In the Groups - Auto area, click the Order No. The Summary Match - Auto

In the Groups - Manual area, click the Manual Group Number. The Summary
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In Balance ltems

Hem Unit Cost Quantity
Select tem lem Description WPH In Bev Mateh  Receipt Cost Order Cost Inveice Cost Variance Win Tolerance Receipt Oty Invoice Oty Variance Win Tolerance J
Ho records found

Detail Matching

In Discrepancy tems

/|
Al vl
Detail item Grouping
Invoice Receipt

Invoice  Unit Order Invoice Extended = Receipt  Unit  Receipt Extended =

Select Mem VPH iwoice Date Cost Cost Gty  Cost MatchDeals Select ftem VPHReceipt Date  Cost Oty Cost  Deils

W NV 2800041 7

[ [

Total Cost: 1020000 Total Qty: 1000000 Total Cost: 100.0000

Totals: Total Qty: 102.0000

Within Gty Tolerance hlo
Whthin Cost Tolerance ‘ez

Oty Variance % (2,0000)
Cost Variance % 00000

O Detail Match Cost Resolutior

Quantity Variance (2,0000)
Cost Variance 00000

Gty Resohtion Spit Receipt

Detail Matching Window
To match items on invoices to items on receipts:

a. On the In Discrepancy Items tab, select the check box to the left of the item you
want to match.

b. Click the down arrow ll button. The document is added to the Detail Item
Grouping area.
Remove line items as necessary:

a. In the Detail [tem Grouping area select the check box to the line item you want to
remove.

b. Click the up LI arrow button. The line item is removed from the Detail Item
Grouping area.

If the invoice and receipt match within tolerance:

a. Click Cost Resolution to resolve cost discrepancies. The Cost Selection window
opens.

b. Click Qty Resolution to resolve quantity discrepancies. The Quantity Selection
window opens.

Click Detail Match. The items are posted for payment.

After you have matched all the items on an invoice, click OK to post the invoice for

payment.

Split a Receipt

Navigate: On the Invoice Matching tab, click Summary Match. The Invoice Summary

Match Find window opens.
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#You are logged in es: Admin User ADMIN DB URL: jdbcoracleoci:@dvolrD4, Data Source: rms12 Log
. RAC Le Path: /ju00/webadminiproduct/10.1.3/OracleAS_2/j2eeieim13_MOSE_VatOffilog Authentication: DATABASE
invoice Summary Match Find
AP Reviewer DM Q |User, Admin
Supplier O\
Incluge Suppliers In Group
| !
[
Invoice Receipt
Order Number Q Order Number Q
Location O\I Location O\I
Status [¥]
Document D (% for partial search) Receit O‘
o o} tem Q
Due Date ﬂ to @
Receipt Date ﬂ to @
Document Date ﬂ 1o m
Details Exist ‘ v
Currency O\I Currency O\I
Document Cost to Receipt Cost 1o
[ Limit to invoic driven ssarcn Hide groups with receipt overages
Refresh | Cancel

Invoice Summary Match Find Window

Search for and retrieve invoices and receipts for detail matching.
Group invoices and receipts as necessary.

In the Detail Item Grouping area, select the check box to the left of the receipt you
want to split.

Click Split Receipt. The Split Receipt window opens.

MIN DB URL jdbeoracle:thin:.@mspvip?3.us.oracle com:1521:dvol22 Do rmssedeviZ1 Authentic

on: DATABASE Log @|

Split Receipt

em 100EE200M - re

Receipt 701 Q

Quantity Available 1000000

Excess Quantity |
OK Cancel I

Split Receipt Window

In the Excess Quantity field, enter the amount you want to remove from the receipt.
Click OK. The Detail Matching window opens.

Note: The quantity you removed from the receipt
appears on the In Discrepancy Item tab on the Detail
Matching window.

View the In Balance Items Tab

Navigate: On the Invoice Matching tab, click Summary Match. The Invoice Summary

Match Find window opens.
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'S RAC El‘:'ﬂu are lopged in as: Admin User ADMIN DB URL: jdbcoracleroci:@dvol04, Data Source:rms12 Log

Path: /Ju00/webadminiproducti10.1. 3/0OracleAS_2/j2ealreim13_MOSB_VatOffilog Authenfication: DATABASE
Invoice Summary Match Find

AP Reviewer [ADNIN Q |User, Adr
o

Supplier

Include Suppliers In Group

Invoice Receipt

Order Number O\ Order Number O\

Location Q, Location 0,
Status .

Document ID (% for partial search) Receipt @
tem Q tem Q
Due Date @ o @
Receipt Date ﬂ to @
Document Date @ to @

Defaik Exist
Currency Q Currency o}
Document Cost to Receipt Cost to

[0 Limit to inveics driven szarch Hide groups with receipt overages

Refresh Cancel

Invoice Summary Match Find Window

1. Search for and retrieve invoices and receipts for detail matching.
2. Click on the In Balance Items tab.
3. Click OK to close the window.

View Deals Associated with Invoices or Orders

Navigate: On the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.

'S RAC E"n’uu are logged in as: Admin User ADMIN DB URL: jdbc:oracle oci:@dvol4, Data Source: ims12 Log

Path: /ul0iwebadmin/product/10.1.3/OracleAS. 2/j2eeireim12 MOSB _VaiOffflog Authenticafion: DATABASE
Invoice Summary Match Find

AP Reviewer [AONMIN

Supplier
Include Suppliers In Group

Invoice Receipt

Order Number Q Order Number Q,
Location Q, Location Q
Slalus .

Q
Document ID (% for partial search) Receipt A
ltem Q ftem Q.
Due Date E to @
Receipt Date ﬂ to ﬂ
Document Date E to ﬂ

Details Exist
Currency Q, Currency Q
Document Cost to Receipt Cost to

[ Limt to invoics driven search Hide groups with receipt overages

Refresh Cancel

Invoice Summary Match Find Window

1. Search for and retrieve invoices and receipts for detail matching.
2. Group invoices and receipts as necessary.
3. To view deal associations:
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a. In the Invoice area, click Yes in the Invoice Deals Exist column. The Invoice Deals
window opens.

b. In the Receipt area, click Yes in the Order Deals Exist column. The Invoice Deals
window opens.

Click OK to close the window.
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Resolve Discrepancies

Cost Discrepancies

Resolve Cost Discrepancies

A cost discrepancy is the difference between the cost on a receipt and the cost on a
merchandise invoice. When there is a cost discrepancy in the system, in either the
retailer's or supplier's favor, a reviewer must do a cost review.

When a cost discrepancy is identified, you must review and reconcile the discrepancy.
Discrepancies are routed to reviewer groups. The cost discrepancy is based on a
comparison between the invoice and the receipt. If a receipt is not available, the invoice is
compared to the purchase order. Depending on your user permissions, you may or may
not be able to access this window or all discrepancies.

Cost discrepancies are created during the auto-match process when the invoice cost does
not match the purchase order cost. Cost discrepancies are also created when a debit
memo is disputed.

This section includes the following cost discrepancy resolution instructions:
= Resolve Cost Discrepancies

Navigate: On the Invoice Matching tab, click Cost Review List. The Cost Review List
window opens.

. RACLE. “You are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrD4, Data Source:rms12 Log

Path: /uD0/webadmin/product'10.1.3/OracleAS_2/j2eeireim13_MOSB_VatOffllog Authenfication: DATABASE

Cost Review List

Supplier Document Cash Reviewer AP
Department Class Supplier HName Tme_ Resolve B Discount Homie Order Location (o= MtoHl e Hotatlommnen Group  Reviewer
Alllse] - [Alllse] | Al|se| [ Al|% All v Date Allv| “pate |Al|¥[|AN]¥] Description Exceptions Amount  Currency | Al[¥) Alllw)
lo records found
Caneel

Cost Review List Window

1. Inthe No. of Line Exceptions column, click the line exception. The Cost Review
Detail window opens.

2. In the Item column, click the item number of the line you want to resolve. The Cost
Selection window opens.

3. In the Correct Unit Cost area, select the correct cost of the item: order, invoice, or
other. If you select Other, enter the amount in the field to the right.

4. Click Next. The Cost Variance Resolution window opens.
5. Inthe Apply area:

a. In the Enter Reason ID field, enter the reason ID, or click the LOV button to select
a reason.

Note: You cannot apply a reason code of Debit
Memo Cost or Credit Memo Cost to a child invoice
that results from a split invoice. The invoice must be
routed to Accounts Payable for resolution.

b. Inthe Amount field, enter the monetary amount of the discrepancy.
c. Add comments as necessary.
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d. If necessary, in the Re-route to Group field, enter the ID of the review group to
which you want to send this, or click the LOV button to select a group.

e. Click Apply. The information is added to the Resolution area.
6. To delete a resolution you have added:

a. On the list of cost discrepancy resolutions, select the check box next to the
resolution you want to delete.
b. Click Delete.
¢.  You are prompted to confirm the deletion. Click OK.
7. Click OK to save your changes and close the window.

Quantity Discrepancies

When a quantity discrepancy has been identified, you must review and reconcile the
discrepancy. Discrepancies are routed to reviewer groups. The quantity discrepancy is
based on a comparison between the invoice and the receipt. If a receipt is not available,
the invoice is compared to the purchase order. Depending on your user permissions, you
may or may not be able to access this window or all discrepancies.

Quantity discrepancies are created during the auto-match process when the invoice
quantity does not match the purchase order quantity. Quantity discrepancies are also
created when a debit memo is disputed.

Resolve Quantity Discrepancies

Navigate: On the Invoice Matching tab, click Quantity Review List. The Quantity Review
List window opens.

) RACLemm are Iogged in as: Admin User ADMIN DB URL: jdbcioracle:oci:@dvolr04, Data Source: rms12 Log

Path: ju00/webadmin/product10.1.3/0racleAS_2/jZeeieim13_MOSE ValOfiflog Authenfication: DATABASE
Quantity Review List

Resolve By Supplier  Document Freight Payment AP
Past Due g S—Lfm oL Type L Ll T—HE Quantity Invoice  Total Document Reviewer L
L AN g A lisaf| 91 A1 laa Al [RSIAL A" Al A1 e All¥|  Document Difference  Date Amount Group Alljx
No records found

Quantity Review List Window
1. In the Quantity Difference column, click the amount. The Quantity Review Detail
window opens.

2. In the Item column, click the item number of the line you want to resolve. The
Quantity Selection window opens.

3. In the Correct Quantity area, select the quantity of the item. If you select Other, enter
the quantity in the field to the right.

4. Click Next. The Quantity Variance Resolution window opens.
5. Inthe Apply area:

a. In the Enter Reason field, enter the reason ID, or click the LOV button to select a
reason.

Note: You cannot apply a reason code of Debit
Memo Quantity or Credit Memo Quantity to a child
invoice that results from a split invoice. The invoice
must be routed to Transportation for resolution.

b. In the Quantity field, enter the number of units in dispute.

c. Add comments as necessary.
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d. If necessary, in the Re-route to Group field, enter the ID of the group to which
you want to send this, or click the LOV button to select a group.

e. In the Receipt field, identify the receipt associated with the discrepancy.
f. Click Apply. The information is added to the Resolution area.
6. To delete a resolution you have added:

a. On the list of quantity discrepancy resolutions, select the check box next to the
resolution you want the delete.

b. Click Delete.
c.  You are prompted to confirm the deletion. Click OK.
7. Click OK to save your changes and close the window.

VAT Discrepancies

A value added tax (VAT) discrepancy is the difference between the VAT on a receipt and
the VAT on a merchandise invoice. When there is a VAT discrepancy in either the
retailer's or supplier's favor, a reviewer must do a VAT review. VAT discrepancies can
also exist for header-only invoices.

When a VAT discrepancy is identified, you must review and reconcile the discrepancy.
Discrepancies are routed to reviewer groups. The VAT discrepancy is based on a
comparison between the invoice and the receipt. If a receipt is not available, the invoice is
compared to the purchase order. Depending on your user permissions, you may or may
not be able to access these windows or all discrepancies. Header-only VAT discrepancies
are resolved on the Invoice Maintenance Header and Detail windows.

VAT discrepancies for header-level-only invoices are created during the auto-match
process when the invoice VAT does not match the purchase order VAT. VAT
discrepancies for invoices with details are created after the invoice is created, when the
entered VAT information for an item does not match the system-maintained VAT
information for the item.

This section includes the following VAT discrepancy resolution instructions:
* Resolve VAT Discrepancies
= Resolve Header Level VAT Discrepancies

Resolve VAT Discrepancies

Navigate: On the Invoice Matching tab, click VAT Review List. The VAT Review List
window opens.

ORACLec‘r'Du ere logged in as: Admin User ADMIN -~ DB URL: jdbcoracle:oci:@dvolr04, Data Source: rms12 Log
Path: juD0/webadmin/producti10.1.2/OracleAS_2/j2eefreim13_MSOBOff VaiOn/log Authenfication: DATABASE
AT Review List
Sugghe_r Sugghe_rl‘l_ame Documey‘lﬂme M_ Loca_(ion

Al ¥ A”_V_ A"_” Resolve By Date  Route Date |2/ ¥ A"_” Location Description  Total Document Amount Currency No. of Line Exceptions

llo records found

Cancel

VAT Review List Window
1. In the No. of Line Exceptions column, click a numbered line exception. The VAT
Discrepancy Detail window opens.

2. In the Item column, click the item number of the line you want to resolve. The VAT
Discrepancy Detail Selection window opens.

3. Inthe Correct VAT area, select the correct VAT for the item: System VAT or Invoice
VAT.
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4. Click Next. The VAT Discrepancy Detail Resolution window opens.
5. Inthe Apply area:

a. In the Enter Reason ID field, enter the reason ID, or click the LOV button to
select a reason.

b. Add comments as necessary.
6. Click OK to save your changes and close the window.

Resolve Header Level VAT Discrepancies

Navigate: On the Invoice Matching tab, click VAT Review List. The VAT Review List
window opens.

ORMLGO‘I’W are logged in as: Admin User ADMIN DB URL: jdbc:oreclecoci:@dvol04, Data Source: ms12 Log
Path: /Ju00/webadminipreduct/10.1.3/0racleAS_2/j2ee/ieim13_MSOBOf VatOn/log Authentication: DATABASE

AT Review List
Supplier Supplier Name Document Type rder Location
T F I
ﬂ_] H[] Resolve By Date Route Date if*" |A_T[V Location Description  Total Document Amount  Currency Ho. of Line Exceptions
llo records found
Cancel

VAT Review List Window

1. In the No. of Line Exceptions column, click a 0 line exception. The Invoice
Maintenance Header window opens.

2. Add or Update the VAT breakdown:
a. Click the Total VAT Cost hyperlink. The VAT Breakdown window opens.

WAT Breakdown

Ex VAT Basis VAT Code VAT Rate VAT Amounts

0.0000 CEM 10 0.0000 ;I
0.0000 o] 10 0.0000
0.0000 E 30 0.0000
0.0000 I 1] 0.0000
0.0000 MEK 22 0.0000

5,397 0000 ¥ 40 2,158,8000
0.0000 s 10 0.0000

Total:

ok | Colcuste Totl | [(Cancel |

VAT Breakdown Window
b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.
Click Calculate Total. The amount of VAT appears in the Total field.

Add Invoice Details
1. Click Details. The Invoice Maintenance Detail window opens.
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ADMIN DB URL: jdbo:oraclehin @mspvin?3.us oracle. com: 4521 dvol 022 Dat : imasedevi21 Authentioation: DATABASE Log @
Invoice Maintenance Detail
nvoice: INV281801
[Supplier: 1234500000-James Hardie Industries Lid Currency: USD

Total Invoice Merch Cost: 1010000 Total Inveice Gty: 101 0000

Select  Receipt Receiving Location Description Order Ho. Total Receipt Amount Receipt Oty Avail Total Oty Receipt Date
[ 2men BOS ABC 261801 100.0000 100.0000 100.0000 08-07-2003

select all

lear a1 Default from Feceipts | Defaut from Oreer |
[tems

@ fem © wpni00502000 O Invoice Gty 1010000 Unit Gost 1.0000 AT Code - Rate |5- 100 =] Addien | Updatetem |

Delete tem YPH Description Invoice Oty Supplier Unit Cost  Inv. Unit Cost VAT Code VAT Rate  WAT Discrepancy Cost Ex VAT

[ 10086200 re 100 0000 1.0000 1.0000 s 0 = 100.0000

elect all

lear =l
Totals Total tems: 1 Total Invoice Quantity: 1000000 Total Extended Cost: 1000000

Invoice Quantity Variance: (1.0000) Extended Cost Varlance: (1.0000)
Ol I Delete Rems Cancel

Invoice Maintenance Detail Window

2. Add details as necessary. (See "Add Details to a Merchandise Invoice" for more
information.)

3. Click OK to save the changes and close the Invoice Maintenance Detail window.

4. Click OK to save the changes and close the Invoice Header Maintenance window.
You return to the VAT Review List window.

Memos and Requests

In addition to creating merchandise and non-merchandise invoices, you can create
different types of memos, notes, and requests. You can create the following types of
documents:

* Credit memo — cost
* Credit memo — quantity
= Credit note
= Credit note request — cost
= Credit note request — quantity
= Credit note request - VAT
*  Debit memo — cost
* Debit memo — quantity
= Debit memo - VAT
This section includes the following credit memo and request instructions:
= Create a Credit or Debit Document
* Reverse a Debit Memo
= Void a Credit Note Request

Create a Credit or Debit Document

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.
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#You are logged in as: Admin User ADMIN - DB URL: jdbcioracie:oci:@dvoir04, Data Source: rms12 Log
= RAC Le Path: /uD0/webadmin/preduct/10.1. 30OracleAS_2/j2eefreim13_MOSB_VatOffilog Authentication: DATABASE
Document Search
Document Tyue| Credit Note: M Uccrent b, fu;;:r:‘:}‘ |
Status
endor Type Wendor | Q,
Order Number l— Q, Location | Q
AP Reviewer | oy |
In Cost Review Cost Reviewer Group | O\l
In Quantity Review Quantity Reviewer Group I O\I
DocumentDateRange | #lw[ 41 DusDateRange [ @lw[ A&
Currency I O\I Consignment Deal
DucumentCostRﬁngeI ml QuantrtyRangal ml
Receipt I Q ftem I aQ
Payment Terms. I O\I Freight Payment Type
Details Exist Pre-paid Invoice
Refresh | Cancel I

Document Search Window
1. In the Action field, select New.

In the Document Type field, select the document type.
3. Click OK. The Document Maintenance Header window opens.

= R #'ou are logged in as: Admin User ADMIN DB URL: jdbcoracle oci:@dvolil4, Data Source: rmsi12 Log
ACI—E Path: /ul0/webadmin/product/10.1.3/0racleAS_2/j2eaieim13_MOSB_VatOfflog Authentication: DATABASE
+ Maint Heand
el
Create ID: ADMIN
Document IIJ:| Supplier: O\
Order No:i 0\ %
Lucation:l O\I
Document Type: Credit Note Document Currency: Exchange Rats:
Document Status: Consignment
RTV Chargeback Ind: Fixed Deal
RTV Order No: Complex Deal
Approve Date:
Document Date:|01-20-2002481
Payment Terms: 163
Due Date: |0
Deal:
Total Merchandize Cost: 0.0000
Total Non-Merch Cost: 0.0000
Total Document Cost: 0.0000
Ref Mo. 1: Document Cty: 0
RefMNo. 2:
RefNo. 3:
Ref No. 4:
0K | OK+Repeat I Detailz | Approve | lote Heverze I fo ;I Commentz I Cancel I

Document Maintenance Header Window
4. Inthe Document ID field, enter the number of the document.

5. In the Supplier field, enter the supplier ID, or click the LOV Q button to select a
supplier.
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6. Inthe Order No. field, enter the order ID associated with the document, or click the
LOV ﬂ button to select a document number.

Note: You can search for a purchase order by receipt,
receipt date, and location information.

7. In the Location field, enter the location ID, or click the LOV ﬂ button to select a
location.

8. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise Cost
window opens.

Non Merchandise Cost
Document ID: 1

Amount (]

Carrier Credit Allowance 0.0000]|
rch Allowance (Perf 0.0000
0.0000

0.0000;
Cusgtoms Br 0.0000
Customs Duty 0.0000
0.0000
0.0000
Deliver 0.0000
Discount - Incentive 0.0000

GL Cross-reference for
Segment1 Segment2 Segment3 Segment4 Segment5 Segment& Segment? Segment8 Segment® Segment 10

Type: Company  Location Account Department Class Affiliate Future1 Future? Future3 Futured

Total
oK Calculate Total I Cancel |

Non-Merchandise Cost Window

b. In the non-merchandise fields, enter the non-merchandise charges.
c. Click Calculate Total. The sum of the costs appears in the Total field.
d. Click OK to save your changes and close the window.

9. Add comments as necessary.

Add Details to the Document
1. Click Details. The Document Maintenance Detail window opens.
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RAC E-s"r'nu ane logged in as: Admin User ADMIN DB URL: jdbc:oracle:ociy@dvoirl4. Data Source: msi2 Log

Path: /udD/webadminproduct10.1.3/0racleAS 2/jZeaieim13 MOSE_VatOffilog Authenfication: DATABASE
Document Maintenance Detail

Document ID: 1 Document Type: Credit Note
Currency: USD Supplier: 3020-Battery Supplier
Items

Q Amount Document
item . Per Unit Doc Prefix \D Add All tems I
Reason
Q
Code I N Quantity Add ftem

Delete ite Description Reason Code Description Amt Per Unit Quantity Extended Cost

No records found

=elect all
clear all
Total ltems: [ Totals 0 0.0000

QK I Delete ftems I Cance\l

Document Maintenance Detail Window

In the Item field, enter the item ID, or click the LOV ﬂ button to select an item.
In the Amount per Unit field, enter the unit cost of the item.

In the Reason Code field, enter the reason that the item is in dispute.

In the Quantity field, enter the number of units in dispute.

In the VAT Code - Rate field, select the VAT information.

Click Add Item.

Click OK to save your changes and close the window.

O 0 NG LD

Click OK to save the changes and close the window.

Reverse a Debit Memo

Navigate: On the Document Maintenance tab, click Document Search. The Document
Search window opens.

ORAC es‘l'ﬂu sre logged in as: Admin User ADMIN DB URL: jdbcoraderoci: @dvol04, Data Source: mmsi2 Log
I Path: /u00/webadmin/producti10.1.3/OracieAS_2/jZesiieim13_MOSE_VatOfilog Authentication: DATABASE

IDocument Search
cton
Document '.'ype| Credit Note tf] Pocient S fosr::rl;tina}\ |
Status
Vendor Type Vandurl Qi
Order Number I— Q Lecation I O\I
AF Reviswer | oy
In Cost Review Cost Reviewer Group | O\I
In Quantity Review Quantity Reviewer Group l O\I
Document Date Range l—m to l_.@ Due Date Rangs i—ﬂ to [—@
Currency I O\I Consignment Deal
Document Cost Rangel o | Quantty Rangs I tu!
Receipt !— Q, ftem I 0\!
Payment Terms I O\I Freight Payment Type
Detallz Exist Pre-paid Invoice
ok | Refresh | cancel |

Document Search Window
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1.

Search for and retrieve a debit memo in View mode. The Document Maintenance
Header window opens.

ORAC Es"r’nu are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrl4, Data Source: rms12 Log
Path: /ul0/webadmin/producti10.1.3/OracleAS_2/j2eaieim13_MOSB_VatOfillog Authenfication: DATABASE

Document Maintenance Header
Create ID: ADMIN
Document ID:I Supplier: C‘\
OrderNo:I D\ %
Lucation:l O\I
Document Type: Credit Note Document Currency: Exchange Rate:
Document Status: Conzignment
RTW Chargeback Ind: Fixed Deal
RTV Order No: Complex Deal
Approve Date:
Document Date: [01-20-2002480
Payment Terma:
Due Date: |0
Deal:
Total Merchandize Cost: 0.0000
Total Non-Merch Cost: 0.0000
Total Document Cost: 0.0000
Ref No. 1: Document Qty: 0
RefNo. 2:
Ref No. 3:
Ref No. 4:
QK I OK+Repeat l Detailsl ADprave | Note I Heverse I -:;I Comments: I Canceli

Document Maintenance Header Window
Click Details. The Document Maintenance Detail window opens.

ORAC E-s"r’nu are logged in as; Admin User ADMIN DB URL: jdbcioracle:oci:@dvolrl4, Data Source: msi12 Log
Path: /ul0/webadmin/product’10.1.2/0OradeAS_2/j2eaireimi3 MOSB_VatOffflcg Authentication: DATABASE

Document Maintenance Detail

Document 10: 1 Document Type: Credit Note
Currency: USD Supplier: 3020-Battery Supplier
Items

a Amount Document
item . Per Unit Doc Prefix i} Add Alltems I
Reason

Q I
Code I ~ Quantity Add tem

Delete Item Description Reason Code Description Amt Per Unit Quantity Extended Cost
Ho records found
zelect all
clear all
Total ltems: [ Totals ] 0.0000

QK I Delete ttemz i Cance\l

Document Maintenance Detail Window
Adjust the details so that the quantities and amounts in question remain.
Click OK. The Document Maintenance Header window opens.
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5. Click Reverse. A credit memo is created in disputed status.

Void a Credit Note Request

Navigate: On the Document Maintenance tab, click Document Search. The Document

Search window opens.

ORAC e-a"r'uu are logged in as: Admin User ADMIN - DB URL: jdboiorade:oci-@dvolr04, Data Source: ms12 Log
Path: /u0Diwebadmin/product10.1.3/OracleAS_2(2eaireim13_MOSB_VatOffilcg Authentication: DATABASE

Document Search

v]

Document Type | Credit Note

Document ID (% for uartiall

Document Date Range I @ to I @

search)
Status
Wendor Type Uendurl O\i
Order Numberl Q, Location I O\I
AP Reviewer I O\l
In Cost Review Cost Reviewer Group I O\I
In Quantity Review Quantity Reviewer Group l O\I

Due Date Range @tu @

Lo ]

Currency I O\ Consignment Deal
Document Cost Range | to) Quantity Range | to]
Receipt I Q tem ! O\I
Payment Terms I O\l Freight Payment Type
Details Exist Pre-paid Inveice

Refresh I Cancell

Document Search Window

In the Action field, select Void Credit Note Requests.
In the Document Type field, select the appropriate document type.

search criteria.

ORACLE"

Click Search. The Document Find window displays the documents that match the

You are logged in as: Admin User ADMIN DB URL: jdbcoraclesoci:@dvolrld, Data Source: rms12 Log Path: /u00/webadmin/producti10.1. 3/0recieAS _2,

Document Find )l

Doc Status

Select Doc Type Prefix Doc D Al

F o~ ise Invoice SKG12021824 1 Matched

D K ise Invoice SKG120181385 1 Ready for Match

[[] Merchandgise Invoice INV 3001 Ready for Match

D K Invoice SKG120218240885300000000000000 Matched

D Merchandise Invoice NV 3002 Ready for Match

£ ow Invoice SKG120181385132300000000000000 Ready for Match
1

Doc Date Ordier Due Date Vendor Vendor Desc Location Location De:
- R T R I
01-17-2008 4502 02-17-2008 Z400 Coca Cola - Charlotte 1511 Phoenix
01-14-2008 3901 03-31-2008 2400 Coca Cela - Charlotte 1511 Phoenix
01-12-2008 3001 02-11-2008 3020 Battery Supplier 1 Charlotte *
01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1421 Portland
01-12-2008 3002 02-11-2008 999 MSOB_Supplier1_US 400 MS0B_Store3_0
01-14-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1421 Portland

Pay Invoice I Delete Cancel

Document Find Window

Maintenance Header window opens.
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Memos and Requests

‘ou are logged in as: Admin User

racle:cci:@dvolr04, Data Source: ms12 Log

Path: /uD0/webadmin/product/1
Document Maintenance Header

—

Document ID:

Dacument Type: Credit Note

Document Status:
RTV Chargeback Ind:
RTV Order No:
Approve Date:

Document Date: 01-20-200241

Payment Terms:

Due Date:

Deal:

Ref No. 1:
Ref No. 2:
Ref ho. 3:
Ref No. 4:

3OracleAS .

0K | OKeRepeat | Detais | Approve

eeireim13_MOSB_VatOfillog Authenfication: DATABASE

Create ID: ADMIN

Supplier: D\
Order No:l O\ %
Lucation:l O\I

Document Currency: Exchange Rate:
Congignment
Fixed Deal

Complex Deal

Total Merchandize Cost: 0.0000
Total Non-Merch Cost: 0.0000
Total Document Cozt: 0.0000
Document Qty: 0

£ HE Joid Comments I Cancell

Document Maintenance Header
Click Void.
Click OK to close the window.
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System Options

System Administration

In the System Options window, you can define system-wide parameters that affect the
functions of Oracle Retail Invoice Matching. You indicate how long the system maintains
various documents, and you enter the unique codes that ReIM uses to identify document

types.

Updated settings are available for all users who log on after the changes are made. To see
the changes reflected in Oracle Retail Invoice Matching, you must log out and log on

again.

This section includes the following system options instructions:

* Maintain the System Variables

= Maintain the Document Prefixes

Maintain the System Variables

Navigate: On the Administration tab, click System Options. The System Options window

opens.
System Options
Documert History Days 20 Close Open Receipt Days a0
Post Dated Document Days 10 Cost Regolution Due Days 3
Debit Memo Send Days 1 Gty Resolution Due Days 2
e Tolerance % 100,000 Days Before Due Date 3
Defautt Pay Mow Terms 163 O\F1 001.00% 0435 043
Include YAT Processing Mo VAT Regolution Due Days a

Calc Tolerance. & Percent O 10,0000 %
Amourt

Detautt Header Y AT from Details Mo

VAT Walidation Type

WAT Document Creation Level ftem

Dehit hema Prefix-Cost D
Credit Mote Request Prefix-Cost  CHC
Credit Memo Prefix-Cost ChC

Dehit hema Prefix-YAT Dby

lote: To activate any system option changes made, you must first log out of Invoice Matching.

Debit Memo Prefix-Gty DG
Credit Mote Request Prefix-Gty ChG
Credit Memo Prefix-Gty CMG

Credit Mote Reguest

Prefix-YAT 2k

System Options Window

1. On the upper part of the screen, edit the enabled fields as necessary.

Field

Description

Document History Days

The number of days documents stay the Invoice
Matching system before they are purged.

Post Dated Document Days

How many days old a document can be when entered
into the system.

Debit Memo Send Days:

The number of days after the receipt of an invoice before
a debit memo can be sent.
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Max Tolerance %

The maximum tolerance allowed for any invoice
throughout the system.

Default Pay Now Terms

The terms applied to an invoice that is due immediately.

Close Open Receipt Days

The number of days that a shipment can remain in Ready
for Match status before it is automatically closed.

Cost Resolution Due Days

The number of days in which a reviewer must resolve a
cost discrepancy.

Qty Resolution Due Days The number of days in which the buyer must resolve a
quantity discrepancy (also seen as Qty Resolution Due
Days).

Days Before Due Date The number of days you must wait before routing begins.

Include VAT Processing Whether Invoice Matching should check for value added

tax on invoices and differences between the value added
tax on invoices and receipts.

Calc Tolerance %

The percentage by which header and detail amounts can
differ and still be considered equal. This is used to
account for insignificant errors in rounding between
header and detail level totals. For example, a header may
show an invoice total as $1025.31, while the detail area
may show it as $1025.308. If the percentage difference is
less than the Calc Tolerance % value, the amounts will be
considered equal.

Default Header VAT from
Details

Whether header level VAT information must be entered
before invoice details can be entered. Set this to Yes to be
able to proceed to the details screen without entering
VAT information. Set this to No to require VAT
information in the header before invoice details can be
entered.

VAT Resolution Due Days

The number of days in which VAT discrepancies should
be resolved.

VAT Validation Type

The method to use when matching value added tax
amounts. VAT resolution requires the VAT on the invoice
and receipt to match. Invoice VAT uses the VAT on the
invoice. System VAT uses the VAT on the receipt.

VAT Document Creation
Level

Whether VAT debit memos and VAT credit note requests
are created at the Item or Full Invoice level.

Debit Memo Prefix-Cost

The prefix that indicates that a document is a debit memo
due to cost.

Credit Note Request Prefix-
Cost

The prefix that indicates that a document is a credit note
request due to cost.

Credit Memo Prefix-Cost

The prefix that indicates a document is a credit memo
due to cost.

Debit Memo VAT Prefix-Qty

The prefix that indicates that a document is a debit memo

68 Oracle Retail Invoice Matching



archana
Line


Supplier Options

due to VAT quantity.

Debit Memo Prefix-Qty

The prefix that indicates that a document is a debit memo
due to quantity.

Credit Note Request Prefix-
Qty

The prefix that indicates that a document is a credit note
request due to quantity.

Credit Memo Prefix-Qty

The prefix that indicates that a document is a credit

memo due to quantity.

2. Click OK to save your changes and close the window.

Note: Changes are available to users who log on after
you have completed the changes. To see the changes
reflected, you must log out and log on again.

Maintain the Document Prefixes
Navigate: On the Administration tab, click System Options. The System Options window

opens.

System Options

Document History Days 20 Close Open Receipt Days a0
Post Dated Document Days 10 Cozt Resolution Due Days 3
Debit Memo Send Days 1 Gty Resolution Due Days 2
Mz Tolerance % 100.000) Days Before Due Date 3
Defaut Pay Mow Terms 163 Q\FT 001 .00% 043 045

Include AT Processing Mo WAT Resolution Due Days a

Calc Talerance. & Percent O 10.0000 %
Amourit

Default Header % AT from Details Mo

WAT YWalidation Type

AT Document Creation Level fem

Debit Memo Prefix-Cost D Debit Memo Prefix-Gty Dz
Credit Mote Request Prefix-Cost  CNC Credit Mote Request Prefix-Gty CHG
Credit Memo Prefix-Cost ChiC Credit Memo Prefix-Gty ChWa
Debit Memo Prefix- AT DAy Ot el Y

Prefix-4AT

Hote: To activate any system option changes made, you must first log out of Invoice Matching.

System Options Window

On the lower part of the screen, edit the enabled fields as necessary.

2. Click OK to save your changes and close the window.

Note: Changes are available to users who log on after
you have completed the changes. To see the changes
reflected, you must log out and log on again.

Supplier Options

In the Supplier Options window, you can indicate how invoices from each supplier
should be matched. You can associate a specific accounts payable reviewer to a supplier,
and you can create linked suppliers.
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Supplier Options

This section includes the following supplier options instructions:
* Maintain a Supplier
= Create a Grouped Supplier
*  Delete a Grouped Supplier

Maintain a Supplier

Navigate: On the Administration tab, click Supplier Options. The Supplier Options
window opens.

upplier Options

petails

APReviews!  DEMO1 Q

ooo
P ES

[¥] ROG Dats Albwed
Hel hvsices unti Credt Nole s received

5800 Dett Memo. | Always v

Ciose Open Recept Days. 3
Discrepancy Days Befors Routig o

0K | OKeRepest Suppler Group Optins Cancel

Supplier Options Window

1. In the Supplier field, enter the supplier ID, or click the LOV Q| button to select a
supplier.
Click Query. The supplier details are displayed.
3. Inthe AP Reviewer field, enter the ID of an accounts payable reviewer, or click the
LOV Ql button to select the reviewer that you want to associate with the supplier.
4. Edit the enabled fields as necessary:
= Invoices for Supplier Manually Paid: Select the check box to indicate that
invoices from this supplier should be paid manually.
=  Match Invoices to Receipts from Other Suppliers: Select the check box to indicate
that the retailer can pay suppliers other than the one listed for the invoice.
= Always Use Invoice Terms: Select the check box to indicate that the terms date on
the invoice is always used to pay an invoice.
= ROG Date Allowed: Select the check box to use the receipt of goods date to
determine the due date of an invoice.

= Send Debit Memo: Select the frequency to indicate when to send a debit memo.
The Send Debit memo is set to Always. In case Send Debit Memo is set to Never
or Only when Credit Note is late, the credit note request document can be sent.
The Supplier Option window will have the field - Hold Invoice until Credit Note
received enabled.

Vo are Iogged m ax: Admin Uses ADMIN 08 URL. dbao
Jina log.

upplier Options.

betsis

ok | oKimepest Suppler Group Options. | Caneel

System Options Window
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= Close Open Receipt Days: Enter the number of days that a receipt remains in the
system without an invoice. After the number of days has passed, the receipt is
posted for payment.

= Discrepancy Days Before Routing: Enter the number of days that quantity
discrepancies should be held before routing for resolution.

5. Click OK to save your changes and close the window.

Create a Grouped Supplier

Note: Any changes you make to one supplier in a group
applies to all suppliers in the group

Navigate: On the Administration tab, click Supplier Options. The Supplier Options
window opens.

Supplier Options

Supplier | o Query

Details

AP Reviewer Q

Invoices For Supplier Manually-Paid

Match Invoices to Receipts from other Suppliers
Alvways Use Invoice Terms

ROG Date Allowed

Send Debit Memao Alveays

Cloze Open Receipt Days

Dizcrepancy Days Before Routing

0K I OK+Repeat Supplier Group Options Cancel

Supplier Options Window

1. In the Supplier field, enter the supplier ID, or click the LOV ﬂ button to select a
supplier.

2. Click Query. The supplier details are displayed.

3. Click Supplier Group Options. The Supplier Group Options window opens.

DIRACLEE:..... i e i

Supplier Group Options

Supplier: 2400-Coca Cola - Charlatte
Supplier| Q) Al

D Total Header Quartity Recuired
Match Total Quantity

Delete Supplier I} Supplier Hame i
Ho records found -
v
A >
Ok I Delete

Supplier Group Options Window

4. Inthe Supplier field, enter the supplier ID, or click the LOV Qj button to select a
supplier.

5. Click Add.
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6. Select the enabled options as necessary:

= Total Header Quantity Required: Select the check box to indicate that each
invoice requires a total quantity be entered.

* Match Total Quantity: Select the check box to indicate that the total quantity
must be matched for the invoice and the receipt.

7. Click OK to save your changes and close the window.

Delete a Grouped Supplier

Navigate: On the Administration tab, click Supplier Options. The Supplier Options
window opens.

Supplier Options

Supplier Q, Query |

Details

AP Revigwer I Q

Invoices For Supplier Manually-Paid

Match Invoices to Receipts from ather Suppliers
Always Use Invoice Terms

ROG Date Allowed

Send Debit Memo Abavsys

Close Open Receipt Days

Discrepancy Days Before Routing

oK | Ok +Repest Supplier Group Options Cancel

Supplier Options Window
1. In the Supplier field, enter the supplier ID, or click the LOV Qj button and select a
supplier.
Click Query. The supplier details are displayed.
3. Click Supplier Group Options. The Supplier Group Options window opens.
ORACLE ... ins 212 esreinis w03 icaion DATaBASE

Supplier Group Options

Supplier: 2400-Coca Cola - Charlotte
Supplier| Q Add

D Total Header Quantty Required
Match Total Quantity

Delete Supplier ID Supplier Hame ry
Ho records found

v
Ve

OK I Delete I

Supplier Group Options Window

4. On the list of suppliers that are linked to the original supplier, select the check box
next to the supplier you want to delete.

5. Click Delete.
6. You are prompted to confirm the deletion. Click OK.

7. Click OK to save your changes and close the window.
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General Ledger Accounts

Use the general ledger accounts windows to maintain the parameters that determine the
accounts to which the invoices are exported in the financial system. You must create the
accounts to which the invoices are assigned.

In the GL Option window, you can create a template for the general ledger account that
your company uses. You can also assign dynamic segments to accounts, so that invoices
post to accounts based on company, department, class, or location. After the general
ledger account format has been assigned, it cannot be changed.

This section includes the following general ledger accounts instructions:
= Create a General Ledger Account Cross Reference
= Define General Ledger Options

Create a General Ledger Account Cross Reference

Navigate: On the Administration tab, click GL Cross Reference. The GL Cross-Reference
window opens.

(GL Cross-reference

Set Of Books I Q

Cros:
Type |Norvmerchandise Codes »| Q Query

o] Lonnge| oo

GL Cross-reference Window

1. Inthe Set of Books ID field, enter the identifier that applies to this cross reference.

Note: The Set of Books ID field appears only if your system uses
multiple sets of books. Multiple sets of books is enabled or
disabled by a system option set by the system administrator.

1. Inthe Cross Reference Type field, select the account category.

2. In the next field, enter the ID of the type of account you are creating, or click the LOV
ﬂ button to select an account type.

3. Click Query. The account segment fields are enabled.

In the Segment fields, enter the account segments.

Note: If a segment has been marked dynamic, you can
leave the field blank.

5. Click OK, the GL Cross-reference Details window opens.

System Administration 73



Reason Codes

ug oracle com: 1521

freimeonding.log
GL Cross-reference
Set Of Bocks i |1 L]

=5} O, Cong Adilerch Allowsnce (Pert duery

ORIy Lioecation Accoang Doegartiment s Arnbate Fuue] Future Fuuras Fuiured
NMCB7205EG IMCB720SE G2 IMCE720SEGS [IMCB7 20SE G4 IMCB? 205EGS IMCB7 20SEGE BMCE? 20SEGT IMCE720SEGE IMCBT20SEGH MCBF 20SEG10

OiH OksRapast I Cancel

GL Cross-reference Details Window

6. Click OK to save your changes and close the window.

Define General Ledger Options
Navigate: On the Administration tab, click GL Options. The GL Options window opens.

T3 A =1 g==+vouaelogged in as: Admin Uset ADMIN DB URL: jdbocoracle thin @mspvipd2. us oracle 6omi1521:dvel041, Data Source: me12 Log g
. MLE Path: /reim1 Aagthentication: DATABASE E)
GL Options
Set O1 Books ki
Q
ey |
04 | _concel|

GL Options Window

1. In the Set of Books ID field, click on the LOV ﬂ button to select the Set of Book.

2. Click on the Query button to view the corresponding GL Options. The GL Options
Details window opens.

e.com: 192 1dvel 022 Data

GL Dptians

St Of Boaks Id

Scgment Label (ynamic
compony

Locetion &

Acoount
Copariment [
Clpas [ ]
Alfiiats
Fubured
Future?

Future3
Fubured

N =)

GL Options Details Window

3. Click OK to save your changes and close the window.

Reason Codes

In the Reason Code Maintenance window, you can set up and maintain reason codes.
Reason codes are used to resolve discrepancies between receipts and invoices. A
discrepancy originates when the price or quantity variance exceeds acceptable tolerance
levels. After you create the reason code, you must associate it with an action that helps
you resolve the discrepancies.

This section includes the following reason code instructions:
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= Create Reason Codes
=  Edit Reason Codes

=  Delete a Reason Code

Create Reason Codes

Navigate: On the Administration tab, click Reason Code Maintenance. The Reason Code
Maintenance window opens.

S

Reasen Code Maintenance

Reason

Reason Code Type Cote

IComments Hint

Reason Code

Description grtion

Discrepancy Write-Otf

Apply |

Comment 4
Required

v Accounting Distribution | ]

Reason Code Reason
Delete Type Code

|:| Ciost Discrepancy 105
Ciost Discrepancy 110
Cost Discrepancy 115
Cost Discrepancy 120
Cost Discrepancy 125
Cost Discrepancy 130
Cost Discrepancy 135
Cost Discrepancy 140

Cost Discrepancy 145
Cost Discrepancy 150

Ciost Discrepancy 205
Cost Discrepancy 210

Cost Discrepancy 215

e (W W (W ) W (W (W (W (W W W

Cost Discrepancy 220

Reason Code Description
Pos. Cost Discrep-Price Protection not
taken

Pos. Cost Discrep-Price Drop
Pos. Cost Discrep-MOF DFI Allowance
nat taken

Poz. Cost Dizcrep-Freight Alowance
nat taken

Poz. Cost Discrep-Defective Allowance

not taken

Pos. Cost Discrep-DFI Allovesnce not
taken

Pos. Cost Discrep-DFI2 Allowesnce not
taken

Poz. Cost Discre-DFI3 Allowsance not
taken

Cost Discrep-Requires Accounts
Payshble action

Cost Discrep-Requires Buyer action

Cost Claim-Price Protection nat given on

invaice

Cost Claim-Price Drop not given on
invaice

Cost Claim-MDF DF1 Allowy not given on
invaice

Cost Claim-Freight Allowe not given on

ok |

Action
Receiver Cost Adjustment
CrderReceiptiSupplier Cost
Receiver Cost Adjustment
CrderReceipt/Supplier Cost
Receiver Cost Adjustment Order and
Receipt Only
Receiver Cost Adjustment Order and
Receipt Only
Receiver Cost Adjustment Order and
Receipt Only
Receiver Cost Adjustment Order and
Receipt Only
Receiver Cost Adjustment Order and
Receipt Only
Receiver Cost Adjustment Crder and
Receipt Only

Reroute Cost Discrepancy
Reroute Cost Discrepancy
Debit Memo Cost
Debit Memo Cost
Debit Memo Cost
Debit Memo Cost

Delete Cancel

Y ting s P =
Distribution Required Hint 7]
S|
S|

Reason Code Maintenance Window

In the Reason Code Type field, select the type of discrepancy for which you are
creating a reason code.

In the Reason Code field, enter an ID for the reason code.

In the Reason Code Description field, enter the description of the reason code.

In the Action field, select the action to resolve the discrepancy.

In the Comments Hint field, enter additional information that may be needed to
resolve the discrepancy.

If a comment is required when a reviewer is resolving the discrepancy, select the
Comments Required check box.

Associate a General Ledger Account with a Reason Code

1.

Click Accounting Distribution. The GL Cross Reference window opens.
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(GL Cross-reference

Set Of Books I Q

TABASE

Cros:
Type

| Non-merchandise Codes j Q,

(=T A /= =70 ore l0gged in 35 Admin User ADMIN DB URL: jdbeioracle thin @mspvip2.us.olele oom 1621:0vol041, Data Source: ms12 Log o

GL Cross-reference Window

Create the general ledger account cross reference.
Click Apply. The reason code is added to the table.

Click OK to save your changes and close the window.

Edit Reason Codes

Navigate: On the Administration tab, click Reason Code Maintenance. The Reason Code
Maintenance window opens.

L N

Reason Code Maintenance

Reason

Reason Code Type Code

[Comments Hint

Reason Code

Description gcton

Discrepancy White-Off

Apply

Comment
Required

v: Accourting Distribution O

A

Reason Code Reason
Delete Type Code

|:| Cost Discrepancy 105
Cost Discrepancy 110
Cost Discrepancy 115
Cost Discrepancy 120
Cost Discrepancy 125
Cost Discrepancy 130
Cost Discrepancy 135
Cost Discrepancy 1 40

Cost Discrepancy 145
Cost Discrepancy 150

Cost Discrepancy 205
Cost Discrepancy 210

Cost Discrepancy 215

(WY (W W W ) W Wl (W T (W] NN W

Cost Discrepancy 220

Reason Code Description
Pos. Cost Discrep-Price Protection not
taken

Pos. Cost Discrep-Price Drop

Pos. Cost Discrep-MDF OF) Alloweance
nct taken

Pos. Cost Discrep-Freight Alowance
nct taken

Pos. Cost Discrep-Defective Allowance

nct taken

Pos. Cost Discrep-DF1 Allowwance not
taken

Pos. Cost Discrep-DFI2 Allowance not
taken

Pos. Cost Digcre-DFI3 Allowance nat
taken

Cost Discrep-Reguites Accounts
Payable action

Cost Discrep-Reguires Buyer action

Cost Claim-Price Protection not given on

invoice

Cost Claim-Price Drop not given on
invoice

Cost Claim-MDF DF Allowe not given an
invoice

Cost Claim-Freight Allove not given on

Ok

Action
Receiver Cost Adustment
OrderReceipt/Supplier Cost
Receiver Cost Adustment
OrderReceipt/Supplier Cost
Receiver Cost Adiustment Crder and
Receipt Only
Receiver Cost Adiustment Crder and
Receipt Only
Receiver Cost Adustment Crder and
Receipt Only
Receiver Cost Adjustment Crder and
Receipt Only
Receiver Cost Adustiment Order and
Receipt Only
Receiver Cost Adustiment Order and
Receipt Only

Reroute Cost Discrepancy
Reroute Cost Discrepancy
Debit Memo Cast
Debit Memo Cost

Debit Memo Cost

Debit Memo Cozt

| Delete Cancel

ing C [

Distribution Requiredd Hint
bS]
s

Reason Code Maintenance Window

In the table, double-click the reason code you want to edit.

Update the enabled fields as necessary.

Click Apply. The reason code is updated.

Click OK to save your changes and close the window.
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Delete Reason Codes

Navigate: On the Administration tab, click Reason Code Maintenance. The Reason Code
Maintenance window opens.

User Groups

In the user group windows, you can define the level of access that each user has to Oracle

Reason Code Maintenance
Reason Reason Code 2 Comment 4
Heasantodeilype Code Description Rrton Required 1
Discrepancy Write-Off | Aceounting Distribution |
[Comments Hint |
N
Apphy
Reason Code Reason A it C: it C its o
Delete Type Code Reason Code Description Action Distribution Required Hint 1
. Poz. Cost Discrep-Price Protection not - Receiver Cost Adjustment
D [F0st Discrepancyl 05 taken OrderReceiptiSupplier Cost
Receiver Cost Adustment
] cost Discrepancy 110 Pog. Cost Discrep-Price Drop Order ReceiptiSuppler Cost
> Poz. Cost Discrep-MDF DFI Allowance  Receiver Cost Adustment Order and 1
D Cost Discrepancy 113 nat taken Receist Only
. Pos. Cost Discrep-Freight Allowsnce  Receiver Cost Adustment Order and
D Coskiscicoanon ot nat taken Receigt Only
3 Posz. Cost Discrep-Defective Alowance Receiver Cost Sdustment Order andd
D st Discrepancy(125 nat taken Receit Only
D Cost Discrepancy130 Pos. Cost Discrep-DFN Allowance not - Receiver Cost Adjustment Order anc
ot taken Receiat Only
. Pos. Cost Discrep-DFI2 Allowance not - Receiver Cost Adjustment Order and
D Cost Discrepancy 135 Sy Receipt Oy
. Pog. Cost Discre-DFI3 Allowwance not  Receiver Cost Acdjustment Order and
D Cost Discrepancy 140 rend Recelpt Only
. Cost Discrep-Reouires Accounts .
D Cost Discrepancy 145 Payable action Reroute Cost Discrepancy Yﬁ
[[] tostDiscrepancy150 Cost Discrep-Reguires Buyer action Reroute Cost Discrepancy Yj
[ Cost Discrepancy 205 ﬁiﬁcga'm'm'ce Protection not Oiven O by wemo Cost
] cost Discrepancy210 ﬁiﬁcga'm")”ce Dropnatgvenon by vemo Cost
[ costDiscrepancy 215 ﬁtﬁcga'm'MDF DEL o natgiven:an Debit Memo Cost
[ cCostDiscrepancy 220 iﬂiﬂalm—ﬁelgm Gl id i eyitn Debit Memo Cost W
ok | Deete Cancel

Reason Code Maintenance Window

On the list of reason codes, select the check box next to the reason code you want to

delete.
Click Delete.

You are prompted to confirm the deletion. Click OK.

Click OK to save your changes and close the window.

Retail Invoice Matching. You can assign the same level of access to a group of people.
After you create a role, you can further limit a user to specific locations,
departments/classes, or reason codes.

This section includes the following user group instructions:

* Create a User Group

= Delete a User Group

= Assign Users to a User Group

=  Delete a User from a Group

= Assign a Department/Class to a User Group

* Delete a Department/Class from a User Group

Assign a Location to a User Group
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Create a User Group

Delete a Location from a User Group
Assign a Reason Code to a User Group

Delete a Reason Code from a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups

window opens.

User Groups

Select

olelele]

User Group A
Admin
Demo Users
Limited Privs Users
SKG User

v
) e
CHET Mew | CEdt | Wiew | Copy

Delete

User Groups Window

ORACLE
Jiser Group Datails
sor G0y

fvstem Opsnes
uppler Dtins
bser Group Mansenance
casan Code Mainienance
fenersi Ledger Account Matenance
wlerance Maienance
hwoice Eiry
ocument Eniry
woice Dol
fsroup Entry Approval
D1 Raview
up Entry
frvoice Metching
o8t Dacrepancy Mamsnance
fruantty Dscresancy warsenance
/AT Dacrepancy Mairienance
ost Dacrepances Review
fruantty Discresances Review
\ccounts Payabie Review
eal Document Approval

hiemove ol 0n Document

Click New. The User Group Details window opens.

od im s Adin Uses ADMIN DB URL

T
Edt v
Edt
Edt v
Edt v
Bt v
Cresteft v
Edt v
Yes ¥
Yes ¥
Bt ¥
Bt ¥
Bt v
B w
Bt v
Edt v
A
a1
Yes
Yes %

=

jote: To activate any user group changes made, the user must firs! 1og out of Invoice Mstching.

0K | Mesbers DeparimentiCissen

Locstons | Resion Codes |  Cancel

User Group DetailsWindow

In the User Group field, enter the name of the user group.
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3. In the remaining fields, select the type of permissions a member of the user group
will have:

= Edit: User group members can add to and update the areas they are assigned to.

= View: User group members can access the designated areas, but they cannot
make any changes.

= None: User group members cannot edit or view the designated areas.
* Yes: User group members can perform the designated task.

* No: User group members cannot perform the designated task.

= All: All user group members can perform the designated function.

= Users Only: Only designated users within the group can perform the
designated function.

4. Click OK to save any changes and close the window.

Delete a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.

Select User Group A
Admin
Demo Users

Limited Prive Uzers

SKG User

A e

CEE| Mew | Edt | view | copy | Delte

User Groups Window

Select a user group.
Click Delete.
You are prompted to confirm the deletion. Click OK.

=L =

Click OK to save any changes and close the window.
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Assign Users to a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups

window opens.

User Groups

Select User Group A
© Admin
O Demo Users
() Limited Privs Users
O SKG User

v
af Je
CHKH mew | Edt | wiew | coev |

Delete

User Groups Window

1. Select a user group.

2. Click Edit. The User Group Details window opens.

Piser Group Details
901 37049

yatem Opfons

upplst Options

e Group Mabéenance

easan Cod Wainienance

franeral Ladger Account Manteoance
oierance Harenance

Edt ¥
Edt ¥
Edt %
Edt v
Edl ¥
Eit ¥

huice Exiry Cresufat v
ocument Eniry Edt ¥
woice Oeiete. Yes ¥
froup Entry Approval Yes ¥
Dl Review Et ¥

up Entry Bt

i aiching B v
uat Dacregancy Waktemance Bt ¥
fruanity Discrepancy Waiiensnce Bt ¥
/AT Discrapancy Wakienance |eat
ot DBCTEpINCEs Review Al v
Puantiy Discrapances Revisw Al v
ccounts Payabie Review Yea ¥
eal Docament Approval Yes ¥
jemove Hold On Document [ves )

iote: To activale any user group

] ot |

Locationg

Resson Coses | Cancel

User Group Details Window

3. Click Members. The User Group Members window opens.
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User Group Members
User Group Admi
Available Members Selected Members
Select Group - Select Group 4
User Al o] User Al v
User, Dema 1 Dema Users User, Admin Admin
User, Demo 2 Demo Lisers
User, Dema 3 Demi Users
User, Dema 4 Dema Users
User, Demo 5 Demo Lisers
User, Dema 6 Demi Users
User, Limited Privs Limited! Privs Users 4
=
EN
v v
< i > < -
OK Cancel

User Group Members Window

4. In the Available Members column, select the check box in the Select column next to
each user you want to add to the user group.

Note: To select all members, select the check box in the
header area.

5. Click the right arrow Ll button to move the users into the Selected Members
column.

6. Click OK to save any changes and close the window.

Delete a User from a Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.
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User Groups

Select User Group A
O Admin 1
() Demo Users
O Limited Privs Users
O SKG User

v
4 e
Mew | Edit | wiew Copy Delete

User Groups Window

Select a user group.

Click Edit. The User Group Details window opens.

vGoimcie Bt i 108 un.racle com 1021 tvhist4 Data Source; AMSSE |21 16THP dathertionticn. DATABASE Log Fain /wGwebadmin

Iser Group Datails
o0t Oroug
fiystam Opions. |Edt ™
uppiar Oplions il ¥
36 Group Waintenance: Bt ¥
a0 Code Maniznance 27
Ganeral Ledger Acoounl Mantensncs 2
werance Matenance it ¥
hwtice Entry Crestafst ¥
cument Entry it ¥
e Oesete: Yes ¥
foroup Eiry Approval Yes M,
DI Review Bl ¥
firoup Entry | Kt ¥
voice Matchng Bl ¥
08t Decregancy Maienancs Bt ¥
fruantiy Discrepancy aniznance £
AT Dicrepaney Walignance Bl M
o8t Decrepancies Review A v
fraantty Discragancies Review M v
Jrccaurits Payadls Raview Yea ¥
ol Docament Appeoval Yea ¥
fiamave Hold O Document ey
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User Group Deatils Window

Click Members. The User Group Members window opens.
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User Group Members

User Group Admin

Select
User
User, Demo 1
User, Demo 2
User, Demo 3
User, Dema 4
User, Demo 5
User, Demo 6

User, Limited Privs

Demo Users
Demo Users
Dema Users
Demo Users
Demo Users
Dema Users

Limited Privs Users

Selected Members

5 Select

iE

FOK | Cancel

User, dmin

User

Group i
Al v
Admin

User Group Members Window

4. In the Selected Members column, select the check box in the Select column next to

each user you want to remove from the user group.

Note: To select all members, select the check box in the
header area.

5. Click the left arrow Ll button to move the users into the Available Members

column.

6. Click OK to save any changes and close the window.

Assign a Department/Class to a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups

window opens.
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User Groups

Select
Admin
Demo Users

olelele]

SKG User

4

Limited Privs Users

User Group A&
v
e
Mew | Edit | wiew Copy Delete

User Groups Window

1. Select a user group.

2. Click Edit. The User Group Details window opens.
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3. Click Department/Classes. The User Group Department/Classes window opens.
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User Group Departmer

User Group Admin

Available Department/Classes Selected Department/Classes
Select A Select Group &
Department : Department Deptld  Class Class ID All [
Detergerts* Ho records found
Detergerts*
Pairt*
Pairt*
Pairt*
Pairt*
ActivityLearning
ActivityLearning A
ActivityLearning g

Alcohal and Ligueurs
Alcohal and Ligusurs
Alcohal and Ligusurs
Anslgesics
Analgesics

Art Supplies

Art Supplies

Art Supplies

4 ) > < V>

Cancel

User Group Department/Classes Window

4. Inthe Available Department/Classes column, select the check box in the Select
column next to each department/class you want to add to the user group.

Note: To select all department/classes, select the check
box in the header area.

5. Click the right arrow Ll button to move the department/classes into the Selected
Department/Classes column.

6. Click OK to save any changes and close the window.

Delete a Department/Class from a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.
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User Groups

Select User Group
Admin

Demo Users

Limited Privs Usars

SKG User

olelele]

4

COKH hew |

Edit |

e

gy

Copry I

Delete

User Groups Window

Select a user group.

2. Click Edit. The User Group Details window opens.

[iser Group Details
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User Groups Details Window

3. Click Department/Classes. The User Group Department/Classes window opens.
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6.

User Group Department/Classes

Available Department/Classes Selected Department/Classes
Select A Select Group &
Department : Department Dept ID Class Class ID | Al |
Detergents* Ho records found
Detergerts*
Pairt*
Pairt*
Pairt*
Pairt*
ActivityLearning
ActivityLearning A
ActivityLearning
Alcohal and Ligueurs g

Alcohol and Ligusurs
Alcohol and Ligusurs
Anslgesics
Anslgesics
Art Supplies
Art Supplies
Art Supplies

f ) > < V>

Cancel

User Group Department/Classes Window

In the Selected Department/Classes column, select the check box in the Select
column next to each department/class you want to remove from the user group.

Note: To select all department/classes, select the check
box in the header area.

Click the left arrow Ll button to move the department/classes into the Available
Department/Classes column.

Click OK to save any changes and close the window.

Assign a Location to a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.
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User Groups

Select User Group 4
@) Admin 2
O Demo Uszers
O Limited Privs Users
O K User

v
4 e
CERH Mew | Edit | wiew Copy |  Delete

User Groups Window

1. Select a user group.
2. Click Edit. The User Group Details window opens.
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User Group Details Window

3. Click Locations. The User Group Locations window opens.
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User Group Locations
User Group Admin
Available Locations Selected Locations
Select Loe Type & Select Loc Type &
Location LocID Al 1% Group Location Loc ID Al ¥ Group
MZ0B Test Loc for list 201 Store MZS0B_storet _OLHM _USD 200 Store &
MSOB_Test_Store_Vikas 8585 Store MSOB_Store2_oU2_USD 2000000000 Store &
Test store for o list 202 Store Jb company store 1 7003 Store &
test1 10000000 Store Charlatte * 1111 Store 8
Store-A 7440 Store Toronto an Store &
Stare-B 744 Stare Ctawa 3212 Stare S
Store-C 7442 Store “ancouver 331 Store & |
Stare-D 7443 Stare J Atlanta 21 Store &
Store-E 7444 Store Jacksonville 113 Store 8
test store - to not use 123456 Store Q Sydney® s Store &
MSOB_Stored_OLI2_EUR 4000000000 Store Melbourne 141 Store S
MSCB_nter_comp_tsf_store 203 Store Coeania Outlst BO00 Stare 3
Test Old Feature WH 996633 Wiarehouse Mashwille 1141 Store &
PS WareShouse 9333 Warehouse Dallas 1151 Store 8
WH-STA 744020 Wisrehouse Boston 121 Store &
Test_warehouse_Ra) 1100 Wiarehouse Mewy York 1221 Store S
s Philadelphia® 1231 Store & L
X P anda Sbnen 2 7
<l > < >
Pt Cancel

User Group Locations Window

4. In the Available Locations column, select the check box in the Select column next to
the each location you want to add to the user group.

Note: To select all locations, select the check box in the
header area.

5. Click the right arrow Ll button to move the locations into the Selected Locations
column.

6. Click OK to save any changes and close the window.

Delete a Location from a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.
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User Groups

Select User Group A
O Admin 1
() Demo Users
O Limited Privs Users
O SKG User

v
4 e
Mew | Edit | wiew Copy Delete

User Groups Window

Select a user group.

Click Edit. The User Group Details window opens.
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User Group Details Window

Click Locations. The User Group Locations window opens.
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6.

User Group Locations
User Group Admin
Available Locations Selected Locations
Select Loe Type & Select Loc Type &
Location LocID Al 1% Group Location Loc ID Al ¥ Group
MZ0B Test Loc for list 201 Store MZS0B_storet _OLHM _USD 200 Store &
MSOB_Test_Store_Vikas 8585 Store MSOB_Store2_oU2_USD 2000000000 Store &
Test store for o list 202 Store Jb company store 1 7003 Store &
test1 10000000 Store Charlatte * 1111 Store 8
Store-A 7440 Store Toronto an Store &
Stare-B 744 Stare Ctawa 3212 Stare S
Store-C 7442 Store “ancouver 331 Store & |
Stare-D 7443 Stare J Atlanta 21 Store &
Store-E 7444 Store Jacksonville 113 Store 8
test store - to not use 123456 Store Q Sydney® s Store &
MSOB_Stored_OLI2_EUR 4000000000 Store Melbourne 141 Store S
MSCB_nter_comp_tsf_store 203 Store Coeania Outlst BO00 Stare 3
Test Old Feature WH 996633 Wiarehouse Mashwille 1141 Store &
PS WareShouse 9333 Warehouse Dallas 1151 Store 8
WH-STA 744020 Wisrehouse Boston 121 Store &
Test_warehouse_Ra) 1100 Wiarehouse Mewy York 1221 Store S
s Philadelphia® 1231 Store & L
X P anda Sbnen 2 7
<l > < >
Pt Cancel

User Group Locations Window

In the Selected Locations column, select the check box in the Select column next to
each location you want to remove from the user group.

Note: To select all locations, select the check box in the
header area.

Click the left arrow Ll button to move the users into the Available Locations
column.

Click OK to save any changes and close the window.

Assign a Reason Code to a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.
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User Groups

Select

olelele]

4

User Group A
Admin #
Cemo Users
Limited Privs Users
SKG User

v
e
Mew | Edit | wiew Copy Delete

User Groups Window

Select a user group.

2. Click Edit. The User Group Details window opens.
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User Group Details Window

Click Reason Codes. The User Group Reason Codes window opens.
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User Group Reason Code

User Group Admin
Available Reason Codes Selected Reason Codes

Select Action Types A Selectp.icon Reason Codes Action Types

Reason Codes Reason Codes Description Al v Group Codes Description |2l
lo records found Pos. Cost
105 Discrep-Price Receiver Cost Adjustment Order/Receipt/Supplier Cost
Protection not taken

3 >

110 E‘\jsscrg:rsérice Drop Receiver Cost Adiustment Order/Receipt/Supplier Cost
Pas. Cost
Discrep-MOF DF|
Allovwance not
taken

Pos. Cost
Discrep-Fraight
Allovance not
taken

Pos. Cost
Discrep-Detective
Allovwancs not
taken

Pos. Cost
Discrep-DFI1
Allovvancs not
taken

Pos. Cost
Discrep-DFI2
Allovvancs not

115 Recsiver Cost Adjustmert Order and Receipt Only

120 Recsiver Cost Adjustmert Order and Recsipt Only

il

125 Receiver Cost Adjustment Order and Receipt Onby

130 Receiver Cost Adjustment Order and Receipt Onby

138 Receiver Cost Adiustment Order and Receipt Only

T > af ) i >

User Group Reason Codes Window

4. Inthe Available Reason Codes column, select the check box in the Select column next
to each reason code you want to add to the user group.

Note: To select all reason codes, select the check box in
the header area.

5. Click the right arrow Ll button to move the reason codes into the Selected Reason
Codes column.

6. Click OK to save any changes and close the window.

Delete a Reason Code from a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.
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User Groups

Select User Group
Admin

Cemo Users

Limited Privs Users

SKG User

olelele]

4

e |

e

e

Edt | Wiew Copy Delete

User Groups Window

1. Select a user group.

2. Click Edit. The User Group Details window opens.
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User Group Details Window

3. Click Reason Codes. The User Group Reason Codes window opens.
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User Group Reason Codes
User Group Admi
Available Reason Codes Selected Reason Codes
Action Types Action Types
Select Action Types & Selectp. eon Regson Codes Action Types +
Reason Codes Reason Codes Description All x| Group Codes Description | Al bd
Ho records found Pos. Cost
105 Discrep-Price Receiver Cost Adjustment Order/Receipt/Supplier Cost
Protection not taken
110 S : Receiver Cost Adiustment OrderReceipt/Supplier Cost
Discrep-Price Drop
Pag. Cost
Discrep-MDF DF|
N5 owence ot TECEver Cost Adiustment Order and Receipt Only
taken
Pos. Cost
& Discrep-Freight
120 wense ot REDEver Cost Adiustment Order and Receiot Ony
- taken
Pos. Cost
g5 DisorepDefective o o cost Adustment Order and Recsipt Only
Allowance not
taken
Pos. Cost
Discrep-DFH .
130 vancenot | TEDeiver Cost Adustment Order and Receipt Only
taken
Pos. Cost
" f3s penephel Recaiver Cost Adiustment Order and Receigt Only
3 Allowance not -
-y V> <f - y >
B Cancel

User Group Reason Codes Window

4. In the Selected Reason Codes column, select the check box in the Select column next
to each reason codes you want to remove from the user group.

Note: To select all reason codes, select the check box in
the header area.

5. Click the left arrow Ll button to move the users into the Available Reason Codes
column.

6. Click OK to save any changes and close the window.

Tolerance Levels

In the tolerance windows, you can define the amount of variance allowed between an
invoice and a receipt. If the variance is within the defined tolerances, the invoice can be
considered a match. You can define the following types of tolerances at the system level,
supplier level, supplier trait level, or department level:

= Invoice/document summary cost

= Invoice/document summary quantity
= Invoice/document line item cost

= Invoice/document line item quantity

You can define a tolerance only to the maximum percentage of system tolerance. When
you define a tolerance, the lower tolerance is included when calculating variance, while
the upper tolerance is excluded.

This section includes the following tolerance level instructions:
= Define the Tolerance Level for the System
= Delete a Tolerance Level for the System
= Define the Tolerance Level for a Supplier, Supplier Trait, or Department
* Delete a Tolerance Level for a Supplier, Supplier Trait, or Department
= Set Default Tolerance Level for a Supplier, Supplier Trait, or Department
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Define the Tolerance Level for the System

Navigate: On the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.

SN

[Tolerance Maintenance

Tolerance Level
O Suppler Q
O Supplier Trait Q,
© Department Q|
@ System

Cancel |

Tolerance Maintenance Window

In the Tolerance Level column, select System.

Click Next. The Tolerance Maintenance Detail window opens.

[Telerance Maintenance Detai
[Tolerance Level: System Currency USD)
Tolerance  Difference In Favor
&1l [s] of & [%]

Delete A
|:| Tolerance Difference In Favor Of  Lower Limit Inclusive  Upper Limit Exclusive Tolerance Value Tolerance Type F
|:| Invoice/Document Summary Cost Supplier 0.0000 1,000,000,000.0000 5%, Percent
|:| InvoiceDocument Line em Gy Supplier a 4 ,000,000,000 4.5% Percent
[0 InvoiceDocument Line ftem Gy Retailer o 1.,000,000,000 3.5% Percent
|:| InvoiceDocument Summary Gy Retailer a 4,000,000,000 B% Percent
|:| Invoice/Document Line ftem Cost Retailer 0.0000 1,000,000,000.0000 5.5%| Percent
|:| InvoiceDocument Summary Cost Retailer 0.0000 1,000,000,000.0000 B% Percent
|:| Invoice/Document Summary Gty Supplier o 1,000,000,000 5% Percent
|:| InvoiceDocument Line kem Cost Supplier 0.0000 1,000,000,000.0000 4 5%, Percent

-

« I

"t| OK+Repest | Refresh |  Add | Defauts | Delete | Cancel |

Tolerance Maintenance Detail Window

In the Tolerance field, select the type of tolerance you are creating.
In the Difference in Favor field, indicate in whose favor the tolerance should be.
Click Add. The next available line is enabled.

In the Lower Limit Inclusive and Upper Limit Exclusive fields, enter the tolerance
values.

In the Tolerance Value field, indicate the total amount allowed for the variance.
In the Tolerance Type field, indicate how the variance should be measured.

Click OK to save your changes and close the window.

Delete the Tolerance Level for the System

Navigate: On the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.
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[Telerance Maintenance

Tolerance Level
O Supplier Q,
9] Supplier Trait Q|
O Department Q|
® system

Cancel I

Tolerance Maintenance Window

In the Tolerance Level column, select System.
2. Click Next. The Tolerance Maintenance Detail window opens.

[Tolerance Maintenance Detail
[Telerance Level: System Currency USD)
Tolerance Difference In Favor
Al |w| of mi |2
Delete 4
D Tolerance Difference In Favor Of  Lower Limit Inclusive  Upper Limit Exclusive Tolerance Value Tolerance Type
|:| Invoice/Document Summary Cost Supplier 0.0000 1,000,000 000.0000 5% Percent
|:| Invoice/Document Line tem Gy Supplier i} 1,000,000,000 4 5% Percent
|:| Invoice/Document Line tem Gty Retailer o 1,000,000,000 5.5%|Percent
|:| Irvoice/Document Summary Gty Retailer o 41,000,000,000 6% Percent
|:| Invoice/Document Line fem Cost Retailer 0.0000 1,000,000 000.0000 5.5%| Percent
|:| InvoiceDocument Summary Cost Retailer 0.0000 1,000,000,000.0000 6% Percent
|:| Invoice/Document Summary Gty Supplier o 1,000,000,000 5% Percent
|:| IrvoiceDocument Line tem Cost Supplier 0.0000 1,000,000 ,000.0000 4.5% Percent
-
e >
UBiE | OMeRepest | Refresh | add Defouts | Delete |  Cancel |

Tolerance Maintenance Detail Window

In the Tolerance field, select the type of tolerance you are creating.
In the Difference in Favor field, indicate in whose favor the tolerance should be.
Click Add. The next available line is enabled.

In the Lower Limit Inclusive and Upper Limit Exclusive fields, enter the tolerance
values.

AR

In the Tolerance Value field, indicate the total amount allowed for the variance.
8. In the Tolerance Type field, indicate how the variance should be measured.

9. Click OK to save your changes and close the window.

Define the Tolerance Level for a Supplier, Supplier Trait, or Department

Navigate: On the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.
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[Tolerance Maintenance

Tolerance Level
O Supplier Q,
9] Supplier Trait Q|
O Department Q|
® system

Cancel

Tolerance Maintenance Window

1. In the Tolerance Level column:
a. Select Supplier to create a supplier tolerance level. In the Supplier field, enter the
supplier ID, or click the LOV ﬂ button to select a supplier.
b. Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait

field, enter the supplier trait ID, or click the LOV Qj button to select a supplier
trait.

c. Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV ﬂ button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.

[Tolerance Maintenance Detail
[Tolerance Level: System Currency USD
Tolerance Difference In Favor
Al |w| of mi [
Delete 4
D Tolerance Difference In Favor Of  Lower Limit Inclusive  Upper Limit Exclusive Tolerance Value Tolerance Type
|:| Invoice/Document Summary Cost Supplier 0.0000 1,000,000 000.0000 5% Percent
|:| Invoice/Document Line tem Gy Supplier i} 1,000,000,000 4 5% Percent
|:| Invoice/Document Line tem Gty Retailer o 1,000,000,000 5.5%|Percent
|:| Irvoice/Document Summary Gty Retailer o 41,000,000,000 6% Percent
|:| Invoice/Document Line fem Cost Retailer 0.0000 1,000,000 000.0000 5.5%| Percent
|:| InvoiceDocument Summary Cost Retailer 0.0000 1,000,000,000.0000 6% Percent
|:| Invoice/Document Summary Gty Supplier o 1,000,000,000 5% Percent
|:| IrvoiceDocument Line tem Cost Supplier 0.0000 1,000,000 ,000.0000 4.5% Percent
-
e >
UBiE | OMeRepest | Refresh | add Defouts | Delete |  Cancel |

Tolerance Maintenance Detail Window

In the Tolerance field, select the type of tolerance you are creating.
In the Difference in Favor field, indicate in whose favor the tolerance should be.
Click Add. The next available line is enabled.

In the Lower Limit Inclusive and Upper Limit Exclusive fields, enter the tolerance
values.

o G W

In the Tolerance Value field, indicate the total amount allowed for the variance.
8. In the Tolerance Type field, indicate how the variance should be measured.
9. Click OK to save your changes and close the window.
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Tolerance Levels

Delete a Tolerance Level for a Supplier, Supplier Trait, or Department

Navigate: On the Administration tab, click Tolerance Maintenance. The Tolerance

Maintenance window opens.

[Tolerance Maintenance

Tolerance Level

O Supplier Q,
@] Supplier Trait Q,
O Department Q
@ System

Cancel |

Tolerance Maintenance Window

1. In the Tolerance Level column:

a. Select Supplier to create a supplier tolerance level. In the Supplier field, enter the
supplier ID, or click the LOV Qj button to select a supplier.
b. Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait

field, enter the supplier trait ID, or click the LOV Ql button to select a supplier
trait.

c. Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV Qj button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.

[Tolerance Maintenance Detail

[Telerance Level: System
Tolerance Difference In Favor

COKY| OeRepest | Refresh | Add Defauts | Delete | camcel |

21l [w] of & [

Delete A
D Tolerance Difference In Favor Of  Lower Limit Inclusive  Upper Limit Exclusive Tolerance Value Tolerance Type r
[]  Invoiceocument Summary Cost Supplier 0.0000 1,000,000,000.0000 5% Percent
[0 invoiceMocument Line tem Gy Supplier a 1,000,000,000 4.5% Percent
|:| IreeniceDocument Line tem Gy Retailer o 41,000,000,000 5.5% Percent
[ invoiceDocument Summary Gty Retailer o 1,000,000,000 6% Percent
|:| Ireenice/Document Line tem Cost Retailer 0.0000 1,000,000,000.0000 5.5% Percent
|:| Invoice/Document Summary Cost Retailer 0.0000 1,000,000,000.0000 6% Percent
|:| Ireeice/Document Summary Gty Supplier a 41,000,000,000 5% Percent
|:| Irvoice/Document Line ftem Cost Supplier 0.0000 1,000,000,000.0000 4.5%| Percent

Currency USD

Tolerance Maintenance Detail Window

3. In the Delete column, select the type of tolerance you are deleting.

Note: To select all tolerances, select the check box in the

header area.

4. Click Delete. You are prompted to confirm the deletion.

System Administration 99



Tolerance Levels

5. Click OK.
6. Click OK to close the window and save your changes.

Set Default Tolerance Level for a Supplier, Supplier Trait, or Department

Navigate: On the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.

[Telerance Maintenance

Tolerance Level

O Supplier Q
O Supplier Trait Q,
O Department Q
® system

cancel I

Tolerance Maintenance Window

1. In the Tolerance Level column:
a. Select Supplier to create a supplier tolerance level. In the Supplier field, enter the
supplier ID, or click the LOV ﬂ button to select a supplier.
b. Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait

field, enter the supplier trait ID, or click the LOV ﬂ button to select a supplier
trait.

c.  Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV ﬂ button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.

[Tolerance Maintenance Det.
[Telerance Level: System Currency USD)
Tolerance Difference In Favor
Al |w| of mi [
Delete 4
D Tolerance Difference In Favor Of  Lower Limit Inclusive  Upper Limit Exclusive Tolerance Value Tolerance Type
|:| Invoice/Document Summary Cost Supplier 0.0000 1,000,000 000.0000 5% Percent
|:| Invoice/Document Line tem Gy Supplier i} 1,000,000,000 4 5% Percent
|:| Invoice/Document Line tem Gty Retailer o 1,000,000,000 5.5%|Percent
|:| Irvoice/Document Summary Gty Retailer o 41,000,000,000 6% Percent
|:| Invoice/Document Line fem Cost Retailer 0.0000 1,000,000 000.0000 5.5%| Percent
|:| InvoiceDocument Summary Cost Retailer 0.0000 1,000,000,000.0000 6% Percent
|:| Invoice/Document Summary Gty Supplier o 1,000,000,000 5% Percent
|:| IrvoiceDocument Line tem Cost Supplier 0.0000 1,000,000 ,000.0000 4.5% Percent
-
e >
UBiE | OMeRepest | Refresh | add Defouts | Delete |  Cancel |

Tolerance Maintenance Detail Window

3. Click Defaults. You are prompted to confirm the restoration.
4. Click OK. The system defaults are displayed.
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5. Click OK to save your changes and close the window.
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Glossary

Accounts Payable

The amount due to a creditor on an account.

Accounts payable reviewer

The user who can review invoices from a supplier. Also seen as AP reviewer.
Action

The type of task that will be accomplished for the module.

Amount

The monetary number or quantity.

AP reviewer

The accounts payable (AP) associate that reviews the invoices from a supplier.
Auto match

The process that compares billing information from the supplier with purchase order and
receipt information. If the information matches within predefined tolerances, the bill is
passed onto the accounts payable system for payment. If the information does not match
because there is a cost or quantity discrepancy manual matching will be required.

Avail Total Qty
The unmatched quantity from a partially matched receipt.
Best terms

The term that gives the retailer the opportunity to pay the least amount on an invoice.
Calculating the best terms involves comparing the invoice terms, the purchase order
terms, and the supplier's default terms to see which term is most advantageous for the
retailer.

Calc tolerance

The percentage by which header and detail amounts can differ and still be considered
equal. This is used to account for insignificant errors in rounding between header and
detail level totals. For example, a header may show an invoice total as $1025.31, while the
detail area may show it as $1025.308. If the percentage difference is less than the calc
tolerance %, the amounts will be considered equal.

Calculated count

The number of invoices in the group that have been entered to this point.
Calculated total

The total monetary amount of the invoices that have been entered into the system.
Cash Discount

The monetary value of discounts credited by the vendor during the time period at the
selected location. Cash discounts increase the gross profit margin.
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Child invoice ID

A unique number that identifies an invoice that originated from an invoice with multiple
locations.

Child merchandise cost

The merchandise cost assigned to a location when splitting an invoice into multiple
locations.

Child quantity

The number of items assigned to a location when splitting an invoice into multiple
locations.

Class

The fifth level in the merchandise hierarchy. The class breaks down the merchandise
hierarchy. A class can belong to one department.

Class ID
The number that identifies a class. Each class ID within a department is unique.
Close open receipt days

The number of days that a shipment can remain in "Ready for Match" status before it is
automatically closed.

Comments
Additional information added to a record.
Consignment

A marketing arrangement where physical control of merchandise, but not the title of
ownership is transferred from one business, the consignor (in our case the vendor) to
another, the consignee, (in our case the retailer). The title to the goods remains with the
consignor until the goods are sold. Upon sale of the goods, the consignor bills the
consignee via an invoice.

Consignment Rate

Represents the consignor's share of the sale. The consignment rate is predetermined by
both parties.

Control count

The number of invoices in the group that should be in the system after they have been
entered.

Control total

The monetary amount that the invoices should total after they have been entered in the
system.

Cost

The amount of money that must be paid to take ownership of something; expense or
purchase price.
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Cost discrepancy

The difference between the cost on a purchase order and the cost on a merchandise
invoice. When there is a cost discrepancy in the system, in either the retailer's or
supplier's favor, a reviewer will have to do a cost review if the discrepancy is outside
tolerances.

Cost resolution due days
The number of days a reviewer has to resolve a cost discrepancy.
Cost review

A cost review is the process where the reviewer examines a cost discrepancy and
determines how to resolve it

Cost variance

The amount of difference between the invoice cost and the receipt cost.
Create ID

The user name of the person who entered the group.

Credit memo

A document created to pay back a supplier for a under invoiced amount.
Credit memo prefix-cost

The prefix that indicates a document is a credit memo due to cost.
Credit memo prefix-qty

The prefix that indicates a document is a credit memo due to quantity.
Credit note

A response from the supplier indicating agreement to the terms outlined in a credit note
request. A credit note may also be sent by a supplier without a credit note request being
sent to the supplier.

Credit note request

A document that is sent from the retailer to the supplier, requesting a credit note for an
over invoiced amount.

Credit note request prefix-cost

The prefix that indicates a document is a credit note request due to cost.

Credit note request prefix-qty

The prefix that indicates a document is a credit note request due to quantity.

Cross reference

The association between a general ledger account number and a ReIM transaction code.
Currency

Coins, treasury notes, and banknotes in circulation, used as the medium of exchange.
Currency code

The abbreviation used to indicate which currency the invoice uses. Also seen as Curr
code.
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Current order cost
The cost of the item from the purchase order at the time of the invoice.
Date range

A period of time. Date ranges allow you to limit a search by the dates you specify. You
may specify ranges for documents, due dates, or receipt dates.

Days before due date
The number of days you have to wait before routing begins.
Deal

The agreement between a retailer an a vendor for rebates or discounts applied to an item
when ordered from the supplier or sold to the customer in certain quantities.

Debit memo

A document created to charge a supplier of an over invoiced amount resulting from a
price or quantity discrepancy.

Debit memo prefix-cost

The prefix that indicates a document is a debit memo due to cost.
Debit memo prefix-qty

The prefix that indicates a document is a debit memo due to quantity.
Debit Memo Send Days

The number of days following the receipt of an invoice before a debit memo can be sent
out.

Debit memo VAT prefix-qty
The prefix that indicates a document is a debit memo due to VAT quantity.
Default header VAT from details

Indicates whether header level VAT information must be entered before invoice details
can be entered. Set to Yes to be able to proceed to the details screen without entering
VAT information. Set to No to require VAT information in the header before invoice
details can be entered.

Default pay now terms
The terms that are applied to an invoice that is due immediately.
Department

Belongs to a group in the merchandise hierarchy and provides a way to define the areas
of a group. A department is the fourth division in the merchandise hierarchy.

Department ID

The number that identifies a department. Each department ID within a group is unique.
Description

The name or identifying note for an ID or code.

Detail matching

106 Oracle Retail Invoice Matching



Detail matching is the process of comparing purchase orders and invoices to find
matches or discrepancies. This means looking at the quantity and cost of each item at
every location. Detail matching generally occurs after summary matching has failed to
match the purchase order and the invoice.

Discrepancy comments
Comments that pertain to a discrepancy on an invoice.
Document

Accounting paperwork. Document can refer to invoices, debit memos, credit notes, credit
note requests and credit memos.

Document cost

The total cost of the items from the document.
Document date

The date the document was created.
Document group

A document group is a collection of documents. Only documents that are manually
entered belong to a document group. The document group is a means of facilitating data
entry.

Document group status

The status of a document group indicates the availability of the invoices to process in the
system. A document group may be in Worksheet or Submitted status.

Document history days

The length of time documents stay the ReIM system before they are purged.
Document ID

A unique number that identifies a document. Also seen as Document number.
Document type

The type of document. The types of documents that ReIM supports are: Merchandise
Invoices, Non-Merchandise Invoices, Credit Memo - Cost, Credit Memo - Quantity,
Credit Notes, Credit Note Request - Cost, Credit Note Request - Quantity, Debit Memo -
Cost, Debit Memo - Quantity. Also seen as Doc type.

Due date

The date that invoice payment is due to a supplier. The due date is calculated based on
the document date and the number of days defined as part of the term.

Dynamic

When selected, indicates that the account segment varies, depending on the value
assigned to the field.

Earliest due date
The soonest date that an invoice must be paid.
EDI invoice

An invoice that has been entered into the system via electronic data interchange (EDI).
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Electronic data interchange (EDI)

The standard term for electronic transmission of data. ReIM uses EDI to upload and
download documents, such as invoices, memos, and notes.

Entry date

The date an invoice or group of invoices was entered into the system.

Exchange Rate

The factor used to convert a monetary amount of one currency to another.

Extended cost

The total cost of an invoice after unit cost is multiplied by invoice quantity.

Extended cost variance

The difference between the invoice extended cost and the purchase order extended cost.
Freight payment type

Indicates how the merchandise was shipped, and how shipping was paid for.

General Ledger

A company's accounting records. It contains all of the financial accounts and statements.
Group

The sixth level of the merchandise hierarchy.

Group entry

The manual entry of multiple invoices at a single time. An ID is assigned to each invoice
group entered.

Group ID
The number that identifies a group of invoice. Each group ID is unique.
Include VAT Processing

Indicates whether ReIM should check for Value Added Tax on invoices and differences
between the Value Added Tax on invoices and receipts.

Invoice

The bill for goods or services received from a supplier or partner. In the system, the
invoice field or column will display the invoice number, the invoice description, or both.

Invoice cost

The unit cost of the items, according to the invoice.

Invoice date

The date the invoice was created.

Invoice date range

The series of dates when the invoice was issued by the supplier.
Invoice number

A unique number that identifies an invoice. Also seen as Invoice.
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Invoice quantity: The total number or amount of an item on an invoice. Also seen as
Invoice qty.

Invoice quantity variance

The difference between the invoice quantity and the receipt quantity.
Invoice status

The status of the invoice indicates where in the matching process.
Invoice unit cost

The cost for one unit of one item on an invoice.

Item

The merchandise received from a supplier. In the system, the item field or column will
display the item number, the item description, or both.

Linked supplier

A linked supplier is two or more suppliers that are connected within the system. For
example, a receipt to the supplier can be matched to purchase orders from any of the
linked suppliers.

Location

The store or warehouse involved in an event. In the system, the location field or column
will display the location number, the location description, or both.

Location description

The name or identifying note for a location.

Location ID

The number that identifies a location.

Location type

Indicates whether the location is a store or a warehouse.
Lower limit

The lowest valid dollar amount that can have a specific tolerance variance can be applied
to it. The lower limit figure is included when calculating variances.

Manual group number

The number assigned to invoices and receipts that have been grouped together by the
user for summary and detail matching.

Manual matching

A process that occurs after auto-matching has failed to reconcile documents and receipts.
Manual matching consists of summary matching and, if summary matching fails to
produce results, detail matching.

Manually paid
An invoice that had been paid without matching.
Matched

The invoice has been matched to receipts based on a common supplier, purchase order,
and location relationship.
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Matching

The process in which invoices and receipts are compared. If the goods have not yet been
received, the purchase order and the receipt are compared. Invoices can be matched by
auto-matching or manual matching. The unit cost and quantities of all items on the
invoice are compared to the unit cost and quantities on the receipt. If the cost and
quantity on the invoice and receipt match within the tolerances defined, there is a match.
If the cost and quantity do not match, there will need to be some kind of intervention.
This intervention can include creating one of the credit types of documents so that the
retailer gets the refund he deserves.

Max tolerance %
The maximum tolerance that is allowed for any invoice throughout the system.
Merchandise costs

Costs that are associated with items on documents. Any other costs on an invoice are
non-merchandise costs. The sum of the merchandise costs and non- merchandise costs is
the total document cost. Also seen as Merch cost, Total merchandise cost, Total invoice
merch cost, Total invoice merchandise cost.

Merchandise invoice

The bill that a supplier sends to a retailer for actual merchandise items. A merchandise
invoice can also contain additional non-merchandise costs. Because a merchandise
invoice must involve items, only suppliers can send merchandise invoices.

Multi-unresolved match

An invoice can be matched to more than one receipt. Alternatively, a receipt can be
matched to more than one invoice. Manual intervention is required to define the match.

Non-merchandise costs

Costs that are not associated with items, such as shipping charges. A document may have
both merchandise and non-merchandise costs. A non-merchandise invoice can only have
non-merchandise costs and will never have merchandise costs. A merchandise invoice
can have merchandise costs for the items on a purchase order and non-merchandise costs
for the cost of shipping the items. Also seen as Non-merch costs, Total non-merchandise
cost.

Non-merchandise invoice

Bills for non-merchandise costs only. Non-merchandise invoices can not contain items.
Either suppliers or partners can create non-merchandise invoices.

Number of invoices

The number of invoices available to be matched to receipts. Also seen as No. of invoices.
Number of line exceptions

The number of line items that are in discrepancy. Also seen as No. of line exceptions.
Number of receipts

The number of receipts available to be matched to invoices. Also seen as No. of receipts.
Open receipt

A receipt is open if no invoice is received to match it against. After a set amount of time
has passed, it is written off to a general ledger account. A receipt remains open while the
retailer is waiting for invoices.
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Order comments

Comments associated with the purchase order.

Order cost source

Indicates the source of the cost, as stated on the purchase order.
Order Number

The identifying number on a purchase order.

Order terms

The order term defines the discounts that apply if the invoice is paid early and the
number of days until payment is due.

Order UPC

Indicates the UPC associated with the item.

Original Order Cost

The cost of the purchase order after the off invoice deals are deducted.
Parent invoice ID

A unique number that identifies an invoice with multiple locations.
Partner

A person or entity that has an association with your organization in various areas of the
procurement process. Partners can include those involved in transporting goods,
escheatment, providing credit, and providing services. A partner does not provide items
for resale to a retailer.

Past due indicator

When selected, indicates that the due date for the invoice has passed.
Payment date

The date the invoice was paid.

Post dated document days

How many days old a document can be when entered into the system.
Posted

The matched invoice and receipt has been exported to an external accounts payable
system.

Pre-paid invoice

The process of sending an invoice to accounts payable without matching it to any
receipts. Also seen as Pre-paid.

Prefix

Identifies the document type by attaching the appropriate code to the beginning of the
document ID. Also seen as Doc prefix.

Purchase order

An agreement between a retailer and a supplier for the purchase of goods. The retailer
records the quantity, cost, and delivery location of items from the supplier. On a single
purchase order, the same item going to different locations can have different costs.

Glossary 111



Quantity
The total number of an item.
Quantity difference

The difference between the quantity on a receipt and the quantity on a merchandise
invoice.

Quantity discrepancy

The difference between the quantity on a receipt and the quantity on a merchandise
invoice. ReIM searches for quantity discrepancies so that the retailer does not pay for
goods that were not received. If the quantity discrepancy is not in the retailers favor, a
buyer initiates a resolution document to dispute quantity and get a refund for the
missing units.

Quantity discrepancy days before routing
The number of days a quantity can exist before it is sent for payment.
Quantity discrepancy review

The process of reviewing variances between the invoice, the receipt, and the purchase
order, to determine the correct amount to pay.

Quantity resolution due days

The number of days the buyer has to resolve a quantity discrepancy. Also seen as Qty
resolution due days.

Quantity variance
The amount of difference between the invoice quantity and the receipt quantity.
Ready for match

The invoice has not been matched to a receipt. The match is based on a common supplier,
purchase order, and location.

Reason code
The resolution or reason that is applied to an event that occurs within a system.
Receipt

A receipt is a document stating that the goods that have arrived to the store or
warehouse. For the purposes of ReIlM, only goods associated with purchase order are
considered.

Receipt cost

The unit cost of the items, according to the receipt.
Receipt date

The date the goods arrived to the store or warehouse.
Receipt quantity

The number of item that were received at the location
Receiving location

The store or warehouse where the items arrived.
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Reject reason
Indicates the reason that the document could not be loaded into the system via EDL
Resolution document

A resolution document can be used to resolve an invoice-to-receipt discrepancy: debit
memo, credit memo, credit note, and credit note requests.

Resolve by date

The date by which invoice issues should be completed by in order to pay the invoice.
Reviewer group

Indicates which group will review the invoice discrepancy.

ROG

Receipt of goods.

ROG date

The day the items on a purchase order were actually received at the location.
Route date

The day the invoice was sent for discrepancy review.

Segment 1-10

Used to build the correct account numbers and ensure that transactions are
credited /debited from the appropriate financial accounts.

Segment label

The name for the numeric section of the account number.

Segment position

The place in the account number where the segment label is found.
Shipment

A shipment is a group of items that are in transit. A shipment may be the result on an
intra-company transfer or the goods on a purchase order.

Source
The origin of the terms that are applied to an invoice.
Status

When an invoice or group of invoices is added to the system, it must go through a series
of checks before it is accessible in the system. Depending on your user role, you may not
be able to move the invoice or group of invoices to the next status.

Summary matching

The process of comparing invoice and receipt totals to find matches or discrepancies.
Supplier

The person or entity that provides items to a retailer.

Supplier name

The name or identifying note for a supplier. Also seen as Supplier, Supp name.
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Supplier terms

The terms of payment as defined at the supplier level. A term defines the discounts that
apply if the invoice is paid early and the number of days until payment is due.

Supplier Trait
An attribute assigned to a supplier.
System

Retail Invoice Matching (ReIM). When something is defined at the system level, it is a
parameter that applies to all levels of ReIM.

System Unit Gross
The total amount a unit costs before any deals are applied.
Terms

The discount that applies if the document is paid early and the number of days until
payment is due. Terms are the payment conditions negotiated between suppliers and
retailers. Terms are associated with suppliers, purchase orders, invoices, and other
documents.

Terms date

The date the payment is due, in order to take advantage of the discount according to the
terms.

Tolerance

The range that the receipt can vary from the invoice in terms of amount and quantity and
still be considered a match. Tolerances are used in the auto-match and manual match
process to determine when quantities are 'close enough' that the difference is not worth
the time and effort to investigate and possibly dispute. Summary matching uses supplier
level tolerance to manually match the invoice. Detail matching uses department level
tolerances to manually match the invoice. The system level tolerances are used if
department level tolerances do not exist for an item being detail matched, or supplier
level tolerances do not exist for a document being summary matched.

Total allowances
The amount that a deal has saved for all merchandise items across an invoice.
Total cost

The sum of all merchandise and non-merchandise costs on the document. Also seen as
Total invoice cost, Invoice total cost, Total document amount, Document amount.

Total extended cost

The total cost of an invoice after unit cost is multiplied by invoice quantity for all items
on an invoice.

Total items
The number of items on an invoice.
Total line item cost

The sum of a line item on an invoice. This is calculated by multiplying the quantity of
line item by the unit cost of the line item.
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Total quantity

The sum of all merchandise items on an invoice. Also seen as total invoice quantity,
invoice total quantity.

Total quantity variance
The difference between the invoice quantity and the receipt quantity.
Undistributed cost

The amount remaining on a multiple location invoice that needs to be distributed to a
single location.

Undistributed quantity

The number of items remaining on a multiple location invoice that needs to be
distributed to a single location.

Unit Cost

The cost per unit of the item.

Unit cost variance

The difference between the current order cost and the current invoice cost.
Unit cost variance percent

The percentage representation of the unit cost variance.

Unresolved match

An invoice has been matched to a receipt based on a common supplier, purchase order,
and location relationship, but the cost and/or the quantity does not match within
tolerance.

UPC
Indicates the Universal Product Code (UPC) for the item selected.
Upper limit

The highest valid dollar amount that can have a specific tolerance variance can be
applied to it. The upper limit figure is excluded when calculating variances.

User: A person who is authorized to use the system.
User group

A grouping to associate users by the common functional permissions they are allowed to
perform within a system. Also seen as Group.

Variance

The difference between the calculated and the control totals and counts, or the difference
betwen the invoice and receipt.

VAT

Value Added Taxes. A common taxation system that adds taxes when value is added to
the production of items. It applies to both the purchase and sale of items.

VAT document creation level

Indicates whether VAT debit memos and VAT credit note requests are created at the Item
or Full Invoice level.
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VAT resolution due days
The number of days VAT discrepancies should be resolved in.
VAT validation type

The method the system uses when matching Value Added Tax amounts. VAT Resolution
requires the VAT on the invoice and receipt to match. Invoice VAT uses the VAT on the
invoice. System VAT uses the VAT on the receipt.

Vendor

A generic, inclusive term used to mean either partner or supplier.
Vendor description

The name of the vendor.

Vendor Type

See Vendor.
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