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Value-Added Reseller (VAR) Language

Oracle Retail VAR Applications

The following restrictions and provisions only apply to the programs referred to in this section and
licensed to you. You acknowledge that the programs may contain third party software (VAR
applications) licensed to Oracle. Depending upon your product and its version number, the VAR
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Inc. of Murray Hill, New Jersey, to Oracle and imbedded in the Oracle Retail Predictive
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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 DataBeacon™ developed and licensed by Cognos
Incorporated of Ottawa, Ontario, Canada, to Oracle and imbedded in the Oracle Retail Value Chain
Collaboration application.

You acknowledge and confirm that Oracle grants you use of only the object code of the VAR
Applications. Oracle will not deliver source code to the VAR Applications to you.
Notwithstanding any other term or condition of the agreement and this ordering document, you
shall not cause or permit alteration of any VAR Applications. For purposes of this section,
“alteration” refers to all alterations, translations, upgrades, enhancements, customizations or
modifications of all or any portion of the VAR Applications including all reconfigurations,
reassembly or reverse assembly, re-engineering or reverse engineering and recompilations or
reverse compilations of the VAR Applications or any derivatives of the VAR Applications. You
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not attempt, cause, or permit the alteration, decompilation, reverse engineering, disassembly or
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replace, with functional equivalent software, any of the VAR Applications in future releases of the
applicable program.
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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 13.0.3 documentation set:

= Oracle Retail Invoice Matching Data Model

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

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

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:
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

If you are installing the application for the first time, you install either a base release (for
example, 13.0) or a later patch release (for example, 13.0.2). If you are installing a
software version other than the base release, be sure to read the documentation for each
patch release (since the base release) before you begin installation. Patch documentation
can contain critical information related to the base release 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 (with the exception of
the Data Model which is only available with the release packaged code):

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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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.

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 your 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.

User Guide 1



Navigation

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 .l 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.

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

1. Click the LOV E 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 a certain criteria.

= 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.

= Todisplay all records, select *All* from each drop-down list.

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

= 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.

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

2 Oracle Retail Invoice Matching



Navigation

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.
Current View: |
Custom View: |
Hidden Columns Visible Columns
Delete =
Group ID ™
Entry Date **
Status ﬂ
Control Total
ﬂ Calculated Total ﬂ
= \ariance T ¥
Variance Total
Control Count ﬁ
Calculated Count
Variance Count
Currency Code
I Create ID
** - Denotes Column Mot Hideable
Apply | Cancel
Column Ordering Window
2. Select a column heading.
3. Use the left arrow “*#l 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 I 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.

User Guide 3



Navigation

c. To move a column to the top of the list, select the column heading and click top
Fbutton

d. To move a column to the bottom of the list, select the column heading and click
the bottom | button.

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

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 RAC sYou are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolr04, Data Source:mmst2 Log

Path: /u00/webadmin/product'10.1.3/OracleAS_2/j2eeireim13_MOSB_VaiOfilog Authentication: DATABASE
Comments
Document ID  SKG120216241009900000000000001
Document Type Merchandise Invoice
Add

Usage Type | External|w

Item =%

Comment

Existing Comments

Comments Window

2. Inthe 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.

A
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2
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 an 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.

() RAC E.‘l’uu are logged in as: Admin User ADMIN DB URL: jdbcoradle:cci:@dvold4, Data Source: ims12 Log

Path: /U00/webadmin/product'10.1.3/OracleAS_2/2eafeim13_empty/iog Authentication: DATABASE

Group Entry List Jg

Entry Date - Status Control Calculated Variance Control Calculated Variance Currency

—=mncate ==
Delete  Groupid [an [} I B Total Total Total Count Count Count Code A w)
O o 01-23-2008 Worksheet 0.0000 10,000.0000 10,000.0000 0 1 1USD ADMIN
1
Advanced Search ] ClearAdva Sear ] New Delete Cancel

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

User Guide 5



Document Groups

- R | #You are logged in as: Alain Frecon ALAIN.FRECON DB URL: jdbc:oraclerthin:@mspdevB2,us,oracke. com: 1521:dvhis03 Dats
Source: rmsqahp13D Authentication: DATABASE Log Path: /u00/webadmin/product/10.1.3/0racleAS_1/jZee/ost 3reim-instance/logireim-online.log
sroup Entry
sroup ID: 17404 Entry Date: 03-20-2008 Currency USD Q Status: Workshest
lefaults Hide
locument Type Vendor Type Supplier Site Document Date Terms Ref lo. 1
Supplier "
lerchandiss Invoice w| [z77s C India TDS 154C2 Ver Q £ 2z O Apply Defautts
Document Entry 1L [ Defaut view [w ~
Document Toti
locument Type Vendor Type Doc lo. Date Terms Order lo. Location Total Gty Ex\
Supplier "
lerchandise nvoice | | Q A& o} o ¥ Q
Supplier Site ———— i &
£ b
Hide

Document Supplier  Doc  Document Due  Order Total  Merch ton Merch Total Reflo. Reflio. RefMo. Reflio.

Jelete Type Vendor  Site No. Date Terms Date lo. Location Gty Cost Cost Cost 1 2 3 4
No records found
iummary
Ex VAT Calculated Total 0.0000 Calculated Count
Ex VAT Control Total 0.0000 Control Count 0]
Variance 0.0000 Variance
QK Delete Cancel

Group Entry Window

2. 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.

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

2. Inthe Vendor Type field, select the type of vendor that sent you the document.

3. Under the Vendor Type field, enter the vendor ID, or click the LOV ﬂ button and
select the vendor.

4. In the Supplier Site field, click the LOV button and select a supplier site.

Note: The Supplier Site field is only displayed if your system
is configured to use multiple supplier sites. The field is
disabled if you selected a parent supplier as the vendor.

5. In the Document Date field, enter the date the document was created, or click the
calendar E button and select the date.
6. In the Terms field, enter the terms code, or click the LOV button and select the terms.

7. In the Defaults area click Apply Defaults. The information is added to the Document
Entry area.
8. In the Doc No. field, enter the document ID.

9. 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.
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Document Groups

10.

11.
12.
13.

In the Location field, enter the location ID, or click the LOV 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.

Add Documents Without Default Information

1.

10.
11.
12.

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 ﬂ button and
select the vendor.

In the Supplier Site field, click the LOV button and select the supplier site.

Note: The Supplier Site field is only displayed if your system
is configured to use multiple supplier sites.

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 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 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.

User Guide 7



Document Groups

Complete the Document Group
1. Add non-merchandise costs as necessary.

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

Non Merchandise Cost
Document 1D : 1

Amount *
0.0000]| ||
0.0000{( =
0.0000
0.0000|
Customs Broker Fee 0.0000
Customs Duty 0.0000
Value for Customs 0.0000
0.0000
0.0000
Discount - Incentive 0.0000
|2l

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

Type: Company  Location Account Department Class Affiliate Future Future2 Future3d Futured
Total:
oK Calculate Total I Cancel |

Non Merchandise Cost Window

In the non merchandise fields, enter the appropriate charges.

In the 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.

2} ¥AT Breakdown - Microsoft Internet Explorer | _ (O] x|
|VAT Breakdown
Ex VAT Basis WAT Code VAT Rate VAT Amounts

0.0000 CEM 10 0.0000 ;I
0.0000 c 10 0.0000
0.0000 E 30 0.0000
0.0000 I o 0.0000
0.0000 AEK 22 00,0000
5,397.0000 A2 40 2,158.8000
0.0000 s 10 0.0000

=l

Total 156,500
ok | celcusteTotsl | [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.
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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.

o o Mo

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.
- RM E)"l'nu are logged in as: Admin User ADMIN DB URL: jdbcioracle:oci:@dvolrD4. Data Source:msi2 Log
Path: /i fwebadmin/product/10.1.3/CracleAS_ ireim13_empty/log Authentication: DATABASE
Group Entry Lis I
iy Sl Control  Calculated Variance  Control  Calculated ~ Variance — Currency —  “reaiell
Delete  Group ID |A" . Al M Total Total Total Count Count Count Code All .
o 1-23-2008 Worksheet 00000 100000000 10,000.0000 0 1 1USD ADMIN
1
Advanced Search | Ciear Advances search | Wew| [bekete| | cancel

Group Entry List Window

1. To search for a document group:

a. Click Advanced Search. The Group Entry Advanced Search window opens.

aYou are logged in as: Admin User ADMIN DB URL: jdbc:oraclecoci:@dvolrl4, Data Source:rmsi2 Log
ORACLE".

: ju00/webadminiproducti10.1.3/OracieAS._2 r2im13_empty/log Authenfication: DATABASE
Group Entry Advanced Searcl

Document D (% for partial search)
Document Type | All
Vendor Type | Supplier .
Vendor Q
Order Number Q
Currency  USD A EE
Total Cost to
Document Group Status | Al

Search Refresh Cancel

Group Entry Advanced Search Window

b. Enter the criteria to restrict your search.
c. Click Search. The Group Entry List window opens.
2. Inthe Group ID column, click a group ID. The Group Entry Detail window opens.
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s'ou are logged in as: Admin User ADMIN - DB URL: jdbcioracle;oci:@dvolil4, Data Source: ms12 Log
ORACLE

Path: /uD0/websdmin/product10.1.3/OracleAS_2|2eairaim13_MOSE_VatOfilog Authentication: DATABASE

Group Entry Detail

Group ID 103 Entry Date 03-07-2008 Currency USD Status Viorksheet
Existing Documents

Location
e i_% Doc Document Due Tofel Merch NonMerch Total Order Location — [Description
Delete| Al ["];A" |"| No. Document Type Date Terms Date Oty Cost Cost Cost No. _/ﬂ_m [ Al !‘Z]
e e 218%30 021
O 2400 Coca Cola - Charlots 1 u;;?c"f""z‘ 01-20-2008 g‘asl'%'c g;;; 0 5.0000 00000 5.00003801 1421 Portiand
Calculated Total s.0oon Calculated Count il
Control Total 0.0000 Control Count 0
Variance 5.0000 Variance

i
OK shee J Submit Approve I Celculate Variance Add | Delete Cancel

Group Entry Detail Window

3. 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.

N o a s

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.

8. 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.

‘ou are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvoll4, Data Source: mms12 Log

Path: /u00/webadminiproduct/10.1.3/0radeAS_Z/j2eefreim13_MOSE_VatOffflog Authentication: DATABASE

Group Entry Detail

Group IO 103 Entry Date 03-07-2003

Currency USD

Status Workshest

Existing Documents
Vendor Vendor Desc Doc PacymicTr

Delete | A/ L"]l""” ¥| No. Document Type Date Terms
e se 2-15% 3
O] 2:00  CocaCola-Chariote 1 |crchandis 01202008 D215%30

Invoice Daye

Calculated Total 5.0000

Control Total 0.0000

Variance 5.0000

oK sneet || submit

Location
Due Total Merch HonMerch Total QOrder hircalion :w
Date @ty  Cost Cost Cost  Ho. L-“‘TE] Ead "]
94_1 e o 5.0000 0.0000 5.0000 3901 1421 Portland
2008
Calculated Count 1
Control Count o
Variance i
add | Delte | | cancel

Group Entry Detail Window

o Dbd =

Approve a Document Group

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

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

Click Cancel to close the window and save your changes.

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

opens.

RAC E-‘.'uu are logged in &s: Admin User ADMIN DB URL: jdbc:oracle:oci:@dvolril4, Data Source:ms12 Log

Path:
Group Entry List il 2

webadminiproduct/10.1.3/0racleAS_2/Zeeieim12_emptyllog Authenfication: DATABASE

Entry Date Status
Delete Group ID Al vi All
O 201 01-23-2008 Worksheet

Control Calculated Variance Control Calculated Variance Currency 'CI—L@’.P
Total Total Total Count Count Count Code [AL |
0.0000 10,000.0000 10,000.0000 o 1 1USD ADMIN

Advanced Search i

SEarc i ﬂj Delete Cancel

Group Entry List Window

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

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

Click Approve. You are prompted to confirm the document group's approval.

Click OK. You are returned to the Group Entry List window.

Click Cancel to close the window and save your changes.
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Search for a Purchase Order

An invoice or document can be entered into ReIM through EDI, manually, or group
entry. A purchase order (PO) number is required for all invoices. In some cases, vendors
do not record purchase order numbers on their invoices. To enter a purchase order for an
invoice, you can search for a purchase order number.

1. Click the Search ¥ button. The Purchase Order Search window opens.

- I Eo‘r’nu are logged in as: Admin User ADMIN DB URL: jdbc:oraclerocii@dvolrl4, Data Source: rmsi2 Log

Path: /uD0/webadmin/product’10.1.3/OracleAS 2/j2eefireim12 empiy/log Authentication: DATABASE
Purchase Order Search

Receipt D\
Location o} |

Receipt Date ﬂ to ﬁi‘
(81,9 | Search | Refresh |

Purchase Order Search Window

Note: You must use at least one search criterion, but you do
not have to use all three criteria.

2. In the Receipt field, enter the receipt order with which the purchase order is
associated, or click the LOV ﬂ button and select a receipt.

3. In the Location field, enter the location ID of the location with which the purchase
order is associated, or click the LOV ﬂ button and select a location.

4. In the date fields, enter the dates for which receipts were received against the
purchase order, or click the calendar £ button and select dates.

=  Receipt Date: Enter a Receipt Date to search for receipts containing a receipt date
that is greater than or equal to the date entered.

* To Date: Enter a To Date value to search for receipts with a receipt date that is
less than or equal to the date entered.

= Receipt Date and To Date: Enter a Receipt Date and a To Date to limit the search
to receipts containing a receipt date that is greater than or equal to the receipt
date and less than or equal to the to date.

5. Click Search. Purchase orders that match the criteria are displayed in the table.
6. In the Use Order Number field, select the check box of the order you want to use.
7. Click OK. The purchase order is displayed in the appropriate field.
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Review 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 EDIL
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 E.‘mu sre logged in ss: Admin User ADMIN DB URL: jdbcomacle:oci:@dvolrl4, Data Source:mms12 Log

Path: /u00/webadmin/product/10.1.3/CradeAS_2/jZeeieim13_empty/log Authentication: DATABASE
EDI Maintenance
Delete _ Supplier _Invoice Date Reject Reason
O [An it Invoice Humber |An [ Total Invoice Cost Al v
D 3020-Battery Supplier EDIGEN120048486133600000000001 12-22-2007 50.0000 Invalid order number and supplier combination
1

Mass Correction Delete

EDI Maintenance Window

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

“feu wa togged in ax. Admin Liar ACMIN DS UL jdbecracieoci @idvolrS2 Data Sousrs: RMSSEDEVTZ1 Authantication: DATABASE Log Path Jub0watsadminproducti10. 1 ¥0racladS_i[Zeatwi.oot-insiancalograim.onlina Iog
JEDI Rejected Invoice Details
Reject Reason ivsid UPC for speciied suppler
Invaice EDIGENN11678345319130000000900 Terms
supplier =3 Order o.

L0 B

Inveice Date a8 Location

UPG | Supplemant | KU VPR Guantity unit Cost Total Lin fem Cost
100030047 Q U] 10,0000 1006000

Retry voice Cancel |

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

invoice date, or click the calendar £l button and select an invoice date.
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= To select different terms, in the Terms field, enter the correct term ID, or click the
LOV ﬂ button and select a term.

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

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

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

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

s logged i as. Adrin Lvar ASMIN 08 URL julerasie: ool @volrd2 Duta Sours: AMSSEDEVIZ1 Authentication: DATABASE Leg Pl Aubwairadrminiproduct/10.1 2 OracieAS_i/[2ewsinn o4

[EDI Maintenance
Supptier iovoice date Beiert Renson
0 Al - A v Total nvoice Cost Al 3

[ 1234550000-Max Brown Wholesaies EDGENI 16753653161500000000 05-01-2004 100.0000 vk UPE for spacitied suppler

Mass Comecton | Dewte | Cancel

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.

4. 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.

) RAC E.‘t’uu sre logged in ss: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrl4, Data Source:mms12 Log

Path: /u00/webadmin/product/10.1.3/CracleAS_2/jZeeieim13_empty/log Authentication: DATABASE
EDI Maintenance
Delete Supplier Invoice Date Reject Reason
o SHBESEL —HEEEESAE
O =l 1>l Invoice Humber [ A1 i Total Invoice Cost All ["'

O 3020-Battery Supplier EDIGEN1200434851856800000000001 12-22-2007 50.0000 Invalid order number and supplier combination

1

Mass Correction Delete

EDI Maintenance Window

1. 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.

2. Click Delete. You are prompted to confirm the deletion.
3. Click OK. The invoice is deleted.
4. Click Cancel to close the window and save your changes.
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Correct Multiple Rejected EDI Invoices

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

RM E-s‘l’uu ‘are logged in as: Admin User ADMIN DB URL: jdbcoradle cci:@dveliD4, Data Source:msi2 Log

Path: /ud0/webadminiproduct/10.1.3/CracleAS_2/Jeaieim13_emptyilog Authentication: DATABASE
EDI Maintenance
Delete Supplier Invoice Date Reiject Reason
O Al v Invoice Humber T Total Invoice Cost Al [«
86199600000000001 12-22-2007 50.0000 Invalid order number and supplier combination

D 3020-Battery Supplier EDIGEN1200484
1

Mass Correction Delets

EDI Maintenance Window

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

RAC E-s‘r’nu are logged in as: Admin User ADMIN DB URL: jdbcioracle:oci:@dvoirl4, Data Source:msi2 Log

Path: /ul0/webadmin/product/10.1.3/OracleAS_2/j2eefieim13_empty/log Authentication: DATABASE
EDI Reject Mass Correction

Supplier | o}
Type
0 tiem | ey
New tem | af | |

Replace | ekt | Cancell

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.

o o o

Click Replace to save your changes and close the window.

Delete Multiple Rejected EDI Invoices

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

() R’AC Em:u are logged in as: Admin User ADMIN DB URL: jdbzoracle:cci:@dvalr}4. Data Source: rms12 Log

Path: /u00/webadminiproduct'10.1.3/OracleAS_2/[2eaireim13_emptyllog Authentication: DATABASE
EDI Maintenance
Delete Supplier Invoice Date Reject Reason
O All "I Invoice Humber All "I Total Invoice Cost All {‘;]

O 3020-Battery Supplier EDIGEN12004

12-22-2007 50.0000 Invalid order number and supplier combination

Mass Correction Delets

EDI Maintenance Window

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

RAC E-s‘r’nu are logged in as: Admin User ADMIN - DB URL: jdbcioracle:cci:@dvoirl4, Data Source: msi2 Log

Path: /ul0/webadmin/product/10.1.3/OracleAS_2jZeaheim13_empty/log Authentication: DATABASE
EDI Reject Mass Correction

Supplier | O\I
Type
0id ttem | Q|
New tem | Qf | |

Replace | Delete | Cancell

EDI Reject Mass Correction Window
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2. In the Supplier field, enter the supplier ID, or click the LOV ﬂ button and select a
supplier.

3. In the Type field, select Order.

Note: You can only delete orders.

4. In the 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.
Click OK. You return to the EDI Maintenance window.
Click Cancel to return to the main menu.

Split Invoices

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.

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

Split Invoices with Multiple Locations

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

) I E.‘mu sre logged in ss: Admin User ADMIN DB URL: jdbcomcle:oci:@dvolrl4, Data Source:mms12 Log

Path: /u00/webadminiproduct'10.1.3/0racleAS_2/jZeaieim13_empiyilog Authentication: DATABASE
Parent Invoice List

Supplier Split Indicator
Parent Invoice ID Al |%| purchaseorder |4l [¥|  Currency Totallnvoice Cost Total Quantity | A1 | ivoice Date | Al [¥]
EDIGENN12004 50000000000 3020 =508 11 Charlotie* USD 50,0000 <0 tet 20 Days 12222000 N
EDIGENN1200 50000000001 3020 =508 2iAtanta  USD 50,0000 50 tet 20 Days 12222000 N

1
Cancel

Location Iny

Parent Invoice List Window

In the Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window opens.
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'S l e-‘f’uu are logged in as: Admin User ADMIN DB URL: jdbeoracle-oci @dvoll4, Data Source: ims12 Log
Path; /u00/webedmin/producti10.1.3/OracleAS_2/jZeeireim13_emptyilog Authenfication: DATABASE
Parent Invoice Header
Parent Invoice ID: EDIGENN12004205420750000000000 Total Merchandise Cost:  50.0000 Invoice Date: 12-22-2007
Supplier: 2020-Battery Supplier Total Non-merchandise Cost: 0.0000 Invoice Terms: 04-Nst 30 Days
Purchase Order: 5805 Total Invoice Cost:  50.0000 Manually Paid: i
Location: 1111-Charlotte * Total Quantity: 50
Default From Order: a S Defautts
Location: | af Child Merchandise Cost: Child Quantity: Apply Update
Undistributed Cost: 50.0000 Undistributed Quantity: 50
OK| Delete | Cancel

Parent Invoice Header Window

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

Add Child Invoices
1. In the Location field, enter the location ID, or click the LOV ﬂ 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.

Update the enabled fields as necessary.
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.
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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.

() RAC E.‘.’uu are logged in as: Admin User ADMIN DB URL: jdbcoradle:cci:@dvold4, Data Source: ims12 Log
I— e

Path: /U00/webadmin/product'10.1.3/OracleAS_2/2eakeim13_empty/iog Authentication: DATABASE
Parent Invoice List

Supplier Location Invoice Terms Split Indicator
o] [ o] o [aile]
Parent Invoice ID Al IV] Purchase Order Al Currency Total Invoice Cost  Total Quantity | Al ™|  Invoice Date [ Al
EDIGENN12004205420750000000000 3020 5605 1111-Charlotte *  USD 50.0000 S0 Met 30 Days 12222007 N
EDIGENN12004205423460000000001 3020 5605 1121-Atlanta usD 50.0000 50 Net 30 Days 12222007 N

1

Cancel

Parent Invoice List Window

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

'S RAC eo‘r’eu sre logged in as: Admin User ADMIN DB URL: jobcioracleroci: @dvolr04, Data Source: rms12 Log

Path: /u00/websdmin/producti10.1.3/0racleAS_2/jZeeireim13_emptyilog Authenficafion: 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 30 Days
Purchase Order: 5505 Total Invoice Cost: 50.0000 Manually Paid: N
Location: 1111-Charlette * Total Quantity: S0

Default From Order: Q S Defautts
Location: | qf Child Merchandise Cost: Child Quantity: Apply Update

Undistributed Cost: £0.0000 Undistributed Quantity: =

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

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

3. 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.
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Add Invoice Details to a Child Invoice

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

RM E-s‘l'uu ‘are logged in as: Admin User ADMIN DB URL: jdbcorade cci:@dveliD4, Data Source:msi2 Log
- I_ S 2/

Path: /U00/webadmin/product'10.1.3/OracleAS_2/2eakeim13_empty/iog Authentication: DATABASE
Parent Invoice List

Supplier Location Invoice Terms Split Indicator
Parent Invoice ID Al VI Purchase Order |:“ "] Currency Total Invoice Cost  Total Quantity Invoice Date All -
EDIGENN12004205420750000000000 3020 5605 1111-Charlotte *  USD 50.0000 50 Net 30 Days 2-22 N

12-22-2007
EDIGENN12004205 2|
1

50000000001 3020 5605 1121-Atlanta uso 50.0000 50 Met 30 Days
Cancel l
Parent Invoice List Window

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

RAC e-a‘r’eu are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolril4, Data Source: rms12 Log

Path: /u00/websdmin/producti10.1.3/0racleAS_2/jZeeireim13_emptyilog Authenficafion: 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 30 Days
Purchase Order: 5505 Total Invoice Cost: 50.0000 Manually Paid: N
Location: 1111-Charlette * Total Quantity: S0

Default From Order: Q S Defautts
Location: | af Child Merchandise Cost: Child Quantity: Apply | Update

Undistributed Cost: £0.0000 Undistributed Quantity: =

AD_K] 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.

aracla. com: 1821 :dvol)22 Data Souscs: imasader124 Authanticstion DATABAS!

-
(Child Invoice Detall

Invoice: NAK11122985529300300000000000L OC 63351 Purchase Order: 1814 Total Merchandise Cost: 10.0000

Supplier: 1183 Currency: USD Tatal Quantity: 10,0000

Location: 393381 Unknawn Locaton
hems
hem | Q Invoice Gty Uit Cost VAT Gode - Rate > Add tem

Delete [ Descrintion Invoice Oty v, Unit Cost VAT Code VAT Rate Extended Cost Ex VAT
(=] 100015023 10,0000 10008 s 100 10,0080
A
iear ot
Totals Total ltems: 10000 Total Guantity: 10,0000 Total Extended Cost: 10,9000
Guantity Variance: 0008 Extended Cost Variance: 00000

0K |_oomerem | conce |

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

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

7. Inthe VAT Code - Rate field, select the VAT rate that is applied for this invoice
8. 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.

Delete an Item

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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3
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.

) RAC E."r’nuale logged in as: Admin User ADMIN DB URL: jdbzoracle:od: @dvalrl4, Data Source:rms12 Log

Path: /u00/webadmin/product/10.1.3/OracleAS_2/j2eefeim13_MOSB_VatOffflog Authentication: DATABASE
Document Search

e =1 Document ID (%
= /pE | [l | % e
Hocanessne | ] for partial search)

Status [

Vendor Type | Suppler e o
Order Number Q Location O\’—
AP Reviewer o}|
T et st Revigwel
In CostReview [ [»] Lost ol O
In Quantity Review | v: HisinHe l’(‘;r‘o’u“; O\'i
Document Date Range m to ﬂ Due Date Range ﬂ to m
Currency O\l— Congignment , rv Deal ;. V
Document Cost Rangei to ‘ Quantity Range to
Receipt Q ftem =
P et Torne 0\17 Freight Pa)f:nent I i
Type L =
Details E;&isti 'Vz Pre-paid Invoice b ,’v:

-

| Search | Refresh I Cﬁnc;el 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.

) I Eu‘t’ou are logged in as: Admin User ADMIN DB URL: jdbioracleroci:@dvold4, Data Source: mmst2 Log

Path: Jub0/webadmin/producti10.1.3/0racleAS_2/jJeeieim13_MOSE_VaiOfiflog Authenfication: DATABASE
Invoice Maintenance Header

Document Type: Merchandize Invoice Vendor Type

Invoice: | : Vendor | Q|
Inveice Status: Matched Order Mo O\ %’
Invaice Date: 07172002 £ Location: |12 o
Match Date: 01-17-2008 Inveice Currency: USD Exchange Rate: 1
Invoice Terms: | Q [o1 00z

Orde : 101 002.50% 030 060 [¥ EDIInvoice

Supplier Terms: 02 1 5% 30 Days [~ Pre-Paid
I~ Manually-Paid
[ Details Attached
I~ consignment
Due Date: 07172002 1l
Freight Payment Type: Total Merchandise Cost: 100.0000 = &
Total Non-Merch Cost 0.0000
Total cost: [ 1000000
mvoiseate [ 10
Total Allowances 787.8700
Refto. 1:|
Ref HU.E.{ TERMS SOURCE
Ref No. 3:{ Terms Date: 01-18-2008 Receipt of Goods Date
Ref No. l'] Best Terms: 01 002.50% 030 060 Inveice Terms

J Dﬁa\\sJ Comments J Cam:el]

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. In the 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
ﬁ 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.
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14. Add the invoice VAT cost.
a. Inthe Total VAT Cost field, click the amount. The VAT Breakdown window

opens.
2} ¥AT Breakdown - Microsoft Internet Explorer
VAT Breakdown
Ex VAT Basis VAT Code VAT Rate: VAT Amounts
0.0000 CEM 10 0.0000 |
0.0000 c 10 0.0000
0.0000 E 30 0.0000
0.0000 z 0 0.0000
0.0000 AEK 22 0.0000
5,397.0000 v 40 2,158.8000
0.0000 s 10 0.0000
=
Total 158,800
ok | cacusteTota | [ 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
Document 1D : 1

Amount “
o.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
Digcount - Incentive 0.0000

|w

GL Crossreference for
Segment1 Segment2 Segment3 Segmentd4d Segment5 Segmentf Segment? Segmentd Segment® Segment 10

Type: Company  Location Account Department Class Affiliate Futuret Future2 Futured Future4

Total: it
oK Calculate Total I 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.

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.
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16. Add comments as necessary.
17. Enter additional information in the enabled fields as necessary.

Add Details to a Merchandise Invoice

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

) R I Eo"r’nu are logged in &s: Admin User ADMIN DB URL: jdbcoracle:od:i@dvolrl4, Data Source:rms12 Log

Path: /u00/webadmin/product/10.1.3/OracleAS_2/j2eefeim13_MOSB_VatOffflog Authentication: DATABASE
Document Search

[\Ll Document ID [

Document wyn6| for partial search)

Status | ALL (Except Posted)
Order Number Q Location 0\[—

AP Reviewer Q|

In Cost Review

Cost Reviewer
Q i
Group A
svis Quantity Reviewer l—
In Quantity Review - o 0\

Document Date Range m to @ Due Date Range @ to m
Currency O\I— Consignment vl Deal .
Document Coet Range l to I Quantity Range to
Receipt O\ ftem 0\

Payment Terms o\! Freight PﬂyTn;:;nﬂt | E]

Detailz Exist . Pre-paid Invoice
83 | Search I Refresh | Canoell

Document Search Window

1. Create the merchandise invoice header.
2. Click Details. The Invoice Maintenance Detail window opens.

) [?ACI—E 3 I rac FR URLE jdb P GlifcE: Imassi Authe

nvaice Maintenance Detail
puoice: SKG15301
pupplier: 444-Reid Suppber_US_Rai Currency: USD
otal Invoice Merch Cost: 10000000 Total Invoice Giy: 100
Select Receipt Receiving Location Description Order No. Total Receipt Amount Receipt Oty ‘Avail Total Gty Receipt Date
Ho records found
etect &l
szar all Defatift trom Receipts I Defautt from Ordar I
tems
Ctem & ven = Invaice aty Unit Cost VAT Code - Rate =] _adsten | Uptiieten |
Delete  Rem  VPH Description Invoice Qty  Supplier Unit Cost Inv. Unit Cost VAT Code VAT Rate VAT Discrepancy Cost Ex VAT
™ 100175140 Feeitd Non Invertary Rem 100175140 100 0.0000 10.0000 -2 10 E 1,000.0000
sloct al
pesar all
[Fotals Total Rems: 1 Taotal Invoice Quantity: 100 Total Extended Cost: 4,000 0000
Invoice Quantity Variance: o Extended Cost Variance: 00000
oK | oeetetems | cancet

Invoice Maintenance Detail Window
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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.

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.
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 ltem
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.

Search by VPN Number

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

- RAC Eo"r’nu are logged in as: Admin User ADMIN DB URL: jdbcioracle oci:@dveird4, Data Source:rmsi12 Log

Path: /uD0fwebadmin/product/10.1.3/0racleAS_2j2eelieim13_MOSB_VsiOffilog Authenfication: DATABASE
Document Search

Document ID (%
for partial =earch)

Document Type

Status | ALL (Except Poste

Vendor Type | Supplier | Vendor O\
Qrder Number O\ Location O\’—
AP Reviewer Qf
ncostreview | [v] GE R o T
i Quantty Review | ] G o
Document Date Range £ 10 £ Due Date Range £ 1o £
Currency O\l—‘ Consignment ,75'{ Deal Ii.’\:!
Document Cost Range | to Quantity Range to
Receipt Q ftem Q
Payment Terms. O\]— AL Pay_:n:)net :vjf
Detailz Exiat; :vé Pre-paid Invoice [~]

| [zearen] meresn | Canc:;l]

Document Search Window

1. Create the merchandise invoice header.
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2. Click Details. The Invoice Maintenance Detail window opens.
- RMLE Jr_1 ed OUrGE: 5 21 Authe:

nvaice Maintenance Detail
puoice: SHG15301
Fupplier: 444-Ret Suppber US_Raj Currency: USD
otal Invoice Merch Cost: 10000000 Total Invoice Oty; 100

Select  Receipt Receiving Location Description Qrder Ho. Total Receipt Amount Receipt Oty Avail Total Oty Receipt Date

Ho records found

felact =l
ear sl Oefaut from eceipte |[ Defauftfromrder |
lems
© em & wen = Invoice Gty Unit Cost VAT Code - Rate :]' Add ltem | Upefate tem |
Delete  Hem  WPH Description Invoice Oty  Supplier Unit Cost Inv. Unit Cost VAT Code WAT Rate VAT Cost Ex VAT

™ 100175140 Reld Mo Inverdary fem 100175140 100 0.0000 10.0000 s 10 = 1,000.0000
sloct al
p=ar sl
[fotals Total Hems: 1 Total Invoice Quantity: 100 Total Extended Cost: 1,000 0000

Invoice Quantity Variance: o Extended Cost Variance: 0.0000
oK | Deetetems | cance |

3. Click to select VPN and enter the VPN number or click on the LOV ﬂ button and
select the VPN number. The LOV window opens.

) RAC e ] n-F wiifch: mageinti21 Authentisation: DATABASE Log
I_ f o

nvaice Maintenance Detail
pvoice: SKG15301

bupplier: 444.-Rebd Suppher_US R Currency: USD
otal Invoice Merch Cost: 1,000.0000 Total Invoice Oty; 100
Select  Receipt Receiving Location Deseription Order Ho. Total Receipt Amount Receipt Oty Avail Total Oty Receipt Date
Mo records found
et =l
licar =l Defailt tiom Feceipls | Default from Order
tems
@ tem C vPn Q% Invoice Oty Unit Cost VAT Code - Rate: vl Add ttem I Lipefate fem I
Delete  Hem  WPH Description Invoice Gty  Supplier Unit Cost Inv. Unit Cost VAT Code WAT Rate VAT Cost Ex VAT
I~ 10075140 Feit Non Inverdory tem 100175140 100 00000 10.0000 5 10 E 1,000.0000

7§ http://mspdevaDaivip.us.oracle.com: 7777 - Lov Popup - Microsof... [[=] E3

VAT VAT -
tem Description tern Code Rate  WPH Supplier
OV _Pack_RelM_100 100171093 S 100 1085 £44
OV _component_Rebd_100 100471085 S 100 1085 444
CVW2_Pack_ReiM_200 100171144 S 10.0 1106 444
CWi2_component_Rel_200 100171106 S 100 1106 444
T COW3_Pack_ReiM_111 100171131 S 100 1122444
F—— QW3 _component_ReM_111 100171122 § 10.0 1122 444
rotals T [C¥4_Pack_ReiM_1110 1071157 S 100 1143 &44 = 100 Total Extended Cost: 1,000,0000
o Extended Cost Variance: 0.0000
&l one [T e mrusted sies 4
R | DERIENEms | cance! |

4. Select the required VPN and click on OK to close the LOV window.
5. Click OK to save the changes and close the Invoice Maintenance Detail window.
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Set Default Iltem Details from a Receipt or Purchase Order

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

'fou are logged in as: Admin User

DB URL: jdbcioracle oci:@dvoir04, Data Source:rms12 Log
acleAS_2/jZeateim13_MOSE_VstOffilog Authentication: DATABASE

Path: /uD0fwebadmin/product/1
Document Search

Document ID (%

Ty
Document ‘>P5| for partial search)

Status | ALL (Except Posted) .

“endor Type . Vendor 0\
Qrder Number 0\ Location O\I
AP Reviewer Q|
In Cost Review EOStHD EWEY O\i
Group
it Quantity Reviewer o l—
In Quantity Review Group L
Document Date Range £ 10 £ Due Date Range £ 1o £
Currency O\I Censignment vl Deal
Document Cost Range | to] Quantity Range to
Receipt ! ttem Q,
Freight Payment
Payment Terms O\! Voo t]

Detailz Exist .

| [searen |

Pre-paid Invoice

Retresn | cancel |

Document Search Window

1.
2.

‘ou are logged in as: Admin User ADMIN

Path: swebadmin/product1

Create the merchandise invoice header.
Click Details. The Invoice Maintenance Details window opens.

DB URL: jdbcoracle:ccii@dvoirl4, Data Source: rmsi1Z Log
3 _MOSB_ VatOffflcg Authentication: DATABASE

3OracieAS

2ea

Invoice Maintenance Detail

Invoice: SKG120216241009300000000000001
Supplier: 2400-Coca Cola - Charlotts

Total Invoice Merch Cost: 100.0000

Currency: USD

Total Invoice Qty: 10

Select Receipt Receiving Location Description Order No. Total Receipt Amount Receipt Qty  Awvail Total Qty  Receipt Date
= 4010 1511 Phoenix 4503 100.0000 10 0 01-18-2008
zelect all
clear all Defau Receiptz ] Def: Order I
Items
l‘temi 2 Invoice Qty I Unit Cost I ~dd fEem I
Delete Item Description Invoice Gty Supplier Unit Cost Inv. Unit Cost Extended Cost
[~ 100145004 SKG ftem 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: ] Extended Cost Variance: 0.0000
| Dele | Cancel |

Invoice Maintenance Detail Window
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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.

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.

This section includes the following non-merchandise invoice instructions:

= Create a Non-Merchandise Invoice

Create a Non-Merchandise Invoice

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

) RAC E.‘T’Duale logged in as: Admin User ADMIN DB URL: jdbzoracle:od: @dvalrl4, Data Source:rms12 Log

Path: /u00/webadmin/product/10.1.3/OracleAS_2/j2eefeim13_MOSB_VatOffflog Authentication: DATABASE
Document Search

ID (%

Type | ™
Pocsciiiine !v! for partial search)
3 (Except Posted) | v
Status (Except Posted) |3
Ty, _! Wendor Q,
Order Number Q Location Q,
AP Reviewer Q|
In Cost Review | |v1 EostHREwEY Q
1) Group >
| = Quantity Reviewer ]7
In Quantity Review | l:i Croiin Q,
Document Date Range m to @ Due Date Range @ to @
Currency Q, Consignment | ;r; Deal ! ;[
Document Cost Range1 to ‘ Quantity Range to
Receipt Q ftem =
Payment Terme O\] AL Pa)':nent | Ivj
¥R
Details Exist | !"j Pre-paid In'.'mce[ .’v!

| Search | Refresh I Cﬁl‘ICE|]

Document Search Window

1. In the Action field, select New.
2. In the Document Type field, select Non-Merchandise Invoice.

3. Click OK. The Invoice Maintenance Header window opens.
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S RAC E-‘l’uu ate logged in as: Admin User ADMIN DB URL: jdbeoracle oci:@dvolid4, Data Source: ims12 Log

Path: ub0/webadmin/producti10.1.3/0racleAS_2/j2eeireim13_MOSE_VatOfiflog Authenfication: DATABASE
Inveice Maintenance Header

Document Type: Merchandise Invoice ‘Vendor Type
\n\-oics:l’-. 202162410092000000000000 Vsndor].-: O\]
Invoics Status: Matched owerno:[f5z o W
Invoice Date: [11-17-200: &1 Location:[1= af
Match Date: 01-17-2008 Invoice Currency: USD Exchange Rate: 1
Invoice Terms: [ Q]
Order Terms: 1 01 002.50% 030 060 [ EDIInvoice
Supplier Terms: 02 1.5% 20 Days I~ Pre-Paid

I~ Manually-Paid
[¥ Details Attached

I~ consignment

Dug DE‘EZ!T B
Freight Payment Type: Total Werchandise Cost 100.0000  Calculate
Total Non-Merch Cost: 0.0000
Total Cost: ]—_
Invoice Qty: ]_—_
Total Aliowances 787 8700
Ref No. 1:]
Ref HD.Z:; TERWS SOURCE
RefMNo. 3 1 Terms Date: 01-18-2008 Receipt of Goods Date
Ref Mo. 5.1 Best Terms: 01 002.50% 030 060 Invoice Terms

! DE[E\)SJ Cﬂmment&] 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.

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

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
E button and select a date.

9. To calculate the payment due date, click the calculator B3 button found to the right
of the Due Date field.

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

opens.
2} ¥AT Breakdown - Microsoft Internet Explorer
VAT Breakdown
Ex VAT Basis VAT Code VAT Rate: VAT Amounts
0.0000 CEM 10 0.0000 |
0.0000 c 10 0.0000
0.0000 E 30 0.0000
0.0000 z 0 0.0000
0.0000 AEK 22 0.0000
5,397.0000 v 40 2,158.8000
0.0000 s 10 0.0000
=
Total 158,800
ok | cacusteTota | [ 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.

Non Merchandise Cost
Document 1D : 1

Amount “
o.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
Digcount - Incentive 0.0000

|w

GL Crossreference for
Segment1 Segment2 Segment3 Segmentd4d Segment5 Segmentf Segment? Segmentd Segment® Segment 10

Type: Company  Location Account Department Class Affiliate Futuret Future2 Futured Future4

Total: it
oK Calculate Total I 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.

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.
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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.

- RM Eo"r’nu are logged in as: Admin User ADMIN DB URL: jdbcioracle:cci:@dvolr04, Data Source: rms12 Log

Path: /ul0/webadmin/product/10.1.3/0racleAS_2jZeafeim13_MOSE_VatOffilog Authentication: DATABASE

Document Search

34
Document ID (%

ol =
LEELALAN !_vj for partial search)

Status

Vendor Type | Supplier JE] Wendor Q,
Crder Number Q Location O\’—
= O\]
T — Sl
in CostReview | [v] fos e ‘(‘;“mupr o
In Quantty Review : IvE i RE"':;;"UE; o
Document Date Range ﬂ to ﬂ Due Date Range ﬁﬂ 1o @
Currency O\I— Consignment ,:E\:ﬁ Deal ji[
Document Cost Range 1 to ‘ Quantity Range o
Receipt Q ftem Q
Payment Terms O\]— R LS paY_T;“; Erjf
Detailz Exiatg Iv.g Pre-paid Invoice _ TVE

| Search | Refresh l 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.
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You are logged in as: Admin User ADMIN DB URL: jdbcoradie:oci:@dvoild, Data Source: rms12 Log Path: ju00iwebadmin/produci/10.1.3/OracleAS_2)

Select

O

O
O
O
O
O

Merchandise Invoics
Merchandise Invoice
Ierchandise Invoice
Werchandise Invoice

Merchandise Invoice

Doc Type

Merchandize Invoice

Doc 7"Statusih‘7 Doc Dale? Dirnich Due Dalei7 7Vendfcgrj  VendorDesc  Location  LocationDe
Pichx Doc ID | An [s] ]2 %] ho. &1 [se] [0 [se] 20
000000000001 Matched 01-17-2008 4502 02-17-2008 2400 Coca Cola - Charlotte 1511 Phoenix
500000000000001 Ready for Match 01-14-2008 2801 03-21-2008 2400 Coca Cola - Charlotte 1811 Phoenix
Ready for Match 01-12-2008 3001 02-11-2008 3020 Battery Supplier " Charlotte *
SKG120216240985300000000000000 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1421 Portland
NV 3002 Ready for Match 01-12-2008 3002 02-11-2008 999 MSOB_Supplier1_US 400 MS0B_Store3 O
SKG120181385132300000000000000 Ready for Match 01-14-2008 3501 03-31-2008 2400 Coca Cola - Charlotte 1421 Portland

Pay Invoice | Delete Cancell

Document Find Window

4.

In the Doc ID column, click a document number. Depending on the type of
document you select, the Invoice or Document Maintenance Header window opens.
The Merchandise invoice details are displayed.

Inveice Maintenance Header

Docurmert Type: Merchandise Invoice endor Type

Invoice: Graup ID: 17302 Vendor
Invoice Status: Fosted Orcler No: 7707 o ¥
Invoice Date A Location: - Q i
Match Date: 11-30-2008 Invoice Currency: EUR Exchange Rate: 0847
Invoice Terms: Q
Order Terms: 1001 PT1 - Create111708 (mocify) I EDiinveice
Supplier Terms: 1001 FT1 - Craate111708 (mocify) 7 Pre-Paitl

I Manualty-Paid
7 Detsils Attached

I~ consignment

Due Date: B
Freight Payment Type: Total Merchandise Cost Ex VAT 100,000
Tatal Non-Merch Cost Ex YAT: 25000
Paymert Hold Status: Never Held
Totel Cast Ex VAT:
Total VAT Cost 12500
Totel Cost Inc VAT
Invoice Gly:
Total Alowances: 0000
Ref No. 1
Ref No. 2, TERMS SOLRCE
Ref Mo, 3: " FE T Terms Date: 1-30-2008 Invoice Date
Ref bo. 4 Best Terms: BT - Crestet 11708 (madify) Inveice Terms

I |

Document Maintenance Header Window
Click OK to save.

5.

Click Details to view the complete details of the selected invoice.

Click Comments to add new comments to the invoice. You can also update the
existing comments.

Click Drill To Finance to view the financial transactions posted for the document
in the financial system.

Note: The Drill To Finance button will be enabled only if the
application is integrated with the PeopleSoft system.

Click Drill to Payables to view the financial transactions posted for the
document in the financial system.

Note: The Drill To Payables button will be enabled only if
the application is integrated with the PeopleSoft system.

Click Cancel to close the window without saving any changes.
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Note: When the invoice is posted to accounts payable, the
Drill to Payables option is exercised.

* In case of a pre-paid invoice, the Drill to Payables
option is exercised before the invoice is matched.

= In case of a pre-paid invoice, the Drill to Finance option
is exercised after the invoice has been matched and
posting performed.

Maintain a Document Header

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

#You are logged in &s: Admin User ADMIN DB URL: jdbcioracle:od:@dveir04, Data Source:rms12 Log

Path: /uD0fwebadmin/product/10.1.3/0racleAS_2j2eelieim13_MOSB_VsiOffilog Authenfication: DATABASE
Document Search

e Document ID (%

Document Type | ]| for partial =earch)
Vendor Typ! Vendor O\
Order Number Location Q, ’—
AP Reviewer Q|
ncostreview | [v] i a o T
In Quantity Review : |vE Gy Re"’;‘;"j; 0\17
Document Date Range £ 10 £ Due Date Range £ 1o £
Currency O\l—‘ Consignment ,:E\fi Deal I:i\:fu[
Document Cost Range | to Quantity Range to
Receipt Q ftem Q
Payment Terms O\]— AL Pa)f_:nrnf Ejf
Detailz Exiatg :vé Pre-paid Invoice .IVE

| [zearen] meresn | Canc:;l]

Document Search Window

1. 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.

2. The Invoice or Document Maintenance Header window opens.
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Document Maintenance

Invoice Maintenance Header

Document Tyze. Merchandise kvoice Vendor Type
nvoice: Group 0: 3603 Vandor Q)
mvolor Status: Maiched Grder tio a ¥
Fiveice Date![1° & Locaion Q
Mistch Date: 0-01-2008 Ivoice Cumency: USD Exchange Rals. 1
Invics Tecms: Q
Orter Terms: 101 002 50% 030 060 I~ |0 nwoioe
Suppier Terms: 1 1 002.50% 030 060 I Frepad
I |wanusty-pain
[ | Detats Amached
I | Cansignment
Due Dste |
Totsith L Ex VAT 1500000

Freight Fayment Tye
Tatol Nan-terch Cast Ex VAT

Bayrmcd Hold Slabus. Held

Totl Cast Ex VAT

Total VAT Cost 150000

Total Cost he VAT,

Invoics Oty
Totsl Alowances. 0.0000
Refmo. 1
Retrio 2 TERMS. SOURCE
Refhio 3 Terms Oate: 06-01-2008 Receint of Goods Date
RefHo. 4, Best Terme: 01002 50% 030 050 Inveics Terme

_Detals | Commeote | Relessstod | Cancel |

3. Edit the enabled fields as necessary.

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.

4. 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.

- RM Eo"r’nu are logged in as: Admin User ADMIN DB URL: jdbcioracle:cci:@dvelrl4, Data Source:rms12 Log

Path: /uD0/webadminiproduct/10.1.2/OracleAS_2/j2eaheim13_MOSE_WatOffllog Authentication: DATABASE

Document ID (%
for partial eearch}

Document Search
Action |IMIEW

Document Type | [v!
Status r;:aT[EKCEpt Posted) |& I

Vendor Type | Supplier q Vendor Q,
Crder Number Q Location 0\]

AP Reviewer O\i

In Cost Review v
In Quantity Review ¥

Cost Reviewsr 0\17

Group
Quantity Revigwer
Group

Due Date Range

C)\
£l 1o £

Document Date Range ﬂ to ﬂ
Currency O\I—
Document Cost Range! to ‘
Receipt Q

Payment Terms 0\1
Details Exist | [:

‘ Search I

Congignment |_,T3] Deal [ q
to

Quantity Range

ttem Q
Freight Payment [v]
Typs
Pre-paid Invoice |____|:§
Refresh | Cancel 1

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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Document Maintenance

- RAC eo‘r’nu are logged in as: Admin User ADMIN DB URL: jdbzoradle:ccii@dvolrl4, Data Source: rms12 Log

Path: /u00/webadminiproduct10.1. 3/0radeAS_2ij2eaireim13_MOSE_VatOfflog Authentication: DATABASE
Document Maintenance Detail

Document I0: 1 Document Type: Credit Note
Currency: USD Supplier: 3020-Battery Supplier
Items

a Amount |—|’v EDocument
Item & Per Unit Doc Prefix | > hp Add All tlems
Reason a
Code .} Quantity Add tem

Delete Item Description Reason Code Description Amt Per Unit Quantity Extended Cost
No records found
zelect all
clear all
Total ltems: 0 Totals ] 0.0000

Ok ] Delete tems ] Cancel]

Document Maintenance Detail Window

3. Add items to the document as necessary.

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

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

Click Add Item. The item is added to the invoice.

Click OK to save your changes and close the window.

® o0 5o

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.

User Guide 35



Document Maintenance

Pay an Unmatched 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 oci:@dvoir04, Data Source:rms12 Log

Path: /u00/webadmin/product/10. wacleAS_2jZeeieim13_MOSB_VatOffflog Authentication: DATABASE

Document Search

Document Type | M

Status | ALL (Except Posted) .

Qrder Number 0\

Document ID (%
for partial zearch}

Vendor 0\

Location O\I

AP Reviewer Q|
In Cost Review -
In Quantty Review

Document Date Range

Currency O\I

Cost Reviewer o I—
Group =
Quantity Reviewsr o l—
Group =
£l 1 £l
Censignment I:[ﬂ Deal

Due Date Range

Document Cost Range tgl Quantity Range to
Receipt Q ttem Q,
Freight Payment
Payment Terms. Q v
Detaile Exist . Pre-paid Invoice -
| [searcn| Remresn | cancei |

Document Search Window

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

IO
Document Find Il

“You are logged in as: Admin User ADMIN DB URL: jdbcoracle cci:@dvol04, Data Source:ims12 Log Path: /ul0/webadmin/product/10.1.3/0OracleAS 2/

Location De:

Status Doc Date Due Date Vend Vendor Desc Location

or
Seiect WGce Ty p%x DociD Al wl[an [v] Oi:[ Al M|Au_[i] Al Tl [a1 Jae][an

D Merchandise Invoice SKG1202182 9300000000000001 Matched 01-17-2008 4503 02-17-20028 2400 Coca Cola - Charlotte 1511 Phoenix

[ Merchandise nvoice SKG120181385154500000000000001 Ready for Match 01142008 3801 03-31-2008 2400  CocaCola-Charltte 1511  Phoenix

D Merchandise Inveice INV 3001 Ready for Match 01-12-2008 2001 02-11-20028 3020 Battery Supplier 1111 Charlotte *

D Merchandise Inveice SKG120216240885300000000000000 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1421 Portland

D Merchandise Inveice NV 3002 Ready for Match 01-12-2008 3002 02-11-20028 999 WSOB_Supplier1_US 400 MSOB_Store3_0

D Merchandise Invoice SKG120181385132300000000000000 Ready for Match 01-14-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1421 Portland

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.

o~ ON

Click Cancel to close the window.
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Document Maintenance

View a Document

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

Document Search

Document Type | M

Status | ALL (Except Posted) |
“endor Type | Supplier .

Qrder Number 0\

Document ID (%
for partial zearch}

Vendor 0\

Location

AP Reviewer Q|

In Cost Review

In Quantty Review

Document Date Range £ 10 £
Currency O\I—
Document Cost Range to]
Receipt Q
Payment Terms O\l—
Details Exis

Cost Reviewer
Group

Quantity Reviewsr
Group

Due Date Range

Censignment

Quantity Range to

ttem Q,

Freight Payment
Tvpe L_J

Pre-paid Invoice

| [searcn| Remresn | cancei |

Document Search Window

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

Admin User ADMIN

DB URL: jdbcoradie;oci

Document Find Il

Status

Doc Date Vendor Desc Location Location De:

e Order Due Date Vendor
Setect Wor Tyre W o Doc 1D Al wl[an [%] o, [A1 [e][an [ae][an T [an [ae][ 20

Merchandise Invoice SKG12021 003300000000000001 Matched

Merchandise Inveice
Merchandise Invoice NV 3001
Merchandize Invoice SKG120216240885300000000000000 Matched

Merchandise Invoice INV 3002

9] ¥ (W (™, )]

Merchandise Invoice

Document Find Window

SKG120181385154500000000000001 Ready for Match

Ready for Match

Ready for Match
SKG120181385132300000000000000 Ready for Match

01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte. 151 Phoenix
01-14-2008 2801 02-31-2008 2400 Coca Cola - Charlotts 15N Phoenix
01-12-200& 2001 02-11-2008 3020 Battery Supplier RARE} Charlette *
01-17-2008 4502 02-17-2008 2400 Coca Cola - Charlotte. 1421 Portland
01-12-2008 3002 02-11-2008 999 MSOB_Supplier1_Us 400 MSOB_Store3_0

01-14-2008 3801 03-31-2008 2400

Pay Invoice Delete Cancel

Coca Cola - Charlotte. 1421 Portland
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Document Maintenance

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

) R I ea"r’cu are logged in as: Admin User ADMIN DB URL: jdbcoradie:oc@dvold4, Data Source: ms12 Log

Path: /ul0/websdminiproducti10.1.3/0racleAS_2jZeafieim12_MOSE_VstOfflog Authenfication: DATABASE
Document Maintenance Detail

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

Amount Document
o]
Item & Per Unit Do Prefix ID Add Al tems I
Reason
| =y Quantity Add fem l

Code
Delete tem Description Reason Code Description Amt Per Unit Quantity Extended Cost
lo records found

select all
clear al
Total ltems: 0 Totals 0 0.0000

QK I Delete tems i Cancell

Document Detail Maintenance Window

=  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. C(lick Cancel to close the window.
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4
Match Documents

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

View the In Balance Items Tab

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

'S RAC e-‘r’uu sre logged in as: Admin User ADMIN DB URL: jdbcoradle:oci @dvold4, Data Source: imsi2 Log

Path: /u00/webadmin/product/10.1 3/OracieAS_2/j2eeireimi3_MOSB_VatOffilog Authentication: DATABASE
Document Summary Match Find

AP Reviewer ADMN oy|
Supplier Q
Include Suppliers In Group

Credit Note Credit Note Request
Grder Humber Q Order Number Q
Location Q| ’— Location Q| ’—
Document ID (% for partial search) Document ID (% for partial search)
ftem G ttem =
Due Date ﬂ to ﬂ Due Date ﬂ to ﬂ
Document Date E to E‘ Document Date ﬂ to ﬂ
Details Exist ] Details Exist [¥]
Currency o 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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Match Credit Notes

DMIN DB URL: jdbe:oracle:thin:@msp

us.oracle.com: 152 e rmssedevi2q Authentio

[Summary Match List
Supplier: 1234500000-James Hardie Industries Ltd

I - Unmatched
Order Loestion lnvoice  Total Total Merch Curr In Dets =) —— Location e o e
Select Mo, Hame |41 =linwoice  Date Cost  Code Rew Ext
— Jﬁm Iy e a e Select Ho, SuppMame |A! | Receipt Date TotalGty Cost
T 281701 | cies 11 S109 ogi7py 08-07-2003 100.0000 £000.0000 USD ki [~ a2miapq Jomes Hardie o o 227301 08-07-2003 1000000  100.000
Industries Lid
=
Selected Totals: Total Oty: Total Cost: Total Oty: 1
Caiculate Totals | craup |
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date Cost Variance Ouantity Wariance Cnlrnng;l Manual Group Earliest Due Cost Quantity
™ 282101 99100  09-06-2003 0.0000 00000 USD Selact Humiber Date Variance Vorlance €
r oem 06.06-2003 (102.0000) (102.0000)
|

Combine | Cancel |

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.

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.

() RAC E‘-"‘r’nu are logged in as: Admin User ADMIN DB URL: jdbcioracle oci:@dvolr04, Data Source: rms12 Log

Path: /u00/webadmin/product/10.1 3/OracleAS_2/j2eeireim13_MOSB_VatOffilog Authentication: DATABASE
Document Summary Match Find

AP Reviewer | ADMIN O\I,-:e Adm
Supplier Q,

Include Suppliers In Group

Credit Note Credit lote Request

Order Humber Q Order Humber Q

Location Q Location Q

Document ID (% for partial search) Document IO (% for partial search)

ftem Q| ftem Q
Due Date E to E Due Date @ to ﬂ
Document Date @ to @ Document Date ﬂ to ﬂ

Details Exist -
Currency Q,

Document Cost to

Detais Exist | [v]
Currency Q,

Document Cost to

Refresh Cancel I

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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Match Credit Notes

4.

RAC e-.a"r’nu are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrl4, Data Source: rmsi12 Log
Path: /ul0/webadmin/product/10.1.3/CracleAS 2/j2eeireim13 MOSB_VatOfiflog Authenfication: DATABASE

Summary Match - Supplier List

Supplier Hame Supplier No. of Invoices No. of Receipts
MSOB Supplier! US 999 1 g
General Book Supplier 3030 ] 1
Local Supplier #1 2500 0 Z
Local Grocery Supplier #1 6000 0 2
MS0B Supplier? CF 666 0 1
Battery Supplier 3020 1 0
Coca Cola - Charlette 2400 2z 4

Cancel |

Summary Match - Supplier List Window

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

[Summary Match List
Supplier: 1234500000-James Hardie Industries Ltd
Invoices - Unmatched
Locati . fuwail Tot
Order ﬁ Invoice  Totsl TotalMerch Curr i Dets =| Loeation . oo
Select Supp Hame ~| nvoice  Date Cost Code Order = Boceipt  fvail  Merch
O 2::;1 dames Harde ooiny MY og.g7.2008 1m“;3!nuo 8,000.0000 USD . E: — James Hardis -
clusiries Lid 28170 . - 2etem o " B0g 227301 08-07-2003 1000000  100.006
ries Lid
=
Selected Totals: Total Oty: Tatal Cost: Total Oty: 1
Caiculate Totalz I Oml.pl
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date Cost Variance Quantity Variance Cllerllﬂ;I Manual Group Earliest Dus Cost Quantity
[ 82101 89100 09-05-2003 0.0000 00000 USD Select Humber Uit Varjance Vaspance G
O s 08.05.2003 (1020000) (102.0000)
=
Combing I Cm:ell

Summary Match List Window

Click Cancel to close the window without saving any changes.
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Match Invoices

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.

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

Summary Match Invoices and Receipts

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

us.oracle com:1521:dvhisD3 Date
Source: rmsqahp 130 Authentication: DATABASE Log Path: /u00iwebsdminiproduct/10.1.3/0racleAS_1/jZee/cs13reim-instanceflogireim-online. log
Invoice Summary Match Find

= R I e"r'uu are logged in as: Alsin Frecon ALAIN.FRECON DB URL: jdbcoradie thin:@mspdeve2

AP Reviewer | ALAIN FRECON Q,
Supplier Q Supplier Site Q,
Include Suppliers In Group

Invoice Receipt

Refresh Cancel

Invoice Summary Match Find Window

Order Number Q Order Number Q
Lecation Q, Location Q,
Status [v

Document ID (% for partial search) Receipt Q
tem a - <

Due Date ﬂ o ﬂ

Receipt Date ﬂ to ﬂ
Document Date ﬂ to ﬂ
Detaile Exist
Currency Q Currency Q,
Document Cost to Receipt Cost 1o
[ Limit to inveics driven search Hide groups with receipt overages

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

ry Match List
|Supplier: 3030-General Book Supplier
Invoices - Unmatched

#¥ou sre logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvol04, Data Source: ms12 Log

Path: /u00/websdmin/product/10.1.3/0racleAS_2/j2ee/reim13_MOSB_VatOfilog Authentication: DATABASE

Receipts - Unmatched

Location

Combine | Cancel

Summary Match List Window

To begin matching, in the Groups area:

-
Match area appears.

Match - Manual Match area appears.

Avail
Order  Supp 5 Invoice Total Total Merch Curr In Dets Location " "
Select No. Name Invoice  Date aty Cost Code Rev Ext Order  Supp Beceipt Total AvallTotal Curr
o IR Select No. Hame _ Receipt Date Qty Merch Cost Code
Ho records found General
[] 2601  Book 1M 320 01-12-2008 30 300.0000 USD
Supplier
Selected Totals: Total Qty: Total Cost: Total Qty: Total Cost:
Calculate Totals Group I
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date Cost\ariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
llo records found Select Humber Date Variance Variance  Currency

No records found

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:

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.

Click Online Match. If a match is created, the Summary Match List window displays

the auto-groups and manual groups.

ry Match List
ISupplier: 2020-General Bock Supplier
Invoices - Unmatched

#¥ou ere logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvok04, Data Source: ms12 Log

Path: /u00/websdmin/product/10.1.3/0racleAS_2/j2eeireim13_MOSB_VatOfilcg Authentication: DATABASE

Receipts - Unmatched

Location

Combine | Cancel

Summary Match List Window

Avail
Order  Supp Invoice Total Total Merch urr  In Dets Location " i
select No. Mame |“'[¥]iwoice Date oty Cost Code Rev Ext Order  Swpp © v e
Select No. Hame Receipt Date Gty Merch Cost Code
No records found - z _‘ - e
enera
[ 3801 Book 111 3301 01-12-2008 30 300.0000 USD
Supplier
Selected Totals: Total Qty: Total Cost: Total Qty: Total Cost:
Calculate Totals Group I
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
No records found Select Humber Date Variance Variance Currency

No records found
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Match Invoices

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.

Create Groups

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

*You are | in gs: Alain Frecon ALAIN.FRECON DB URL: jdbcioracie:thin:@s w82 us.oracle.com:1521:dvhis03 Data
-

Source: rmsqahp130 Authentication: DATABASE Log Path: /u00iwebadmin/product/10.1.3/OracleAS_1/jZeelcs13reim-instance/logireim-online. log
Invoice Summary Match Find

AP Reviewer ALAIN.FRECONC,
Supplier Q Supplier Site Q
nclude Suppliers In Group
[l Include Suppliers In G

Invoice Receipt

Order Humber Q, Order Number Q
Lecation Q Location Q,
Decument ID (% for partial search) e O\
ftem Q ttem Q,

Due Date ﬂ to ﬂ

Receipt Date ﬂ to ﬂ
Document Date ﬂ o ﬂ
Details Exist
Currency Q Currency QL
Document Cost to Receipt Cost to

[ Limit to 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.
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- RM eo"r’nu are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrl4, Data Source: rmsi12 Log

Path: /ud0/webadmin/product10.1.2/0OracleAS_2/2eaireim12_MOSB_VatOfflcg Authentication: DATABASE
Summary Match - Supplier List
Supplier Hame Supplier No. of Invoices No. of Receipts

MSOB Supplier! US 999 1 g
General Book Supplier 3030 ] 1
Local Supplier #1 2500 0 Z
Local Grocery Supplier #1 6000 0 Z
MS0B Supplier? CF 666 0 1
Battery Supplier 3020 1 0
Coca Cola - Charlette 2400 2 4

Cancel |

Summary Match - Supplier List Window

To create a manual group:

a. In the 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.
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.

Click OK to continue creating manual groups.
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Search for Invoices and Receipts to Match

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

C ) RAC e"r’uu are logged in as: Alain Frecon ALAIN.FRECON DB URL: jdbcioracie thin:@mspdevB2.us.oracke.com:1521:dvhis03 Data

Source: rmsqahp 130 Authentication: DATABASE Log Path: /u00iwebsdminiproduct/10.1.3/0racleAS_1/jZee/cs13reim-instanceflogireim-online. log
Invoice Summary Match Find

AP Reviewer ALAIN.FRECON O\ Freco
Supplier Q Supplier Ste Q
Include Suppliers In Group
Invoice Receipt
Order Number Q Order Number Q
Lecation Q, Location Q,
Document ID (% for partial search) Receipt Q
tem a - <
Due Date ﬂ o ﬂ
Receipt Date @ to @
Document Date ﬂ to ﬂ
Detsis Exist | [w]
Currency Q Currency Q,
Document Cost to Receipt Cost 1o
[ Limit to inveics driven search Hide groups with receipt overages

Refresh Cancel

Invoice Summary Match Find Window

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

6. Click OK. The Summary Match - Supplier List window displays the invoices and
receipts for each supplier that match the search criteria.

- RAC Ea"r’nu are logged in as: Admin User ADMIN DB URL: jdbcorade:oci:@dvoirl4, Data Source: rms12 Log

Path: /ul0/webadmin/producti10.1.2/0OradeAS_2j2eereimi2_MOSB_WVatOfffleg Authenfication: DATABASE
Summary Match - Supplier List

Supplier Name: Supplier No. of Invoices No. of Receipts
MS0B Supplier! US 959 1 8
General Book Supplier 3030 0 1
Local Supplier #1 2500 0 2
Local Grocery Supplier #1 6000 0 2
MSOB Supplier? CZ 666 0 1
Battery Supplier 3020 1 0
Coca Cola - Charlotte 2400 Z 4

Cancel |

Summary Match - Supplier List Window

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

'S RAC eo‘f’eu are logged in as: Admin User ADMIN DB URL: jdbcioracleroci:@dvolrd4, Data Source: rms12 Log

Path: /u00/websdmin/producti10.1./OracleAS_2/Zesireim13_MOSE_VatOfillog Authentication: DATABASE
Summary Match List
|Supplier: 3030-General Book Supplier

Invoices - Unmaiched Receipts - Unmatched
Location Avail
Order Suy Invoice Total Total Merch Curr In Dets Location " i
select No.  Name |A[*] mvoice pate Cost Code Rev Ext Order  Supp = e s e
- aty e Select No. Hame Receigt Date Gty Merch Cost Code
Ho records found General
[] 2601  Book 1M 320 01-12-2008 30 300.0000 USD
Supplier
Selected Totals: Total Qty: Total Cost: Total Qty: Total Cost:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date Cost\ariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
llo 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.
8. Click Cancel to close the window without saving any changes.

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.

= 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
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View the In Balance Items Tab

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

C ) RAC e"r’uu are logged in as: Alain Frecon ALAIN.FRECON DB URL: jdbcioracie thin:@mspdevB2.us.oracke.com:1521:dvhis03 Data

Source: rmsqahp 130 Authentication: DATABASE Log Path: /u00iwebsdminiproduct/10.1.3/0racleAS_1/jZee/cs13reim-instanceflogireim-online. log
Invoice Summary Match Find

AP Reviewer ALAIN.FRECON O\ Freco
Supplier Q Supplier Site Q,
Include Suppliers In Group

Invoice Receipt
Order Number Q Order Number Q

Lecation Q, Location Q,

Document ID (% for partial search} Receipt Q
e a ftem Q
Due Date ﬂ o ﬂ
Receipt Date @ to @
Document Date ﬂ to ﬂ
Detsis Exist | [w]
Currency Q Currency Q,
Document Cost to Receipt Cost 1o
[ Limit to inveics 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. Click on the In Balance Items tab.
3. Click OK to close the window.

Group Invoices and Receipts for Detail Matching

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

RAC e"‘r’nu are logged in as: Alain Frecon ALAIN.FRECON DB URL: jdbc:oracie:thin:@mspdevB2 us oracle. 521:dvhis03 Data

Source: rmsqahp 130 Authentication: DATABASE Log Path: /u00iwebadmin/product/10.1.3/OradleAS_1/jZee/cs1 3reim-instance/logireim-online. log
Invoice Summary Match Find

AP Reviewer ALAIN FRECON O\ Freco
Supplier Q Supplier Site Q
Include Suppliers In Group

Invoice Receipt

Order Humber Q Order Humber Q,
Lecation Q, Location Q,
Document ID (% for partial search) Receipt Q
tem 0, ftem Q

Due Date @ to @

Receipt Date @ to ﬂ
Document Date E to E
Details Exist -
Currency o} Currency Q,
Document Cost to Receipt Cost 1o
D Limit to invoice driven search Hide groups with receipt overages

Refresh Cancel

Invoice Summary Match Find Window
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Search for and retrieve invoices and receipts for detail matching. The Summary
Match List window opens.

+You ere logged in as: Admin User ADMIN DB URL: jdbcoradie:oci:@dvok4, Data Sourse: ms12 Log

Path: /u00/websdmin/product/10.1.3/OracleAS_2/2ee/reim13_MOSB_VatOfilog Authentication: DATABASE

Summary Match List
ISupplier: 2020-General Bock Supplier

Invoices - Unmatched Receipts - Unmatched
Location Avail
Order  Supp - Invoice Total Total Merch Curr In Dets Location " Total "
select Mo I -AII || Dat Cost Cod R Ext Order  Supp Receipf Total Avail Total Curr
= ivoice Date = Oty = = select No. flame |4 [v|meceint Date @ty MerchCost Code
Ho records found General
D 3801 Book 1" 33m 01-12-2008 30 300.0000 USD
Supplier
Selected Totals: Total Qty: Total Cost: Total Qty: Total Cost:
Calculate Totale Group I
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
Ho records found Select Humber Date Variance Variance  Currency
No records found

Combine Cancel

Summary Match List Window

Group invoices and receipts as necessary.
In the selected totals area:

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

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

Click Details. The Detail Matching window opens.

MIN DE URL: jdbe: @mspvip?3.us.oracle.com: 1521 :
Detail Matchin ]
In Discrepancy ltems In Balance ltems
Rem Unit Cost Quantity
Select ttem ttem Descrintion VPH In Rev Match  Receipt Cost Order Cost Invoice Cost Variance Win Tolerance Receipt Oty Invoice Gty Variance Win Tolerance - |
Ho records found

JEY

Detail ltem Grouping
Invoice Receipt

Inupice  Unit Order Inwoice Extended = Receipt  Unit  Receipt  Extended -]
Select Mem  VPH Invoice Date Cost Cost Oty Cost  MatchDeals Select | VPHReceipt  Date Cost aty Cost als
I MY 2600041 13
Totals: Total Qty: 102.0000 Total Cost: 102.0000 Total Qty: 100.0000 Total Cost: 1000000
Quantity Variance (20000) Oty Variance % (2.0000) Within Oty Tolerance o
Cost Variance 00000 Cost Variance % 00000 Within Cost Tolerance Yes
OH Detail Match Cost Resolution I Gty Resohdion 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.
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6. 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.

7. If the invoice and receipt match within tolerance:

= Click Cost Resolution to resolve cost discrepancies. The Cost Selection window

opens.

= Click Qty Resolution to resolve quantity discrepancies. The Quantity Selection

window opens.

Click Detail Match. The items are posted for payment.

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

payment.

View Deals Associated with Invoices or Orders

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

Match Find window opens.

ORACL.

Invoice Summary Match Find

AP Reviewer |ALAIN FRECON O\
Supplier Q
Include Suppliers In Group

Invoice
Order Humber Q

Lecation Q,
Status N

Document ID (% for partial search)

[ Limit to invoice driven search

Invoice Summary Match Find Window

*You are logged in as: Alain Frecon ALAIN.FRECON DB URL: jdbcoracle:thin:@
Source: rmsqahp130 Authentication: DATABASE Log Path: /ulDiwebadmin/product/10.1.3/CradeAS_1/j2ee/cst reim-instance/logieim-online. log

ftem Q
Due Date ﬂ to E
Document Date E to E‘
Details Exist hd
Currency Q,
Document Cost to

Supplier Site Q

Receipt
Order Number

Location

Receipt

ftem

Receipt Date

Currency

Receipt Cost

Refresh Cancel

us_oracle. com:1521:dvhis03 Data

A o £

e

Hide groups with receipt overages

Search for and retrieve invoices and receipts for detail matching.

Group invoices and receipts as necessary.

To view deal associations:

= In the Invoice area, click Yes in the Invoice Deals Exist column. The Invoice Deals

window opens.

* In the Receipt area, click Yes in the Order Deals Exist column. The Invoice Deals

window opens.

4. Click OK to close the window.
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Split a Receipt

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

Match Find window opens.

Invoice Summary Match Find

) RM e"r'uu are logged in as: Alain Frecon ALAIN.FRECON DB URL: jdbcioracie thin:@mspdevB2.us.oracke.com:1521:dvhis03 Data

Source: rmsqahp130 Authentication: DATABASE Log Path: /u0Diwebadmin/product/10.1.3/0radleAS_1/j2eeicst Jreim-instance/logieim-online.log

AP Reviewer ALAIN.FRECON O\ Frecon, Ala
Supplier = Supplier Ste
Include Suppliers In Group
Invoice Receipt

Order Number Q Order Number Q
Lecation Q, Location Q,
Document ID (% for partial search) Receipt Q
e e} ftem Q.

Due Date ﬂ o ﬂ

Receipt Date @ to @
Document Date ﬂ to ﬂ
Detsis Exist | [w]
Currency Q Currency Q,
Document Cost to Receipt Cost to
[ Limit to inveics 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. In the Detail Item Grouping area, select the check box to the left of the receipt you
want to split.

4. Click Split Receipt. The Split Receipt window opens.

JMIN DB URL: jdbe:oracle:thin:@mspwip?3.us.oracle com: 1521 dvel 022

ve: imasedevi2] Authentioation: DATABASE Log

Split Receipt

tem 100652001 . re

Receipt 01 Q,
Quantity Available 100 0000
Excess Quantity |

o | cen
Split Receipt Window

5. 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.
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5
Resolve Discrepancies

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

Resolve Cost Discrepancies

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

'S RAC E- You sre logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrl4, Data Source:rms12 Log

Path: /u00/webadmin/product10.1.3/0racleAS_2/jZeeireim13_MOSE_VatOfilog Authentication: DATABASE
ICost Review List

Supplier Document Cash Reviewer
Department Class Supplier MName Type Discount Order Location " i Group
= 5 Resolve By = Route 4 T Location No.of Line Total Document
Date Date |Al Al Description  Exceptions Amount  Currency
No records found
Cancel

Cost Review List Window

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

1z Admin User ADMIN DB URL: jdbe:oracle:thin:@mspvip?3.us otacle.com:1521:dvel0Z2 Data Sousce! rmasedewi2! Authentication: DATABASE Log 17
Cost Review Detail
Merchandise Invoice NEWINYOICE Supplier 5150-cads test Location 1000000001 -Minneapols
Department 1414-Activewear Class 1000-tzhirt Currency USD
Oorder 265211 Resolve By Date 05-10-2005
Unit Cost
Oriag, Current Unit Cost Variance
Order Order Document Variance Percent
Digerepancy Comments e Description Cost Cost Cost FaviUnFau) FauwiUnFaw) Order Cost Source Order UPC  WPH
Mo 100027400 100027400 179900 17,9900 1,0000 16,9900 99.4014% Manusl

Cost Review Detail Window

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

User Guide 53



Quantity Discrepancies

"*ou are lo: i Admin User ADMIN DB URL: jdbo:oracie:thin:.@mspvip73. us.oracle com: 15621:dvol022 Data Source: rmssedeviZ1 Authentioation: DATABASE Log
RACI— You are logged in as:
Fath: jraim12Aogsheim-online.log
Cost Selection
Merchandise Invoice NEANYOICE Item 100027400-100027400 Location 1000000001 -Menespolis
Order 2E5211 Supplier 5150-cads test Currency USD
Comrect Unit Cost
 Order 17,5300
T Involce 1.0000
© Other
ot

Cost Selection Window

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.

vdmin Uses ADMIN DB URL jdbeoracle:thin. @mspvip?3 us oracle.com 1521 dwolM22 Data Souice, rmssedew121 Authentication: PATABASE Log
ina.log
Cost Variance Resolution
prerchandise Invoice NEWINYOICE Mem 100027400-100027400 Location 1000000001-Mrnesgolis
Order 265211 Currency USD
(Cost Variance 169900 Outstanding Variance 169200
Apply
Enter Reason 545 Q) [Repay Cost Claim-Reguires Accourt Amount
Action Reroute Cost Discrepancy Re-route to Group Q
Comments Hint Reazon for rerouting
Commend Reeed
Appty |
Resolutions
Delete Reason Code Reason Code Description Action Amount Comments
No records found
Backl OK | Delete | Appiyar | cancel |

Cost Variance Resolution Window
5. Inthe Apply area:

a. In the Enter Reason ID field, enter the reason ID, or click the LOV ﬂ 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.

In the Amount field, enter the monetary amount of the discrepancy.
Add comments as necessary.
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 ﬂ 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.
c. 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
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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.

This section includes the following quantity discrepancy resolution instructions:
= Resolve Quantity Discrepancies

Resolve Quantity Discrepancies

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

(O RAC e."r'nu are Ingged in as: Admin User ADMIN DB URL: jdbcoradie:odi:@dvoli4, Data Source: rmsi2 Log

Path: /ul0/webadmin/produck10.1.3/OracleAS_2/[2esireim13_MOSB_VatOffilog Authenfication: DATABASE
Quantity Review List

Resolve By Supplier Ereight Payment

Past Due — ile L L Quantity  Invoice TofalDosument Reviewer
Indicator Document Difference Date Amount Group
Ho records found

Cancel

Quantity Review List Window

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

r ADMIN DB URL: jdbe sracle thin:@mepvipT 2. us.oracle. com: 1521 dvelD22 Dats Source: rmesedevi2] Authentication: DATABASE Leog
Quantity Review Detail
Merchandise Invoice INYOICENTNEW Supplier 5150-cads test Location 1000000001 -Minneapois Resolve By Date 05-03-2003
order 255211 Order Comments Subssribed order Receiptis)
Qty
oty
Current Variance Percem
Discrepancy Comments Htem Description Order Gty Receipt Oty Document Gty Favi{UnFau} Favi{UnFav} Order UPC  ¥PH
No 100027400 100027400 200.0000 00000 2000000 (200.0000) 100 100027400
1
Cancel

Quantity Review Detail Window

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

Admin User ADMIN DB URL: jdbo oracle thin: @mspwip73.us.oracle.com: 1821 dvol 22 Data Source: imssedevi21 Authentivation: DATABASE Log

nline.log
Quantity Selection

Merchandise Invoice INYOICENTNEW

Mtem 100027400-100027400

Cormect Quantity
' Receipt 0.0000
C Invoice 200.0000
" other
Receipt Quantity

Ho records found

o | [pe]

Quantity Selection Window

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.
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n User ADMIN DB URL: jdbc:oracle:thin @mspvip?3.us oracle com: 1521:dvol 022 Data Source: imssedewi21 Authentication: DATABASE Log (7}
o

Quantity Wariance Resolutio

Merchandise Invoice INYOICENTHNEY Rem 100027400-100027400 Location 1000000001 -Minneapolis
Order 285211 Receipt(s)
Quantity Variance (200 0000) Outstanding Variance (200.0000)
Apply
Erer Reason 420 Q cty Shart Claim-Conceaksd Short Quantity -200)
Action Debit Memo Quantiy Re-route to Group a,

Comments Hint Receipt |

Commerts

Apply

Resolutions

Delete Reason Code Reason Code Description Action uanti Comments d

Ho records found

Quantity Variance Resolution Window
5. Inthe Apply area:

a. In the Enter Reason field, enter the reason ID, or click the LOV ﬂ 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.

In the Quantity field, enter the number of units in dispute.
Add comments as necessary.
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 ﬂ 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.
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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.

ou are logged in as: Admin User ADMIN DB URL: jdbc:oracleroci @dvol04, Data Source: msi2 Log
ORACLE 2

Path: /u00/webadmin/product/10.1 3/OracieAS_2/j2eeireim13_MSOBOff_VatOn/log Authentication: DATABASE
'AT Review List

Supplier Supplier Hame Document Type Order Location
All[v] _ _ Resolve By Date Route Date _ al[#]  Location Description  Total Bocument Amount | Currency  No. of Line Exceplions

Ho 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.

min User ADMIN DB URL. jdbo oraclethin: @mspvip73.us.oracle. com 1821 dvol 22 Data Source; imasedewi21 Authentivation: DATABASE Log

nline.log

WAT Discrepancy Detail

Merchandise Invoice INY280401 Supplier 5150-cads test Location 1000000001 -Minneapolis

Order 280401 Resolve By Date 02.07-2003 Curreney USD
tem ipti System VAT Code System VAT Rate Document YAT Code VAT Rate Order UPC  YPH
100027400 100027400 s 10 AEK bl

VAT Discrepancy Detail Window

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

a5 Admin Uses ADMIN DB URL: jdbe: oracle thin:@mspvip?3.us.oracle comA521 dvel22 Data Source: rmasedevizd Authentioation: DATABASE Log
m-online.log

(7]
WAT Discrepancy Detail Selection

Merchandise Invoice INY 250401 Mem 100027400-100027400 Location 1000000001 -Mrnesnoks
Order 220401 Supplier 5150-cads test Currency USD
Correct VAT CodeRate

% System VAT Code/fRate 5 10

© Invoice VAT CodeRate AEK z

VAT Discrepancy Detail Selection Window

3. Inthe Correct VAT area, select the correct VAT for the item: System VAT or Invoice
VAT.

4. Click Next. The VAT Discrepancy Detail Resolution window opens.

din 4= Admin User ADMIN DB URL: jdbc:oraclethin @mspvip73 us.aracle.com 1521 dvoliZ2 Data Source: imssede121 Authentioation: DATABASE Log @

m-online.log

VAT Discrepancy Detail Resolution

Merchandise Invoice INY250401 Mem 100027400-100027400 Loeation 1000000001 -Minnespolls System VAT CodeRate S 10
Order 230401 Currency USD Invoice WAT Code/Rate AEK 22
Resolution

Enter Reason 599 O, |Dekit hemo VAT fer

Action Debit Memo - VAT tem Only
Comments Hint

Back I O I Delete Resolution Cancel

VAT Discrepancy Detail Resolution Window

5. In the Apply area:
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a. In the Enter Reason ID field, enter the reason ID, or click the LOV ﬂ 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.

(O RAC ewnu are Ingged in as: Admin User ADMIN DB URL: jdbcoradie:oci:@dvoli4, Data Source: rmsi2 Log

Path: /ul0/websdmin/product/10.1.3/OracleAS_2/j2eeireim13_MSOBOR_VaiOnilog Authentication: DATABASE
'AT Review List

Supplier Supplier Name Document Tvpe Order Location

All[w] All _ Resolve By Date Route Date Allx] | Location Description

Ho records found

Cancel

Total Document Amount Currency No. of Line Exceptions

VAT Review List Window

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

User ADMIN DB URL: jdbe:oracle:thin-@mspvip73.us.aracle.com 1521 dvei0z2 D at e rmssedewiz] Authantioation: DATABASE Log

lag @
Invoice Maintenance Header

Document Type: Merchandiss Ivoice vendar Type [Sizpier <]
Invicice: IG’:::::::U;HD‘I Viendor 1234500000 |, Jemes Herdle industries Lid
Invaice Status Order Not 21601 a ¥
Inveice Diate: (5-07-200 48 Location 505 Q|2
Match Date: Invoice Currency:. LISD Exchange Rate: 1
Invoice Terms: 02 Q) |02 1.5% 20 Days
Order Terms: 021.5% 30 Days ™ EDiInvoice:
Supper Terms: 02 1.5% 30 Day= I~ Pre.Paid
™ Manusiy-Psid
I Details Aftached
I™ Consignment
Due Date: 02062007 |
Freight Payment Type: | Collect ;l Total Merchandse Cost Ex VAT: 101 0000 Calculste
Total Non-Merch Cost Ex YAT: 0.0000
Payment Hold Status: Never Heki
Total Cost Ex VAT 101 0000
Total VAT Cost 101000
Total Cost Inc VAT 1.1
Ivaice Gty 1
Total Alowances:
Ref No. 1
Ref ho, 2 TERMS SOURCE
Ref No. 3 Terms Date:

Invoice Maintenance Header Window
2. Add or Update the VAT breakdown:
a. Click the Total VAT Cost hyperlink. The VAT Breakdown window opens.
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—3 VAT Breakdown - Microsoft Internet Explorer

VAT Breakdown
Ex VAT Basis VAT Code VAT Rate VAT Amounts
0.0000 CEM 10 0.0000 ;I
0.0000 c 10 0.0000
0.0000 E 30 0.0000
0.0000 I 0 0.0000
0.0000 BEK 22 0.0000
5,307 0000 v 40 2,158 8000
0.0000 s 10 0.0000
/|
Total: 158 500
ok | celcusteTatsl | [cancel |

VAT Breakdown Window

In the 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.

ser ADMIN DB URL: jdboioracle:thin:@mspvip73.us.oracle. com: 152 1:dvel022 Dat : 121 on: DATABASE Log
Invoice Maintenance Detail
Invoice: NV 281801
Supplier: 1234500000-James Hardis Industries Ltd Currency: USD
otal Inwoice Merch Cost: 1010000 Total Invoice Oty: 10 0000
Select  Receipt Receiving Location Description Order Ho. Total Receipt Amount Receipt Oty Avail Total Oty Receipt Date
- 22ram 605 ABC 26180 100.0000 100.0000 100.0000 06-07-2003
select all
lear sl Defaull from Receipts I Default from Order I
tems
@ fem € PN |100E6200 Qe Invoice Oty 101]0000 Unit Cost 1.0000 yAT Code -Rate |5 - 100 7| ~ddlien | Uodste kem I
Delete Hem WPH Description  Inwoice Oty Supplier Unit Cost  Inw. Unit Cost  WAT Code VAT Rate VAT Discrepancy d Cost Ex VAT
[ 100662001 re 100.0000 1.0000 1.0000 s 10 = 100,0000
elect all
lear &l
Totals Total tems: 1 Total Invoice Quantity: 100.0000 Total Extended Cost: 100.0000
Invoice Quantity Variance: £1.0000) Extended Cost Variance: (1.0000)
ok | oeistetems | cancet |

Invoice Maintenance Detail Window

2. Add details as necessary. (See "Add Details to a Merchandise Invoice" for more
information.)
Click OK to save the changes and close the Invoice Maintenance Detail window.

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

| #You are logged in as: Admin User ADMIN - DB URL: jdbcioradle;oci:@dvoil4, Data Source: rms12 Log
- RMLE Path: /uD0/webadmin/product10.1.3/0OracleAS_2/[2eeieim13_MOSB_VatOfillcg Authentication: DATABASE
Document Search
Action |_”Ew ‘_’J
Document Type | Credit Note [v] Pociezeol & L fo;::[‘::}_‘ ]
Status
Vendor Type Ven:lur] 0\1
Order Number ]— Q Location ] O\]
AF Revigwer | o}
In Cost Review Cost Reviewer Group ] D\1
In Quantity Review Quantity Reviewer Group ] D\]
Document Date Range i_m@ to I—“m Due Date Range ]—‘@ to ]‘—ﬂﬁ
Currsncyl O\J Consignment Deal
DocumentCostRange] toi Quantity Rangs] tul
Receipt ]— Q ftem ] D\J
Payment Terms 1 O\i Freight Payment Type
Details Exist Pre-paid Invoice
ok | = Refresh | cancel |

Document Search Window

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

- RM Eo"r’ou are logged in as: Admin User ADMIM DB URL: jdbcoracle:ccii@dvolrl4, Data Source: rms12 Log

Path: /ul0/websdmin/product/10.1. 30racieAS_2/Zeaireim13_MOSE_VatOfflog Authentication: DATABASE
Document Maintenance Header

—

Create ID: ADMIN

Document ID: Supplier: 0\
0r:|5rN0:1 Q, ¥
Location: | of
Decument Type: Credit Note Document Currency: Exchange Rate:
Document Status: Consignment
RTV Chargeback Ind: Fixed Deal
ATV Order No: Complex Deal
Approve Date:
Document Date:|01-20-20024E1
Payment Terms:
Due Date: |0
Deal:
Total Merchandise Cost: 0.0000
Total Non-Merch Cost 0.0000
Total Document Cost: 0.0000
Ref No. 1: Document Oty 0
Ref No. 2:
Ref No. 3:
Ref Ho. 4:
OK 1 OK+Repeat ] Detailsi ANDTOVE ] Create Credithiote Hever=e 1 0id Commentz 1 Cﬁncelj

Document Maintenance Header Window

4. In the Document ID field, enter the number of the document.

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

6. In the 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.
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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 1D : 1

Amount I,“l
Carrier Credit Allowance 0.0000]|
/Merch Allowance (Perf} 0.0000]( =
0.0000
Currency Adiustment 0.0000
Customs Broker Fee 0.0000
Customs Duty 0.0000
Declared Value for Customs 0.0000
0.0000
0.0000
Dizcount - Incentive 0.0000
|

GL Cross-reference for
Segment1 Segment2 Segmentd Segment4 Segments Segment& Segment? Segmentd Segment® Segment 10

Twpe: Company Location Account Department Class Affiliate Future1 Future2 Future3 Futured

Total: ] 0.000
oK calculate Total | [ 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.

- RAC ea‘r’nu are logged in as: Admin User ADMIN - DB URL: jdbcoracle:cci:@dvcirD4, Data Source:ms12 Log

Path: /u00/webadmin/product/10.1.3/OradleAS_2jZeatieim13_MOSBE_VatOffilog Authentication: DATABASE
Document Maintenance Detail

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

a Amount | Document
Item . Per Unit Doc Prefix __.EED Add All tems ]
Reason

| af Quantity Add iem

Code x
Delete Item Description Reason Code Description Amt Per Unit Quantity Extended Cost
Ho records found

select all
clear all
Total ltems: 0 Totals 0 0.0000

oK ] Delete items ] Cancel]

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.
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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.

© ® N a R

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.

& ou are lopged in as: Admin User ADMIN - DB URL: jdbrzoracle:oci@dvciil4, Data Source: rms12 Log
- RAC LG Path: juD0/webadmin/product/10.1.3/0racleAS_2jZ2eaieim13_MOSB_VatOffilcg Authentication: DATABASE
Document Search
acten
Document Type| Credit Note t_l pocizen & (% TU;;:[:LIE}‘
Status
‘ender Type Vendurl O\i
Order Number l— c Location I O\l
AP Reviewer I O\’
In Cost Review Cost Reviewer Group I O\I
In Quantity Review Cuantity Reviewer Group l O\I
Document Date Range I—@ to I—@ Due Date Range I—@ to I—@
Currency I O\I Conzignment Deal
Document Cost Range | to] Quantty Rangs | to]
Receipt l— Q ftem l O\I
Payment Terms I O\I Freight Payment Type
Details Exizt Pre-paid Inveice
OK I Search 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.

- RAC Es"r’ou are logged in as: Admin User ADMIN - DB URL: jdbcoracle:cci:@dveirl4, Data Source: rms12 Log

Path: /ul0/webadmin/product/10.1.3/CracleAS_2/j2eaieim13_MOSB_VatOffllog Authenficafion: DATABASE
Document Maintenance Header

—

Create ID: ADMIN

Document ID: Supplier: D\
OrderNo:l Q, ¥
Location: I O\I
Document Type: Credit Note Document Currency: Exchange Rate:
Document Status: Consignment
RTW Chargeback Ind: Fixed Deal
RTV Order No: Complex Deal
Approve Date:
Document Date:|01-20-200241
Payment Terma:
Due Date: |03-05-2008
Deal:
Total Merchandize Cost: 0.0000
Total Non-Merch Cost: 0.0000
Total Document Cost: 0.0000
Ref No. 1: Document Cty: 0
Ref No. 2:
Ref No. 3:
Ref Ho. 4:
OK I OK+Repeat l Details I Anprove | hote Heverze I fo ;I Comments I Cancel I

Document Maintenance Header Window

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

RAC E-s‘r’nu are logged in as: Admin User ADMIN - DB URL: jdbcioracie:cci:@dvoll4, Data Source:mmsi2 Log

Path: /u00/webadmin/product/10.1.3/OradleAS_2jZeateim13 MOSE_VatOffilog Authentication: DATABASE
Document Maintenance Detail

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

Q Amount Document
Item -2 Per Unit Doc Prefix o Add All tems I
Reason

]
Code | n; Quantity Add ftem I

Delete Item Description Reason Code Description Amt Per Unit Quantity Extended Cost
No records found

zelect all
clear all
Total ltems: 0 Totals 0 0.0000

ok | Deetetems | cancel |

Document Maintenance Detail Window

3. Adjust the details so that the quantities and amounts in question remain.
4. Click OK. The Document Maintenance Header window opens.
5. Click Reverse. A credit memo is created in disputed status.
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Void a Credit Note Request

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

#Y¥ou are lopged in as: Admin User ADMIN - DB URL: jdbccorade:oci:@dveir04, Data Source: msi12 Log
Path: juD0/webadmin/product/10.1.3/0racleAS_2jZ2eaieim13_MOSB_VatOffilcg Authentication: DATABASE
Document Search
acten
Document TYIJE| Credit Note M Boctgic i G Tusr::r:;_lﬂ}‘
Status
‘ender Type Vendurl O\I
Order Number l— c Location I O\I
AP Reviewer I O\I
In Cost Review Cost Reviewer Group I O\I
In Quantity Review Cuantity Reviewer Group I O\I
Document Date Range I—@ to I—@ Due Date Range I—@ to I—@
Currency I O\I Conzignment Deal
Document Cost Range | to] Quantty Rangs | to]
Receipt l— Q ftem I O\I
Payment Terms I O\I Freight Payment Type
Details Exizt Pre-paid Inveice
OK I Search Refresh Cancel

Document Search Window

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

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

You are logged in as: Admin User ADMIN DB URL: jdbcroraciercci:@dvoird4, Data Source: rms12 Log Path: /Ju0Diwebadmin/product/10.1.3/OracleAS. 2

D Status Doc Date Order Due Date  Vendor Vendor Desc Location  Location De:
Select  DooType  Prefix Dos D a 7 PN 2 (T | X = | EX0 2 | E T
[J Merchandige Invoice SKG120215241008800000000000001 Matched 01-17-2008 4502 02-17-2008 2400 Coca Cola - Charlotte 1811 Phoenix
[ Merchandise Invoice SKG120181385154500000000000001 Ready for Match 01-14-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1511 Phoenix
[] Merchandizse Invoice 1NV 3001 Ready for Match 01-12-2008 3001 02-11-2008 3020 Battery Supplier 111 Charlotte *
[J Merchandize Invoice SKG120216240985300000000000000 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1421 Portland
[[] Merchandige Invoice NV 3002 Ready for Match 01-12-2008 3002 02-11-2008 999 MS0B_Supplier1_US 400 M30B_Store3_O
[1 merchandise Invoice SKG120181385132300000000000000 Ready for Match 01-14-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1421 Portland

Pay Invoice | Delete Cancel

Document Find Window

4. To display the item information, click a document number. The Document
Maintenance Header window opens.
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ou are logged in as: Admin User ADMIN - DB URL: jdi acle:cci:@dvolrl4, Data Source: rms12 Log

: /uDDwebadmin/product/10.1.3/0racleAS_2/j2eal 3_MOSB_VatOfillog Authentication: DATABASE
Document Maintenance Header

—

Create ID: ADMIN

Document ID: Supplier: C‘\
Order NU:I Q, S
Location: I O\I
Document Type: Credit Note Document Currency: Exchange Rate:
Document Status: Consignment
RTW Chargeback Ind: Fixed Deal
RTV Order No: Complex Deal
Approve Dats:
Document Date:|01-20-z0024E1
Payment Terms:
Due Date:
Deal:
Total Merchandize Cost: 0.0000
Total Non-Merch Cost: 0.0000
Total Document Cost: 0.0000
Ref No. 1: Document Cty: o
Ref No. 2:
Ref Ho. 3:
Ref No. 4:
oK | OK+Repeat I Details: | Comments I Cancel |

Document Maintenance Header Window

5. Click Void.
6. Click OK to close the window.
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6
System Administration

System Options

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 Document Prefixes

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

() RAC ®You are logged in ss: Alsin Frecon ALAIN.FRECON DB URL: jdbcoracle:thin:@mspdevE?. us.oracke. com:1521:dvhis03 Dats

Source: rmsqahp130 Authentication: DATABASE Log Path: /ul0/webadmin/product/10.1.3/CracleAS_1/j2ee/cs13reim-instance/logireim-online. log
System Options

T (e N S - " a Receipt Wirite OFf
Document History Days 20 Close Open Receipt Days 90 #of Days 0
Post Dated Document Days 10 Cost Resolution Due Days 3
Debit Memo Send Days 1 Qty Resolution Due Days 2
Max Telerance % 100.000 Days Before Due Date 3
Default Pay Now Terms 2210 D\

Include WAT Processing WAT Resolution Due Days 0
Calc Toles 2 Percent
e (R 1.0000 AT Valdation Type
® amount
Default Header VAT from Details WAT Document Creation Level Post Based O
Doc Header

Debit Memo Prefix-Cost DMC Debit Memo Prefx-Qty DMQ
Credit Note Request Prefix-Cost CHC Credit Note Request Prefic-Oty CHO
Credit Memo Prefix-Cost CMC Credit Memo Prefix-Qty CcMQ
Debit Memo Prefix-VAT DMV Credit Note Request Prefic-VAT CNW
Allow lookup tems by VPN
Auto-resolution Reason Code For o]

Credit Mote Request-Cost i

Auto-resolution Reason Code For o
Credit Mote Requeat-Qty b

Auto-reselution Reasen Code For o]

Credit Memo-Cost a

Auto-resolution Reason Code For o]

Credit Memo-Qty =
Match Using Reference 3 Field No Match using Reference 4 Field No

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

Cancel

System Options Window

1. 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.
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Maintain the System Variables

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

opens.

System Options

® Amount

Default Header VAT from Details

Debit Memo Prefic-Cost

Credit Mote Request Prefix-Cost

Credit Memo Prefix-Cost
Debit lemo Prefic- VAT

Allow lookup items by VPN

Auto-reselution Reason Code For

Credit Note Request-Cost

Auto-resolution Reason Code For
i

esolution Reason Code For
Credit Memo-Qty

Match Using Reference 3 Field No

Document History Days 20

Post Dated Document Days 10

Debit Memo Send Days 1

Max Tolerance % 100.000

Default Pay Now Terme 32110 Q
Include VAT Processing

Cale Tolerance ) Percent 10000

D 0 0

i)

System Options Window

*fou are | in as: Alain Frecon ALAIN.FRECON DB URL: jdbcoracie:thin: us.oracle. com:1521-dvhis03 Data
()

Source: rmsqahp130 Authentication: DATABASE Log Path: /ull0/webadmin/product/10.1.3/0radeAS_1/j2es/cs13meim-instance/logireim-online.log

Receipt Write Off
#of Days

Close Open Receipt Days
Cost Resolution Due Days 3

Qty Resolution Due Days

Days Before Due Date 3

VAT Resolution Due Days 0

VAT Validation Type

Post Based On

AT ent Creation Level
WAT Document Creation Level Doc Header

Debit Memo Prefix-Qty oMa
Credit Note Requeat Prefoc-Qty CNQ
Credit Memo Prefix-Oty cMa
Credit Note Reguest Prefic-VAT CHY
Match using Reference 4 Field No

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

Cancel

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.

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.

Include VAT Processing

Whether Invoice Matching should check for value added tax on

receipts.

Calc Tolerance Percent /
Amount

The percentage or amount 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.
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Field Description

Default Header VAT from | Whether header level VAT information must be entered before

Details 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.

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.

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 | Whether VAT debit memos and VAT credit note requests are created

Level at the Item or Full Invoice level.

Receipt Write Off # of Number of days for which the receipts write off history has to be

days retained in the system.

Post Based On Doc If the value is Yes, postings to the financial system are based on the

Header header total instead of accumulated details.

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 Prefix-VAT

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

Allow lookup items by
VPN

Enable or disable items lookup via VPN.

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.

Credit Note Request
Prefix-VAT

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

Auto-resolution Reason
Code For Credit Note
Request-Cost

The business reason code used for credit note matching when a cost
discrepancy is matched automatically with the generation of a Credit
Note Request-Cost. If this field is empty, automatic cost discrepancy
resolution using credit note requests is not performed.
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Field

Description

Auto-resolution Reason
Code For Credit Note
Request-Qty

The business reason code used for credit note matching when a cost
discrepancy is matched automatically with the generation of a Credit
Note Request-Qty. If this field is empty, automatic cost discrepancy
resolution using credit note requests is not performed.

Auto-resolution Reason
Code For Credit Memo-
Cost

The business reason code used for credit note matching when a cost
discrepancy is matched automatically with the generation of a Credit
Memo-Cost. If this field is empty, automatic cost discrepancy
resolution using credit memos is not performed.

Auto-resolution Reason

The business reason code used for credit note matching when a cost

Code For Credit Memo- discrepancy is matched automatically with the generation of a Credit

Qty Memo-Qty. If this field is empty, automatic cost discrepancy
resolution using credit memos is not performed.

Match Using Reference 3 | If the value of this option is Yes, automatic credit note matching uses

Field the value in the Reference 3 field to attempt matching.

Match Using Reference 4 | If the value of this option is Yes, automatic credit note matching uses

Field the value in the Reference 4 field to attempt matching.

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.
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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 ki Q,

Crios:
s | Mon-merchandise Codes:’ Q, Guery

Cancel

GL Cross-reference Window

1. In the Set of Books ID field, select 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 are
enabled or disabled by a system option set by the system
administrator.

In the Cross Reference Type field, select the account category.

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.

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.
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6. Click OK. The GL Cross-reference Details window opens.

GL Cross-reference

Set Of Bocks i 12 Q,

C0s: L= — -
Mon-marchandsn Codes & 8720 4 [Coop Adterch Akwencs (Fe) Auery
Ty | El

COmgany Location Account Departrment Cazs Affiobe Futuret Futura2 Futures FlLiured
[Mrace7 205EG IMCE7 205EG2 IMCB720SE G2 IMCB7 205E G4 [IMCB7 20SEG5 IMCBT 205E56 IMCET 205EG7 IMCET 205EGE [IMCB720SEGHMCB720SEG10

OH HesRepast I leﬂl

GL Cross-reference Details Window

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

in as: Admin User ADMIN - DB URL: jdbecioracle:thin: @mspvip2.us.oracle.com:1521:dvol041, Data Source: ims12 Log
Authentication: DATABASE

GL Options

Set Of Books ki

QU
=

OK | Cancel ]

GL Options Window

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

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

de com:AS21:dual 022 [ata

GL Options
St Of Boaks Id

CILeEr
Segment Label Dynamic
Compeny N

Locstion I

Account
Department [
Clpzs: 1]
Alfilate
Fudurel
Fubure
Fubured
Fubured

GL Options Details Window

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

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

Reviewsr  DEMO1

| Repeal e Grous Options. ancel
oK OK:Repeal ‘Suppler Group Opt caneel

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

Click Query. The supplier details are displayed.

In the AP Reviewer field, enter the ID of an accounts payable reviewer, or click the

LOV ﬂ 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.
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oK | oxsRepest ‘Sunpler Group Optioas caneel

= 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 | Q, Query |

Details

AP Reviewner Q

Invoices For Suppliet Manually-Paid

Match Invoices to Receipts from other Suppliers
Always Uge Invoice Terms

ROG Date Allowed

Send Debit Memo Alweays

Close Open Receipt Davs
Discrepancy Days Before Routing

QK Ok +Repest 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.
Click Query. The supplier details are displayed.
Click Supplier Group Options. The Supplier Group Options window opens.
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7.

Supplier Group Options

Supplier: 2400-Coca Cola - Charlotte
Su|)|)lier| Q. Add

|:|Tota| Header Guantity Reguired
Match Total Guantity

Delete Supplier I Supplier Hame A
Ho records found #
v
al ™
Ok Delete

Supplier Group Options Window

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

Click Add.
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.

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 | aQ Query |

Details

AP Reviewer I Q

Invoices For Suppliet Manuslly-Paid

Match Invoices to Receipts from other Suppliers
Always Use Invoice Terms

ROG Date Allowed

Send Debit Memo Alvvays

Close Open Recelpt Days

Dizcrepancy Days Before Routing

OK OK+Repeat Supplier Group Options Cancel

Supplier Options Window

1.

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

Click Query. The supplier details are displayed.
Click Supplier Group Options. The Supplier Group Options window opens.
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Supplier Group Options

Supplier: 2400-Coca Cola - Charlotte

Su|)|)lier| Q Add

4

|:|Tota| Header Guantity Reguired
Match Total Guantity

Delete Supplier I Supplier Hame A
Ho records found #
v
af el
Ok Delete

Supplier Group Options Window

On the list of suppliers that are linked to the original supplier, select the check box
next to the supplier 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.
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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:

= 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.

Reason Reason Code - Comment
Peason Code Type St Action o
Code Description Required

§C031 Discrepancy v Discrepancy Write-Off | Accourting Distribution |

i >

[Comments Hint

Apply |

Pavyahle action
Cost Dizcrepancy 150 Cost Discrep-Requires Buyer action Retoute Cost Discrepancy @
Cost Claim-Price Protection not given on

Reason Code  Reason A iting C it C it: A
Delete Type Code Beason Code Description Action Distribution Required Hint 1
. Pos. Cost Discrep-Price Protection not - Receiver Cost Adjustment
D [Gast Discrapancyfl 05 taken OrderReceiptiSupplier Cost
. - 5 Receiver Cost Adjustmert
[ cost Discrepancy110 Pos. Cost Discrep-Price Drop OrderReseiptiSupplier Cast
I:l Cost Discrepancy 115 Pos. Cost Discrep-MDF DFI Allovwance  Receiver Cost Adjustment Croder and 1
pancy not taken Receipt Cnly
. Pos. Cost Discrep-Freight Allowsance  Receiver Cost Adjustment Crder and
D CostDiscicpanoylal not taken Receipt Cnly
A Poz. Cost Discrep-Defective Allowwance Receiver Cost Adjustmert Orcer and
D Cost Discrepancy 125 ot taken Recaipt Only
5 Pos. Cost Discrep-DFI Allowance not - Receiver Cost Adjustment Crder and
D Cost Discrepancy 130 el Recaipt Only
. Pos. Cost Discrep-DFI2 Allowance not - Receiver Cost Adjustment Crder and
D Cost Discrepancy 135 taken Recsipt Only
. Pos. Cost Discre-DFI3 Allowance not Receiver Cost Adjustment Crder and
D Cost Discrepancy 140 e Recsipt Only
D Cost Discrepancy 145 Lot Discrep:Requires #ccourts Retoute Cost Discrepancy %
O
O
[

Cost Discrepancy 205 prid: Dehit Memo Cost
INYOICE
Cost Discrepancy 210 .CDSt. SanpRicebropn ltein Debit Memo Cost
INaICE
Cost Discrepancy 215 .CDSt. iaim:MDEDE Al wenetgiven an Debit Memo Cost
INYaICE
Cost Dizcrepancy 220 7 e Rzt Al naiceion Dekit Memo Cost v
ok | Delete | cancel |

Reason Code Maintenance Window

1. 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.

o~ ON

In the Comments Hint field, enter additional information that may be needed to
resolve the discrepancy.
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6. 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.

'S R I el‘t’ou are Iogged in as: Admin User ADMIN DB URL: jdbc:oracle:oci:@dvolr04, Data Source: mmsiZ Log

Path: /ub0/websdminiproduct/10.1.3/OracleAS_J/j2eeireim13_MOSB_VaiOfiflog Authentication: DATABASE
GL Crossreference

Set O Books Id (o}

Cross-reference

=

¥pe
Segment 1 Segment 2 Scgment 2 Segment 4 Segment S Segment & Segment 7 Segment & Segment § Segment 10
Company Location Account Department Class Affiliate Future1 Future2 Future3 Future4

| | |

GL Cross Reference Window

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

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

Delete Reason Codes

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

ok |

Delete I Cancel I

Reason Code Maintenance Window

1.

2.

Reason Reason Code Action Comment &
Code Description Required 1
Dizcrepancy Wite-Cff Lv; Accourting Distribution | I:‘
[Comments Hint i
v
Apply |
Reason Code Reason A iting C it C it: A
Delete Type Code Reason Code Description Action Distribution Required Hint
. Pos. Cost Discrep-Price Protection not - Receiver Cost Adjustment
[ cost Disorepancy 105 taken CrderReceiptSupplier Cost
9 - 5 Receiver Cost Adjustment
D Cost Discrepancy 110 Pos. Cost Discrep-Price Drop OrderReceiptisupglier Cost
5 Pos. Cost Discrep-MDF DFI Allowance  Receiver Cost Adjustment Crder and
D Cost Discrepancy 115 ot taken Recsipt Only
. Pos. Cost Dizcrep-Freight Allowance  Receiver Cost Adjustment Order and
[] cost Discrepancy120 e Recipt Only
Pos. Cost Dizcrep-Defective Allowance Receiver Cost Adjustment Order and
D st DIscrepancy o not taken Receipt Cnly
5 Pos. Cost Discrep-DFM Allowance not Receiver Cost Adjustment Order and
[ cost Discrepancy 130 o Recaipt Only
. Pos. Cost Discrep-DFI2 Allowance not - Receiver Cost Adjustment Croder and
[ cost Discrepancy 135 Lo Receipt Only
5 Pos. Cost Discre-DFI3 Allowsance not Receiver Cost Adjustment Croder and
[ cost Discrepancy 140 s Recaipt Only
. Cost Discrep-Reguires Accourts .
[ cost Discrepancy 145 Payable action Reroute Cost Discrepancy @
[] cost Discrepancy 150 Cost Discrep-Recguires Buyer action Reroute Cost Discrepancy hs|
D Cost Discrepancy 205 ﬁ?}ﬁéﬂalm_mce Eratection ndt,given;on Dbt Memo Cost
D Cost Discrepancy 210 ﬁ?}ﬁéﬂalm_mce Lropnchiovenion Dbt Memo Cost
D Cost Discrepancy 215 ﬁ?}ﬁ;’;alm_MDF DELllove:not: given on Dbt Memo Cost
D Cost Discrepancy 220 E\?ﬂf’lalm_ﬁemm loncioenion Dehit Memo Cost

On the list of reason codes, select the check box next to the reason code you want to

delete.
Click Delete.
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3.

You are prompted to confirm the deletion. Click OK.

4. 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.

Reason Code Maintenance

ok |

Reason Reason Code % Comment
fisazco Ladeilype Code Description felion Required
| Discrepancy Write-Off +|  Accounting Distribution | Fl
[Comments Hint
Apply |
Reason Code Reason A il C it C it
Delete Type Code Reason Code Description Action Distribution Required Hint
. Pos. Cost Dizcrep-Price Protection not  Receiver Cost Adjustmert
D ostDiscrepancy 03 taken OrderReceiptiSupplier Cost
Receiver Cost Adjustmert
[] CostDiscrepancy 110 Poz. Cost Discrep-Price Drop Ordler/ReceiptiSupplier Cost
- Pos. Cost Discrep-MDF DFI Allovvance  Receiver Cost Adjustment Order ancd
D Cost Discrepancy 15 not taken Receipt Only
. Pos. Cost Discrep-Freight Sllowsnce  Receiver Cost Adustment Croder and
D CestiRiseienzne el not taken Receipt Only
9 Pos. Cost Discrep-Defective 8llowsance Receiver Cost Adustment Crder and
D {Cost Discrepancyfl 25 not taken Receipt Cnly
I:l Cost Discrepancy130 Pos. Cost Discrep-DFM Allowance not - Receiver Cost Adjustment Croder and
Raricy taken Receipt Cnly
. Pos. Cost Discrep-DFI2 Allowance not - Receiver Cost Adjustment Crder and
|:| Cost Discrepancy 135 B Receipt Only
. Pos. Cost Discre-DFI3 Allowance not  Receiver Cost Adjustment Order and
|:| Cost Dizcrepancy 140 teae Receipt Only
Y Cost Discrep-Recguires Accounts .
D Cost Discrepancy 145 Payable sction Retoute Cost Discrepancy @
[] tost Discrepancy 150 Cost Discrep-Requires Buyer action Reroute Cost Discrepancy E
[ Cost Discrepancy 205 ﬁiﬁcga'm'Pr'ce Protection not Gven on by wemo cost
[ Cost Discrepancy210 ﬁiﬁcga'm'Pr'Ce Lronipchiotenion Debit Memo Cost
[ cost Discrepancy 215 iit:ia'm'MDF BEI Rl not given o Debit Memo Cost
[ cost Discrepancy 220 iﬂiga'm’ﬁe'gm lovanckiaenion Debit Memo Cost

Delste | Cancel |

Reason Code Maintenance Window

R

. 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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User Groups

In the user group windows, you can define the level of access that each user has to Oracle
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

= Delete a Location from a User Group

= Assign a Reason Code to a User Group

= Delete a Reason Code from a User Group

Create a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.

Select User Group A
O Acdmin
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User
v
af e

FER| mMew | Eoit | wiew | copy | Delete

User Groups Window

80 Oracle Retail Invoice Matching



User Groups

1. Click New. The User Group Details window opens.

A in o= e ource:
liser Group Details
ser Groug
e dptons B
upsiet Optiens Bt v
foer Gravs Mansenance Bt v
esan Code Hainterance O
[peneeas Lsager acosunt usntenance e
sierance Mamenance £ v
hvoice Extry CremeEot w
ocument Entry B~
woice Deletn es
roun Entry Approvel res ¥
0l Review Bt v
roup Eniry N
tice Malchng O
a8t Dacrepancy Mananance Bt
[ruantty Dcrasancy Marsenance Bt v
/AT Dscrepancy Maiensnce I
vt Dacrapances Review A ~
frantty Dscresances Review a1 -
coounts Payadle Feview ves ¥
ool bocement Aggroval Yos ¥
ermove Hold Oa Docament =
ote: To activate sny user group changss made, the user must first log out of Invoice Matching.
0K | Members DesarimentiCasses | Locelons |  RmssonCodes | Cancel|

In the User Group field, enter the name of the user group.

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.

User Guide 81



User Groups

Delete a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.

M

Select User Group A
(@) Admin P
(@) Dema Users
[ ] Limited Privs Users
O SKG Uger
v
a( I e

CER| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
Click Delete.
You are prompted to confirm the deletion. Click OK.

e Dbd

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
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User

v
4 Ik
CERY| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup

pystem dpions

uppler Optiong.

ser Group Manienance

eason Code Hamiznance

[penerss Leager account usmienance
werance Hartenancs

User Group Details window opens.

Bt ™
Edt 1w
Eok 1w
Eat W
B0t v

Bt w

husice Entry Creseat w

ocument Entry Bt v

vaice Deete Ves v

[proup Eniry Approval Yes ¥

D1 Review Bt v

froup Eniry Bt v
s

ot Dacrepancy Maianance it v

usrtty Dscresmncy Wasensace o v

/a7 Dacrepancy Makensnce E

oat Dacrepances Revew A -

ruantty Biscrepances Aeview M -

fccounts Paysbie eview Yes ¥

beat bocament Agproval Yes »

emave Hold 0n Documen! [

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | esbars Locstons | RessonCodes | Cancal

User Group Details Window
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3. Click Members. The User Group Members window opens.

User Group Members

User Group Admin

Available Members Selected Members

Select Group 5 Select Group Fi
User [ar ¥ User Al v
User, Dema 1 Dema Users User, Admin Acmin
User, Dema 2 Dema Users
User, Dema 3 Demo Users
User, Demo 4 Demo Users
User, Dema 5 Demo Users
User, Demo B Demo Users
User, Limited Privs Limited Privs Users 4
=
=N

> al

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.

84 Oracle Retail Invoice Matching



User Groups

Delete a User from a Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.

User Groups

Select User Group A
© Admin
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User

v
4 Ik
CERY| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup

pystem dpions

uppler Optiong.

ser Group Manienance

eason Code Hamiznance

[penerss Leager account usmienance
werance Hartenancs

User Group Details window opens.

Bt ™
Edt 1w
Eok 1w
Eat W
B0t v

Bt w

husice Entry Creseat w

ocument Entry Bt v

vaice Deete Ves v

[proup Eniry Approval Yes ¥

D1 Review Bt v

froup Eniry Bt v
s

ot Dacrepancy Maianance it v

usrtty Dscresmncy Wasensace o v

/a7 Dacrepancy Makensnce E

oat Dacrepances Revew A -

ruantty Biscrepances Aeview M -

fccounts Paysbie eview Yes ¥

beat bocament Agproval Yes »

emave Hold 0n Documen! [

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | esbars Locstons | RessonCodes | Cancal

User Group Details Window
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3. Click Members. The User Group Members window opens.

User Group Members

User Group Admin

Available Members Selected Members

Select Group 5 Select Group Fi
User [ar ¥ User Al v
User, Dema 1 Dema Users User, Admin Acmin
User, Dema 2 Dema Users
User, Dema 3 Demo Users
User, Demo 4 Demo Users
User, Dema 5 Demo Users
User, Demo B Demo Users
User, Limited Privs Limited Privs Users 4
=
=N

> al

Cancel

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.
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Assign a Department/Class 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
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User

v
4 Ik
CERY| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup

pystem dpions

uppler Optiong.

ser Group Manienance

eason Code Hamiznance

[penerss Leager account usmienance
werance Hartenancs

User Group Details window opens.

Bt ™
Edt 1w
Eok 1w
Eat W
B0t v

Bt w

husice Entry Creseat w

ocument Entry Bt v

vaice Deete Ves v

[proup Eniry Approval Yes ¥

D1 Review Bt v

froup Eniry Bt v
s

ot Dacrepancy Maianance it v

usrtty Dscresmncy Wasensace o v

/a7 Dacrepancy Makensnce E

oat Dacrepances Revew A -

ruantty Biscrepances Aeview M -

fccounts Paysbie eview Yes ¥

beat bocament Agproval Yes »

emave Hold 0n Documen! [

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | esbars Locstons | RessonCodes | Cancal

User Group Details Window
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3. Click Department/Classes. The User Group Department/Classes window opens.

User Group Departmer
User Group Admin
Available Department/Classes Selected Department/Classes

Select A Select Group &
Department : Department Dept ID Class Class ID | All (v
Detergents* Ho records found
Detergerts*
Paint*
Paint*
Paint*
Pairt*
ActivityLearning
ActivityLearning ﬂ
ActivityLearning
#lcohol and Liqueurs J
Alcohaol and Ligueurs
Alcohal and Ligueurs
Analgesics
Analgesics
Art Suppliss
Art Supplies
Art Suppliss
Bt Y v
b F > - T
O cancel

User Group Department/Classes Window

4. In the 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.
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Delete a Department/Class from a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.

User Groups

Select User Group A
Admin

Demo Users

Limited Privs Users

SKG User

olelele]

4

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup
yatem Gptoes
uppler Optiong.
ser Group Manienance
eason Code Hamiznance
[penerss Leager account usmienance
werance Hartenancs
hvaice Extry
ocument Entry
woice Deiete
[proup Entry Approval
DI Review
up Extry

oat Dacrepancy Martenance
hantty Oiscrepancy Marsensace
a7 Dacrepancy Mammensnce
oat bacrepances Revew
fraantty Biscrepances feview
fccounts Paystie Review

be Docament Agproval

emove Hold On Document

v
Ik

CERY| mMew | Edit | wiew | copy | Delete

User Group Details window opens.

Bt ™
Edt 1w
Eok 1w
Eat W
B0t v
Bt w
Cresest %
Eor w
Yes ¥
Yes v

Edt_ v

Eot
Edt_ ™

Bt ™

Eor v

A -
A1 -
ey

Yes ¥

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | _Mempars Locstiong Aesson Codes | Cancel

User Group Details Window
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3. Click Department/Classes. The User Group Department/Classes window opens.

User Group Departmer
User Group Admin
Available Department/Classes Selected Department/Classes

Select A Select Group &
Department : Department Dept ID Class Class ID | All (v
Detergents* Ho records found
Detergerts*
Paint*
Paint*
Paint*
Pairt*
ActivityLearning
ActivityLearning ﬂ
ActivityLearning
#lcohol and Liqueurs J
Alcohaol and Ligueurs
Alcohal and Ligueurs
Analgesics
Analgesics
Art Suppliss
Art Supplies
Art Suppliss
Bt Y v
b F > - T
O cancel

User Group Department/Classes Window

4. 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.

5. Click the left arrow Ll button to move the department/classes into the Available
Department/Classes column.

6. Click OK to save any changes and close the window.
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Assign a Location 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
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User

v
4 Ik
CERY| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup

pystem dpions

uppler Optiong.

ser Group Manienance

eason Code Hamiznance

[penerss Leager account usmienance
werance Hartenancs

User Group Details window opens.

Bt ™
Edt 1w
Eok 1w
Eat W
B0t v

Bt w

husice Entry Creseat w

ocument Entry Bt v

vaice Deete Ves v

[proup Eniry Approval Yes ¥

D1 Review Bt v

froup Eniry Bt v
s

ot Dacrepancy Maianance it v

usrtty Dscresmncy Wasensace o v

/a7 Dacrepancy Makensnce E

oat Dacrepances Revew A -

ruantty Biscrepances Aeview M -

fccounts Paysbie eview Yes ¥

beat bocament Agproval Yes »

emave Hold 0n Documen! [

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | esbars Locstons | RessonCodes | Cancal

User Group Details Window
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3. Click Locations. The User Group Locations window opens.

User Group Locations

User Group Admin

Available Locations Selected Locations
Select Loe Type 4 Select Loc Type A
Location LocID Al |>]  Group Location Loc ID Al =] Grous (]
MS0B Test Loc for list 20 Store MSOB_store1_OLH_USD 200 Store 8
MSOB_Test_Stare_Vikas a5a5 Store MSODB_Store2_0l2_lISD 2000000000 Stors &
Test store for loc list 202 Store Jb company store 1 7003 Store S
test1 10000000 Store Charlotte * "mn Store 8
Stare-A 7440 Stare Torarto a2n Store &
Store-B 7441 Store Ctawa 3212 Store 8
Store-C 7442 Stare: Vancouver 31 Store & |
Stare-D 7443 Stare Q Atlanta 121 Stare S
Store-E Ta44 Store Jacksonville 13 Store 8
test store - do not use 123456 Store J Sydney* 211 Store &
MSOB_Stored_OU2_EUR 4000000000 Store Melbourne 5141 Store 8
MSCB_Inter_comp_tsf_store 203 Store Oceania Outlet G000 Store &
Test Old Feature WH 996833 Warehouse Mashrille 1141 Store 8
PS WareShouse 9383 Warehouse Dallas 1151 Store 8
WH-STA 744020 Wiarehouse Boston 121 Store &
Test_warehouse_Rsj 1100 Warehouse Mew York 1221 Stare &
- Philadelphis* 123 Store @ -
Y P PEv FY 2 |Y
<l i - EL ) >

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.
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Delete a Location from a User Group

Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window opens.

User Groups

Select User Group A
© Admin
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User

v
4 Ik
CERY| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup

pystem dpions

uppler Optiong.

ser Group Manienance

eason Code Hamiznance

[penerss Leager account usmienance
werance Hartenancs

User Group Details window opens.

Bt ™
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Eok 1w
Eat W
B0t v

Bt w

husice Entry Creseat w

ocument Entry Bt v

vaice Deete Ves v

[proup Eniry Approval Yes ¥

D1 Review Bt v

froup Eniry Bt v
s

ot Dacrepancy Maianance it v

usrtty Dscresmncy Wasensace o v

/a7 Dacrepancy Makensnce E

oat Dacrepances Revew A -

ruantty Biscrepances Aeview M -

fccounts Paysbie eview Yes ¥

beat bocament Agproval Yes »

emave Hold 0n Documen! [

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | esbars Locstons | RessonCodes | Cancal

User Group Details Window
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3. Click Locations. The User Group Locations window opens.

User Group Locations

User Group Admin

Available Locations Selected Locations
Select Loe Type 4 Select Loc Type A
Location LocID Al |>]  Group Location Loc ID Al =] Grous (]
MS0B Test Loc for list 20 Store MSOB_store1_OLH_USD 200 Store 8
MSOB_Test_Stare_Vikas a5a5 Store MSODB_Store2_0l2_lISD 2000000000 Stors &
Test store for loc list 202 Store Jb company store 1 7003 Store S
test1 10000000 Store Charlotte * "mn Store 8
Stare-A 7440 Stare Torarto a2n Store &
Store-B 7441 Store Ctawa 3212 Store 8
Store-C 7442 Stare: Vancouver 31 Store & |
Stare-D 7443 Stare Q Atlanta 121 Stare S
Store-E Ta44 Store Jacksonville 13 Store 8
test store - do not use 123456 Store J Sydney* 211 Store &
MSOB_Stored_OU2_EUR 4000000000 Store Melbourne 5141 Store 8
MSCB_Inter_comp_tsf_store 203 Store Oceania Outlet G000 Store &
Test Old Feature WH 996833 Warehouse Mashrille 1141 Store 8
PS WareShouse 9383 Warehouse Dallas 1151 Store 8
WH-STA 744020 Wiarehouse Boston 121 Store &
Test_warehouse_Rsj 1100 Warehouse Mew York 1221 Stare &
- Philadelphis* 123 Store @ -
Y P PEv FY 2 |Y
<l i - EL ) >

Cancel

User Group Locations Window

4. 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.

5. Click the left arrow Ll button to move the users into the Available Locations
column.

6. Click OK to save any changes and close the window.
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Assign a Reason Code 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
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User

v
4 Ik
CERY| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup

pystem dpions

uppler Optiong.

ser Group Manienance

eason Code Hamiznance

[penerss Leager account usmienance
werance Hartenancs

User Group Details window opens.

Bt ™
Edt 1w
Eok 1w
Eat W
B0t v

Bt w

husice Entry Creseat w

ocument Entry Bt v

vaice Deete Ves v

[proup Eniry Approval Yes ¥

D1 Review Bt v

froup Eniry Bt v
s

ot Dacrepancy Maianance it v

usrtty Dscresmncy Wasensace o v

/a7 Dacrepancy Makensnce E

oat Dacrepances Revew A -

ruantty Biscrepances Aeview M -

fccounts Paysbie eview Yes ¥

beat bocament Agproval Yes »

emave Hold 0n Documen! [

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | esbars Locstons | RessonCodes | Cancal

User Group Details Window
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3. Click Reason Codes. The User Group Reason Codes window opens.

User Group Reason Codes

Auvailable Reason Codes

Selected Reason Codes

Select
Reason Codes

Reason Codes Description

Selectpeason Reason Codes

User Group Reason Codes Window

4. In the Available Reason Codes column, select the check box in the Select column next

Ho records found

il

Action Types

Description | Al
Pos. Cost

Discrep-Price Receiver Cost Adjustment Order/Receipt/Supplier Cost

Protection not taken
Pos. Cost
Discrep-Price Drop
Pos. Cost
Discrep-MOF DFI
Allowance not
taken

Pos. Cost
Discrep-Freight
Allowance not
taken

Pos. Cost
Digcrep-Defective
Allowance not
taken

Pos. Cost
Discrep-DFA
Allowance not
taken

Pos. Cost
Discrep-DFi2
Allgwance nat

Receiver Cost Adjustment Order and Receipt Only

Receiver Cost Adjustment Order and Recelpt Only

Receiver Cost Adiustment Order and Receipt Only

Receiver Cost Adiustment Order and Receigt Only

Receiver Cost Adiustment Order and Receigt Only

¥

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.
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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 User Group A
© Admin
0 Cemo Users
(&) Lirmited Privs Users
&) SKHG User

v
4 Ik
CERY| mMew | Edit | wiew | copy | Delete

User Groups Window

1. Select a user group.
2. Click Edit. The

L

liser Group Details
sor Graup

pystem dpions

uppler Optiong.

ser Group Manienance

eason Code Hamiznance

[penerss Leager account usmienance
werance Hartenancs

User Group Details window opens.

Bt ™
Edt 1w
Eok 1w
Eat W
B0t v

Bt w

husice Entry Creseat w

ocument Entry Bt v

vaice Deete Ves v

[proup Eniry Approval Yes ¥

D1 Review Bt v

froup Eniry Bt v
s

ot Dacrepancy Maianance it v

usrtty Dscresmncy Wasensace o v

/a7 Dacrepancy Makensnce E

oat Dacrepances Revew A -

ruantty Biscrepances Aeview M -

fccounts Paysbie eview Yes ¥

beat bocament Agproval Yes »

emave Hold 0n Documen! [

ote: To activate any user group changes made, the user must first log out of Invoice Mstching.

0% | esbars Locstons | RessonCodes | Cancal

User Group Details Window
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3.

Click Reason Codes. The User Group Reason Codes window opens.

User Group Reason Code:

User Group Admin
Available Reason Codes Selected Reason Codes

Select ‘Action Types : Selcctp, roon Reason Codes Action Types 2
Reason Codes Reason Codes Description All [w Group Codes  Description | Al |
llo records found Pos. Cost
105 DiscrepPrice  Reosiver Cost Adjustment Order Receipt/Supplier Cost
Protection not taken
iy mEae Receiver Cost Adjustment OrderReceipt/Suppiier Cost

Discrep-Price Drop
Pos. Cost
Discrep-MOF DFI
Allowance not
taken

Pos. Cost
= 130 Discrep-Freight
Allowance not

Receiver Cost Adjustment Order and Receipt Only

Receiver Cost Adjustment Order and Recelpt Only

B taken
Pos. Cost
125 Dleciep:Detoctive Receiver Cost Adiustment Order and Receipt Only
Allowance not
taken
Pos. Cost
130 Deienhll Receiver Cost Adiustment Order and Receigt Onl
Allowance not 4 b
taken
Pos. Cost
' hgg DEereRDRR Reeceiver Cost Adustment Order and Receipt Orly
9 Allgwance nat :
» s =7 S ¥ S
G| cancel

User Group Reason Codes Window

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.

Click the left arrow Ll button to move the users into the Available Reason Codes
column.

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.

Tolerance Maintenance

Tolerance Level

@] Supplier Q.
O Supplier Trait Q,
O Department Q
@ System

Cancel I

Tolerance Maintenance Window

o o Mo

N

In the Tolerance Level column, select System.

Click Next. The Tolerance Maintenance Detail window opens.

ORACLE

Telerance Maintenance Detail

Tolerance Level: System Currency USD

Tolerance  Difference In Favor
All [w] of an [s]

Delete A
|:| 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
|:| IreoiceDocument Line tem Gy Supplier a 41,000,000,000 4.5% Percent
[ InvoiceMocument Line tem Gty Retailer o 1,000,000,000 3.5% Percent
|:| Ireoice/Document Summary Gty Retailer a 41,000,000,000 B% Percent
|:| Invoice/Document Line ftem Cost Retailer 0.0000 1,000,000,000.0000 5.5%/| Percent
|:| Ireoice/Document Summary Cost Retailer 0.0000 1,000,000 ,000.0000 B% Percent
|:| Invoice/Document Summary Gty Supplier o 1,000,000,000 5% Percent
|:| Ireeoice/Document Line tem Cost Supplier 0.0000 1,000,000 ,000.0000 4.5% Percent

-

al e

IBiET|  OW+Repest | Refresh | Add Defauts | Delste |  Cancal |

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.
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Delete a Tolerance Level for the System

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

Tolerance Maintenance

Tolerance Level
@] Supplier Q.
O Supplier Trait Q,
O Department Q
@ System

Cancel I

Tolerance Maintenance Window

1. In the Tolerance Level column, select System.
2. Click Next. The Tolerance Maintenance Detail window opens.

ORACLE ..

Tolerance Maintenance Detail

Tolerance Level: System Currency USD
Tolerance  Difference In Favor
All [w] of an [s]

Delete A
|:| 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
|:| IreoiceDocument Line tem Gy Supplier a 41,000,000,000 4.5% Percent
[ InvoiceMocument Line tem Gty Retailer o 1,000,000,000 3.5% Percent
|:| Ireoice/Document Summary Gty Retailer a 41,000,000,000 B% Percent
|:| Invoice/Document Line ftem Cost Retailer 0.0000 1,000,000,000.0000 5.5%/| Percent
|:| Ireoice/Document Summary Cost Retailer 0.0000 1,000,000 ,000.0000 B% Percent
|:| Invoice/Document Summary Gty Supplier o 1,000,000,000 5% Percent
|:| Ireeoice/Document Line tem Cost Supplier 0.0000 1,000,000 ,000.0000 4.5% Percent

-
al e

IBiET|  OW+Repest | Refresh | Add Defautts Delete | Cancal |

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.

Click Delete. You are prompted to confirm the deletion.
Click OK.
6. Click OK to close the window and save your changes.
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Define the 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

@] Supplier Q.
O Supplier Trait Q,
O Department Q
@ System

Cancel I

Tolerance Maintenance Window

1.

o o~ o

In the Tolerance Level column:

= 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.

= 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.

= 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.
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
O 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 >

CEET| OM+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.
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7. 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.

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,
O Supplier Trait (o}
O Department Q.
@ System

Cancel |

Tolerance Maintenance Window

1. In the Tolerance Level column:

= 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.

= Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait
field, enter the supplier trait ID, or click the LOV E button to select a supplier

trait.

= Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV E button to select a department.
2. Click Next. The Tolerance Maintenance Detail window opens.

Tolerance Maintenance D
Tolerance Level: System

Delete
Tolerance

Invoice/Document Summary Cost
IreoiceDocument Line tem Gy
Inevoice/Document Line tem Gty
Ireoice/Document Summary Gty
Invoice/Document Line ftem Cost
Ireoice/Document Summary Cost
Invoice/Document Summary Gty

Invoice/Document Line tem Cost

FEEEEDD D

Tolerance Difference In Favor
Al [+] of [v]

Difference In Favor Of  Lower Limit Inclusive

Supplier
Supplier
Retailer
Retailer
Retailer
Retailer
Supplier
Supplier

0.0000
i}
o
1}
0.0000
0.0000

0.0000

Upper Limit Exclusive
1,000,000 000 0000

1,000,000,000
1,000,000,000
1,000,000,000
1,000,000,000.0000
1,000,000,000.0000
1,000,000,000
1,000,000,000.0000

Currency USD

A

Tolerance Value Tolerance Type
5%, Percent

4.5% Percent
3.5% Percent
6% Percent
3.5% Percent
6% Percent
5% Percent
4.5% Percent

Cks+Repest |  Refresh | Add Defauts | Delste |  Cancal |

Tolerance Maintenance Detail Window

3. In the Delete column, select the type of tolerance you are deleting.
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Note: To select all tolerances, select the check box in the
header area.

4. Click Delete. You are prompted to confirm the deletion.
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.

MIN - DE URL:

Tolerance Maintenance

Tolerance Level

O Supplier Q
O Supplier Trait C,
O Department Q.
@ System

Tolerance Maintenance Window

1. In the Tolerance Level column:
= 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.
= Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait

field, enter the supplier trait ID, or click the LOV E button to select a supplier
trait.

= Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV E button to select a department.
2. Click Next. The Tolerance Maintenance Detail window opens.
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Tolerance Maintenance Deta

Tolerance Level: System Currency USD
Tolerance  Difference In Favor
Al [w] of an [+]

Delete A
& 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
|:| IreoiceDocument Line tem Gy Supplier a 41,000,000,000 4.5% Percent
[ InvoiceMocument Line tem Gty Retailer o 1,000,000,000 3.5% Percent
|:| Ireoice/Document Summary Gty Retailer a 41,000,000,000 B% Percent
|:| Invoice/Document Line ftem Cost Retailer 0.0000 1,000,000,000.0000 5.5%/| Percent
|:| Ireoice/Document Summary Cost Retailer 0.0000 1,000,000 ,000.0000 B% Percent
|:| Invoice/Document Summary Gty Supplier o 1,000,000,000 5% Percent
|:| Ireeoice/Document Line tem Cost Supplier 0.0000 1,000,000 ,000.0000 4.5% Percent

-

al e

Cks+Repest |  Refresh | Add Defauts | Delste |  Cancal |

Tolerance Maintenance Detail Window

Click Defaults. You are prompted to confirm the restoration.

4. Click OK. The system defaults are displayed.

Click OK to save your changes and close the window.
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Receipt Write Off History

A Receipt is usually followed by an Invoice. There is a possibility that some receipts do
not receive invoices even after the stipulated period. These receipts are written off and
posted to the financial system.

In the Receipt Write Off History window, you can view a list of receipts that have been
written off.

Receipt Write Off History

Navigate: On the Administration tab, click Receipt Write-Off History. The Receipt Write-
Off History window opens.

Receidt: C'\
Otrcfe: Q. Status: Match Status:
Order Supplier:
Currency Code; Receive Date;

To Location:

em Chuantity Unit Cost Extended Cost
Ho records found

Total Write-Off.

o |
Receipts Write-Off History

1. In the Receipt field, enter the receipt number, or click the LOV ﬂ button and select a
receipt.

= The receipt write off history details are displayed.
2. Click Drill To Finance. The PeopleSoft application opens up in a new window.

Note: The Drill To Finance button will be enabled only if the
application is integrated with the PeopleSoft system.

*  You will be prompted for a User ID and Password to log into the Oracle
PeopleSoft Enterprise system. Once logged in, you will be directed to the
PeopleSoft Journal Entries screen corresponding to the selected receipt.
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ORACLE

PEOPLESOFT ENTERPRISE
User ID: |7‘ Select a Language: )
I Enalish Espafiol
Password: | ‘ Dansk Deutzch
) Frangais Frangais du Canada
[ Signin ltaliang Waayar
Mederlands Maorsk
Folski Fortugués
Suormi Svenska
To settrace flags, click here Cesting BFE
el EwCCEMd
Ty {EHER 3
EBAL L

Oracle PeopleSoft Enterprise System Login Window

3. Click OK to go back to the main screen.
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Dynamic Mapping

In RelM, four of the general ledger segments are allowed to be dynamic. Segments 1 and
2 are dynamic segments for the Company and Location which vary based on the location
column of the document within ReIM. Segments 4 and 5 are dynamic segments for
department and class based on the department and class of the items associated with an
invoice.

This section includes the following dynamic mappings:
* Dynamic Mapping for Department and Class
* Dynamic Mapping for Location

Dynamic Mapping for Department and Class

Navigate: On the Administration tab, click Dynamic Mapping > Dynamic Mapping for
Department and Class. The Dynamic Mapping for Department and Class window opens.

Set Of Books Id: Q,
Department: D\
Class: D\

| Al | | Cancel|

Dynamic Mapping for Department and Class window

1. In the Set Of Books ID field, enter the ID, or click the LOV ﬂ button and select the
set of books.

2. In the Department field, enter the department ID, or click the LOV E button and
select the department.

3. In the Class field, enter the class ID, or click the LOV ﬂ button and select the class.
Click OK to update the segment values for department and class.
* C(Click Add to create new segments for department and class.
* C(Click Delete to delete the selected segments of the department and class.

* C(Click Cancel to go back to the main screen.
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Dynamic Mapping for Location

Navigate: On the Administration tab, click Dynamic Mapping > Dynamic Mapping for
Location. The Dynamic Mapping for Location window opens.

Location: ':_-:L
Company Segment:
Location Segmert:

Add Cancel

Dynamic Mapping for Location Window
1. In the Location field, enter the location number, or click the LOV ﬂ button and
select the location.
* The company segment and location segment details are displayed.
2. Click OK to update the segment values for the location.
= Click Add to create new segments for the location.
= Click Delete to delete the selected segments of the location.
=  Click Cancel to go back to the main screen.
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A

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.

B

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.

C

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.

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.
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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.

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.
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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.

Current order cost: The cost of the item from the purchase order at the time of the
invoice.

D

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: 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.
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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.

E

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).

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.

F

Freight payment type: Indicates how the merchandise was shipped, and how shipping
was paid for.
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G

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.

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.

L

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.
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M

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.

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.

N

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.
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Number of receipts: The number of receipts available to be matched to invoices. Also
seen as No. of receipts.

o)

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.

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.

P

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.
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Q

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.

R

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 RelM, 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.

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.
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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.

S

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.

Supplier terms: The terms of payment as defined at the supplier level. A term defines the
discount 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: Retek 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.

T

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.
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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.

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 and the
receipt quantity.

U

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 between 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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