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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 13.1 documentation set or in the Oracle Retail Invoice Matching
Release 13.1.1 documentation set:

»  Oracle Retail Invoice Matching Release Notes

»  Oracle Retail Invoice Matching Installation Guide

»  Oracle Retail Invoice Matching User Guide

»  Oracle Retail Invoice Matching Online Help

»  Oracle Retail Invoice Matching Operations Guide

»  Oracle Retail Invoice Matching Data Model

»  Oracle Retail Merchandising Batch Schedule

»  Oracle Retail Merchandising Implementation Guide
»  Oracle Retail Merchandising Licensing Information

»  Oracle Retail Extract, Transform, and Load documentation

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 recreate

xi
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= 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.

Conventions

The following text conventions are used in this document:

Convention Meaning

boldface Boldface type indicates graphical user interface elements associated
with an action, or terms defined in text or the glossary.

italic Italic type indicates book titles, emphasis, or placeholder variables for
which you supply particular values.

monospace Monospace type indicates commands within a paragraph, URLs, code
in examples, text that appears on the screen, or text that you enter.
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Invoice Matching

Welcome to Oracle Retail Invoice Matching

Navigation

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 can 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 also access invoices and receipts.

This section describes how to navigate within ReIM. It describes how to:
» Log In and Exit ReIM
= Navigate Within a Window

s 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 ReIlM, you are prompted to log on
to the system.

Invoice Matching 1-1



Navigation

Log In to RelM

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

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

Exit RelM

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

2. Click OK. You return to the Login window.

Navigate Within a Window

This section describes the navigation within the ReIM window.

Use a Drop-Down List

Some fields can accept values only from a predefined list of options. These fields have
a down arrow button on the right side of the field.

1. Click the down arrow 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 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 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.

Sort and Filter Columns

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.

To display 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.
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Navigation

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

Flexible Columns

You can customize your window view by clicking on the column 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 button to the left of the window name. The Column Ordering

Window opens.

Figure 1-1 Column Ordering Window

Current View:
Custom View:
Hidden Columns Visible Columns
s
Group 0
Entry Dats
Status ¥
- -..:'! I¥.] *
| erence Totsl +
aaklinl 4

2. Select a column heading.

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

Note: 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 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.

Invoice Matching 1-3



Navigation

Comments

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

c. Tomove a column to the top of the list, select the column heading and click
top button.

d. Tomove 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.

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

1. Click Comments. The Comments window opens

Figure 1-2 Comments Window
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In the Usage Type drop-down field, select Internal or External.
In the Item field, enter the item ID, or click the LOV button and select an item.
In the Comment field, enter your comments.

Click Add. Your comment is added to the table.

o a & 0 N

Click OK to save any changes and close the window.
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Enter Documents

Enter 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:
»s  Create an Invoice Group

» Edit a Document Group

= Delete a Document Group

s Approve a Document Group

Create an Invoice Group

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

Figure 2—-1 Group Entry List Window

a¥ou are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci:@dvolri4.  Dafa Source: imsi2 Log
ORACLE ...

miniproduct/10.1.30racleAS,. 2j2eeieim13_amplyilog Authentication: DATABASE

Group Entry List N o

e fem Control Calculated Variance Control  Calculated Variance  Currency

X |

Delete  Group ID [ Al i | A i) Total Total Total Count Count Count Code AR |
D 201 01-23-2008 Worksheet 0.0000 10,000.0000 10,000.0000 o 1 1USD ADMIN

1

Advanced Search 1 GearAdvanced Sears ] N&wi Delete ! Cancel ]

1. Click New. The Group Entry window opens.
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Enter Document Groups

Figure 2-2 Group Entry Window
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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 Vendor Type field, select the type of vendor that sent you the document.

2. Enter the vendor ID, or click the LOV button and select the vendor.

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

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

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

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

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

8. 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.

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

10. In the Total Qty field, enter the total number of items on the document.
11. In the Total Cost Ex Tax field, enter the total cost on the document.

12. Complete the document group.
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Add Documents Without Default Information
1. In the Vendor Type field, select the type of vendor that sent you the document.

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

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

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

5. In the Document Date field, enter the date the document was created, or click the
calendar 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 Order No. field, enter the purchase order number that is associated with the
document.

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

9. In the Total Qty field, enter the total number of items on the document.
10. In the Total Cost Ex Tax field, enter the total cost on the document.

11. Complete the document group.

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

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

Figure 2-3 Non-Merchandise Cost Window
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Total: UREEE
oK ] Calculate Total | Cancsl l

b. In the non merchandise fields, enter the appropriate charges.
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c. In the Tax Code - Rate field, select the appropriate tax 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 tax cost.

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

Figure 2—-4 Tax Breakdown Window
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b. Enter either of the following;:

— In the Ex Tax Basis column, enter the amount on the invoice that is subject
to Tax. The Tax Amount is calculated.

— In the Tax Amounts column, enter the tax amount. The Ex Tax Basis is
calculated.

c. Click Calculate Total. The amount of Tax appears in the total field.
Click Add. The document is added to the Existing Documents area.
Click Calculate Variance. The remaining variance appears.

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

o o k~ w

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

Edit a Document Group

Navigate: In the Document Entry tab, click Group Entry. The Group Entry List
window opens.
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Figure 2-5 Group Entry List Window
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1. To search for a document group:

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

Figure 2-6 Group Entry Advanced Search Window

. R ACLe-y‘u'c.u aie logged in s Admin User ADMIN DB URL: jdbcosacleci:@dvolrl4, Data Sourcesmmsi2 Log

Path: /dDiwebadmin/product0.1.3/0racleAS 2j2eeieim 13 empty/log- Authenfication: DATABASE
Group Entry Advanced Search

Document 1D (% for partial ssarch)

Document Tvpe | Al ¥
Vendor Type Suppli.er 7;

\iendor Q

Order Number

Currency _USD_

Total Cost to

Document Group Statuz | Al [
Search | Refresh | Cancel

b. Enter the criteria to restrict your search.
c. Click Search. The Group Entry List window opens.
2. In the Group ID column, click a group ID. The Group Entry Detail window opens.
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Figure 2-7 Group Entry Detail Window
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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 &

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.

Delete a Document Group

Navigate: In the Document Entry tab, click Group Entry. The Group Entry Detail
window opens.
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Figure 2-8 Group Entry Detail Window
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1. In the Delete column, select the document group you want to delete.
Click Delete. You are prompted to confirm the deletion.

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

> w N

Click Cancel to close the window and save your changes.

Approve a Document Group

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

Figure 2-9 Group Entry List Window
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Note: 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.

2. Click Approve. You are prompted to confirm the document group's approval.
3. Click OK. You are returned to the Group Entry List window.

4. Click Cancel to close the window and save your changes.
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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 Search. The Purchase Order Search window opens.

Figure 2-10 Purchase Order Search Window

You sre logged in as: Admin User ADMIN DB URL: jdbc:aracle o @dval4,  Data Source: ims12 Log
ORACLE ;

Path: /00 wehadmin/product10.1 3/0racleAS. 2/j2eairaim13_amptyliog Authenfication: DATABASE

Purchase Order Search
Receipt Q
Location O\]

Receipt Date ﬁl.f to ﬂ
ﬂ Search Refrezh

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 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 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.

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
EDI. 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
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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

s Delete EDI Invoices

s Correct Multiple Rejected EDI Invoices

s Delete Multiple Rejected EDI Invoices

Correct a Rejected EDI Invoice

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

Figure 2-11 EDI Maintenance Window
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1. In the Invoice Number column, click an invoice number. The EDI Rejected Invoice
Details window opens.

Figure 2—-12 EDI Rejected Invoice Details Window

0) R A‘ LE' F i o . AN Lt ACRIN 8 URL. .0 02 Dt o RMSSEDEV121 Authlsion, ATAEWSE L Py L00/vabatninpraduct 0.1 SCIS6AS_1{2000i-o08 nlincs a1l I
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Ioice EDIGENN 167534831 9130000000000 Teims Q
Suppler Q Order o, q
Ivoice Date il Loction q
UUPC | Supplement | SKU 1 VPR Quantity Unit Cost Total Ling fiem Cost
10030047 U\ 1 10.0000 1000900
Rerymoes | Cancel |

2. The fields that must be edited are enabled.

s To select a different supplier, in the Supplier field, enter the correct supplier
ID, or click the LOV button and select a supplier.
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» To select a different invoice date, in the Invoice Date field, enter the correct
invoice date, or click the calendar button and select an invoice date.

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

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

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

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

Note: If there are still errors in 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: In the Document Entry tab, click EDI Maintenance. The EDI Maintenance

window opens.

Figure 2-13 EDI Maintenance Window
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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.

Correct Multiple Rejected EDI Invoices

Navigate: In the Document Entry tab, click EDI Maintenance. The EDI Maintenance
window opens.
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Figure 2-14 EDI Maintenance Window

0
OR MLE "o i lagged in i Admin Usar ADMIN 0B UFL jdbecradia:oal @dvoirdZ Dai Sousss RMSSEDEVZ1 Authuniestion: DATABASE Lo Path: /u00/webedminpraduet/10.1 3CranlaAs_1j2eaiaim-ood-inslanosogihaim-an ing log
EDI Maintenance

eete Supoler Ioics oty Relect Reeion
0 M U L Tota nsoce Cost M [
[ esatoottas rowe Whoesaes DE0HM 1000009 vk UPE or specied supgler

1

Vs | Do | Co

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

Figure 2—-15 EDI Reject Mass Correction Window
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2. In the Supplier field, enter the supplier ID, or click the LOV button and select a
supplier.

3. In the Type field, select the type of change you are making (item ID or an order
ID).

4. In the Old field, enter the ID of the order or item that is being replaced.
5. Inthe New field, enter the ID of the order or item you are replacing.

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

Delete Multiple Rejected EDI Invoices

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

Figure 2-16 EDI Maintenance Window
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1. Click Mass Correction. The EDI Reject Mass Correction window opens.
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Split Invoices

Figure 2-17 EDI Reject Mass Correction Window
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2. In the Supplier field, enter the supplier ID, or click the LOV 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 button and select the
order that is being deleted.

5. Click Delete. You are prompted to complete the deletion.
6. Click OK. You return to the EDI Maintenance window.

7. Click Cancel to return to the main menu.

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
s Set Default Child Invoice Information from a Purchase Order

s Add Invoice Details to a Child Invoice

Split Invoices with Multiple Locations

Navigate: In the Document Entry tab, click Parent Invoice List. The Parent Invoice List
window opens.
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Figure 2-18 Parent Invoice List Window
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In the Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window opens.

Figure 2-19 Parent Invoice Header Window
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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 button and select the
location.

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

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

4. Click Apply. The results are displayed in the table.
Edit Child Invoices

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

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

Delete a Child Invoice

1. In the Delete column, select the child invoice you want to delete.
2. Click Delete. You are prompted to confirm the deletion.
3. Click OK.

Complete the Distribution

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

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

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

Set Default Child Invoice Information from a Purchase Order

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

Figure 2-20 Parent Invoice List Window
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1. In the Parent Invoice ID column, click an invoice number. The Parent Invoice
Header window opens.
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Figure 2-21 Parent Invoice Header Window

logged in as Adenin et ADN

Parent Involce Header

L. ane ormcda: i engnip T3 i ormedi oo |

Pl iaim/logareim-anline. o

Patent Ivcice I A1 Z5BSSES0ONOE00NDN TotaMerchndise Cost 100000 vt D 308201
Supplier: 110%- Total Hon-merchandise Cost: (0000 Invoice Terma: 1-2 5% 10 Days
Purchase D10 614 Towinoigacost 10000 Manehy P |
Location: 00NAMN Farge Told Qurkty 11000
Dl From Orer: o ¥ ____J
Lt il Chld Worehaise ot il Quany B o
Oelete
Chidinaice Document Typo Oy Locaion Tobl Werchandis Cost Tl Invoce Quatty
AR Neichandis Fvoice 1614 Unknaiwn Locaton 1 100000 100000
Undistboed Cost L0 Unistuted Quant 080t
2 ] tma]
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
button and select a purchase order.

Note:
information.

You can search for a purchase order by receipt and location

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

4. Add, edit, and delete child invoices as necessary.

5. Complete the distribution.

Add Invoice Details to a Child Invoice
Navigate: In the Document Entry tab, click Parent Invoice List. The Parent Invoice List

window opens.

Figure 2-22

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

Figure 2-23 Parent Invoice Header Window
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Chid invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quanity
HAKH 1278855300 03000000000001 0343381 Marchandiss Irvoice 1614 Uninawen Locaton i 10,0000 10,0000
Undistributed Cost: 0.0000 Undistributed Quantty: 00000
Comcet

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 add details to the child
invoice.

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

4. In the Item field, enter the item ID, or click the LOV button and select an item ID.
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. In the Tax Code - Rate field, select the tax 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. C(Click Update Item.

Delete an ltem

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

Enter Documents 2-17



Enter Document Groups

2-18 Oracle Retail Invoice Matching



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: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-1 Document Search Window

#¥ou are logged in as: Admin User ADMIN DB URL: jdbcoradie:oc@dvolid4, Data Sourcesmmsi2 Log
ORALCLE

Path- /ull/webadmin/product/10 1 3/0radeAS_2/Zeaieim13_MOSB_VatOfiilog Authenfication: DATABASE

Document Search

DucumEntType! |vl

Status I ALL (Except Po stsd-:_l-a

“endor Type | Supplier ivl

Order Number O‘

AP Reviewer Q|

L
In Cost Review |vi
In Quantity Revisw |vi

Document Date Range ﬂtu @
Currency O\l—
Document Cost Range! tul
Receipt O\

Payment Terms Q
Detais Exist| [+

| Search I

Document D (%
for partial search)

Wendor a,

Location O\!

Cost Reviewer

Group O‘i

Quantity Reviewer

Due Date Range ﬁi‘ to ﬂ
Consignment |v| Deal | |

Quantity Range to

ftem Q,

Group O\i

Freight Payment
Type

Pre-paid Invoice |:i.ﬂ

Refresh | Cancel |

Create the Merchandise Invoice Header

1. In the Action field, select New.

2. In the Document Type field, select Merchandise Invoice.

3. Click OK. The Invoice Maintenance Header window opens.

Figure 3-2 Invoice Maintenance Header Window

ou 3t e A o ALAN FREGON D8 URL et WSR2 14 e 121 a0 D4 S DAY et DATAVASE L Falt: AT .13 SOAO RS f{2een-uie e e g

Invoice Maintenance Header

Document Type: Merchandse nioice et Type
Invice: Group 0 8417 Wendor Q)
Supplier Ste Q
Invaice St Order N o ¥
Invoce Die A Locaiion Q
Metch Dete Invaice Curercy. Exchange Rate
Invoice Tems; Q|
Orlr Terms: EDI Invoice
Suppler Tems: Pre-Paid
Marualy-Paid
Detsis Atached
Consignment
Direet Stre Delvery
Eveliatec Receiot Setiemert
Due e a2
Freight Payrent Type: Totel Merchancise Cost Ex Tax 00000
Total Non-Metch Cost Ex Tax 00000
Payment Hold Satus: Never Held
Totel Cost Ex Tax
Total Tax Cost: 00000
TotalCost nc Tax
Invaice Gty
Totel Alowances:
RefNo. 1
R No. 2 TERNS SOURCE
RefNo. & Torms Dede
Ref No. 4 st Terms:

OK | Detals | Comments | Cancel

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

5. In the Vendor field, enter the supplier ID, or click the LOV button and select a
supplier. The supplier site field is disabled.
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10.

11.

12.

13.
14.
15.

In the Supplier Site field, enter the supplier site ID, or click the LOV button and
select a supplier site. The vendor details are populated in the vendor field.

In the Order No. field, enter the purchase order number associated with the
invoice, or click the LOV button and select a purchase order.

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

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

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

Note: If the Order Number is related to the legal entity, the location
LOV will contain the importer ID of the corresponding order.

To calculate the payment due date, click the calculator button that is to the right of
the Due Date field.

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

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

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

a. In the Total Tax Cost field, click the amount. The Tax Breakdown window
opens.

Figure 3-3 Tax Breakdown Window

‘28 Tax Breakdown - Microsoft Internet Explorer

Tax Breakdown Document : ADSFADSF
3

Ex Tax Basis Tax Code ax Rate Tax Amounts

0.0000 & 7 0.0000

0.0000 E 5 0.0000

0.0000 z o 0.0000
s

0.0000 10 0.0000

Total:

ok Calculate Tatal | Cancel |

b. Enter either of the following;:

— In the Ex Tax Basis column, enter the amount on the invoice that is subject
to Tax. The Tax Amount is calculated.
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— In the Tax Amounts column, enter the tax amount. The Ex Tax Basis is
calculated.

c. Click Calculate Total. The amount of tax appears in the total field.
d. Click OK to close the window.
16. Add non-merchandise costs as necessary.

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

Figure 3—4 Non-Merchandise Cost Window

MNon Merchandise Cost

Document ID: 1

Amount "
0.0000

0.0000]| -

0.0000
0.0000}"
2.0000!
0.0000
0.0000

0.0000

Deliver 0.0000

Dizcount - Incentive 0.0000;

GL Cross-reference for
Segment1 Segment2 Segmentd Segmentd4 Segment5 Segment6 Segment? Segmentd Segment® Segment1l

Type: Company  Location Account Department Class Affiliate Futured Future2 Future3 Futured
Total: O
oK 1 Calculate Total | Cancel]

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

c. In the Tax Code - Rate field, select the tax 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.
17. Add comments as necessary.

18. Enter additional information in the enabled fields as necessary.

Add Details to a Merchandise Invoice

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-5 Document Search Window

DB URL.

- RAC E-ﬁ"\"au are logged in as: Admin User ADMIN

bcooracle oci:@dvolr04, Data Source: rms12 Log

Path: /u00/webadmin/producti10.1.3/0racleAS_2j2eafreim13_MOSE_VatOfillog Authentication: DATABASE

Document Search

Ducum&ntType| ‘VJ

Status | ALL (Except Posted) !vl
Vendor Type | Supplier VI

Order Number Q

AP Reviewer Q|

\
In Cost Review Ij
In Quantity Review Dﬂ
Document Date Range

Ao £
Currency Q.

Document Cost Range 1u|
Receipt .O\
Payment Terms '0\
Details Exist| |

OK | Search I

Document ID (%
for partial search}

Vendor Q

Location C

Cost Reviewer
Q
Group ~
Quantity Reviewer a I—
Group &
& pl
Consignment |v| Deal v

Quantity Range to

Due Date Range

tem D‘,

Type

Pre-paid Invoice |v|

Refresh |

Freight Payment | M

Cancel |

1. Create the merchandise invoice header.

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

Figure 3—6 Invoice Maintenance Detail Window

'You are logged in as: Admin User ADMIN

DB URL: jdbcorade oo @dvolrl4, Data Source: rms12 Log

Path: /ul0/webadmin/product/10.1.3/0racieAS_2/j2eaireim13_MOSB_VatOfiilog Authentication: DATABASE
Invoice Maintenance Detail
Invoice: SKG120218241005500000000000001
Supplier: 2400-Coca Cola - Chariotte
Total Invoice Merch Cost: 1000000

Currency: USD
Total Invoice Qty: 10

Select Receipt Receiving Location
= 4010 1511

Description Order No.

Phoenix

Total Receipt Amount Receipt Oty  Avail Total Gty  Receipt Date

4503 100.0000 10 0 01-12-2008
select all
clear all Defautt fro I Default from Orde I
Items
k‘leml Q-I Invoice Oty I Unit Cost I Add liem pdaie lten
Delete Item Description Invoice Oty Supplier Unit Cost Inv. Unit Cost Extended Cost
I 100145004 SKG tem 100145004 10 10.0000 10.0000 100.0000

select all

clear all

Totals Total tems: 1 Total Invoice Quantity: 10 Total Extended Cost: 100.0000
Invoice Quantity Variance: o Extended Cost Variance: 0.0000

ms I Cancell

3. Click to select Item, enter the item ID or click on the LOV button and select an item
ID. You can also select VPN and enter the VPN number or click on the LOV button

and select the VPN number.

4. In the Invoice Qty field, enter the number of units on the invoice.
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5. In the Unit Cost field, enter the cost of one unit of the item.

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

Edit an ltem
1. In the table, double-click an item. The editable fields above the table are enabled.

2. Update the enabled fields as necessary.
3. Click Update Item. The table is updated with the new information.

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

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

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

3. Click OK. The item is deleted.

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

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

Search by VPN Number

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

1. Create the merchandise invoice header.

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

Figure 3—7 Invoice Maintenance Detail Window

=Y'ou are logged in as: Admin User ADMIN DB URL: jdbcoade:oc:@dvolrl4. Dala Source: ims12 Log
ORACL

Path: /ul0/webadmin/product/10.1.3/CracleAS_2/j2eafeim13_MOSB_VatOffllog Authentication: DATABASE
Invoice Maintenance Detail
Invoice: SKG120216241005500000000000001
Supplier: 2£00-Coca Cola - Chariotte Currency: USD

Total Invoice Merch Cost: 100 0000 Total Invoice Qty: 10
Select Receipt Receiving Location Description Order No. Total Receipt Amount Receipt Qty Avail Total Qty Receipt Date
I= 4010 1511 Phoenix 4503 100.0000 10 0 01-18-2008
select all
e Defaut from Receipt || Defautt der |
Items
llern] O\l Invoice Oty ] Unit Cost ]
Delete Item Description Invoice Oty Supplier Unit Cost Inv. Unit Cost Extended Cost
I 100145004 SKG ftem 100145004 10 10.0000 10.0000 100.0000
select all
clear all
Totals Total ltems: 1 Total Invoice Quantity: 10 Total Extended Cost: 100.0000
Invoice Quantity Variance: o Extended Cost Variance: 0.0000

I elete ftems Cancel
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3. C(lick to select VPN and enter the VPN number or click on the LOV button and
select the VPN number. The LOV window opens.

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.

Set Default Iltem Details from a Receipt or Purchase Order

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

Figure 3-8 Document Search Window

- RAC eo‘r’cu are |ogged in as: Admin User ADMIN DB URL: jdbcooracle:oci@dvolil4, Data Source:ms12 Log

Path: /ul0/webadmin/producti10.1. 3iradeAS_2Zeaireim13_MOSE_VatOflog Authentication: DATABASE

]
Document ID (%
for partial search}

Document Search

Actio

DUCLImEI'It_:‘,’pE! |v]

Status | ALL (Except Posted) !a

¥ iF v Wendor Q,
Order Number 2 Location 0\!-_
AP Reviewer O‘i
In Cost Review |vi BT RE"’EWH O\i—
roup
In Quantity Revisw |v| KUz Rﬂgr‘;f; O\ii
Document Date Range: @to @ Due Date Range @tu @
Currency O\!—‘ Consignment ’Tl Deal ‘T]
Document Cost Range tul Quantty Range to
Receipt Q, tem =3
Payment Terms D\!— Freight Pami:ant [v]
Type
Detailz Exizt ’_|7l Pre-paid Invoice |___ﬂ

it | [searcn]  Rewesn | | cancel |

1. Create the merchandise invoice header.

2. Click Details. The Invoice Maintenance Details window opens.
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Figure 3-9 Invoice Maintenance Detail Window

— RAC ewnu are logged in as: Admin User ADMIN DB URL: jdbcorade:oc:@dvalil4, Data Source:rms12 Log

Path: /ullliwebadmin/product/10.1.3/0radeAS_jZeaireim13_MOSE_VatOfiiog Authenfication: DATABASE
Invoice Maintenance Detail
Invoice: SKG1202158241003300000000000001

Supplier: 2200-Coca Cola - Chariotts Currency: USD
Total Invoice Merch Cost: 100.0000 Total Invoice Qty: 10
.5elect Receipt Receiving Location Description Order No. Total Receipt Amount Receipt Qty Awvail Total Oty Receipt Date
Jas 4010 1811 Phoenix 4503 100.0000 10 0 01-18-2008
select all
clear all Default from Receipts ] Default fro de J
Items
fteml =4 Invoice Oty | Unit Cost | Add fiem pdate Ite
Delete ltem Description Invoice Oty Supplier Unit Cost Inv. Unit Cost Extended Cost
[ 100145004 SKG tem 100145004 10 10.0000 10.0000 100.0000
select all
clear all
Totals Total ltems: 1 Total Invoice Quantity: 10 Total Extended Cost: 100.0000
Invoice Quantity Variance: o Extended Cost Variance: 0.0000

| Dot iens || cancel |

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

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

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

5. Complete the invoice.

Non-Merchandise Invoices

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

Create a Non-Merchandise Invoice

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-10 Document Search Window

Document Search
Action

Ducum&nt'{ype| \il

Status | ALL (Except Posted) !vl
Vendor Type | Supplier ¥

Order Number [ie3

AP Reviewer O‘l
In Cozt Review

In Qwantity Review

Document Date Range @tu @
Currency Q,—
Document Cost Rangel ml
Receipt 'O\
Payment Terms Q
Details Exist

oK | Searchl

Document ID (%
for partial search}

Vendor Q

Location Q,

Cost Reviewer O\ I—

Group
Quantity Reviewer a I—
Group a3
Dus Date Range @ to @
Conzignment Deal
Quantity Rangs to

ltem D‘,

Freight Payment
e [v]

Pre-paid Invoice |v|

Refresh | Canc:ell

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.

Figure 3—11 Invoice Maintenance Header Window

#You are Iogged in as: Admin User ADMIN DB URL: jdbcoradie:oc:@dvolrl4, Data Source: mst2 Log

Path: /ul0/webadmin/product/10.1.3(OracleAS_2/jZeeieim13_MOS58_VatOfiiog Authenfication: DATABASE

Invoice Maintenance Header
Document Type: Merchandize Invoice

Invnice:l:’ 3
Invoice Status: Matched

Match Date: 01-17-2008

Invoice Date: |01-1

\ﬂvmceTerms.I‘ Q!. 00z
Order Terms: 1 01 002.50% 030 060
Supplier Terms: 02 1.5% 30 Days

Due Date:

Freight Payment Type:

Ref Ho. 1:|

RefHo. 2]

Ref lo. 3

Ref Ho. 4

Vendor Type| Supplis
Wendor |24 Q |tioca Cals - Chariat
Order No: O\ %

Lucatiun.l‘f 1 O‘Iii DENK
Invoice Currency; USD Exchange Rate; 1
[¥ EDIinvoice
™ Pre-Paid
™ Manualy-Paid
[7 Details Attached
I™ Consignment

Total Merchandise Cost: 100.0000 Ca

Total Non-Merch Cost: 0.0000

Total Cost: 100.0000

Invoice Qty:

Total Alowances: 787.9700

TERWS SOURCE
Terms Date: 01-18-2008 Receipt of Goods Date

Best Terms: 01 002.50% 030 060 Invoice Terms

0| Detaie | comments | cancel |

4. In the Invoice field, enter the number of the invoice.
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10.
11.

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

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

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

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

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

Enter additional information in the enabled fields as necessary.
Add the invoice tax cost.

a. In the Total Tax Cost field, click the amount. The Tax Breakdown window
opens.

Figure 3-12 Tax Breakdown Window

‘2l Tax Breakdown - Microsoft Internet Explorer

Tax Breakdown Document : ADSFADSF
Ta

% Tax Basis Tax Code x Rate Tax Amounts

0.0000 c 7 0.0000

0.0000 E S 0.0000

0.0000 z o 0.0000
=

0.0000 10 0.0000

Total:

Ok Calculate Tatal | Cancel I

b. Enter either of the following:

- In the Ex Tax Basis column, enter the amount on the invoice that is subject
to Tax. The Tax Amount is calculated.

— In the Tax Amounts column, enter the tax amount. The Ex Tax Basis is
calculated.

c. Click Calculate Total. The tax amount appears in the total field.
d. Click OK to close the window.

12. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise
Cost window opens.
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Figure 3-13 Non-merchandise Cost Window

Hon Merchandise Cost
Document 1D 1

Carrier Credit Allowance

Customs Duty

Declared Value for Customs
Defective Allowance
Deliver

Dizcount - Incentive

GL Croﬁs-reierence for

Amount

o000 |
00000 =
0.0000
0.0000]"
0.0000
0.0000
0.0000
0.0000
0.0000

0.o000;

Segment1 Segment2 Segment3 Segment4 Segment5 Segment6 Segment? Segment® Segmentd Segment 10

Typs; Company  Location Account Department Class

Futured

Future4

Total: )
0K ] Calculate Total ] Cancell

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

c. In the Tax Code - Rate field, select the tax 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.

13. Add comments as necessary.

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

Document Maintenance

In the document maintenance window, 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 a Document Header
Maintain Document Details
Pay an Unmatched Invoice

View a Document
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Search for a Document

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

Figure 3-14 Document Search Window

. RM E-i"r'nu are logged in as: Admin User ADMIN DB URL: jdbcioracle;oci: @dvolrl4, Data Source:ms12 Log

Path: /ul0/webadmin/product/10.1. 3/0racleAS_2jZeelreim13_MOSE_VatOfilog Authenfication: DATABASE
Document Search

T Document ID (%
]

Document Type | for partial s=arch)

Statuz | ALL (Except Posted) !vl
Vendor Type | Supplier vl Vendor =

Order Number Q, Location O\I‘—
AP Reviewer o}
In Cost Review |VI Lt Rev(i;ev\.'er D\I—
roup
In Quantity Review |v| Guanity Rev(i;er\::; O\I—
Document Date Range ﬂ to @ Due Date Range @ to @
Currency O\!—‘ Consignment ’jl Deal Dﬂ
Document Cost Range o I Quantity Rangs to
Receipt Q ttem Q
Payment Terms -O\!— st Pay_m: [ﬂ
Detailz Exist '7| v Pre-paid Invoice 7\ »

| Search I Refrezh | Cancel |

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.

Figure 3-15 Document Find Window

r .
. Y 'ou are logged in as: Admin User ADMIN DB URL: jdbzoracle: oirl4, Data Source: ms12 Log Path: ful0/webadmin/product/t

Document Find WI

Doc Status Doc Date Order DueDate  Vendor Vendor Desc Location  Location De:
der e T
Selrt  DocType  Prefix Doc D Al Mo e (o ¥ [v] ][ [v][m
Merchandize Invoice SKG120218241008 atche -17- 4 -17-2 4 oca Cola - Charlotte 5 0enix
Merchandise invoi SKG120218241008500000000000001 Watehed 01-17-2008 503 02-17-2008 2400 Coca Cola - Charloft 1511 Ph
Merchandise Invoice SKG1201813851545 ady for Matc - 3 3-31- { oca Cola - Charlotte 5 0N
Werchandize Invoi SKG120161385154500000000000001 Ready for Match ~ 01-14-2008 3801 03312008 2400  Coca Cola- Charlott 1511 Phoen
Merchandise Invoice v 3 eady for Matc 122 3 2-11-2 302 attery Supplier ariotte *
Werchandise Invoi IV 30 Ready for Match ~ 01-12-2008 3001 02-11-2008 3020 Battery Suppli 1M Charlott
[0 Merchandisz nvoice SKG120216240885300000000000000 Matched 01172008 4503 02-17-2008 2400 CocaCola-Charbfie 1421 Partiand
Merchandise Invoice V 3002 zady for Mate -12-2 2 02-11-2 9 1508_Suppliert_US 4 1508 _Store3
Werchandise invoi IV 3002 Ready forMatch  01-12-2008 3002 02-11-2008 988 WS0B_Suppliert_US 40 NS08 _Store3 0
Merchandise Invoice SKG1201813851323 zady for Matc - 3 - oca Cola - Charlette 2 ortian
Merchandise invoi SKG120181385132300000000000000 Ready for Match  01-14-2008 23301 03-31-2008 2400 Coca Cola - Charlott 1421 Partland

Pay Invoice Dalete Cancel

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.
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Figure 3-16 Document Maintenance Header

Document Type: Merchandiss Invoice endor Typs
Inwaice: Group ID: 15304 Wendor Q,
Supplier Ste 0\
Invaice Status: Posted Order No: o ¥
Invoice Date: £1 Locatior: Q
Match Date:  02-08-2009 Ireeoice Currency: USD Exchange Rate: 1
Invoice Terms: Q.
Order Terms: 2211 Due Immediately [ [EDI Inwoice
Supplier Terms: 2203 2% Disc in 10 days, Met 30 I+ Pre-Paid

I IManually-Paic
[¥ | Details Attached
I Consigrmert
Due Date a2
Freight Payment Type: Total Merchandise Cost Ex WAT: 1,000,000

Total Mon-Merch Cost Ex VAT 0000
Payment Hold Status: Never Held

Total Cost Ex VAT,
Total VAT Cost: 400,000

Total Cost Inc VAT,

Invoice Gty:
Tatal Allowances: 0.000
Fetf Mo 1
RetMNo. 2 TERMS SOURCE
Ret Mo 5 Terms Date: 02-06-2003 Invoice Date
Ret Mo 4 Best Terms: Due Immediateky Invoice Terms

Details Commerts Drill To Finance: Drill To Payshles ‘ Cancel ‘

5. Click OK to save.
»  Click Details to view the complete details of the selected invoice.

s 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 is enabled only if the Drill
Forward functionality is supported by the Financial Application
system.

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

Note: The Drill To Payables button is enabled only if the Drill
Forward functionality is supported by the Financial Application
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 done.

Maintain a Document Header
Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

Figure 3—-17 Document Search Window

- RM El"l’nu are logged inas: Admin User ADMIN DB URL: jdbcioracie:oci @dveiril4, Data Source: rms12 Log

Path: /ul0/webadmin/product/10.1.3/0racleAS_2/[2eeieim13_MOSE_VaiOfilog Authenfication: DATABASE
Document Search

[¥]
S T Document ID (%
TV |
e ¥Pe | L l for partial search)
Siatus | ALL (Except P
Vendor Type | Supplier | Vendor O\
Order Number Q Location O\!
AP Reviewer Q|
In Cost Review | |v| Eost davomer Q,
| Group
PR I | Quantity Reviewer i—
In Quantity Review | |\_f_! i Q,
Document Date Range m to ﬁi‘ Due Date Range m to ﬂ
Currency 0\1 Consi | |“’| Deal | iq
Document Cost Range o | Quantity Range o
Receipt 0\ ftem O\
Payment Terms O\i R Loyt | [v]
Type
Details Exist | |Ti Pre-paid Invoice |_ {q

| Searchl Reireshl Cancell

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.

s The Invoice or Document Maintenance Header window opens.
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Figure 3—18 Invoice Maintenance Header Window

'S RAC es‘t’nu are lopged in as: Admin User ADMIN - DB URL: jdbcoracleioci:@dvalr04, Data Source: rms12 Log

Path: /u00/webadmin/product/10.1.3(0racleAS_2/[2eaheim3_MOSB_VatOfilog Authentication: DATABASE
Invoice Maintenance Header

Document Type: Merchandize Invoice Vendor Type| Supplis

Invaice:|SKG12021624100980000000000000 Vendor|2400 Q Joaca Cola-
Invoice Status: Matched Order No: [4502 o\ %7
Invoice Date: |01-17-2 E Lucahuni'{ 1 O‘!i' oE

Match Date: 01-17-2008 Invoice Currency: USD Exchangs Rate: 1
Invoice Terms: || O, [01/002 50% 030
Order Terms: 1 01 002.50% 030 060 [# EDlInvoice
Supplier Terme: 02 1.5% 30 Days I~ Pre-Paid
I~ Manualy-Paid

[ Details Attached

[~ Consignment

Due Date: {02-17-20 B
Freight Payment Type: Total Merchandise Cost: 100.0000 Calculsie

Total Non-herch Cost: 0.0000

Total Cost 00.0000
Invoice Qty: 10

Total Allowances. TE7.8700

RefHo. 1:

Refhio. [ TERNS SOURCE

RefNe. 3 | Terms Date: 01-18-2008 Receipt of Goods Date
Ref No. 4. | Best Terms: 01 002.50% 030 060 Invoice Terms

I Details | Comments I Cancell

2. 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.

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

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-19 Document Search Window

- RAC Eu"{nu are logged in as: Admin User ADMIN DB URL: jdbcioracie:oci @dvoirl4, Data Source: rms12 Log
Path- /ul0/webadminiproduct/10 1 3/0OracleAS_2/jZeaieim13_MOSB_VatOfilog Authenfication: DATABASE

Document Search
Action |

Document Tyue‘ |v_]

Status | ALL (Except Posted) !vl
Wendor Type | Supplier vl

Order Number 0\

AP Reviewsr |

L
In Cost Review |v|
In Quantity Review |v|

Document Date Range 1 £
Currency 0‘!—‘
Document Cost Range ml
Receipt O\

Payment Terms 0\!
Detalls Exist |+

| [=zaren |

Document ID (%
for partial search)

Vendor O\

Location

Cost Reviewsr
(0] I
Group -
Quantity Reviewer aQ I—
Group -
£ o &
Conzignment |vl Deal VI

Quantity Range to

Due Date Range

ltem O\

Freight Payment
Type

Pre-paid Invoice \vl

Refresh |

cancel |

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.

Figure 3-20 Document Maintenance Detail Window

- RACLe-a"r'Du are logged in 8s; Admin User ADMIN DB URL:

jdbcomdecci:@dvoirl4, Data Source:ms12 Log

Path: /ul0iwebadmin/product/10.1.3/0racleAS_2/j2eefreim13_MOSB_VatOfillog Authentication: DATABASE

Document Maintenance Detail
Document 10 1 Document Type: Credit Note
Currency: USD Supplier: 3020-Battery Supplisr

Items
a Amount . |Document
Item & Per Unit Doc Prefix D Add All tems I
Reason
Q l
Code l \I Quantity Add ftem
Delete Item Description Reason Code Description Amt Per Unit Quantity Extended Cost
No records found
select all
clear all
Total ltems: 0 Totals 1] 0.0000
ok | Deetetems | cancel |

3. Add items to the document as necessary.

a.
b.

o

e

In the Item field, enter the item ID, or click the LOV 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.
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e. Click OK to save your changes and close the window.

4. Delete items from the document as necessary.

a. In the Delete column, select the item you want to delete.

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

area.

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

c. Click OK. The item is deleted.

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

Pay an Unmatched Invoice

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

Search window opens.

Figure 3-21 Document Search Window

- RM Eo"r'ou are logged in as: Admin User ADMIN DB URL: jdbcioracle:oci:@dvolrd4, Data Source: ms12 Log

Path: /ul0/webadmin/producti10.1.3/OracieAS_2/Zeaireim13_MOSE_VatCffilog Authenfication: DATABASE

Document Search

Dncumr:nt?yp&! |vl

Statuz | ALL (Except Posted) !a

Vendor Type | Supplier ivl

Order Number Q.
AP Reviswer (o}
ncostRevew [ [v]
In Quantity Review m
Document Date Range @ to ﬂ
Currency O\!—‘
Document Cost Range ml
Recsipt Q,
Payment Terms O\!i
Detais st v

| Search I

Document ID (%
for partial 2earch)

Vendor a,

Location Q

Cost Reviewer I—
Group O\
Quantity Reviewsr ) I—
Group ad
Due Date Range ﬂtu @
Consignment || Deat | ivl

CQuantity Range to

ftem Q

Freight Payment [v]

Type

Pre-paid Invoice |___E

Cancel |

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

opens.
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Figure 3-22 Document Find Window

You are logged in as: Admin User ADMIN DB URL: jdbezoracleroci:@dvolrl4, Data Source: mst2 Log Path: /ul0/webadmin/product/10.1.3/0radleAS. 2)

N Status Doc Date raer Due Date  Vendor Vendor Desc Location  Location De
Sekezt Ui Typel ™ Picks Doc 1D Al ] A %] ho. [0 el |w)lm [sel| 21 [se]| a1
[0 Werchandiselvoice  SKG120216241009900000000000001 Watched 072008 4503 02472008 2400 CocaCola-Charbie 1511 Phoeni
[ Merchandise Invoice SKG120181385154500000000000001 Ready for Match 01-12-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1511 Phoenix
[l Werchandize Invoice [NV 3001 Ready for Match 01-12-2008 3001 02-11-2008 3020 Battery Supplier 11 Charotte *
[] Werchandiselnvoice  SKG120216740885300000000000000 Watched 0I-7-2008 4503 027-2008 2400  CocaCol-Charible 1421 Portland
D Werchandize lnvoice INV 3002 Ready for Match 01-12-2008 3002 02-11-2008 959 MSOB_Suppliert_US 400 MS0B_Stored O
[] Werchandiselnvoice  SKG120181385132300000000000000 Ready forMatch  01-14-2008 3801 03-31-2008 2400 CocaCola-Charbtte 1421 Porfand
1
Pay Invoice Delete Cancel
2. In the Select column, click the check box to the left of the invoice you want to pay.
3. Click Pay Invoice. You are prompted to confirm the payment.
4. Click OK. The invoice is sent to the financials system for payment.
5. Click Cancel to close the window.

View a Document

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

Figure 3-23 Document Search Window

#'ou are logged in as: Admin User ADMIN DB URL: jdbcioracle:oci:@dvolil4, Data Source:mms12 Log

Path: /u00/websdmin/product/10.1.3/0racleAS_2j2eeireim13_MOSE_VatOffflog Authentication: DATABASE
Document Search

T Document ID (%
[iv]

Document 'YIJE| for partial search)

Status | ALL (Except Posted) !vl
Vendor Type | Supplier v| Wendor Q,
Order Number =3 Location O‘l

AP Reviewer al

S\

In Cost Review |v| Cost Ravgr\::pr O\I—
In Quantity Review |v| Quantity Hevéer\::pr O\I—

Document Date Range @ to @ Due Date Range @ to @
Currency Q Consignment Deal
Document Cost Rangel ml Cuantity Range to
Receipt O\ tem O\
Freight Payment
- le} v
Payment Terms '8 T u

Detailz Exist '7|VI Pre-paid Invoice 7|v|
I Searchl Refresh | Cancell

1. Search for a document in View mode. The Document Find window opens.
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Figure 3-24 Document Find Window

r. Y You are logged in as: Admin User ADMIN DB URL: jdbcoracle:oci: @dvolrl4, Data Source: ms12 Log Path: fuD0/webadmin/product/10.1.3/0recleAS 2
Document Find IT\I '
Doc Status Doc Date Order Due Date  Vendor Vendor Desc Location  Location De:

D Werchandise Invoice SKG120216241008300000000000001 Watched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlotte 1511 Phoenix

D Werchandise Invoics 5KG120151385154500000000000001 Ready for Match 01-14-2008 3801 03-31-2008 2400 Coca Cola - Charlotte 1511 Phoenix

[0 Merchandise Invoice INV 3001 Ready for Watch 01-12-2008 3001 02-11-2008 3020 Battery Supplier 1 Charlotte *

[ Merchandiss voice SKG120216240585300000000000000 Matched 01-17-2008 4503 02-17-2008 2400 Coca Cola - Charlofte 1421 Portland

D Werchandise Invoics NV 3002 Ready for Match 01-12-2008 3002 02-11-2008 959 WSOB_Supplier1_US 400 MS0B_Store3_0
a

Werchandize Invoice SKG120181385132300000000000000 Ready for Match 01-14-2008 2801 03-31-2008 2400 Coca Cola - Charlotie 1421 Portiand

Pay Invoice Dekele Cancel

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

Figure 3-25 Document Maintenance Detail Window

I RACLe-s"u"Du aie logged in as; Admin User ADMIN - DB URL: jdbcomadeod:@dvoll4, Data Source: ms12 Log

Path: /ul0iwebadmin/product10.1. 30mdeAS_2Zeaeim!3_MOSE_VaiOfilog Authentication: DATABASE
Document Maintenance Detail

Document ID; 1 Document Type: Credit Note
Currency: UsD Supplier: 2020-Battery Supplier
ltems

o 1 Amount Documem
Item hd Per Unit Doc Prefix D Add Alltems |
Reason
Q
P | 1 Quantity | Add ftem |

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

select all
clear all
Total ltems: 0 Totals 0 0.0000

ok | Detetiems | cancel |

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

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

2. Click Cancel to close the window.
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Match Documents

Summary Match Credit Notes

The summary matching windows allow you to match credit notes and credit note
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.

View the In Balance Items Tab

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

Figure 4-1 Document Summary Match Find Window

Document Summary Match Find

AP et 0
Sippler 0
\nc\ude Spplers b Growp

Credt llote
Crcker Nunber
Locafion
Document I (% fo partial search)
ten
Due Dete
Document Dete
Detel Bt
Cureney

Document Cost

Credit Hote Request
0\ Order Mmber
Q Locdin
Docment D (% for paral sesrch)
Q ten
ﬂ il ﬂ Dug Dete
ﬂ il ﬂ Document Defe

Dt Bt

=]

Clirency

fo Documert Cost

0\

0\

0\
il f
fl. @

1. In the AP Reviewer field, enter the User ID, or click on the search button to select a

reviewer.
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2. In the Supplier field, enter the Supplier ID, or click on the search button to select a
supplier.

3. Select the check box if you want to include the suppliers in the group.
4. Search for and retrieve credit notes and credit note requests for detail matching.

5. Click OK. The Document Summary Match List window opens.

Figure 4-2 Document Summary Match List Window

&5 Alain Frecan ALAIN,

Document Summary Match List

Suppliers 3020-Battery Supplier
CreditHotes - Unmatehed Credit Hote Requests - Unmatehed
[l Lo Lo Total
Ouder S ““_—“"""' Credit Total TotulMerch Totl Curt Dets A Sup iLP':c|-e(|nllote R Tota Hereh Totl Cur Dets
Selest llo  Hame ]A“_V}Credkllolellotel]nte Oy Cost Tax Code Ext Select rder o llame ﬂf Request Date Oty Cost Tar Code Bt
Bty -3 Norecords found
[ st Skl § CRED\TNOTEM 90 (31000000) (H0) S0
Selected Totals: Total Gty: Tot Costbx Tax: Total Qty: Tot CostEx Tax:
e | 4] ]
Credit Hotes - Unmatched Credit Hote Requests - Unmatched
Luedi Total Total
MV oy Nt et Dol Mewh Tol Qn Des R Sup 8 Ctiite OB Tl Meh Tobl Cor Des
Select Order llo. llame: _\ liote llotelDate Oty Cost Tax Code Edt SelectOrder flo llame | Request Date Oty Cost Tax Code Bt
o records found Horecords found
Totals Cost Quantity
Credit Hote Request
CreditHote
Variance

Within Tolerance WA NIk

TaxDiscrepaney Mo

6. Click Details. The Document Detail Match List window opens.
7. Click the In Balance Items tab.
8. Click OK to close the window.

Search for Credit Note Requests and Credit Notes to Match

Navigate: In the Credit Note Matching tab, click Summary Match. The Document
Summary Match Find window opens.
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Figure 4-3 Document Summary Match Find Window

Document Summary Match Find
AP Reviewer 0\
Syl Q
Incade Supplers In Group
Credit llote Credit Hote Request
Onder Nanber Q Qrcer Mamoer 0
Locstion Q Locaion Q
Documet 0 (% for partia search) Document D (% for partil search)
tem Q ten Q
DueDite ﬂ il Due Date ﬂ fo ﬂ
Dacument Dete ﬂ jul Dacument Dafe ﬂto ﬂ
Detil Exist ‘:‘ Detals Bxigt :‘
Currency O\ Cunency 0\
Documert Cost to Documert Cost il

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.

Figure 4-4 Summary Match Supplier List Window

- RACLEO‘T’{:U are |ogged in as: Admin User ADMIN -~ DB URL: jdbcorade:od @dvolil4, Data Source:ms12 Log
Path: /ulD/webadmin/product/10.1.3/OracleAS_2/j2eefeim13_MOSB_VatOffflog Authentication: DATABASE

Summary Match - Supplier List

Supplier Hame Supplier Ho. of Invoices Ho. of Receipts
MSOB Supplier! US 989 1 ]
General Book Supplier 3030 0 1
Local Supplier #1 2800 0 2
Local Grocery Supplier #1 G000 0 2
WMS0B Supplier? CZ 686 0 1
Battery Supplier 3020 1 0
Coca Cola - Charlotte 2400 2 2

Cancel |

3. In the Supplier Name field, click a supplier name. The Document Summary Match
List window opens.
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Figure 4-5 Document Summary Match List Window

Document Summary Match List
Supplier: 3020-Bettery Suppler
Credit Hotes - Unmatched

21 Authetication

Credit Hote Requests - Unmatched

RTY

Total

o records found

Order Supp Lo Credt Total TotalMereh Total Curr Dets o s OO et OB Tl Meh Tud Cur Dt
Select llo  lame Al Y Credtliotellote Date Oty Cost  Tax Code Et SelectOrderllo llme Al Y| Reaest Date Oty Cost Tax Code Bt
Bttery 01-23- N records found
[0 s P o % 80 (31000000) 110) LD
Selected Totals: Total Oty: Tot Cost/Ex Tax: Total Oty: Tot Cost/Ex Tax:
Cakute Ttdls j ﬂ
Credit Notes - Unmatched Credit Hote Requests - Unmatched
et Total ety Total
RV Swp SO g Credit Totl  Merch Totdl Curr Dets Ry Supp P2 creditiiote CHR Totdl  Merch Totdl Curr Dets
SelectOrderllo lame | ¥ llote HoteDate Oty  Cost  Tax Code it SelectOrderllo llme Al Y| Pequest Date Oty Cost Tax Code Ext

lio records found

Totals
Credit Hote Request
Credit Note
Variance
Within Tolerance ~ NiA  Ni&

Cost Quantity

Tax Discrepancy No

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

Summary Match Invoices

In the summary matching windows, you can match invoices and receipts that have not
been matched previously through the auto-match process. By limiting the invoice and
receipt criteria on the Summary Match Find window, you can view similar invoices

and receipts.

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:

= Summary Match Invoices and Receipts

s Create Groups

»  Search for Invoices and Receipts to Match

Summary Match Invoices and Receipts
Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary

Match Find window opens.
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Figure 4-6 Invoice Summary Match Find Window

Invoice Summary Match Find
AP Reviewer Q
St Q Suppler St Q
Include Supplers In Group
Invoice Receipt
Ordler Number 0\ Orcler Number 0\
Localion Q Localion Q
Stetus i v/

Dot D G for il ) Rt Q
len 0\ fem D\

DueDee fn a

Receint Date: ﬂ to ﬂ
Coctmert Date: ﬂ to ﬂ
st | v
Clreey Q Cureney 0
Cocument Cost 1o Receint Cost 1o
[tinketa nvice siven sesrch Hid groun with recelpt averages

1. In the AP Reviewer field, enter the User ID, or click on the search button to select a
reviewer.

2. In the Supplier field, enter the Supplier ID, or click on the search button to select a
supplier.

3. In the Supplier Site field, enter the supplier site ID, or click on the search button to
select a supplier site.

4. Select the check box if you want to include the suppliers in the group.

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

Figure 4-7 Summary Match List Window

u st Iogged in as: Admin User ADMIN DB URL: jdbcoracleodi @dvolid4, Dats Source: ms12 Log
u00hwebadmin/product/10.1 3/OracieAS 2/j2eeieim13_MOSB VaiOffiog Authenfication: DATABASE

Summary Match List
supplier: 3030-General Book Supplier

Invoices - Unmatched Receipts - Unmatched
Location . Avail
Order Te— Invoice Total Tofal Merch Curr In Dets o
e |AH|V TR T PR T Order  Supp sl Receipt Tofal AvailTotal Curr
Select Ho. Name | Invoice Date Oty Cost Code Rev Ext ey N |AH MR t Dat Merch Cost Cod
llo records found SEE ame |~ |¥|Receipt Date  Ofy MerchCost Code
General
D 3801 Book 1 3301 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 CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
No records found Select Humber Date Variance Variance  Currency

Ho records found

Combine | Cancel

6. To begin matching, in the Groups area:
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s In the Groups - Auto area, click the Order No. The Summary Match - Auto
Match area appears.

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

7. 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 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 button.

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

Figure 4-8 Summary Match List Window

#Vou are lopged in as: Admin User ADMIN DB URL: jdbcoracecoc: @dvolr04, Data Source: rms12 Log
= RACI-E Path: /u00/webadmin/product/10.1 3/CradeAS_2/j2ealreim13_MOSB_VaiOfilog Authenfication: DATABASE
Summary Match List
|Supplier: 3030-General Book Supplier
Invoices - Unmatched Receipts - Unmatched
Location . Avail
Order Supp T—— Invoice Tofal TotalMerch Curr In Dets Location S .
Select Mo, Hame |Al Y| invoice Date Oty Cost Code Rev Ext o Oade' NS_um (A1 e Jaeceit %"—‘ Total R‘:‘“'LTS‘E" CC“—d"
R Teonrda Totig — elect MNo. lame | eceipl e Oty erch Cost Code
General
[] 3801 Book 11 3301 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 EarliestDue Date CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
No records found Select Humber Date Variance Variance  Currency
Ho records found
Combine ! Cancel

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

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

Create Groups

Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.
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Figure 4-9 Invoice Summary Match Find Window
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1. Search for and retrieve a supplier whose invoices you want to match. The
Summary Match - Supplier List window opens.

Figure 4-10 Summary Match Supplier List Window

. RAC Lel"r’ou are logged in as: Admin User ADMIN - OB URL: jdbcoracle:oci @dvoirl4, Data Source: ms12 Log

Path: /ul0/webadmin/product/10.1 3/0raceAS ZjZecleimi3 MOSB_VatOfiflog Authenfication: DATABASE
Summary Match - Supplier List

Supplier Hame Supplier Ho. of Invoices HNo. of Receipts
MSOB Supplier1 US 599 1 ]
General Book Supplier 3030 0 1
Local Supplier #1 2500 | 2
Local Grocery Supplier #1 6000 0 2
MSOB Supplier? CZ 666 I 1
Battery Supplier 3020 1 0
Coca Cola - Charlotte 2400 2 4

Cancel |

2. 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.
3. To combine multiple groups:

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

Note: You can combine auto-groups with auto-groups, auto-groups
with manual groups, or manual groups with manual groups.
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b. Click Combine. Your new group appears in the Manual Match - Group area.

4. Click OK to continue creating manual groups.

Search for Invoices and Receipts to Match

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

Match Find window opens.

Figure 4-11 Invoice Summary Match Find Window
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1. Enter criteria to make the search more restrictive. You must enter at least one
search criterion.

2. Click OK. The Summary Match - Supplier List window displays the invoices and

receipts for each supplier that match the search criteria.

Figure 4-12 Summary Match Supplier List Window

Admin User ADMIN DB URL: jdbcoracle:oci:@dvolrl4, Data Source: rms12 Log

Summary Match - Supplier List
Supplier Name Supplier Ho. of Invoices No. of Receipis

MS0B Supplier! US

wr
w0

[T
=1
(=
=1

1
General Book Supplier 0
Local Supplier #1 %00 0
Local Grocery Supplier #1 5000 0
WMSOB Supplier?2 CZ 666 0
Battery Supplier 3020 1
Coca Cola - Charlotte 2400 2

Cancel |

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

4-8 Oracle Retail Invoice Matching

o = PRI = O



Summary Match Credit Notes

Figure 4-13 Summary Match List Window

. RACLE"(DU are lopged in as: Admin User ADMIN DB URL: jdbcoracke:oci @dvoll4, Data Source:msi2 Log

Path: /u00/webadmin/product/10.1.3/OradleAS2/j2ee/eim13_MOSB_VatOffilog Authenficafion: DATABASE

Summary Match List
Supplier: 3030-General Book Supplier
Invoices - Unmatched Receipts - Unmatched
Order  Supp i Invoice Total TofalMerch Curr |In Dets Location e

m 1 i Order == Receipt Total Avail Total Curr
Select Ho.  Name |’W" Invoice  Date aty Cost Code Rev Ext
L Lost Lode Rev Ext Al

lio records found Select Ho. Ger~|:r_a\e Y_URece\t Date Qty Merch Cost Code

D 3601  Book 1M 330 01-12-2008 30 300.0000 USD
Supplier

Selected Totals: Total Qfy: Total Cost: Total Qty: Total Cost:
Calculats Totals Group
Groups - Auto Groups - Manual
Select Order No. Location EarliestDue Date CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
llo records found Select Humber Date Variance Variance  Currency

lo records found

Combine ! Cancel

a. If the records for that supplier are in use, the View Locks button appears.

b. Click View Locks. The View Locks window opens.

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

c. Click Cancel to close the window.

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

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.

s 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:
= View the In Balance Items Tab

s Group Invoices and Receipts for Detail Matching

= View Deals Associated with Invoices or Orders

= Split a Receipt
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View the In Balance Items Tab

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

Figure 4-14 Invoice Summary Match Find Window

Invoice Summary Watch Find

AP Reviewer Q
Stpplier 0\ Supplier Sie O\
Inchie Supelers 1 Group
Invoice Receipt
Orcer Mumber ')\ Qrcer Number 0\
Location 0, Location 0
Satus ¥

Documert D (% for il search) Recsit o
ten 0 fen O
Due Date ﬂ fo ﬁ
Receipt Dete: ﬂ fo ﬂ
Document Dete ﬂ fo ﬂ
Detalls Exist L)
Currency 0 Currency 0
Document Cost to Recejpt Cost to
DL\mn toinvoice diven search H\de croups with receiit overages

Refresh M

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: In the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.
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Figure 4-15 Invoice Summary Match Find Window

nvoice Summary Match Find
AP Reviewer O\
Supplier O\ Suppler Site O\
Incic Supplers In Group
|
| Invoice Receipt
Order Namber 0\ Crcler Mumber O\
Location 0\ Location O\
SHatus ‘ v
Docunert D (% for partisl seareh) Reczit q
tem Q tem 0
Due Dete ﬂto ‘ﬂl
Receirt Date ﬂtn ﬂ
Document Dete @ fo ﬂ
Detals Exist ‘j
Crrency Q Clirency oy
Document Cost to Receirt Cost to
[uintto e e search [lhie aroups wih receit overages

1. Search for and retrieve invoices and receipts for detail matching. The Summary
Match List window opens.

Figure 4-16 Summary Match List Window

are logged in 8s: Admin User ADMIN DB URL: jdbcoraclesoci: @dvolr04, Data Source: msi2 Log
‘webadmin/product/10.1.3/0racieAS_2fj2eefreim13_MOSE_VatCffflog Authentication: DATABASE

Summary Match List
Supplier: 3020-General Book Supplier
Invoices - Unmatched Receipts - Unmatched
Location Avail
Order Supp —— Invoice Tofal Total Merch Curr In Deis Location S
Select o,  Name ’—AMV Invoice  Date aty Cost ode Rev Ext Order  Supp |MI - Receipt Total Avail Total Curr
S— _Norecordslound pr— Select No. Name Receipt Date Gty Merch Cost Code
General
[] 3801 Book 11 301 01-12-2008 30 300.0000 USD
Supplier
Selected Totals: Tofal Qty: Total Cost: Total Qfy: Total Cost:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location EarliestDue Date CostVariance Quantity Variance Currency Manual Group Earliest Due Cost Quantity
HNa records found Select Humber Date Variance Variance  Currency
lo records found

Combine | Cancel |

2. Group invoices and receipts as necessary.

3. In the selected totals area:

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

4. Click Details. The Detail Matching window opens.

Figure 4-17 Detail Matching Window

Data Source: xcl0 Log Pafh: f Awhendicafion: DATABASE

ltem Unit Cost Quantity
Select  Item Item Description  InReview  Receipt Cost Invoice Cost Variance  Within Tolerance  Receipt @ty Invoice Oty Variance  Within Tolerance j
" 100011031 Test kem 100011031 I $10.0000 I 10

7|
Al
Detail Item Grouping
Invoice Receipt
Invoice  Unit |nwoice Extended Invoice Deals j Receipt Receipt  Extended  Order Deals j
Select ftem  Inuoice Date Cost Oty Cost Exist Select Hem Receipt Date  Unit Cost Oty Cost Exist
[~ 100004050ETEST7930503-10-2001  $20.0000 500 §10,000.0000 ho [ 10000B51462207 (05-13-2003  §10.0000 10 $100.0000 (]
il /|
Totals: Total Gty: 500 Total Cost: §10,000.0000 Tatal Gty: 10 Total Cost: $100.0000
Quantity Variance (450) Qty Variance % (4,300 ‘Within Oty Tolerance Ho
Cost Variance ($10.0000) Cost Variance % (100) ‘Within Cost Tolerance Mo

of | ceaivdn | costReshibn | GiyResouon | SotRecemt

5. 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 button. The document is added to the Detail Item
Grouping area.

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 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.

8. 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.
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View Deals Associated with Invoices or Orders

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

Match Find window opens.

Figure 4-18 Invoice Summary Match Find Window

Invoice Summary Match Find

AP Refewer Q
Suppler Q
\nc\ude Spplers In Grouy

Invoice

Oner Mo Q
Locain Q

Status v

Document I (% for partel search)
tem Q
Dug Dete ﬂ fo
Document Defe ﬂ to

Mkbi Y|
(utency Q
Documert Cost to

DL\mit o nwaice dfiven seatch

= =3

Oneer Mamber O\
Locafion O\
Recelpt O\

en Q

Recejt Date ﬂ i} ﬂ

Qe Q
Receit Cost fo

Hide groups wih receint overages

1. Search for and retrieve invoices and receipts for detail matching.

2. Group invoices and receipts as necessary.

3. To view deal associations:

s 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.

Split a Receipt

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

Match Find window opens.
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Figure 4-19 Invoice Summary Match Find Window

Invoice Summary Match Find

AP Reierer Q
Stpplier O\ Suppler Ste O\
\nc\ude Supplers In Group
Invoice Receipt
Order Number 0\ Creler Number O\
Location 0\ Location O\
Status i—v-i

Q
Document D (% for paral search) FReceit \

en Q tem 0\
Due Date ﬁﬂm )@

Receit Date ﬁj to ﬂ
Documert Dete @ 1 ﬂ

Dol |
Currency 0 Currency Q
Document Cost fo Receit Cost to
D Limttoinveice driven search Hide groups wit recelnt overages

Refresh | Cancel

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.

Figure 4-20 Split Receipt Window

\émin User ADMIN DB URL: jdbe:oracle:thin: @mspvip?3.us oracle.com: §521:dwol022 Data Source: rmsse devi21 Authentioation: DATABASE Log

log
Split Receipt

Hem 100652001 . re

Receipt “701 O
Quantity Avallable 100.0000
Excess Quantity |

5. In the Excess Quantity field, enter the amount you want to remove from the
receipt.

6. 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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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.

Resolve Cost Discrepancies

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

Figure 5-1 Cost Review List Window

OR ACLE' You are logged in & Admin User ADMIN - DB URL: jdbcorecie:oci @dvolrl4, Data Source: ms12 Log
Path: iul0fwebedmin/product/10.1.3/0rackeAS _2j2eaireim13_ MOSB_VatOflog Authenficafion: DATABASE

Cost Review List

Supplier Document Cash Reviewer AP

g ey Sopb BEE Resolve By D‘-:S-E?HT Ro_ute‘E}--ﬁ-‘r“ll--c'Ea-,n-tQn Locaion ~ Ho.ofLine  Total Document o et

B r. . o | == =
N N Y R T g | e e R T
o records found

Cancel

1. In the No. of Line Exceptions column, click the line exception. The Cost Review
Detail window opens.
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Figure 5-2 Cost Review Detail Window

SMdneb1l, Datn Soomce o]0 Log Paf: Al mshodefoct]_emslc 004 peiul | ReDogsikt Anchndivaion: DA TABASE

erchandise Invoice: EDIGENNIN54:2655221 20000000060 Supplier 1313130000-Langy March Shoe Campany Location 1000000000-Fatge
Department 1414-Activewest Class 1000-Uenile Curreney LD
Order 1114 Resalve By Date 03-13-2001
Unit Cost
Orig. ~ Current Uit Coat Viriance
Order  Order  Document  Variance Percent
liserepancy Comments ftem Deseription Cost  Cost Cost FavilUnFay)  FawiUnFay Qrder Cost Source Qrder 0PC VP
o 100008051~ Testfem 100003031 $naom 95488 $0.350 35M% Suppler

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

Figure 5-3 Cost Selection Window

(o5t Selection
erchandise Invoice NY-PO-40114 Rem {01315520-3d MAY TEW . S5R Location 1211-Boston
Ider 40114 Stpplier 3020-5atery Suppler Currency L30
orrect Unit Cost
@ Qrr
() by 130000

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

4. Click Next. The Cost Variance Resolution window opens.
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Figure 5-4 Cost Variance Resolution Window

Aduin User ADMIN -~ DB URL: jedbcioracls rtk1], Data Source: onel0 Log Padh: i) 1Amebs 04 reim] 1 RelLogsast Awthendication: DATABASE

Cost Yariance Resolution

Merchandise Invoice EDIGENN105432685221 20000000060 Htem 100008051-Test tem 100008051 Location 1000000000-Fargn
rder 1114 Curreney USD

ost Variance $0.3511 Qutstanding Variance §0.3511

Apply

Enter Reason || g Amount
Action Re-route to Group I g
Comments Hint
Camments
Aprly
Delete Reason Code Reason Code Description Action Amount Comments —
Ho records found
El

ook | ok | peste | eyt | conce

5. Inthe Apply area:

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

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

b. Inthe Amount field, enter the monetary amount of the discrepancy.
c. Add comments as necessary.

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

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

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

b. Click Delete.
¢. You are prompted to confirm the deletion. Click OK.

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

Quantity Discrepancies

When a quantity discrepancy is identified, you must review and reconcile the
discrepancy. Discrepancies are routed to reviewer groups. The quantity discrepancy is
based on a comparison between the invoice and the receipt. If a receipt is not available,
the invoice is compared to the purchase order. Depending on your user permissions,
you may or may not be able to access this window or all discrepancies.
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Quantity discrepancies are created during the auto-match process when the invoice
quantity does not match the purchase order quantity. Quantity discrepancies are also
created when a debit memo is disputed.

Resolve Quantity Discrepancies
Navigate: In the Invoice Matching tab, click Quantity Review List. The Quantity

Review List window opens.

Figure 5-5 Quantity Review List Window

OR ACLEMU et lopged in &5 Admin User ADMIN DB URL: jdbzroraclendi:@dvlrl4, Data Source: msi2 Log
Path: /ul0iwebadminiproduct/10.1.3/OracleAS _2/2eaeim3_MOSE_ValOfflog Auhenfication: DATABASE

Quantity Review List
Resolve By Supplier  Document Fr eight Payme AP
Pa;t [ue bote —QL%—i”ﬂ Name Tioe men Qe Quanfity ~ Invoice  Tofal Document  Reviewer Reviewer
ndetor MY ALY Ay uly f‘" Al |‘\" Document Difference  Date Amount Gopp (ALY

Ho records found

Cancel

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

Figure 5-6 Quantity Review Detail Window

J2deatk1], Dty Source: o]0 Log Bah: ullmebuckuiniocd] 04 reoml I ReLogshet Anchhenication: DATABASE
erchandise Invoice EDIGENN0543263532740000000195 Supplier 1313130000-Long Merch Shoe Company Location 1000000001-Winneapalis Resolve By Date 03-12-2001
Order 6125 Order Comments ORDERS FOR EDI Receipt(s) 6130, 8151, 72131
Aty
Ity Variance
Current Variance Percent
Distrepancy Comments ttem Description Order Oty Receipt Oty Document Gty Fav/UnFay FaviUnFay OrderUPC WP
No 100008042~ Test hem 100008042 40 1200 400 800 £ 667 100003042
o 100008051 Test fem 100006051 400 1200 400 500 56,667 100008051
Mo {0000B0EY  Test Hem 100008069 400 1200 400 800 £ 667 100003069
1
Cancel

2. In the Item column, click the item number of the line you want to resolve. The
Quantity Selection window opens.
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Figure 5-7 Quantity Selection Window

L(zuamity Selection
erchandise Invoice INYCE314
ftem 100035113-Ry item
Correct Quantity
0] Feceipt i
O hwaice 00
Receipt Quantity

Ho records found

e e}

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.

Figure 5-8 Quantity Variance resolution Window

1 t6: Adwin User ADMIY DB URL: jb
Variance Resolution
lerchandise Invoice ECIGENN05432695327400000001 85 ftem 100008051-Test ket 100008051

Order 6125 Receipt(s) 810, 8151, 72131
Quantity Variance 800

11, Data Source: mel0 Log Path: 101 Aawhendication: DATABASE

Location 1000000001 -Minnespolis

Outstanding Yariance 500

pp
Enter Reason || E Quantity
Action Re-route to Group g
Comments Hint Receipt ¥
Comments
Apply
Resolutions
Delete Reason Code Reason Code Description Action uanti Comments —
Ho records found
L]
Back| OK | Delete | Cancel
5. Inthe Apply area:

a. In the Enter Reason field, enter the reason ID, or click the LOV button to select
a reason.
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Note: You cannot apply a reason code of Debit Memo Quantity or
Credit Memo Quantity to a child invoice that results from a split
invoice. The invoice must be routed to Transportation for resolution.

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

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

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

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

b. Click Delete.
¢. You are prompted to confirm the deletion. Click OK.

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

Tax Discrepancies

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

When a tax discrepancy is identified, you must review and reconcile the discrepancy.
Discrepancies are routed to reviewer groups. The tax 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 tax
discrepancies are resolved on the Invoice Maintenance Header and Detail windows.

Tax discrepancies for header-level-only invoices are created during the auto-match
process when the invoice tax does not match the purchase order tax.

Tax discrepancies for invoices with details are created after the invoice is created,
when the entered tax information for an item does not match the system-maintained
tax information for the item.

This section includes the following tax discrepancy resolution instructions:
= Resolve Tax Discrepancies

= Resolve Header Level Tax Discrepancies
Resolve Tax Discrepancies

Navigate: In the Invoice Matching tab, click Tax Review List. The Tax Review List
window opens.
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Figure 5-9 Tax Review List Window

Tax Review List

Al Al W Al W ResolveBvDate  RouteDate |[A ¥ Al ¥ Location Deseription Total Doc
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100 Lin Supplier Merchandise Invaice 11-29-2009 1292009 34308 200 Lin Camp Stare 200
8000 Concesssion Suppler Merchandise Invoice 11-29-2009 1202000 34504 2000 [3C0A_PAH2000
1

[l

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

Figure 5-10 Tax Discrepancy Detail Window

ax Discrepancy Detai

erchandise Invaice: EDIGEM 238 023076000000000000 Supplier 3020-Detter

iler 33121 Resolve By Date 11-
ftem Deseription Tax Code Discrepancies Tax Rate Discrepancy

01225490 Test Wa for Sinple Pack

Cancel

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

Figure 5-11 Tax Discrepancy Detail Selection Window

Rlnx Discrepancy Detail Selection

lerchandise Inveice EDIGENT 23971029076000000000000 ftem 101223490-Test Wac for Simple Pack
rder 33121 Supplier 3020-Battery Suaplier
Correct Taxes Selection

O wice || O sysrew

Tax | Invoice Tax Rate |  Invoice Tax System Tax System Tax System Tax Basis System Tax Apply
Code %) Amount Rate Amount Formula Order

8 10 10 co 1

3. In the Correct Tax area, select the correct tax for the item: System Tax or Invoice
Tax.

4. Click Next. The Tax Discrepancy Detail Resolution window opens.
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Figure 5-12 Tax Discrepancy Detail Resolution Window

L[Iax Discrepancy Detail Resolution

erchandise Inveice EDIGEN23971023076000000000000 Item 101223490-Test Wac for Simple Pack
rder 33121 Currency UsD
Resolution
Enter Reasen O\
Action

Comments Hint
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5. In the Apply area:

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

b. Add comments as necessary.
6. Click OK to save your changes and close the window.
Resolve Header Level Tax Discrepancies
Navigate: In the Invoice Matching tab, click Tax Review List. The Tax Review List

window opens.

Figure 5-13 Tax Review List Window

Tax Review List
Al Al ¥ Al \ ResolieByDate  RowteDate (Al ¥ Al Y| |ocationDeseription TotalD
3020 Battery Suppler Merchandize nvoice 11142009 1142008 32 1521 Alhuguerque
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1

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

2. Add or Update the tax breakdown:
a. Click the Total Tax Cost hyperlink. The Tax Breakdown window opens.
b. In the Ex Tax Basis field, enter the amount on the invoice that is subject to tax.

c. Click Calculate Total. The amount of tax appears in the Total field.

Add Invoice Details
1. Click Details. The Invoice Maintenance Detail window opens.

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

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

Memos and Requests

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

s Credit memo - cost

s Credit memo - quantity

s Credit note

s Credit note request - cost

s Credit note request - quantity

s Credit note request - Tax

s Debit memo - cost

s Debit memo - quantity

= Debit memo - Tax

This section includes the following credit memo and request instructions:
s Create a Credit or Debit Document
= Reverse a Debit Memo

= Void a Credit Note Request
Create a Credit or Debit Document

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 5-14 Document Search Window
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1. In the Action field, select New.
2. In the Document Type field, select the document type.

3. Click OK. The Document Maintenance Header window opens.
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Figure 5-15 Document Maintenance Header Window
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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 button to select a
supplier.

6. In the Order No. field, enter the order ID associated with the document, or click
the LOV 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 button to select a
location.

8. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise
Cost window opens.
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Figure 5-16 Non-Mechandise Cost Window

Non Merchandise Cost

Document ID: 1

Amount i*l
Carrier Credit Alowance 0.0000 |
Coop Ad/Merch Alowance (Perf) 0.0000) =
Currency Adjustment 0.0000
Currency Adjustment 0.0000, -
Customs Broker Fee 0.0000
Customs Duty 0.0000
Declared Value for Customs 0.0000
Defective Alowance 0.0000
Deliver 0.0000
Discount - Incentive 0.0000;

v

GL (I:ro-str.-reierence for

Segment! Segment? Segmentd Segment4 Segment5 Segmentf Segment? Segmentd Segmentd Segmenti0

Futured Futured

Total: il

Tyoe: Company  Location  Account  Department Class Affiliate Future1 Future2

Calculate Total J Cancel]

ok |

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

9. Add comments as necessary.

Add Details to the Document

1. Click Details. The Document Maintenance Detail window opens.
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Figure 5-17 Document Maintenance Detail Window

. RACLe-a"r'Du are logged in as; Admin User ADMIN DB URL: jdbcoraclecci:@dvoirl4, Data Source:mms12 Log

Path: /u00/webadmin/product10.1 3/0racleAS_2/jZeaieim13_MOSB_VatOfflog Authenfication: DATABASE
Document Maintenance Detail

Document ID: 1 Document Type: Credit Note
Currency: UZD Supplier: 3020-Battery Supplier
ltems

o) Amount |_j|]ocument
ltem s Per Unit Doc Prefix Yo Add Allkems |
Reason

Q |
Code \; Quantity Add ftem

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

select al
clear all
Total ltems: 0 Tofals 0 0.0000

0K I Delete tems | Cancel'

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

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

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

In the Tax Code - Rate field, select the tax information.

Click Add Item.

©® N o g » 0 N

Click OK to save your changes and close the window.
Reverse a Debit Memo

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 5-18 Document Search Window

I eo"" u are logged in as: Admin User ADMIN DB URL: jdbcooracle oci@dvol4, Data Source: ms12 Log

Path: full/webadmin/product10.1.3/0racleAS_2ij2eeieim13_MOSE_VatOfilog Authentication: DATABASE

™
Document I (%
for partial search)

Document Search

Document Tyue! |v]

Status | ALL (Except Posted) | a

Vendor Type | Supplier v Vendor Q,
Order Number Q Location O\l
AP Reviewer O‘i

In Cost Review |vi Cost Rev:r\:;pr o\i—
In Quantity Review |vi Quantity Rﬂg;:;; o‘i—

Document Date Range @tu ﬂ Due Date Range @tu ﬂ
Currency O\!—‘ Consi W Deal |W
DUcum&ntCustRangei ml Quantity Range o
Recsipt Q, tem Q
Payment Terms O\!— Fisigh; PEYT'T;:]"; [v]

Detailz Exist [ i Pre-paid Invoice |___E
). | Search I Refresh | Cancell

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

Figure 5-19 Document Maintenance Header Window

Documert Type: Merchandiss Invoice endar Type = 000is
Inwaice: 7 Group ID: 15304 Vendor /o[ Qfrine's =
Suppler Ste Q
Inwoice Status: Posted Creler No: 22501 O\ %
Invoice Date; 170 ﬂ Lacation; 275272 O\- levale
Match Date: 02-06-2009 Invoice Currency: USD Exchange Rete: 1
Invoice Terms; Qo
Orader Terms: 2241 Due Immediately I EDlInvaice
Supplier Terma: 2209 2% Disc:in 10 clays, Met 30 [V Pre-Paid
r Ianually-Paid
[ | Detalls Atached
W Consignment
Dus Dete: (20500 |
Freight Paymert Type: Total Merchandise Cost Ex WAT. 1,000,000

Tatal Mon-Merch Cost Ex VAT: (.000

Payment Hold Status: Never Held

Total Cost Ex VAT:
Total VAT Cost: 100.000

Total Coat Inc WAT:

Irvoice Gy
Total Allowances: (000
Refho.1
Refho. 2 TERMS SOURCE
Ref o3 Terms Date: 02-06-2009 Inivaice Date:
Ref Mo 4 Best Terms: Due Inmedistely Inwaice Terms

Daai\s| Comments | Coril T Finance Cirill To Payables I Cance\‘
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2. Click Details. The Document Maintenance Detail window opens.

Figure 5-20 Document Maintenance Detail Window

- R ACLe-a"r'nu are |ogged in as; Admin User ADMIN - DB URL: jdbcoradeoc:@dveill4, Data Source: ms12 Log

Path: /u00/webadmin/product/10.1.3/0mcleAS 2j2eafreimi3 MOSE VatOffilog Authentication: DATABASE

Document Maintenance Detail

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

8] Amount
Iltem b Per Unit
Reazon 0
Code b Quantity

Document
Do Prefix ¥l Add Alltems |
Add ftem |

Delete  Item Description

gelect al
clear &l
Total ltems: [

Reason Code Description
No records found

Amt Per Unit Quantity Extended Cost

Totals 0 0.0000

0k | Deetetens | Cancel

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.

Void a Credit Note Request

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

Search window opens.
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Figure 5-21 Document Search Window

a'fou &re logged in-as: Admin User ADMIN

DB URL: jdbcoracle:oci:@dvolidd, Data Source:msi2 Log

Path: /ul0/webadmin/product.1 3/OracleAS_2j2eeleim13_MOSB_VatCfllog Authentication: DATABASE

Document Search

Ducum&ntTypE| \ﬂ

Status | ALL (Fxcent Fosted) |
Vendor Type | Supplier ¥

Drder Number | Q

AP Reviewer 0] I

N\
In Cost Review
In Quantty Review

Document Date Range ﬂ to £
Currency QI—
Document Cost Range I to I
Receipt .O\
Payment Terms -QI—

Detals Exist
ok | [search ]

Document D (%
for partial zearch)

Vendor O‘.

Location O‘I

Cost Reviewer 0 I—
Group ad

Quantity Reviewsr 0 I—
Group =

Dug Date Range @ fo ﬂ
Conszignment Deal
Quantity Range tn
tem Q
Freight Payment
Type M

Pre-paid Invoice _|VI

Refresh | Cancell

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.

Figure 5-22 Document Find Window

‘You are logged in as: Admin User ADMIN -~ DB URL: jdbeoracle:oci:@dvold, Data Source: ms12 Log Path: /ub0/webadminproduct/10.1.3/0recleAS 2)

e Status Doc Date il DueDate  Vendor Vendor Desc Location  Location De:
Select  DocType @ DoclD Al ‘v Al ¥ I Al vl Al !Lv 4 ¥ W Al
[ Werchandie hvoice SKG120216241009500000000000001 Matched 0-17-2008 4503 0217-2008 2400 CocaCola-Charbte 1511 Phoenk
Werchandise Invoics SKG120181385154500000000000001 Ready for Match  01-14-2008 3901 03-31-2008 2400 CocaCola-Charbe 1511 Phoenx
Werchandise Invoice WV 30 Ready forMatch  01-12-2008 3001 02-1-2008 3020 Battery Supplier 1 Charlotte *
Werchandiss Invoics SKG120216240985300000000000000 Watched 11-17-2008 4503 02-17-2008 2400  CocaCol-Charbtle 1421 Portland

Merchandise Invoics IV 3002

Werchandise Invoice SKG120161385132300000000000000 Ready for Match

] i [ T |

Ready for lfaich ~ 01-12-2008 3002

012008 99 MROR Suppierl US40 1508 Stured 0

03-31-2008 2400

Pay Invoice % ﬂl

Coca Cola-Charetis 1421 Portland

4. To display the item information, click a document number. The Document

Maintenance Header window opens.
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Figure 5-23 Document Maintenance Header Window

Document Type: Merchandise Invoice

Irvoice:

Invoice Status: Posted

Invoice Date: ﬂ
Match Date: 02-08-2009
Invaice Terms: O\
Order Terms: 2211 Due Immedistely
Supplier Terms: 2209 2% Disc in 10 days, Net 30

Due Date: =]

Freight Payment Type:

Payment Hold Status: Never Held

Ref Mo, 1:
Refho. 2
Refho. 3:
Refhlo. 4:

5. Click Void.

6. Click OK to close the window.

Details

Group IDx 15304

Comments

Dril To Finance

Wendar Type
Yendar D\
Supplier Sie D\
Ordler ho: Q ¥
Location: D\
Inwoice Currency; USD Exchange Rate: 1
I~ EDI Invoice:
17 Pre-Paid

[~ Manualy-Paid
[7' Detalls Attached
I™ Cansignment

Total Merchandise Cost Ex VAT: 1,000.000
Total Man-Merch Cost Ex WAT. (0.000

Total Cost Ex WAT:
Total VAT Cost 100,000

Total Cost Inc WAT

Invaice: Gty
Total Allowances: 0000
TERMS SOURCE
Tertns Date: 02-06-2009 Invoice Date
Best Terms: Due Immediately Ireeoice Terms:

Drill To Payshles ‘ Cancel
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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 can 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
in again.

This section includes the following system options instructions:

Maintain the System Variables

Navigate: In the Administration tab, click System Options. The System Options
window opens.
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Figure 6-1 System Options Window

System Options

Document History Days 20
Post Dated Document Days 10
Debit Memo Send Days 1
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Auto-resalution Reason Code For Crect Memo-Qty 11
Match Using Reference 3 Field No

Yo1 3 bgged 135 A Frcol ALAI.FRECON 5 URL e 211 VA2 16 Do, 21530k 1 D 501 D1 At icato: DATAGASE Lo Fa: VCOAE K L1 SOKD OEAS,{F2eMem-nsice g e -l g

Close Open Receipt Days 1 Recaipt hiite Off # of Days a0
Cost Resolution Due Days: 3
Gty Resolution Due Days 2
Days Before Due Date 3

4

|
Tax Resaltion Due Days 0
Tax Document Creation Level
Dehit Memo Prefix-Gly Db
Credt Note Request Prefix-Gty ChGy
Crecit Mema Prefix-Gty o)
Credi Note Request Prefix-Tax CNT

a

Q

Q

Q

Match using Reference 4 Field ]

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

Table 6-1 System Options

Field

Description

Document History Days
Post Dated Document Days
Debit Memo Send Days:
Max Tolerance %

Default Pay Now Terms
Close Open Receipt Days

Cost Resolution Due Days
Qty Resolution Due Days

Days Before Due Date
Number of Allowed Taxes
Tax Validation Source

Tax Validation Type

6-2 Oracle Retail Invoice Matching

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

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

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

The maximum tolerance allowed for any invoice throughout the
system.

The terms applied to an invoice that is due immediately.

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

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

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

The number of days you must wait before routing begins.
The number of taxes that is allowed.
Source of the tax validation.

The method to use when matching value added tax amounts.
Tax resolution requires the tax on the invoice and receipt to
match. Invoice tax uses the tax on the invoice. System tax uses
the tax on the receipt
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Table 6-1 (Cont.) System Options

Field Description
Default Header Tax From Whether header level tax information must be entered before
Details invoice details can be entered. Set this to Yes to be able to

Calc Tolerance

Tax resolution Due Days

Tax Document Creation
Level

Debit Memo Prefix-Cost
Debit Memo Prefix-Qty
Credit Note Request

Prefix-Cost

Credit Note Request
Prefix-Qty

Credit Memo Prefix-Cost
Credit Memo Prefix-Qty

Debit Memo Prefix-Tax

Credit Note Request
Prefix-Tax

Allow lookup items by VPN

Auto-resolution Reason
Code For Credit Note
Request-Cost

Auto-resolution Reason
Code For Credit Note
Request-Qty

Auto-resolution Reason

Code For Credit Memo-Cost

proceed to the details screen without entering tax information.
Set this to No to require tax information in the header before
invoice details can be entered.

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
difference is less than the calc tolerance value, the amounts will
be considered equal. In general, it is recommended that you use
a calc tolerance amount rather than a percentage. Using a
percentage can allow for a large variance for large value invoices
which is not the intent of calc tolerance.

The number of days in which tax discrepancies should be
resolved

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

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

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

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

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

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

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

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

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

Enable or disable items lookup via VPN.

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.

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.

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.
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Table 6-1 (Cont.) System Options

Field Description

Auto-resolution Reason The business reason code used for credit note matching when a

Code For Credit Memo-Qty cost discrepancy is matched automatically with the generation of
a Credit 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
Field uses 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
Field uses the value in the Reference 4 field to attempt matching.

Receipt Write Off # of days ~ Number of days for which the receipts write off history has to be
retained in the system.

1. On the upper 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 in after you have
completed the changes. To see the changes reflected, you must log out
and log in again.

Main the Document Prefixes

Navigate: In the Administration tab, click System Options. The System Options
window opens.
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Figure 6-2 System Options Window

‘Youar igged 125: A Frcat AL FRECON 18 URL: ot ik ix mepoi 15 orack co: 221 a0k 1 0501 s meDt Aufertestor: DATABASE Log P ACeetech 1013 S0ADREEAS [ eieim-isficshogeimnanlie b

System Options
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Past Date Document Days 10 Cost Resalufion Cue Days 3
Dkt Memo Send Days 1 by Resoldion Due lays 2
M Tolerance % 100 0001 Days Before Due Dete 3
Defaul Pay Now Terms 183 0\

Mumber of Alowed Taves g 0\

Tax Validafion Source

Tax Valiation Type Tax Resalution Due Days 0
Defaut Header Tax from Detals Tax Document Cregtion Level

e Toiance. Opercent O dnaurt 100000 %

Dkt Mema Prefic-Cost D Dbt Memo Prefix-Gty e
(Creit Note Request Prefix-Cast e Credit Note Recuest Frefix- Gy ]
(Crectt Memo Prefiy-Cost ChiC Creclt Memo Prefix-Gty |
kit Mema Prefc-Tax OMT Credit Note Recpest Prefii-Tax T
Allow ook e by YPN

Auto-resolution Reason Code For Credt Note Reguest-Cost 2 0\

Auto-tesolution Reason Cade For Cred Note Reguest-Gty a0 0\

Auto-resolution Reason Code For Credt Memo-Cost 100 0\

 Auto-resolution Reason Code For Credt Memo-Gy "t 0\

Mefch Using Reference 3 Field No Metch using Reference 4 Fighd o
llte: To activate any system aption changes made, you must first log out of Invoice Matching.

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

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

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

General Ledger Accounts

The general ledger accounts is used 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 business 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 General Ledger Account Cross Reference

s Define General Ledger Options
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Create General Ledger Account Cross Reference

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

Figure 6-3 GL Cross Reference Window

OR MLE'WU are lopped in a5 Admin User ADMIN - DB URL: jdbcoracle:nci:@dvolrl4, Data Source: mst2 Log
Path: /ul0iwebadminiproduct/10.1.3/0racieAS_22eeleim13_MOSB_VatOfflog Authenfication: DATABASE

GL Cross-reference
Set0fBooks & | i}

Cmss-re!irence AT Q)
e

Segment 1 Segment 2 Segment 3 Segment 4 Seqment & Segment 6 Segment 7 Segment 8 Seqment 3 Seqment 10
Company Location Account Depariment Clazs Affllate Future! Futurs2 Future3 Futured

| i i |
0 ]

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

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

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

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

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

5. In the Segment fields, enter the account segments.

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

6. Click OK. The GL Cross- Reference Details window opens.
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Figure 6-4 GL Cross Reference Details Window
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7. Click OK to save your changes and close the window.

Define General Ledger Options

Navigate: In the Administration tab, click GL Options. The GL Options window
opens.

Figure 6-5 GL Options Window

OR ACLE"‘I"WJ ogged in a5. Admin Usar AOMIN DB URL: jdbe:oracle:thin:@mspviph2 us.oracle.com:1521:dvoldd1, Data Source: ms12 Log
Path: reim120ags Athenticahion: DATABASE

6L Options

$et Of Books
Q

o
) o

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

2. Click on the Query button to view the corresponding GL Options. The GL Options
Details window opens.
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Figure 6-6 GL Options Details Window
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3. (Click OK to save your changes and close the window.

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

s Create a Grouped Supplier

s Delete a Grouped Supplier

Maintain a Supplier

Navigate: In the Administration tab, click Supplier Options. The Supplier Options
window opens.
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Figure 6-7 Supplier Options Window

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

2. Click Query. The supplier details are displayed.

3. Inthe AP Reviewer field, enter the ID of an accounts payable reviewer, or click the
LOV 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 Invoices
until Credit Note is Received enabled.
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Figure 6—-8 Supplier Options Window
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= Close Open Receipt Days: Enter the number of days that a receipt remains in
the system without an invoice. After the number of days has passed, the
receipt is posted for payment.

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

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

Create a Grouped Supplier

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

Navigate: In the Administration tab, click Supplier Options. The Supplier Options
window opens.
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Figure 6-9 Supplier Options Window
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In the Supplier field, enter the supplier ID, or click the LOV button to select a
supplier.

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

Figure 6—-10 Supplier Group Options Window

Supplier Group Options
Supplier: 2400-Coca Cala - Chatlatte

Supplier\ 9} Bift

%

DTma\ Header Quantty Reauired
Match Total Cuantty

-

Delete Supplier ID Supplier Hame
Ho records found

13
K| oo |

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

Click Add.

Select the enabled options as necessary:
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s Total Header Quantity Required: Select the check box to indicate that each
invoice requires a total quantity be entered.

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

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

Delete a Grouped Supplier

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

Figure 6-11 Supplier Options Window
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1. In the Supplier field, enter the supplier ID, or click the LOV button and select a
supplier.

2. Click Query. The supplier details are displayed.
3. Click Supplier Group Options. The Supplier Group Options window opens.
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Figure 6-12 Supplier Group Options Window
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4. On the list of suppliers that are linked to the original supplier, select the check box
next to the supplier you want to delete.

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

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

Reason Codes

Using 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
= Delete Reason Codes

s Edit Reason Codes

Create Reason Codes

Navigate: In the Administration tab, click Reason Code Maintenance. The Reason
Code Maintenance window opens.
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Figure 6—-13 Reason Code Maintenance Window
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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 » 0N

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

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.
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Figure 6-14 GL Cross Reference Window

OR ACLEi‘r’Du are lopged in as: Admin User ADMIN - DB URL: jdbcoveckeoci @dvol4, Dafa Source: ms12 Log
Path: /u00webadmin/product/10.1,3/0racleAS2j2eeheim3 MOSH VatOfflog Authenfication: DATABASE

GL Cross-reference

Set Of Buoke . | Q

Crose feferencer, " ,— o
T vt e q

Segqment 1 Seqment 2 Seqment 3 Segqment 4 Seqment 5 Seqment § Seqment 7 Seqment 8 Segmentd  Segment10
Company Location Account Department [lass Affilate Future! Future2 Future3 Futured

RSN [ N (A [ [N Y [ [ |

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: In the Administration tab, click Reason Code Maintenance. The Reason
Code Maintenance window opens.
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Figure 6-15 Reason Code Maintenance Window
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1. On the list of reason codes, select the check box next to the reason code you want

to delete.

2. Click Delete.
3. You are prompted to confirm the deletion. Click OK.

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

Navigate: In the Administration tab, click Reason Code Maintenance. The Reason

Code Maintenance window opens.
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User Groups

Figure 6-16 Reason Code Maintenance Window
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1. 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.

P w N

Click OK to save your changes and close the window.

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:
n  Create a User Group

n  Delete a User Group

= Assign Users to a User Group

m  Delete a User from a Group

= Assign a Department/Class to a User Group

s Delete a Department/Class from a User Group

= Assigna Location to a User Group

m  Delete a Location from a User Group
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= Assign a Reason Code to a User Group

= Delete a Reason Code from a User Group

Create a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.

Figure 6-17 User Groups Window
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1. Click New. The User Group Details window opens.
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Figure 6-18 User Groups Details Window
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2. In the User Group field, enter the name of the user group.

3. In the remaining fields, select the type of permissions a member of the user group
will have:

s Edit: User group members can add to and update the areas they are assigned
to.

= View: User group members can access the designated areas, but they cannot
make any changes.

= None: User group members cannot edit or view the designated areas.
= Yes: User group members can perform the designated task.

= No: User group members cannot perform the designated task.

= All: All user group members can perform the designated function.

= Users Only: Only designated users within the group can perform the
designated function.

4. Click OK to save any changes and close the window.
Delete a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.
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Figure 6-19 User Groups Window
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1. Select a user group.

2. Click Delete.

3. You are prompted to confirm the deletion. Click OK.
4. Click OK to save any changes and close the window.

Assign Users to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.
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Figure 6-20 User Groups Window
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1. Select a user group.

2. (Click Edit. The User Group Details window opens.
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Figure 6-21 User Groups Details Window
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3. Click Members. The User Group Members window opens.
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Figure 6-22 User Group Members Window

User Group Members

Available Members

User Group Admin

Selected Members

Select

Uzer, Dema 1
Uszer, Dema 2
Uzer, Dema 3
User, Dema 4
Uszer, Dema 5
User, Dema 6

Uzer, Limited Prive

Group

Al
Dema Users
Dema Users
Dema Users
Dema Users
Dema Users
Dema Users

Limtted Privs Users

BB

Select Group A

User T

Lzer, Adimin Admin

4 >

Cancel

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 button to move the users into the Selected Members column.

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

Delete a User from a Group
Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.
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Figure 6-23 User Groups Window
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7. Select a user group.

8. (Click Edit. The User Group Details window opens.
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Figure 6-24 User Group Details Window
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9. Click Members. The User Group Members window opens.

General Ledger Account Mairtenance:

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

Departmert/Classes | Lucatiunsl

Reason Codes | Cance\‘

10. 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.

11. Click the left arrow button to move the users into the Available Members column.

12. Click OK to save any changes and close the window.

Assign a Department/Class to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.
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Figure 6-25 User Groups Window
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1. Select a user group.

2. (Click Edit. The User Group Details window opens.
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Figure 6-26 User Group Details Window
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Click Department/Classes. The User Group Department/Classes window opens.
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Figure 6-27 User Group Department/Classes Window
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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 button to move the department/classes into the Selected
Department/Classes column.

6. Click OK to save any changes and close the window.
Delete a Department/Class from a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.
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Figure 6-28 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.
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Figure 6-29 User Group Details Window
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3. Click Department/Classes. The User Group Department/Classes window opens.

6-30 Oracle Retail Invoice Matching



System Options

Figure 6-30 User Group Department/Classes Window
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4. Click Department/Classes. The User Group Department/Classes window opens.

5. 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:
header area.

To select all department/classes, select the check box in the

6. Click the left arrow button to move the department/classes into the Available

Department/Classes column.

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

Assign a Location to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.
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Figure 6-31 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.
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Figure 6-32 User Group Details Window
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3. Click Locations. The User Group Locations window opens.

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 button to move the locations into the Selected Locations

column.

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

Delete a Location from a User Group
Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.
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Figure 6-33 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.
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Figure 6-34 User Group Details Window
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3. (Click Locations. The User Group Locations window opens.
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Figure 6-35 User Group Locations Window
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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 button to move the users into the Available Locations column.

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

Assign a Reason Code to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.
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Figure 6-36 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.
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Figure 6-37 User Group Details Window
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3. Click Reason Codes. The User Group Reason Codes window opens.
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Figure 6-38 User Group Reason Codes Window
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4. In the Available Reason Codes column, select the check box in the Select column
next to each reason code you want to add to the user group.

Note:
area.

To select all reason codes, select the check box in the header

5. Click the right arrow button to move the reason codes into the Selected Reason

Codes column.

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

Delete a Reason Code from a User Group
Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.
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Figure 6-39 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.
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Figure 6—40 User Group Details Window
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Click Reason Codes. The User Group Reason Codes window opens.
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Figure 6—41 User Group Reason Codes Window
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4. In the Selected Reason Codes column, select the check box in the Select column
next to each reason codes you want to remove from the user group.

Note: To select all reason codes, select the check box in the header
area.

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

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

Tolerance Levels

In the tolerance windows, you can define the amount of variance allowed between an
invoice and a receipt. If the variance is within the defined tolerances, the invoice can
be considered a match. You can define the following types of tolerances at the system
level, supplier level, supplier trait level, or department level:

s Invoice/document summary cost

» Invoice/document summary quantity
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s Invoice/document line item cost
s 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

s Delete a Tolerance Level from the System

= Define the Tolerance Level for a Supplier, Supplier Trait, or Department
s Delete a Tolerance Level for a Supplier, Supplier Trait, or Department

= Set Default Tolerance Level for a Supplier, Supplier Trait, or Department

Define the Tolerance Level for the System

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

Figure 6—42 Tolerance Maintenance Window
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1. In the Tolerance Level column, select System.

2. Click Next. The Tolerance Maintenance Detail window opens.
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Figure 6—43 Tolerance Maintenance Detail Window
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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.

o o & W

In the Lower Limit Inclusive and Upper Limit Exclusive fields, enter the tolerance
values.

N

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 from the System

Navigate: In the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.
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Figure 6—44 Tolerance Maintenance Window
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1. In the Tolerance Level column, select System.

2. Click Next. The Tolerance Maintenance Detail window opens.

Figure 6—45 Tolerance Maintenance Detail Window
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3. In the Delete column, select the type of tolerance you want to delete.

Note: To select all tolerances, select the check box in the header area.
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4. Click Delete. You are prompted to confirm the deletion.
5. Click OK.

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

Define the Tolerance Level for a Supplier, Supplier Trait, or Department

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

Figure 6—46 Tolerance Maintenance Window
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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 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 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 button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.
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Figure 6—47 Tolerance Maintenance Detail Window

Tolerance Maintenance Detail

Tolerance Level: System Currency USD
Tolemn{ce Difference In’Fa\ror
Al || of &1 ¥
Delete 2
|:| Tolerance Difference In Favor Of  Lower Limit Inclusive  Upper Limit Exclusive  Tolerance Value  Tolerance Type
[ Invoice/Document Summary Cost — Supplier 01,0000 1,000,000,000.0000 5% Percent
[ InwoiceDacumert Line fem Gty Spplier 0 1,000,000,000 4.5% Percert
|:| InvoicedDocument Line Rem Gy Retailer 1] 1,000,000,000 5.5% Percent
[ InvoiceDocument Summary Gty Retailer 0 1,000,000,000 6% Percent
|:| InoicedDocument Line fem Cost Retailer 0.0000 1,000,000,000.0000 5.5% Percent
[J  Invoice/Document Summary Cost  Retsiler 0.0000 1,000,000,000.0000 6% Percent
|:| IryaiceiDocument Sumimary Gty Supplier 1] 1,000,000,000 5% Percent
|:| InyoicedDocument Line fem Cost Supplier 0.0000 1,000,000,000.0000 4.5% Percent
.
4| e

|| OkeRepest | Refresn | add | Defauts | Deete | Cencel |

3. In the Tolerance field, select the type of tolerance you are creating.

4. In the Difference in Favor field, indicate in whose favor the tolerance should be.

5. Click Add. The next available line is enabled.

6. Inthe Lower Limit Inclusive and Upper Limit Exclusive fields, enter the tolerance
values.

N

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: In the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.
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Figure 6—48 Tolerance Maintenance Window
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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 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 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 button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.

Figure 6—49 Tolerance Maintenance Detail Window
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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: In the Administration tab, click Tolerance Maintenance. The Tolerance

Maintenance window opens.

Figure 6-50 Tolerance Maintenance Window
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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 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 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 button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.
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Figure 6-51 Tolerance Maintenance Detail Window
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3. Click Defaults. You are prompted to confirm the restoration.
4. Click OK. The system defaults are displayed.

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

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.

View Receipt Write-Off History

Navigate: In the Administration tab, click Receipt Write-Off History. The Receipt
Write-Off History window opens.
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Figure 6-52 Receipt Write-Off History Window
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1. In the Receipt field, enter the receipt number, or click the LOV button and select a
receipt.

»  The receipt write off history details are displayed.

2. Click Drill To Finance. The Financial Application system opens up in a new
window.

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

= You will be prompted for a User ID and Password to log into the Financial
Application system. Once logged in, you will be directed to the Journal Entries
screen corresponding to the selected receipt.

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

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: In the Administration tab, go to Dynamic Mapping > Dynamic Mapping for
Department and Class. The Dynamic Mapping for Department and Class window
opens.
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Figure 6-53 Dynamic Mapping for Department and Class Window
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1. In the Set Of Books ID field, enter the ID, or click the LOV button and select the set
of books.

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

3. In the Class field, enter the class ID, or click the LOV button and select the class.
4. Click OK to update the segment values for department and class.

»  Click Add to create new segments for department and class.

»  Click Delete to delete the selected segments of the department and class.

s Click Cancel to go back to the main screen.

Dynamic Mapping for Location

Navigate: In the Administration tab, go to Dynamic Mapping > Dynamic Mapping for
Location. The Dynamic Mapping for Location window opens.

Figure 6-54 Dynamic Mapping for Location Window
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1. In the Location field, enter the location number, or click the LOV 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.

s Click Add to create new segments for the location.

s Click Delete to delete the selected segments of the location.

s Click Cancel to go back to the main screen.
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