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Customer Support

Customer Support hours:
Customer Support is available 7x24x365 via e-mail, phone, and Web access.

Depending on the Support option chosen by a particular client (Standard,
Plus, or Premium), the times that certain services are delivered may be
restricted. Severity 1 (Critical) issues are addressed on a 7x24 basis and
receive continuous attention until resolved, for all clients on active
maintenance.

Contact Method Contact Information

Internet (ROCS) www.retek.com/support
Retek’s secure client Web site to update and view issues

E-mail support@retek.com

Phone US & Canada: 1-800-61-RETEK (1-800-617-3835)
World: +1 612-587-5800
EMEA: 011 44 1223 703 444
Asia Pacific: 61 425 792 927

Mail Retek Customer Support
Retek on the Mall
950 Nicollet Mall
Minneapolis, MN 55403

When contacting Customer Support, please provide:
e Product version and program/module name.

e Functional and technical description of the problem (include business
impact).

o Detailed step by step instructions to recreate.
o Exact error message received.

e Screen shots of each step you take.


http://www.retek.com/support
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Chapter 1 — Retek Invoice Matching Overview

Retek Invoice Matching (RelM) supports verification of merchandise invoice
cost and quantity prior to payment. RelM receives invoice data via electronic
data interchange (EDI) or manual entry into the system. Invoices that are
manually entered can be entered as a group or individually.

Invoice records are verified against associated receipts in an automated matching
process. If invoices are matched to receipts within tolerance at the invoice header
level, they are evaluated for 'best payment terms' and posted for payment. The
retailer's accounts payable system processes the payment and posts
corresponding accounting entries.

If invoices and receipts are not matched at the invoice header level after a
specified period of time, the auto-matching process will attempt to match at the
line item level, within tolerances. If matches are not identified at the line item
level, the process will calculate a cost or quantity discrepancy that is 'routed' to
defined user groups for resolution.

Discrepancies are resolved through application of reason codes based against a
set of defined actions (e.g., charge-back supplier) which determine how a
discrepancy is resolved. Discrepancies are routed out of the auto match process,
and the manual identification of summary and detail level matches begins.

Purpose
This user guide provides you with:
e Overviews of the functional areas of the software

e Step — by — step procedures for completing specific tasks

Prerequisites

You do not have to have experience using Retek Invoice Matching software to
use this guide. You should be familiar with:

e Operating a personal computer (PC), keyboard, and mouse.

e MS Windows 98 operating system or higher and Internet Explorer 5.0 web
browser

Also, verify that all components of Retek Invoice Matching software have been
successfully installed.
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Related Documentation

Additional documentation is available for the core merchandising system. Those
documents are as follows:

Name of Manual

Description

Installation Guide

Hardware/software/browser
requirements

Installation instructions

Operations Guide

Dataflows within RMS

Dataflows between RMS and other
Retek products

Dataflows between Retek products
and third-party software.

Functional overviews of batch
programs.

Detailed designs of batch modules.

Data Model

Relational integrity diagrams
Table names and descriptions
Column summaries

Primary and foreign keys
Check constraints

Online Help

Online help available with the
software
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Business Process

Business Process

Resolve discrepancies

¢ Review cost discrepancies
e Review quantity discrepancies
o Create memos and requests
Match invoices with receipts

e Summary match documents
o Detail match documents

Enter and review invoices

¢ Review EDI uploads
e Split invoices with multiple locations
e Enter document groups
¢ Create a merchandise invoice
¢ Create a non merchandise invoice
Maintain Invoice Matching parameters

¢ Maintain system options

e Maintain supplier options

¢ Maintain general ledger accounts
e Maintain reason codes

¢ Maintain user groups

e Maintain tolerance levels
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Chapter 2 — Navigate RelM

Overview

This section describes how to navigate within the system. The following topics
are discussed:

e Navigate within a window: Several tools are found in system that will help
you enter data; list of value (LOV) buttons, drop-down lists, and calendar
buttons

e Sort and Filter: You can sort and filter data so that you can view the
appropriate information. A column that can be sorted has an underlined
column heading. A filter allows you to limit the records listed in the column
to those that match your filter criteria.

o Flexible columns: You may customize the columns you can view on a
window by clicking on the column button. You may change the columns that
are hidden or displayed, or the order in which columns appear. Once your
rearrange the columns, your window will maintain the view every time you
open the window.

Procedures

Log on to and exit RelM

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

Log on to RelM

1 Onthe Login window, enter your user name in the Username field.

2 Inthe Password field, enter your password.

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

Exit RelM

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

2 Click OK. You are returned to the Login window.

Navigate within a window

Use a drop-down list

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

1 Click the down arrow | button. A drop-down list of options displays.

2 Select a value from the drop-down list. The selected option is entered in the
appropriate field.
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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 LOV will be empty if no values are defined for the list.

1
2

3

Click the LOV E button. A list of options is displayed.
Select an option from the list.

OR

You may double click on an option in the list of values to populate a field.
Click OK. The selected option is entered in the appropriate field.

Sort and filter information

Filter information

To select the criteria, choose from the values in the drop-down list associated
with the field. You may filter multiple columns at the same time. The table
displays only records that match the selected criteria.

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

Sort information

To sort the list, click any underlined column heading. You can only sort one
column at a time. An arrow indicates the column that is currently sorted, as
well as the order, ascending or descending.

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

Flexible columns

Hide or display a flexible column

1
2

3

Click the column IIL button. The Column Ordering window is displayed.
Select a column heading.

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 ** can not be hidden.

When the columns are in the Hidden and Visible Columns area as desired,
click Apply. You are returned to your previous work area.
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Change the column order
1 Click the column II button. The Column Ordering window is displayed.

2 Select a column heading. Click the up arrow 4| button or down arrow ¥/
button to move the column heading order.

= Moving the column heading up on the list places it to the left side of the
screen.

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

= To move a column to the top of the list, select the column heading and
click top F button

= 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 order desired, click Apply. You are returned to
your previous work area.
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Chapter 3 — Document entry

There are three ways invoices are loaded into the system, EDI, group entry, and
single invoice entry. Alternatively, additional invoices may be entered into the
system when an invoice with multiple locations is split into single locations. The
majority of the invoices are sent to Retek Invoice Matching via Electronic Data
Interchange (EDI). If the data on the invoices can be verified, then they will be
ready to match. If the data can not be verified, then you need to manually correct
the inaccurate data on the invoice.

Review EDI uploads

Overview

The EDI maintenance windows allow you to 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 will be updated with the new value.

Procedures

Correct arejected EDI invoice

2 Navigate: On the Document Entry tab, click EDI Maintenance. The EDI
Maintenance window is displayed.

ah Matze MATZES

DB URL: &

i, Dada Source: el Log Path:  Awthendication: DATABASE

R EDIGENN 0515394564260000000013 12-09-2002 $7,500.00 Invvalid duplicate vendor document number

[~ 801-RelW Mon Linked Supplier 801 WERIFYDEFECT 12-09-2002 $18,1584 52 Invalicl cuplicate vendor document number

[~ &01-RelM Nan Linked Supplier 801 EDIGENM] 05263665337 30000000007 12-09-2002 $18,092 31 Invalidl cuplicate UPC

[~ 801-RelW Mon Linked Supplier 801 EDIGEMLAUEA 12-09-2002 $18,000.00 Invalidl cuplicate UPC

[~ &01-RelM Nan Linked Supplier 801 EDIGENM] 0526366533230000000001 12-09-2002 $18,000.00 Invalict lacation

[~ B00-RelW Mon Linked Supplier 800 EDIGERM1 0531105352260000000000 12-09-2002 $15,000.00 Invalict lacation

r gi?ssuouomhe Furniturs COmPaNY  eryo eyt 052774113047 0000000008 12-09-2002 22,500 00 Irvvalid duplicate LPG

r SSDDUDUDDDDDUDUDDDSSTBS* SUpEErs EDIGENN1 0528437 499030000000000 1 2-09-2002 18,184 52 Invalid arder number and supplier combination
[~ &01-RelM Nan Linked Supplier 801 EDIGENM] 0528606330950000000007 12-09-2002 $26,417 52 Invalidl cuplicate UPC

[~ BO00-RelW Mon Linked Supplier 800 EDIGERM1 05311489301 50000000005 12-09-2002 $15,000.00 Invalict lacation

Company
131:3130000-Long March Shos

Mass Correction |

petete | [ cancel |

Delete Supplier Invoice Date Total Invoice Reject Reason
r IA" LI Invoice Humber All bl Cost Al LI
[~ 245 EDIGENM] 0528366533330000000002 12-09-2001 $18,000.00 Invalidl supplier number
| [1FSEEHLEng e S EDIGENN! 0527 453342540000000002 1 2-09-2002 §7 500,00 Invalicd arder number and lacstion combination

Retek )/

EDI Maintenance window
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1 Inthe Invoice Number column, click an invoice humber. The EDI Rejected
Invoice Details window is displayed.

Data Source: nrc? Log Padh:  Awhentication: DATAEASE

Reject Reagon Invalid duplicate UPC

Invoice EDIGEMRM10527711139470000000008 Terms |E|2 g‘\ 5% 30 Days
Supplier [F678300000 = The Furnire Company P ordero. 21042 =
Invoice Date M;@ Location |1 018 ESavannah
UPC / Supplement ! SKU Quantity Unit Cost Total Line kem Cost j
Jsootooooiges  ESJUPC-a for Test tem 10005723 [0 [iooosizs 500 $15.0000 $7,500.0000
Jsootooooiges  ESJUPC-a for Test tem 10005723 [ [rooosrzs 500 §15.0000 $7,500.0000
Jeootooootess  EfUPc-s for Test llem 10005723 [0 [rooosrzs 500 §$15.0000 $7,500.0000

]

Retry Imvoice |
Retek 7))/
EDI Rejected Invoice Details window
2 The fields that must be edited are enabled.

» To select a different supplier, in the Supplier field enter the correct
supplier 1D, or click the LOV g button and select a supplier.

= To select a different invoice date, in the Invoice Date field, enter the
correct invoice date, or click the calendar £l button and select an invoice
date.

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

= To select a different order number, in the Order No. field, enter the
correct order number, or click the LOV 5 button and select an order
number.

= To select a different location, in the Location field, enter the correct
location, or click the LOV 5 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 E button and select a
location.
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3 Click Retry Invoice. You are returned to the EDI Maintenance window.

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

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

Delete EDI invoices

2 Navigate: On the Document Entry tab, click EDI Maintenance. The EDI
Maintenance window is displayed.

1 Inthe 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.

Click OK. The invoice is deleted from the system.
4 Click Cancel to close the window and save your changes.

Correct multiple rejected EDI invoices

© Navigate: On the Document Entry tab, click EDI Maintenance. The EDI
Maintenance window is displayed.

1 Click Mass Correction. The EDI Reject Mass Correction window is
displayed.

Vo are Iogged i as: Sarsh Bfsto: BMEATZES
EDI Reject Mass Correction
Supplier [s000000005  Efest Suppier's "so00000005"

DE URL: jdbcioracle thin: @mepdev?t: 1522 mmeimdi, Dada Source: one?d Log Path:  Awthentication: DATAEASE

Type I VI
Qe tem | =|
Mew ftem I g I I

Repiace | Dokt |

EDI Reject Mass Correction window

2 Inthe Supplier field, enter the supplier 1D, or click the LOV = button and
select a supplier.

3 Inthe Type field, select the type of change you are making, a change to an
item ID or an order ID.

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

6 Click Replace to save your changes and close the window.
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Delete multiple rejected EDI invoices
2>

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

Click Mass Correction. The EDI Rejected Documents Mass Change
window is displayed.

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

In the Type field, select Order.

Note: You can only delete orders.

In the Old Order field, enter the order ID, or click the LOV g button and
select the order that is being deleted.

Click Delete. You are prompted to complete the deletion.
Click OK. You are returned to the EDI Maintenance window.

Click Cancel to return to the main menu.
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Enter document groups

Overview

The Group Entry window allows you to manually enter merchandise invoices,
non-merchandise invoice, and credit notes into the system. When you enter the
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. Once the group is approved, you can begin matching the
invoices.

Procedures

Create a new invoice group

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

Wi hlatze MATZES DB URL: jdb L. ) mmgl, Data Source: onc? Log Path:  Awthendication: DATABASE
Group Entry List I
EtATTE] St Control Calculated Variance Control Calculated Yariance Currency Ereatell
Delete Group ID |A" 'l Al . Total Total Total Count  Count Count Code Al 2
[~ 22416 04-15-2003 Wiarksheet ($200.0000) ($200.0000) $0.0000 1 1 ouUsD HOENEJI
™ 22801 04-16-2003 Wiarkzheet $0.0000 $187.0000 F167.0000 0 El 3UsD WORPJ
- 207 04-21-2003 ‘Wiarksheet $0.0000 ($205.0000) ($203.00007 0 20 20 USD SHIW AP &
[~ 23019 04-21-2003 Submitted $80.0000 $90.0000 $0.0000 1 1 0UsD HOENEJ
[~ 23020 04-21-2003 Wiarksheet $0.0000 $1,206.0000 $1,206.0000 0 ] 5 UsSD SHIY 2P,
[~ 23022 04-21-2003 ‘Wiarksheet $0.0000  $234,279.0000  §$234,279.0000 0 2 2UsD HOENEJI
[~ 23023 04-21-2003 ‘Wiorksheet $0.0000 $3.0000 $3.0000 0 2 2UsD PATTERK
[ 23028 04-21-2003 ‘Winrkzheet $1.0000 $6.0000 $5.0000 o 2 2UsD SHIV APA
[~ 23029 04-21-2003 Wiarksheet $0.0000 $209.0000 $209.0000 0 G aUsD SHIW APA
[~ 23030 04-21-2003 Wiarkzheet $0.0000 $157.0000 $157.0000 1 ] 4 UsD SHIW AP &
[~ 2303z 04-21-2003 ‘Wiarksheet $33.0000 $:55.0000 $2:5.0000 1 | 23D PETERLA
[~ 2303 04-22-2003 ‘Winrkshest $0.0000 (10.0000) (510.00007) 0 1 1 USD SHIW AP &
[~ 2304 04-22-2003 Wiarksheet $22.0000 $22.0000 $0.0000 1 1 0Ush PETERLA
il 04-22-2003 Submitted $12.0000 $12.0000 $0.0000 1 1 0UsD PETERLA
[~ 23304 04-23-2003 ‘Wiorksheet $0.0000 $5.0000 $5.0000 0 1 1 USD KIBIRA]
1234367891011 [Nexd]
Advanced Search I Clear Advanced Search | NE_WI Delete | Cancel I

Group Entry List window
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1 Click New. The Group Entry window is displayed.

wh Mitse MATZES DB URL: j @ 26 21, Data Sowmce:mncd Log Pamh: Awhenticafion: DATAEASE

Entry Date: 12-09-2002 Currency | =01 EUE Dallzr Status: Worksheet

Vendor Type

Document Type Supplier = Document Date Terms Ref Ho. 1
Merchandize Invaice LI | g | E I g | Apply Defaults
bocument Entry Ml

Document Hon-
pocument Type Vendor Type Doc Ho. Date Terms Order Ho.  Location Total Oty Total Cost Merch Ref Ho. 1
Supplier -

Merchandise Imvaice ﬂl 5 | I EI 5 I 5 5 I I o I

Existing Documents 1| [EEVEENIES
Delete Document Type Vendor DocHo. DocumentDate  Terms Due Date Order Ho. Location  Total OtyMerch CostHon Merch Cost Total CostRef Ho. 1
[~ Merchantise Invoice 1212120000 - Glassware Products Ltd. 53632633 12.08-2002  06- 1.5% Monthly 12-13-200210200 1014 - Baftimare: 1 .00 $0.00 §1.00
[~ Credit Note 478 - Large Supplier RRTTGGG  12-09-2002  02-1.5% 30 Days12-10-2002 1 (§2.00) $0.00  ($200)
[ Credit Nate 478 - Large Supplier EWRTGEGG  12-09.2002 02 -1.5% 30 Days12-10-2002 1 ($2.00) 000 (52000
[~ Cresit bote 478 - Large Supplier SDGRGG 12-089-2002 02 -1.5% 30 Days12-10-2002 1 (32.00) 000 ($2.00)
[~ Crexit Note 478 - Large Supplier S5TTGG 12092002 02 -15% 30 Days12-10-2002 2 ($4.00) $0.00  (§4.00)
[~ Credit Nate 478 - Large Supplier VWAEDFRF  12-09.2002 02 -1 5% 30 Days12-10-2002 3 (35.00) $0.00 (35000
I e o = LioerD e 20 soonodop

Calculated Total ($205.00) Calculated Count 20
Control Total I $0.0000 Control Count o
Variance ($205.0000) Variance 20

&I Delete Calculate Variance | Cancel |
Group Entry window

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

Define default information for the documents in a group
Note: Click Show to display the available fields in the Defaults area.

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

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

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

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

5 Inthe Terms field, enter the terms code, or click the LOV E button and
select the terms.
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Add documents using default information

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

2 Inthe Doc No. field, enter the document ID.

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

4 Inthe Location field, enter the location ID or click the LOV 5 button and
select a location ID.

5 Inthe Total Qty field, enter the total number of items on the document.
6 Inthe Total Cost field, enter the total costs on the document.

7 Complete the document group.

Add documents without default information

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

2 Inthe Vendor field, select the type of vendor that sent you the document, a
partner or supplier.

3 Under the Vendor field, enter the vendor ID, or click the LOV 5 button and
select the vendor.

4 Inthe 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.

6 Inthe Terms field, enter the terms code, or click the LOV E button and
select the terms.

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

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

9 Inthe Total Qty field, enter the total number of items on the document.
10 In the Total Cost field, enter the total costs on the document.

11 Complete the document group.



16 Retek Invoice Matching

Complete the document group
1 Add additional non-merchandise costs as necessary.

a Inthe Document Entry area, click the amount in the Non-merch field.
The Non Merchandise Cost window is displayed.

-3 Non Merchandise Cost - Microsoft Internet Explorer 1ol =l
Non Merchandise Cost
Invoice Humber : TEST Amount
-
Dizcount - Incertive I 00000
Display &lloywances I 00000
Expedited Shipmerts I $0.0000
Ereicht I $0.0000
Goods and Service Tax Charge I $0.0000
Installation I $0.0000
Labeling I $0.0000
Letter Of Credit Processing I 00000
Packacing I 00000
Service Charge I 00000 ﬂ
GL Cross-reference for Siobhan Test =
1 2 3 4 5 L] T L] 9 10
=il 2002 =03 siod =S siof sia? 3005 =iod =i010
Type: Company  Location Account Department Clags Affiliate Future1 Future? Future3 Futured ﬂ
Total: $0.0000
Ok | Calculate Total Cancel

Non Merchandise Cost window

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

¢ Click Calculate Total. The sum of the non-merchandise costs is
displayed in the Total field.

d Click OK to save your changes and close the window.
Click Add. The document is added to the Existing Documents area.
Click Calculate Variance. The remaining variance is displayed.

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

aa B~ W DN

Click OK to submit the group for matching. The Group Entry List window is
displayed.
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Edit an existing document group

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

1 Inthe Group ID column, click a group ID. The Group Entry Detail window

mmesim@i, Data Source: nnc? Leog Path:  Awhendication: DATAEASE

Entry Date 04-16-2003 Currency 5D Status Vorkshest

Existing Documents

Location
Hon i inti
Yondor Yondor Deee Document Document Due Total Merch Merch Total Order Location  Description
Delete | Al :l' Al :l' Doc Ho. Type Date Terms Date Oty Cost Cost Cost Ho |&I x| |&l 2
I~ 1313130000 Long March Shoe Compary SYUULTT Credt Mote  12-08-2002 gg‘é::: 123-0029- -88  §87.00 $0.00  §57.00 1000
[© 1212120000  Glassware Products Lid. RORIGKGO Credl otz 12062002 501 5% 1508 23 wr7a0 5000 $77.0011201 1005 Oskland
I~ 2222220000 Lewvi Strauss Pry Ltd RRTRGBGG Credt Mote  12-08-2002 gﬁé:\z’ 123700297 -52  §23.00 $0.00 $23.00 1000
Caleulated Total 187 .00 Calculated Count 3
Control Total 2 Control Count| o
Variance Uncalculated Variance 3
0K Vorksheet I Submit | ARRrove. | Calculate Wariance | Add | Delete I Cancel

Retek a2/

Group Entry Detail window

2 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 is displayed.

Add documents as necessary.

[o2 TN &) B > NN OV

Delete documents from the document group as necessary:

a Inthe Delete column, select the invoice you are deleting.
b Click Delete. You are prompted to confirm the deletion.
¢ Click OK. The invoice is deleted from the system.

7 Click OK to submit the group for matching. The Group Entry List window is
displayed.



18 Retek Invoice Matching

Delete an existing document group

=

1
2
3
4

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

In the Delete column, select the document group you are deleting.
Click Delete. You are prompted to confirm the deletion.
Click OK. The document group is deleted from the system.

Click Cancel to close the window and save your changes.

Approve a document group

=

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

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

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

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

Click OK. You are returned to the Group Entry List window.
Click Cancel to close the window and save your changes.
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Split invoices with multiple locations

Overview

The parent invoice windows allow you take an invoice with multiple locations
and simplify the invoice by splitting it into multiple invoices with 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 single locations before you can save your changes.

Procedures

Split invoices with multiple locations

2 Navigate: On the Document Entry tab, click Parent Invoice List. The Parent
Invoice List window is displayed.

(45! Surs Bime MATZES DB URL: jdb ingi, Data Seurce: onsy Log Pah:  Awhentication: DATABASE
Parent Invoice List
Split
Supplier Purchase Location Total Invoice Total Invoice Terms Invoice Indicator
Parent Invoice 1D Al = Order IA" j' Currency Cost Quantity IA" j' Date IA" j'
EXT-1001 1212120000 34567 1002-Macisan UsD $18,000,0000 1,500 Due Immediately  04-14-2003 ¥
EcliGenn10516274131630000000009 1234560000 20970 jEl:;Char'esmn S usp 26,417 5191 1,500 1.5% 30 Days 12-09-2002 ¥
12345678001 234567A901 234567690 124 2120000 34567 102 Madisan UISD $18,000 0000 1,500 Due Inmediately  04-14-2005 ¥
Edlienn10516295711220000000000 1313130000 20872 ]gl:;(:ha"em” ®  usp §7,592.3100 1,500 1.5% 30 Days 12082002 ¥
EXT-1000 1212120000 12345 1003 Pearia UsD $14,150,0000 1,355 2.5% Morthly 04142003 ¥
" 1018-Charleston's
EdiCzenn1051629571 2020000000008 1313130000 20874 e UsD $15,917 5191 1,500 1 5% 30 Days 12.08.2002 ¥
EdiGenn10516295712120000000011 1313130000 20874 1021-DuiLth UsD $15,825 3091 1,500 1.5% 30 Days 12-09-2002 ¥
EdiGenn10516295712320000000012 5675900000 20975 1019-Jacksonvile  USD $22 654 5200 1,500 1.5% 30 Days 12-09-2002 N
EcliGenn10516295712420000000014 5675900000 20975 1021-DuiLth UsD $22,500,0000 1,500 1.5% 30 Days 12-09-2002 N
1
Cancel |

Retek 73

Parent Invoice List window
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e |nthe Parent Invoice ID column, click an invoice number. The Parent
Invoice Header window is displayed.

gty Source: nned Log Path:  Aachendicaion: DA

Parent Invoice Header

Parent Invoice ID: EdiGenn 05162957121 20000000011 Total Merchandise Cost:  §7,500.0000 Invoice Date: 12-09-2002
Supplier: 1313130000-Long March Shoe Company Total Hon-merchandise Cost:  §8,325 3091 Invoice Terms: 02-1.5% 30 Days
Purchase Order: 20974 Total Invoice Cost:  §15,825.3091 Pre-paid: M
Location: 1021 -Duluth Total Guantity: 1,500
Default From Order: I g Defaufts |
Location: g Child Merchandise Cnst:l Child Quantity:l Apply | | Updste |
Delete
- Child Invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quantity
[~ EdiGenni05162857121 20000000011 LOC1 000 Merchandize Invoice 20974 Charleston's "Ace" 7000.0 1000.0
[T EdiGenn10515295712120000000011L0C1 002 Merchandize Invoice 20974 Maciison 500.0 500.0
[T EdiGenn10516295712120000000011LOC1 021 KM Mon-Merchandize Invoice 20974 Duluth §325.3091 0.0
Undistributed Cost: $0.0000 Undistributed Quantity: u]
Ok | | Delete | Cancel |
Retek 7))

Parent Invoice Header window

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

Add child invoices

1 Inthe Location field, enter the location ID, or click the LOV 5 button and
select the location.

2 Inthe Child Merchandise Cost field, enter the amount of the parent invoice
that should be assigned to the child invoice.

3 Inthe Child Quantity field, enter the number of items from the parent invoice
that should be assigned to the child invoice.

4 Click Apply. The results are displayed on the table.
Edit child invoices

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

2 Update the enabled fields as necessary.

3 Click Update. The table is updated with the new information.
Delete a child invoice

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

3 Click OK. The child invoice is deleted.
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Complete the distribution
1 Completely distribute the cost and the quantity of the parent invoice.

Note: Once you click OK, you may not change the cost and quantity
distributions.

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

Default child invoice information from a purchase order

2 Navigate: On the Document Entry tab, click Parent Invoice List. The Parent
Invoice List window is displayed.

1 Inthe Parent Invoice ID column, click an invoice number. The Parent
Invoice Header window is displayed.

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

2 In the Default From Order field, enter the purchase order ID or click the
LOV = button and select a purchase order.

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

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

5 Complete the distribution.

Add invoice details to a child invoice

2 Navigate: On the Document Entry tab, click Parent Invoice List. The Parent
Invoice List window is displayed.

1 Inthe Parent Invoice ID column, click an invoice number. The Parent
Invoice Header window is displayed.

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

2 Add all child invoices to the parent invoice header.

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

3 Inthe Child Invoice ID field, click the child invoice ID number. The Child
Invoice Detail window is displayed.

4  Click Details. The Invoice Maintenance Detail window is displayed.

5 Inthe Item field, enter the item ID, or click the LOV gbutton and select an
item ID.

6 Inthe Invoice Qty field, enter the number of the item on the invoice.
7 In the Unit Cost field, enter the cost of one unit of the item.
8 Click Add Item. The item is added to the invoice.
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Edit an item

1 On 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 Inthe 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 Child Invoice Detail window.

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



Chapter 4 — Document maintenance 23

Chapter 4 — Document maintenance

Create a merchandise invoice

Overview

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.

Procedures

Create a merchandise invoice

2 Navigate: On the Document Maintenance tab, click Document Search. The
Document Search window is displayed.

cin@i, Data Sewmee: ns? Log Path:  Awdhendication: DATAEASE

ST = sroct |
s 7]
vendor Type [Suppier v wender [ =
order Numper [ = Location | =
AP Reviewer | g
nCost Review? | =] Cost Reviewer Group | =
In Quantty Review? [ =] T P | =
Document DateRange | @l | DueDseRenge | @l @
Currency | g
Document Cost Range | to] Quantity Range | to]
Receit| = | =
Payment Terms | = Freight Payment Type | |
petalsExst | ¥] Prepadinvoee | 7]
ok | [Search ]| Refresh | cancel |

Document Search window
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Create the merchandise invoice header
1 Inthe Action field, select New.

2 In the Document Type field, select Merchandise Invoice.

3 Click OK. The Invoice Maintenance Header window is displayed.

b Miatm: MATEES DB URL: ji

TmeimBi, Data Seurce: mns? Log Path:  Anhendication: DATABASE

Invoice Maintenance Header

Document Type  Merchandise Invoice Wencor Typelm
Invaice: I Vendorl g
Invoice Status: Ordler Mo: I—E
Invoice Date; I—@ Locatinn:l g
Approve Dete Irweice Currency: Exchange Rate:
Invoice Terms: I g
Crder Terms: [~ EDI Invaice
Supplier Terms: [~ Pre-Paid
[~ Manually-Paid
[~ Details Attached
buepate[ BB
Freight Paymert Type: | k2| Total Merchandise Cost: $0.0000  Calculste |
Total Mon-Merch Cost: $0.0000
Tocest [
Irveaice Ghy: I—
Total Allowances:
Ref o 1: |
Ref Mo, 2 I TERMS SOURCE
Ref No. 5 I Terms Date:
Ref No. 4 I Best Terms:
Retek 7))

Invoice Maintenance Header window

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

5 Inthe Vendor field, enter the supplier ID, or click the LOV = button and
select a supplier.

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

7 Inthe Location field, enter the location ID, or click the LOV E button and
select a location.

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

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

10 In the Total Cost field, enter the total amount of the merchandise and non-
merchandise costs of the invoice.

11 Inthe Invoice Qty field, enter the number of items on the invoice.

12 Enter additional information in the enabled fields as necessary.
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13 Add non-merchandise costs as necessary.

a
Merchandise Cost window is displayed.

7 Non Merchandise Cost - Microsoft Internet Explorer

In the Total Non-Merch Cost field, click the amount. The Non

=10 x|
Non Merchandise Cost
Invoice Humber : TEST Amount
~
Digcourt - Incertive I 00000
Display Allowances I 00000
Expedited Shipments I 00000
Freight I 00000
Goods and Service Tax Charce I $0.0000
Ingtaliation I $0.0000
Labeling I $0.0000
Letter Of Credit Processing I 00000
Packacing I 00000
Service Charge I 00000 ﬂ
GL Cross-reference for Siobhan Test =
1 2 3 4 5 L] T L] 9 10
siol sin2 sin3 =ind sin3 =iof siof siod siod sin10
Type: Company  Location Account Department Class Affiliate Future1 Future2 Future3 Future4 ﬂ
Total: $0.0000
Ok | Calculste Total cancel

Non Merchandise Cost window

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

c Click Calculate Total. The sum of the non-merchandise costs is
displayed in the Total field.

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

14 Click Calculate to calculate the total merchandise cost of the invoice.
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15 Add comments as necessary.
a Click Comments. The Comments window is displayed.

4 anfi, Data Seurce: nns? Log Puh:  Awhendication: DATABASE
Comments

Document ID TEST
Document Type Merchancise Invoice

Usage Type IExternaI VI
Hem | =
Bl
Comment
=
Al
Exisgting Comments
kem
Usage Type User I Date All 'I Comments

Ho records found

o |
Retek 7/

Comments window

b Inthe Usage Type field, select Internal or External.

¢ Inthe Item field, enter the item ID, or click the LOV button and select an
item.

d Inthe Comment field, enter your comments.
e Click Add. Your comment is added to the table.
f  Click OK to save and changes and close the window.
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Add details to a merchandise invoice
1 Click Details. The Invoice Maintenance Detail window is displayed.

Data Soumce: s Log Pafh:  Ancfhendicadion: DATABASE

Invoice Maintenance D

Invoice: TEST
Supplier: 475-Large Supplier Currency: USD
Total Invoice Merch Cost: $500.0000 Total Invoice &yt 100
Select Receipt Receiving Location Description Order Ho. Total Receipt Amount Receipt Oty Receipt Date
Ho records found
elect all
lear all Default from Receipts Default from Crder
Items
ftem % Invoice Qty | Unit Cost | Add tem | Upciate fem |
Delete e Description Invoice Oty Inv. Unit Cost Extended Cost
Ho records found
elect all
lear all
Totals Total kems: 0 Total Invoice Guantity: a Total Extended Cost: $0.0000
Invoice Quantity Variance: (100) Extended Cost Variance: ($:300.0000)
Ok Delete tems Cancel
LEES 7/

Invoice Maintenance Detail window

N

In the Item field, enter the item ID, or click the LOV button and select an
item ID.

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

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

Edit an item

1 On 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 Inthe Delete column, select the item you are deleting.

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

N

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

w
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Complete the invoice

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

2 Click OK to save the changes and close the Invoice Header Maintenance
window.
Default items details from a receipt or purchase order

2 Navigate: On the Document Maintenance tab, click Document Search. The
Document Search window is displayed.

1 Create the merchandise invoice header.
2 Click Details. The Invoice Maintenance Details window is displayed.

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 item
details from the receipts received you against the invoice are displayed in the
table.

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

Complete the invoice.
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Create a non merchandise invoice

Overview

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

Procedures

Create a non merchandise invoice

2 Navigate: On the Document Maintenance tab, click Document Search. The
Document Search window is displayed.

In the Action field, select New.
In the Document Type field, select Non-Merchandise Invoice.
Click OK. The Invoice Header Maintenance window is displayed.

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

aa A~ W N -

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

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

7 Inthe Location field, enter the location ID, or click the LOV E button and
select a location

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

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

10 Enter additional information in the enabled fields as necessary.
11 To add non-merchandise costs:

a Inthe Total Non-Merch Cost field, click the amount. The Non
Merchandise Cost window is displayed.

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

c Click Calculate Total. The sum of the costs is displayed in the Total
field.

d Click OK to save the changes and close the window.
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12 Add additional comments as necessary.

a
b
c
d
e

Click Comments. The Comments window is displayed.
In the Usage Type field, select Internal or External.

In the Comment field, enter your comments.

Click Add. Your comment is added to the table.

Click OK to save and changes and close the window.

13 Click OK to save the changes and close the window.
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Create memos and requests

Overview
In addition to creating merchandise and non-merchandise invoices, you may
create different types of memos, notes, and request. You may create the
following types of documents:
e Credit memo - cost
e Credit memo - quantity
e Credit note
o Credit note request - cost
e Credit note request - quantity
e Debit memo - cost
e Debit memo - quantity
Procedures

Create a document

2 Navigate: On the Document Maintenance tab, click Document Search. The
Document Search window is displayed.

1 Inthe Action field, select New.
2 Inthe Document Type field, select the appropriate document type.

3 Click OK. The Document Maintenance Header window is displayed.

om are n 260 Sarah st MATZES DB URL: jdhcoracle thin @mepdev]? 1521 :devdi, Dada Source: tnelll Log Path:  Awdhenticadion: DA TARASE

Document Maintenance Header

Create [Dn MATZIES

Documert ID: [227  [455512 Supplier: | =|
Qrder No: I g
Lacation: | g

Document Type: Credit Memo - Quantity Document Currency: Exchange Rate:
Documenit Status:
Approve Date:
Document Date: 03-10-2001

Payment Terms: [a7 St vorthly
Due Date: [oé-05-2001 (68

Tatal Merchandise Cost: $0.0000
Total Mon-Merch Cost: §0.0000
Total Document Cost: $0.0000
Ref Mo, 1: | Document Gty o

Ref No. 2 |

Ref No. 3 |

Ref No. 4 [

Ok Ol +Repeat Details Reverse ﬂl Cormiments | Cancell
Retek 7/

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

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

6 Inthe Order No. field, enter the order ID associated with the document, or
click the LOV 5 button and select a document number.

7 Inthe Location field, enter the location ID, or click the LOV E button and
select a location.

8 Add non-merchandise costs as necessary.

a

d

In the Total Non-Merch Cost field, click the amount. The Non
Merchandise Cost window is displayed.

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

Click Calculate Total. The sum of the costs is displayed in the Total
field.

Click OK to save your changes and close the window.

9 Add comments as necessary.

Click Comments. The Comments window is displayed.
In the Usage Type 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.

Click OK to save and changes and close the window.
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10 Add details to the document:
a Click Details. The Document Maintenance Detail window is displayed.

ldi, Data Source: oncld Log Path:  Asdhendication: DATABASE

Document Type: Credit Memo - Guantity
Supplier: 2222220000-Levi Stravuss Phy Lid

ftem I g Amount Per Unit
Reason Code I g Quantity Add ltem |
Delete Htel Description Reason Code Description Amt Per Unit Quantity Extended Cost
Ho records found
=elect all
clear all
Total tems: 0 Totals 1} F0.0000
OK Delete ftems Cancel
Retek 73/

Document Maintenance Detail window

b In the Item field, enter the item ID, or click the LOV 5 button and
select an item.

In the Amount per Unit field, enter the unit cost of the item.

In the Reason Code field, enter the reason the item is in dispute.
In the Quantity field, enter the number of items in dispute.
Click Add Item. The information is added to the table.

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

=~ d® O O

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

Reverse a debit memo

© Navigate: On the Document Maintenance tab, click Document Search. The
Document Search window is displayed.

[

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

Click Details. The Document Maintenance Detail window is displayed.
Adjust the details so that the quantities and amounts in question remain.
Click OK. The Document Header Maintenance window is displayed.

g B~ W DN

Click Reverse. A credit memo is created in disputed status.
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Void a credit note request

2 Navigate: On the Document Maintenance tab, click Document Search. The
Document Search window is displayed.

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

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

4 To display the item information, click an item number. The Document
Maintenance Header window is displayed.

5 Click Void.
6 Click OK to close the window.
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Chapter 5 — Document matching

Summary match documents

Overview

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

Once you have found 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 determined by the system to be
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 with in tolerance.

Procedures

Search for invoices and receipts to match

2 Navigate: On the Invoice Matching tab, click Summary Match. The
Summary Match Find window is displayed.

You are logged c: Sarah Marze MATZES DB URL: jdbcioracle thiv: @mepderdd 1522 nusindi, Data Soumce: nus? Log Path.  Awfhentication: DATABASE

Summary Match Find

4P Reviewer || E|
Supplier I g
[V Include Linked Suppliers
| |
Invoice Receipt
Order Number l—g Order Number l—g
Location I g Location I g
saws [ ]
Document 1D (% for partial search) l— R=SIFR 2 e (el SETE) g
e | = tem | E|
b pete @ s E‘ Receipt Date l—ﬂ to I—ﬂ
Documert Date l—ﬂ 1o I—ﬂ
Details Exist lj
Currency I g Currency I g
Documert Cast | 1o Receipt Cost | to |
IV Hide GrOURS with receipt overages

Refresh Cancel

Summary Match Find window
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1 Enter criteria as desired to make the search more restrictive. You must enter
at least one search criteria.

2 Click OK. The Summary Match - Supplier List window displays the items
that match the search criteria.

Sarh fatze MATEES DB URL: jdbcooracle thin: @ms mmcimBi, Data Source:nney Log Path: Aufhentication: DATABASE
Match - Supplier List
Supplier Hame Supplier Ho. of Invoices Ho. of Receipls
The Furniture Company P 567EI00000 205 285
James Hardie Industries Ltd 1234500000 1 a
Eelt Mon Linked Supplier 501 &01 153 519
RelM Mon Linked Supplier 500 goo0 105 1403
Levi Strauss Py Lid 2222220000 o 1
Tests By Miloy 1010 21 31
Iax Brown's "holesales” 1234560000 47 428
Test Supplier 5000000000 3 4
JH ORDERS 1564 71 67
JWH Active Supplisr 479 1 [t}
Large Supplier 478 334 228
Lang March Shae Company 1313130000 BT 389
Glazsware Products Ltd 1212120000 54 2767
David's Fashion "Creations" L 2345670000 kil 13
Cancel
Retek 7/

Summary Match - Supplier List window

3 Inthe Supplier Name field, click a supplier name. The Supplier Match
window is displayed.

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

b Click View Locks. The View Locks window is displayed.

= To switch the views between the locked invoices and locked receipts,
click the appropriate tab.

¢ Click Cancel to close the window.

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

2 Navigate: On the Invoice Matching tab, click Summary Match. The
Summary Match Find window is displayed.

1 Search for and retrieve a supplier whose invoices you want to match. The
Supplier Match List window is displayed.

neimii, Data Source: nned Log Pafh:  Awfhendication: DATAEASE

“iewr Locks
Supplier: 475-Large Suppliet
Location o d Location - -
Order Supp Invoice Total Total Merch Curr In Dets Order Supp Receipt Total Total Merch Curr
Select Ho. Hame |*‘*‘I 'I Invoice Date Oty Cost Code Rev Ext Select Ho. Hame |A! TlReceipt Date Oty Cost Code
[ zasen DS gm2  uammqTEST 12092002 100 $A000000 USD @ [ I 2azs0 Y% qmoo qerar 12082002 12 $144.0000 USD
Supplier Supplier
[~ 23540 ;E:Qf“er 1013 EXIDOCISE41612-06-2002 24 $2,5020000 USD I [~ 24250 ;imer 1018 18736 12-08-2002 3 $4320000 USD
I o2ssen SR 4003 EXIDOCISE41S12-08-2002 24 §25320000 USD G 7 24250 S w7 qs7as 12.08-2002 12 $144.0000 LSD
Supplier LI Supplier LI
Selected Totals: Total Oty: Total Cost: Total Qty: Total Cost:
Calculste Totals | Group I
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date Cost Variance Quantity Variance ﬂ Select Manual Group Humber Earliest Due Date Cost Variance guant'rtv\rariance;'
[~ 23514 2 12-07-2002 ($2,122.5600) i I~ z01s 12-08-2002 ($20.0000) (15)
[ 23483 108 12-07-2002 ($3,456.0000) i I~ 21267 12161887 ($356.0000) (57)
[~ 23183 1m7 12-07-2002 ($1,152.0000) i I~ 21288 12-08-2002 ($2,304.0000) i
[T 23483 16 12-07-2002 ($1,152.0000) i I 15327 12-07-2002 ($10,100.0000) (1,780
[~ 23183 105 12-07-2002 ($2,304.0000) i = [
— - -
Combing Cancel
Retek I/

Supplier Match List window
2 To create a manual group:

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

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

¢ Click Group. The match is displayed in the Groups - Manual area.
3 To combine multiple groups:
a Select the check box 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 is displayed in the Groups-Manual
area.

4 Click OK to continue creating manual groups.
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Summary match invoices and receipts

2 Navigate: On the Invoice Matching tab, click Summary Match. The
Summary Match Find window is displayed.

1 Search for and retrieve a supplier whose invoices you want to match. The
Supplier Match window is displayed.

2 To begin matching, in the Groups area:

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

: Sarih Marse MATZES BB URL: jdbc:oracle thin: @uepdee]7:1521 v, Data Source: onel) Log Path:  Awhendicadion: DATABASE

! Match List

Supplier: 1234560000-Max Brown Wholesales
Invoices - Unmatched Receipts - Unmatched
Order Supp e Inuoice TmaleaIl-iI Order Supp Locston Receipt Total Total Merch Curr i’
Select Ho. Hame |41 = Invoice Date @ty Co Select Ho. Hame |4 ~|Receipt Date Oty Cost Code
It Brawen &y Brown
[~ 18418 1000000003 MAZTESTOOO1 03-10-2001 100 $1,000 I~ 10208 1000000000 9506 02-11-2003 3,000 §30,000.0000 USD
Wholesales Wholgsales
I 1ea07 e S 0nnn0g01  EDIGENN105301 3300785000000000803-10-2001 1,20012,00¢ I 10208 M@ HUN j000no0000 @05 02-11-2003 3,000 930,000,000 USD
Wholesales Wholesales
- Max Brown
7l | - r' [ too0s e 1000000000 8504 02-11-2005 3,000 $30,000.0000 LISD El
Selected Totals: Total Gty: Total Cost: Total Oty: Total Cost:

Calculste Totals LI LI

Summary Match - Auto Match

Inuoices - -
. Total Adj Total =] Location - o Tote]
Order Supp R Inuoice Total Merch Merch Curr Ir Salento%lzer :ﬁ:ma Imnecei Rﬁ';z““z;”“z!r;wh n':::':lr;rg;
Select Ho. Hame |41 = Invoice Date Oty Cost Cost CodeRe b= T —EUE e
I m’;g;‘l’;gwuuuuuum NATEFZZTZXRTX%;‘DES- 5$100.0000%100.0000 USD B S e OOIEIE ERE o GEIREHIEG0NINIEGIAT
Mz Brosn 02-07-
-09- 8136 10000000 AGA4 3 A00§36,000 DAANF36 40000
™ sze MO enoo:  meteonzzz D3P% o0$1000000$100.0000 LSD L Whalesales nqy 6003 S
Vholessles 2001 = >
| | _>|_I 4 | 3

Totals Cost Quantity
Receipts §72,0000000 7,200
Invoices §$200.0000 25
Variance §71,800 0000 TA75
Within Tolerance Mo Iy,
ﬂl Details | Online Match | cancel |

Retek 22N/

Summary Match List window displaying the Summary Match - Auto Match
area
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= In the Groups - Manual area, click the Manual Group Number. The
Summary Match - Manual Match area is displayed.

1 & Mam MATFES DB URL: jdbc orcle thin: @me dewfi, Data Source: oncld Log Path: Audhentication: DATABASE

Match List
Supplier: 1234560000-Max Brown Ywholesales

Invoices - -
Order Supp Locson Invoice TotalTotall\:I Order Supp foceucn Beceipt Total Total Merch Currﬂ
Select Ho. Hame |A1 2 Invoice Date Oty Co Select Ho. Hame |&1 :l' Receipt Date Oty Cost Code
T pas MBI iins WAZTESTOM 03-10-2001 100 $1,000 ™ 10208 MCEIOMD 00000 @506 G2-11-2003 3,000 $30,000.0000 USD
Wholesales Wholesales
I manr M BT oo EDIGENN1 0530133007 85000000000603-10-20011 200§12,00( ™ qozgs MBI ooon 8505 02-11-2003 3,000 $30,000.0000 USD
Wholesales Wholesales
- M@ Browen
J | _}'—I [~ 10205 G2 20T 1000000000 9504 02-11-2003 3,000$30,000.0000 LISD i
Selected Totals: Total Gty Total Cost: Total Oty Total Cost:
Caloulate Totaks | al v
Summary Match - Manual Match - Group Humber 32727
Invoices -
Location E - =] Total Avail Total ~
Order  Supp Invoice TotalTotal Merch Adj Total Curr i
Select Ho. Hame |&1 ~| Invoice Date Qty <Cost Merch Cost Code Eslr =g Locstion HeCew ROt s g Erch ek
T T = — Select Ho. Hame |2 :l' Receipt Date Oty  Cost Cost
8127 1000000002 B9IZUEVAKEW. " 1,000%15,000.0000%15,000.0000 USD a7
r Aholessles S I i I osizr BN oone sy 02T 3 $30.0000 300000
wholesales 2003
Max Brown 02-07-
. T o2 o oooooo002 6285 oo s?o$s700.0000%,700.0000'
[ | » 4 | »
Totals Cost Quantity
Receipts $57300000 573
Invoices $150000000 1,000
Variance (§9,2700000)  (427)
‘Within Tolerance i) TfA
ok| | betats | oninewston | cance |

Retek 7))/

Summary Match List window displaying the Summary Match - Auto Match
area

= 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 LI button.

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

you want to remove. Click the up arrow LI button.

3 Click Online Match. If a match is created, the Summary Match List window
with the auto and manual groups is displayed.

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

I

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

Overview

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: the In Discrepancy tab and the In Balance tab.

e In Discrepancy Items tab: Allows you to match line items on the invoices and
receipts. Discrepancies may be sent for cost resolution, quantity resolution,
or you may split a receipt quantity as appropriate.

¢ In Balance Items tab: Allows you to view line items on an invoice and
receipts that match with in tolerance.

Procedures

Group invoices and receipts for detail matching

2 Navigate: On the Invoice Matching tab, click Summary Match. The
Summary Match Find window is displayed.

1 Search for and retrieve the invoices and receipts for detail matching. The
Supplier Match List window is displayed.

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

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

= Inthe Groups - Manual area, click the Manual Group Number. The
Summary Match - Manual Match area is displayed.
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4  Click Details. The Detail Matching window is displayed.

Source: oncd Leog Puth:  Awdhendicudion: DA

Discrepancy tems
tem Unit Cost Quantity
Select tem ttermn Description In Review Receipt Cost Invoice Cost Variance Within Tolerance Receipt Oty Invoice Oty Variance Within Tolerance ;I
[~ 10003002 Wew tem For Supplier 476 2] I $80000 $3.0000  (§1.0000) Ho I 135 150 (15) Rl
[|
al ]
Detail ltem Grouping
Invoice Receipt
Select temn Invoice Invoice Date Unit Cost Invoice Oty Extended Cost Inwoice Deals Exist ;I Selectitemn Receipt Receipt Date Unit Cost Receipt Oty Extended Cost Order Deals Exist ;I
Ho records found Ho records found
Totals: Total Gty: Total Cost: Total Gty: Total Cost:
Quantity Variance Gty Variance % Within Gty Tolerance
Cost Variance Cost Variance % Within Cost Tolerance Caleulate
O Detail Match | Cost Resolution | Gty Resolution I Splt Receipt

Detail Matching window
5 To match items on invoices to items on receipts:
a Onthe In Discrepancy Items tab, select the check box to the left of the
item you want to match
b Click the down arrow LI button. The document is added to the Detail
Item Grouping area.
6 Remove line items as necessary:

a Inthe 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 Inthe Invoice column, select the check box to the left of the item you want to
match.

8 In the Receipt column, select the check box to the left of the item you want to
match.

9 Click Calculate. If the invoice and receipt do not match within tolerance:

= |fthere is a cost variance, click Cost Resolution to resolve cost
discrepancies. The Cost Selection window is displayed.

= If there is a quantity variance, click Qty Resolution to resolve quantity
discrepancies. The Quantity Selection window is displayed.

10 Click Detail Match. The items are posted for payment.

11 After you have matched all items on an invoice, click OK to post the invoice
for payment.
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Split a receipt
2>

6

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

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

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

Click Split Receipt. The Split Receipt window is displayed.

Wony are Sarsh Matze MATZES DB URL: jdbc oracle thin: @mepdevl?:1521:dev?i, Data

of Path: Awfhentication: DATABASE

Split Receipt

fem 100005085 - Test tem 100008055

Receipt s =
Quantity Available 180
Excess Quantity | |

Split Receipt window

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

Click OK. The Detail Matching window is displayed.

Note: The amount you removed from the receipt is displayed on the In
Discrepancy tab on the Detail Matching window.

View the In Balance Items tab

=

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

Search for and retrieve invoices and receipts for detail matching.
Click on the In Balance Items tab.
Click OK to close the window.
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View deals associated with invoices or orders

2 Navigate: On the Invoice Matching tab, click Summary Match. The
Summary Match Find window is displayed.

1 Search for and retrieve invoices and receipts for detail matching.
2 Group invoices and receipts as necessary.
3 To view deal associations:

= |n the Invoice area, click Yes in the Invoice Deals Exist column. The
Invoice Deals window is displayed.

= In the Receipt area, click Yes in the Order Deals Exist column. The
Invoice Deals window is displayed.

Invoice Deals
nuoice EDIGEMH10530433007§50000000006
Allowance Code Allowance Amount Allowance %
HO30 Special Handling -7g7. a7 -0.25
Total -787.97

o |

Invoice Deals window
4  Click OK to close the window.
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Review quantity discrepancies

Overview

When a quantity discrepancy has been identified, you need to 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 will be 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. Alternatively,
guantity discrepancies are created when a debit memo is disputed.

Procedures

Resolve quantity discrepancies

2 Navigate: On the Invoice Matching tab, click Quantity Review List. The
Quantity Review List window is displayed.

ac; Sauh Datme MATZES aclethin, 6 @i, Dala Source: omcll Log Padh: /Rl v dohendicadion: DATAEASE
Resolve By Freight Total
Past Due Date Supplier Supplier Hame Document Type Order  Payment Type Ouanti Invoice Document Reviewer
Indicator lm Im h h Location m lm Document Difference Date Amount Group
O 04-07-2001 1234560000 Ma Browin Wholesales Merchandise Invaice 1000000000 10208 EXTDOC21 204 1,257 03-09-2001 $13,800.0000 8
I 04-07-2001 1234560000 Ma Brown Wholesales Merchandise Invaice 1000000002 10208 EXTDOC21 208 836 03-09-2001 $13,800.0000 8
I 04-07-2001 2345670000 David Fashion Creations PAL Merchandise Invoice 1000000000 10222 EXTDOC21209 1,257 03-09-2001 13,500 0000 8
I 04-07-2001 2345670000 David Fashion Creations PAL Merchandise Invoice 1000000001 10222 EXTDOC21210 418 03-09-2001 $13,500.0000 8
N 04-07-2001 2345670000 David Fashion Crestions PAL Merchandise Invoice: 1000000002 10222 EXTDOC21 211 1,257 03-09-2001 13,500 0000 8
I~ 04-07-2001 2345670000 David Fashion Crestions PIL Merchandise Invoice 1000000003 10222 EXTDOC21212 1,257 03-08-2001 §13,800.0000 8
I~ 04-07-2001 1313130000 Long March Shoe Company Merchandise Invoice 1000000000 10209 EXTDOC21214 2,400 03-08-2001 §1:5,000.0000 8
] 04-07-2001 1313130000 Laong March Shoe Company Merchandise Invaice 1000000001 10209 EXTDOC21215 2,400 03-09-2001 $1:5,000,0000 8
O 04-07-2001 1313130000 Laong March Shoe Company Merchandise Invaice 1000000002 10209 EXTDOC21216 2,400 03-09-2001 $1:5,000,0000 8
I 04-07-2001 1313130000 Long March Shoe Company Merchandise Invoice 1000000003 10209 EXTDOC21 217 1,600 03-09-2001 15,000 0000 8
I 04-07-2001 2345670000 David Fashion Creations PAL Merchandise Invoice 1000000000 10223 EXTDOC21219 2,400 03-09-2001 15,000 0000 8
I 04-07-2001 2345670000 David Fashion Crestions P Merchandise Invoice 1000000001 10223 EXTDOC21 220 1,600 03-08-2001 15,000 0000 8
I~ 04-07-2001 2345670000 David Fashion Crestions PIL Merchandise Invoice 1000000002 10223 EXTDOC21221 2,400 03-08-2001 §15,000.0000 8
r 04-07-2001 2343670000 David Fashion Crestions P/L Werchandise Invoice 1000000003 10223 EXTDOC21222 2,400 03-09-2001 $1:5,000,0000 8
c 04-07-2001 1313130000 Laong March Shoe Company Merchandise Invaice 1000000000 10210 EXTDOC21 224 1,143 03-09-2001 $10,200.0000 8
123456 [Mexd]
Cancel

Quantity Review List window
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1 Inthe Quantity Difference column, click the amount. The Quantity Review
Detail window is displayed.

Merchandise Invoice EXTDOC21216 Supplier 1313130000-Long March Shos Company Location 1000000002 Macizon  Resolve By Date 04-07-2001
Order 10209 Order Comments INVOICE WILL HAVE COST AND QTY, OVER AND OUTSIDE TOLERANCES Receipt(s) 9501, 9602
Current oty oty
Discrepancy Comments tem Deseription Order Gty Receipt Oty Document Oty Variance Variance % uPc VPH
Ho 100011031 Tesst fter 10001 1031 400 300 i 300 100 100011031
Ho 100011043 Tesst fterm 100011049 400 300 i 300 100 100011049
Ho 100011057 Tesst fterm 100011057 400 300 i 300 100 100011057

1

Cancel
Retek 73/

Quantity Review Detail window

2 Inthe Item column, click the item number of the line you want to resolve.
The Quantity Selection window is displayed.

Dz MATZES DB URL: Jdbcioracle thin: @ 91, Data Seurte: nucl0 Log Path: / ldw Auhenticstion: DATABASE

lerchandise Invoice EXTDOC21218
ern 10001 1049-Tet ftem 100011043

Correct Guantity

' Receipt a0
 invoice 0
© Other

Receipt Quantity
19601 400
9602 400

Bk

Quantity Selection window

3 Inthe Correct Unit Quantity area, select the correct quantity of the item. If
you select Other, enter the appropriate amount in the field to the right.

4  Click Next. The Quantity Variance Resolution window is displayed.

Surdh Mitze MATZES DB URL: jdbciovacle fhin: Gruspdev]?:1521:desi,
Variance Resolution
lerchandise Invoice EXTDOC21218 tem 100011049-Test ftem 100011043 Location 1000000002-Madison
Order 10209 Receipt(s) 9501, 3602

Quantity Variance 500

Daia Seurce; mmel0 Log Path: Bles2/bbyan/ReBLogs/101dey Suhenticudion: DATABASE

Outstanding Variance 750

Enter Reason | E] Quantity
Action Re-route to Group | =
Hint Receipt =
Commerts
Apply
Delete Reason Code Reason Code Description Action uanti Comments -
- s Gty ver. Discrep-Lnis removed as a CC ta v Discrepancy Wiite-Off 5010
Back | ok | Delete | cancel

Retek ZI)

Quantity Variance Resolution window
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5 Inthe Apply area:

a

e

In the Enter Reason field, enter the reason ID, or click the LOV 5
button and select a reason.

In the Quantity field, enter the amount of the discrepancy.

Add comments as necessary.

i Click Comments. The Comments window is displayed.
i In the Usage Type field, select Internal or External.

iii In the Item field, enter the item ID, or click the LOV button and
select an item.

\Y% In the Comment field, enter your comments.
% Click Add. Your comment is added to the table.
Vi Click OK to save and changes and close the window.

If necessary, in the Re-route to Group field, enter the 1D of the group you
want to send this to, or click the LOV E button and select a group.

In the Receipt field, identify the receipt associate with the discrepancy.

Note: The Receipt field is enabled when a discrepancy is associated with
multiple receipts.

f

Click Apply. The information is added to the Resolution area.

6 To delete a resolution you have added:

a

b

c

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

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

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

Overview

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 will have to do a cost review.

When a cost discrepancy has been identified, you need to 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 will be 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. Alternatively, cost discrepancies are
created when a debit memo is disputed.

Procedures

Resolve cost discrepancies

2 Navigate: On the Invoice Matching tab, click Cost Review List. The Cost
Review List window is displayed.

¢ fadhentication: DATABASE

Cash

Department _Class Supplier Supplier Hame DocumentTyne  poooe DiStount o Order Location | .ition Ho.of Line DEL;L[:LM
All j‘ Al j‘ All j‘ All j‘ Al j‘ By Date |4/ j‘ Date |2 j‘ Al j‘ escription Exceptions  Amount Currency

1414 1000 1234560000  Max Brownitholeseles Merchandise Invaice  03-15-2001 Yes  0310-2001 10208 1000000000 Fargo 1 $13,600,0000 USD
675 1002 1234560000  lax Brownitholescles Merchendise Invaice  03-20-2001 Yes 03152001 10208 1000000000 Fargo 1 $13,800.0000 USD
1234 1001 1234560000 Mlax BrownWholeseles Merchendise Invoice  03-25-2001 Yes  03-20-2001 10208 1000000000 Fargo 1 §13,800.0000 USD
1221 1000 13HI0000  LongMarchShoeCompsny  Merchendiselnvoice  04-07-2001 Yes  05-09-2001 10209 1000000000 Fargo 1 $15,000,0000 USD
2345 1001 13HI0000  LongMarchShoe Company  Merchendiselnvoice  04-07-2001 Yes  05-14-2001 10209 1000000000 Fargo 1 §15,000,0000 USD
1414 1000 13130000 LongMerchShoe Compsny  Merchendise Invoice  04-07-2001 Yes  07-08-2001 10210 1000000000 Fargo 1 $10,200,0000 USD
1234 1001 1313130000 Long March Shoe Company Merchandise Inwoice 04-07-2001 Yes 07-13-2001 10210 1000000000 Fargo 1 $10,200 0000 USD
1221 1000 2345670000 David Fashion Creations P/L Merchandise Invoice 04-07-2001 Yes 08-01-2001 10211 1000000000 Fargo 1 $9,000 0000 US0
1414 1000 2345670000 David Fashion Creations PIL Merchandise Invoice 04-07-2001 Yes 08-11-2001 10211 1000000000 Fargo 1 $9,000 0000 USD
1414 1000 2345670000  DavidFashion CreationsPA  Merchandisslnwoice  04-07-2001 Yes  11-05.2001 10222 1000000000  Farao 1 $13,8000000 USD
5678 1002 2345670000  DavidFashion CreationsPA  Merchandissnwoice  04-07-2001 Yes  11-10-2001 10222 1000000000 Farao 1 $13,8000000 USD
1234 1001 2345670000  DavidFashion CreationsPA  Merchandisslnwoice  04-07-2001 Yes  11-15.2001 10222 1000000000 Farao 1 $13,8000000 USD
1221 1000 2345670000 DavidFashion CrestionsPL  Merchsndiselnvoice  D4-07-2001 Yes  01-04-200210223 1000000000 Fargo 1 $15,000.0000 USD
2345 1001 2345670000 DavidFashion CrestionsPL  Merchendiselnvoice  04-07-2001 Yes 0109200210223 1000000000  Fargo 1 $15,000,0000 USD
1414 1000 2345670000 DavidFashion CrestionsPL  Merchendiselnvoice  D4-07-2001 Yes  01-14-200210223 1000000000 Fargo 1 $15,000,0000 USD
1234567 [bed]

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

+v Authenfication: DATABASE

Merchandise Invoice EXTDOC21214 Supplier 1313130000-Long March Shoe Company Location 1000000000-F argo

Department 1221-Kitchenware Class 1000-Ltensils Currency LSD
Order 10209 Resolve By Date 04-07-2001
Unit Cost
orig.  Current Unit Cost Variance
Order Order Document Variance Percent
Discrepancy Comments tem Description Cost Cost Cost Fav/{UinFay) FavilinFav) Order Cost Source Order UPC  WPH
o 100011031 Test tem 100011031 10,0000 125000 ($2.5000) (25%) Supplisr

Retek )

Cost Review Detail window

2 Inthe Item column, click the item number of the line you want to resolve.
The Cost Selection window is displayed.

Sanh Mitm MATZES DB URL.: jdbcoaracledhin: @mspdev]?:1521 devdi, Data Source: mms10 Log Paih: flesd

lerchandise Invoice EXTDOC21214 Item 100011031-Test fem 100011031 Location 1000000000-Fargo
Order 10209 Supplier 1313130000-Long March Shos Company Currency LD
Correct Unit Cost

& Oreler $10.0000
 Invoice $12.5000

© Gther

Cost Selection window

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

4 Click Next. The Cost Variance Resolution window is displayed.

erchandise Invoice EXTDOCZ1214 ttern 100011031-Test tem 100011031 Location 1000000000-Fargo
Order 10209 Currency USD
0st Variance (§2.5000) Outstanding Variance (§2.5000)

Enter Reason || = Amount

Action Re-route to Group | =
Comments Hint

Comments
Apply

Delete Reason Code Reason Code Description Action Amount Comments ;‘
Ho records found

[

ﬂl il pelete | apply a1 | cancel
Retek 7/l

Cost Variance Resolution window
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5 Inthe Apply area:

a Inthe Enter Reason ID field, enter the reason ID, or click the LOV 5
button and select a reason.

b Inthe Amount field, enter the amount of the discrepancy.

¢ Add comments as necessary.
i Click Comments. The Comments window is displayed.
il Inthe Usage Type field, select Internal or External.

iii In the Item field, enter the item ID, or click the LOV button and
select an item.

iv  In the Comment field, enter your comments.
v Click Add. Your comment is added to the table.
vi Click OK to save and changes and close the window.

d If necessary, in the Re-route to Group field, enter the ID of the review

group you want to send this to, or click the LOV = button and 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 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.
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Chapter 6 — System administration

Maintain general ledger accounts

Overview

The general ledger accounts windows allow you to maintain the parameters that
determine the accounts that the invoices are exported to in the financial system.
Finally, you must create the accounts that the invoices are assigned to.

The GL option window allows you to create a template for the general ledger
account your company uses. Additionally, you may assign dynamic segments to
accounts, so that invoices will post to the correct account based on company,
department, class, or location. Once the general ledger account format has been
assigned, they cannot be changed. Detailed field descriptions can be found in the
glossary.

Procedures

Create a general ledger account cross reference

2 Navigate: On the Administration tab, click GL Account Maintenance. The
GL Cross Reference window is displayed.

Data Source: onsl) Log Path: fles2bbyim/FeldLogs/101dev  Andfhendication: DATABASE

Vou are logged i as: Sarsh Matse MATZES
GL Cross-reference

DB URL: jdoc oracle thin: @mspdev]?: 152 1devdi,

Cross-reference Type | Rul= e ik e e = g ety |
Segmert 1 Sedment 2 Seoment 3 Seament 4 Seoment 5 Segment & Segment 7
Location Account Company Class Futurez Affiliste Future1

| | |
Ol | OH+Repeat | Cancell

GL Cross Reference window

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

2 Inthe next field, enter the ID of the type of account you are creating, or click
the LOV E button and select an account type.

Click Query. The account segment fields are enabled.
4 In the Segment fields, enter the appropriate account segments.
Note: If a segment has been marked dynamic, you may leave the field blank.

5 Click OK to save your changes and close the window.
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Define general ledger options

2 Navigate: On the Administration tab, click GL Options. The GL Options
window is displayed.
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1 For each segment label, select the correct location in the account number for
that segment.

2 If the segment is dynamic, select the Dynamic check box in the Dynamic
column.

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

Note: Once you have created the account format, you cannot edit the account
format.
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Maintain reason codes

Overview

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

Procedures

Create reason codes

2 Navigate: On the Administration tab, click Reason Code Maintenance. The
Reason Code Maintenance window is displayed.
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Reason Code Maintenance window

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

2 Inthe Reason Code field, enter the reason code ID.

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

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

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

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

Associate a general ledger account with a reason code

1

2
3
4

Click Accounting Distribution. The GL Cross-Reference is displayed.
Create the general ledger account cross reference.
Click Apply. The reason code is added to the table.

Click OK to save your changes and close the window.

Edit reason codes

=

1
2
3
4

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

On the table, double click the reason code you want to edit.
Update the enabled fields as necessary.

Click Apply. The reason code is added to the table.

Click OK to save your changes and close the window.

Delete areason code

=

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

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

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

Click OK to save your changes and close the window.
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Maintain supplier options

Overview

The Supplier Options window allows you to 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.

Procedures

Maintain a supplier

2 Navigate: On the Administration tab, click Supplier Options. The Supplier
Options window is displayed.
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Supplier Options window

1 Inthe Supplier field, enter the supplier ID, or click the LOV g button and
select a supplier.

2 Click Query. The supplier details are displayed.
3 Edit the enabled fields as necessary:

» To indicate that invoices from this supplier should be manually paid,
select the Invoices for Supplier Manually-Paid check box.

= To indicate that invoices from this supplier must be matched against
quantity as well as cost, select the Match Total Quantity check box.

» To indicate that the retailer can pay suppliers other than the one listed for
the invoice, check the Match Invoices to Receipts from other Suppliers
check box.

= To indicate that the terms date on the invoice is always used to pay an
invoice, select the Always Use Invoice Terms check box.

= To use the receipt of goods date to determine the due date of an invoice,
select the ROG Date Allowed check box.



56 Retek Invoice Matching

= To indicate when to send a Debit Memo, in the Send Debit Memo field
select the appropriate frequency.

= Inthe Close Open Receipt Days, enter the number of days a receipt
remains in the system without an invoice. After the number of days has
passed, the receipt is posted for payment.

= In the Quantity Discrepancy Days Before Routing, enter the number of
days quantity discrepancies should be held before routing for resolution.

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

Create a linked supplier

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

Options window is displayed.

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

Click Query. The supplier details are displayed.

Note: The Match Invoices to Receipts from other Suppliers check box must
be selected.

3 Click Linked Suppliers. The Linked Suppliers window is displayed.
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Linked Suppliers window

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

Click Add. The supplier is added to the list of suppliers linked to the original
supplier selected.

Click OK to save your changes and close the window.
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Delete a linked supplier

2 Navigate: On the Administration tab, click Supplier Options. The Supplier
Options window is displayed.

1 Inthe Supplier field, enter the supplier ID, or click the LOV = button and
select a supplier.

2 Click Query. The supplier details are displayed.

Note: The Match Invoices to Receipts from other Suppliers check box must
be selected.

3 Click Linked Suppliers. The Linked Suppliers window is displayed.

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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Maintain system options

Overview

The system options window allows you define system wide parameters that will
impact how Retek Invoice Matching functions. You will indicate how long the
system maintains various documents and you will indicate the unique codes the
system will use to indicate certain types of documents.

After you make changes to the system options, the changes are available for all
users who log on after you make the changes. To see the changes reflected in
Retek Invoice Matching, you must log out and log on.

Procedures

Maintain the system variables

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

1 On the upper half of the screen, edit the enabled fields as necessary.
2 Click OK to save your changes and close the window.

Note: Any changes will be available to users who log on after you have

completed the changes. To see the changes reflected, you must log out and
log on.

Maintain the document prefixes and suffixes

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

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

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

Note: Any changes will be available to users who log on after you have

completed the changes. To see the changes reflected, you must log out and
log on.
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Maintain tolerance levels

Overview
The tolerance windows allow you to define the amount of allowable variance
between an invoice and a receipt. If the variance is with in the defined tolerances,
then the invoice can be considered a match. You may define the following type
of tolerances at the system level, supplier level, supplier trait level, or the
department level:
e Invoice summary cost
e Invoice summary quantity
¢ Invoice line item cost
¢ Invoice 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.

Procedures

Define the tolerance level for the system

2 Navigate: On the Administration tab, click Tolerance Maintenance. The
Document Matching Tolerance Maintenance window is displayed.

22mmeimfi, Data Source: nns? Log Path:
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Document Matching Tolerance Maintenance window

1 Inthe Tolerance Level column, select System.
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2 Click Next. The Document Matching Tolerance Maintenance Detail window
is displayed.
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Document Matching Tolerance Maintenance Detail window
In the Tolerance field, select the type of tolerance you are creating.

4 Inthe Difference in Favor of field, indicate who the tolerance should be in
favor of.

5 Click Add. The next available line is enabled.

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

7 Inthe Tolerance Value field, indicate the total amount the variance can be.
8 Inthe 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 the system

=

6

Navigate: On the Administration tab, click Tolerance Maintenance. The
Document Matching Tolerance Maintenance window is displayed.

In the Tolerance Level column, select System.

Click Next. The Document Matching Tolerance Maintenance Detail window
is displayed.

In the Delete column, select the type of tolerance you are deleting.
Note: To select all tolerances, select the check box in the header area.
Click Delete. You are prompted to confirm the deletion.

Click OK. The tolerance is deleted from the system.

Click OK to close the window and save your changes.

Define the tolerance level for a supplier, supplier trait, or department

=

o

o N o O

Navigate: On the Administration tab, click Tolerance Maintenance. The
Document Matching Tolerance Maintenance window is displayed.

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 and select a supplier.

= Select Supplier Trait to create a supplier trait tolerance level. In the

Supplier Trait field, enter the supplier trait 1D, or click the LOV E
button and select a supplier trait.

= Select Department to create a department tolerance level. In the

Department field, enter the department ID, or click the LOV g button
and select a department.

Click Next. The Document Matching Tolerance Maintenance Detail window
is displayed.

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

In the Difference in Favor field, indicate who the tolerance should be in favor
of.

Click Add. The next available line is enabled.
In the Lower Limit and Upper Limit fields, enter the tolerance values.
In the Tolerance Value field, indicate the total amount the variance can be.

In the Tolerance Type field, select quantity or amount to indicate what the
variance is applied to.

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
2>

6

Navigate: On the Administration tab, click Tolerance Maintenance. The
Document Matching Tolerance Maintenance window is displayed.

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 and select a supplier.

= Select Supplier Trait to create a supplier trait tolerance level. In the

Supplier Trait field, enter the supplier trait 1D, or click the LOV E
button and select a supplier trait.

= Select Department to create a department tolerance level. In the

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

Click Next. The Document Matching Tolerance Maintenance Detail window
is displayed.

In the Delete column, select the type of tolerance you are deleting.
Note: To select all tolerances, select the check box in the header area.
Click Delete. You are prompted to confirm the deletion.

Click OK. The tolerance is deleted from the system.

Click OK to close the window and save your changes.

Set tolerance level defaults for a supplier, supplier trait, or department

=

Navigate: On the Administration tab, click Tolerance Maintenance. The
Document Matching Tolerance Maintenance window is displayed.

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 and select a supplier.

= Select Supplier Trait to create a supplier trait tolerance level. In the

Supplier Trait field, enter the supplier trait ID, or click the LOV E
button and 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
and select a department.

Click Next. The Document Matching Tolerance Maintenance Detail window
is displayed.

Click Defaults. You are prompted to confirm the restoration.
Click OK. The system defaults are displayed.
Click OK to save your changes and close the window.
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Maintain user groups

Overview

The user group windows allow you to define the level of access that a user has to
Retek Invoice Matching. You can group people together and assign them the
same level of access. Once you create a role, you can further limit a user to
specific locations, department /classes, or reason codes.

Procedures

Create a user group

© Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

Sarsh Mlatw: MATZES DB URL: j

Log Puh: Awdheniicaion: DATAEASE
User Groups

Select User Group ;I
(o Accourting

ADIN

Ancdy's Group

Andy's Role of Fortune

JK

JUNMITUSER:

Keiths new role

Mewe Security Role

Fink Buyers

Putple Buyers

Renata's Audt Groug

Fole for Mull Price Review Lis
Roshi's group

Siobhan's All Access User Rolz
Shitd test

System Addmin

3

e @ e e e e el e el e el e el e e e e

Uszer role security LI
Ne_wl ﬂl Wigwne | Copyl Drelete |
Retek 7/

User Groups window
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1 Click New. The User Group Details window is displayed.
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User Group Details window

2 Inthe User Group field, enter the name of the user group.

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

= Edit: User groups with edit permissions are allowed to add to and update
the areas they are assigned to.

= View: User groups with view permissions are allowed access to the areas
they are assigned to, but they are not allowed to make any changes.

= None: User groups with None assigned to an area are not allowed to edit
or view those areas.

» Yes: Indicates that member of the user groups can perform the task.

» No: Indicates that member of the user groups can not perform the task.
= All: All members of the group can perform that function.

= Users Only: Only assigned users can perform that function.

4 Click OK to save any changes and close the window.
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Delete a user group

2 Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Select a user group.

2 Click Delete.

3 You are prompted to confirm the deletion. Click OK.
4

Click OK to save any changes and close the window.

Assign users to a user group

2 Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Select a user group.
2 Click Edit. The User Group Details window is displayed.
3 Click Members. The User Group Members window is displayed.
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User Group Members window

4 In the Available Members column, select the check box in the Select column
next to the user you want to add to the user group.

Note: To select all members, select the check box in the header area.
5 Click the right arrow Ll button to move the users into the Select Members
column.

6 Click OK to save any changes and close the window.
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Delete a user from a group

2 Navigate: On the Administration tab, click User Group Maintenance. The

User Groups window is displayed.
Select a user group.
Click Edit. The User Group Details window is displayed.

Click Members. The User Group Members window is displayed.

A W N

In the Selected Members column, select the check box in the Select column
next to the user you want to remove from the user group.

Note: To select all members, select the check box in the header area.
Click the left arrow Ll button to move the users into the Available
Members column.

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

Assign a department/class to a user group

2 Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Select a user group.

2 Click Edit. The User Group Details window is displayed.

3 Click Department/Classes. The User Group Department/Classes window is

displayed.
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User Group Department/Classes window

4 Inthe Available Department/Classes column, select the check box in the

Select column next to the Department/Classes 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 Ll button to move the users 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

2 Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Click Edit. The User Group Details window is displayed.

2 Click Department/Classes. The User Group Department/Classes window is
displayed.

3 Inthe Selected Department/Classes column, select the check box in the
Select column next to the Department/Classes you want to remove from the
user group.

Note: To select all Department/Classes, select the check box in the header
area.

4  Click the left arrow Ll button to move the users into the Available
Department/Classes column.

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

Assign alocation to a user group

2 Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Select a user group.
2 Click Edit. The User Group Details window is displayed.
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3 Click Locations. The User Group Locations window is displayed.
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User Group Locations window

4 In the Available Locations column, select the check box in the Select column
next to the locations you want to add to the user group.

Note: To select all Locations, select the check box in the header area.
5 Click the right arrow Ll button to move the users into the Selected
Locations column.

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

Delete a location from a user group

© Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Click Edit. The User Group Details window is displayed.
2 Click Locations. The User Group Locations window is displayed.

3 Inthe Selected Locations column, select the check box in the Select column
next to the locations you want to remove from the user group.

Note: To select all Locations, select the check box in the header area.
4  Click the left arrow Ll button to move the users into the Available
Locations column.

5 Click OK to save any changes and close the window.
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Assign areason code to a user group

2 Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Select a user group.
2 Click Edit. The User Group Details window is displayed.
3 Click Reason Codes. The User Group Reason Codes window is displayed.
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User Group Reason Codes window

In the Available Reason Codes column, select the check box in the Select
column next to the reason codes you want to add to the user group.

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

Click the right arrow Ll button to move the users into the Selected Reason

Codes column.

Click OK to save any changes and close the window.
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Delete areason code from a user group

2 Navigate: On the Administration tab, click User Group Maintenance. The
User Groups window is displayed.

1 Click Edit. The User Group Details window is displayed.
2 Click Locations. The User Group Reason Codes window is displayed.

3 Inthe Selected Reason Codes column, select the check box in the Select
column next to the Reason Codes you want to remove from the user group.

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

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

5 Click OK to save any changes and close the window.
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Appendix A — Glossary
A

Accounts payable

The system that pays the amount owed to a creditor (supplier). Within RelM,
once an invoice is matched, or the discrepancies resolved, it is exported to a
retailer's accounts payable system for payment.

Accounts payable reviewer

The user who can review invoices from a supplier. Also seen as AP reviewer.
Action

Indicates which function will be performed for the window you are working.
Amount

The total number or quantity.

AP reviewer

The accounts payable (AP) associate that reviews the invoices from a supplier.
Auto match

The process that compares billing information from the supplier with purchase
order and receipt information. If the information matches within predefined
tolerances, the bill is passed onto the accounts payable system for payment. If the
information does not match because there is a cost or quantity discrepancy
manual matching will be required.

B

Best terms

The term that gives the retailer the opportunity to pay the least amount on an
invoice. Calculating the best terms involves comparing the invoice terms, the
purchase order terms, and the supplier's default terms to see which term is most
advantageous for the retailer.

C

Calculated count

The number of invoices in the group that have been entered to this point.
Calculated total

The total amount of the invoices that have been entered into the system.
Cash discounts

Indicates whether a cash discount is part of the invoice terms.

Child invoice ID

A unique number that identifies an invoice that originated from an invoice with
multiple locations.
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Child merchandise cost

The merchandise cost assigned to a location when splitting an invoice into
multiple locations.

Child quantity

The number of items assigned to a location when splitting an invoice into
multiple locations.

Class

Belongs to a department and provides a way to define the areas of a department.
The fifth division in the merchandise hierarchy.

Class ID

The number that identifies a class. Each class ID within a department is unique.
Comments

Additional information added to a record.

Control count

The number of invoices in the group that should be in the system after they have
been entered.

Control total

The amount that the invoices should total after they have been entered in the
system.

Cost
The amount the supplier charges a retailer for goods.
Cost discrepancy

The difference between the cost on a purchase order and the cost on a
merchandise invoice. When there is a cost discrepancy in the system, in either the
retailer's or supplier's favor, a reviewer will have to do a cost review.

Cost resolution due days
The number of days a reviewer has to resolve a cost discrepancy.
Cost review

A cost review is the process where the reviewer examines a cost discrepancy and
determines how to resolve it

Cost variance

The amount of difference between the invoice quantity and the receipt quantity.
Create ID

The user name of the person who entered the group.

Credit memo

A document created to pay back a supplier for a under invoiced amount.
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Credit note

A response from the supplier indicating agreement to the terms outlined in a
credit note request.

Credit note request

A document that is sent from the retailer to the supplier, requesting a credit note
for an over invoiced amount.

Cross reference

The association between an account number and an action.
Currency

The currency the document uses.

Currency code

The abbreviation used to indicate which currency the invoice uses. Also seen as
Curr code.

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

D

Date range

A period of time. Date ranges allow you to limit a search by the dates you
specify. You may specify ranges for documents, due dates, or receipt dates.

Days before due date
The number of days you have to wait before routing begins.
Deal

Discounts given to retailers by a supplier for merchandise purchased from the
supplier. An example is a volume discount, where the supplier gives the retailer a
better price for goods if their order quantity exceeds a certain amount.

Debit memo

A document created to charge a supplier of an over invoiced amount resulting
from a price or quantity discrepancy.

Debit memo send days

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

Default pay now terms
The terms that are applied to an invoice that is due immediately.
Department

Belongs to a group and provides a way to define the areas of a group. The fourth
division in the merchandise hierarchy.
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Department 1D

The number that identifies a department. Each department ID within a group is
unique.

Description
The name or identifying note for an ID.
Detail matching

Detail matching is the process of comparing purchase orders and invoices to find
matches or discrepancies. This means looking at the quantity and cost of each
item at every location. Detail matching generally occurs after summary matching
has failed to match the purchase order and the invoice.

Discrepancy comments
Comments that pertain to a discrepancy on an invoice.
Document

Document is a general term for the kinds of billing and dispute information that
retailers and suppliers use to communicate with one another.

Document cost

The cost of the item from the document.
Document date

The date the document was created.
Document group

A document group is a collection of documents. Only documents that are
manually entered belong to a document group. The document group is a means of
facilitating data entry.

Document group status

The status of a document group indicates the availability of the invoices to
process in the system. A document group may be in Worksheet or Submitted
status.

Document history days

Indicates the length of time documents stay the RelM system before they are
purged.

Document ID
A unique number that identifies a document. Also seen as Document number.
Document type

Indicates the type of document. The types of documents that RelM supports are:
Merchandise Invoices, Non-Merchandise Invoices, Credit Memo - Cost, Credit
Memo - Quantity, Credit Notes, Credit Note Request - Cost, Credit Note Request
- Quantity, Debit Memo - Cost, Debit Memo - Quantity. Also seen as Doc type.
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Due date

The date that invoice payment is due to a supplier. The due date is calculated
based on the document date and the number of days defined as part of the term.

Dynamic

When selected, indicates that the account segment varies, depending on the value
assigned to the field.

E

Earliest due date

The soonest date that an invoice must be paid.
EDI invoice

An invoice that has been entered into the system via electronic data interchange
(EDI).

Electronic data interchange (EDI)

The standard term for electronic transmission of data. RelM uses EDI to upload
and download documents, such as invoices, memos, and notes.

Entry date
The date an invoice or group of invoices was entered into the system.
Exchange rate

The exchange rate between the invoice currency and the primary currency of the
system.

Extended cost

The total cost of an invoice after unit cost is multiplied by invoice quantity.
Extended cost variance

The difference between the invoice extended cost and the purchase order
extended cost.

F

Freight payment type

Indicates how the merchandise was shipped, and how shipping was paid for.

G

Group

See User Group.
Group entry

The manual entry of multiple invoices at a single time. An ID is assigned to each
invoice group entered.
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Group ID
The number that identifies a group of invoice. Each group ID is unique.

I
Invoice

The bill for goods or services received from a supplier or partner. In the system,
the invoice field or column will display the invoice number, the invoice
description, or both.

Invoice cost

The unit cost of the items, according to the invoice.

Invoice currency

The currency the invoice was written in.

Invoice date

The date the invoice was created.

Invoice date range

The series of dates when the invoice was issued by the supplier.
Invoice number

A unique number that identifies an invoice. Also seen as Invoice.
Invoice quantity

The total number or amount of an item on an invoice. Also seen as Invoice qty.
Invoice quantity variance

The difference between the invoice quantity and the receipt quantity.
Invoice status

The status of the invoice indicates where in the matching process.
Invoice unit cost

The cost for one unit of one item on an invoice.

Item

The merchandise received from a supplier. In the system, the item field or
column will display the item number, the item description, or both.
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L
Linked supplier

A linked supplier is two suppliers have been connected within the system. For
example, a receipt to the supplier can be matched to purchase orders from any of
the linked suppliers.

Location

A location is either a store or a warehouse. Documents, purchase orders and
receipts can reference any combination of stores and warehouses. In the system,
the location field or column will display the location number, the location
description, or both.

Location description

The name or identifying note for a location.

Location ID

The number that identifies a location.

Location type

Indicates whether the location is a store or a warehouse.
Lower limit

The lowest valid dollar amount that can have a specific tolerance variance can be
applied to it. The lower limit figure is included when calculating variances.

M
Manual group number

The number assigned to invoices and receipts that have been grouped together by
the user for summary and detail matching.

Manual matching

A process that occurs after auto-matching has failed to reconcile documents and
receipts. Manual matching consists of summary matching and, if summary
matching fails to produce results, detail matching.

Manually paid
An invoice that had been paid without matching.
Matched

The invoice has been matched to receipts based on a common supplier, purchase
order, and location relationship.
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Matching

The process in which invoices and receipts are compared. If the goods have not
yet been received, the purchase order and the receipt are compared. Invoices can
be matched by auto-matching or manual matching. The unit cost and quantities
of all items on the invoice are compared to the unit cost and quantities on the
receipt. If the cost and quantity on the invoice and receipt match within the
tolerances defined, there is a match. If the cost and quantity do not match, there
will need to be some kind of intervention. This intervention can include creating
one of the credit types of documents so that the retailer gets the refund he
deserves.

Max tolerance %
The maximum tolerance that is allowed for any invoice throughout the system.

Merchandise costs Costs that are associated with items on documents. Any other
costs on an invoice are non-merchandise costs. The sum of the merchandise costs
and non- merchandise costs is the total document cost. Also seen as Merch cost,
Total merchandise cost, Total invoice merch cost, Total invoice merchandise
cost.

Merchandise invoice

The bill that a supplier sends to a retailer for actual merchandise items. A
merchandise invoice can also contain additional non-merchandise costs. Because
a merchandise invoice must involve items, only suppliers can send merchandise
invoices.

Multi-unresolved match

An invoice can be matched to more than one receipt. Alternatively, a receipt can
be matched to more than one invoice. Manual intervention is required to define
the match.

N
Non-merchandise costs

Costs that are not associated with items, such as shipping charges. A document
may have both merchandise and non-merchandise costs. A non-merchandise
invoice can only have non-merchandise costs and will never have merchandise
costs. A merchandise invoice can have merchandise costs for the items on a
purchase order and non-merchandise costs for the cost of shipping the items.
Also seen as Non-merch costs, Total non-merchandise cost.

Non-merchandise invoice

Bills for non-merchandise costs only. Non-merchandise invoices can not contain
items. Either suppliers or partners can create non-merchandise invoices.

Number of invoices

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

The number of line items that are in discrepancy. Also seen as No. of line
exceptions.

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

@)

Open receipt

A receipt is open if no invoice is received to match it against. After a set amount
of time has passed, it is written off to a general ledger account. A receipt remains
open while the retailer is waiting for invoices.

Order comments

Comments associated with the purchase order.

Order cost source

Indicates the source of the cost, as stated on the purchase order.
Order number

A unique number that identifies a purchase order. Also seen as Order, Order No.,
and Purchase order.

Order terms

The order term defines the discounts that apply if the invoice is paid early and the
number of days until payment is due.

Order UPC

Indicates the UPC associated with the item.

Original order cost

The cost of the purchase order after the off invoice deals are deducted.

P
Parent invoice ID

A unique number that identifies an invoice with multiple locations.
Partner

A partner is a business that supplies and bills a retailer for services. Examples of
partners are banks, agents and expense suppliers. Partners are defined in the
merchandising system. A partner can not send merchandise invoices to a
retailers.

Past due indicator

When selected, indicates that the due date for the invoice has passed.
Payment date

The date the invoice was paid.
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Post dated document days

Indicates how many days old a document can be when entered into the system.
Posted

The matched invoice and receipt has been exported to an external accounts
payable system.

Pre-paid invoice

The process of sending an invoice to accounts payable without matching it to any
receipts. Also seen as Pre-paid.

Prefix

Identifies the document type by attaching the appropriate code to the beginning
of the document ID. Also seen as Doc prefix.

Purchase order (PO, order)

An agreement between a retailer and a supplier for the purchase of goods. The
retailer records the quantity, cost, and delivery location of items from the
supplier. On a single purchase order, the same item going to different locations
can have different costs.

Q

Quantity

The total number or amount.
Quantity difference

The difference between the quantity on a receipt and the quantity on a
merchandise invoice.

Quantity discrepancy

The difference between the quantity on a receipt and the quantity on a
merchandise invoice. RelM searches for quantity discrepancies so that the
retailer does not pay for goods that were not received. If the quantity discrepancy
is not in the retailers favor, a buyer initiates a resolution document to dispute
quantity and get a refund for the missing units.

Quantity discrepancy days before routing
The number of days a quantity can exist before it is sent for payment.
Quantity discrepancy review

The process of reviewing variances between the invoice, the receipt, and the
purchase order, to determine the correct amount to pay.

Quantity resolution due days

The number of days the buyer has to resolve a quantity discrepancy. Also seen as
Qty resolution due days.

Quantity variance
The amount of difference between the invoice quantity and the receipt quantity.
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R
Ready for match

The invoice has not been matched to a receipt. The match is based on a common
supplier, purchase order, and location.

Reason code
The resolution or reason that is applied to a price or a quantity discrepancy.
Receipt

A receipt is a document stating that the goods that have arrived to the store or
warehouse. For the purposes of RelM, only goods associated with purchase order
are considered.

Receipt cost

The unit cost of the items, according to the receipt.
Receipt date

The date the goods arrived to the store or warehouse.
Receipt quantity

The number of item that were received at the location
Receiving location

The store or warehouse where the items arrived.
Reject reason

Indicates the reason that the document could not be loaded into the system via
EDI.

Resolution document

A resolution document can be used to resolve an invoice-to-receipt discrepancy:
debit memo, credit memo, credit note, and credit note requests.

Resolve by date

The date by which invoice issues should be completed by in order to pay the
invoice.

Reviewer group

Indicates which group will review the invoice discrepancy.

ROG

Receipt of goods.

ROG date

The day the items on a purchase order were actually received at the location.
Route date

The day the invoice was sent for discrepancy review.
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S

Segment 1-10

Used to build the correct account numbers and ensure that transactions are
credited/debited from the appropriate financial accounts.

Segment label

The name for the numeric section of the account number.
Segment position

The place in the account number where the segment label is found.
Shipment

A shipment is a group of items that are in transit. A shipment may be the result
on an intra-company transfer or the goods on a purchase order.

Source
The origin of the terms that are applied to an invoice.
Status

When an invoice or group of invoices is added to the system, it must go through
a series of checks before it is accessible in the system. Depending on your user
role, you may not be able to move the invoice or group of invoices to the next
status.

Summary matching

The process of comparing invoice and receipt totals to find matches or
discrepancies.

Supplier

A supplier sells merchandise items to a retailer. Suppliers can send retailers
merchandise or non-merchandise invoices.

Supplier name
The name or identifying note for a supplier. Also seen as Supplier, Supp name.
Supplier terms

The terms of payment as defined at the supplier level. A term defines the
discount that apply if the invoice is paid early and the number of days until
payment is due.

Supplier trait

Supplier traits are characteristics that can be used to group suppliers together.
Supplier traits are defined in the merchandising system.

System

Retek Invoice Matching (RelM). When a something is defined at the system
level, it is a parameter that applies to all levels of RelM.
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T
Terms

The discount that applies if the document is paid early and the number of days
until payment is due. Terms are the payment conditions negotiated between
suppliers and retailers. Terms are associated with suppliers, purchase orders,
invoices, and other documents.

Terms date

The date the payment is due, in order to take advantage of the discount according
to the terms.

Tolerance

The range that the receipt can vary from the invoice in terms of amount and
quantity and still be considered a match. Tolerances are used in the auto-match
and manual match process to determine when quantities are ‘close enough' that
the difference is not worth the time and effort to investigate and possibly dispute.
Summary matching uses supplier level tolerance to manually match the invoice.
Detail matching uses department level tolerances to manually match the invoice.
The system level tolerances are used if department level tolerances do not exist
for an item being detail matched, or supplier level tolerances do not exist for a
document being summary matched.

Total allowances
The amount that a deal has saved for all merchandise items across an invoice.
Total cost

The sum of all merchandise and non-merchandise costs on the document. Also
seen as Total invoice cost, Invoice total cost, Total document amount, Document
amount.

Total extended cost

The total cost of an invoice after unit cost is multiplied by invoice quantity for all
items on an invoice.

Total items
The number of items on an invoice.
Total line item cost

The sum of a line item on an invoice. This is calculated by multiplying the
guantity of line item by the unit cost of the line item.

Total quantity

The sum of all merchandise items on an invoice. Also seen as total invoice
guantity, invoice total quantity.

Total quantity variance
The difference between the invoice quantity and the and the receipt quantity.
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U
Undistributed cost

The amount remaining on a multiple location invoice that needs to be distributed
to a single location.

Undistributed quantity

The number of items remaining on a multiple location invoice that needs to be
distributed to a single location.

Unit cost

The cost for one item on an invoice. Also seen as Amount per unit.

Unit cost variance

The difference between the current order cost and the current invoice cost.
Unit cost variance percent

The percentage representation of the unit cost variance.

Unresolved match

An invoice has been matched to a receipt based on a common supplier, purchase
order, and location relationship, but the cost and/or the quantity does not match
within tolerance.

UPC
Indicates the Universal Product Code (UPC) for the item selected.
Upper limit

The highest valid dollar amount that can have a specific tolerance variance can
be applied to it. The upper limit figure is excluded when calculating variances.

User
A person who is authorized to use the system.
User group

A grouping to associate users by the common functional permissions they are
allowed to perform within a system. Also seen as Group.

\%

Variance

The difference between the calculated and the control totals and counts, or the
difference between the invoice and receipt.

Vendor
A general term that is used to include both partners and suppliers.
Vendor description

The name of the vendor.
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Vendor type
The type of vendor, either partner or supplier.
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