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Oracle welcomes customers' comments and suggestions on the quality and usefulness
of this document.

Your feedback is important, and helps us to best meet your needs as a user of our
products. For example:

= Are the implementation steps correct and complete?

= Did you understand the context of the procedures?

= Did you find any errors in the information?

= Does the structure of the information help you with your tasks?

= Do you need different information or graphics? If so, where, and in what format?
= Are the examples correct? Do you need more examples?

If you find any errors or have any other suggestions for improvement, then please tell
us your name, the name of the company who has licensed our products, the title and
part number of the documentation and the chapter, section, and page number (if
available).

Note: Before sending us your comments, you might like to check
that you have the latest version of the document and if any concerns
are already addressed. To do this, access the Online Documentation
available on the Oracle Technology Network Web site. It contains the
most current Documentation Library plus all documents revised or
released recently.

Send your comments to us using the electronic mail address: retail-doc_us@oracle.com
Please give your name, address, electronic mail address, and telephone number
(optional).

If you need assistance with Oracle software, then please contact your support
representative or Oracle Support Services.

If you require training or instruction in using Oracle software, then please contact your
Oracle local office and inquire about our Oracle University offerings. A list of Oracle
offices is available on our Web site at http://www.oracle.com.
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The Oracle Retail Invoice Matching User Guide describes the application user interface
and how to navigate through it.

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

Documentation Accessibility

Our goal is to make Oracle products, services, and supporting documentation
accessible to all users, including users that are disabled. To that end, our
documentation includes features that make information available to users of assistive
technology. This documentation is available in HTML format, and contains markup to
facilitate access by the disabled community. Accessibility standards will continue to
evolve over time, and Oracle is actively engaged with other market-leading
technology vendors to address technical obstacles so that our documentation can be
accessible to all of our customers. For more information, visit the Oracle Accessibility
Program Web site at http: //www.oracle.com/accessibility/.

Accessibility of Code Examples in Documentation

Screen readers may not always correctly read the code examples in this document. The
conventions for writing code require that closing braces should appear on an
otherwise empty line; however, some screen readers may not always read a line of text
that consists solely of a bracket or brace.

Accessibility of Links to External Web Sites in Documentation

This documentation may contain links to Web sites of other companies or
organizations that Oracle does not own or control. Oracle neither evaluates nor makes
any representations regarding the accessibility of these Web sites.

Access to Oracle Support

Oracle customers have access to electronic support through My Oracle Support. For
information, visit http://www.oracle.com/support/contact.html or visit
http://www.oracle.com/accessibility/support.html if you are hearing
impaired.
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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

Invoice Matching 1-1



Navigation

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 RelM, you are prompted to log on
to the system.

Log In to RelM

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

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

Exit RelM

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

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

Navigate Within a Window

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.
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Navigation

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.

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

e e

2. Select a column heading.

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

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

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

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

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

Comments

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

1. Click Comments. The Comments window opens

Figure 1-2 Comments Window

ou sr= logged in as: RETAIL USER User

Document ID - CNQBUG 9244213 - TOTAL AMOUNT IS NOT COMMING CORRECT
Document Type Credit Note Request - Quantity
ladd

usage Type
tem =Y

Comment

Existing Comments

Usage Type UseriD Date Comments
Mo records found

oK

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 g & 0D

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

s Delete a Document Group

s Approve a Document Group
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Enter Document Groups

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

You are logged in as: RETAIL USER User

M Sianis Control Calculated Variance Control Calculated Variance Currency e
Delete Group ID W q /A”—V| Total Total Total Count Count Count Code
I:‘ 28008 12-13-2010 Workshest 0.00 100.00 100.00 o ¥ 1UsD RETAIL.USER
[] =2o909 12-15-2010 Warkshest 0.00 100.00 100.00 o 1 1UsD RETAIL.USER
[0 18702 06-17-2010 Workshest 0.00 10,000.00 10,000.00 1000 1 -955 USD RETAILUSER
[0 z2re10 12-07-2010 Workshest 0.00 100.00 100.00 o 1 1UsSD ADMIN
[0 =2ss07 11-17-2010 Workshest 0.00 100.00 100.00 o 1 1UsD RETAILUSER
[1 zoo09 12-13-2010 Workshest 0.00 100.00 100.00 o 1 1UsD RETAILUSER
I:‘ 25002 12-13-2010 Workshest 0.00 100.00 100.00 o 1 1UsD RETAIL.USER
I:‘ 31810 08-02-2011 Workshest 0.00 (20.00) (20.00} o 2 2UsD RETAIL.USER
I:‘ 32002 02-03-2011 Workshest 0.00 10.00 10.00 o ¥ 1UsD RETAIL.USER
[0 21102 07-08-2010 Workshest 0.00 5,000.00 5,000.00 o 1 1UsD RETAIL.USER
[ 25703 11-18-2010 Waorkshest 0.00 50.00 50.00 o 1 1 UsD RETAILUSER
[0 31820 08-02-2011 Waorkshest 0.00 10.00 10.00 o 1 1UsSD RETAIL.USER
O 31911 08-02-2011 Workshest 0.00 (10.00) (10.00) o 1 1UsD RETAILUSER
[ zs702 11-18-2010 Workshest 0.00 50.00 50.00 o 1 1UsSD RETAILUSER
I:‘ 24108 11-01-2010 Workshest 0.00 100.00 100.00 o 1 1UsD RETAIL.USER
12 [Hext]
Advanced Search | oo idianezd searci | Mew|  Delte | cancsl |

1. Click New. The Group Entry window opens.

Figure 2-2 Group Entry Window

You are logged in as: RETAIL USER User

{Group Entry
|Group ID: 32102 Entry Date: 01-07-2012 Currency USD Q. i Status: Workshee
Defaults Hide

Type Vendor Type Supplier Site Document Date Terms Ref Ho. 1

| supptier v
Merchandise Invoice v{ = J £ =] Apply Defaults

entry I [ Detaut view ¥

I3

Total
Document Total Cost Non- Tax Total Cost
Type Vendor Type Doc No. Date Terms Order No. Location Total Qty Ex Tax Merch Amt  Inc Tax RefHo.1
| supptier v/
Werchandise Ivoice | % Q| #l Q o ¥ |2 (i}
Supplier Site : |
o Add 1 Refresh v
Hide
Existing Documents i Custom View |
Delete Document Type Vendor Supplier Site Doc No. Document Date Terms DueDate  Order No. Location  Total Gty Merch Cost Non Merch Cost Tot Cost/Ex Tax RefHo.1
No records found
|Summary
Ex Tax Calculated Total 0.00 Calculated Count o
Ex Tax Control Total 0.00 Control Count 0
Variance 0.00 Variance o

o | omme oo || owen]

2. In the Summary area, enter the Control Total and the Control Count for the group
you are entering.
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Add Documents Using Default Information

10.
11.
12.

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

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

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

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

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

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

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

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

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

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

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

Complete the document group.

Add Documents Without Default Information

1.
2.

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

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

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

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

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

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

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

In the Location field, enter the location ID, or click the LOV button and select a
location ID.
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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. Inthe Document Entry area, click the amount in the Non-Merch field. The
Non-Merchandise Cost window opens.

Figure 2-3 Non-Merchandise Cost Window

Non Merchandise Cost
Document [D: 1

Amount "
0.0000

0.0000/| =

0.0000
0.0000] "
0.0000!
0.0000
0.0000
0.0000

0.0000

Discount - Incentive G.gooo;
™

GL Cross-reference for
Segment1 Segment2 Segmentd Segment4 Segment5 Segment& Segment? Segmentd Segment® Segment 10
Type: Company  Location Account Department Class Affiliate Future1 Future2 Future3 Future4

Total: R
oK ] Calculate Total J Cancell

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

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.

2-4 Oracle® Retail Invoice Matching User Guide



Enter Document Groups

Figure 2-4 Tax Breakdown Window

‘2l Tax Breakdown - Microsoft Internet Explorer

Tax Breakdown

Ex Tax Basis
0.0000

0.0000
0.0000

0.0000

Document: ADSFADSF

Tax Code Tax Rate Tax Amounts
c 7 0.0000
E 5 0.0000
7 il 0.0000
s 10 0.0000

Total:

ok | Calculate Tatal | [ Cancel |

o o & v

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.

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

window.
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Edit a Document Group

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

Figure 2-5 Group Entry List Window

“You are logged in as; RETAIL USER User

Group Enty List I

Entry Date S18Us  control Calculated Varisnce Control Calculated Variance Currency — —resteld
Delete Grouptn | Al ] [an ¥| Total  Total  Total Count Count Count Code |Al i
O] zs008 12122010 Workshest 000 100.00  100.00 0 1 1USD RETALL.USER
O] ze008 124152010 Workshest 000 100.00  100.00 0 1 100 RETAIL USER
O 182 0617-2000 Worksheet 0.00 10,000.00 10,000.00 1000 1 -9%9UsD RETALLUSER
O zzsto  12-07-2010 Workshest 000 100.00  100.00 0 i 1USD ADMIN
O] 207 11172010 Workshest 000 100.00  100.00 0 1 1USD RETAILUSER
O] zo008 12132010 Workshest 000 100.00  100.00 0 1 1USD RETAILUSER
O] zo002 124132010 Workshest 000 100.00  100.00 0 1 1USD RETALL.USER
O] 21910 08022011 Workshest 000 (2000) (2000} 0 2 208D RETALL.USER
O] 22002 08032011 Workshest 0.00 1000 10.00 0 1 1USD RETALL.USER
O] zt102  o7-08:2010 Workshest 000 500000 5000.00 0 1 100 RETAIL USER
O zst02 11-19-2000 Worksheet 0.00 5000 50.00 0 1 1US0D RETALLUSER
O 21320  08-02-2011 Workshest 0.00 1000 10.00 0 9 1USD RETALLUSER
O] 21811 0802:2011 Workshest 000 (10.00) (1000 0 1 1USD RETAILUSER
O] 2502 11-13-200 Workshest 0.00 5000 50.00 0 1 1USD RETAILUSER
O] 24102 11012010 Workshest 000 100.00  100.00 0 1 1USD RETALL.USER
12 [Next]
Advanced Search | desridianesd sz | New|  pekte | cancal |

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

= RETAIL.USER User
IGroup Entry Advanced Search
Document ID (% for partial =earch)
Document Type AII—V_|
Vendor Type | Supplier ¥
Vendor Q
Order Number {0}
Currency :_USD O\ 50
Tot Cost/Ex Tax to
Document Group Status | Al v‘|
search | Refresn | cancel

b. Enter the criteria to restrict your search.

c. Click Search. The Group Entry List window opens.
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2. In the Group ID column, click a group ID. The Group Entry Detail window opens.

Figure 2-7 Group Entry Detail Window

Vou sre logged in as: RETAIL USER User
Group Entry Detail

Group D 31911 Entry Date 08-02-2011 Currency USD Status Worksheet
Existing
Vendor  Vendor Desc Location  Location Description
Delete | Al (¥| |AN ™| DocMo. DocumentType Date Terms DueDate TotalGty MerchCost Non MerchCost TotCostiExTax OrderNo. |Al v/ [ ¥
[ ssss PS Supplier TESTTETS Credit Note 01-01-2012 121220-UPDATED tERMS  06-06-2008 10 (10.00) 2.00 (10.00) 3456 Stare

Calculated Total (10.00) Calculated Count 1
Control Total 0.00 Control Count 0
Variance (10.00) Variance 1
oK | submt e | Gt || ad Dekete | | cancel

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.
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Delete a Document Group

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

Figure 2-8 Group Entry Detail Window

You sre logged in as: RETAIL USER User
Group Entry Detail
Group ID 31911 Entry Date 08-02-2011 Currency USD Status Worksheet
Existing
Vendor Vendor Desc Location  Location Description
Delete | Al | A1 "| Doc Mo. Document Type Date Terms Due Date TotalQty Merch Cost Non Merch Cost Tot CostiExTax OrderNo. Al v| [an w|
[ 9sse PS Supplier TESTTETS Credit Note 01-01-2012 121220-uPDATED tERMS ~ 06-06-2008 10 (10.00) ooo (10.00) 3456 Store
Calculated Total (10.00) Calculated Count 1
Control Total 0.00 Control Count 0
Variance (10.00) Variance 1
oK ; | subme e | | add | | oeete|  cancel
1. In the Delete column, select the document group you want to delete.
2. Click Delete. You are prompted to confirm the deletion.
3. Click OK. The document group is deleted from the system.
4,

Click Cancel to close the window and save your changes.
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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

You are logged in as: RETAIL USER User

’—E—H'@ Sianis Control Calculated Variance Control Calculated Variance Currency e
Delete Groupip |Al q W Total  Total Total Count Count Count Code W _"_|
[0 2s008  12-13-2010 Worksheet 0.00 100.00  100.00 0 1 1UsD RETAIL.USER
[] 2ss08  12-15-2010 Worksheet 0.00 100.00  100.00 0 1 1UsD RETAIL.USER
[0 18702  06-17-2010 Workshest 0.00 10,000.00 10,000.00 1000 1 899 USD RETAIL USER
[0 zreio  12-07-2010 Workshest 0.00 100.00  100.00 ] 1 1USD ADMIN
[0 zss07  11-17-2010 Workshest 0.00 100.00  100.00 0 1 1USD RETAIL.USER
[] zs008  12-13-2010 Workshest 0.00 100.00  100.00 0 1 1UsD RETAIL USER
[0 2s002  12-13-2010 Workshest 0.00 100.00  100.00 0 1 1UsD RETAIL.USER
[0 21810  08-02-2011 Worksheet 0.00 (20.00)  (20.00) 0 2 2UsD RETAIL.USER
[ 32002  o08-03:2011 Worksheet 0.00 10.00 10.00 0 1 1UsD RETAIL.USER
[0 21102  07-08-2010 Worksheet 0.00 500000 5,000.00 0 1 1UsD RETAIL.USER
[0 25703 11-19-2010 Worksheet 0.00 50.00 50.00 0 1 1UsD RETAIL USER
[0 21820  08-02-2011 Workshest 0.00 10.00 10.00 ] 1 1USD RETAIL.USER
[0 3is11  08-02-2011 Workshest 0.00 (10.00)  (10.00) 0 1 1UsD RETAIL.USER
[0 25702 11-18-2010 Workshest 0.00 50.00 50.00 0 1 1UsD RETAIL USER
O 24108  11-01-2010 Workshest 0.00 100.00  100.00 0 1 1UsD RETAIL.USER
12 [Hext]

Advanced Search coddneeiserc | New| Deite | cancsl |

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

2-10

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
IORACLE

Purchase Order Search

Lt ahon Sacoe LEEAT e

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.
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EDI Uploads

Invoices can be loaded through Electronic Data Interchange (EDI), group entry, and
single invoice entry. The majority of invoices are sent to Invoice Matching through
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
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:

»s  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

“You are logged in as: RETAIL.USER User
EDI Maintenance
Delete Supplier Invoice Date Reject Reason
o e = e = st
0 | || Invoice Humber All ¥| Totalinvoice Cost | Al \{J
[ doooooooos- ASH100608 12-15-2010 700.00 Invalid supplier number
D 9892-PS Supplier DASDASD 03-16-2010 £0.00 Invalid order number and supplier combination
D 9898-PS Supplier EDIGENN12869034554840000000000 03-04-2010 100.00 Invalid order number and location combination
D 9898-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
D 9898-PS Supplier 84607 03-16-2010 100.00 Invalid invoice date
D 9298-PS Supplier 84509 03-14-2010 50.00 Invalid order number and supplier combination
[ sass- ASNB020E 12-02-2010 2,500.00 Invalid supplier number
[ -doooooooos- 12-15-2010 924.00 Invalid supplier number
[ doooooooos- 12-15-2010 924.00 Invalid supplier number
[ doooooooos- ASN100608 12-15-2010 T00.00 Invalid supplier number
D 9898-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
D 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
D 1801-Harsh Supplier for RTC test ASNBBE06 12-02-2010 10,000.00 Invalid order number and supplier combination
attery Supplier ASNIZ] 02 ,500.00 Invalid duplicate vendor document number
3020-Battery Suppl ASHIZTOE 12-02-2010 2,500.00 Invalid duplicat dor d it ber
233 -01- ,232.00 Invalid supplier number
121213- 1233 12-01-2010 11,232.00 Invalid li bel
12 [Next]
Mass Correction | Delete I Cancel

1. In the Invoice Number column, click an invoice number. The EDI Rejected Invoice
Details window opens.
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Figure 2-12 EDI Rejected Invoice Details Window

‘Wou are logged in as: RETAIL.USER User

EDI Rejected Invoice Details

Reject Reason Invalid order number and supplier combination

Invoice 845058 Terms 0\
Supplier 9383 QP Supplier Order No. 34509 Q,
Invoice Date ﬂ Location 0\
UPC | Supplement / SKU / VPN Guantity Unit Cost  Total Line tem Cost
= 10 5.00 50.00

Retry Invaice

The fields that must be edited are enabled.

= To select a different supplier, in the Supplier field, enter the correct supplier
ID, or click the LOV button and select a supplier.

s 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.

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.

Click Cancel to save your changes and close the window.
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Delete EDI Invoices

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

Figure 2-13 EDI Maintenance Window

You are lopged in as: RETAIL USER Usar
Delste Supplier nvoice Date Reiect Reason
] Al he Invoice Number Al ¥| Totslivoicecost: | A ~|
[ 1000000005 ASN100608 12-15-2010 700.00 Invalid supplier number
D 9298-PS Supplier DASDASD 03-16-2010 50.00 Invalid order number and supplier combination
D 92898-PS Supplier EDIGENN12869034964840000000000 03-04-2010 100.00 Invalid order number and location combination
[] 9838-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
[ 9838-PS Supplier 24507 03-16-2010 100.00 Invalid invoice date
D 9898-PS Supplier 84509 03-14-2010 50.00 Invalid order number and supplier combination
D 9898- ASNS0206 12-02-2010 2,500.00 Invalid supplier number
D 1000000005 ASHNI99996 12-15-2010 924.00 Invalid supplier number
D 1000000005 ASHIGEH0E6 12-15-2010 ‘924.00 Invalid supplier number
[] 1000000005 ASN100608 12-15-2010 T00.00 Invalid supplier number
D 92898-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
[] 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
[] 1801-Harsh Supplier for RTC test ASNBBR0S 12-02-2010 10,000.00 Invalid order number and supplier combination
[] 3020-Battery Supplier ASNI2TOE 12-02-2010 2,500.00 Invalid duplicate vendor document number
D 121213 1233 12-01-2010 11,232.00 Invalid supplier number
12 [Next]
Mass Correction | Delete | [ Cancel |

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

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

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

4. Click Cancel to close the window and save your changes.
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Correct Multiple Rejected EDI Invoices

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

Figure 2-14 EDI Maintenance Window

You are lopged in as: RETAIL USER Usar

EDI Maintenance

Delste Supplier nvoice Date e c
] All b Invoice Humber All ¥ | Total Invoice Cost Al b |
[ 1000000005 ASN100608 12-15-2010 700.00 Invalid supplier number
D 9298-PS Supplier DASDASD 03-16-2010 50.00 Invalid order number and supplier combination
D 92898-PS Supplier EDIGENN12869034964840000000000 03-04-2010 100.00 Invalid order number and location combination
[] 9838-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
[ 9838-PS Supplier 24507 03-16-2010 100.00 Invalid invoice date
D 9898-PS Supplier 84509 03-14-2010 50.00 Invalid order number and supplier combination
D 9898- ASNS0206 12-02-2010 2,500.00 Invalid supplier number
D 1000000005 ASHNI99996 12-15-2010 924.00 Invalid supplier number
D 1000000005 ASHIGEH0E6 12-15-2010 ‘924.00 Invalid supplier number
[] 1000000005 ASN100608 12-15-2010 T00.00 Invalid supplier number
D 92898-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
[] 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
[] 1801-Harsh Supplier for RTC test ASNBBR0S 12-02-2010 10,000.00 Invalid order number and supplier combination
[] 3020-Battery Supplier ASNI2TOE 12-02-2010 2,500.00 Invalid duplicate vendor document number
D 121213 1233 12-01-2010 11,232.00 Invalid supplier number

12 [Next]

Mass Correction | Delete | [ Cancel |

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

Figure 2-15 EDI Reject Mass Correction Window

logged in as: RETAIL.USER User

EDI Reject Mass Correction

Supplier | O\
Type
0id tem q
New ftem Q

Replace ] JEIEE ‘ Canoel]

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

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

You are lopged in as: RETAIL USER Usar
Delste Supplier nvoice Date d sc
] Al he Invoice Number Al ¥| Totalinvoicecost | A1 ~|
[ 1000000005 ASN100608 12-15-2010 700.00 Invalid supplier number
D 9298-PS Supplier DASDASD 03-16-2010 50.00 Invalid order number and supplier combination
D 92898-PS Supplier EDIGENN12869034964840000000000 03-04-2010 100.00 Invalid order number and location combination
[] 9838-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
[ 9838-PS Supplier 24507 03-16-2010 100.00 Invalid invoice date
D 9898-PS Supplier 84509 03-14-2010 50.00 Invalid order number and supplier combination
D 9898- ASNS0206 12-02-2010 2,500.00 Invalid supplier number
D 1000000005 ASHNI99996 12-15-2010 924.00 Invalid supplier number
D 1000000005 ASHIGEH0E6 12-15-2010 ‘924.00 Invalid supplier number
[] 1000000005 ASN100608 12-15-2010 T00.00 Invalid supplier number
D 92898-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
[] 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
[] 1801-Harsh Supplier for RTC test ASNBBR0S 12-02-2010 10,000.00 Invalid order number and supplier combination
[] 3020-Battery Supplier ASNI2TOE 12-02-2010 2,500.00 Invalid duplicate vendor document number
D 121213 1233 12-01-2010 11,232.00 Invalid supplier number
12 [Next]
Mass Correction | Delete | [ Cancel |

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

Figure 2-17 EDI Reject Mass Correction Window

are logged in as: RETAIL. USER User

EDI Reject Mass Correction

Supplier | Q
Type
0id tem a
New ftem aQ

Replace J Elet: I Canoel]

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.
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Split Invoices

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

This section includes the following invoice splitting instructions:
= Split Invoices with Multiple Locations
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.

Figure 2-18 Parent Invoice List Window

You are lopged in as: RETAIL USER User
Parent Invoice List
Split
Purchese Totalinvoice ~ Total Invoice ]"‘3"-‘?‘-."
Parent Invoice ID Order A il Currency Cost Quantity {51__ Date All v
EDIGEN123538085303300000000001 102 12302 1521-Abuquerque  USD 550.00 50 Test Terms 02142009 N
£DIGEN123533797683500000000000 102 12304 ;gﬁ’“" Comp Store sy 500.00 50 Test Terms 02-14-2009 Y
EDIGEN123529267683500000000000 102 12304 Eo0nComp Slore. _gisn 550.00 50 Test Terms 02-14-2009 Y
97691300000000001 102 12304 1521-Albuquerque.  USD 500.00 50 Test Terms 02-14-2008 N
700000000000 3020 a3t2s 1211-Boston usn 40.00 40 Net 30 Days 11142008 N
526800000000000 3020 35008 1211-Boston usp 100.00 100 Net 30 Days 12012008 N
3 4210000000000 3020 34906 1211-Boston usp 40.00 40 Net 30 Days 12012008 N
4410000000001 3020 24906 1521-Albuquerque  USD 60.00 60 Net 30 Days 12012008 N
EDIGEN 1242 300000000000 100 43051 ;33’“" CompSlore gen 2.350.00 200 Test Terme 01-30-2010 N
EDIGEN1 00000000001 102 12301 1521-Albuguerque  USD 550.00 50 Test Terms 02-14-2009 Y
EDIGEN1 97601300000000001 102 12304 1521-Abuguerque  USD 500.00 50 Test Terms 02-14-2009 Y
EDIGEN1 300000000001 102 12304 1521-Albuguerque  USD 500.00 50 Test Terms 02-14-2009 Y
EDIGEN1 400000000001 3020 33125 1521-Albuguerque  USD 80.00 B0 Net 30 Days 11-14-2009 N
EDIGEN123536831544200000000000 102 12301 ey 550,00 50 Test Terms 02-14-2009 N
EDIGEN123538085294000000000000 102 12302 ;33’“" Comp Stare. ey 500.00 50 Test Terms 02-14-2009 Y
12 Mext]
cancel

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

Figure 2—19 Parent Invoice Header Window

“You are logged in as: RETAIL.USER User
Parent Invoice Header

Parent Invoice 1D: EDIGEN123950736142100000000000 Total Merchandise Cost: 4000 Invoice Date: 12-01-2009
Supplier: 3020-Battery Supplier Total Non-merchandise Cost: 0.00 Invoice Terms: 04-Net 30 Days
Purchase Order: 34308 Total Invoice Cost: 4000 Manually Paid: N
Location: 1211-Boston Total Quantity: 40
Default From Order: | Q 3 Defautts
Location: Q Child Merchandise Cost: ‘Child Quantity: Apply s
Delete
O ‘Child Invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quantity

No records found

Undistributed Cost: 4000 Undistributed Quantity: 40
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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.

4.

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

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

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

Click Apply. The results are displayed in the table.

Edit Child Invoices

1.

2.
3.

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

Update the enabled fields as necessary.
Click Update.

Delete a Child Invoice

1. In the Delete column, select the child invoice you 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.
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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

You are logged in as: RETAIL USER User
Parent Invoice List
. 2 :
_ Suppliet  pyrohase Total nvoice Total - WwokeTenne o gonce 1"‘3‘5‘1“."
Parent Invoice ID |4 b Order A Currency Cost Quantity Bﬂ, *| Date All v

EDIGEN123539085303300000000001 102 12302 1521-Abuguerque  USD 550,00 50 Test Terms 02-14-2009 N
EDIGEN123839767683600000000000 102 12304 200-Ln Comp Stareygn 500,00 50 Test Terms 02-14-2009 ¥
EDIGEN123575297683500000000000 102 12304 ;35“" CompSiore ien 550.00 50 Test Terms 02-14-2009 Y
EDIGEN183529767691200000000001 102 12304 1521-Albuguerque  USD 500.00 50 Test Terms 02-14-2009 N
EDIGEN1 700000000000 3020 33125 1211-Boston usp 40.00 40 el 30 Days 11-14-2000 N
EDIGEN 123995550526 200000000000 3020 35008 1211-Boston usD 100.00 100 et 30 Days 12-01-2009 N
EDIGEN1 100000000000 3020 34908 1211-Boston usD 40.00 40 Net 30 Days 12-01-2009 N
EDIGEN1 144100000000001 3020 34908 1521-Albuguerque  USD 60.00 60 Net 30 Days 12-01-2009 N
EDIGEN124238921553300000000000 100 43051 igg‘“" Comp e igeq 235000 200 Test Terms 01-30-2010 N
EDIGEN123538831556200000000001 102 12301 1521 Albuauerque  USD 550,00 50 Test Terms 02-14-2009 ¥
EDIGEN123535267691300000000001 102 12304 1521 Albuouerque  USD 50000 50 Test Terms 02142009 ¥
EDIGEN123525257691300000000001 102 12304 1521 Albuquerque  USD 500,00 50 Test Terms 02142009 ¥
EDIGEN123871641376400000000001 3020 33128 1521 Albuouerque  USD 50.00 50 et 30 Days 11142008 N
EDIGEN123536831544200000000000 102 12301 ;gg“" CompRime i 550.00 50 Test Terms 02-14-2008 N
EDIGEN123535085234000000000000 102 12302 igg""" Comp.Sare “ep 500.00 50 Test Terms 02-14-2009 Y

12 [Hext]

Cancel

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

Figure 2-21 Parent Invoice Header Window

You are logged in as: RETAIL.USER User

Parent Invoice Header

Parent Invoice 1D: EDIGEN123950735142100000000000 Total Merchandise Cost: 40 00 Invoice Date: 12-01-200%
Supplier: 3020-Battery Supplier Total Non-merchandise Cost: 000 Invoice Terms: 04-Net 30 Days
Purchase Order: 34306 Total Invoice Cost:  40.00 Manually Paid: N
Location: 1211-Boston Total Quantity: 40
Default From Order: | a ¥ Defautts
Location: O\ Child Merchandise Cost: Child Quantity: Apply
Delete
D Child Invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quantity

No records found

Undistributed Cost: 40.00 Undistributed Quantity: 40

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

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

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

3. Click Defaults. The location, merchandise cost, and quantity as assigned on the
purchase order are displayed in the table.
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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
el Purchese
Parent Invoice ID FH v| " order
EDIGEN123539085303300000000001 102 12302
EDIGEN123539797683500000000000 102 12304
| EDIGEN123529797663500000000000 102 12304
26207691200000000001 102 12304
g 541373700000000000 3020 33125
35008
34906
EDIGEN 123590736 144100000000001 34906
EDIGEN124238521553300000000000 100 43081
EDIGEN123538831555200000000001 102 12301
EDIGEN1 297691300000000001 102 12304
EDIGEN1 297691300000000001 102 12304
EDIGEN123971641376400000000001 3020 33125
EDIGEN123538831544200000000000 102 12301
EDIGEN123539085294000000000000 102 12302
12 [Next]

1.
Header window opens.

Parent Invoice List Window

You are logged in as: RETAIL USER User

spiit
| Totalinvoice ~ Total  —lovoiceTerms invoice ~ 'ndicator
A Currency Cost Quantity | Al Date All [

1521-Abuquerque  USD 550.00 50 Test Terms 02142009 N

;gﬁ“" Comp Store sy 500.00 50 Test Terms 02-14-2009 Y

Eo0nComp Slore. _gisn 550.00 50 Test Terms 02-14-2009 Y

1521-Albuquerque.  USD 500.00 50 Test Terms 02-14-2008 N

1211-Boston usn 40.00 40 Net 30 Days 11142008 N

1211-Boston usp 100.00 100 Net 30 Days 12012008 N

1211-Boston usp 40.00 40 Net 30 Days 12012008 N

1521-Albuquerque  USD 60.00 60 Net 30 Days 12012008 N

;33“" CompSlore gen 2.350.00 200 Test Terms 01-30-2010 N

1521-Albuguerque  USD 550.00 50 Test Terms 02-14-2009 Y

1521-Abuguerque  USD 500.00 50 Test Terms 02-14-2009 Y

1521-Albuguerque  USD 500.00 50 Test Terms 02-14-2009 Y

1521-Albuguerque  USD 80.00 B0 Net 30 Days 11-14-2009 N

igg""" Lomp St e 250.00 50 Test Terms 02-14-2009 N

2D D Comn e i 500.00 50 Test Terms 02-14-2008 Y

200

Cancel

Figure 2-23 Parent Invoice Header Window

Parent Invoice Header

Parent Invoice ID: EDIGEN123980736142100000000000
Supplier: 3020-Battery Supplier

Purchase Order: 34306
Location: 1211-Boston

“You are logged in as: RETAIL USER User

Total Merchandise Cost:  40.00
Total Hon-merchandige Cost:  0.00
Total Invoice Cost: 4000

Total Quantity: 40

In the Parent Invoice ID column, click an invoice number. The Parent Invoice

Invoice Date: 12-01-2008
Invoice Terms: 04-Net 30 Days
Manually Paid: N

Default From Order: | o ¥ Defaults
Location: Q. Child Merchandise Cost: Child Quantity: Apply E
Delete
I:l Child Invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quantity
No records found
Undistributed Cost: 4000 Undistributed Quantity: 40

Note:

invoice that has a N in the Split Indicator column.

To begin splitting an invoice into single locations, select an

2.

Add all child invoices to the parent invoice header.
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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 Item

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

Delete an ltem

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

Note: To delete all items on the Child Invoice Detail window, click
Select All

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

3. Click OK. The item is deleted.

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

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

Merchandise Invoices

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

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

This section includes the following merchandise invoice instructions:
»  Create a Merchandise Invoice
= Add Details to a Merchandise Invoice

= Set Default Item Details from a Receipt or Purchase Order
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Create a Merchandise Invoice

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

Figure 3-1 Document Search Window

“fou are logged in es: RETAIL USER User
Document Search
Document Type : VJ Document ID (% for partial search)
Sitis AL @eptPoset) v
Vendor Type ;m Vendor 4
Order Number Q Location )
AP Reviewer Q,
In Cost Review E‘ Cost Reviewer Group O\
In Quantity Review E‘ Quantity Reviewer Group O\
Document Date Range @ fo ﬁ] Due Date Range @ o ﬂ
Currency O\ Congignment E Deal ‘:}
Document Cost Range: to Quantity Range fo
Receit Q tem Q
Payment Terms O\ Freight Payment Type | v
Details Exist E‘ Pre-paid Invoice |1|
o Reflesh | 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

Yor e gged Al ot ALAMFRECON 08 URL o1 @215 rck 1521 Dt Son e mal Akt ATATASE Lo Flt et .13 SORD e AS_{{zeen-istie ghe <l g

Invoice Maintenance Header

Docurmert Type: Merchandise Inveice

Yenor Type
Invoice: Group ID: 3417 “endor Q
Supplir Ste Q
Invaice Status: Order No o %
Invoice Dete: a Locatior: Q
Match Date Invaice Cunency. Exchange Rate
nvaice Tems Q
Orcer Tems: EDI vice
Suppler Terms: Pre-Pad
Marually-Paid
Detsls Atached
Consignment
Direct Stre Devery
Evalieted Receipt Setfement
Due Dete a
Freight Payment Type: Total Merchandise CostEx T 00000
Total NorMerch Cost Ex Tax 00000

Payment Hold Stetus: Never Held

Total Cost Ex Tax

Totel Ta Cost: 00000
Tetal Cost e Tax
Inveice Gly:

Total Alowances:
Refho. 1
Refho. 2 TERMS SOURCE
Refho. 3 Terms Date:
RefNo. 4 Best Terms:

OK | Detslls | Commerts | Cancel
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10.

11.

12.

13.
14.
15.

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

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

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
Ex Tax Basis Tax Code Tax Rate Tax Amounts
0.0000 [=3 7 00000
0.0000 E 5 0.0000
0.0000 s o 0.0000
0.0000 =1 10 0.0000

Total.

=03 Caloulste Total | [(Cancel |
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3-4 Oracle® Retal

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.
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

Non Merchandise Cost

Document 1D: 1 )

Amount ]
0.0000

0.0000| =

0.0000
0.0000] "

0.0000;

0.0000

for Customs 0.0000
£ Allowance 0.0000
0.0000
Dizcount - Incentive 0.0000;

GL Cross-reference for
Segmenti1 Segment2 Segmentd Segmentd Segment5 Segment8 Segment? Segmentd Segment® Segment 10

Type: Company  Location Account Department Class Affiliate Future1 Future2 Future3d Futured4
e
oK 1 Caiculate Total J 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.
17. Add comments as necessary.

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

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

Search window opens.

Figure 3-5 Document Search Window

Document Search

Document Type \ ¥ ‘
Stalus | ALL (ExceptPosted) ¥

Vendor Type 1 Supplier v
Order Number O\
AP Reviewer Q

In Cost Review \ ¥ |

In Quantity Review E
Document Date Range @ o @
Currency 0\
Document Cost Range i}
Receipt O\
Payment Terme O\
Dot Exst| V|

fou are lopged in as: RETAIL USER User

B
. B

Document I0 (% for partial search)

Vendor 0
Location O\
Cost Reviewer Group 0,
Quantity Reviewer Group Q,
Due Date Range @ fo ﬂ
Consignment E Deal B
Quantty Range fo
tem 0,
Freight Payment Type | v
Pre-paid Invoice |j

__j Refesh M

1. Create the merchandise invoice header.

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

Figure 3—6 Invoice Maintenance Detail Window

You are lopged in &s: RETAIL.USER User
Invoice Maintenance Detail
Invoice: 124
\Supplier: 775-AUTO Regular Supplier _775 Currency: USD
[Total Invoice Merch Cost: 500.00 Total Invoice Qty: 50
Select  Receipt Receiving Location Description Order No. Total Receipt Amount Receipt Oty Avail Total Oty Receipt Date
I 57302 5553535575 STORES 96306 500.00 50 o 12-13-2010
[& 57303 5555555575 STORES 96306 500.00 50 1] 12-13-2010
melect all
iclear all
Items
% lem ™ wen Q Invoice Oty Unit Cost Tax Code - Rate
Delete Item VPN Description Invoice Qty Supplier Unit Cost Inv. Unit Cost Tax Code TaxRate Tax Discrepancy Resolved Extended Cost Ex Tax
| 100016815 AUTO Regular tem_100016815 50 10.00 10.00 5 0 [¥ 500.00
elect all
iclear all
Totals Total tems: 1 Total Invoice Quantity: 50 Total Extended Cost: 500.00
Invoice Quantity Variance: 0 Extended Cost Variance: 0.00
Cancel
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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.
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.
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Figure 3—7 Invoice Maintenance Detail Window

Invoice Maintenance Detail
Invoice: 124

‘fou are logged in as: RETAIL USER User

\Supplier: 775-AUTO Regular Supplier _775 Currency: USD
[Total Invoice Merch Cost: 500.00 Total Invoice Qty: 50
Select Receipt Receiving Location Description Order Ho. Total Receipt Amount Receipt Qty Avail Total Qty Receipt Date
r 57302 5555555575 STORES 96306 500.00 50 o 12-13-2010
& 57303 ‘5555555575 STORES 96306 500.00 50 o 12-13-2010
elect all
iclear all
ltems
 hem | wen Q Invoice Qty Unit Cost Tax Code - Rate
Delete Item VPN Description Invoice Qty Supplier Unit Cost Inv. Unit Cost Tax Code Tax Rate Tax Di pancy Cost Ex Tax
| 100018815 AUTO Regular tem_100018815 50 1000 1000 5 0 [E 500.00
melect all
iclear all
Totals Total items: 1 Total Invoice Quantity: S0 Total Extended Cost: 500.00
Invoice Quantity Variance: o Extended Cost Variance: 0.00

Cancel

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

Select the required VPN and click on OK to close the LOV window.

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

1.

Document Search

Document Type

]

Status | ALL (Excent Posed) |

Vendor Type ! Supplier v_‘

Order Number

AP Reviewer

In Quantity Review

Document Date Range @ o

Currency

Document Cost Range
Receipt

Payment Terms

Detais Exst|

¥

il

'ou are logged in es: RETAIL USER User

cion EANRRN

Document I (% for partial search)

Vendor Q
Location O\
Cost Reviewer Group 1o}
Quantty Reviewer Group Q
Due Date Range ﬂ fo ﬂ
Consignment E Deal CV_!
Quantity Range to
fem qQ,
Freight Payment Type ‘ ¥

Pre-paid Invoice ‘ ¥ 1

| Refresh ﬂ‘

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

Figure 3-9 Invoice Maintenance Detail Window

“You are logged in 8s: RETAIL USER User
Invoice Maintenance Detail
Invoice: 124
Supplier: 775-AUTO Reguiar Supplier _775 Currency: USD
[Total Invoice Merch Cost: 500.00 Total Invoice Qty: 50
Select  Receipt Receiving Location Description Order No. Total Receipt Amount Receipt Qty Avail Total Gty Receipt Date
J 57302 5555555575 STORES 96306 500.00 50 0 12-13-2010
Jisl 57303 5555555575 STORES 96306 500.00 50 0 12-13-2010
melect all
icler all
Items
& em T vpn Q Invoice Qty Unit Cost Tax Code - Rate
Delete ltem VPN Description Invoice Gty  Supplier Unit Cost Inv. Unit Cost Tax Code Tax Rate Tax Di pancy E Cost Ex Tax
™| 100018815 AUTO Regular tem_100018815 50 10.00 10.00 S 0 H 500.00
melect all
iclear all
Totals Total tems: 1 Total Invoice Quantity: 50 Total Extended Cost: 500.00
Invoice Quantity Variance: 0 Extended Cost Variance: 0.00
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

fou ere logged in es: RETAIL USER User

Document Search
cion AT |
Document Type iiv‘ Document ID (% for partial search)
Status W

Vendor Type [ Supplier b Vendor 0\

Order Number Q Location 0,
AP Reviewer 0,
In Cost Review E Cost Reviewer Group O\
In Quantty Review E Quantity Reviewer Group O\
Document Date Range ﬁ! o) ﬂ Due Date Range ﬂ i) ﬂ
Currency Q Consignment :’ Deal E
Document Cost Range fo Quantty Range fo
Receipt Q tem 0
Payment Terms Q Freight Payment Type | ¥

Detaiks Exist I_v—| Pre-paid Invoice Ij
Lo | Refresn | Cancel

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 logged in as: RETAIL. USER User

Invoice Maintenance Header

Document Type: Non-Merchandise Invoice Wendor Type| Supplier |

Invoice: T Vendor L& 8
Invoice Status: Order Mo: Q. i
Invoice Date: @ Location: O\
Match Date: 08-11-2010 Inveoice Currency: Exchange Rate:
Invoice Terms: (&5
Order Terms: EDI Invoice
Supplier Terms: Pre-Paid
Manualy-Paid
Details Attached
Consignment
Direct Store Delivery
Evaluated Receipt Settliement
Due Date: [~}
Freight Payment Type.! v Total Merchandise Cost Ex Tax : 0.0000

Total Non-Merch Cost Ex Tax: 0.0o00
Payment Hold Status: Never Held
Total Cost Ex Tax:

Total Tax Cost: 0.0000

Total Cost Inc Tax:

Invoice Oty

Total Allowances:

Ref Mo. 1:

Ref No. 2: TERMS SOURCE
Ref Mo. 3: Terms Date:

Ref No. 4: Best Terms:

1 1 1 1

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

Non Merchandise Cost
Document ID: CREDIT NOTE DOCUMENT

Tax Code -

Hon Merch Amount Rate

test 0.00 | v

Miscellaneous 0.00 : ¥

GL Cross-reference for

Total Non-merch amount:

oK Calcuate 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.
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:
s Search for a Document

= Maintain a Document Header

= Maintain Document Details

= Pay an Unmatched Invoice

s 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

You are logged in es: RETAIL USER User
Document Search
cton I v
Document Type \ ¥ ‘ Document I (% for partial search)
Status iAi_[Exoept Posted) |
Vendor Type | Supplier v Vendor 0\
Order Number Q Location o}
AP Reviewer 0\
In Cost Review E Cost Reviewer Group O\
In Quantity Review E Cuanttty Reviewer Group 0\
Document Date Range | @ 1o @ Due Date Range @ to @
Currency Q Consignment EI Deal E
Document Cost Range il CQuantity Range o
Receipt Q tem Q
Payment Terme 0\ Freight Payment Type | v
DeaisEist v Pegaid e v
B = e I
1. In the Action field, select either Edit or View.

Note: You can edit only merchandise invoices.

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

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

Figure 3-15 Document Find Window

ORACLE

You are logged in as: RETAIL USER User

Document Find I [EETYgS

Select Doc Type

|:| Credit Note Reguest - Quantity CNQ  CNOAUTH#112-39501 Approved
[] Credit Mote Request - Quantity CNQ  CHOAUTH#8545-23501 Approved
[] Credit Note Request - Quantity CNQ  CHOAUTH#712-54501 Approved

1

4.

Status Doc Dats Due Dat Vendor Vendor Desc Location Location Description
Doc N e Order
Prefix Doc I Al [0 vlio, Al ~| a1 | [an o [an ] [an
11-28-2010 27608 11-29-2010 8388238888 EIT US Supplier Cases 55 ET US Store &b éibedddddids
08-07-2010 23702 08-07-2010 5888888888  EMUSSupplerCases 60 EIT Test Store 2 Nick
12-01-2010 27809 12-01-2010 8838358088 EIT US Supplier Cases 55 ET US Store &b &bEbddbbde

Pay Invoice I Delete Canoeij

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

You are logged in ast RETAIL USER User

Invoice Maintenance Header

Document Type: Merchandise nvoice Vendor Type
Invoice: | Group ID; 20602 Vendor Q)
Invoice Status: Order No: Q %
Invoice Date: £ Location
Match Date: Invoice Currency: Exchange Rate:
Invoice Terms: Q|
Order Terms: EDlInvoice
Supplier Terms: Pre-Paid

Manually-Paid
Details Attached
Consignment

Direct Store Defivery
Evaluated Receipt Seftiement

Due Date: B
Freight Payment Type:| v Total Merchandise Cost Ex Tax: 000
Total Hon-Herch Cost Ex Tax o
Payment Hold Status: Never Held
Total Cost Ex Tax
Total Tax Cost Yy
Total Cost Inc Tax
voics Qty:
Total Allowances
RefNo. 1
RefNo. Z TERMS SOURCE
Ref No. 3: Terms Date,
RefMNo. & BestTerms

0K | Dem\sl Comments ] cam;e\l

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:
Payables option is exercised.

When the invoice is posted to accounts payable, the Drill to

= 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

Document Search

Vendor Type : Supplier v!
Order Number 0\

AP Reviewar 0,

In Quantity Review I ¥ ‘

Document Date Range ﬂ fo ﬂ
Currency 0,
Document Cost Range i
Receipt 0
Payment Terms 0\
DeaisExst| v

*fou are logged in 8s: RETAIL.USER User

Vendor Q

Location 0\

Cost Reviewer Group O\

Quantty Reviewer Group O\
Due Date Range @ fo ﬂ

Consignment i:lj Deal |:_i!
Quantity Range to
tem 0

Freight Payment Type ‘

Pre-paid Invoice |

] Refresh M

v/
|

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.

3-14 Oracle® Retail Invoice Matching User Guide



Merchandise Invoices

Figure 3—18 Invoice Maintenance Header Window

“You are logged in as: RETAIL. USER User

Invoice Maintenance Header

Document Type: Non-Merchandise Invoice Wendor Typs| Supplier ~|
Invaice: T endor =3
Invoice Status: Order No: o S
Invoice Date: &1 Location: Q,

Match Date: 08-11-2010 Invoice Currency: Exchange Rate:

Inveoice Terms: L&}
Order Terms: EDI Invoice
Supplier Terms: Pre-Paid
Manually-Paid
Details Attached
Consignment
Direct Store Delivery
Evaluated Receipt Settliement
Due Date =

Freight Payment Type: | ~ Total Merchandise Cost Ex Tax : 0.0000

Total Non-Merch Cost Ex Tax: 0.0000
Payment Hold Status: Never Held
Total Cost Ex Tax:

Total Tax Cost: 0.0000

Total Cost Inc Tax:

Invoice Qty:

Total Allowances:

Ref No. 1:

RefNo. 2: TERMS. SOURCE
Ref No. 3. Terms Date:

Ref No. 4: Best Terms:

1 ' 1 1

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.

Figure 3-19 Document Search Window

“You are logged in as: RETAIL USER User
Document Search

Acton PR |
Document Type v Document ID (% for partial search)

Status | ALL (Except Posted) %

R | _caie

Vendor Type !W;‘ Vendor =
Order Number Q, Location Q|
AP Reviewer aQ,
in Cost Review iii;] Cost Reviewer Group Q,
In Quantiy Review | % | Quantity Reviewer Group Q
Document Date Range £ 10 £ Due Date Range £ 1o £
Currency Q. Consignment | | Deal |ZI
Document Cost Range to Quantity Range to
Receipt Q ftem Q)
Payment Terms Q Freight Payment Type | N
DetaisExist| v | Pre-paid ivoice | |
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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

ORACL o e oo TR UKD L
Document Maintenance Detoil

[Docurment Nk DUODEEST MEMO Bocmerd Type: Debd Wemo - Suasily

Lurrency: VS0 Supplien: 71111111 18-Supoker She. Supplel 1599909091

boms

e v | Amourt Per Unit Doc Prefin Decument I
Fisason Code @ uanaty A vem |
[Tax Code - Rate

Deiete nem v Bescreton Beaton Coe BeRTE ‘At Per unit uamity TexCode Tex Rste. Extendea CostEx Tax
O 100023600 12424355 bom B Ve ghock (200p H E 200 115.00)

Total hems: | Totals H (150

ok | Deetetern | Cancel

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

a. In the Delete column, select the item you 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.
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Figure 3-21 Document Search Window

‘You are logged in as: RETAILUSER User

Document Search

Acton| TN v
.
Document Type | ¥ Document ID (% for partial search)
Status l&(ixoem Posted) #

Vendor Type | Supplier v Vendor Q

Qrder Number O\ Location 0\
AP Reviewsr Q
In Cost Review E Cost Reviewer Group Q
In Quanfity Review E Quantity Reviewer Group O\
Document Date Range | ﬂ i) ﬂ Due Date Range @ to @
Currency O\ Consignment Deal E
Document Cost Range fo CQuantity Range o
Receipt Q tem Q
Payment Terms O\ Freight Payment Type ‘ b

Details Exist EI Pre-paid lnvoice E
| Refresh | Cancel

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

Figure 3-22 Document Find Window

I}
OR ACLE 'fou are logged in &s. RETAIL USER User

Document Find 1
Doc Status Doc Date Orderw Vendor Vendor Desc Location Location Description
[] Credi ot Request - Cumntty CHQ. CHOAUTHEMZ-0501 Amproved 14282010 7051202010 S00608R068  ETUSSuperCases 55 EMUSShrelebbbidbibbidd
[ CredeNote Request- Quamtty CNO - CHOAUTHEGSASRS0 Approved OB22000 25702 03472000 0eoBsss  EMUSSupplerCases 60 T TestStore2 ik
[ Credi Note Request-Cummtty ONQ. CHOAUTHETIZSAS0! Amproved 12002010 7780912002010 SR06S0RE0  ETUSSuplerCasse 55 EMUSStelitbbiebbbbid)

Pay Invoice %I _Cﬂoil

In the Select column, click the check box to the left of the invoice you want to pay.

1

Click Pay Invoice. You are prompted to confirm the payment.

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

a & 0N

Click Cancel to close the window.
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View a Document

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

Figure 3-23 Document Search Window

*You are logged in as: RET)
Document Search
Action &
Document Type | L4 Document ID (% for partial search)
Siatus l&[{xmm Posted) »
Vendor Type | Supplier ba Vendor | _O\
Order Number O\ Location | O\
AP Reviewer O\
In Cost Review |:| Cost Reviewer Group O\
In Quantity Review |:| Quantity Reviewer Group O\
Document Date Range ﬂ to ﬂ Due Date Range ﬂ to @
Currency O\ Consignment Deal E
Document Cost Range fo Quantity Range \to
Receipt O\ fem | _O\ |
Payment Terms O\ Freight Payment Type | v
DeteisExst| v Pepadimiice| v
| [ | o]

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

Figure 3-24 Document Find Window

I}
ORACLE You are logged in as: RETAIL USER User

Document Find m

Doc Status DueIJate Vendor Vendor Desc Location Location Description

St T A TR I T CO—

[ Crediote Request- Quantty CHQ. CHOAUTHE112-30501 Agproved 1292000 ZTEDB 1282010  S0608B3888  EMUSSupplerCeses 5 EMUSSwreblbbbdbdbbbbid

[ CredkNoe Request- Ouantfy CNQ. - CHOAUTRESSAS 2350 Approved  0BT-2010 29702 072010 08630800 ETUSSuperCases 60 EMTest Store2 ik
[ Credi Nole Reques - Quantty CQ. - COAUTHETIDS4S01 Agproved 12042010 J7B09 12012010 063063088 EMUSSupplerCasss 55 EMUSSbrestbbbidbebbbidd

Pay Invoice: %I _Cﬂoil

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

f
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Figure 3-25 Document Maintenance Detail Window

r. Y You are logged in as: RETAIL USER User
Document Maintenance Deail
Document I0: DMQDEBM NEWO Document Type: Debit bemo - Quantity
urrency: USD Supplier: 9111111119-Supplier Site. Supplier 1999999991
Items
Qten Qv | A Amotnt Per Unit Doc Prefix Document D | B
I — ity i |
TTax Code - Rate | "‘
Delete Item Ve Description Reason Code Description Amt Per Unit Quantity Tax Code Tax Rate: Extended CostEx Tax
D 100068600 12424353 tem B over stock (3.00) 3 E 0 (15.00)
[eelectal
ickear al
Total tems: 1 Totals 5 (15.00)
0K | Dektebems | Cancel

2.

» 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.

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

[Decumeant Summary Match Find

AP Rerderwnr
Supplier L=}
[l Supsbers in Grongs

Credit Hote Credn Hote Request
e Number Q ntir Murtber

Location (=} Locnlion

Dostument I [% for partisl search) Dotument [0 [% for parial search]

bem Q Rem q
D Diate ﬂ 10 m Dot Date ﬂ e ﬁ
Document Date ﬂio ﬂ Docunent Date ﬂlo ﬁ
Deetads Exist i Detalls Exist -
Currency < Currency =
Dacument Cost 1o Document Cost e
Lot | mewesn | concer |

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. 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.
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Figure 4-2 Document Summary Match List Window

'Summﬁry Match List
|supplier: 1999999991-Suppler supplier

Invoices - Unmatched

You are logged in as: RETAIL USER User

Combine Cancel

Receipts - Unmatched

Total Location E =
Order Su ——— Receipt Avail Avail Total Curr
Order Supp '-*LL“‘" Invoice Total Merch  Curr o Dets Eﬁ [ ] Recei froie S ian e Coat e
|selecthio.  Hame | Al | mvoice  Date oty cost Code Rev Ext ba |22 Receipt SRy e
ey No records found
[] evoos SUPPIET g 12345 11-03-2011 1 20000 USD
supplier
el TEST
[] sooos >UPPET s INVOICEM  03-042010 100 100000 USD
supplier
A6
Selected Totals: Total Oty: Tot Cost/Ex Tax: Total Qty: Tot Cost/Ex Tax:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date CostVariance Quantity Variance Currency Manual Group EarliestDue Cost Quantity
No records found Selectliumber Date Variance  Variance Currency

No records found

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.

Figure 4-3 Document Summary Match Find Window

Documant Summary March Find

AP Revdrwer L=
Sampplier a
[l Supsbers in Grongs

Credit llate

Destument I (% for partisl search)
bem

Do Date.

Dotument Date

Detods Exizt

Currency

Dacument Cost

pi I
Ao

BB

Credn Hote Request

(Co] [owesn | cnce |

Orcher Bamiar
[
Document I [% for paral search]
kem

Dus Date

Docunent Date

Dt Bt

Currency

Dncumest Cost

- -]

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

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

3.

4-2

Supplier Hame

Summary Match - Supplier List

“fou are logged in as: RETAIL USER User

Supplier

No records found

Cancel

Ho. of Invoices

No. of Receipts

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

'fou sre logged in as: RETAILUSER User

'Summnw Match List
Supplier: 1993929981-Supplier supplier
Invoices - Unmatched Receipts - Unmatched
Total Location =
Location ; e Order Supp == Receipt Avall  AvailTotal Curr
Onter wp 2t e Totl Mewh Cur b s ny
w1 %l Selectio.  l ReceiptDete  Tofal Oty Merch Cost Cod
e, bme MY moe D Oy Coof  Coe Revid o.  Name |™' *)| ReceipiDate Total Oty Merch Cost Code
g o records found
[omog =% & 8 Bt 1 2000 U3
suplir
Mo P e hoen madn 0 {mm 1D
supplir e
Selected Totals: Total Qty: Tot CostEx Tax: Total Qty: Tot CostlEx Tax
CakcuatzTotale | Growp
Groups - Auto Groups - Manual
Select Order o, Location Earfiest Due Date CostVariance Quantity Variance  Currency Manual Group ~ Earliest Due  Cost Quantity
No records found Selectlumber Date Variance  Variance Currency
No records found

Conbie | e |

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

s Search for Invoices and Receipts to Match
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Summary Match Invoices and Receipts

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

Figure 4-6 Invoice Summary Match Find Window

*fou are logged in ast RETAILUSER User

Invoice Summary Match Find

AP Reviewer | Q)
Supplier O\
Include Suppliers Ih Group

Invoice Receipt
Order Number D\ Order Number 0\

Location 0\ Location O\

sats | v
Q
Document ID (% for partial search) Receipt L

fiem Q tem Q)

Due Date ﬁ! to @

Receipt Date ﬂ to @
Document Date @ to @

DeisErt | v
Currency Q] Currency Q
Document Cost to Receipt Cost to
D Limit to invoice driven search Hide groups with receipt overages

Refresh | Cancel

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.
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Figure 4-7 Summary Match List Window

*fou ere logged in 8s: RETAIL.USER User

Summary Match List
‘Supplier: 1999399991-Supplier suppler
Invoices - Unmatched Receipts - Unmatched
Total Location
- T Order Supp —— Receipt Avail  AvailTotal Curr
Order Supp Invoice  Total Merch  Curr In Dets :Auvl
b R B Selectlio.  Mame | ReceiptDate  Total Ofy Merch Cost  Cod
soketho, Hame Die Gy Cost  Code RevEd o, Name |Al ¥ ﬁ.ﬁ;ﬂwmw erch Cost  Code
Oome 2% 55 s opasan 1 0w U
supplier
Supp S
[0 eooos % s pvorEN 8042010 100 100000 USD
supplier
6
Selected Totals: Total Qfy: Tot CostEx Tax: Total Qty: Tot CostiEx Tax:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location Earfiest Due Date CostVariance Quanfity Variance Currency Manual Group EarfiestDue  Cost Quantity
Horecords found Selectliumber Date Variance  Variance Currency
Ho records found
Combine | Cancel

6. To begin matching, in the Groups area:

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.

Click Online Match. If a match is created, the Summary Match List window
displays the auto-groups and manual groups.
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Figure 4-8 Summary Match List Window

*fou are logged in as: RETAIL ISER User

Summary Match List
\Supplier: 1399999591-Supplier supplier
Invoices - Unmatched Receipts -
Total Location z E
Location ; s Order Supp ~—— Receipt Avail  Avail Tofal Curr
Order Supp =S5/ Iwoige  Tota Merch  Cur In Dets selectio. ame |Al ¥ Receiptlate  TotalGiy MerchCost Code
sckectio. lame A Y|imoce  Dste Qb Cost  Code e e s
Supplor Ho records found
[ soote 55 12345 11-03-2011 1 20000 USD
supplier
Suppler e
[ sonoe e 55 NVOICEN  08-04-2010 100 1,000.00 USD
supplier
0Af
Selected Totals: Total Qty: Tot Costifx Tax: Total Qty: Tot Cost/Ex Tax:
Calculate Totals Group
Groups - Auto (Groups - Manual
Select Order Ho. Location Earliest Due Date CostVariance Quantity Variance Currency Manual Group Earliest Due  Cost Quantity
N records found Selectliumber Date Variance  Variance Currency
Ho records found

|

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.

Figure 4-9 Invoice Summary Match Find Window

You sre logged in as: RETAILUSER User

Invoice Summary Match Find

AP Reviewer | 0\
Supplier Q

Include Suppliers In Group

Invoice Receipt
Order Number O\ Order Number O\
Location O\ Location O\
Status ‘ v ‘
(0]
Document ID (% for partial search) Receipt 4
em Q tem Q]

\

Due Date ﬂ to ﬁﬂ
Document Date ﬂ to ﬂ
i
Details Exist 1 ¥

Currency Q Currency o

Receipt Date @ fo ﬂ

Document Cost to Receipt Cost to

D Limit to invoice driven search Hide: groups with receipt overages

Refresh | Cancel
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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

You are logged in as: RETAIL USER User

Summary Match - Supplier List

Supplier Name Supplier Ho. of Invoices No. of Receipts
No records found
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.

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

"You ere logged in as: RETAIL USER User

Invoice Summary Match Find

AP Reviewer | Q
Supplier D\
Include Suppliers in Group

Invoice Receipt
Order Number O\ Order Number 0\
Location O\ Location 0\

Status ‘ v ‘

I | ¢
Document ID (% for partial search) Receipt 4
(o]
tem Q tem L

Due Date E{ to ﬂ
Document Date ﬂ to ﬂ

Detsisxt | |

Receipt Date: @ o @

Currency 0, Currency Q
Document Cost o Receipt Cost to

D Limit to invoice driven search Hide groups with receipt overages

Refesh | Cacel |
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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

You are logged in as: RETAIL USER User

Summary Match - Supplier List

Supplier Name Supplier Ho. of Invoices No. of Receipts
No records found
Cancel

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

Figure 4-13 Summary Match List Window

You are logged in as: RETAIL.USER User

Summary Match List
‘Supplier: 1999999931-Supplier supplier
Invoices - Unmatched Receipts - Unmatched
Total Loeation S -
Location 5 e Order Supp = Receipt Avall  Avail Total Curr
Order Supp  =— Invoice  Total Merch Curr In Dets Al ;
o] St I el T e Bl e e Selectllo. I R Dat Total Gty Merch Cost Code
Soectlo. lame | WY mose e Oy Cost  Code vt lio.  Mame |™'Y) ReceipiDate Tofaldfy MerchCost Code
P L —— Ho records found
0o “@ w5 pas gt 1 e UsD
suppler
Suppler A
D 60006 w 55 IVOCEM  08-04-2010 100 1,00000 USD
supplier A
046
Selected Totals: Total Qty: Tot Costitx Tax: Total Gty: Tot CostlEx Tax:
Calculate Totak Group
Groups - Auto Groups - Manual
Select Order Ho, Location Earliest Due Date CostVariance Quantity Variance Currency Manual Group  EarfiestDue  Cost Quantity
No records found Selectlumber Date Variance ~ Variance ~ Currency

lo records found

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.
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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

= Split a Receipt

View the In Balance ltems 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

You ara logged in a=: RETAIL USER User

Invoice Summary Match Find

AP Reviewer \ Q
Supplier 0\

Include Suppliers In Group

Invoice Receipt
Order Number 0\ Order Number 0\
Location Q Location Q)
Status ‘— v
Document ID (% for partial search) ficen O\

e Q\ tem 0\
Due Date ﬂt fo ﬂ

Receipt Date ﬂ o ﬂ
Document Date ﬂ fo ﬂ

DesksExt | |
Currency 0\ Currency 0\
Document Cost to Receipt Cost to
D Limt to invoice driven search Hide groups with receipt overages

Refrsh | Cance |

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

Match Find window opens.

Figure 4-15 Invoice Summary Match Find Window

Invoice Summary Match Find

AP Reviewer | Q
Supplier O\
Include Suppliers In Group

Invoice

Order Number Q
Location Q
Status ‘ v ‘

Document ID (% for partial search)
tem Q
Due Date. @ to m
Document Date ﬂ to ﬁj

\
Detals Fxist 1 ¥
Currency Q

Document Cost to

[ Limi to invoice driven search

'fou are logged in ast RETAIL USER User

I Receipt

Order Number O\
Location Q
Receipt O\

ftem Q

Recept Date gy £

Currency O\
Receipt Cost to

Hide groups with receipt overages

Retesn | cancl |

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

Match List window opens.

Figure 4-16 Summary Match List Window

You ere logged in as RETAILUSER User

Summary Match List
‘Supplier: 19399599%1-Supplier supplier
Invoices - Unmatched Receipts - Unmatched
Total Location = <
Location < T Order Supp ~— Receipt Avall AvailTotal Curr
LAY e b LiiLaie el L s Selectho. Jame Al V. ReceiotDste  TotalGty Merch Cost Code
Soectio, fame A ¥ o e Qy Cof  Cote e lo. Neme |™ Y| ReceiptDste  Total Oty MerchCost Code
Vel ey Ho records found
O oo ™5 55 gus  pazan 1 200 080
supplier
Supplier L2
[ 60ooe s INVOICEN  08-04-2010 100 1,00000 USD
supplier
[
Selected Totals: Total Qty: Tot CostiEx Tax: Total Qty: Tot CostlEx Tax:
Caleulate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date CostVariance (Quantity Variance Currency Manual Group Earliest Due  Cost Quantity
Ho records found Selectliumber Date Variance  Variance Currency
lo records found

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

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

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

“ou are logged in as: RETAIL USER User 2!
Detail Matchin:
In Discrepancy ltems In Balance Items
Item Unit Cost ‘Quantity
Select ltem item D VPNIn RevMatch Receipt CostOrder C CostVari Wiin Tolerance Receipt Qtylnvoice Qty Wiin Tolerance
AUTO Regular
O 100016&15!{&m_1DI][I16&15 a £ | 10,00 10.00 10.00 0.00 Yes | 3 55 (22) No
4
Detail ltem Grouping
Invoice Receipt
Invoice  Unit  Order Invoice Extended Select ftem VPH Receipt Receipt Date Uinit Cost Receipt Gty Extended Cost Deals
Selectitem VPN invoice  Date Cost Cost Oty Cost Match Deals No records found
No records found
Totals: Total Qty: Tot CostiEx Tax: Total Qty: Tot Cost/Ex Tax:
Quantity Variance Qty Variance % Within Qty Tolerance
Cost Variance Cost Variance % Within Cost Tolerance
0K J =t i J ‘ t Cancel

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:
n  Click Cost Resolution to resolve cost discrepancies. The Cost Selection
window opens.
s Click Qty Resolution to resolve quantity discrepancies. The Quantity
Selection window opens.
8. Click Detail Match. The items are posted for payment.
9.

for payment.

After you have matched all the items on an invoice, click OK to post the invoice
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Split a Receipt

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

Figure 4-18 Invoice Summary Match Find Window

“You are logged in es RETAIL USER User

Invoice Summary Match Find

AP Reviewer | Q
Supplier 0\
Include Suppliers In Group

Invoice Receipt
Order Number Q Order Number Q
Location D\ Location 0\
sws | ]

0]
Document D (% for partial search) Receipt 3

- o tem Q
DueDate ﬂ to ﬂ

Receipt Date: @ fo ﬂ
Document Date ﬂ to m

Dokt | v
Currency Q Currency Q
Document Cost o Receipt Cost to
[ Limito invoice riven search Hide groups with receipt overages

Refrsh | 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 4-19 Split Receipt Window
ORACLE

Split Recoipt

T 196112813 - DO new e et

Receipt 4,
Guantity Avallable

Lcann Cuasntity

ok || cance |

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

Vi e bl 5 o HETAIL LSS U
AL -
o3t Review List

Sugoliar tame Exmcuimen Troe
M -
Verchardae nvaice
Varcradae rvaice
Varctardae Pvace
Usrehasaas mosics

Unichusdnn rozee

Cancsi

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

“You are logged in as: RETAIL.USER Uiser
ICost Review Detail
Merchandise Invoice INV3405 Supplier 100-12.0.4 Retrofit Test Supplier Location 200-Lin Comp Store 200
{Department 1010-Lin Cost Reg Dept Class 1010-Lin Cost Reg Class VAT Inclusive Currency USD
Order 5405 Resolve By Date 02-15-2009
Unit Cost
Orig. Current Unit Cost Variance
Order Order Document Variance Percent
Discrepancy Comments Item Description Cost Cost Cost FavilUnFav) FavilUnFav) Order Cost Source Order UPC VPN
No 100038113 Rg ftem 12.00

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

‘You are logged in as: RETAIL USER User

{Cost Selection
Merchandise Invoice INV8405 Hem 100035113-Rg item Location 200-Lin Comp Store 200
Order 2405 Supplier 100-12.0.4 Retrofit Test Supplier Currency USD
{Correct Unit Cost
® order
© invoice 1200

Back

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.

Figure 5-4 Cost Variance Resolution Window

You are logged in as: RETAIL USER User
{Cost Variance Resolution

|Merchandise Invoice INV8405 Item 100039113-Rg item Location 200-Lin Comp Store 200
jOrder 8405 Currency USD
Cost Variance (12.00) Outstanding Variance (12.00)
(Apply
Enter Reason Q. Amount
Action Re-route to Group Q)

Comments Hint

Apply J
Resolutions

Delete Reason Code Reason Code Description Action Amount Comments
No records found

Back| OK | Dekte | Appyal | Cancel

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.

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.
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¢. 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.
c. You are prompted to confirm the deletion. Click OK.

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

Quantity Discrepancies

Quantity Review List

Resolve By

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.

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

ORACLE"

Total AF

Bl Py B TE O (S Sl | i D S I e vt Tjpe: W8 Ll Quantity Invoice Document Reviewer BEUEWEr

Indicator | Al i v | A ™| Document Difference Date  Amount Group |Al ¥
12-02-2010 3020 Battery Sup Merchandize Invoice ASNS2T0S (500} 12-02-2010  2,500.00 8 DEMO1
12-15-2010 3020 Battery Sup Merchandise Invoice 95406 (5] 12-13-2010 615.00 8 DENMO1
12-13-2010 5898 PS Supplier Merchandise Invoice: 98506 (10} 12-13-2010 100.00 & DEWOA1
12-13-2010 9898 PS Supplier Merchandise Invoice 96506 {10} 12-13-2010 100.00 é& DEWO1
12-22-2010 5898 PS Supplier Merchandise Invoice 97714 10} 12-13-2010 50.00 & DEWO1
12-23-2010 5898 PS Supplier Merchandise Invoice 98813 (51 12-21-2010 25.00 & DEWO1
12-23-2010 5858 PS Supplier Merchandise Invoice 988132 151 12-21-2010 2500 8 DEWO1
12-21-2010 9898 PS Supplier Merchandise Invoice 9890¢ (10} 12-21-2010 100.00 8 DEWO1
12-15-2010 5898 PS Supplier Merchandise Invoice 3458 99909 99909 10} 12-15-2010 100.00 & DEMO1
06-05-2009 75 AUTO Regqu Merchandise Invoice 5555555575 100911 JH_INV2_100911 (22] 12-15-2010 550.00 é DEMOZ

Cancel

1. In the Quantity Difference column, click the amount. The Quantity Review Detail
window opens.
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Figure 5-6 Quantity Review Detail Window

You are logged in as: RETAIL USER Liser

[Quantity Review Detail
Merchandise Invoice INVB303 Supplier 100-12 0.4 Retrofit Test Supplier

Location 200-Lin Comp Store 200 Resolve By Date 02-14-2009
Order 8303 Order Comments Receipt(s)
aty
oty Variance
Current Variance Percent
Discrepancy Comments item i Order Oty Receint Gty aty Favi(UnFav) Favi{UnFav) Order UPC VPN
No 100039113 Rg item o 0 1,000 (1,000) 100 100039113

1

B

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

Figure 5-7 Quantity Selection Window

Guantity Selection

Merchandise Irvoice NVEND
Itern 100038113-Rg tem
Correct Cuantity
! Recagt o
ivoce 1,800
Quantity

Bacx [} vea

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

You are logged in as: RETAIL.USER User

(Quantity Variance Resolution
Merchandise Invoice INV8303

ltem 100039113-Rg tem Location 200-Lin Comp Store 200

Order 8303 Receipt(s)
lQuantity Variance (1,000 Qutstanding Variance (1,000}
iApply

Enter Reason Q Quantity

Action Re-route to Group Q
iComments Hint Receipt
Apply
Resolutions
Delete Reason Code Reason Code Description Action uanti Comments
Ho records found

Back| OK | Dekete| Cancel
5. In the Apply area:

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

Note: You cannot apply a reason code of Debit Memo Quantity or
Credit Memo Quantity to a child invoice that results from a split
invoice. The invoice must be routed to Transportation for resolution.
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b. Inthe Quantity field, enter the number of units in dispute.
¢. Add comments as necessary.

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

A tax discrepancy occurs when the tax stored in RMS for an item is different than 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 tax on the invoice and the tax stored in RMS on the item.
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 when the invoice details are
added to the invoice and 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

s Resolve Header Level Tax Discrepancies
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Resolve Tax Discrepancies

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

Figure 5-9 Tax Review List Window

You are logged in as: RETAIL USER User
oGt e IR C AT o, Lol
i LA bt LA ¥ ResolveByDate RouteDate |Al ”’_1 Al ¥ Location Description  Total Amount Currency Ho.ofLine
9298 PS Supplier Merchandise Invoice 06-05-2009 03-16-2010 83708 3456 PS Test Store 100.00 USD 1
2050 Paper Products Supplier Merchandise Invoice 06-05-2009 12-02-2010 90608 z H. America Central 5,300.00 USD 1
2950 Paper Products Supplier Merchandise Invoice 12-02-2010 12-02-2010 90608 2 N. America Central 5,300.00 USD ki
2300 Coca Cola Merchandise Invoice 12-03-2010 12-03-2010 91607 5000 iscqa_pwhs000 200.00 USD 1
775 AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 91613 5555555575 STORES 1,000.00 USD E
775 AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 92511 5555555575 STORES 1,000.00 USD L
9898 PS Supplier Merchandise Invoice 06-05-2009 12052010 83108 3456 PS Test Stors 250.00 USD 1
3020 Battery Supplier Merchandise Invoice 12-11-2010 12112010 81007 9599999989 Debangshu Physical WH 1,000.00 USD %
2300 Coca Cola Merchandise Invoice 12-11-2010 12112010 83408 2 N. America Central 0.00 USD j:
2300 Coca Cola Merchandise Invoice 12-11-2010 12112010 53408 2 H. America Central 0.00 USD 1
9898 PS Supplier Merchandise Invoice 02-11-2010 02-11-2010 95710 4567 PS Warehouse 50.00 USD ki
775 AUTO Regular Supplier_775 Merchandise Invoice 02-11-2010 02112010 95709 5555555575 STORES 2,500.00 USD 1
775 AUTO Regular Supplier_775 Merchandise Invoice 02-11-2010 02-11-2010 85708 5555555575 STORES 2,500.00 USD s
775 AUTO Regular Supplier _775 Merchandise Invoics 12-02-2010 12152010 85709 5555555575 STORES 2,500.00 USD 1
775 AUTO Regular Supplier_775 Merchandise Invoice 12-02-2010 12152010 85708 5555555575 STORES 2,500.00 USD 1
12 3 [Next]
Cancel

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

You are logged in as: RETAIL USER User

Tax Discrepancy Detail

Merchandise Invoice INV1803 Supplier 775-AUTO Regular Supplier _775
iOrder 35708 Resolve By Date 12-02-2010
Item Description Tax Code Discrepancies Tax Rate Discrepancy Tax Amount Discrepancy

100018815 AUTO Regular tem_100018815

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

*¥ou are logged in as: RETAIL USER User

Tax Discrepancy Detail Selection

ise Invoice INWV1303 ltem 100018315-AUTO Regular tem_100018815 Location 5555555575-STORES
IOrder 95709 Supplier 775-AUTO Regular Supplier _775 Currency USD

(Correct Taxes Selection

| @ mnvoice || O svsTeEm

Invoice Invoice System System | System Tax |System Tax|
Tax | Tax Rate Tax Tax Rate Tax Basis Apply
Code %) Amount (%) Amount Formula Order
S 10 250 co 1

12 300
Back |

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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Supplier
v

[Tax Review List

Figure 5-12 Tax Discrepancy Detail Resolution Window

You are logged in as: RETAIL USER User

Tax Discrepancy Detail Resolution
Merchandise Invoice INV1803

(Order 5570%

Resolution

Item 100016815-AUTO Regular kem_ 100016815 Location 5555555575-STORES

Currency USD

Q

Enter Reason | 1
Action
Comments Hint

[ e

Bock| oK | _cancl|

5. In the Apply area:

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

a.

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

You ars logged in as: RETAIL USER Usar

2 Supplierhame __DocumentType Order Location

Al b ‘ Al ¥  Resolve ByDate Route Date F\“ v [an ¥|  Location Description  Total Document Amount  Currency  Ho.of Line
PS Supplier Merchandise Invoice 06-05-2009 03-16-2010 83706 3456 PS Test Store 100.00 USD 1
Paper Products Supplier Merchandise Invoice 06-05-2009 12-02-2010 50608 2 N America Central 5,300.00 USD X
Paper Products Supplier Merchandise Invoice 12-02-2010 12-02-2010 90608 2 N. America Central 5,300.00 USD 1
Coca Cola Merchandise Invoice 12-03-2010 12-03-2010 91607 5000 iscqa_pwhS000 200.00 USD 3
AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 91613 5555555575 STORES 1,000.00 USD 1
AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 92511 5555055575 STORES 1,000.00 USD 1
PS Supplier Merchandise Invoice 06-05-2009 12-05-2010 93106 3455 PS Test Store: 250.00USD =)
Dattery Supplier Merchandise Invoice 12-11-2010 12-11-2010 91007 9999399999 Debangshu Physical WH 1,000.00 USD 1
Coca Cola Merchandise Invoice 12-11-2010 12-11-2010 93406 2z N. America Central 0.00 USD 1
Coca Cola Merchandise Invoice 12-14-2010 12-11-2010° 93406 2 N. America Central 0.00 USD 1
PS Supplier Merchandise Invoice 02-11-2010 02-11-2010 95710 4587 PS Warehouse 50.00 USD kX
AUTO Regular Supplier _775 Merchandise Invoice 02-11-2010 02-11-2010 95709 5555555575 STORES 2,500.00 USD ki
AUTO Regular Supplier _775 Merchandise Invoice 02-11-2010 02-11-2010 95709 5555555575 STORES 2,500.00 USD 1
AUTO Regular Supplier _775 Merchandise Invoice 12-02-2010 12-15-2010 95709 5555555575 STORES 2,500.00 USD i
AUTO Regular Supplier _775 Merchandise Invoice 12-02-2010 12-15-2010 95709 5555555575 STORES 2,500.00 USD 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 "Add Details to a Merchandise Invoice" for more
information.)

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

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

You return to the Tax Review List window.
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Memos and Requests

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

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

= 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.

Figure 5-14 Document Search Window

logged in as: RETAIL USER User
Document Search
=
Document Type | Jl Document ID (% for partial search)
Status | ALL (Except Posted) |
VendorType | Suppler Vendor (o}
Order Number Q Location Q)
AP Reviewer Q
nCostReview | | Cost Reviewer Group Q
In Quantity Review .::r{ Quantity Reviewer Group Q
Document Date Range @ to ;@] Due Date Range ﬂ to ﬂ
Currency Q. consignment | %[ Deal| v
Document Cost Range to Quantity Range o
Receipt Q ftem Q.
Payment Terms Q Freight Payment Type | B >
Details Exist| % Pre-paid Invoice| v
Refresh Cancel

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

ez mrw gy in s RETAIL USER Ly

Invoice Maintenance Heoader

Documend Type: Mechandise krvaicn Vendor Tyge
muniee: | Groap ;20602 Vrndor Q,
Iveice Status. e a ¥
Invoce Date: Fil Location 3
Maich Date: Ivoace Currency’ Bxchange Habe:
Fvvuice Terrms: Q|
Crdar Terma: EDI invaoice:
Suppher Terms: Pre-Fad
Unnunty-Fai
Detais Aftached
Consignment

Direct Store Debvery
Evauaied Recewt Setlement

Oue Date: =
Frexgns Paymest Type: “ Totsl Merchansse Cost Ex Tax (1]
Totsltion-Merch Cost L Tax:
Fayment 140 Status: Never Heks
Total Cost £x Tax:
Totml Tax Cost 000
Totnl Cost ine Tme
Ievaice Qty.
Total Alowances.
AefHo. 1.
Anf o > TEANS SOURCE
AefHo. 3. Teerms Dale

Antlo & Best Trrms

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

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

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.

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

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 : CREDIT NOTE DOCUMENT

Hon Merch Amount 1% Code -
Rate

test 000/ [

Miscellaneous

5
a0 v

GL Cross-reference for

Total Non-merch amount:

oK Calculste Total

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.

Figure 5-17 Document Maintenance Detail Window

Document Malntenance Detall

iDocumment I0: CUCOENT MEWO e Type: Debt Mems - Quantty

Currmncy: USD Supplier: $111111115-Suppler She, Suppler 1159008981

liems

Eaem O | . Amount Per bnit Doe Prefin Document I
Mmason Code Q Guantity Asmen |

[Tax Code - Rste v

Dedele lom i | Descriulion Beason Conle Duscrivtion At Per Urst Craantity Tax Code Tax Rate Eatersded Cont Ex Tax

(] 100088500 12424360 bem B ouer sinek 00) £ E 200 18.00)

Totals 5 {1580]

Liowil] Sovsivonars| Foipes |

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 a » 0 D

Click OK to save your changes and close the window.
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Reverse a Debit Memo
Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

Figure 5-18 Document Search Window

Document Search

Document Type |
Status [ AL (Except Fosted) v |
Vendor Type | Suppler v
Order Number Q
AP Reviewer e
InCostReview | v
In Quantty Review | |
Document Date Range £ 1o
Currency Q
Document Cost Range to
Receipt Q,
Payment Terms Q

Detalls Exist | ~

You are logged in as: RET)

oy 1
- &

Document ID (% for partial search)

Wendor Q
Location Q.
Cost Reviewer Group Q.
Quantity Reviewer Group Q|
Due Date Range £ to £
Consignment l:l Deal =
Quantity Range to
tem | Q|
Freight Payment Type v

Pre-paid Invoice| v
S| Refresh | Cancel

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

Figure 5-19 Document Maintenance Header Window

Invoice Maintenance Heoader

Cocument Type. Merchandise knvws

nvniee |

Ivowe Status.
e Date:
Maich Date;
Invuice Terms.
Cirier Terma:

Suppher Terms:

Due Date:

Freight Payment Type:

Fil
o

Payment 14 Stabus; Never Hewd

AefHo. 1.
AnfHe >
AefHo. 3.
Antlo &

Vendor Tyge
Group 10 20602 Wendar Q,
ider W a %
Locabion: (=4
Ivoace Currency. Bxchange Habe:
EDI invaoice:
Pre-Fad
Unnunty-Fai
Detais Aftached
Censinment
Dwect Store Devery
Evalused Receit Selllement
. Total Merchandese Cost Lx Tax oo
Totsd Hon-Merch Cost Lx Tax:
Total Cost Lx Tax:
Tatl Tax Cost 1)
‘Totnl Cost ne Tax:
Fevsice Qty:
Total Alewances
TERMS SOURCE
Terims Date
Best Teres:

0 | Orinis | Comments | Caneel |

2. Click Details. The Document Maintenance Detail window opens.
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Figure 5-20 Document Maintenance Detail Window

OIRAL
{Document Malntenance Detall
iDocumment I0: CUCOENT MEWO ocument Type: Deb Bes
Currmncy: USD Supplier: $111111115-Suppler She, Suppler 1159008981

liems

Swem Owvem | 9, Amount Per Unit Doe Prefix Document I0

2 sty [ |

[Tax Code - Rele i

" Delete em  yen " Dessaiiion [ —— AmiPerUrt  Gusbty  TaxCode TaxRate  Extorsdod Cont Ex Tax

O 100088600 12424360 bem B e ek -1 s E 200 {1400y
i ol

s u)

Total iems: 1 Toals 5 {1500

(.3 Detele heem | 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.

Figure 5-21 Document Search Window

You are logged in as: RETAIL USER User

Document Search
Acton | VEREREEN ~ |
DocumentType| | Document ID (% for partial search)
Status | ALL (Except Posted) |

Vendor Typs | Supplier 53 Vendor =

Order Number Q, Location | Q|
AP Reviewer Q|
In Cost Review | v Cost Reviewer Group Q,
In Quantity Review | v Quantity Reviewer Group Q
Document Date Range £ 10 £l Due Date Range £ 1o £
Currency qQ Consignment | | Deal | v/
Document Cost Range to Quantity Range to
Receipt Q ftem | Q)
Payment Terms Q Freight Payment Type | N

Details Exist | ~ Pre-paid Invoice v
e | Refresh | Cancel

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
ORACLE

You are logged in as: RETAIL USER User

.
Document Find )l XN

Status Doc Date Due Date Vendor Vendor Desc Location Location
Doc Order e
Shicet Dos Type Prefix Doc ID Al ~| A vl AN || A [ A vH_Au v [
[ Credit Hote Request - Quantity CNQ  CNOAUTH#112-39501 Approved 11-29-2010 27608 11-29-2010 8383888888 EIT US Supplier Cases 85 EIT US Store &&&ddédddddddd
[ Credit Mote Request - Quantity CNQ  CNOAUTH#5545-23501 Approved 08-07-2010 23702 08-07-2010 8888388835  EWUS Supplier Cases 60 EIT Test Store 2 Nick
[ Credit Mote Request - Quantty CNQ  CNOAUTH#712-54501 Approved 12-01-2010 27809 12-01-2010 6536888888  ETUS Supplier Cases 55 EIT US Store &&bbdbbbbbtbbd

1

Pay Invoice Deete | Cancel
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4. To display the item information, click a document number. The Document
Maintenance Header window opens.

Figure 5-23 Document Maintenance Header Window

[lrvoice Maintenance Heoader

Documend Type: Merchandise bvsice Vendor Tyge
nvniee | Group 0; 20602 Vrndor L=}
Iveice Status. ider W a %
oice Date: A Location &!
Maich Date: Irvoace Currency” Bxchange Habe:
Fvvuice Terrms: Q|
Crdar Terma: EDI invaoice:
Suppher Terms: pre-pad
Unnunky-Prid
Detais Aftached
Consignmest
Direct Store Detvery
Evalused Receit Selllement
Due e =
- Total Merchandese Cost Lx Tax oo

[reight Payment Type:
ToRst Hon-Merch Cost L Tax:

Payment 14 Stabus; Never Hewd

Tokal Cost Ex Tax:
Totnl Tax Cost (1]

Totnl Gost ne Tme:

Ievaice Qty.
Total Alowances.
AefHo. 1.
AnfHe > TEANS SOURCE
AefHo. 3. Teerms Dale
Antlo & Best Trres:

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

System Administration

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

System Options

Document History Days
Post Dated Document Days
Debit Memo Send Days

Max Tolerance %

Default Pay No:

Number of Allowed Taxes
Tax Validation Source
Tax Validation Type

Pozt Bazed On Doc Header

Debit Memo Prefix-Cost

Credit Note

Credit Memo Prefix-Cost
Debit Memo Prefix-Tax

Allows lookup items by VPN

Aute-resolution Re:

Match Using Reference 3 Field

calc Tolerance () Percent O Amount

Auto-resolution Reason Code For Credit Note Request-Cost 230
Code For Credit Note
e For Credit Memo

Code For Credit Memo-Qty 411

window opens.

Figure 6—1 System Options Window

1
100.000¢

Default Header Tax from Details

10.0000| %

DMC

st Prefix-Cost CNC

CHC
DIV

t-Qty 420

st

L 000

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

Cancel

Close Open Receipt Days
Cost Resolution Due Days
Qty Resolution Due Days

Days Before Dus Date

ax Resolution Due Days

‘ax Document Creation Level

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

Credit Note Request Prefix-Tax

Match using Reference 4 Field

onQ

cMQ

Chv

Receipt VWirite OTf # of Days [
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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

Post Based On Doc Header

Default Header Tax From
Details

Calc Tolerance

Tax resolution Due Days

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

The number of days old a document can be when entered into
the system.

The number of days prior to the invoice due date that a debit
memo is created and sent to the supplier if a credit note has not
yet been received. This applies only to suppliers where the Send
Debit Memo option is set to Only when credit Memo is Late.

The maximum tolerance allowed for any invoice throughout the
system.

This is the terms code used as a default value when manually
adding debit memo, credit memo, or credit notes via document
maintenance.

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 before the invoice due date that the system
will automatically route unresolved discrepancies.

The number of taxes allowed on an item. Valid settings are:
None - taxes are turned off.
Single — one tax code may be entered per item.

Source that the system uses to calculate and validate taxes.

The method to use when matching tax amounts. Valid values
are:

Recon — taxes on the invoice and retailer’s system must match
for the item.

Vendr - taxes on the invoice are assumed to be correct.

Retlr — taxes on item in retailer’s system is assumed to be
correct.

Notax — no tax is applied.

If selected, ensures that the posted amount is equal to total cost
in header of an invoice

Whether header level tax information must be entered before
invoice details can be entered. Set this to Yes to be able to
proceed to the details screen without entering 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
percentage difference is less than the Calc Tolerance % value, the
amounts will be considered equal.

The number of days by which tax discrepancies should be
resolved.

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



System Options

Table 6-1 (Cont.) System Options

Field

Description

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

Auto-resolution Reason

Code For Credit Memo-Qty

Match Using Reference 3
Field

Match Using Reference 4
Field

Receipt Write Off # of days

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.

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

Indicates whether reference field 3 will be used for matching by
Credit Note Automatch batch. If Yes is selected, reference field 3
will be populated with Credit Note Request ID on CNR and CN
documents.

Indicates whether reference field 4 will be used for matching by
Credit Note Automatch batch. If Yes is selected, reference field 4
will be populated with the invoice ID on CNR and CN
documents.

Number of days for which the system will maintain history of
receipts that have been written off.

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.
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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.

Figure 6-2 System Options Window

System Options

Decument History Days 0 Close Open Receipt Days 0 Receipt Write Off # of Days
Post Dated Decument Days 10 Cost Rezolution Due Days 3
Debit Memo Send Dayz 1 Qty Resolution Dus Days 2
Wax Tolerance % 100.000 Days Before Due Date 3
Defaut Pay Now Temms 183 Q

Number of Allowe: S '3\

Tax Validation Source

Tax Validation Type Tax Resolution Due Dayz 0
Post Bazed On Doc Header

Defautt Header Tax from Details Tax Document Creation Level

Cakc Tokrance @) Percent O Amount 10.0000) %

Debit Meme Prefix-Cost i Debit Meme Prefis-Qty DNQ
Credit Note Request Prefix-Cost CNE Credit Note Request Prefix-Qty chNa
Credit Memo Prefie-Cost CcHe Credit Memo Prefuc-Qty ChQ
Debit Memo Prefis-Tax i Credi Note Request Prefix-Tax CNV
Allow lookup items by VPN

Auto-rezolufien Reazen Code For Credit Note Request-Coat 230 0\

Auto-rezolution Reason Code For Credit Note Request-Qty 420 '3\

Auto-rezolution Reason Code For Credit Memo-Cost 567 '3\

Auto-rezolution Reason Code For Credit Memo-Qty M '3\

Watch Uzing Reference 3 Field Yes Watch using Reference 4 Field Yez
llote: To activate any system option changes made, you must firstlog 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 only when you log in after completing
the changes. To see the changes reflected, you must log out and log in
again.
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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:
s Create General Ledger Account Cross Reference

s Define General Ledger Options

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

GL Cross-reference
SetOf Books id | Q

Cross-reference Type Q

Cancel

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. Inthe 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

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

“You sre logged in as: RETAIL.USER User

iGL Options

Set Of Books Id

Cancel

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.

Figure 6-6 GL Options Details Window

You are logged in as: RETAIL USER User

[GL Options
Set Of Books W
Q
Segment Label Dynamic
Company

Location
Account
Department
Class
Affiate
Future1
Futurez
Future3
Future4

| Cancel

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

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

This section includes the following supplier options instructions:

= Maintain a Supplier

n  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.

Figure 6—7 Supplier Options Window

() A “Yeou are logged in ax: RETAIL USER Usar
Supplier Options
Supplier | Q Query
Details
AP Revigwer Q
Invoices For Supplier Manually-Paid
Match Inveices to Receipts from other Suppliers
Always Use Invoice Terms
ROG Date Allowed
Hold Invoices until Credit Note is received
Send Debit Memo
Close Open Receipt Days
Discrepancy Days Befare Routing
0K

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.
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= Send Debit Memo: Select the frequency to indicate when to send a debit
memo.

Possible values are:
Always - Indicates Debit Memo will be sent.
Never - Indicates a Credit Note Request will be sent.

Only when Credit Note is late - Indicates a Credit Note Request will be sent,
but later if the Credit Note does not come in on time, a Debit Memo is then
generated.

When this setting is either Never or Only when the Credit Note is Late, an
additional option called Hold Invoice is allowed. You can check or uncheck it.

Note: If Hold Invoice is checked, matched invoices will not post to
the Financial System until all Credit Note Requests associated with the
invoice are matched to Credit Notes. However, this option holds true
only if ReIM is integrated with the Financial Application System.

Figure 6-8 Supplier Options Window

You are logged in as RETAIL USER Usar
Supplier Options
Supplier | Q Query
Details
AP Revigwer Q
Invoices For Supplier Manually-Paid
Match Inveices to Receipts from other Suppliers
Always Use Invoice Terms
ROG Date Allowed
Hold Invoices until Credit Note is received
Send Debit Memo
Close Open Receipt Days
Discrepancy Days Befare Routing
0K

= 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.
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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.

Figure 6—9 Supplier Options Window

C ) A ( You are logged in as: RETAIL USER User
Supplier Options
Supplier | Q Query
Details
AP Revigwer Q
Invoices For Supplier Manually-Paid
Match Invoices to Receipts from other Suppliers
Always Use Invoice Terms
ROG Date Allowed
Hold Invoices until Credit Note is received
Send Debit Memo
Close Dpen Receipt Days
Discrepancy Days Before Routing
0K

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

Figure 6—10 Supplier Group Options Window

Supplier Group Options

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

[]Total Header Guantty Requirsd
Match Total Quantity

Delete Supplier ID Supplier Name 4
lo records found

v
“ ) >

oK Delete I

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

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

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

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

7. Click OK to save your changes and close the window.
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Delete a Grouped Supplier

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

Figure 6—11 Supplier Options Window

IR AL
Supplier Options

You are logged in as: RETAIL USER Usar

Supplier Q Query
Details
AP Reviewer @

Invoices For Supplier Manually-Paid
Match Invoices to Receipts from other Suppliers
Always Use Invoice Terms

ROG Date Allowed

Hold Invoices until Credit Note is received

Send Debit Memo

Close Open Receipt Days
Discrepancy Days Before Routing

| G |

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.

Figure 6—-12 Supplier Group Options Window

Supplier Group Options

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

D Total Header Quartity Reqguired
Match Total Guantity

Delete Supplier ID Supplier Hame a
Ho records found -
v
af >
OK I Delete

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

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

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

m Create Reason Codes

s 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.

Figure 6-13 Reason Code Maintenance Window

Dot Boapon Coda Tyoe Boaon Codg Banon Cond Depcrwtep Aglion Hint A
[ cost Dmcrepancy s Deny Cost Claim Defective Alow cormeclly asgied Desy Dugute
[ CostDwerepancy 0 Deay Cost Cim-DFt Alow cormectly apsied Deay Dagute
[] CostDacregancy % Deny Cost Claim-OFC Alow comectly apsied Deny Dapute
[] costDserecancy 740 Dieny Cost Clam OFT) Alow eomeetly apeies Demy Daputn
[] ot Dmermpancy 745 Dierry Cosed Claim Amotms fccousts Papabin sclion Fmunte Cont Dmcrepancy b
[] costDmereancy 750 Dieny Cost Cinimfingures Buyer scten Firmute Coat Dncresancy ‘@B
[0 Guamy Dcreancy 85 Deny Gty Clm 500 welght wrong for product Demy Dmeule
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1. In the Reason Code Type field, select the type of discrepancy for which you are
creating a reason code.

a0 DN

resolve the discrepancy.

In the Reason Code field, enter an ID for the reason code.
In the Reason Code Description field, enter the description of the reason code.
In the Action field, select the action to resolve the discrepancy.

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

6. If a comment is required when a reviewer is resolving the discrepancy, select the
Comments Required check box.
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Associate a General Ledger Account with a Reason Code

1.

Click Accounting Distribution. The GL Cross Reference window opens.

Figure 6—-14 GL Cross Reference Window
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Set Of Books 9 || Q

Cross-reference Type Qe e
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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.

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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User Groups

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

Code Maintenance window opens.

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.

Eal

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

= Delete a User Group

= Assign Users to a User Group

s Delete a User from a Group

»  Assign a Department/Class to a User Group

= Delete a Department/Class from a User Group

= Assign a Location to a User Group

s Delete a Location from a User Group

= Assign a Reason Code to a User Group

= Delete a Reason Code from a User Group
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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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Q Demo Users
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1. Click New. The User Group Details window opens.

Figure 6-18 User Groups Details Window
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Note: To activate any user group changes made, the user must first log out of Invoice Matching.

Members | OcpartmentiClasses | Locations | ReasonCodes |  Cancel |

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.
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= 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.

Figure 6—-19 User Groups Window
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1. Select a user group.
Click Delete.
You are prompted to confirm the deletion. Click OK.

P w N

Click OK to save any changes and close the window.
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Assign Users to a User Group

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

Figure 6-20 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.

Figure 6-21 User Groups Details Window
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.

Members] DepartmentiCiasses Locations Reason Codes ] CanoeI!
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3. Click Members. The User Group Members window opens.

Figure 6-22 User Group Members Window

bt Group Members

Avalatie Members Selected Members
| Umer A & ] Uinar o B -
sy, Demo 1 Demo Users (] Frecon, Alan agmn
User, Dema 2 Ders Users O Parekh, Wik At
User, Demo 4 Demo Users O USER, RETAL A
User Demo 5 Do Users. O User, Adewn A
=

User, fema & Dems Lisers User. Onme 3 Admin

Usr, Limbed Prive Cashiars

ooopoon

user,reast Cashiers

[6x] _camen|

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.

Edit a User Group

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

window opens.

Figure 6-23 User Groups Window

You are logged in as: RETAIL USER User

User Groups
Select User Group
O Admin
O Cashiers
@ Demo Users
Q Limited Privs Users.

1. Select a user group.

2. Click Edit. The User Group Details window opens.
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Figure 6-24 User Group Details Window
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.
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3. Click any user group that you want to edit — Members OR Department/Classes
OR Locations OR Reason Codes. The respective window opens.

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

5. Click the right arrow button to move the Available Members to the Selected
Members column.

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

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

Figure 6-25 User Groups Window
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7. Select a user group.

8. Click Edit. The User Group Details window opens.

Figure 6-26 User Group Details Window
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.

Members] DepartmentiCiasses Locations Reason Codes ] CanoeI!
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9. Click any user group that you want to delete — Members OR
Department/Classes OR Locations OR Reason Codes. The respective window
opens.

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.

Figure 6-27 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.

6-20 Oracle® Retail Invoice Matching User Guide



System Options

Figure 6-28 User Group Details Window

lopged in as: RETAIL.USER User
User Group Details

User Group

System Options

Supplier Options

User Group Maintenance

Reazon Code Maintenance

General Ledger Account Maintenance

Tokerance Maintenance

Invoice Entry | Cres
Document Entry dit v
Invoice Delete EI
Group Entry Approval Yes—V‘
EDI Review Edit |
(Group Entry Edi ¥
Invoice Matching Edit ™
Cost Discrepancy Maintenance Edit v
Quantity Discrepancy Maintenance Edt |
Tax Discrepancy Maintenance Edit »
Cost Discrepancies Review All v
Quantity Discrepancies Review All b4 ‘
\Accounts Payable Review Ho ¥
Deal Document Approval Yes ¥
Remove Hold On Document Yes ¥
Receipt Write-Off History Yes ¥
Dynamic Mapping Edrt_v

Hote: To activate any user group changes made, the user must first log out of Invoice Matching.
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3. Click Department/Classes. The User Group Department/Classes window opens.

Figure 6-29 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.
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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.

Figure 6-30 User Groups Window
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1. Select a user group.

2. (Click Edit. The User Group Details window opens.

Figure 6-31 User Group Details Window
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Note: To activate any user group changes made, the user must first log out of Invoice Matching.
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3. Click Department/Classes. The User Group Department/Classes window opens.

Figure 6-32 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: To select all department/classes, select the check box in the
header area.

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.

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

2. Click Edit. The User Group Details window opens.

Figure 6-34 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.
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Delete a Location from a User Group

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

Figure 6-35 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.

Figure 6-36 User Group Details Window
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.
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3. (Click Locations. The User Group Locations window opens.

Figure 6-37 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.

Figure 6-38 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 6-39 User Group Details Window
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3. Click Reason Codes. The User Group Reason Codes window opens.

Figure 640 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
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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.

Figure 6—41 User Groups Window
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1. Select a user group.

2. (Click Edit. The User Group Details window opens.

Figure 6—42 User Group Details Window
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3. Click Reason Codes. The User Group Reason Codes window opens.

Figure 6—43 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
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:

s Define the Tolerance Level for the System

s Delete a Tolerance Level from the System

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

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

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

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 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. 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.

6-30 Oracle® Retail Invoice Matching User Guide



System Options

Delete a Tolerance Level from the System

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 System.

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

Figure 6-47 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.

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

6. Click OK to close the window and save your changes.
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Define the Tolerance Level for a Supplier, Supplier Trait, or Department

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

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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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.
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Delete a 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.

Figure 6-51 Tolerance Maintenance Detail Window
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3. In the Delete column, select the type of tolerance you are deleting.

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

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

6. Click OK to close the window and save your changes.
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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 6-52 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 6-53 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.
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Receipt Write-Off History

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

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

View Receipt Write-Off History

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

Figure 6-54 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.

n  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.
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Dynamic Mapping

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

This section includes the following dynamic mappings:
s 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.

Figure 6-55 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.
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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 6-56 Dynamic Mapping for Location Window

Lzt
Company Segement

Localion Segement

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.

»  Click Add to create new segments for the location.

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

»  Click Cancel to go back to the main screen.
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