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Customer Support

Customer Support hours
Customer Support is available 7x24x365 via email, 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. Retek customers on active maintenance agreements may contact a global Customer
Support representative in accordance with contract terms in one of the following ways.

Contact Method Contact Information
E-mail support@retek.com

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

Phone +1 612 587 5800

Toll free alternatives are also available in various regions of the world:

Australia +1 800 555 923 (AU-Telstra) or +1 800 000 562 (AU-Optus)
France 0800 90 91 66

United Kingdom 0800 917 2863

United States +1 800 61 RETEK or 800 617 3835

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).
e Detailed step-by-step instructions to recreate.

e Exact error message received.

e Screen shots of each step you take.


http://rocs.retek.com/
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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 manually
entered into the system through a group or single invoice entry facility.

Invoice records are verified against associated receipts in an automated matching process. If
invoices are matched to receipts within tolerance at a summary level, they are evaluated for ‘best
payment terms' and posted to a staging table. The staging table is interfaced with the retailer's
accounts payable system, where payments are processed and corresponding accounting entries are
posted.

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

Discrepancies are routed out of the auto-match process and you can begin manual identification
of summary and detail level matches. You may resolve line-level discrepancies. Additionally, you
can access invoices and receipts.

Business Process

Resolve discrepancies Match documents
Review cost discrepancies Summary match invoices
Review quantity discrepancies Detail match invoices
Create memos and requests Summary match credit notes

Detail match credit notes

Enter and review invoices Maintain Invoice Matching
parameters

Review EDI uploads Maintain system options

Split invoices with multiple locations Maintain supplier options

Enter document groups Maintain general ledger accounts

Create a merchandise invoice Maintain reason codes

Create a non merchandise invoice Maintain user groups

Maintain tolerance levels
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Navigate Retek Invoice Matching

Invoice Matching navigation

Overview

This section describes how to navigate within RelM. The following topics are included:
e Instructions to log on to and exit RelM

e Instructions to navigate within a window

e Instructions to sort and filter columns
Procedures

Log on to and exit RelM

L 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. On the Login window, enter your user name in the Username field.

2. In the Password field, enter your password.

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

Exit RelM

1. From the Main Menu, select Log Out. You are prompted to confirm your decision.
2. Click OK. You 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 ll button on the right side of the field.

1. Click the down arrow ll 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 g button is found to the right of a field. The button displays all defined
values or options available for the field.

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

1. Click the LOV g button. A list of options is displayed.

2. Select an option from the list.
OR

You may double click on an option in the list to populate a field.

3. Click OK. The selected option is entered in the appropriate field.

Sort and filter information
RelM allows you to sort and filter data so that you can view the appropriate information.
Filter information

Many windows use filters. A filter allows you to limit the records listed in the column to those
that match your filter criteria.

e 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.

e Todisplay all records, select *All* from each drop-down list.
Sort information
Many windows use underlined column headings to sort table data.

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

e To reverse the current sort order, click the same column heading again.
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Search for a purchase order

Overview

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

Procedure

1. Click the search button. The Purchase Order Search window is displayed.

ARuin Ussr ADMIN - DB URL: jdbc:oraclethin, @mepdwa:1521:demk1], Dafa Seurce: me10 Log Path: A0 LATEsmin/ocd]_anve oc4j904 Teon] VRSIMLogsAst AuManication: DATABASE

Receipt (% for partial s=arch) E]
Location | E|
Receipt Date A £

Ok Search Refresh

Vou s logged in ae
Purchase Order Search

L) Note: You must use at least one search criterion, but you are not required to use all three.

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

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

4. In the Date fields, enter the date of that receipts were received against the PO, or click the

calendar ﬂ button and select a date.

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

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

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

5. Click Search. Purchase orders that match the criteria are displayed in the table.
6. Inthe Use Order Number field, select the check box of the order you want to use.

7. Click OK. The purchase order is displayed in the appropriate field.
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Comments

Overview

The Comments window allows you to add additional information about a specific area of a
window.

Procedure

1. Click Comments. The Comments window is displayed.

ikll, Data Source: omsl0 Log Pufh il : Auhenticafion: DATABASE

Document 1D EDIGENN1064502251 4640000000103

Document Type Merchandise Invoice:

Usage Type [External
ttem | E|
=]
Comment

I

Acid

Existing Comments
ttem
Usage Type User ID Date Al :l' Comments

Ha records found

Ok

Retelk ZI)

Comments window

2. Inthe Usage Type field, select Internal or External.

3. Inthe Item field, enter the item ID, or click the LOV g button and select an item.
4. In the Comment field, enter your comments.

5. Click Add. Your comment is added to the table.

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

(&)
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Flexible columns

Overview

You may customize your window view by clicking on the column ]]][ button. You may change
the columns that are hidden or displayed, or the order in which columns appear. Once you
rearrange the columns, your window maintains the view every time you open the window.
Procedures

Hide or display a column

1. Click the column ]]][ button, found to the left of the window name. The Column Ordering
window is displayed.

3 Column Ordering - Microsoft Internet Expl = |[Ef X

Current View: IDEfEUTt Wiy

Custom View: ICUEtDrTI WiEy

Group D **
Ertry Date **
Status

Contral Total
Calculated Total
Yariance Total
Contral Court
Calculated Court
Yariance Count
Currency Code
Create D

[+[+
e[ [+

* . Denotes Column Mot Hideakble
Apply | Cancel I
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2. Select a column heading.

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

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

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

Change the column order

1. Click the column ]]][ button. The Column Ordering window is displayed.

a Column Ordering - Microsoft Internet Expl = | [O) =

Current View: IDEfEUﬂ Wiy

Custom View: ICUETDH'I ey

Group D **
Ertry Date **
Status

Contral Total
Calculated Total
Yariance Total
Contral Court
Calculated Court
Yariance Court
Currency Code
Create ID

v
ke[| [+

=2 _ Denotes Column Mot Hideskble
Apply | ancel I
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2. Select a column heading. Click the up arrow ﬂ button or down arrow ﬂ button to move
the column heading order.

a.
b.

C.

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 #
button

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

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

Overview

There are three ways invoices are loaded into the system: EDI, group entry, and single invoice
entry. The majority of 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 cannot be verified, then you need to manually correct the inaccurate data on each invoice.

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 are updated with the new value.

Procedures

Correct a rejected EDI invoice

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

Vi o Sl s wi Al T ASEH . L] L], B Lan a5 By Tl 843 Lbevtnlboli o 5 i ) 004 i | 1 o B, Al e, [T ASLATE

EDl Maimenance

Tent Suppier IR 25 0 S H0000000 15 103000 33,31 ¥500) reenke cupcals LT
Tent S IR 05 20 0000000 0G 0103000 335,219 305 Ireenk cuplcals LFC
Tont Suppier IR 05 N 00000028 £o-10-3000 330,710 7000 Irevuk cuplcals L
A2 1 OO0 Carpwrnr Fradiacts Lid DL O s 000D T £0-10- 3000 §3 BT DO vl cuplicale LEC
EOOOOOO00E Tere Supier SOOO00000S DR O LA T 00000007 03103000 33,70 6300 reenle cuplicals L

337,572 000 Ik cupicale LFC
4,02 5000 el cupicade LPC
39531 J7ET Irenkd cupicale LPC
92,81 210559 b cupicate LB
330,107 B400 I cupicate LB
92,508 8054 o cupicate LB
$2HEH 8000 enkd dupicate LB

'|'|'|'|'|'|'|_|_|_|_|_|_|_|_|_|_|_|_I_Ii

SONKKRNH -Ters! Suppier 3 (4% D00 kel uplicate LB

SONKKRNH -Ters! Suppier B4, 711 400 Pl duplicate LB

SRR Terd Sippiber SOGOOOGON B3 THT E200 Frvnled duplicate LB

T e R 1 S 2900 vl cupheabe LB

120 1 S o Padiiacks Lid 41 I3 4000 el chuplabe LI

120 1 S e Pty L 40 500 el chuplabe LI

SRR - Tecl Siuppier 0 0 DO el LB .:J
Retek .
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1. Inthe Invoice Number column, click an invoice number. The EDI Rejected Invoice Details
window is displayed.

Voo i Sl s i Al T ASBEH B WRL e e o e, el D100 L], Bhale Danen a3 Mg Pl 43 Dbwoulboniin o B i o 004 riom | 1o S0 i td, Asilmells mibian. [ TASLATE

EDl Rejecud Invaicn Detail

Rrject Reason rooakd agicas LT
ko (TR J07H P00 TO000000 34 Trms || =
Sappliar [ o cadder Ha. | =
i Oute f il Lacation | =
AN [ Banpgderreernd ¢ SEL Gl ity et Comall Pkl e Been Carsl J
[ o I [ 40 Eild 0 D000
[rocnacss I R I [ e e o 120
[ I~ I [ 400 S AT 300
I H I | L] [ET AT
[ I B I [ 400 33000 130000
[ H I [ "l 03000 T
[ [ | I [ 400 ¥ 5082 e 00
I | I | L] FEC 000
[ | I | 400 320000 0 0000
=
Fitey et ] I
Retek )

2. The fields that must be edited are enabled.
e To select a different supplier, in the Supplier field, enter the correct supplier ID, or click
the LOV button and select a supplier.
e To select a different invoice date, in the Invoice Date field, enter the correct invoice date,
or click the calendar ﬂ button and select an invoice date.
e To select different terms, in the Terms field, enter the correct term 1D, or click the LOV
button and select a term.
e To select a different order number, in the Order No. field, enter the correct order number,
or click the LOV g button and select an order number.
e Toselect a different location, in the Location field, enter the correct location, or click the
LOV g button and select a location.
e To select a different UPC, on the table in the UPC/Supplement/SKU field, enter the
correct UPC, or click the LOV g button and select a UPC.
3. Click Retry Invoice. You are returned to the EDI Maintenance window.

L) 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.

10
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Delete EDI invoices

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

e g A, e - 510 ] ], Bk e s 5 Ry Pl 443 Dvenlbnlroi 81 e A F0C4 priom | 3B

EDl Maimenance

r m - A - Tt s il Al -
r SUEEEEEENE T Sk e, [0 902007 33341 §R00 reuka dupkcale LPC
T SO0 Test Supgier SOOOOO0C0 £0-40-2000 335215 3054 el cuplicale LFC
r S any T ek [0-90- 2007 330710 PE00 ek dupkcale LPC
r A 2 2 20000 Gl Pracicy Lid £0-90-3000 838 BT D00 el cuplicade LPC
r e alelrls Teord gy aeaaaalr E3-90-300A 33750 E300 pemb duphcale LFC
r A7 P O Gdarnrwns Prodiacs Lid E0- 80300 837 4T3 BED0 ik chuplcale LBC
r elelaelalrls Teerd ey Aalelalelalalr E3-90-200A M 0 BO00 el dupkcale LD
r ETRRRCONE-Teeed Suppier SOOOOOOOCD £OLA0 300 335453 BT ek duphcale PG
r Terrd Tappier 03-90-2000 24120554 il duplcale LPC
r Terrt Sapeier O0-90- 2004 3201065 E400 el cuplicale LPC
r Terrd Sapgier O3-90-2000 9970 DO vk duplicale LPC
r Teeed Suppier D0-10-3000 3261 SH00 el duplcate LG
I Sooooonm - Tes Sl 03903000 33 (3425 BOO0) el uphicate LFC
r SO -Teeed Suppiler Do-10-3000 554,711 £400 ks dupicate LEC
r Tt Sugher £3-10 2000 392,767 300 mrakd chphcate LPC
r SRR Tni Seappir SOCOOOOONH [2-10-200 99,500 2000 il duphcale LG
r RFaFd e e PR 2102000 340 072 4000 Frvnld duphcale LG
r 12 1 S Gkt vl Frodiact L 102000 40 200 Frvnld chuphcale LG
r SRR -Teni Supgier 102000 3 0 OO0 el L ;l
_MsunCompcton, | Coe | [Carca]

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

L) Note: To select all of the invoices, select the check box in the header area.
2. Click Delete. You are prompted to confirm the deletion.

3. Click OK. The invoice is deleted from the system.

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

11
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Correct multiple rejected EDI invoices

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

Wi Sk s wi Al T ASHREH - 5 L1 ] ], Bk e i 55 By Pl 843 ovtenlbodri 83 e el 004 oo | 3 B i, Alamnlls i, £ T ASLATE

EDl Maimenance

Drictn I_uﬁ rwﬂj I_wj =

r M - A - Tt s il Al =

[ SOOOO00s-Tar Supebe SOO0O000C 0103000 93,0400 1000 Ikt chupiicade LT

M SO Tert Supks SOOOOOO0T £0-10.3000 $39.219 3054 (rnkd cupicals LFC

[ SOOOO000-Tart Supeer SOOOO000] 103000 30,710 000 rwvnke chuphcate LPC

T 1212 0 Cerwars Prodicty Lis [0-A0- 200 830 BT D00 ekl chupkeale PG

[ SOROOOROOR Tooet Sepien SOCKOOCOCE £0-10-3004 83,7250 8300w chupicade LFC

M 133 0w Prodicks Lid E0- 80300 837 4T3 BED0 ik chuplcale LBC

M Soaoananes-Teed Suppler SRDKOOO0S £O-A0 200 O BO00 el chuplicale L

T oo Teed Suppler SRDEOOOOC £OLA0 300 335453 BT ek duphcale PG

r Terrd Tappier 03-90-2000 24120554 il duplcale LPC

r Terrt Sapeier O0-90- 2004 3201065 E400 el cuplicale LPC

r Terrd Sapgier O3-90-2000 9970 DO vk duplicale LPC

r Teeed Suppier D0-10-3000 3261 SH00 el duplcate LG

r ST -Teetd Suppiler Do-10-300 536, (954 BE00 remled duplcaate LEC

r SO -Teeed Suppiler Do-10-3000 554,711 £400 ks dupicate LEC

I Tertt Suppter 102000 $U3TET B30 ek duphcate LI

T Soooooos-Tesl Suppker SOOOGOO00 o-10-200 94 SFF) 3000 renld duplcale LG

T 122 st wars Froduct Lid £3-10-2000 41072 4000 Frvaked dughtate LG

T 1z st wars Froducti Lid £3-10-2000 40 200 Fevnkd dughtate LI

[ Sooodon -Tes Supter £3-10-2000 36, 0000 00K el L =

s | [ewen]
Retek Pl

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

You e logzed I a5: Ay User ADMIN DB URL: jebcianecls thin @raspdey
EDI Reject Mass Correction

Supplier | E|
Type 2

Oid kem |

5210011, Data Source: onsl0 Leg Pafh: A0LARbduiniocd] swssoc4 1904 Teim] IRDMLogsASt Auentication: DATAEASE

(TR

New kem [

I I
Replace Delete Cancel

2. In the Supplier field, enter the supplier ID, or click the LOV g 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.

12
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Delete multiple rejected EDI invoices

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

Wi Sk s wi Al T ASHREH - B3] dewh ], B, e e 55 B Tl 843 Levtnlboir i 83 s e 004 o | 3 B tt, Alhmnlls miliam, £ T ASLATE

EDl Maimenance

Debeta I_uﬁ rwhj I_wj =

r M - ] = ol b it ] =

T SO0 Tee Supgier SOOOO000CE £0-90-2000 0,940 $000 rwnkd dupicats LB

M SO Tert Supks SOOOOOO0T £0-10.3000 $39.219 3054 (rnkd cupicals LFC

T SO0 Teet Suppler SOOOO000C E3-90-3004 330,710 7000 Ik dupicale LPC

T 1217 S00-Clanrwanns Prodiacts Lid [0-90-300 3§28 AT o0 ek duplicate LFC

[ OO Teed Suppler SOCROOOCE £3-30-3004 337 8300 lrewnld coplicade P

T 135 S0 -Clarrwars Frodiacks Lid £0-90-300A 9§37 AT H000 ek duplcate LS

T SOEEEERe-Tosd Suppher SOOOOOOOCE £0-90-300A 34 00 BO00 vl cuplicate LEC

T SOREREEERs-Tesd Soppher SOOOOOOOOS £0-90-3009 335 TTET lrwukd duplcale UL

r Terrd Tappier 03-90-2000 24120554 il duplcale LPC

r Terrt Sapeier O0-90- 2004 3201065 E400 el cuplicale LPC

r Terrd Sapgier O3-90-2000 9970 DO vk duplicale LPC

r Teeed Suppier D0-10-3000 3261 SH00 el duplcate LG

T Sooooon -Tesd Soppier Do-10-300 536, (954 BE00 remled duplcaate LEC

T Sonooon -Test Soppier Do-10-3000 554,711 £400 ks dupicate LEC

r Tered Sappier o160 300 893 6T £300 ks duphcate LB

T SOOGOGH-Tes Suppier SOOOO0000E o-10-3000 31,56 200 el dupiicae L

© 1212000 Chartdware Producks L -0-2000 41072 8000 vkl cupicate LI

T 13 S Chwans Prodcts L o-10-3000 0 D00 Fremkd duplcabe L

T oo -Ted Supgher 02000 338,000 000K vl P =

s | [ewen]
Retek )

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

You e logzed I a5: Ay User ADMIN DB URL: jebcianecls thin @raspdey
EDI Reject Mass Correction

Supplier | E|
Type 2

Oid kem |

5210011, Data Source: onsl0 Leg Pafh: A0LARbduiniocd] swssoc4 1904 Teim] IRDMLogsASt Auentication: DATAEASE

(TR

New kem [

I I
Replace Delete Cancel

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

3. Inthe Type field, select Order.

L Note: You can only delete orders.

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

5. Click Delete. You are prompted to complete the deletion.

6. Click OK. You are returned to the EDI Maintenance window.

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

Overview

There are three ways invoices are loaded into the system: EDI, group entry, and single invoice
entry. The Group Entry window allows you to manually enter merchandise invoices, non-
merchandise invoices, and credit notes into the system.

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

Procedures

Create an invoice group

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

Jir ADMIN DB URL: j . Daty Source; 1nel0 Log Pafh: ALAm

von
Group Entry List )il

4_reim] URAIMLOZEAS, dnuhendication: DATABASE

Entry Date Status Calculated Varianee Comtrol Calculiled  Varince  Currency  —oedtell

Delete  Group ID Al = Al od Total Total Total Count Count Count Code Al =
r 82514 03-10-2001 Wiorkshest $0.0000 $4,100.0000 $4,100.0000 o 3 3usD ADMIN
[ sEs 0a-10-2000 Warksheet $0.0000 $1,000.0000 $1,000.0000 0 1 10D ADMIN
s 03402001 orksheet $2.0000 $10.0000 $10.0000 0 1 1UsD ADMIN
r 82525 03-10-2001 Wiorkshest $0.0000 $1,000.0000 $1,000.0000 o 3 3USD ADMIN
r 82526 03-10-2001 Wiorkshest §100,000,000,000 0000 $100,000,000,000 0000 $0.0000 o 1 1 USD DEMO1
[ s 03-40-2000 iorksheet $1,000,000,000,300,000,0000 5100,000,000,000.0000 ($399,300,300,000,000.0000) 0 1 10D DEMO1
[ aDs 0340-2001 iarksheet $99,399,399,299.0000 $6.777,777,777,79,260.0000 $8,777,677,777,73,201 0000 El 3 auso DEMO1
[~ aze0e 03-10-2001 Wiarksheet $88,268 258,558 858 0000 38 565 588, 365,588,590 0000 8,800,000,000,000,002 0000 0 1 10USD DEMOT
r 82807 03-10-2001 Submitted $100.0000 §100.0000 $0.0000 1 1 0 USD DEMO1
- 82809 03-10-2001 Wiorkshest $0.0000 $444 0000 ‘Ba44 0000 o 1 1 USD DEMO1
[ smeto 03-10-2000 iarksheet $2.0000 $42,355.0000 $42,555.0000 0 2 2050 DEMO1
et 03402001 Worksheet $2.0000 $556.0000 55560000 0 2 2080 DEMO1
r 92908 03-10-2001 Wiorkshest $0.0000 $999,999,999,999 5560 $999,999,999 999 5560 o 1 1 USD DEMO1
- 83306 03-10-2001 Wiorkshest $234.0000 $234 0000 $0.0000 o 1 1 USD DEMO1
[ osErr 0a-40-2000 iarksheet $0.0000 45,0000 $45.0000 0 1 10D DEMO1

123 4 [Wesd]
Advanced Search | Clesr Advarced Seerch | Mew | Delete | Cancel

o
e
@

oy
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Chapter 2 — Enter documents

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

: 03-10-2004 Curreney [UsD Eusvoar Status: Worksheet

nnnnn Vendor Type Document Date Terms Ref Ho. 1

Supplier -
[Merchencise Invoice = = A E| Apply Defaulls

vocument ey ) OECTSOSQQN |

Document Hon-
Documes nt Type Vendor Type Doc Ho. Date Terms Order Ho. Location Total Oty Total Cost MerchRefHo.1 RefHo.2 RefHo.3
Supplier ~

[Merchandise waice || E| il E| 1 g ¥ = [ I [

Existing Documents m Default Yiew
Delete Document Type Vendor Doc Ho. Document Date Terms Due Date Order Ho. Lecation Total Oty Merch Cost Hon Merch Cost Total Cost Ref Ho.1
Ho records found

me—

Calculated Total $0.0000 Calcutated Count 0

Cnm\:ol Total m Comr‘l:l Count l—oﬂ
_ ok | |pelte | Caleulete Veriance Cencel
2. Inthe Summary area, enter the Control Total and the Control Count for the group you are
entering.

Add documents using default information

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

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

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

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

4. Inthe Document Date field, enter the date the document was created, or click the calendar

ﬁ button and select the date.

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

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

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

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

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

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

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

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

12. Complete the document group.

15
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Add documents without default information

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

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

3. Under the Vendor Type field, enter the vendor ID, or click the LOV g 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

E button and select the date.

6. Inthe Terms field, enter the terms code, or click the LOV g 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 g 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 Ex VAT field, enter the total cost on the document.

11. Complete the document group.

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

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

4} Non Merchandise Cost - Microsoft Internet Explorer

Hon Merchandise Cost
Document ID: 5433246

VAT Code i
- Rate

Cartier Credit Alowance $0.0000 |C-30 x|

Coop Adherch Allowance (Pert) 300000 [c-30 v

Currency Adustment 300000 [c-30 x|

Currency Adustment 500000 [c-30 «|

Custams Duty $0.0000 |C-30 v

Declared Yalus for Customs $0.0000 |C-30 v

Detective Allowance $0.0000 |C-30 x|

|
|
|
|
Customs Broker Fee | $0.0000 |c-30 x|
|
|
|
Deitver |

$0.0000 [c-30 «|

GL Cross-reference for j

Segment1 Segment2 Segment3 Segmentd4 Segment5 Segment & Segment 7 Segment§ Segmemnt 39 Segment 10

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

Total: | $0.0000
oK calcuate Totel | [ Cancel |
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Chapter 2 — Enter documents

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

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

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

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

a. Inthe Document Entry area, click the amount in the Total VAT Amt field. The VAT
Breakdown window is displayed.

A} ¥AT Breakdown - Microsoft Internet Explorer

VAT Breakdown

Ex VAT Basis VAT Code VAT Rate VAT Amounts
IW © 30 $0.0000 —
IW E 20 $0.0000
[ oo z 15 $0.0000
[ oo 5 10 $0.0000

=

Total: I $0.0000
ok calcuate Totsl | [ Cancel |

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

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.

o o~ w

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

d i as; Admin User ADWIN DB URL: jd

Group Entry List )l

Suhenication: DATABASE

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

Entry Date Status Control Caleulated Variance Control Calculited Variance Currency orestell
Delete  Group ID Al = Al :l' Tatal Total Total Count Count Count Code Al =
r 92514 03-10-2001 Wiorkshest $0.0000 $4,100.0000 $4 1000000 o 3 3USD ADMIN
- 82523 03-10-2001 Wiorkshest $0.0000 1,000 0000 $1,000.0000 o 1 USD ADMIN
[ ssa 03-410-2001 iarksheet $2.0000 $10.0000 $10.0000 0 10D ADMIN
[ e 03402001 Worksheet $2.0000 $1,000.0000 $1,000.0000 0 ] 300 ADMIN
r 92526 03-10-2001 Wiorkshest §100,000,000,000 0000 $100,000,000,000 0000 $0.0000 o 1 USD DEMO1
[~ s2508 03-10-2001 Warkshest §1,000,000,000,000,000.0000 100,000,000,000.0000 (389,300 000,000,000 0000) 0 10UsD DEMO1
[ ams 03-40-2000 iarksheet $99,399,399,293.0000 $6,777,777,777,7,260.0000 $8,777,677,777,773,201 0000 El 3 auso DEMO1
[ sels 03-10-2000 Warksheet 569,355,369,359,658.0000 56,595,306,355,369,890.0000 $3,300,000,000,000,002.0000 0 10D DEMO1
r 92807 03-10-2001 Submittet $100.0000 §100.0000 $0.0000 1 0UsD DEMO1
r 92809 03-10-2001 Wiorkshest $0.0000 F444 0000 $444 0000 o 1 USD DEMO1
r 82810 03-10-2001 Wiorkshest $0.0000 $42,855 0000 $42 8550000 o 2 2UsD DEMO1
[ aet 03-10-2000 iarksheet $0.0000 $556.0000 55560000 0 2 2050 DEMO1
[ s2ems 0340-2001 horksheet $2.0000 5999,339,999,999.5560 999,999,399 999 5550 0 1UsD DEMO1
r 93306 03-10-2001 Wiorkshest $234.0000 $234 0000 $0.0000 o 1 USD DEMO1
r 83307 03-10-2001 Workshest $0.0000 $45.0000 §45 0000 o 1 USD DEMO1
123 4 [Wex]
Advanced Search | Clest Advarced Search | Mew | Delete | Canesl

1. To search for a document group:

a.

A

ADMIN

Advanced Search

Dacumert ID

Document Type | A
Wendor Type

Supplier 2

(% for partial search)

Wendor

Orcler Mumber

Currency

=

=

Total Cost

Document Group Status | Al

o |

Search Feifresh Cancel

Click Advanced Search. The Group Entry Advanced Search window is displayed.

b. Enter the criteria to restrict your search.

C.

0 o Admin Uss ADMIY DR URL:

wvrilill, Data Sowrce: ousl) Log Pah: Al hrebas

Entry Date 03-10-2001

Click Search. The Group Entry List window is displayed.

Curreney USD

Status iorksheet

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

Vendor Vendor Desc Doc Document Document I (e order . Location  Location Description
Delete |~ hd || 21 >l Ho. Type Date Terms Date Gty Merch Cost Cost Total Cost Ho. |l ha 5 =
[~ 1212120000 Glassware Products Ltd 14554 ms;?::”d‘se 03-08-2001 BQE';:% & ga;ﬂg' 150 $1,4800000  $10.0000 $1,500.0000 77013 1411111111 Central Physical \WH
1301
[~ 5000000000 Test Supplier 234 ms;?::””‘se 08-08-2001  000.00% 014 ga;n' 4,324 §7,777,777 777 T77 780.0000  $0.0000 §7 777 777,777 7777800000 7EA04 1000000018 Charleston
13.01
[~ 5000000000 Test Supplier 324 m:;.?::nwse 08-08-2001  000.00% 014 gﬁf' 4 $1,000,000,000,000,0000000  $0.0000 §1,000,000,000,000,000.0000 76904 1000000018 Charlesion
o4

Calculated Total §8.777,777,777 778,260.0000 Calculated Count 3
Control Total| 599, Control Count| 3
Variance §8,777677,777,775,261.0000 Variance 0

Calculate Yariance

oK Worksheet | Submit Approve | | Add Delete Cancel

Retek
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Chapter 2 — Enter documents

3. To make changes to the document group, click Worksheet. You are prompted to confirm the
status change.

Click OK. The document group status is changed to worksheet.
Click Add. The Group Entry window is displayed.
Add documents as necessary.

N o g &

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.

c. Click OK. The invoice is deleted from the system.

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

Delete an document group

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

Entry Date 03-10-2001 Currency USD Status W\orksheet

Vendor Vendor Desc B — . o order __Losation _ Losation Deseription
Delete | A ha I 221 ~| Ho. Type Date Terms Date Gty Merch Cost Cost Total Cost Ho. | hal Il 51 =
[ 1212120000 Glasswere ProductsLtd, 14554 m:;ﬁ‘:”d‘se 03-09-2001 31;13'5% s 230019 150 14300000 $10.0000 §1,5000000 77013 1111141111 Central PhysicalWH
Merchandise _— 03-20-
[~ 5000000000 Test Supgier 234 P 03052001 Q00.00% 014 S0 4334 §7777IRT ORI ORI AE00000  BLODOO §7 7T 7T YT FITIGO0000 6004 1000D0DNIS  Cherleston
Merchandise . 03-20
[~ 5000000000 Test Supplier 34 erche 0306.2001  00000% 014 o 431,000,000,000,0000000000  $0.0000 §1,000,000,000,000,000.0000 76904 1000000018 Charleston
o4
Calculated Total $8,777777,777,779,280.0000 Calculated Count 3
Control Total] $39,399,399,339.0000 Control Count| 3
Variance $8,777 577,777 779,251 0000 Variance 0
oK Worksheet Submit spprove | Caculete Verence || Add Delete Cancel

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.

> w e

Click Cancel to close the window and save your changes.
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Approve a document group

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

v s Admin User ADMIN DB URL: j¢ G 111, Data Soure; zusl) Loy : AL /ReDMLogstet Mushendication: DATAEASE
Group Entry List )l
Entry Date Status Control Caleulated Variance Control Calculited Variance Currency orestell
Delete  Group ID Al :l' Al = Tatal Total Total Count Count Count Code Al j‘
r 92514 03-10-2001 Wiorkshest $0.0000 $4,100.0000 $4 1000000 o 3 3USD ADMIN
- 82523 03-10-2001 Wiorkshest $0.0000 1,000 0000 $1,000.0000 o 1 1 USD ADMIN
[ ssa 03-410-2001 iarksheet $2.0000 $10.0000 $10.0000 0 1 10D ADMIN
[ e 03402001 Worksheet $2.0000 $1,000.0000 $1,000.0000 0 ] 300 ADMIN
r 92526 03-10-2001 Wiorkshest §100,000,000,000 0000 $100,000,000,000 0000 $0.0000 o 1 1 USD DEMO1
| ) 03-10-2001 Warkshest §1,000,000,000,000,000.0000 100,000,000,000.0000 (389,300 000,000,000 0000) 0 1 10UsD DEMO1
[ ams 03-40-2000 iarksheet $99,399,399,293.0000 $6,777,777,777,7,260.0000 $8,777,677,777,773,201 0000 El 3 auso DEMO1
[ sels 03-10-2000 Warksheet 569,355,369,359,658.0000 56,595,306,355,369,890.0000 $3,300,000,000,000,002.0000 0 1 10D DEMO1
r 92807 03-10-2001 Submittet $100.0000 §100.0000 $0.0000 1 1 0UsD DEMO1
r 92809 03-10-2001 Wiorkshest $0.0000 F444 0000 $444 0000 o 1 1 USD DEMO1
r 82810 03-10-2001 Wiorkshest $0.0000 $42,855 0000 $42 8550000 o 2 2UsD DEMO1
[ aet 03-10-2000 iarksheet $0.0000 $556.0000 55560000 0 2 2050 DEMO1
[ s2ems 0340-2001 horksheet $2.0000 5999,339,999,999.5560 999,999,399 999 5550 0 1 1UsD DEMO1
r 93306 03-10-2001 Wiorkshest $234.0000 $234 0000 $0.0000 o 1 1 USD DEMO1
r 83307 03-10-2001 Workshest $0.0000 $45.0000 §45 0000 o 1 1 USD DEMO1
123 4 [Wex]
Advanced Search | Clest Advarced Search | Mew | Delete | Canesl

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

_ B

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.

N

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

Procedures

Split invoices with multiple locations

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

window is displayed.

Adnin User ADMIN DB URL: jdbcia

Lidewrtkl], Dada Seurce: pus10 Log Padh: Al Ardbadeaino

[ou a0e Logg
Parent Invoice List

M_reiml VReIMLogsAst. Awdhendicalion; DATAE ASE

Supplier Location
Parent Invoice ID Al = Purchase Order Al = Currency
EDIGENMT 0558647 456460000000000 5000000001 TE0S2 1111111111 -Central Physical WH usp
EDIGENNMT 05588585 39890000000002 5000000001 TEOTO 1111111111 -Central Physical WH usp
EDIGENR 0558547 467860000000005 5000000001 TEOSE 2222222222 \Western Physical WH uso
EDIGEN (5556534841 60000000001 5000000001 76078 2222222222 Western Physical WH usD
EDIGENN1 0558647 465460000000008 5000000001 TROGT 1111111111 -Central Physical WH usp
EDIGENN 0558656540230000000004 5000000001 TEOTS 1111111111 -Central Physical WwH usp
EDIGENN 0558859484860000000002 5000000001 TEO7Y 1111111111 -Central Physical WH usD
EDIGENN 0625355031 660000000000 1212120000 64927 111111111 -Central Physical WH usD
EDIGENN 06 32054254560000000000 5000000001 76083 1411111111-Central Physical ¥ usD

1

Cancel

Invoice Terms
Total Quantity All j‘

Split Indicator
Al >

Total Invoice Cost Inuoice Date
$70,650 6162 5,400 2 5% 30 Days 03-10-2001 ki
$54,000.0000 5400 2.5% 30 Days 03-10-2001 ¥
$38,000.0000 3500 2.5% 30 Days 03-10-2000 ¥
$36,000.0000 3600 2.5% 30 Days 03-10-2001 |
$54,000 0000 5,400 2 5% 30 Days 03-10-2001 ki
$54,184 6200 5400 2.5% 30 Days 03-10-2001 [
$54,000.0000 5,400 2.5% 30 Days 03-10-2001 N
49,217 61 3600 1.5% 30 Days 03-10-2001 |
$62,325 3091 5,400 2.5% 30 Days 03-10-2001 |

e Inthe Parent Invoice ID column, click an invoice number. The Parent Invoice Header

window is displayed.

Admin Tser ADWIH DB URL: jhc:a

Vou
Parent Invoice Header
Parent Invoice ID: EDIGENN10632954254560000000000

Total Merchandise Cost:
Total Non-merchandise Cost:
Total Invoice Cost:

Total Quantity:

Supplier: S000000001-Test Suppiisr
Purchase Order: 76046
Location: 1111111111-Central Physical WH

§54,000.0000 Invoice Dates: 03-10-2001

8,325.3091 Invoice Terms: 01-2.5% 30 Days
$62,325 3091 Manually Paid: b
5,400

Defautt From Order: Els Defaults

o] e

Location: | E| Child Merchandise Cost: Child Quantity: Aprly Update
Delete
r Child Invoice 1D Document Type Order Location Total Merchandise Cost Total Invoice Guantity
[~ EDIGEN0532954254550000000000L0C1111111 111 Merchandise Invaice TE088 Certral Physical WH $54,000.0000 5,400
[T EDIGENMI0E32954254550000000000LOC 1111111 111k Mon-erchandise Invoice TB0BE Certral Physical WH $3,325.3091 0
Undistributed Cost: $0.0000 Undistributed Quantity: i

Retek 7z

N

column.

Note: To begin splitting an invoice, select an invoice that has an N in the Split Indicator
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Add child invoices
1. Inthe Location field, enter the location ID, or click the LOV g button and select the
location.

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

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

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

Edit child invoices

1. Inthe 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 child invoice is updated.

Delete a child invoice

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

3. Click OK. The child invoice is deleted.

Complete the distribution

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

L) 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

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

i User ADMIN DB URL: jdbe: 736:1521:dsurtk 11, Dads Sewrce: rms10 Log Pafh: il ne e VRsIMLogeast Awfhendication: DATABASE
List
Supplier Location Inyoice Terms Split Indicator
Parent Invoice 1D Al i Purchase Order Al [~ Currency  Total Invoice Cost Total Quantity Al id Invoice Date Al x

EDIGENIN1 (558547 466450000000000 5000000001 76052 1111111111-Central Physical WH UsD $70,6506162 5,400 2.5% 30 Days 03-10-2001 ks

EDIGENN 0550556539630000000002 5000000001 76070 414111111 -Central Physical WH usD $54,000.0000 5,400 2.5% 30 Days 03-10-2001 [

EDIGENN1 0556547 467650000000005 5000000001 76058 2222272222 Western Physical WH usD $36,000.0000 3,600 2.5% 30 Days 03-10-2001 v

EDIGENN1 05585594841 60000000001 5000000001 78073 2222272222 \Western Physical WH usD $38,000.0000 3,600 2.5% 30 Days 03-10-2001 ¥

EDIGENIN1 0558547 4553450000000008 5000000001 TBOBT 1111111111-Central Physical WH usD $54,000.0000 5,400 2.5% 30 Days 03-10-2001 ¥

EDIGENN 0550556540230000000004 5000000001 76075 411111111 -Central Physical WH usD $54,184.6200 5,400 2.5% 30 Days 03-10-2001 v

EDIGENNT 0556559484650000000002 5000000001 78079 111111111-Central Physical WH usD $54,000.0000 5,400 2.5% 30 Days 03-10-2001 [

EDIGENN1 0625355031 650000000000 1212120000 64327 1111111111-Central Physical WH usD $49,217 6191 3,600 1.5% 30 Days 03-10-2001 ¥

EDIGENIN 0832954254560000000000 5000000001 76083 1111111111-Central Physical WH UsD $62,325 3091 5,400 2.5% 30 Days 03-10-2001 ¥

1

Cancel

Retek Z I

1. Inthe Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window is displayed.
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v v ss: Adin User ADWIN DB URL: jeoc ozacle thin: @msp deerk1], Daka Source: 2210 Loy s reim]1/ReMMLogsAst. Aentication: DATAEASE
Parent Invoice Header
Parent Invoice ID: EDIGENN10632954254560000000000 Total Merchandise Cost: §54,000 0000 Invoice Date: 03-10-2001
Supplier: S000000001-Test Supplier Total Hon-merchandise Cost: 36,325 3091 Invoice Terms: 01-2.5% 30 Days
Purchase Order: 75085 Total Invoice Cost: $62,325 3091 Manualty Paid: N
Location: 1111111111-Central Physical WwH Total Quantity: 5,400

Defautt From Order: Els Defaults
Location: | E| Child Merchandise Cost: Child Quantity: Aprly Update

Delete
r Child Invoice 1D Document Type Order Location Total Merchandise Cost Total Invoice Quantity
| EDIGENN1 0632954 254560000000000L 01111111111 Merchandise Invoice TB08E Certral Physical ViH $54,000.0000 5,400
[T EDIGENK0A32554254560000000000L0CT11111111 1k Han-herchandise Invoice TE0SE Certral Physical WH $8,325.3001 0
Undistributed Cost: $0.0000 Undistributed Quantity: a

ok seete
Retek 7z

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

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

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

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

4. Add child invoices, edit child invoices, and delete a child invoice as necessary.
5. Complete the distribution.

Add invoice details to a child invoice

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

gohst Awhenticafion: DATABASE

Supplier Location Inuoice Terms Split Indicator
Parent Invoice 1D Al i Purchase Order Al [~ Currency  Total Invoice Cost Total Quantity Al id Invoice Date Al x
EDIGENM 0555547456450000000000 5000000001 76052 1111111111-Central Physical WH UsD $70,6506162 5,400 2.5% 30 Days 03-10-2001 ks
EDIGENN 0550556539630000000002 5000000001 76070 414111111 -Central Physical WH usD $54,000.0000 5,400 2.5% 30 Days 03-10-2001 [
EDIGENN1 0556547 467650000000005 5000000001 76058 2222272222 Western Physical WH usD $36,000.0000 3,600 2.5% 30 Days 03-10-2001 v
EDIGENN1 0558559481 E0000000001 5000000001 78078 222222722 Western Physical WH usD §35,000.0000 3600 2.5% 30 Days 03-10-2001 v
EDICENM 0558847468460000000008 5000000001 TEO67 111111111 -Centrel Physical WH UsD $54,000.0000 5,400 2.5% 30 Days 0310-2001 v
EDIGENN 0550556540230000000004 5000000001 76075 411111111 -Central Physical WH usD $54,184.6200 5,400 2.5% 30 Days 03-10-2001 v
EDIGENNT 0556559484650000000002 5000000001 78079 111111111-Central Physical WH usD $54,000.0000 5,400 2.5% 30 Days 03-10-2001 [
EDIGENMI 0525355051 650000000000 1212120000 64827 1111111111-Central Physical WH usD $48,217 6191 3600 1.5% 30 Days 03-10-2001 ¥
EDICENM 053205454560000000000 5000000001 78088 1111111111 -Centrel Physical WH usD $62,325.3001 5,400 2.5% 30 Days 0310-2001 v
1
Cancel

Retek Z I

1. Inthe Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window is displayed.
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Ademin Tser ADMIH DB URL: jdhc:oracle thin: @mep 31:devitk1], Daia Source: mmsli Log Pah: Al o 4_peim ] 1/ReIMLogsAst Anahenication: DATABASE

vou
Parent Invoice Header

Parent Invoice ID: EDIGENN10632954254560000000000 Total Merchandise Cost: 554,000 0000 Invoice Dates: 03-10-2001
Supplier: 5000000001 -Test Supplisr Total Hon-merchandise Cost: 38,325 3091 Invoice Terms: 01-2.5% 30 Days
Purchase Order: 75085 Total Invoice Cost: $62,325 3091 Manualty Paid: N
Location: 1111111111-Central Physical VwH Total Quantity: 5,400

Defautt From Order: Els Defaults

Location: | E| Child Merchandise Cost: Child Quantity: Aprly Update

Delete
r Child Invoice 1D Document Type Order Location Total Merchandise Cost Total Invoice Quantity
| EDIGENN1 0632954 254560000000000L 01111111111 Merchandise Invoice TB08E Certral Physical ViH $54,000.0000 5,400
[T EDIGENK0A32554254560000000000L0CT11111111 1k Han-herchandise Invoice TE0SE Certral Physical WH $8,325.3001 0
Undistributed Cost: $0.0000 Undistributed Quantity: a

0] [osie
Retek 73

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

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

L) Note: You must completely distribute the total cost and total quantity of a parent invoice
before you may add details to the child invoice.
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3. Inthe Child Invoice ID field, click the child invoice ID. The Child Invoice Detail window is
displayed.

o5 Amin User ADMIM DB URL: jdhc k1], Daia Source: pusli Loy AL el _peim] 1/ReIMLogsAst Anuhenication: DATAEASE

ice Detail

Invoice: EDIGEMM10632354254560000000000LOCT 1111111110 Purchase Order: 75053 Total Merchandise Cost: $5,325.3091
Supplier: 5000000001-Test Supplier Curreney: USD Total Quantity: a
Location: 1111111111-Central Physical wH

tem g Invoice Oty Unit Cost Aded fiEm Uprate ftem

Delete tem Deseription Invoice aty Inv. Unit Cost Extended Cost
Ho records found

elect all

lear all

Totals Total tems: 0 Total Quantity: 0 Total Extended Cost: 38,325.3081
Quantity Variance: 0 Extended Cost Variance: 383253091

i

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

4.

5. In the Invoice Qty field, enter the number of units on the invoice.

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

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

Edit an item

1. Inthe 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 record is updated.

Delete an item

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

LI Note: To delete all items on the Child Invoice Detail window, click select all.
2. Click Delete Items. You are prompted to confirm the deletion.
3. Click OK. The item is deleted.

Complete the invoice
1. Click OK to save the changes and close the Child Invoice Detail window.
2. Click OK to save the changes and close the Parent Invoice Header window.
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Chapter 3 — Create documents

Create a merchandise invoice

Overview

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

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

Procedures

Create a merchandise invoice
= Navigate: On the Document Maintenance tab, click Document Search. The Document Search
window is displayed.

logzed in as: Admin Tker ADMIN - DB URL: jdhc:orsclethin: @mepdev36: 1531 :devrtk 11, Tata Source: 1ms10 Log Pamh: ol | Avshadminsocd; 1904 reim] /ReMMLogshsr Aufhentication: DATAEASE

Document Search

»

I\ =

acton[view 7|
Document Type lﬁ Document ID (% for partial search) |
Status l—;l
“endor Type lm wendor | =
Qreler Mumber l—g Lacation | g
AP Reviever | E
In Ciost Rewiew m Cost Reviewwer Group | E
In Quantity Review m Quartity Reviewer Group | =
Document Date Range l—@ to l—@ Due Date Ranoe l—ﬂ 1o l—ﬂ
Currency | E| consignmert [ =] Deal | |
Document Cost Range | to | Guartity Range | ta |
Receipt l—g ftem | g
Payment Terms | =l Freight Payment Type | =
Details Exist m Pre-paid Invaice m
Ok | Refresh | Cancel |

Il

Create the merchandise invoice header

1. Inthe Action field, select New.

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

1 Admim Ussr ADMIN -~ DE URL: jc

ntenance Header

atkll, Dats Source: nucll Log Pah: A Limshad

st Awhendication; DATABASE

Document Typs: Merchandise Invoice ‘endar Typs lm
Invoice: | Wendat | g
nvoice Stetus: omerr[ =5 %
Inveice Date: I—ﬂ Location: | g
Match Date: Invioice Currency: Exchanue Rate:
Invaice Terms: | g
Order Terms: ™ EDlInvoice
Supplier Terms: I~ Pre-Paid
I Manually-Paid
I~ Details Attached
™ Consignment
buebate[ BB
Freight Payment Type: | =l Total Merchandise Cost Ex Y AT F00000  Calculsie

Total Mon-Merch Cost Ex VAT $0.0000

Tatal Cost Ex VAT

Total WAT Cost: $0.0000

Total Cost Inc VAT
Ireeoice Gy:

Total Allovwances:

Ref No. 1: [

Ref Mo 2 I TERMS S0URCE

Ref No. 3 [ Terms Date:

Ref No. 4: [ Best Terms:

Ok | Details Comments I Cﬂncall
4. In the Invoice field, enter the number of the invoice.

5. Inthe Vendor field, enter the supplier ID, or click the LOV g 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.

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

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

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

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

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

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

12. Click Calculate to calculate the total merchandise cost of the invoice.

13. In the Invoice Qty field, enter the number of items on the invoice.
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14. Add the invoice VAT cost.
a. Inthe Total VAT Cost field, click the amount. The VAT Breakdown window is

displayed.
a ¥AT Breakdown - Microsoft Internet Explorer
VAT Breakdown
Ex VAT Basis VAT Code VAT Rate YAT Amounts
I F0.0000 & 30 $0.0000 —
I F0.0000 E 20 $0.0000
I F0.0000 z 1.5 F0.0000
I F0.0000 = 10 $0.0000
=

Total: I F0.0000
Ok Calculate Total | Cancel I

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

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

; Non Merchandise Cost - Microsoft Internet Explorer
Non Merchandise Cost

Document 1D : 5433246

VAT Code [
- Rate

Carrier Crecit Allowance 00000 [c-30 «|

Coop Adtderch Allowance (Pert 500000 [c-30 «|

Currency Adustment $0.0000 |C-30 x|

Currency Adustment $0.0000 [C-30 x|

Customs Duty $0.0000 |C-30 x|

Declared Value for Customs $0.0000 [c-30 v

Detective Allowance 500000 [c-30 «|

|
|
|
|
Customs Broker Fee | $0.0000 [C-30 v
|
|
|
|

Deliver

$0.0000 < -30 Llil
GL Crossreference for =

Segment1 Segment? Segment3 Segmentd4 Segment5 Segment§ Segment ¥ Segment§ Segment 3 Segment 10

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

Total: I $0.0000
oK calcuiate Totl | [ Cancel |

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

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

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

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

17. Enter additional information in the enabled fields as necessary.
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Add details to a merchandise invoice

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

852 Admin User ADMIN DB URL: jdb n: 1Lidwertk 1], Data Soumce: Tmsl0 Log Pafh: o) 1A _reim] /R Ast Aufhentication: DATABASE

Action | Yiew 'I

Document Type lﬁ Document ID (% for partial search) |
Status l—;l

“endor Type lm wendor |

Qreler Mumber l—g Lacation |

o
Document Search

LT TR T TR

AP Reviever | E
In Ciost Rewiew hd Cost Reviewwer Group |
In Quantity Review - Quartity Reviewer Group |

Document Date Range @ to @ Due Date Ranoe ﬂ 1o ﬂ
Currency | E| Consignment =| peal -

Document Cost Range | to | Guartity Range | ta |
Receipt g ftem | g
Payment Terms | =l Freight Payment Type | =

Details Exist > Pre-paid Invoice I -
Ok | Refresh | Cancel |
Retek I/

1. Create the merchandise invoice header.

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

as; Admin User ADMDT DB URL: jdbc L) 36:1521devitk1], Data Source: pnsl0 Leg Path: Ad]imebadmi 904 _reim]1/Re ogstst dashendication: DATABASE

e Maintenance Detail

Invoice: 546546
Supplier: 1212120000-Glassware Products Lid Currency: USD
Total Invoice Merch Cost: $500.0000 Total Invoice Oty 0
Select Receipt Receiving Location Deseription Order Ho. Total Receipt Amount Receipt Gty Receipt Date.
r 72110 1000000000 Farga 1105 $300.0000 30 06-03-2003
elect all
deat all Defautt from Receipts Default from Order
ftem E Invoice Oty Unit Cost VAT Code - Rate - Add tem Upriate: fem
Delete Hem Description Invoice Oty Syst Unit Gross Inv. Unit Cost VAT Code VAT Rate Extended Cost Ex VAT
Ho records found
elect all
dear 5l
Totals Total kems: 0 Total Invoice Quantity: 0 Total Extended Cost: $0.0000
Invoice Quantity Variance: 0 Extended Cost Variance: ($500.0000)
Ok | Delete ftems | Cancel |

3. Inthe Item field, enter the item ID, or click the LOV g button and select an item ID.
4. Inthe Invoice Qty field, enter the number of units on the invoice.

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

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

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

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

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

|L!!.'| Note: To delete all items on the Invoice Maintenance Detail window, click select all.
2. Click Delete Items. You are prompted to confirm the deletion.
3. Click OK. The item is deleted.

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

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

Default items details from a receipt or purchase order

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

in os: Mdmin Tser ADMIN DB URL: jdh o Lidevrtk 1], Data Source: omsl) Log Padh: o) 147 _reim]1/ReMMLogshst Aufhentication: DATABASE

rcton[vew =]

Document Type lﬁ Documert ID (% for partial search) |
ses| ]

Sendor Type lm endor |

Qreler Mumber l—g Lacation |

Document Search

LT T 1 TR

AP Reviever | =l
In Cost Review - Cost Reviewer Group |
In Guantity Review - Quartty Reviewer Graup |

Document Date Range £ o £ Due Dete Range: £ 1o £
Currency | g Consignment - | Deal -

Document Cost Range | 1o | Guantity Range | 1o |
Receigt E ttem | =
Fayment Terms | E| Freight Payment Type | =l

Details Exist i Pre-paid Invaice I hd
o | Fefresh | Cancel |
Rete 2/l

A

1. Create the merchandise invoice header.

2. Click Details. The Invoice Maintenance Details window is displayed.

s Admin User ADMIN DB URL: jdbciorac v igmepd Lidsurtkl], Data Source: mmel0 Log Path: A limsbadminfoct]_an eim] 1/FellMLogsAtst Awhendication; DATAEASE

Maintenance Detail

Supplier: 1212120000-Glassware Products Lid Currency: LISD

[Total Invoice Merch Cost: $500.0000 Total Invoice Gty 0
Select Receipt Receiving L ocation Description Order Ho. Total Receipt Amount Receipt Oty Receipt Date
r 72110 1000000000 Farga 1105 $300.0000 30 06-03-2003
elect all
dear all Defautt from Receipts Default from Order

tem E| Invoice Oty Unit Cost VAT Code - Rate E Add tem Update em

Delete e Description Invoice Oty Syst Unit Gross Ine. Unit Cost VAT Code VAT Rate Extended Cost Ex VAT

Ho records found

elect all
dear 5l
Totals Total kems: 0 Total Invoice Quantity: 0 Total Extended Cost: $0.0000
Invoice Quantity Variance: 0 Extended Cost Variance: ($500.0000)
Ok Delete ftems | Cancel |
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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 you assigned to the invoice are displayed in the table.
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

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

e Admin User ADMIN - DB URL: jdbor
Document Search

Lidewntk1], Data Source:zncl) Log Pafh: i gehet Aufhantication: DATABASE

mcton[view =]
Document Type lﬁ Document 1D (% for partial search) |
Status lﬁ
Vendor Type [Supplier 7] Vendor | =l
ordertumper [ 5 Lacation | =
AP Revigver | g
In Ciost Reviewve lj ozt Reviewer Group | g
In Quantity Review m Quiantity Reviewwer Group | E
Document Date Range l_@ to l_@ Due Date Ranoe l—ﬂ 1o l—ﬂ
Currency | E| Consignment m Deal m
Documert Cost Range | to Quartity Range [ to|
Receipt l—g ftem I g
Payment Terms | g Freight Payment Type | j
Detals Exist | 7] Pre-padinvoce [ x|
o] _Retean | _canca |

1. Inthe Action field, select New.
2. Inthe Document Type field, select Non-Merchandise Invoice.
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3. Click OK. The Invoice Maintenance Header window is displayed.

% a5 Admn Usar ADMIN - DE URL: jdb e Lidewrtkl], Data Source: puel0 Log Path: A0 lAmbadminiac eim] LR MALogstst vhendication: DATABASE
Invoice Maintenance Header
Document Typs: Merchandise Invoice ‘endar Typs lm
Invoice: | Wendat | g
nvoice Stetus: omerr[ =5 %
Inveice Date: I—ﬂ Location: | g
Match Date: Invioice Currency: Exchanue Rate:
Invaice Terms: | g
Order Terms: ™ EDlInvoice
Supplier Terms: I~ Pre-Paid

I Manually-Paid
I~ Details Attached
™ Consignment

buebate[ BB
Freight Paymert Type: | =l Total Merchandiss Cost Ex VAT $00000 | Calculste
Total Non-herch Cost Ex VAT: $0.0000
Total CostExvaT: [
Total VAT Cost $0.0000
ToslCostincvat: [
Ireeoice Gy: l—
Total Allovwances:
Ref No. 1: [
Ref No. 2 [ TERMS SOURCE
Ref No. 3 [ Terms Date:
Ref No. 4: [ Best Terms:

Ok | Details Comments I Cﬂncall
4. In the Invoice field, enter the number of the invoice.

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 g button and select a vendor.
7. Inthe Location field, enter the location ID, or click the LOV g 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 H button found to the right of the
Due Date field.

10. Enter additional information in the enabled fields as necessary.
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11. Add the invoice VAT cost.

a. Inthe Total VAT Cost field, click the amount. The VAT Breakdown window is

displayed.

A} ¥AT Breakdown - Microsoft Internet Explorer

VAT Breakdown

Ex VAT Basis VAT Code

 om ¢
 wom :
 wom z
M wom s

VAT Rate

Ok Calculate Total | Cancel I

YAT Amounts

30 $0.0000

20 $0.0000

15 $0.0000

10 $0.0000
|

Total: I F0.0000

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

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

; Non Merchandise Cost - Microsoft Internet Explorer
Non Merchandise Cost

Document 1D : 5433246

VAT Code [
- Rate

00000 [c-30 «|

Carrier Credit Allovwance

Coop Adtderch Allowance (Pert 500000 [c-30 «|

Currency Adustment $0.0000 |C-30 x|

Currency Adustment $0.0000 [C-30 x|

Customs Duty $0.0000 |C-30 x|

Declared Value for Customs $0.0000 [c-30 v

Detective Allowance 500000 [c-30 «|

|
|
|
|
Customs Broker Fee | $0.0000 [C-30 v
|
|
|
Deliver |

$0.0000 < -30 Llil
GL Crossreference for =

Segment1 Segment? Segment3 Segmentd4 Segment5 Segment§ Segment ¥ Segment§ Segment 3 Segment 10

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

Total: I $0.0000
oK calcuiate Totl | [ Cancel |

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

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

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

e. Click OK to save your changes and close the window.
13. Add additional comments as necessary.
14. Click OK to save the changes and close the window.
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Maintain documents

Overview

The document maintenance windows allow you to search for an invoice, edit a merchandise
invoice, pay an unmatched invoice, and view the details of all documents. A credit note or a debit
memo that is based on a return to vendor (RTV) may be sent from the merchandising system to
invoice matching in approved status. If this is the case, the RTV Chargeback indicator is selected
and the RTV number is displayed on the Document Maintenance Header window.

Procedures

Search for a document

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

: Admin User ADMIN -~ DB URL wortk1], Data Source: nucl) Leg Puh: Al 1Arshsd gehet Aufhantication: DATABASE

arch

mcton[view =]
Document Type lﬁ Document 1D (% for partial search) |
Status lﬁ
Vendor Type [Supplier 7] Vendor | =l
ordertumper [ 5 Lacation | =
AP Revigver | g
In Ciost Reviewve lj ozt Reviewer Group | g
In Quantity Review m Quiantity Reviewwer Group | E
Document Date Range l_@ to l_@ Due Date Ranoe l—ﬂ 1o l—ﬂ
Currency | E| Consignment m Deal m
Documert Cost Range | to Quartity Range [ to|
Receipt l—g ftem I g
Payment Terms | g Freight Payment Type | j
Detals Exist | 7] Pre-padinvoce [ x|
o] _Retean | _canca |

Il

1. Inthe Action field, select either Edit or View.
L Note: You can only edit merchandise or non-merchandise invoices.
2. Enter additional criteria as desired to make the search more restrictive.

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

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

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

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

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

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

2. Edit the enabled fields as necessary.
3. Click OK to save your changes and close the window.

Maintain the document details

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

d in as: Admin Tker ADMIN DB URL: jdhc:oracle:thin: @mspdeva6:153] devetk 11, Tata Source: oms10 Log Paih: ful ] Avehad i 904 _reim]1/ReMTogshst Aufhendicadion: DATABASE

nent Search

acton[View 7]
Document Type lﬁ Documert ID (% for partial search) |
ses[ =]
Sendor Type lm endor | g
Qreler Mumber l—g Lacation | g
AP Reviever | =l
In Cost Review m Cost Reviewer Group | =
In Guantity Review l_;[ Quartty Reviewer Graup | =
Document Date Range | #lto | #80 DueDateRange [ #lw| 40
Currency | g Consignment m Deal m
Document Cost Range | 1o | Guantity Range | 1o |
Recoit | = trem | E|
Fayment Terms | E| Freight Payment Type | =l
Details Exist lj Pre-paid Invaice m
o | Fefresh | Cancel |

1. Search for and retrieve an invoice in Edit mode. Depending on the type of document you
select, the Invoice or Document Maintenance Header window is displayed.

2. Click Details. The Depending on the type of document you select, the Invoice or Document
Maintenance Detail window is displayed.

3. Add items to the document as necessary.

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

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

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

® 2 0o T P

Click OK to save your changes and close the window.
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4. Delete items from the document as necessary.
a. Inthe Delete column, select the item you are deleting.

Note: To select all of the items, click the select all link in the Items area.
b. Click Delete Items. You are prompted to confirm the deletion.

c. Click OK. The item is deleted.
5. Click OK to save your changes and close the window.

Pay an unmatched invoice

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

in s Admin User ADMIN DB URL vtk 11, Data Source: oms10 Leg Paih: 1y Aufhenticaiion: DATABASE

Action | iew 'I

Document 1D (% for partial search) |

Document Search

Document Type -
Status >

Wendor Type | Supplier - Wendor |
Order Mumber =2 Lacation |

AP Revigwer | E|
In Cost Review -
In Quantity Review -

Cost Reviewer Group |

LT T TR

Quantity Reviewer Group |

Document Date Range £l to £

Due Date Range £l 1o £

Currency | E

Consignment - | Deal hd

Document Cost Range | to Quartity Range | tof
Receipt l—g e | =
Payment Terms | g Freight Payment Type | j
Details Exist m Pre-paid Invaice m
o | [earch |  Reresn | cancel |
Rete Zz I/

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

snshentication: DATABAS

Doc Location Location Description Freight Type Document  EDI % Details Reu??wer
Select Doc Type Prefix Doc ID Al j' Al j‘ Al ~| “amount Inwoice PO  Exist |A ~ | Consignr
[~ Merchandise Invoice EDIGENN1 DE4502251 0430000000061 2222222272 ‘Wiestern Physical ¥wH $13,200.0000 Yes Yes Ves DEMO1 Mo
[T Merchandise Invoice EDIGENN30845022522750000000192 1111111111 Cenitral Physical WwH $19,500.0000 Yes iz Yes  DEMO1 {il=3
[~ Merchandise Invoice EDIGENN3084502251 2130000000073 1111111111 Central Physical WH $19,954 6200 Ves Yes Y¥es  DEMO1 o
[~ Merchandise Invoice EDIGENM1 054:502254 2380000000428 1111111111 Cenitral Physical YWH $3,1684.6200 Yes Yes Yes  DEMO1 Mo
[T Merchandise Invaice EDIGEMM20645022531 560000000237 Wiestern Physical WH $22017.619 Yes Yeg Wes DEMC1 Mo
[~ Merchandise Invoice EDIGENN1 DB4502251 46400000001 03 2222222272 ‘Western Physical ¥wH $13,200.0000 Yes Yes Ves DEMO1 Mo
[~ Merchandise Invoice EDIGENNT 054326355417 0000000435 1000000002 Maclizon $12,157.3200 Yes Yes Yes  HOEMEJ il=3
[~ Merchandise Invoice EDIGENN1 0543263546660000000:390 1000000001 Minneapolis $12,055 5700 Yes Yes ¥es HDESAI Mo
[~ Merchandise Invoice EDIGENN1 0543268560080000000:564 1111111111 Cenitral Physical YWH $12,018.6000 Yes Yes Yes  HOEMEJ o
[~ Merchandise Invoice EDIGENNT 084502251 3330000000089 2222222202 Wiestern Physical WwH $13,200.0000 Yes kiE=] Yes  DEMO1 hlor
[~ Merchandize Invoice EDIGENN1 DB450225101 30000000057 2222222272 ‘Western Physical ¥wH $21,525.3081 Yes Yes Yes DEMO1 Mo
[~ Merchandise Invoice EDIGENN] 084502256201 0000000654 1111111111 Cenitral Phyzical WH $3,960.0000 Yes e Yes  DEMO1 =3
[~ Merchandise Invoice EDIGENM3DE4S022521 450000000176 1111111111 Central Physical vWH $18,800.0000 Yes Yes Ves DEMO1 Mo
[~ Merchandise Invoice EDIGENN 0845022547 750000000455 2222222222 Wiestern Physical WuH $10,325.3091 Yes ki== Yes  DEMO1 il=3
[~ Merchandise Invoice EDIGENNT 0543263554440000000213 1111111111 Central Physical WH §12,000.0000 Yes Yes Y¥es  DEMO1 o
1234567881011 121314151617181920 2125 2324 2526 27 26 2830 31 32 33 34 35 36 37 36 39 40 41 42 43 44 45 46 47 45 4850 51 52 53 54 55 56 57 [Mlest]
Pay Invoice Delete Cancel

Retek 2]

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

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

5

Click Cancel to close the window.
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View a document

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

Document Search

Action | Yiew I
Document Type lﬁ Document ID (% for partial search) |
Status l—;l
“endor Type lm wendor |
Qreler Mumber l—g Lacation |

LT TR T TR

AP Reviever | E
In Ciost Rewiew hd Cost Reviewwer Group |
In Quantity Review - Quartity Reviewer Group |

Document Date Range @ to @ Due Date Ranoe ﬂ 1o ﬂ
Currency | E| Consignment =| peal -

Document Cost Range | to | Guartity Range | ta |
Receipt l—g ftem | g
Payment Terms | =l Freight Payment Type | =
Details Exist m Pre-paid Invaice Iﬁ

Refresh | Cancell

nas: Admin User ADMIN

Document Find DIl M

Doc Location Location Description Ereight Tvpe Document  EDI %

Select Doc Type Prefix Doc I Al a1 hd || 5 | Amount Invoice PO Al ~ | consignr
[~ Merchandise Invoice EDIGENNT 084502251 0430000000081 2222222202 Wistern Physical WwH $13,200.0000 Yes kiE= Y¥es  DEMO1 o
[~ Merchandise Invoice EDIGENMI0E4:50225227500000001 92 1111111111 Cenitral Physical YWH $19,800.0000 Yes Yes Yes  DEMO1 Mo
[~ Merchandise Invoice EDIGENN30E4502251 2130000000078 1111111111 Cenitral Phyzical WH $19,954.6200 Yes Yes Yes  DEMO1 il=3
[~ Merchandise Invoice EDIGENN1 DE4S502254 2380000000428 1111111111 Central Physical vWH $3,184 6200 Yes Yes Ves DEMOC1 Mo
[~ Merchandise Invoice EDIGENN208450225531 550000000297 2222222222 Wiestern Physical W $22,017.6191 Yes Yes Yes  DEMO1 il=3
[~ Merchandise Invoice EDIGENN1 DE4502251 4640000000103 ‘Western Physical ¥wH $13,200.0000 Yes Yes Ves DEMO1 Mo
[~ Merchandise Invoice EDIGENN1 054326855417 00000004385 1000000002 Madison $12,157.3200 Yes es ¥es  HOEMEJ Mo
[~ Merchandise Invoice EDIGENNT 0543263546660000000330 1000000001 Minneapolis: §12,055 8700 Ves Yes Y¥es  HDESAI o
[~ Merchandise Invoice EDIGENN1 054:3268560080000000:564 1111111111 Cenitral Physical YWH $12,018.6000 Yes Yes Yes  HOEMEJ Mo
[~ Merchandise Invoice EDIGENNT 084502251 3330000000059 2222222222 Wizstern Physical WH $13,200.0000 Yes kiE= Yes  DEMO1 [il=3
[~ Merchandise Invoice EDIGENN1 DB45022510130000000057 2222222272 ‘Western Physical ¥wH $21,525.3081 Yes Yes Ves DEMO1 Mo
[~ Merchandise Invoice EDIGENN] 084502256291 0000000654 1111111111 Cenitral Physical WwH $3,960.0000 Yes kiz= Yes  DEMO1 {il=3
[~ Merchandise Invoice EDIGENM3DE45022521 450000000176 1111111111 Central Physical vWH $19,800.0000 Yes Yes Ves DEMO1 Mo
[~ Merchandise Invoice EDIGENN1 0845022547 750000000455 2222222222 Wistern Physical YwH $10,325.3091 Yes Ves Yes  DEMO1 Mo
[~ Merchandise Invoice EDIGENNT 0543263534440000000218 1111111111 Central Physical WH $12,000.0000 Yes Yes Yes  DEMO1 hlor

1234567881011 121314151617181920 2125 2324 2526 27 26 2830 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 45 4850 51 52 53 54 55 56 57 [Mlest]

Pay Invaice Delete Cancel

Retek
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e To view the detail of a document, click Details. The Document Maintenance Detail
window is displayed.

0 User ADMIN DB URL: jdbc:oracl thin: g wrkll, Data Seurce:nueld Log Pafh: A lAmehs _reim11ReMMLogeAst Awmhentication: DATABASE

Document Type: Credit Memo - Cost
Supplier: 22227220000-Levi Strauss Pty Lid

tem E Amount Per Unit Document ID I Add Al tems
Reason Code | = Quantity Acd hem |
AT Code - Rate hd
Delete Ites Description Reason Code Description Amt Per Unit Quantity VAT Code VAT Rate Extended Cost Ex VAT

Ho records found

elect all
lear all
Total kems: 0 Totals a ‘$0.0000

Ok Delete tems Cancel

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

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

2. Click Cancel to close the windows.
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Chapter 4 — Match documents

Detail match credit notes

Overview

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

e In Discrepancy Items tab: Allows you to match line items on credit notes and credit note
requests. Discrepancies may be sent for cost resolution or quantity resolution.

e In Balance Items tab: Allows you to view line items on a credit note and credit note request
that match within tolerance.

Procedures

Group credit notes and credit note requests for detail matching

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

Vo 4re 45 Admm User ADMIN -~ DB URL: jdboiara] evrtkcll, Data Source:nnel0 Log Pah: Al lAmsbadmms 14 _reim] /R IMLogetst Awfhentication: DATABASE

Document Summary Match Find

AP Reviewer [£DMN Huser, Admin
Suppherl g
¥ Include Suppliers In Group
| ________________________________|
Credit Hote Credit Hote Request
Oreer Mumber l—g Oreer Mumber l—g
Location | E Location | E
Document ID (% for pertil search) | | Document ID (% for pertidlsearch) [
tom | =l tom | =l
Due Date I—@ 1o l—@ Due Date I—@ 1o l—@
Document Date I—ﬂ o I—E Document Date I—ﬂ ) I—E
Details Exist | =] Details Exist | =]
Currency | = Currency | =
Document Cost | i Document Cost | .
Refresh I ﬂl
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1. Search for and retrieve credit notes and credit note requests for detail matching. The

Document Summary Match

as: Admin User ADMIN DB URL: jdbe.

Loge

Document Summary Match List

List window is displayed.

Lidevitlill, Dafa Source: mms10 Log Paih: a0 1A7ebadmin ogsist Aufhendivaiion: FATAEASE

Kupplier: 1212120000-Glassware Products Ltd
Credit Hotes - Unmatched Credit Hote Requests - Unmatched
RTV — Credit - RTV — -
Order Supp SUET Hote Total TotalMe Order St SITCER] CHR Total Total Mercl
Select Ho  Hame |AI = Credit Hote Date Gty Cost Select Ho Hame |2 = Credit Hote Request Date Oty Cost
Glassware - Glassware -
" 1105 Products 1000000001  EDIGENM(0543269518620000000021 - 30.0 (36,7184 ™ 30 Froducts 1000D0DODZ  TESTJAMALAGAIN 10- 250 ($750.000
d. 2004
Glassware 0310 Glassware 03-
'I_ 4104 Prachicts  A0ANONNONMA FrrsFRRH 543 27551 83 2000000nna A=~ 7| ann r%')i';l 'I_ A Pradiets ANNNNNMAOMAN TEST.I&RLI A58 ih n. ﬂfin f@Qﬂnfm;I
4 3 1 3
Selected Totals: Total Oty: Total Cost: Total Qty: Total Cost:
Caleulate Totals Al v
Credit Hotes - Credit Hote Requests -
RIVOrder Supp “28OM roi  Credit Mote Totsl TotslMerch Curr Dsts ] RIVOrder Supp S25M90 i uote CHR  Total TotslMerch Curr Dets E
Select  Ho Hame |A" j‘ Hote Date aty Cost Code Ext Select  Ho Hame |A" j‘ Request Date Oty Cost Code  Ext
Ho records found Ho records found
Totals Cost Quantity
Credit Hote Request
Credit Hote
Variance
within Tolerance Mid, Mid,
Detais | Oninemsicn | cancel |

Retek 73

2. Inthe unmatched area select the credit notes and credit note requests you want to match.

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

add. Click the down arrow ll button.

o Toremove credit notes or credit note requests from the matching area. In the Summary
Match area, select the check box to the left of the credit note or the credit note request

you want to remove. Click the up arrow il button.
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3. Click Details. The Document Detail Match List window is displayed.

Admin User ADMIN -~ BB URL: jdb i 3 1:dswmticl], Dadw Soumce: 7nsld Log Pafh: A lAvebahmin

Document Detail Match List

Discrepancy tems
ttem Unit Cost Quantity
Select tem Itemn Deseription CHRCost  Credit Hote Cost  Variance  Within Tolerance  CHRGfy  CreditHote Oty  Variance  Within Tolerance |
[~ 100007841  Test tem 100007541 | ($10.1043) | 10
[T 100007824 Test tem 100007524 I (10.0000) I 10
[~ 100002003 Gan Opensr | s000m | 2
[~ 100007832  Testtem 100007832 I (§10.0000) | 10
[
ol ]
Detail Item Grouping
Credit Hote Credit Hote Request
Select ltem Credit Hote Credit Hote Date Unit Cost  Credit Hote Oty Cost | Select Mem CreditMote CHRDate UnitCost CHROty  Extended Cost = |
Ho records found Ho records found
E L]
Totals: Total Oty: Total Cost: Total Oty: Total Cost:
Quantity Variance Oty Variance % Within Gty Tolerance
Cost Variance Cost Variance % Within Cost Tolerance
oK I Detal Match | Cost Resolution | Gty Resolution |
Retek 7))

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

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 ll button. The document is added to the Detail Item Grouping

area.
5. 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 il arrow button. The line item is removed from the Detail Item Grouping
area.
6. Click Calculate. If the credit note and credit note request do not match within tolerance:
e Click Cost Resolution to resolve cost discrepancies. The Cost Selection window is
displayed.
¢ Click Qty Resolution to resolve quantity discrepancies. The Quantity Selection window
is displayed.
8. Click Detail Match. The items are ready to post.
9. After you have matched all the credit notes and credit note requests, click OK to send the

credit notes to post.
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View the In Balance Items tab

= Navigate: On the Credit Note Matching tab, click Summary Match. The Document Summary

Match Find window is displayed.

Ademin Tser ADMIN DB URL:
Match Find

Summa

11, Data Source: nnsl0 Log Path:

Awhentication; T'AT,

AP Reviewer [ADMIN

gUser‘ Aimin
g

¥ Include Suppliers In Group

Supplier |

Credit Hote

Order Number =l

Credit Hote Request

Order Number =l

Lacation | g
Document 1D (% for partial search) l—
|
Dug Date I—@ 1o l_@
Document Date I—@ 1o l—@
Details Exist | =]

Currency |

ttem |

g

Lacation | g
Document 1D (% for partial search) l—
e | =l
Dug Date I—@ 1o l_@
Document Date I—@ 1o l—@
Details Exist | =]

Currency |

g

Dacument Cost |

Dacument Cost |

Retreen | _carcel

Retek 2/

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

DB URL:

Aufhenticadion.: T

Match List

Kupplier: 1212120000-Glassware Products Lid.
Credit Notes - Credit Hote Requests -
RTY A Credit - RTV — -
Order  Supp Location Hote Total Total Me: Order Supp acation CHR Total Total Mercl
Select Ho Hame |AI = Credit Hote Date Gty Cost Select Ho Hame |AI = Credit Hote Request Date Oty Cost
Glassware - Glassware 03-
[~ 1105 Products 1000000001 EDIGENNI (56376951 BE20000000021 -1~ 300 (§87181 [T 501 Products 1000000002  TESTJAMALAGAIN 10- 350 ($750.000
Ldl Ltd. 2004
Glassware B4 Glasswars 03-
II- 1904 Braducks  A0ANONANM EMIGERN NS439R951 8 3500NNNNANE 7| ann milll II- A Benducts A0ANONANNN TESTIRRAL AGAR an. qqn rwnnni.]ﬂ
4 » 4 »
Selected Totals: Total Oty: Total Cost: Total Oty: Total Cost:
Calculste Totals n o
Credit Hotes - Credit Hote Requests -
RTV Order Supp “2S8OM orog  Credit Hote Total TotalMerch Curr  Dets ] RTVOrder Supp 58090 orogiiiote  CHR  Total TotalMerch Curr  Dets E
Select  Ho Hame |41 7| Hote Date aty Cost Code  Ext Select  Ho Hame |4l T Request Date Oty Cost Code  Ext
Ho records found Ho records found
[ [
Totals Cost Quantity
Credit Hote Request
Credit Hote
Variance
Within Tolerance L L
Details | OnineMetch | cancel |

Retek
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2. Click Details. The Document Detail Match List window is displayed.

ADMIN

atch List

Discrepancy tems

ltem Unit Cost Quantity

Select  Hem Itemn Deseription CHRCost Credit Hote Cost  Variance  Within Tolerance ~ CHR @ty Credit Hote Oty Varince  Within Tolerance = |
[~ 100007641 Testtem 100007541 | ($10.1043) | 10
[~ 10000724  Testtem 100007524 | (%10.0000) | 10
[~ 100002003  Can Gpensr I ($30.0000) | 25
[T 10000732  Testtem 100007832 | ($10.0000) | 10

[
ol ]
Detail Item Grouping

Credit Hote: Credit Hote Request
Select e Credit Hote Credit Hote Date Unit Cost Credit Hote Oty Cost ;I Select Memm CreditMote CHRDate UnitCost CHRGty  Extended Cost ;I
Ho records found Ho records found

Totals: Total Qty: Total Cost: Total Oty: Total Cost:
Quantity Variance aty Variance % Within Gty Tolerance
Cost Variance Cost Variance % Within Cost Tolerance

oK | Detailbatch | | CostResoution | | Gty Resobion |

Retek 7y

3. Click on the In Balance Items tab.
4. Click OK to close the window.
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Summary match credit notes

Overview

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

Procedures

Search for credit note requests and credit notes to match

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

in1s: Admin User ADMIN -~ DB URL: jdb e Lideurtkll, Daia Source: omsl0 Log Path: AL eim11/ Aowhentication: DATAEASE
Summary Match Find
AP Reviewwer |ADM\N gUSEr‘ Agimin
Suppherl g
¥ Include Suppliers In Graup
! |
[credgthote [ credthote Request
Qreler Mumber l—g Qreler Mumber l—g
Lacation | g Lacation | g
Document 1D (% for partial search) l— Document 1D (% for partial search) l—
tem | =l tem | =l
Duge Date I—@ ta l—@ Duge Date I—@ ta l—@
DocumentDete | #w[ 440 DocumentDete | #w[ 441
Detals Bxist | ] Detais Bxist | =]
Currency | g Currency | g
Document Cost | ta Document Cost | ta

Refrezh I Cancel
Retek 7))

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

2. Click OK. The Document Summary Match - Supplier List window displays the credit note
requests and credit notes for each supplier that match the search criteria.

0 4s: Admin Uear ADMIH - DB URL: jdb e = i 1 st Auuhentication: DATABASE
Summary Match - Suppli
Supplier Hame Supplier Ho. of Credit Hotes Ho. of Credit Hote Requests
Test Supplier 5000000003 5000000003 158 1
Test Supplier 5000000002 5000000002 189 o
Test Supplisr 50000000041 29 0
The Furniture Company PAL 5678800000 1 1
Long March Shoe Company 1313130000 38 1
Glassware Products Lid 1212120000 52 12
M Brovwn Wholesales 1234560000 38 10
David Fashion Crestions PIL 2345670000 56 14
Levi Strauss Pty Lid 2222220000 48 20
Cancel

Retek I/
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3. Inthe Supplier Name field, click a supplier name. The Document Summary Match List
window is displayed.

ADMIN DR URL: j 0 el k1], Data Source:mmeld Log Path: A

Document Summa tch - Supplier List
Supplier Hame Supplier Ho. of Credit Hotes Ho. of Credit Hote Requests
Test Supplier SO00000003 5000000003 158 1
Test Supplier 5000000002 5000000002 189 0
Test Supplier 5000000001 29 0
The Furniture Company P 5675900000 1 1
Lone March Shoe Company. 1313130000 36 1
Glassyware Products Lid. 1212120000 52 12
iz Broven Ywholsssles 1234560000 36 10
Crvid Fashion Creations P 2345670000 56 14
Lewvi Strauss Pty Lid 2222720000 48 20
Cancel

Retek 72/

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

Summary match credit notes and credit note requests

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

: Admin User ADMIN DB URL: jé atkll, Data Source:nncl) Log Pafh: A0ly eim11/] st Awhentication; DATABASE

Document Summary Match Find

AP Reviewer [£DMN Huser, Admin

Supplier | g

¥ Include Suppliers In Group

Credit Hote Credit Hote Request

Oreer Mumber l—g Oreer Mumber l—g
Location | E Location | E
Document ID (% for pertil search) | | Document ID (% for pertidlsearch) [
e | =l e | =l
Due Date I—@ 1o l—@ Due Date I—@ 1o l—@
Document Date I—ﬂ o I—E Document Date I—ﬂ ) I—E
Details Exist | =] Details Exist | =]
Currency | = Currency | =

Document Cost | i Document Cost | .

Relreshl Cancel
Retek 7).

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

, Data Source:nms10 Log Pafh: Al

Document Summai

Supplier Hame Supplier Ho. of Credit Hotes Ho. of Credit Hote Requests
Test Supplier SO00000003 5000000003 158 1
Test Supplier 5000000002 5000000002 189 0
Test Supplier 5000000001 29 0
The Furniture Company P 5675900000 1 1
Lone March Shoe Company. 1313130000 36 1
Glassyware Products Lid. 1212120000 52 12
iz Broven Ywholsssles 1234560000 36 10
Crvid Fashion Creations P 2345670000 56 14
Lewvi Strauss Pty Lid 2222720000 48 20
Cancel
Retek 59,
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2.

5.

L

6.

50

To begin matching, in the unmatched area select the credit notes and credit note requests you
want to match.

e To add credit notes or credit note requests to the matching area. In the unmatched area,
select the check box to the left of the invoice or the receipt you want to add. Click the

down arrow ll button.

e Toremove credit notes or credit note requests 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 il button.

If the Credit Notes and the Credit Note Requests match within tolerance, click Online
Match. You are returned to the main menu.

Note: If you fail to create a summary match, you may begin detail matching. Click
Details to open the Detail Matching window. If details are not present, you can add
details to a credit note. Click the Document Number to begin adding details.

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

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 Items tab and the In Balance Items tab.

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

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

Procedures

Group invoices and receipts for detail matching

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

451 Admin User ADMIN DB URL: jdbc cracle fhin: Grmep 2l:deviik1l, Data Seurce; nnsl0 Log Pafh: il Avshadmiiocs; 4004 reim] LR« IWLogehst Anuentication: DATABASE

Invoice Summary Match Find

4P Reviewer | =l
Supplier [ =l
¥ Include Suppliers In Group
| _______________________________|
Invoice Receipt
Oreler Mumber g Oreler Mumber l—g
Lacation | g Lacation | g
Status >
Documert ID (% for partial search) Receipt (% for partial search) =
o | = tem | = |
Duge Deate 1
e @ 5 Receipt Date £l £
Document Date o £
Details Exist 'I
Currency | g Currency | g
Document Cost | e Receipt Cost [ to |
I Limit ta invoice driven search ¥ Hide groups with receipt overages
Retresh Cancel
Retek 73]/
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1. Search for and retrieve invoices and receipts for detail matching. The Summary Match List
window is displayed.

iSupplier: 13131 30000-Lang March Shae Compary
Invoices - Unmatched Receipts - Unmatched
Order Supp Leeation Inuoice  Total Total Merch Order Supp Logation Receipt Total Total Merch Curr ﬂ
Select Ho. Hame |4l ~| Invoice Date Gty Cost Select Mo. Hame |& ~|Receipt Date Oty Cost  Code
Long Long
[~ oG4 Z:;h 111111112 DAVIDI 234 03-02-2004 2%$10,000,000.0000 USD I [~ 10215 'g":;c: 1000000003 9655 02-11-2003 1,200 $12,000.0000 USD
Campany campany
Long - Long
4 | 2 ™ 1ozs MM yoopopopoz  71ss1 06-03-2008 1,200 $12,000.0000 Lsp x|
Selected Totals: Total Oty: Total Cost: Total Oty: Total Cost:
Calculate Totals I GroLp
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date  Cost Variance  Quantity Variance & Select Manual Group Humber Earliest Due Date Cost Variance Quantity Variance ﬂ
[~ 16420 1000000001 DB-28-2003 ($833.4000) 0 [~ 1403 03-10-2001 ($9,800.0000) (480)
T 10212 1000000001 06-28-2003 $200.2000 o I~ 1303 04-24-2001 ($8393,700.0000) (9,370)
10212 1000000000 0B-20-2003 ($274.9200) [ I 04-09-2001 (§1,000.0000) 10y
[~ 122 1000000002 0B-28-2003 $72,032 6400 7200
[ g 1000000001 06-28-2003 $3,670,0000 SDUJ J
Combine I Cancel

Retek
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.

e Inthe Groups - Manual area, click the Manual Group Number. The Summary Match -
Manual Match area is displayed.

4. Click Details. The Detail Matching window is displayed.

ource: ms10 Log

Discrepancy ltems

Item Unit Cost Quantity
Select tem ttemn Description In Review Receipt Cost  Inwoice Cost  Variance  Within Tolerance Receipt Oty Invoice Oty  Variance  Within Tolerance ;I
[T 100011031 Test tem 100011031 I $10.,0000 I 10

[
ol vl
Detail ltem Grouping

Invoice Receipt
Inuoice  Unit Inwoice Extended  Invoice Deals - | Receipt Receipt  Extended  OrderDeals - |
Select Hem Invoice Date Cost aty Cost Exist Select Mem Receipt Date Unit Cost oty Cost Exist
[~ 100004050ETESTFE90503-10-2001  $20.0000 500 $10,000.0000 Mo [~ 10000851462207 05-13-2003  $10.0000 10 $100.0000 M
Totals: Total Oty 500 Total Cost: $10,000.0000 Total Oty: 10 Total Cost: $100.0000
Quantity Variance (430] Oty Variance % (49007 Within Oty Tolerance Mo
Cost Variance ($10.0000) Cost Variance % (100) Within Cost Tolerance Mo
OK Detail Match | Cost Resolution | ity Resolution I Split Receipt |

Retek
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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 ll 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 il arrow button. The line item is removed from the Detail Item Grouping
area.

7. If the invoice and receipt match within tolerance:

e Click Cost Resolution to resolve cost discrepancies. The Cost Selection window is
displayed.

e Click Qty Resolution to resolve quantity discrepancies. The Quantity Selection window
is displayed.

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

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

Split a receipt

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

4. Click Split Receipt. The Split Receipt window is displayed.
5. In the Excess Quantity field, enter the amount you want to remove from the receipt.
6. Click OK. The Detail Matching window is displayed.

L) Note: The guantity you removed from the receipt is displayed on the In Discrepancy Item
tab on the Detail Matching window.
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View the In Balance Items tab

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

You inas; Admin User ADMIN DB URL: jdlcoracle fhin: @ Lidewitk11, Dafa Source; znel0 Log Pafh: m01Awebadminioc eim]11/RelMLogsAst Awhentication: DATABASE

Invoice Summary Match Find

AP Reviewver | g

Supplisr | g

¥ Include Suppliers In Group
Invoice Receipt
Qreler Mumber g Creler Mumber g
Lacation | g Lacation | g

Status -
Document ID (% far partial search) Recsipt (% for partial search) §

o | = tem | g

Due Dt @ to @ l— l—
Document Date £l £ Resept bate 20 &

Details Exist 'I
Currency | g Currency | g

Document Cost | i@ Receipt Cost [ to |

I Limit ta invoice driven search ¥ Hide groups with receipt overages

Retresh Cancel
Retek 7/

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

2. Click on the In Balance Items tab.
3. Click OK to close the window.
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View deals associated with invoices or orders

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

You inas; Admin User ADMIN DB URL: jdlcoracle fhin: @ Lidewitk11, Dafa Source; znel0 Log Pafh: m01Awebadminioc eim]11/RelMLogsAst Awhentication: DATABASE

Invoice Summary Match Find

AP Reviewver | g

Supplier | g

¥ Include Suppliers In Group

Invoice Receipt
Qreler Mumber l—g Creler Mumber l—g
Lacation | g Location | =l
seus [ =]
Documert ID (% far partial search) Recsipt (% for partial search) =
o | = tem | g

Due Dt l—@ to l—@

e =3 @ {x] @
Document Date £l £ Rezem bt !

Details Bxist | 7|
Currency | g Currency | g
Document Cost | i@ Receipt Cost [ to |
I Limit to invaice driven search [¥ Hide graups with receipt overages

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

2. Group invoices and receipts as necessary.
3. To view deal associations:

e Inthe Invoice area, click Yes in the Invoice Deals Exist column. The Invoice Deals
window is displayed.

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

4, Click OK to close the window.
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Summary match invoices

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 find the invoices and receipts you want to match, you can match auto-groups or manual
groups. Auto-groups are created when you when you enter the Summary Match window. An
auto-group is 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 within
tolerance.

Procedures

Search for invoices and receipts to match

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

45t Admin Tker ADMIN -~ DB URL: jdhc racle thin: Grmep 21:demk1], Dats Swurce: nmsl0 Log Pafh: Al Avehadminsocs; 4904 _reim] L/ReLogshst Awfventication: DATAEASE

Invoice Summary Match Find

AP Reviewver | =l
Supplier [ =l

M Include Suppliers In Group

Invoice Receipt
Orderbumeer [ = Orderbumeer [ =
Location | =l Location | =l
Status: lﬁ
Documert ID (% for partial search) l— Receipt (% for partial search) g
ttem | =| tem | g
pue pete e A ReceptDate | #w| 4
Document Date l—@ to l_ﬂ
Detals Bxist | ¥|
Currency | =l Currency | E|
Dacument Cost | o Receipt Cost | ta |
I Limit tn invoice driven search [ Hide graugs with receipt overages

Refresh | Canesl
Retek I

1. Enter criteria as desired to make the search more restrictive. You must enter at least one
search criterion.
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2. Click OK. The Summary Match - Supplier List window displays the number invoices and
receipts for each supplier that match the search criteria.

Admin User APMIY  DE URL: j

tch - Supplier List

Supplier Hame Supplier Ho. of Invoices Ho. of Receipts
Test Supplisr SO00000003 5000000003 133 310
Test Supplier S000000002 5000000002 204 310
Test Supplier 5000000001 35 350
Test Supplier 5000000000 1 0
Long March Shoe Company 1313130000 45 200
Glassware Products Lid. 1212120000 17 47
e Broven Wholesales 1234560000 18 144
Darvid Fashion Creations Pl 2345670000 10 173
Levi Strauss Pty Lid 2222220000 40 1dd

Cancel
Retek 2l

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

¥ inas: Admin User ADMIN -~ DB URL: jdbc:oraclethin @ 1:devith1], Data Source: ms10 Leog Paih: Ao lAwebadminioc 04 _reiml /ReIMLogsAst Aufheniafion: DATABASE
Summary Match List
Supplier: 1313130000-Lang March Shoe Comparry
Invoices - Unmatched Receipts - Unmatched
Order Supp —Loeation Invoice Total TotalMerch Curr In M’ﬂ Order Supp Location Receipt Total Total Merch Curr ﬂ
Select Ho. Hame |4l 'I Invoice Date Gty Cost CodeReu Ext- Select Mo. Hame |& ~|Receipt Date Oty Cost  Code
Long Long
[~ oG4 Z:;h 111111112 DAVIDI 234 03-02-2004 2%$10,000,000.0000 USD I [~ 10215 'g":;c: 1000000003 9655 02-11-2003 1,200 $12,000.0000 USD
Campany campany
Long - Long
4 | 2 ™ 1ozs MM yoopopopoz  71ss1 06-03-2008 1,200 $12,000.0000 Lsp x|
Selected Totals: Total Oty: Total Cost: Total Oty: Total Cost:
Calculate Totals I GroLp
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date  Cost Variance  Quantity Variance & Select Manual Group Humber Earliest Due Date Cost Variance Quantity Variance ﬂ
[~ 16420 1000000001 06-29-2003 (§853.4000) 1] I~ 1403 03-10-2001 (:f8,500.0000) (480)
T 10212 1000000001 06-28-2003 $200.2000 o I~ 1303 04-24-2001 ($8393,700.0000) (9,370)
10212 1000000000 0B-20-2003 ($274.9200) [ I 04-09-2001 (§1,000.0000) 10y
[ 8122 1000000002 06-28-2003 $72,032 6400 7,200
[~ g0 1000000001 06-28-2003 $3,670,0000 SDUJ J
Combine I Cancel

Retek 72l
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.

LI Note: To switch between the locked invoices and locked receipts views, click on the
appropriate tab.

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

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

Find window is displayed.

o are logged in as: Admin User ADMIN DB URL: jduc

Ldentll], Data Source: oneld Log Pah: il Azebad

ogehtel Awiventication: DATAEASE

Invoice Summary Match Find

AP Reviewver | g
Supplier | g

¥ Include Suppliers In Group

Invoice

Qreler Mumber g

Lacation | g
seus [ =]
Documert 1D (% for partial search) l—
tem | =l
Due Dt l—@ to l—@
Document Date l—ﬂ o l—ﬂ
Details Bxist | 7|
Currency | =l

Document Cost | .

I Limit ta invoice driven search

Creler Mumber g
Lacation | g

Receipt (% for partial search) =
ftem | g

Receipt Date @ to @

CUrrency | g

Receipt Cost | to I

¥ Hide groups with receipt overages

er ADMIN DB URL:

a atch LIS
Supplier: 13131 30000-Long March Shoe Compary

L:dewrtkl], Data Source: puel) Log Pafh: i

Retresh Cancel
Retek 73]/

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

Ast Auhentication: DATABASE

Groups - Auto

Calculate Totals I Group

Invoices - Receipts -
Order Supp b Invoice Total TotalMerch Curr In Mﬂ Order Supp i Receipt Total Total Merch Curr ﬂ
Select Ho. Hame |A1 >l Invoice Date Gty Cost Rev Ext: Select Ho. Hame |A1 ~|Receipt Date Oty Cost Code
Long Long
March March
[~ &84 Shoe 1111111112 DAVID 234 03-02-2004 2§10,000,000.0000 USD il [~ 10215 Shoe 1000000003 9655 02-11-2003 1,200 $12 0000000 USD
Company Campany
Long = Long
il | » o215 ™ qogoooooo2 71851 06-03-2003 1,200 $12.000.0000 Lsp )
Selected Totals: Total Oty: Total Cost: Total Oty: Total Cost:

Groups - Manual

'Select Manual Group Humber Earliest Due Date Cost Variance Quantity Wariance ﬂ

Select Order Ho. Location Earliest Due Date Cost Variance Quantity Variance ﬂ
o

O 16420 1000000001 05-28-2003 ($833.4000) [T 1403 03-10-2001 (69,300.0000) (480
10212 1000000001 05-28-2003 $200.2000 il [~ 1303 04-24-2001 ($993,700.0000) (3,370)
10212 1000000000 05-28-2003 ($274.9200) 0 [ am 04-09-2001 (§1,000.0000) Mo

O s122 1000000002 05-28-2003 $72,0326400 7200

E 8110 1000000001 05-28-2003 §3,570.0000 300 & B

Combine I Cancel
Retek 7l

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

c. Click Group. The match is displayed in the Groups - Manual area.
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3. To combine multiple groups:

a. Inthe appropriate group area, select the check box to the left of groups you want to
combine.

L) 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.

Summary match invoices and receipts

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

a1 Admin User ADMIN -~ DB URL: & atk11, Dats Source: nneld Log Pafh: mlA o eim ] 1R Ast Awfentication: DATABASE

mmary Match Find

4P Reviewer | =l
Supplier | g

¥ Include Suppliers In Group

Invoice Receipt

Oreler Mumber g Oreler Mumber g
Location | =l Location | =l

Status -
Document ID (% for partial search) Receipt (% for partial search) g

o | = tem | |

Due Date £l £
Ecei e £t A
Document Cate @ to @ " e !

Detals Bxist | ¥|
Currency | g Currency | E

Documert Cost | 1o Receipt Cost | to |

I Limit to invoice driven search ¥ Hide aroups with receipt overages

Refresh | Canesl
Retek I

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

55: Admin User ADMIY DB URL: jdbc. i Lidevitkl], Daia Source: omsl) Leg Paih: A 1Avehadmin _reim] /R Ast Aufhemicaiion: DATABASE

Summary Match List

Supplier: 13131 30000-Long March Shoe Company
Invoices - Unmatched Receipts - Unmatched
Order Supp —Loeation Invoice Total TotalMerch Curr In M’ﬂ Order Supp Location Receipt Total Total Merch Curr ﬂ
Select Ho. Hame |Al 'I Invoice Date Gty Cost CodeReu Ext- Select Mo. Hame |# ~|Receipt Date Oty Cost  Code
Long Long
March March
[~ &164 Shoe 1111111112 DAVID 234 03-02-2004 2$10,000,000.0000 USD In - 10215 Shos 1000000003 8655 02-11-2003 1,200 $12 000.0000 USD
Campany campany
Lang v| Lang
Al I I L3 [~ 10215 Mamh 1000000002 71951 08-03-2003 1,200 $12,000,0000 USD LI
Selected Totals: Total Oty: Total Cost: Total ty: Total Cost:
Calculate Totals I GroLp
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date  Cost Variance  Quantity Variance 4 Select Manual Group Humber Earliest Due Date Cost Variance Quantity Variance: d
[~ 18420 1000000001 0B-20-2003 (§833.4000) ] [~ 1403 03-10-2001 ($9,500.0000) (480)
| 1000000001 06-28-2003 $200.2000 0 | ] 04-24-2001 ($993,700.0000) (8,370)
O 10212 1000000000 06-28-2003 ($274.9200) [ [ 4ot 04-09-2001 (§1,000.0000) (10
M si22 1000000002  06-28-2003 72,032 6400 7,200
[~ &110 1000000001 0B-28-2003 $3,670.0000 SDD_I _I
Combine I Cancel

Retek L
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N

6.

60

To begin matching, in the Groups area:

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

e Inthe Groups - Manual area, click the Manual Group Number. The Summary Match -
Manual Match area is displayed.

Groups must fall within tolerance before you can match them. You can try to eliminate the
tolerance by:

e Adding invoices or receipts to the matching area. In the unmatched area, select the check

box to the left of the invoice or the receipt you want to add. Click the down arrow ll
button.

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

up arrow LI button.

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

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

When finished making summary matches, click Cancel to close the windows and return to
the main menu.
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Chapter 5 — Resolve discrepancies

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 must do a cost review.

When a cost discrepancy is 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 is compared to the
purchase order. Depending on your user permissions, you may or may not be able to access this
window or all discrepancies.

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

Procedures

Resolve cost discrepancies

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

Vou e logged in 3s: Admin User ADMIN DB URL: jdbeiarecls thin: g Lideurtkll, Dafa Source: nncl0 Log Path: A Liwsbabmin/ocd] e 904_reim]1/ReIMLogsAst Awthenticaiion: DATABASE
Cost Review List

Cash Total Reviews
Department _Class Supplier, Supplier Hame DocumentTvpe  pegoiye MiStoumt g, _Order Location Location Mo.ofLine Document Group

Al = Al = Al h I E2L I BN 'I By Date IAII 2 Date. Al 'I IAII ~ | Description i Amount  Currency |4l

1414 1000 1313130000 Long March Shoe Company Merchandise Invoice 03-13-2001 ¥Yes 03-10-2001 1114 1000000000 Fargo 1 $20,086 6581 USD Demo Users
SETE 1002 1313130000 Long March Shoe Company Merchandise Invoice 03-13-2001 Yes 03-10-2001 1114 1000000000 Fargo 1 $20,086 6531 USD Demo Users
1221 1000 1234560000 Mex Browen Wholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8115 1000000000 Farao 1 $12,385 4400 USD Demo Users
2345 1001 1234580000 M Brosen Wholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8115 1000000000 Farao 1 $12,385.4400 USD Demo Users
1414 1000 1212120000 Glassware Products Lt Merchandise Invoice 03-13-2001 Yes 03-10-2001 8118 1000000000 Fargo 1 119158800 USD Demo Users
SETE 1002 1212120000 Glazgware Products Lid Merchandise Invoice 03-13-2001 Yes 03-10-2001 8116 1000000000 Fargo 1 #11,915.5800 USD Demo Users
5675 1002 1313130000 Long March Shoe Company Merchandise Invoice 03-13-2001 Yes 03-10-2001 &137 1000000000 Fargo 1 F11,475.7600 03D Demo Users
1221 1000 1234560000 Max Broven Wholesales Merchandise Invoice 03-13-2001 ves 03-10-2001 8150 1000000000 Fargo 1 $20,950.4991 USD Demo Users
1234 1001 1234560000 Max Broven Wholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8150 1000000000 Fargo 1 5208504891 USD Demo Users
2343 1001 1234560000 Max Broven Wholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8150 1000000000 Fargo 1 $20,950.4891 USD Demo Users
1414 1000 1234560000 Max Brown Wholssales Merchandise Invoice 03-13-2001 Yes 03-10-2001 10205 1000000000 Fargo 1 11,762 2600 USD Demo Users
1234 1001 1234560000 Men: Brown VWholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 10206 1000000000 Fargo 1 $20,576.1481 USD Demo Users
1414 1000 1234560000 Men: Brown VWholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 10206 1000000000 Fargo 1 $20,576.1481 USD Demo Users
SETE 1002 1313130000 Long March Shoe Company Merchandize Invoice 03-13-2001 Yes 03-10-2001 10212 1000000000 Fargo 1 $12274 9200 USD Demo Users
1221 1000 2345670000 David Fashion Crestions PIL Merchandise Invoice 03-13-2001 Yes 03-10-2001 10223 1000000000 Farao 1 $11,089 2600 LS Demo Users
1234567 [Ned]

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

Lideurtkll, Data Soumrce: nusl0 Log Path: A limsbadmin

a5 Admin User ADMIN DB URL: jdbe:oracle thin: @mep: ogefst dnhendication: DATABASE

erchandise Invoice EDIGENN105432695221 20000000060 Supplier 1313130000-Long March Shoe Company Location 1000000000-Fargo
Department 1414-Activewear Class 1000-Lkensils Currency USD
Order 1114 Resolve By Date (03-13-2001

Unit Cost
orig. Current Unit Cost Variance
Order QOrder Document Variance Percent
Discrepancy Comments Ites Description Cost Cost Cost Favi{UnFay! Favi{UnFay! Order Cost Source Order UPC VPH
Mo 100008051 Test kem 100008051 $10.0000 96489 $0.3511 3.511% Supplier

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

mrefocd 004 Teim] ReIMLogshst Anhendication: DATABASE

85 Admin User ADMIN DB URL: jdbecoraclethin: @mepdevac: 1521 devrtk]1], Data Source: nus10 Log Pafh: Al Amehadminor:

Cost Selection
erchandise Invoice EDIGENN105432695221 20000000060 lem 100003051-Test tem 100005051 Location 1000000000-Fargo
Order 1114 Supplier_1313130000-Long March Shoe Company. Currency LISD

Correct Unit Cost

@ Order $10.0000
" Invoice $9.6439
" Other

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.

st dufhendication: DATABASE

lerchandise Invoice EDIGEMN105432695221 20000000060 Location 1000000000-Farco

Order 1114 Currency LISD

ost Variance §03511 Outstanding Variance $0 3511
ly

Enter Reason || =l Amount

Action Re-route to Group | =l
Comments Hint

Comments.

Apply

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

El
Back OK Delete Appty &1 Cancel
Rete /L

A a

5. Inthe Apply area:

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

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

b. Inthe Amount field, enter the monetary amount of the discrepancy.
c. Add comments as necessary.
d. If necessary, in the Re-route to Group field, enter the ID of the review group you want to

send this to, or click the LOV g button and select a group.

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

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

b. Click Delete.
c. You are prompted to confirm the deletion. Click OK.
7. Click OK to save your changes and close the window.
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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 is
compared to the purchase order. Depending on your user permissions, you may or may not be
able to access this window or all discrepancies.

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

Procedures

Resolve gquantity discrepancies

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

k11, Daia Source: mmel0 Log Path: A Aothendication: DATAE
Resolve By Freight Payment

Past Due Date Supplier Supplier Hame Document Type Location Order Type Ouanti Invoice

Indicator | I b lm m m lm m m Document Difference  Date
F 03-12-2001 2345670000 David Fashion Creations PIL Merchandise Invoice 111111111 95207 EDIGEMMN10:542421 208340000000001 (217 03-10-2001
¥ 03-12-2001 1313130000 Long March Shoe Company Werchandise Inyoice 111111111 B4404 EDIGEMM10:42421 208340000000006 (411 03-10-2001
F  0312-2001 1313130000 Long March Shoe Company Merchandize Invoice 11111111 BE307 EDIGEMM10543021290930000000334 (407 03-10-2001
F 03-12-2001 1313130000 Long March Shoe Company Merchandise Invoice 1000000000 137 EDIGENN10543263536940000000254 (1,200} 03-10-2001
F 0f-28-2003 1313130000 Long March Shoe Company Merchandise Invoice 1000000003 137 EDIGENN10543268537040000000257 (1,200} 03-10-2001
F 03-12-2001 1234500000 James Hardie Industries Lid Merchandise Invoice 1000000002 10226 EDIGENN10543 2695566 70000000531 (1,200} 03-10-2001
F 03-12-2001 1234500000 James Hardlie Incustries Ltd Merchandise Invoice 1000000003 10226 EDIGEMN105432695566 70000000532 (1,200} 03-10-2001
= 03-12-2001 1234500000 James Hardlie Incustries Ld Merchandize Invoice 1000000000 10229 EDIGEMN105432695574 70000000544 (1,200} 03-10-2001
F 03-12-2001 1234500000 James Hardie Industries Lid Werchandise Inyoice 1000000001 10229 EDIGEMM10:432685574 70000000545 (1,200} 03-10-2001
FF  0312-2001 1234360000 Max Brown ¥holesales Merchandize Invoice 1000000000 8115 EDIGENM105432685281 300000001 44 (1.200) 03-10-2001
F 03-12-2001 1234560000 Men: Brown Wholesales Merchandise Invoice 1000000001 &115 EDIGENN105432635292300000001 45 (1,200} 03-10-2001
F 03-12-2001 1212120000 Glaszware Praducts Ltd Merchandize Invoice 1000000000 116 EDIGENN105432685295300000001 49 (1,200} 03-10-2001
F 03-12-2001 1212120000 Glagsware Procucts Lid. Merchandise Invoice 1000000001 118 EDIGENN10543 2695296 300000001 S0 (1,200) 03-10-2001
F 03-12-2001 1313130000 Laong March Shoe Comparny Merchandise Invoice 1000000003 8119 EDIGEMN105432695308300000001 67 (1,200} 03-10-2001
~ 03-12-2001 1313130000 Laong March Shoe Company Merchandise Invoice 1000000001 8125 EDIGEMN105432695327400000001 95 (1,200} 03-10-2001

1234567891011121314151617 18 [Mexd]

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

:devmikl], Data Seurce: nusld Log Path: Au) st Awhentication: DATABASE

Resolve By Date 03-12-2001

lerchandise Invoice EDIGEMN10543289532740000000195 Supplier 1313130000-Lony March Shoe Company Location 1000000001 -Minneapalis
Order 5125 Order Comments ORDERS FOR EDI Receipt(s) &150, 5151, 72131

Oty
oty Variance
Current Variance Percent
Discrepancy Comments tem it Order Oty Receipt Oty oty Faw/(UnFay; Faui{UnFav] Order UPC VPH
o 100008042 Test kem 100003042 400 1,200 400 800 66.6ET 100003042
hlo 100008051 Test kem 100003051 400 1,200 400 G600 66,667 100008051
No 100008069 Test kem 100008069 400 1,200 400 G600 66,667 100008063

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

o5: Admin User ADMIY DB URL: jdbcorcle thin, @ Lidevitkl], Daia Source: omsl) Leg Paih: A 1Avehadmin _reim]l/ReMMLogshst Aufhentication: DATABASE

erchandise Invoice EDIGENM0543269532740000000155

em 100008051-Test kem 100008051

Correct Quantity
* Receipt 1,200
" Inveice 400
" other |
Receipt Quantity

#1580 400
&151 400
72131 400

=)
Retek 7))

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

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

pd in as: Admin User ADMIN DB URL: jdbearacle thiv: g
Variance Resolution

531:deurtk]], Data Seurce: onld Log Pafh: AulAmebas ogshst Awentication: DATABASE

erchandise Invoice EDIGENN0543269532740000000195 ttern 100006051-Test kem 100008051 Location 1000000001 -Minnespolis

Order &125 Receipt(s) 9150, 5151, 72131

Quantity Variance 500
hy

Enter Reason | =1 Quantity

Action Re.route to Group | E|

IComments Hint Receipt | -
Comments

Outstanding Variance 500

Apply

Delete Reason Code Reagon Code Description Action uanti Comments —

Ho records found

E
(Back| oK | Dekts | | Gancal
Retek I
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5. Inthe Apply area:

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

28 ote: You cannot apply a reason code of Debit Memo Quantity or Credit Memo

L Note: Y t appl de of Debit Memo Quantity or Credit M
Quantity to a child invoice that results from a split invoice. The invoice must be
routed to Transportation for resolution.

b. In the Quantity field, enter the number of units in dispute.
c. Add comments as necessary.
d. If necessary, in the Re-route to Group field, enter the ID of the group you want to send
this to, or click the LOV g button and select a group.
e. Inthe Receipt field, identify the receipt associated with the discrepancy.
f. Click Apply. The information is added to the Resolution area.
6. To delete a resolution you have added:

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

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

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

Overview

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

e Credit memo - cost

e Credit memo - quantity

e Credit note

e Credit note request - cost

e Credit note request - quantity
e Debit memo - cost

e Debit memo - quantity
Procedures

Create a document

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

window is displayed.

logzed i as: Admin Ueer ADMIN - DB URL: jdbciorsclethan. @pusp

2l:devitk 11, Data Source:mms10 Log Pah: M0 1Amshsdmiviocs

1904 reiml 1/ReMLogs st Aufhentication: DATAEASE

Document Search

R afe
A A

1. Inthe Action field, select New.

mcton[view =]
Document Type lﬁ Document 1D (% for partial search) |
Status lﬁ
Vendor Type [Supplier 7] Vendor | =l
ordertumper [ 5 Lacation | =
AP Revigver | g
In Ciost Reviewve lj ozt Reviewer Group | g
In Quantity Review m Quiantity Reviewwer Group | E
Document Date Range l_@ to l_@ Due Date Ranoe l—ﬂ 1o l—ﬂ
Currency | E| Consignment m Deal m
Documert Cost Range | to Quartity Range [ to|
Receipt l—g ftem I g
Payment Terms | g Freight Payment Type | j
Detals Exist | 7] Pre-padinvoce [ x|
o] _Retean | _canca |

2. Inthe Document Type field, select the appropriate document type.
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3. Click OK. The Document Maintenance Header window is displayed.

o s ines; Admin User ADMIY DB URL: jdbc:or v igmepd Lideurtkl], Data Source: mmel0 Log Path: A lpmsbadminfoctj_an wim] L/FelBLogsAst danhendication; DATAEASE

Document Maintenance Header

Creste 100 ADMIN
Documert ID: ICMC | Supplier: =l
rder Mo =i
Location: | =l
Document Type: Credit Memo - Cost Document Currency: Exchange Rate:
Document Stetus: I~ consignmert
RTV Chargeback Ind: [~
RTY Order Mo
Apprave Date:
Document Date: 03-10-2004
Payment Terms: [01 E25% 300ays
Due Date: [1+-05-200s | 80
Deat
Tatal Merchandize Cost: $0.0000
Tatal Man-Merch Cost: $0.0000
Total VAT Cost $0.0000
Total Document Cost $0 0000
Ref No. 1: [ Document Gy 0
Ref No. 2 [
Ref No. 3 |
Ref No. 4 [
Ok OK+Repeat Details Approve I Create Credit Mote: Reverse | Woid Caomments Cancel I

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

5. Inthe 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 g
button and select a document number.

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

7. Inthe Location field, enter the location ID, or click the LOV g button and select a location.
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8. Add non-merchandise costs as necessary.

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

/3 Non Merchandise Cost - Microsoft Internet Explorer
Non Merchandise Cost

Document 1D : 5433246

VAT Code [
- Rate

Carrier Crecit Allowance 00000 [c-30 «|

Coop Adtderch Allowance (Pert 500000 [c-30 «|

Currency Adustment $0.0000 |C-30 x|

Currency Adustment $0.0000 [C-30 x|

Customs Duty $0.0000 |C-30 x|

Declared Value for Customs $0.0000 [c-30 v

Detective Allowance 500000 [c-30 «|

|
|
|
|
Customs Broker Fee | $0.0000 [C-30 v
|
|
|
|

Deliver

$0.0000 < -30 Llil
GL Crossreference for =

Segment1 Segment? Segment3 Segmentd4 Segment5 Segment§ Segment ¥ Segment§ Segment 3 Segment 10

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

Total: I $0.0000
oK calcuiate Totl | [ Cancel |

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 your changes and close the window.

9. Add comments as necessary.
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Add details to the document

1. Click Details. The Document Maintenance Detail window is displayed.

in a5 Admin User ADMIN DB URL: jibe:aracle thin: Lideurtkll, Daia Source: omsl0 Log Path: Al Limsbadmin/o _peim1 1/ReMLogedst Awhentication: DATABASE
Maintenance Detail

Document Type: Credit Memo - Cost
Supplier: 2222220000-Levi Strauss Pty Lid

tem g Amount Per Unit Document ID I Fald iz
Reason Code I g Quantity M

AT Code - Rate hal

Delete ltem Description Reason Code Description Amt Per Unit Quantity VAT Code VAT Rate Extended Cost Ex VAT
Ho records found

elect al

lear all

Total hems: 0 Totals a $0.0000

Gk Delete ftems Cancel

In the Item field, enter the item ID, or click the LOV g 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 units in dispute.

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

Click Add Item. The information is added to the table.

Click OK to save your changes and close the window.

© 0o N o g B~ N

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.

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

o~ w D

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

= Navigate: On the Document Maintenance tab, click Document Search. The Document Search
window 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 documents that match the search
criteria.

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

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

Maintain system options

Overview

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

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

Procedures

Maintain the system variables

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

: Admin User ADMIN DB URL: urtkl], Data Source:nnel) Log Path: A limebahuin) it st Awhendication: DATABASE

Document History Days 20 Close Open Receipt Days 80
Post Dated Documert Days 10 Cost Resolution Due Days 3
Debit Memo Send Days 1 Gty Resolution Due Days 2
Max Tolerance % 100 Days Before Dus Date a
Incluce VAT Processing Yes 'I WAT Tolerance % 10
Default Pay Now Terms IE Eo 001.00% 045 045
Dehit Memo Prefix-Cost O Debit Mema Prefix-Gry iy
Credlit Mote Request Prefix-Cost ChC Credit Mote Recuest Prefix-Giy Chi
Credlit Memo Prefix-Cost ChiC Credit Memo Prefix-City Chicy
Hote: To activate any system option changes made, you must first log out of Retek Invoice Matching.

Cancel

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

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

L 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 the document prefixes

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

: Adwin Tser ADMIN DB URL: jidbe:oras Lidevmikcll, Data Source:nusld Log Pafh: Al eim11/ReMLogsast Awhentication: DATAEASE

System Options

B

Documert History Days

o

Close Open Receipt Days
Past Dated Documert Days

Cost Resolution Due Days
Debit Memo Send Days @ty Resolution Due Days
Max Tolerance % Days Before Dus Date
Include 44T Processing es T AT Tolerance %

o1 001 00% nes 045

JJLIL

Default Pay Mow Terms

Dehit Mema Prefix-Cast

4

A el

Debit Memo Prefix-Gty s

=4
o 5

Rk

Crediit Mote Request Prefix-Cost

=

Crecit Mote Request Prefix-Gty
Crecit Mema Prefiz-Cost

5]
4
a

Crecit Memo Prefiz-Giy ChiG!

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

Cancel
Retek 7).

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

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

L 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 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

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

Wi are logged inoas: Sdmin Tzer AL DB URL: jdbe oracle thin: @aepdesSo: 1521 :devrtli 11, Data
Soumde: mnc 10 Log Path: Ml lAmebadmmiocd] evmesfocdj204 rennl 1/FeILogstct  Anofoendication:

DATAEASE
Supplier Options

Supplier || g CIery |
petaits ... |
AP Reviewer I g

™ Invoices Far Supplier Manually-Paid

[T Match Invaices to Receipts from other Suppliers
r Alwezrys Use Invaice Terms

™ ROG Date Allowed

Send Dehit Memo I.&Iwa\;s ;I

Dizcrepancy Days Before Routing

Cloze Open Receipt Days I

0 4 I Ok+Repesat | Supplier Group Options | Cancell

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. Inthe AP Reviewer field, enter the ID of an accounts payable reviewer, or click the LOV g
button and select the reviewer that you want to associate with the supplier.
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4.

76

Edit the enabled fields as necessary:

e Invoices for Supplier Manually Paid: Select the check box to indicate that invoices
from this supplier should be manually paid.

e Match Invoices to Receipts from other Suppliers: Select the check box to indicate that
the retailer can pay suppliers other than the one listed for the invoice.

e Always Use Invoice Terms: Select the check box to indicate that the terms date on the
invoice is always used to pay an invoice.

e ROG Date Allowed: Select the check box to use the receipt of goods date to determine
the due date of an invoice.

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

e 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.

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

Click OK to save your changes and close the window.
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Create a grouped supplier
L Note: Any changes you make to one supplier in a group applies to all suppliers in the
group

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

o are logged moas: Admin Tser AT DB URL: jdbeoracle thin: @mepdensa: 1521 :dewrtli11, Data
Soumde: mnc 10 Log Path: Ml lAmebadmmiocd] evmesfocdj204 rennl 1/FeILogstct  Anofoendication:

DATAEASE
Supplier Options

Supplier || g CIery |

AP Reviewer I g

™ Invoices Far Supplier Manually-Paid

[T Match Invaices to Receipts from other Suppliers
r Alwezrys Use Invaice Terms

™ ROG Date Allowed

Send Dehit Memo I.&Iwa\;s ;I

Cloze Open Receipt Days I

Dizcrepancy Days Before Routing

0 4 I Ok+Repesat | Supplier Group Options | Cancell

Retek 2/

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. Click Supplier Group Options. The Supplier Group Options window is displayed.
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Vo are logged i ge: Sdmin Ucer ADMIM DB URL: jdbcioracle thiv: @mepdenac: 1521 devrtls11, Daka Source:

el Log Pafh: m0lsmchadminiocdi_evmesfocdjo0d rein] LReMILogztst Annfhendication: DATABASE

Supplier Group Options
Supplier: 2345670000-David Fashion Creations PIL

Supplier| g A

[ Total Hesder Quantity Recuired
[+ Match Tatal Guantity

Delete Supplier 10 Supplier Hame ;I
Ho records found

=
ﬂl Delete |
Retek /)

4. In the Supplier field, enter the supplier ID, or click the LOV g button and select a supplier.
5. Click Add.
6. Select the enabled options as necessary:

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

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

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

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

L ac: Sdihin Tleer AT j p thi e aprtls1l, ata
0 Log Path: A0l szebadmiruiocd i evmesi :

o

Supplier Options

Supplier || g Qery |
AP Feviewwer I g

[T Irvoices For Supplier Manually-Paid

™ Match Invaices to Receipts from ather Suppliers
r Alwvays Use Invoice Terms

™ ROG Date Allowed

Send Debit Memo I.&.Iways ;I

Close Open Receipt Days I

Dizcrepancy Days Before Routing

Ok I Dk+Repest | Supplier Group Options | Cancell

Retek /)

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.
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3. Click Supplier Group Options. The Supplier Group Options window is displayed.

Wiony are 1 d it as: Sdmin Teer AT IE URL: jd- it cpdenrs evrtlil], Tata Soumce:

onsl] Log : :DATABLSE

Supplier Group Options

Supplier: 2345670000-David Fashion Creations PiL

Supplier| g Al

[ Total Header Guantity Recuired
[ Match Total Guantity

Delete Supplier 10 Supplier Hame ;I
Ho records found

[~

ﬂl Delete |
Retek 73/

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 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, it cannot be changed.

Procedures

Create a general ledger account cross reference

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

: Admin Tser ADMIN =~ DB URL

004 _reim] 1/ReTh
GL Cross-reference
Crozs-reference -
Type Mon-merchandize Codes ;I I g Query |
Segment 1 Segment 2 Segment 3 Segment 4 Segment 5 Segment & Segment 7 Segment § Segment 9 Segment 10
Company Location Account Department Class Atfiliate Futuret Future2 Future3 Futured
(074 | Ol+Repeat | Cancel I

Retek 7y

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 g
button and select an account type.
Click Query. The account segment fields are enabled.

3.
4. Inthe Segment fields, enter the appropriate account segments.

L Note: Ifa 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

= Navigate: On the Administration tab, click GL Options. The GL Options window is
displayed.
: epid e idenrtlil]l, Dada Soumce:
110 Log Padh: Aa) 1Asrebadmiriiocd 904 _reiin ot Anfhendication: DATARLEE

GL Options

Segment
Label Segment Position Iynamic

Company| 1231 Sedmert 1 j -
Location| T2t Sement 2 LI r
Accourt| Test Segmert 3 >
Department| TEst Seament 4 LI ]
Clage] Test Segments x| [T
Atfiliste| Test Seament 6 ]
Futuret] Test Segment 7 7]
Future2| Test Seament 5 x|
Future3] Test Segment 3 =]
Future4] Test Segment 10 LI

Test 3 j
Test 4 LI
Test 5 j
Test B LI
(014 | Cancel |

Retek ~9)

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.

L 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 reason codes. Reason
codes are used to resolve discrepancies between receipts and invoices. A discrepancy originates
when the price or quantity variance exceeds acceptable tolerance levels. After you create the
reason code, you need to associate it to an action that helps you resolve the discrepancies.

Procedures

Create reason codes

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

dmin User ADMIN DB URL: 11, Data Source oms10 Log
_Teim ] 1/
Reason Code Maintenance
Reason Code Type Reason CodeReason Code Description Action Comment Required
Cost Discrepancy LI | |Appr0ve Dispute LI Accounting Distribution | ml

iComments Hint

Apply |

Reason Code  Reason A ting C t C te 4
Delete Twpe Code Reason Code Description Action Distribution Required Hint
r Gty 430 Gty Short Claim-FreightClaim to be filed o e e o e = = g

Discrepancy s/CErTiEr
Guuanitity Gty Short Claim-Under received-New receipt

r Discrepancy w8 crested MEHENTD (REEE # r
r g;il:ggancy 4400 gg;osnhud Claim-Requires Inventory Control e s ey By v v ﬁ
I gigacl;ggancy 445 Gty Short Claim-Reguires Location action  Reroute Quantity Discrepancy I ~ A
I— g;acl:ta'rgancy 450 gg;usnhor‘t Claim-Reguires Accourts Payakle e s EuETy EiseaemEy |7 |7 @
u gigi?ggancy 455 gg;osnhm Claim-Reguires Transportation R Uiy FReiaerey " & E
[~ Cost Discrepancy 505 :Z:Jua; ﬁ':::CIaim-Pr [, FRI Em Discrepancy Wiite-Off I I
[T CostDiscrepancy 510 :Eﬁz ‘?\?':::CIaim_Pr D IS I E Discrepancy Wirite-Off = -
[~ CostDiscrepancy 515 s‘igan;_(éoﬁDglaAir;-MDF Egllsioadeind Discrepancy Wirite-Otf Ird r
[T CostDiscrepancy 520 Ee;:; ot loielng NG b crepancy Wirite-Off F -
[~ CostDiscrepancy 525 \I?‘i;;an;_(éoé‘t'&gaim@efective aledeind Discrepancy Wirite-Off Ird r
[~ Cost Discrepancy 530 :Zif; “('Z\ro':::CIaim—DFH £A ey ] A - Dizcrepancy Wirite-Off = r
[~ CostDiscrepancy 535 izﬁz ‘?\?':::CIalm_DFE PR I R Discrepancy Wiite-Off F r

]

Renaw Cast Claim DFTR Al ~lmd saeran. -

ok | pelete | cancel |
Retek ZI)/

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

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

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

o~ w b

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

6. If acomment is required when a reviewer is resolving the discrepancy, select the Comments
Required check box.
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Associate a general ledger account with a reason code

1. Click Accounting Distribution. The GL Cross Reference window is displayed.

. Data Source: nmell Log

Fath badrm e
GL Cross-reference

Cross-reference

. Mon-merchandise Codes;l I g Guery |

Segment 1 Segment 2 Segment 3 Segment 4 Segment 5 Segment 6 Segment 7 Segment § Segment 9 Segment 10
Company Location Account Departmenit Class Atfiliate Futuret Future2 Futures Futured
Ok | Ol+Repest | Cancel I

Retek )/

2. Create the general ledger account cross reference.
3. Click Apply. The reason code is added to the table.
4. Click OK to save your changes and close the window.

Edit reason codes

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

d 1 Acdnin User & DE URL th witlill, Dads Sewrce: oms10 Log

eim]l, . i TAE
Reason Code Type Reason CodeReason Code Description Action Comment Required
Cost Discrepancy LI | |Appr0ve Dispute LI Accounting Distribution | ml
Comments Hint

Apply |

Reason Code  Reason A ting C t C ts o
Delete Type Code Reason Code Description Action Distribution Required Himt
u Guartity 430 Gity Short Claim-FreightClaim to be filed e Ry FReiaerey I o E

Dizcrepancy wefCarrier

r gitil:ta'rtayancy 435 ?::;:dnr‘t Claim-Undet received-Mew receipt Match o Receipt I r
r g;il:ggancy 4400 gg;osnhud Claim-Requires Inventory Control e s ey By v v ﬁ
I gigacl;ggancy 445 Gty Short Claim-Reguires Location action  Reroute Quantity Discrepancy I ~ A
I— g;acl:ta'rgancy 450 gg;usnhor‘t Claim-Reguires Accourts Payakle e s EuETy EiseaemEy |7 |7 @
u gigi?ggancy 455 gg;osnhm Claim-Reguires Transportation R Uiy FReiaerey " & E
[~ Cost Discrepancy 505 :Z:Jua; ﬁ':::CIaim-Pr [, FRI Em Discrepancy Wiite-Off I I
[T CostDiscrepancy 510 :Eﬁz ‘?\?':::CIaim_Pr D IS I E Discrepancy Wirite-Off = -
[~ CostDiscrepancy 515 s‘igan;_(éoﬁDglaAir;-MDF Egllsioadeind Discrepancy Wirite-Otf Ird r
[T CostDiscrepancy 520 Ee;:; ot loielng NG b crepancy Wirite-Off F -
[~ CostDiscrepancy 525 \I?‘i;;an;_(éoé‘t'&gaim@efective aledeind Discrepancy Wirite-Off Ird r
[~ Cost Discrepancy 530 :Zif; “('Z\ro':::CIaim—DFH £A ey ] A - Dizcrepancy Wirite-Off = r
[~ CostDiscrepancy 535 izﬁz ‘?\?':::CIalm_DFE PR I R Discrepancy Wiite-Off F r

|
|
L

Renaw Cast Claim DFTR Al ~lmd saeran.

OK Delete | Cancel |

Retek
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1. Inthe table, double-click the reason code you want to edit.
2. Update the enabled fields as necessary.

3. Click Apply. The reason code is updated.

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

Delete a reason code

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

11, Data Source:mus10 Leog

P

Reason Co

Reason Code Type Reason CodeReason Code Description Action Comment Required
Cost Discrepancy LI I IApprove Dispute LI Accounting Distribution | I

Comments Hint

Apply |
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I gigi:ggancy 445 Gty Short Claim-Reguires Location action  Reroute Quanitity Discrepancy F I |
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[~ Cost Discrepancy 510 :Zif; »('Zvn'as::CIaim-Pr (DD AR WAEE Discrepancy Wirite-Off I -

[~ CostDiscrepancy 515 \I?‘izan;_(éuhilDila';r;-MDF () Ay el Discrepancy Wiite-Off ¥ ]

[T CostDiscrepancy 520 g?}:; (Uit Gl -l e Wmng_Discrepancy Write-Off I -

[~ Cost Discrepancy 525 s‘izi;_(;ogtAgaim-Dafedive Allaw cimed Discrepancy Wite-Crff i N

[~ Cost Discrepancy 530 izﬁz ‘(E\?':::CIaim-DFH aleeniienus Discrepancy Wiite-Off F r

[~ Cost Discrepancy 535 :Z:Jua; E\fo':::CIaim-DFIQ aloendico Discrepancy Wiite-Off I I
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1. On the list of reason codes, select the check box next to the reason code you want to delete.
2. Click Delete.

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

4

Click OK to save your changes and close the window.
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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, departments/classes, or reason
codes.

Procedures

Create a user group

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

d i ac: Admin TTeer ADRITH arle thi 6:1521:devrtk]1]l, Data
Aanfhvendicatiomn:
Select User Group ;I
) Acdmin
[ Demao Lszers
i Limited Privs Users
=
oK | mew| Edt| wiew| copy| Dekete |

Retek /.
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=er Group IAdmin

System Options

m
o
=

o

Supplier Options

=er Group Maintenance Edit =
Reasan Code Mairtenance Edit -
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Tolerance Maintenance Edit =
Invoice Entry Edit =
Diocumernt Ertry Edit =
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Graup Entry Approval m
EDI Review [East =]
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Invoice Matching Edit =
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:

Cuartity Dizcrepancy Maintenance |Edit =

Ciost Dizcrepancies Review Al -

Guantity Discrepancies Review All ot

Accounts Payable Review Mo =
Deal Document Approval I‘r‘es vl

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

OKI Members | Department/Classes | Locations | Reason Codes | Cancell
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2. Inthe User Group field, enter the name of the user group.

3. Inthe remaining fields, select the type of permissions a member of the user group will have:
e Edit: User group members can add to and update the areas they are assigned to.

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

e None: User group members cannot edit or view the designated areas.

e Yes: User group members can perform the designated task.

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

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

e Users Only: Only designated users within the group can perform the designated function.
4. Click OK to save any changes and close the window.
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Delete a user group

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

d m as: Sdin Teer ADRIH DB URL: j i iErnspdent: 152 dewrtli1]l, Tata
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User Groups
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1. Select a user group.

2. Click Delete.

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

Click OK to save any changes and close the window.
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Assign users to a user group

= Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window is displayed.
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1. Select a user group.
2. Click Edit. The User Group Details window is displayed.
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3. Click Members. The User Group Members window is displayed.

A T DB URL . Data Senorce: ime 10 Log
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Select Group ;I Select Group ;I
= Uzer Al x = User I Al hd I
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=l
[ [
Cancel |
Retek 2I)

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

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

. . = .
5. Click the right arrow _| button to move the users into the Selected Members column.
6. Click OK to save any changes and close the window.
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Delete a user from a group

= Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window is displayed.
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1. Select a user group.
2. Click Edit. The User Group Details window is displayed.
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3. Click Members. The User Group Members window is displayed.
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4. In the Selected Members column, select the check box in the Select column next to each user
you want to remove from the user group.

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

. = . .
5. Click the left arrow _| button to move the users into the Available Members column.
6. Click OK to save any changes and close the window.
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Assign a department/class to a user group

= Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window is displayed.
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1. Select a user group.
2. Click Edit. The User Group Details window is displayed.
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3. Click Department/Classes. The User Group Department/Classes window is displayed.

1, Data Source:zusl0 Log Paih,
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Cancel |
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4. In the Available Department/Classes column, select the check box in the Select column next
to each department/class you want to add to the user group.

L) Note: To selectall department/classes, select the check box in the header area.

. . = .
5. Click the right arrow _| button to move the department/classes into the Selected
Department/Classes column.

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

= Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window is displayed.
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1. Select a user group.
2. Click Edit. The User Group Details window is displayed.
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3. Click Department/Classes. The User Group Department/Classes window is displayed.

1, Data Source:zusl0 Log Paih,

User Group Admin

Department/Classe: Selected DepartmentiClasses
Select Group ] Select Group |
] Department  Dept ID Class Class ID |A" 'I il Department Dept ID Class Class ID W
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[~ womens shoes 4567 Sport 1002 Demo Users
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Cancel |
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4. In the Selected Department/Classes column, select the check box in the Select column next to
each department/class you want to remove from the user group.

L) Note: To selectall department/classes, select the check box in the header area.

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

6. Click OK to save any changes and close the window.
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Assign alocation to a user group

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

45 Admin Tser ADMIN - DE URL: T k1], Data Source omsl0 Log Pafh: Al
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4. In the Available Locations column, select the check box in the Select column next to the each
location you want to add to the user group.

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

. . = . .
5. Click the right arrow _| button to move the locations into the Selected Locations column.

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

= Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window is displayed.
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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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4. In the Selected Locations column, select the check box in the Select column next to each
location you want to remove from the user group.

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

=
5. Click the left arrow _| button to move the users into the Available Locations column.

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

= Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window is displayed.
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Select a user group.
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3. Click Reason Codes. The User Group Reason Codes window is displayed.
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4. In the Available Reason Codes column, select the check box in the Select column next to
each reason code you want to add to the user group.

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

=
5. Click the right arrow _| button to move the reason codes into the Selected Reason Codes
column.

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

= Navigate: On the Administration tab, click User Group Maintenance. The User Groups
window is displayed.
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1. Select a user group.
2. Click Edit. The User Group Details window is displayed.
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3. Click Reason Codes. The User Group Reason Codes window is displayed.

11, Data Seuxce ouell Leog Pafh: A

User Group Reason Codes

User Group Admin
Available Reason Codes Selected Reason Codes

Select Action Types :I Reason -
TiGrol

ISelect Action Types
N Reason Codee Reason Codee Description | Al j' Group ] feasn %_E? an
Codes Description
(il ard imh Credit Memo Quantity & Gty Short
™ JnH1 cost Credit Memao Cost Claim-
I~ 430 FreightClaim toReroute Guantity Discrepancy 8
be filed
welCarrier
city Short
Claim-Lnder
I~ 435 receted-hew Match to Receipt 8
receipt
;I created
Gty Short
Claim-
;I I~ 440 Requires Reroute Guantity Discrepancy 8
Inventary
Contral action
2ty Short
Claim-
I~ 445 Reguires Reroute Quantity Discrepancy 8
Location
action
Gty Short

Claitm-

I 450  Reguires Reroute Quantity Discrepancy 8
-
»

Arrnarts

=l 4 |
Cance|
Retek 2/

4. In the Selected Reason Codes column, select the check box in the Select column next to each
reason codes you want to remove from the user group.

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

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

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

Overview

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

e Invoice/document summary cost
e Invoice/document summary quantity
e Invoice/document line item cost
e Invoice/document line item quantity

You can define a tolerance only to the maximum percentage of system tolerance. When you
define a tolerance, the lower tolerance is included when calculating variance, while the upper
tolerance is excluded.

Procedures

Define the tolerance level for the system

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

Yol are logzed i as: Admin User ADMIM DB URL: jdbcioracle thin: @nepdenS6:1521deurtk 11, Daka Source:

onell Log Padh: Al lAzebadmindocdi_aweiocdj904_reinl /FelMLogsAst Anfhendication: DATABASE
Tolerance Maintenance

Tolerance Level
- Supplier I g
Supplier Tra'rtl g
Departmert I g
System

a0

0

et Cancel |
Retek 79/
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1. Inthe Tolerance Level column, select System.

2. Click Next. The Tolerance Maintenance Detail window is displayed.

Wona are logzed mnoas: Admin Teer ADRIN DB URL: jdbc @ thi cpdenr devrilill, Dada Soumce: g
ons 10 Log Pabth: Al 1Amebadmindocdj_e 904 _renmn] 1 Felh st Annfhendication: DA TABRLEE
Tolerance Maintenance Det:
olerance Level: System Currency GEBEP
Difference In
Tolerance I-ﬂ~|| ;I Favor
Of Iﬂ-.ll vI
Delet Lower ;I
S Difference In Limit Upper Limit Tolerance
| | Tolerance Favor Of Inclusive Exclusive Tolerance Value Type
ImaiceDocument .
H| Line fem Cozt Retailer FO.0000 F1 ,DDD,DDD,DDD.DDDD' 75% Percent
ImvoiceDocument )
[ Line Hem Cost Supplier FO.0000 51 ,DDD,DDD,DDD.DDDD' 10% Percent
ImvoiceDocument .
r Summsry Cost Retailer FO.0000 1 ,DDD,DDD,DDD.DDDD' 2% Percent
ImaiceDocument )
1 Summay Cost Supplier FO.0000 F1 ,DDD,DDD,DDD.DDDD' 50% Percent
IrvoiceDocument .
N i iz Gy Retailer 0 1,EIEIEI,EIEIEI,EIEIEI| 1% Percent
InvoiceDocument :
| Line kem Gty Supplier 0 1,000,000 000 I 0.5% Percent
m| [TEEEIREIER oy 0 1,000,000,000 | 30% Percent
Summary Gty
InvoiceDocument )
| S it Supplier 0 1,EIEIEI,EIEIEI,EIEIEI| 20% Percent
=
oK | OksRepest | Fefresh | mdd | Derouis | Deete | cancel |

Retek 73]/

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 Inclusive and Upper Limit Exclusive fields, enter the tolerance values.
In the Tolerance Value field, indicate the total amount the variance can be.

In the Tolerance Type field, indicate how the variance should be measured.

© ©o N o a B~ w

Click OK to save your changes and close the window.
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Delete a tolerance level for the system

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

o are I 2 IE URL: j i epdens ertli 11, Tata Soumce:

ot 1l Log Pabh: A0 1A _w Q04 reinl 1/F Aanfhendication: DATABASE
Tolerance Mainte

Tolerance Level
- Supplier I g
. Supplier Tra'rtl g
. Departmert I g
1 System

Cancel |
Retek 79/

1. Inthe Tolerance Level column, select System.

2. Click Next. The Tolerance Maintenance Detail window is displayed.
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Wiong are logged s Admin Ueer AT 0T rricpdene3i : a
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Difference In
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EEE Difference In Limit Upper Limit Tolerance
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ImvoiceDocument . I—
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[ -]
ok | oKeRepest | Refresh | maw | oerauie | Deste | cancel |

Retek 2]

3. Inthe Delete column, select the type of tolerance you are deleting.

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

5. Click OK. The tolerance is deleted from the system.

6. Click OK to close the window and save your changes.
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Define the tolerance level for a supplier, supplier trait, or department

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

purtk 11, Taka Soumce:
:DATARASE

Tolerance Maintenance

Tolerance Level
- Supplier I g
Supplier Tra'rtl g
Departmert I g
System

oIS TS

et Cancel |
Retek 79/

1. Inthe Tolerance Level column:
o 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.
e Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait field,
enter the supplier trait ID, or click the LOV g button and select a supplier trait.
o 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.
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2. Click Next. The Tolerance Maintenance Detail window is displayed.

Yo are logzed thoas: Sdmin User SDRIET @ thi cpidend etk 11, Dada Soume: ﬂ
orell Log Padh: A0 lAmehadminiocdi_ew 904 _reim ] 1iFe et Anpfhentication: DATARASE
Tolerance Maintenance Det;
olerance Level: System Currency GBP
Difference In
Tolerance I-”*” =| Favor
Of I.&.II vI
Delet Lower ;I
s Difference In Limit Upper Limit Tolerance
r Tolerance Favor Of Inclusive Exclusive Tolerance Value Type
InvoiceDacument .
o Line Hem Cost Retailer FO.0000 51 ,DDD,EIEIEI,EIEIEI.EIEIEIEII 75% Percent
ImaiceDocument )
o Line ftem Cost Supplier FO.0000 F1 ,DDD,DDD,DDD.DDDDI 10% Percent
IrvoiceDocument .
o Sy ok Retailer FO.0000 51 ,I:IIIII:I,I:II:IIII,I:II:II:I.IIII:II:II:II 2% Percent
InvoiceDocument )
[ Summsry Cost Supplier FO.0000 1 ,DDD,EIEIEI,EIEIEI.EIEIEIEII 50% Percent
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Summary Gty
ImyaiceLocument )
| SLmmary Gy Supplier ] 1,000, 000,000 I 20% Percent
=
ok | okeRepest | Refresh | mdd | Detauis | Deete | cancel |

Retek 2]

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 Inclusive and Upper Limit Exclusive fields, enter the tolerance values.
In the Tolerance Value field, indicate the total amount the variance can be.

In the Tolerance Type field, indicate how the variance should be measured.

© oo N o a B~ w

Click OK to save your changes and close the window.
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Delete a tolerance level for a supplier, supplier trait, or department
= Navigate: On the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window is displayed.

purtk 11, Taka Soumce:
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Tolerance Maintenance
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1. Inthe Tolerance Level column:
o Select Supplier to create a supplier tolerance level. In the Supplier field, enter the

supplier 1D, or click the LOV g button and select a supplier.
e Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait

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

e 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.
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2. Click Next. The Tolerance Maintenance Detail window is displayed.
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3. Inthe Delete column, select the type of tolerance you are deleting.
L Note: To select all tolerances, select the check box in the header area.
4. Click Delete. You are prompted to confirm the deletion.
Click OK. The tolerance is deleted from the system.
6. Click OK to close the window and save your changes.

120



Chapter 6 — System Administration

Set tolerance level defaults for a supplier, supplier trait, or department
= Navigate: On the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window is displayed.

purtk 11, Taka Soumce:
:DATARASE

Tolerance Maintenance

Tolerance Level
r Supplier I

g
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System
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1. Inthe Tolerance Level column:

o Select Supplier to create a supplier tolerance level. In the Supplier field, enter the
supplier 1D, or click the LOV g button and select a supplier.
e Select Supplier Trait to create a supplier trait tolerance level. In the Supplier Trait

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

e 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.
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2. Click Next. The Tolerance Maintenance Detail window is displayed.

Yo are logzed mnoas: Admin Teer ADRMT DB URL: j e thit: Enepdens 2l:dentilill, Dada Soumce: ﬂ
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Tolerance Maintenance Detail
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3. Click Defaults. You are prompted to confirm the restoration.

4. Click OK. The system defaults are displayed.

5. Click OK to save your changes and close the window.
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Glossary
A-B--C-D-E-F-G-H-1-J-K-L-M-N-O-P-Q-R-S-T-U-
V-W-X-Y-Z
Accounts The amount due to a creditor on an account.

Payable
AaCC;t:jIZtS The user who can review a invoices from a supplier. Also seen as
pay AP reviewer.
reviewer
Action The type of task that will be accomplished for the module.
Amount The monetary number or quantity.
. The accounts payable (AP) associate that reviews the invoices
AP reviewer .
from a supplier.
The process that compares billing information from the supplier
with purchase order and receipt information. If the information
Auto match 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.

The term that gives the retailer the opportunity to pay the least

amount on an invoice. Calculating the best terms involves

Best terms comparing the invoice terms, the purchase order terms, and the
supplier's default terms to see which term is most advantageous
for the retailer.

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

The total amount of the invoices that have been entered into the

Calculated total
system.

The monetary value of discounts credited by the vendor during the
Cash Discount [time period at the selected location. Cash discounts increase the
gross profit margin.

Child invoice |A unique number that identifies an invoice that originated from an

ID invoice with multiple locations.
Child . . . .
. The merchandise cost assigned to a location when splitting an
merchandise | " . . . >
cost invoice into multiple locations.

The number of items assigned to a location when splitting an

Child quantity invoice into multiple locations.
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A-B--C-D-E-F-G-H-1-J-K-L-M-N-O-P-Q-R-S-T-U-
V-W-X-Y-Z
The fifth level in the merchandise hierarchy. The class breaks
Class down the merchandise hierarchy. A class can belong to one
department.
The number that identifies a class. Each class ID within a
Class ID o
department is unique.
Comments Additional information added to a record.

Consignment

A marketing arrangement where physical control of merchandise,
but not the title of ownership is transferred from one business, the
consignor (in our case the vendor) to another, the consignee, (in
our case the retailer). The title to the goods remains with the
consignor until the goods are sold. Upon sale of the goods, the
consignor bills the consignee via an invoice.

Consignment
Rate

Represents the consignor's share of the sale. The consignment rate
is predetermined by both parties.

Control count

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

Control total

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

the amount of money that must be paid to take ownership of

Cost . :

something; expense or purchase price.

The difference between the cost on a purchase order and the cost
Cost on a merchandise invoice. When there is a cost discrepancy in the

discrepancy

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.

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

Credit note A document that is sent from the retailer to the supplier,

request requesting a credit note for an over invoiced amount.
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A-B--C-D-

E-F-G-H-1-J-K-L-M-N-O-P-Q-R-S-T-U-

V-W-X-Y-Z

Cross reference

The association between an account number and an action.

Currency

Coins, treasury notes, and banknotes in circulation, used as the
medium of exchange.

Currency code

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

Current order
cost

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

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.

The agreement between a retailer an a vendor for rebates or

Deal discounts applied to an item when ordered in certain quantities.
. A document created to charge a supplier of an over invoiced

Debit memo . . oo

amount resulting from a price or quantity discrepancy.
Debit Memo  |The number of days following the receipt of an invoice before a
Send Days debit memo can be sent out.
Default pay The terms that are applied to an invoice that is due immediately.
now terms

Belongs to a group in the merchandise hierarchy and provides a
Department way to define the areas of a group. A department is the fourth

division in the merchandise hierarchy.

Department ID

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

Description

The name or identifying note for an ID.

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

Paperwork that provides additional information about an activity.

HDocument cost

The cost of the item from the document.

HDocument date

The date the document was created.

125



Retek Invoice Matching

126

group status

A-B--C-D-E-F-G-H-1-J-K-L-M-N-O-P-Q-R-S-T-U-
V-W-X-Y-Z

A document group is a collection of documents. Only documents
Document

fou that are manually entered belong to a document group. The

group document group is a means of facilitating data entry.

The status of a document group indicates the availability of the
Document

invoices to process in the system. A document group may be in
\Worksheet or Submitted status.

Document Indicates the length of time documents stay the RelM system
history days before they are purged.
A unigue number that identifies a document. Also seen as
Document ID
Document number.
Indicates the type of document. The types of documents that
RelM supports are: Merchandise Invoices, Non-Merchandise
Document tvoe Invoices, Credit Memo - Cost, Credit Memo - Quantity, Credit
yp Notes, Credit Note Request - Cost, Credit Note Request -
Quantity, Debit Memo - Cost, Debit Memo - Quantity. Also seen
as Doc type.
The date that invoice payment is due to a supplier. The due date is
Due date calculated based on the document date and the number of days
defined as part of the term.
Dvnamic \When selected, indicates that the account segment varies,
y depending on the value assigned to the field.
EztgleSt due The soonest date that an invoice must be paid.
L An invoice that has been entered into the system via electronic
EDI invoice

data interchange (EDI).

Electronic data

The standard term for electronic transmission of data. RelM uses

interchange EDI to upload and download documents, such as invoices,
(EDI) memos, and notes.

The date an invoice or group of invoices was entered into the
Entry date

system.

Exchange Rate

The factor used to convert a currency from one factor to another.

Extended cost

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

Extended cost

The difference between the invoice extended cost and the

\variance purchase order extended cost.
Freight Indicates how the merchandise was shipped, and how shipping
payment type |was paid for.
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-F-G-H-1-J-K-L-M-N-0O-P-Q-R-S-T-U-

General Ledger

A company's accounting records. It contains all of the financial
accounts and statements.

Group

The sixth level of the merchandise hierarchy.

Group entry

The manual entry of multiple invoices at a single time. An ID is
assigned to each invoice group entered.

The number that identifies a group of invoice. Each group ID is

Group ID .
unique.
The bill for goods or services received from a supplier or partner.
Invoice 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 The currency the invoice was written in.
currency
Invoice date  (The date the invoice was created.
:ngéce date 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.

ICr;\Sl?lce unit The cost for one unit of one item on an invoice.
The merchandise received from a supplier. In the system, the item
Iltem field or column will display the item number, the item description,

or both.

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 The store or warehouse involved in an event.
LOC&'[.IOIjI The name or identifying note for a location.
description

Location ID The number that identifies a location.
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A-B--C-D-E-F-G-H-1-J-K-L-M-N-O-P-Q-R-S-T-U-
V-W-X-Y -

z

Location type

Indicates whether the location is a store or a warehouse.

Lower limit

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

Manual group
number

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

Manual
matching

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

Manually paid

An invoice that had been paid without matching.

Matched

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

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

The bill that a supplier sends to a retailer for actual merchandise
items. A merchandise invoice can also contain additional non-

invoice merchandise costs. Because a merchandise invoice must involve
items, only suppliers can send merchandise invoices.

Multi- An invoice can be matched to more than one receipt.

unresolved Alternatetivly, a receipt can be matched to more than one invoice.

match Manual intervention is required to define the match.
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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- Bills for non-merchandise costs only. Non-merchandise invoices
merchandise  |can not contain items. Either suppliers or partners can create non-
invoice merchandise invoices.

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

Number of line

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

exceptions of line exceptions.
Number of The number of receipts available to be matched to invoices. Also
receipts 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 associated with the purchase order.
comments
g)rl?f(;COSt Indicates the source of the cost, as stated on the purchase order.

Order Number

The identifying number on a purchase order.

Order terms

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

Order UPC

Indicates the UPC associated with the item.

Original Order
Cost

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

Parent invoice
ID

A unique number that identifies an invoice with multiple
locations.

Partner

A person or entity that has an association with your organization
in various areas of the procurement process. Partners can include
those involved in transporting goods, escheatment, providing
credit, and providing services. A partner does not provide items to
a retailer.
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Past due \When selected, indicates that the due date for the invoice has
indicator passed.

Payment date

The date the invoice was paid.

Post dated
document days

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

The matched invoice and receipt has been exported to an external

Posted
accounts payable system.
Prefix Identifies the document type by attaching the appropriate code to
the beginning of the document ID. Also seen as Doc prefix.
Pre-paid The process of sending an invoice to accounts payable without
invoice matching it to any receipts. Also seen as Pre-paid.

Purchase order

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

discrepancy

Quantity The total number of a unit.
Quantity The difference between the quantity on a receipt and the quantity
difference on a merchandise invoice.
The difference between the quantity on a receipt and the quantity
on a merchandise invoice. RelM searches for quantity
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

The number of days a quantity can exist before it is sent for
payment.

resolution due
days

routing

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

Quantity

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

Quantity The amount of difference between the invoice quantity and the
variance receipt quantity.

Ready for The invoice has not been matched to a receipt. The match is based
match on a common supplier, purchase order, and location.
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The resolution or reason that is applied to a price or a quantity

Reason code .
discrepancy.

A receipt is a document stating that the goods that have arrived to
Receipt 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.

Recelpt The number of item that were received at the location
quantity

Rece'lvmg The store or warehouse where the items arrived.
location

Indicates the reason that the document could not be loaded into

Reject reason the system via EDI.

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

Resolution
document

The date by which invoice issues should be completed by in order

Resolve by date 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.

Used to build the correct account numbers and ensure that
Segment 1 - 10 |transactions are credited/debited from the appropriate financial
accounts.

Segment label [The name for the numeric section of the account number.

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

A shipment is a group of items that are in transit. A shipment may
Shipment 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.
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\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
Status .
system. Depending on your user role, you may not be able to
move the invoice or group of invoices to the next status.
Summary The process of comparing invoice and receipt totals to find
matching matches or discrepancies.
Supplier The person or entity that provides items to a retailer.

Supplier name

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

Supplier terms

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

Supplier Trait

An attribute assigned to a supplier.

System

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

System Unit
Gross

The total amount a unit costs before any deals are applied.

Terms

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

Terms date

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

Tolerance

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

Total
allowances

The amount that a deal has saved for all merchandise items
aCcCcross an invoice.
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The sum of all merchandise and non-merchandise costs on the
Total cost document. Also seen as Total invoice cost, Invoice total cost,

Total document amount, Document amount.

Total extended
cost

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

Total items

The number of items on an invoice.

Total line item
cost

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

Total quantity

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

Total quantity
\variance

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

Undistributed
cost

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

Undistributed

The number of items remaining on a multiple location invoice that

quantity needs to be distributed to a single location.

Unit Cost The cost per unit of the item.

Unit cost The difference between the current order cost and the current

\variance invoice cost.

Unit cost

variance The percentage representation of the unit cost variance.

percent
An invoice has been matched to a receipt based on a common

Unresolved : . : )

match supplier, purchage order, and Iocatloq rglatlonshlp, but the cost
and/or the quantity does not match within tolerance.

UPC Indicates the Universal Product Code (UPC) for the item selected.
The highest valid dollar amount that can have a specific tolerance

Upper limit 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.
A grouping to associate users by the common functional

User group permissions they are allowed to perform within a system. Also
seen as Group.

. The difference between the calculated and the control totals and
Variance

counts, or the difference between the invoice and receipt.
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VAT Value Added Taxes. The tax on the increased value of the item.
'Vendor A generic, inclusive term used to mean either partner or supplier.
Vend_or . The name of the vendor.

description

Vendor Type |See Vendor.
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