ORACLE | @Retek

Retek® Invoice Matching”™
11.0.5

User Guide






Corporate Headquarters:

Retek Inc.

Retek on the Mall

950 Nicollet Mall
Minneapolis, MN 55403
USA

888.61.RETEK (toll free US)
Switchboard:

+1 612 587 5000

Fax:

+1 612 587 5100

European Headquarters:

Retek

110 Wigmore Street
London

W1U 3RW

United Kingdom

Switchboard:
+44 (0)20 7563 4600

Sales Enquiries:

+44 (0)20 7563 46 46
Fax:

+44 (0)20 7563 46 10

The software described in this documentation is furnished
under a license agreement, is the confidential information of
Retek Inc., and may be used only in accordance with the
terms of the agreement.

No part of this documentation may be reproduced or
transmitted in any form or by any means without the express
written permission of Retek Inc., Retek on the Mall, 950
Nicollet Mall, Minneapolis, MN 55403, and the copyright
notice may not be removed without the consent of Retek Inc.

Information in this documentation is subject to change
without notice.

Retek provides product documentation in a read-only-format
to ensure content integrity. Retek Customer Support cannot
support documentation that has been changed without Retek
authorization.

The functionality described herein applies to this version, as
reflected on the title page of this document, and to no other
versions of software, including without limitation subsequent
releases of the same software component. The functionality
described herein will change from time to time with the
release of new versions of software and Retek reserves the
right to make such modifications at its absolute discretion.

Retek® Invoice Matching™ is a trademark of Retek Inc.

Retek and the Retek logo are registered trademarks of Retek
Inc.

This unpublished work is protected by confidentiality
agreement, and by trade secret, copyright, and other laws. In
the event of publication, the following notice shall apply:

©2005 Retek Inc. All rights reserved.

All other product names mentioned are trademarks or
registered trademarks of their respective owners and should
be treated as such.

Printed in the United States of America.



Retek Invoice Matching

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

Hong Kong 800 96 4262

Korea 00 308 13 1342

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

o Exact error message received.

e Screen shots of each step you take.


http://rocs.retek.com/
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Chapter 1 — Welcome to Retek Invoice Matching

Chapter 1 — Welcome to 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
Review quantity discrepancies
Review VAT discrepancies
Create memos and requests

Summary match invoices
Detail match invoices
Summary match credit notes
Detail match credit notes

Enter and review invoices

Maintain Invoice Matching
parameters

Review EDI uploads

Split invoices with multiple locations
Enter document groups

Create a merchandise invoice

Create a non merchandise invoice

Maintain system options
Maintain supplier options
Maintain general ledger accounts
Maintain reason codes

Maintain user groups

Maintain tolerance levels
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Navigate Retek Invoice Matching

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 ™l button on the right side of the field.

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

2. Select a value from the drop-down list. The selected option is entered in the appropriate field.
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Use a List of Values button

The List of Values 5 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 = 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 Tosort 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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Flexible columns

Overview

You may customize your window view by clicking on the column IT 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 IL button, found to the left of the window name. The Column Ordering
window opens.

3 Column Ordering - Microsoft Internet E

Current View: IDEfEUH WiEy

Custom View: ICUS'EDH'I iy

Fry

Delete **
Group D **
Eritry Date **
Statusz

Control Total
Calculated Total
Wariance Total
Control Count
Calculated Court
Wariance Count
Currency Code
Create ID

[ 4|+

e[+

*# _ Denotes Column Mot Hideakble

Apply | Cancel |

Column Ordering window
2. Select a column heading.

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

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.
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Change the column order

1. Click the column I[ button. The Column Ordering window opens.

3 Column Ordering - Microsoft Internet Ex

Current View: IDEfﬁUH WiEy

Custom View: ICUS’EDH‘I Wiy

Entry Date **

Status ﬂ
- Control Total ﬂ
— || Calculated Total
»||[-2" ¥
—||"¥ariance Total

Control Count ﬁ

Calculsted Court

Yariance Count
Currency Code
Create ID

** _ Denotes Column Mot Hideakble

Apply | Cancel |

Column Ordering window

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

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

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

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

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

3. When the columns are in the desired order, click Apply. You are returned to your previous
work area.
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Chapter 2 — Enter documents

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.
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Procedures

Correct a rejected EDI invoice

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

Retek

EDI Maintenance window
1. Inthe Invoice Number column, click an invoice number. The EDI Rejected Invoice Details
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EDI Rejected Invoice Detail window
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2. The fields that must be edited are enabled.

e To select a different supplier, in the Supplier field, enter the correct supplier 1D, or click
the LOV 5 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 £l button and select an invoice date.

o To select different terms, in the Terms field, enter the correct term ID, or click the LOV
5 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 E button and select an order number.

o To select a different location, in the Location field, enter the correct location, or click the
LOV 5 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 E 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.

Delete EDI invoices

= Navigate: On the Document Entry tab, click EDI Maintenance. The EDI Maintenance
window opens.
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EDI Maintenance window
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1.

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

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

2.
3.
4.

Click Delete. You are prompted to confirm the deletion.
Click OK. The invoice is deleted from the system.
Click Cancel to close the window and save your changes.

Correct multiple rejected EDI invoices

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

10

window opens.
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Retek 3/
EDI Maintenance window
Click Mass Correction. The EDI Reject Mass Correction window opens.

o are Jogged in os: Addmin User ADMIN DB URL: i oruclechin: gmspevad:1 521 devrik11, Daba Source: mms10. Log Puih: A0 1 nebadieiiocd
EDI Reject Mass Correction

Suppier [ =l
Type 2

Oid tem [

0c4 904 geim] ReMLogshst AuMendication: DATAEASE

lu w

New tem [

I
Replace Delete | cancel

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

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

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

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

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

Retek

EDI Maintenance window

1. Click Mass Correction. The EDI Reject Mass Correction window opens.
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EDI Reject Mass Correction window
In the Supplier field, enter the supplier ID, or click the LOV E button and select a supplier.

In the Type field, select Order.
L) Note: You can only delete orders.

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

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

Click Cancel to return to the main menu.

11
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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.

12
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Procedures

Create an invoice group

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

Ttz Variance Control Currency
Delete  Groupip |2 = Al | Total Count Count Code.
I mEls 030200 \hiorksheet 30,0000 $4,100.0000 $4,1000000 i 3 3usp ADMN
romszm 002 Workshest 50,0000 +1,000.0000 ¥1,000.0000 0 1 1UsD ADMIN
I mEa 0310200 \hiorksheet 30,0000 $10.0000 $10.0000 i 1 1UsD ADMN
romss o0 Workshest 50,0000 +1,000.0000 10000000 0 3 Jusp ADMIN
I mss o020 \iorksheet $100,000,000,000.0000 $100,000,000,000.0000 30.0000 0 1 1UsD DEMO1
C osmm o020 Workshet 1,000,000,000,000,000.0000 $100,000,000,000.0000 (5999,300,000,000,000,0000) 0 1 1USD DEMOT
[ eros 03102001 \orksheet $38,389,999,899.0000 38,777,777 777,779,250.0000 38,777,677 ,777,779,251 0000 3 3 ousp DEMO1
I sms 0ad02000 \norkshet $69,995 860 998,956.0000 6,999,055 999,866,890.0000 $8,900,000,000,000,002.0000 0 1 1USD DEMOT
[ mEw 03102001 Submitted $100.0000 $100.0000 300000 1 1 ousp DEMO1
I smi o020 \horksheet 0.0000 5444.0000 $444.0000 0 1 1usD DEMO1
[ s 03102000 \Worksheet $0.0000 $42,855.0000 $42,355.0000 0 2 2usD DEMO1
I emu o302 \hirksheet 0.0000 $556.0000 $556.0000 0 2 2usD DEMO1
[ s 03102000 Worksheet $0.0000 $399,399,933,333 5560 $399,399 939,599 5560 0 1 10D DEMO1
I smE 03102000 \hiorksheet $234.0000 $234.0000 300000 i 1 1UsD DEMO1
[ smw 03102001 Worksheet $0.0000 $45.0000 $45.0000 0 1 1UsD DEMO1
1234 Mex]
Advanced Search | Clear pdvarced Search | Mew | Deiete | Cancel

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

d 30 45: At Uzer ADMIN

Entry Dates 03-10-2004 Status: yorkshest

Document Type Vendor Type Document Date Terms Ref Ho. 1
Suppier -

Merchandise Invoice ¥ | [ g A g Apply Detauts

Document Hon-
Document Type Vendor Type Doc Ho. Date Terms Order Ho. Location Total Gty Total Cost MerchRef Ho.1 RefHo.2 Ref Ho.3
Supplier -

Merchandisz Imvoice 7 || = [ 1 =| = ¥ g [ [ o | I |
sdd | | Refrash

Existing Documents W oetout wiev: =
Delete Document Type Vendor  Doc Ho. Document Date Terms  DueDate  Order Ho. Location  Total Qty Merch Cost Hon Merch Cost Total Cost Ref Ho. 1
Ho records found

mm—

Calculated Total §0.0000 Caleulated Count 0
Control Total $0.0000 Control Count )
Variance $0.0000 Variance [

_ok | Deete| Caloulste Variance _Gancal |

Group Entry window
In the Summary area, enter the Control Total and the Control Count for the group you are
entering.
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Add documents using default information

L

w N

10.
11.
12.

Note: Click Show to display the available fields in the Defaults area.
In the Document Type field, select the type of document that is being added to the group.

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

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

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

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

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

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

In the Order No. field, enter the purchase order number that is associated with the document.
L) Note: You can search for a purchase order by receipt and location information.

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

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

Add documents without default information

1.
2.

3.

9.
10.
11.

14

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

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

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

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

In the Terms field, enter the terms code, or click the LOV E button and select the terms.
In the Order No. field, enter the purchase order number that is associated with the document.

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

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

1. Add non-merchandise costs as necessary.

a. Inthe Document Entry area, click the amount in the Non-Merch field. The Non
Merchandise Cost window opens.
/3 Non Merchandise Cost - Microsoft Internet Explorer
Non Merchandise Cost
Document ID : 5433246
— T
Cartier Credit Alloveance | $0.0000 [C-30 x|
Coop AdMerch Allowance (Perf) | 00000 [C-30 x|
Currency Adjustment | 00000 [C-30 w|
Currency Adjustment | 00000 [C-30 w|
Customs Broker Fee | 00000 [C-30 w|
Customs Duty | 00000 [C-30 w|
Declared Yalue for Customs | s0.0000 [c-30 =]
Defective Allowance | $0.0000 {C-30 x|
Deliver | $0.0000 [c-30 =] _
ZI
Segment1 5 t2 S t3 S t4 5 t5 5 t6 S t7 S t8 S t9 5 t 10
Type: Company  Location Account Department Class Affiliate Futured Future2 Future3 Future4 LI
Total: | $0.0000
o Caloulate Total | [ Cancel |
Non Merchandise Cost window
b. In the 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 appears in the Total field.
e. Click OK to save your changes and close the window.

15
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Add the invoice VAT cost.

a. Inthe Document Entry area, click the amount in the Total VAT Amt
Breakdown window opens.

/2 VAT Breakdown - Microsoft Internet Explorer

VAT Breakdown

Ex VAT Basis VAT Code VAT Rate
[ soom € a0
[ soomo E 20
[ soomo z 15
[ soomo S 10

oK Calcute Total | [ Cancel |

field. The VAT

VAT Amounts
$0.0000

$0.0000
$0.0000

$0.0000

Total: | $0.0000

VAT Breakdown window

b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.

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

Click Add. The document is added to the Existing Documents area.
Click Calculate Variance. The remaining variance appears.
Continue adding documents until the totals and counts have no variance.

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

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

vy L I

Entry Date Status Control Caleulated Variance Control Caleulated  Variance Currengy  oreatell

Delete  Group ID Al |~ Al d Total Total Total Count Count Count Code Al hd
o o@msie o0200 \hirksheet 10,0000 $4,100.0000 41000000 0 3 ausp ADMN
[ ms:m 002000 Worksheet $0.0000 $1,000.0000 $1,0000000 0 1 1UsD ADMIN
I osmmm 030200 \horksheet 50,0000 10,0000 $10.0000 0 1 1UsD ADMIN
[ mss 002000 Worksheet $0.0000 $1,000.0000 $1,0000000 0 E 3usD ADMIN
[ R X \harksheet $100,000,000,000.0000 #100,000,000,000.0000 300000 0 1 1usD DEMO1
[ msm 03102000 Worksheet $1,000,000,000,000,000.0000 $100,000,000,000.0000 ($938,800,000,000,000.0000) 0 1 1UsD DEMO1
r gm0 Whiorksheet $93399,999,898.0000 38,777,777 777,779,280, 0000 38,777,677 777,779,251 0000 3 3 ousp DEMO1
I oz0s 03-10-2001 Witrksheet 58,688 888 888,586.0000 38,388 358 568 568,590.0000 $8,300,000,000,000,002.0000 0 1 1USD DEMOT
I w0020 Submitted $100.0000 $100.0000 300000 1 1 ousp DEMO1
C o@mm 002000 Workshest $0.0000 5444.0000 5444.0000 0 1 1UsD DEMOT
I mEl 030200 \hiorksheet 30,0000 $42,855.0000 $42,855.0000 i 2 2usD DEMO1
@ o000 Workshest 50,0000 $556.0000 $556.0000 0 2 2usD DEMOT
[ e 0302001 \iorksheet $0.0000 $399,380,933,538 5560 $389,39 939,530 5560 0 1 1UsD DEMO1
C osms 0aM02000 Workshet 5234.0000 52340000 300000 0 1 1USD DEMOT
[ smw  o3t02000 \orksheet $0.0000 $45.0000 $45.0000 0 1 1UsD DEMO1

1234 [Next]
Advanced Search | Cler pdvanced search | New| [Delete | Cancel

Group Entry List window
1. To search for a document group:

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

Documert 1D | (% for partial search)
Documert Type [Al ~
Vendor Type |Supplier -
verdor [ =l

Crder Number |=|
Curreney  JUSD %US Doillar

Total Cost | |
Documert Group Status [A1 -

ﬂl Refresh ﬁl
Group Entry Advanced Search window
b. Enter the criteria to restrict your search.

c. Click Search. The Group Entry List window opens.

17
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In the Group ID column, click a group ID. The Group Entry Detail window opens.

ADMIY  DE U 11, Daia Soure Faih: fa0 1} 04 geim] LRe ML ogshst. Audhenticain S ASE

Currency LSD Status VVorkshest

Vendor Wendor Desc e — — e order _Lotation _Location Description
Delete | 4/ [ = o Tvpe Date Terms  Date Oty Merch Cost Cost Total Cost Ho. |&l =[a =
™ 1212120000 Glassware Products Lt q455q Merchandise 5 g ongy  021.5%30 0308, §1,4300000  $10.0000 §1,500.0000 77013 1111117111 Certral Physical WH
Invoice Days 2001
Merchandi jus0l 03-20-
[T 5000000000  Test Suppler 24 PR gsoanor oonoowmots DI 3205777777 ITIIEIIS00000  SO0000STTYIETIIII FE0.0000 76904 DD0ODONE  Charleston
04
Merchandise ikl 03-20,
[~ 5000000000  Test Suppler s e 03052001 DOOOO%O1F Lo 451,000,000,000,000,000.0000  $0.0000 %1,000,000,000,000,000.0000 76904 1000000018 Charleston
Calculated Total $8,777,777,777 779,280,000 Calculated Count 3
Control Tatal] 55,535,858 333.0000 Control Count] 3
Variance $8,777,577,777,779,261 0000 Variance 0
oK ket || Submit Approve | Crloulste Yarisnoe_ || Add Delete Cancel

Group Entry Detail window
To make changes to the document group, click Worksheet. You are prompted to confirm the
status change.

Click OK. The document group status is changed to worksheet.
Click Add. The Group Entry window opens.

Add documents as necessary.

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.

Click OK to submit the group for matching. The Group Entry List window opens.
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Delete an document group

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

k1], Data Source: mus10 Log Pafh: fa0 Lireh

Entry Date 03-10-2001 Currency LSD Status VVorkshest
Existing Documents

Wendor Desc Location Location Description
Vendor Wendor Desc e — - e order _Lotation _Location Description
Delete | 4/ [ zl no. Tvpe Date Terms  Date Oty Merch Cost Cost Total Cost Ho. |&l | =
™ 1212120000 Glassware Products Lt q455q Merchandise 5 g ongy  021.5%30 0308, §1,4300000  $10.0000 §1,500.0000 77013 1111117111 Certral Physical WH
Invoice Days 2001
Merchandi jus0l 03-20-
[T 5000000000  Test Suppler 24 PR gsoanor oonoowmots DI 3205777777 ITIIEIIS00000  SO0000STTYIETIIII FE0.0000 76904 DD0ODONE  Charleston
04
Merchandise ikl 03-20,
[~ 5000000000  Test Suppler s e 03052001 DOOOO%O1F Lo 451,000,000,000,000,000.0000  $0.0000 %1,000,000,000,000,000.0000 76904 1000000018 Charleston
o4
Calculated Total $8,777,777,777 779,280,000 Calculated Count 3
Control Tatal] 55,535,858 333.0000 Control Count] 3
Variance $8,777,577,777,779,261 0000 Variance 0
oK ket || Submit Approve | Crloulste Yarisnoe_ || Add Delete Cancel

Group Entry Detail window
In the Delete column, select the document group you are deleting.

1.

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

3. Click OK. The document group is deleted from the system.
4.

Click Cancel to close the window and save your changes.

Approve a document group

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

Adn, VM1 DE URL:
NN ceraut view =
(il SR Control Caleulated Variance Control  Caleulated  Variance  Currency
Delete Groupip |4 = Al = Total Total Total Count Count Count Code

o o@msie o0200 \hirksheet 10,0000 $4,100.0000 41000000 0 3 ausp

[ ms:m 002000 Worksheet $0.0000 $1,000.0000 $1,0000000 0 1 1UsD

I osmmm 030200 \horksheet 50,0000 10,0000 $10.0000 0 1 1UsD

[ mss 002000 Worksheet $0.0000 $1,000.0000 $1,0000000 0 E 3usD

[ R X \harksheet $100,000,000,000.0000 #100,000,000,000.0000 300000 0 1 1usD

[ msm 03102000 Worksheet $1,000,000,000,000,000.0000 $100,000,000,000.0000 ($938,800,000,000,000.0000) 0 1 1UsD

r gm0 Whiorksheet $93399,999,898.0000 38,777,777 777,779,280, 0000 38,777,677 777,779,251 0000 3 3 ousp

I oz0s 03-10-2001 Witrksheet 58,688 888 888,586.0000 38,388 358 568 568,590.0000 $8,300,000,000,000,002.0000 0 1 1USD DEMOT
I w0020 Submitted $100.0000 $100.0000 300000 1 1 ousp DEMO1
C o@mm 002000 Workshest $0.0000 5444.0000 5444.0000 0 1 1UsD DEMOT
I mEl 030200 \hiorksheet 30,0000 $42,855.0000 $42,855.0000 i 2 2usD DEMO1
@ o000 Workshest 50,0000 $556.0000 $556.0000 0 2 2usD DEMOT
[ e 0302001 \iorksheet $0.0000 $399,380,933,538 5560 $389,39 939,530 5560 0 1 1UsD DEMO1
C osms 0aM02000 Workshet 5234.0000 52340000 300000 0 1 1USD DEMOT
[ smw  o3t02000 \orksheet $0.0000 $45.0000 $45.0000 0 1 1UsD DEMO1

1234 [MNext]
Advanced Search | Cler pdvanced search | New| [Delete | Cancel
Retek L

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

19
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In the Group ID column, click the group ID of a document group that has a status of
Submitted. The Group Entry Detail window opens.

Click Approve. You are prompted to confirm the document group's approval.
Click OK. You are returned to the Group Entry List window.
Click Cancel to close the window and save your changes.
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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 opens.

as: Abmin User AMIN DB URL: jhc o 521 devrtk]], Dada Source: mms10. Log Paih: fud1 e 4 _reim] L/Re WL ogs#st. uhentication: DATABASE
Parent Invoice List

Supplier Location Inuoice Terms Split Indicator

Parent Invoice 1D Al =] Purchase order Al | Currency  Totallnvoice Cost  Total Quantity | Al =] invoice Date AT
[EDIGENN 0558847 456480000000000 5000000001 78052 1111111111-Central Physical WH =] $70)850.6182 5,400 2.5% 30 Days 03-10-2001 ¥
[EDIGENA 05555555356 30000000002 000000001 TROTD 1111111111-Central Physical V\H LS $54,000.0000 5,400 2.5% 30 Days 003402001 ¥
[EDIGENN1 0558847 457860000000005 5000000001 TE0SE 2222222222 Western Physical WH uso $36,000.0000 3,600 2.5% 30 Days 03-10-2001 A
[EDIGENN10556859484160000000001 5000000001 76078 2222722022 Western Physical WWH us $36,000.0000 3,600 2.5% 30 Days 03-10-2001 ¥
[EDIGENN 0556647458460000000006 5000000001 TBO6T 1111111111-Central Physical \WH usD: $54,000.0000 5,400 2.5% 30 Days 03-10-2001 ¥
[EDIGENR 0555555 540280000000004 000000001 TROTS 1111111111-Central Physical V\H S0 §54,154.6200 5,400 2.5% 30 Days 003402001 7
[EDIGENN1 0558859484660000000002 5000000001 7E079 1111111111-Certral Phy sical WH uso $54,000.0000 5,400 2.5% 30 Days 03-10-2001 M
[EDIGENM1 0625355031 660000000000 1212120000 54927 1111111111-Central Physical \WH uso $49.217.6191 3,600 1.5% 30 Days 03-10-2001 ¥
[EDIGENN 0632354254560000000000 5000000001 606G 1111111111-Central Physical \WH usD: $62,325.3091 5,400 2.5% 30 Days 03-10-2001 ¥
1
Cancel

Retek ZI)

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

ss: Avdmin Usr ADMIN ~ DE URL: jdbcia & drwrik11, Dada Source; ms10 Log Puih: A2 b X 3904 _reim] LReIMLogs st Auhhendication: DATAEASE
nvoice Header
Parent Invoice ID: EDIGENN10632954254560000000000 Total Merchandise Cost: 54,000 0000 Inuoice Date: 03-10-2001
Supplier: 5000000001-Test Suppiier Total Hon-merchandise Cost: 98,325,309 Inuoice Terms: 01-2.5% 30 Days
Purchase Order: 75088 Tatal Invoice Cost: $62,325 3091 Manually Paid:N
Location: 1111111111-Certral Physical WWH Total Quantity: 5,400

Defautt From Order: 5 % Defauts
Location: | =l Child Merchandise Cost: Child Quantity: Apply Updste

Delete

r Child Inuoice 1D Document Type Order Location Total Merchandise Cost Total Invoice Quantity

I EDIGENM 00LOC1111111111 Merchandise Invaice 76088 Certral Physical VWH $54,000.0000 5,400

[T EDIGENM 00LOCA111111111 Nl Non-Merchandise Invoice TE08S Certral Physical VWH 8,325 3001 a
Undistributed Cost: $0.0000 Undistributed Quantity: 0

o] [ose
Retek 7zl

Parent Invoice Header window

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

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

2. Inthe Child Merchandise Cost field, enter the 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. In the table, double-click a child invoice. The editable fields above the table are enabled.
2. Update the enabled fields as necessary.

3. Click Update. The child invoice is updated.

Delete a child invoice

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

3. Click OK. The child invoice is deleted.

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 guantity distributions.

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

22
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Default child invoice information from a purchase order

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

on ame logzed 3 45: A User ADMIN DB URL: ehc:o c@uspaer3s 152l emkl], Data Scurce: mnsl) Lg Pah: A Limebasmumioct] 04 Team] LRETMLogsAst. Aufunticafion: DATABASE
Parent Invoice List

Supplier Location Inuoice Terms Split Indicator

Parent Invoice 1D Al b Purchase Order Al = Currency  Total Invoice Cost  Total Quantity All v Invoice Date Al x>
[EDIGENA 1555547 45645 0000000000 000000001 TRO52 1111111111-Central Physical WH LSD $70,550.6152 5,400 2.5% 30 Days 003-40- 2001 ¥
[EDIGENN1 0558858539630000000002 5000000001 TEO7O0 1111111111 -Certral Phy sical WH uso $54,000.0000 5,400 2.5% 30 Days 03-10-2001 b
[EDIGENN10558847467860000000005 5000000001 76058 2222722022 Western Physical WWH us $36,000.0000 3,600 2.5% 30 Days 03-10-2001 ¥
[EDIGENN 05552504541 60000000001 5000000001 TE07E 2222222022 Western Physical WH usD $36,000.0000 3,600 2.5% 30 Days 03-10-2001 ¥
[EDIGERA 0555547 4554E0000000006 000000001 TROBT 1111111111-Central Physical V\H LS $54,000.0000 5,400 2.5% 30 Days 003402001 ¥
[EDIGENN1 0558858540230000000004 5000000001 TE07S 1111111111 -Certral Phy sical WH uso $54,184 6200 5,400 2.5% 30 Days 03-10-2001 |
[EDIGENN10556859454660000000002 5000000001 76073 1111111111-Central Physical \WH uso $54,000.0000 5,400 2.5% 30 Days 03-10-2001 H
[EDIGENN 0625355051 6A0000000000 1212120000 64927 1111111111-Central Physical \WH usD: $48.217 6191 3,600 1.5% 30 Days 03-10-2001 ¥
[EDIGERA 05326542545 60000000000 000000001 TRO&S 1111111111-Central Physical WH LS §62,325.3001 5,400 2.5% 30 Days 003402001 ¥
1
Cancel

Retek 7z

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

¥ ss: Avdmin Usr ADMIN ~ DE URL: jdbcia 0 @ devrik1l, Data Source; mel0 Log Puibh: A2 1mibu 04_reim] WReIMLogsAst Auihendication: DATAEASE
Parent Invoice Header
Parent Invoice ID: EDIGENN10632954254560000000000 Total Merchandise Cost: 54,000 0000 Inuoice Date: 03-10-2001
Supplier: 5000000001-Test Suppiier Total Hon-merchandise Cost: 98,325,309 Inuoice Terms: 01-2.5% 30 Days
Purchase Order: 75088 Tatal Invoice Cost: $62,325 3091 Manually Paid:N
Location: 1111111111-Certral Physical WWH Total Quantity: 5,400

Defautt From Order: 5 % Defauts
Location: | =l Child Merchandise Cost: Child Quantity: Apply Updste

Delete
r Child Inuoice 1D Document Type Order Location Total Merchandise Cost Total Invoice Quantity
I EDIGENM 00LOC1111111111 Merchandise Invaice 76088 Certral Physical VWH $54,000.0000 5,400
[T EDIGENM 00LOCA111111111 Nl Non-Merchandise Invoice TE08S Certral Physical VWH 8,325 3001 a
Undistributed Cost: $0.0000 Undistributed Quantity: 0

o] [ose
Retek 7zl

Parent Invoice Header window

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

2. In the Default From Order field, enter the purchase order number, or click the LOV E 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.
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Add invoice details to a child invoice

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

rtil]l, Data Source:mnsl0 Leg Bam: A eim ] L/RAMLogss. Auiheicafion: DATABASE
Supplier Location Inuoice Terms Split Indicator
Parent Invoice 1D Al b Purchase Order Al = Currency  Total Invoice Cost  Total Quantity All v Invoice Date Al x>
[EDIGENAH 0555547 456460000000000 5000000001 78052 1111111111 Certral Physical WH usD 706506182 5,400 2.5% 30 Days 03-10-2001 ¥
[EDIGENN1 0558858539630000000002 5000000001 TEO7O0 1111111111 -Certral Phy sical WH uso $54,000.0000 5,400 2.5% 30 Days 03-10-2001 b
[EDIGENRH 0555547 467660000000005 5000000001 8058 2222722022 Western Physical WWH us $36,000.0000 3,600 2.5% 30 Days 03-10-2001 ¥
[EDIGENN 05552504541 60000000001 5000000001 TE07E 2222222022 Western Physical WH usD $36,000.0000 3,600 2.5% 30 Days 03-10-2001 ¥
ECIGEN 0555847 458460000000008 5000000001 TEDET 1111411111-Certral Physical WH usD $54,000.0000 5,400 2.5% 30 Days 03-10-2001 ¥
[EDIGENN1 0558858540230000000004 5000000001 TE07S 1111111111 -Certral Phy sical WH uso $54,184 6200 5,400 2.5% 30 Days 03-10-2001 |
[EDIGENAH 0555553454660000000002 5000000001 8078 1111111111-Central Physical \WH uso $54,000.0000 5,400 2.5% 30 Days 03-10-2001 H
[EDIGENN 0625355051 6A0000000000 1212120000 64927 1111111111-Central Physical \WH usD: $48.217 6191 3,600 1.5% 30 Days 03-10-2001 ¥
ECIGENA 0652954254560000000000 5000000001 7056 1111111111-Certral Physical WH usp $62,325.3081 5,400 2.5% 30 Days 03-10-2001 ¥
1
Cancel

Retek

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

Parent Invoice ID: EDIGENN10632954254560000000000 Total Merchandise Cost: 54,000 0000 Inuoice Date: 03-10-2001
Supplier: 5000000001-Test Suppiier Total Hon-merchandise Cost: 98,325,309 Inuice Ter -2.5% 30 Days
Purchase Order: 75088 Tatal Invoice Cost: $62,325 3091 Manually Paid:N
Location: 1111111111-Certral Physical WWH Total Quantity: 5,400

Defautt From Order: 5 % Defauts
Location: | =l Child Merchandise Cost: Child Quantity: Apply Updste

Delete
r Child Inuoice 1D Document Type Order Location Total Merchandise Cost Total Invoice Quantity
I EDIGENM 00LOC1111111111 Merchandise Invaice 76088 Certral Physical VWH $54,000.0000 5,400
[T EDIGENM 00LOCA111111111 Nl Non-Merchandise Invoice TE08S Certral Physical VWH 8,325 3001 a
Undistributed Cost: $0.0000 Undistributed Quantity: 0

ﬂl Delete

Retek
Parent Invoice Header window

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

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

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

DIGENN 0632354254580000000000LOC1 111111111 Mk Total Merchandise Cost: $3,3253091
S 000000001 -Test Supplier C uso Total Quantity: o
Location: 1111111111-Certral Physical VWH

L = Rz un oot [otn]| [ |

Delete Htemn Description Inugice Oty Inv. Unit Cost Extended Cost

elect all

lear &l

Totals Total tems: 0 Total Quantity: 0 Total Extended Cost: 36,325,309
Quantity Variance: 0 Extended Cost Variance: 36,325 3091

Rate
A

Child Invoice Detail window

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

N 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 opens.

1 45: Admin Tser ADMIH DB URL: jdbc oruc i 1521:devitlsl], Data Sowrce: mms10 Log Path: Al lAveh

Document Search

ton[view =]
DocumentTyee [ =] Document ID (% for partial search) [
Vendor Type [Supplier  [¥] Vendor [ =l
ordertumber [ = Locetion | =
AP Reviewer | g
InCostReview | =] Cast Reviewer Group | E|
In Guantity Review | ] Guartty Reviswer Group | =
DocumertDats Range | At | DusDateRange | @] Al
Currency | = Consignment | v Deal [ ¥]
Document Cost Range | |D| Guartity Range | |D|
recet [ o —
Paymert Terms | g Freight Payment Type | ;I
Detalls Exist | ¥] Pre-paid Invaice | ]
Lol [Geican || [Geeel]

Document Search window
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Create the merchandise invoice header
1. Inthe Action field, select New.
2. In the Document Type field, select Merchandise Invoice.

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

1 as: Admin Tser ADMIY DB URL: jdbeiorac 1 Eenspder devrtlsl], Daa Seurce: ms10 Log Path: i liwehadmin/ocd] 004 _reim11/Re IMLogsAst Awendicadion: DATABASE

Invoice Maintenance Header

Documert Type: Merchandiss Invoice: Vendor Type [Soppler 7]
Invoice: [ wendor | E|
Invoice Status: Ordler Mot l—g S
mvoice Date: [ Location: | =l
Match Date: Invoice Currency: Exchange Rate:
Invaice Terms: [ E|
Order Terms: [~ EDIInvoice
Sugplier Terms: I~ Pre-Peid
I~ Manualy-Peic
I~ Details Attached!
I~ consignment
DueDate:|
Freight Payment Type: [ | Total Merchandiss Cost Ex YAT: $00000  Calouste

Total Mon-Merch Cost Ex WAT: $0.0000

Total Cost Ex WAT:

Total WAT Cost $0.0000

Total Cost Inc VAT
Invoice Gy

Total Allowances:

RefNo. 1: [

Refho. 2 I TERMS SOURCE

Ref No. 3 | Terms Date

Ref Na. 4 | Best Terms

oK Details Commerts Cancel
Invoice Maintenance Header window
4. Inthe Invoice field, enter the number of the invoice.

5. Inthe Vendor field, enter the supplier ID, or click the LOV E button and select a supplier.
6. Inthe Order No. field, enter the purchase order number associated with the invoice, or click
the LOV E 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 £
button and select a date.

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

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

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

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

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

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

3 ¥AT Breakdown - Microsoft Internet Explorer

VAT Breakdown

Ex VAT Basis VAT Code VAT Rate VAT Amounts
[ oo € 30 $0.0000 —
[ soom E 20 $0.0000
[ soom z 15 $0.0000
[ soomo S 10 $0.0000
=

Total. | $0.0000
oK Calcute Total | [ Cancel |

VAT Breakdown window
b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.

c. Click Calculate Total. The amount of VAT appears in the total field.
d. Click OK to close the window.
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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
opens.
/3 Non Merchandise Cost - Microsoft Internet Explorer
Non Merchandise Cost
Document ID : 5433246
- =]
Cartier Credit Alloveance | $0.0000 [C-30 x|
Coop AdMerch Allowance (Perf) | 00000 [C-30 x|
Currency Adjustment | 00000 [C-30 w|
Currency Adjustment | 00000 [C-30 w|
Customs Broker Fee | 00000 [C-30 w|
Customs Duty | 00000 [C-30 w|
Declared Yalue for Customs | s0.0000 [c-30 =]
Defective Allowance | $0.0000 {C-30 x|
Deliver | $0.0000 [c-30 =] _
ZI
Segment1 5 t2 S t3 S t4 5 t5 5 t6 S t7 S t8 S t9 5 t 10
Type: Company  Location Account Department Class Affiliate Futured Future2 Future3 Future4 LI
Total: | $0.0000
o Caloulate Total | [ Cancel |
Non Merchandise Cost window
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 appears 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

o 0k~ w

window opens.

y4e: Admin Tser ADMIN -~ DB URL: jebe oracle thin: ) 1521:demis1], Data Sewrce: mucl0 Log Pamh: A0 1Amehadmin reim1 VR hLogshat Awfhendicadion: DATABASE

soton[View 7]

DocumentTyee [ =] Document ID (% for partial search) [
sats| =]

vendor Type [Suppler ¥ Vendor [

Orderbumber [ = Location |

Document Search

TN T TR

AP Reviswver | =l
In Cost Review A Ciost Reviewer Groug |
In Quantity Review - Quartty Reviswer Group [

Document Date Range | £l1o £ Due Date Range £ 1o £
Currency | =] Consignment ~| Deal -

Document Cost Range | to| Quartity Rangs | to
Receipt g ftem | g
Payimert Terms | =1 Freiht Payment Typs | =

Detailz Exist hd Pre-paid Invaice hd
Ok Refresh Cancel

Document Search window
Create the merchandise invoice header.

Click Details. The Invoice Maintenance Detail window opens.

: Admm User ADMIH DB URL: j e thit: G 4:deurtk 1], Dats Swurce: mmsl0 Log Pafh: mllAmeh: reim 1 L/Re! 11019 Arfhentication: DATABASE

tenance Detail

Inveice: MRCHINYC1306
Supplier: 2345670000-David Fashion Creations PIL Currency: UsD
Total Invoice Merch Cost: 30,000.0000 Total Invoice Oty: 1500
Select Receipt Receiving Location Deseription Order Ho. Total Receipt Amount Receipt Oty Awail Total Gty Receipt Date
r 1704 100000001 4 Batitnore: 1306 £0,000.0000 1000 800 03-07-2001
elect all
lear all
tem E Invoice Oty Unit Cost VAT Code - Rate
Delete tem Description Invoice Oty Syst Unit Gross Inv. Unit Cost VAT Code VAT Rate: Extended Cost Ex VAT A
r 100002020 liza itetn 5 150 £0.0000 20.0000 0o 3,000.0000
r 100002038 liza item 1 150 50.0000 20.0000 0o 3,000.0000
r 100002046 lisa item 2 130 50.0000 20.0000 oo 3,000.0000
r 100002054 lisa item 3 150 50.0000 200000 oo 3,000.0000
r 100002062 liza itemn 4 150 500000 20 0000 oo 3,000.0000
r 100002071 liza item & 150 50.0000 20.0000 0o 3,000.0000 —
r 100002083 lisa item 7 150 50.0000 20.0000 0o 3,000.0000
r 100002087 lisa item & 150 50.0000 200000 oo 3,000.0000 ¥
elect all
leat &l
Totals Total kems: 10 Total Invoice Guantity: 1,500 Total Extended Cost: 30,000.0000
Invoice Quantity Variance: a Extended Cost Variance: 0.0000

Cancel

Invoice Maintenance Detail window
In the Item field, enter the item ID, or click the LOV E button and select an item ID.

In the Invoice Qty field, enter the number of units on the invoice.
In the Unit Cost field, enter the cost of one unit of the item.
Click Add Item. The item is added to the invoice.
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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 table is updated with the new information.

Delete an item

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

[N 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.
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Default items details from a receipt or purchase order

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

r4e: Admin Tser ADMIN -~ DB URL: jb: k1], Data Source: omel) Log Pamh: A LATehadmin e ] L/RIMLogs st Annhendication: DATAEASE

soton[View 7]

DocumentTyee [ =] Document ID (% for partial search) [
sats| =]

vendor Type [Suppler ¥ Vendor [

Orderbumber [ = Location |

Document Search

TN T TR

AP Reviswver | =l
In Cost Review A Ciost Reviewer Groug |
In Quantity Review - Quartty Reviswer Group [

Document Date Range | £l1o £ Due Date Range £ 1o £
Currency | =] Consignment ~| Deal -

Document Cost Range | to| Quartity Rangs | to
Receipt g ftem | g
Payimert Terms | =1 Freiht Payment Typs | =

Detailz Exist hd Pre-paid Invaice hd
Ok Refresh Cancel

Document Search window
1. Create the merchandise invoice header.

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

¥ i as: Admn Tser ADMIH DB URL: jdbe aracle thin: G 4:dwurtkl]l, Data Source: msl0 Log Pafh: i lAnhadmin/or eim | LReIMLogsAst 1019 dchentication: DATABASE
Invoice Maintenance Detail
Invoice: MRCHINYC1 306
Supplier: 2345670000-David Fashion Creations PIL Currency: UsD
[Total Invoice Merch Cost: 30,000,0000 Total Inveice Oty: 1500
Select Receipt Receiving Location Deseription Order Ho. Total Receipt Amount Receipt Oty Awail Total Gty Receipt Date
r 1704 100000001 4 Batitnore: 1306 £0,000.0000 1000 800 03-07-2001
elect all
lear all

T e Inwoicety |  UnitCost| VAT Code-Rate Q g

Delete tem Description Invoice Oty Syst Unit Gross Inv. Unit Cost VAT Code VAT Rate: Extended Cost Ex VAT A
r 100002020 liza itetn 5 150 £0.0000 20.0000 0o 3,000.0000
r 100002038 liza item 1 150 50.0000 20.0000 0o 3,000.0000
r 100002046 lisa item 2 130 50.0000 20.0000 oo 3,000.0000
r 100002054 lisa item 3 150 50.0000 200000 oo 3,000.0000
r 100002062 liza itemn 4 150 500000 20 0000 oo 3,000.0000
r 100002071 liza item & 150 50.0000 20.0000 0o 3,000.0000 —
r 100002083 lisa item 7 150 50.0000 20.0000 0o 3,000.0000
r 100002087 lisa item & 150 50.0000 200000 oo 3,000.0000 ¥
elect all
leat &l
Totals Total kems: 10 Total Invoice Guantity: 1,500 Total Extended Cost: 30,000.0000
Invoice Quantity Variance: a Extended Cost Variance: 0.0000

Cancel

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

To default item details from a receipt, click Default from Receipts. The available item
details from the receipts you assigned to the invoice are displayed in the table.
4. Add items, edit items, and delete items as necessary.

5. 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 opens.

in 4s: Admin Ueer ADMIH -~ DB URL: jdbe; i :11, Data Source: nmel) Log Pafh: fu) i L At Awhendicadion: DATAEASE

earch

acton[vew 7]
DocumentType [ 7] Documert ID (% for pertial search) |
Wendar Type lm vendar | E|
ordertumper [ = Location | =
AP Reviewer | =l
In Cost Review | ] Cost Reviewer Group | =l
In Quantty Review [ 7] Quartity Reviewer Group | =
Document Date Range I—ﬂ 1o l—ﬂ Due Date Range l—ﬂ to l—ﬂ
Currency | =l Consignment | v] Deal [ ¥]
Document Cost Range [ ta Quartity Range | ta
Recept| = em | =l
Paymert Terms [ E| Freight Payment Type | 2|
Details Exist m Pre-paid Invoice m
Lol [ || [Gemei]
P A Z I/

Document Search window
1. Inthe Action field, select New.

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

3. Click OK. The Invoice Maintenance Header window opens.
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s: Admin User ADMIN DR URL: jdbe oracle fhin: @mspdeva6:1521devitlsl], Daa Seurce: mms10 Log Paih: A0 1iwe) woc M_reim11/ReILogsAst Awhenficafion: DATABASE

¥ou are logg)
Invoice Maintenance Header

Document Type: Merchandise Invoice:

“endor Type [Supplier -

Invoice: [

Invoice Status:
Invoice Date: £
Match Date:
Invaice Terms: [ E|

Crdder Terms:

Supglier Terms:

Due Date: &

wendor | E|
omerne [ = %
Location: | =l
Invoice Currency: Exchange Rate:
[~ EDI Invoice
I~ Pre-Paid

I~ Manually-Paid
[~ Details Attaches
I~ consignment

Freigt Payment Type: [

LI Total Merchandise Cost Ex WAT: §00000  Calcusts
Total Mon-Merch Cost Ex WAT: $0.0000

Total Cost Ex WAT:

Total WAT Cost $0.0000

Total Cost Inc VAT
Invoice Gy

Total Allowances:

RefNo. 1: [

Ret Ho. 2 [

TERMS SOURCE

Ref No. 3 |

Terms Date,

Ref Na. 4 |

Best Terms,

OK Details Comments Cancel

Invoice Maintenance Header window

© N o O &

button and select a date.

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.
In the Vendor field, enter the vendor ID, or click the LOV 5 button and select a vendor.
In the Location field, enter the location ID, or click the LOV 5 button and select a location

In the Invoice Date field, enter the date the invoice was created, or click the calendar £

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

Due Date field.

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

35



Retek Invoice Matching

11. Add the invoice VAT cost.
a. Inthe Total VAT Cost field, click the amount. The VAT Breakdown window opens.

3 ¥AT Breakdown - Microsoft Internet Explorer

VAT Breakdown

Ex VAT Basis VAT Code VAT Rate VAT Amounts
[ oo € 30 $0.0000 —
[ soom E 20 $0.0000
[ soom z 15 $0.0000
[ soomo S 10 $0.0000
=

Total. | $0.0000
oK Calcute Total | [ Cancel |

VAT Breakdown window
b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.

c. Click Calculate Total. The amount of VAT appears in the total field.
d. Click OK to close the window.
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a. Inthe Total Non-Merch Cost field, click the amount. The Non Merchandise Cost window

opens.

/3 Non Merchandise Cost - Microsoft Internet Explorer

Non Merchandise Cost
Document ID: 5433246

__ -
Amount
- Rate

Carrier Credit Allowance

Coop Aderch Allovwance (Perf)

Currency Adjustment
Currency Adjustment
Customs Broker Fee
Customs Duty

Declared Yalue for Customs
Defective Alowance

Deliver

o t5 S

t6 S

it 7

$0.0000 [C -

Eidl

$0.0000 [C -

$0.0000 C -

$0.0000 |C -

$0.0000 C -

$0.0000 |C -

500000 [C -

$0.0000 |C-

$0.0000 |C-

t§ S t9 S

GL Cross-reference for

it 10

Segment1 S it2 S it3 S

t 4

3

d.

Affiliate Futurei Future2

Total: I $0.0000

Type: Company  Location Account Department Class Future3 Future4

[

Calculate Total | Cancel I

0K

Non Merchandise Cost window
In the Amount field, enter the appropriate non-merchandise charges.

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

Click Calculate Total. The sum of the non-merchandise costs appears in the Total field.

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

13. Add 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 appears on the Document Maintenance Header window.

Procedures

Search for a document

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

:1521:dem1], Data Sewrce: mucl0 Log Pafh: A0 1Amehadey im 1 1R TMLogsist Awfhendicafion: DATABASE

in 4e: Admin Tser ADMIN -~ DB URL: jebc:ony

¥on.
Document Search

|
DocumentTyee [ =] Document ID (% for partial search) [
vendor Type [Suppler ¥ Vendor [ =l
Orderbumber [ = Location | =
AP Reviswver | =l
In Cost Review m Ciost Reviewer Groug | g
In Guantity Review | =] Guartty Reviswer Group | =l
Document Date Range | At | DueDatefange [ @] A
Currency | =] Consignment |~ Deal [ x|
Document Cost Range | to| Quartity Rangs | to
Receipt l—g ftem | g
Payimert Terms | =1 Freiht Payment Typs | =
Details Exist | ¥] Pre-paid Invaice [ ]
_o | _Fetresn | cancel |

2/l

P oo
A e

Document Search window
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 opens.

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 opens.

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

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 opens.

o ged in as: Admin Tser ADMIH DB URL: jfbc oracle-thin: @es 21:dwc]], Data Source msll Log Pam: A Limehadminiocd]_e j004_reim] I/ReMLogshst. Awihendication: DATAEASE
Document Search

ston[view =]
DocumentTyee [ =] Document ID (% for partial search) [
vendor Type [Suppler ¥ Vendor [ =l
Orderbumber [ = Location | =
AP Reviswver | =l
In Cost Review m Ciost Reviewer Groug | g
In Guantity Review | =] Guartty Reviswer Group | =l
Document Date Range | At | DueDatefange [ @] A
Currency | =] Consignment |~ Deal [ x|
Document Cost Range | to| Quartity Rangs | to
Receipt l—g ftem | g
Payimert Terms | =1 Freiht Payment Typs | =
Details Exist | ¥] Pre-paid Invaice [ ]
_o | _Fetresn | cancel |
Retek I)/

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

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

3. Add items to the document as necessary.
a. Inthe Item field, enter the item ID, or click the LOV = button and select an item.
b. In the Invoice Quantity field, enter the number of units on the invoice.

o

In the Unit Cost field, enter the cost of one unit of the item.
d. Click Add Item. The item is added to the invoice.
e. Click OK to save your changes and close the window.
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4. Delete items from the document as necessary.
a. Inthe Delete column, select the item you are deleting.

IL!!J 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 opens.

151 Admin st Aanthentication: DAT,

, Daia Source: muel) Lug Paih: )

Action lm

DocumentType [ 7] Documert ID (% for partial search) |
sas [ =]

Wendor Type lm Wencor |

ordertumper [ = Location |

Document Search

TS T TR

AP Reviewer | E|
In Cost Review - Cost Reviewer Group |
In Guantity Review - Guartity Reviswer Group |

Dacumert Date Range | £l o & Due Date Range £l o &
Currency [ [—| Corsignment ~ | Deal -

Document Cost Range | ta Quartity Range | ta
Receipt = tem | =
Paymert Terms | E| Freight Payment Type | =l

Details Exist A Pre-paid Invoice -

O Refresh | | Cancel
Rete I

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

11, Dat Source: ms10 Log Pah:

Doc Location Location Description Freight Type ™ Ems‘-m Details  Beviewer
Select Doc Type Prefix Doc 1D Al hd | 1 = [an =] “Amount mwoice PO  Evist m Consignr
[~ Merchandise Invaice EDIGENN 0645022510430000000061 2222222222 VWestern Physical WH $13,2000000 Yes  Yes Yes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENNAG45022572750000000182 1111111111 Certral Physical WH $19,500.0000 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENN306450225121 30000000076 1111111111 Certral Physical WH 19,954 5200 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENNH 0545022542350000000425 1111111111 Certral Physical WH 31646200 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENNZ0645022531 SE0000000257 2327272322 Western Physical WH F2207 6191 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENNH 05450225146400000001 03 ‘Wesstern Physical WH $13,2000000 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENN 05432695541 70000000456 1000000002 Madison $12,157.3200 Yes  Yes Wes  HOEWEN Mo
[~ Merchandiss Invoice EDIGENNH 0543269546660000000350 1000000001 Mirineapolis §12,0556700 Yes  Yes Wes  HDESAl Mo
[~ Merchandiss Invoice EDIGENN 0543269560080000000584 1111111111 Certral Physical WH F12,019.8000 Yes  Yes Wes  HOENEN Mo
[~ Merchandiss Invoice EDIGENNH 054502251:3330000000085 Wesstern Physical WH $13,2000000 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENN 06450225101 30000000057 2323272322 Western Physical WH $21,525.3081 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENNH 054502256281 0000000654 1111111111 Certral Physical WH §3,960.0000 Yes s Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENN3064502252 450000000176 1111111111 Certral Physical WH $19,500.0000 Yes  Yes Wes  DEMO1 Mo
™ Merchandiss Invoice EDIGENNH 0545022547 760000000485 Wesstern Physical WH $10,3253081 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invaice EDIGENN 0543269534 440000000216 1111111111 Certral Physical WH $12,000.0000 Yes  Yes Wes  DEMO1 Mo
1234567691011121314 151617161820 21 22 23 24 2526 27 26 28 30 31 32 33 34 3536 37 36 39 40 41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 [Next]
Pay Invaice Delete Cancel

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

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

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

o M W

Click Cancel to close the window.



View a document

Chapter 3 — Create documents

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

window opens.

DocumentType | =]
sats| =]
vendor Type [Suppler ¥
Orderbumber [ =

Action | View

Documert 1D (% for partial ssarch) |

Wendar [

Location |

AP Reviswver | =l
In Cost Review: hd
In Quantity Review -

Ciost Reviewer Groug |

Quartty Reviswer Group [

TN T TR

Document Date Range | £l1o £
Currency | =]

Due Date Range £ 1o £
Consignment | oeal -

Document Cost Range | to| Quartity Rangs | to
Receipt g ftem | g
Payimert Terms | =1 Freiht Payment Typs | =

Details Exist hd Pre-paid Invaice A

Refresh Cancel

_o |

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

Dada Source Autheniicaiion: DAT.
Document
Location Location Description Freight Type

Select  DocType  Prefix Doc D Al x| fau =] [ =
[~ Merchandiss Invoice EDIGENN 0645022510430000000051 2323272322 Wesstern Physical WH $13,2000000 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invaice EDIGENNA0645022572750000000182 1111111111 Central Physical WH $19,500.0000 Yes  Yes Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENN306450225121 30000000076 1111111111 Certral Physical WH 19,954 5200 Yes  Yes Wes  DEMO1 Mo
™ Merchandiss Invoice EDIGENNH 0545022542380000000425 1111111111 Certral Physical WH 31646200 Yes s Wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENNZ0645022531 SE0000000257 2327272322 Western Physical WH F2207 6191 Yes  Yes Wes  DEMO1 Mo
™ Merchandiss Invoice EDIGENN 0645022514640000000103 Wesstern Physical WH $13,2000000 Yes  Yes wes  DEMO1 Mo
[~ Merchandiss Invoice EDIGENN 05432695541 70000000456 1000000002 Madison $12,157.3200 Ves  Yes Wes  HOEWEN Mo
[~ Merchandise Invaice EDIGENN 0543269546660000000350 1000000001 Minnespalis $12,0558700 Yes  Yes wes  HDESAl Mo
[~ Merchandise Invaice EDIGENN 0543269560080000000584 1111111111 Central Physical WWH 20198000 Yes  Yes Yes HOEWEN Mo
[~ Merchandise Invoice EDIGENN1 DE45022513330000000083 Western Physical WH $13,2000000 Yes  Yes ves  DEMO1 Mo
[~ Merchandise Invaice EDIGENN1 06450225101 30000000057 2222272222 Western Physical WH $21,5253091 Yes  Yes Yes  DEMO1 Mo
[~ Merchandise Invaice EDIGENN 064502256291 0000000854 1111111111 Central Physical WWH §3960.0000 Yes  Ves ves  DEMO1 Mo
[~ Merchandise Invaice EDIGENNZ0E45022521 450000000178 1111111111 Central Physical WWH $19,800.0000 Yes  Yes Yes  DEMO1 Mo
[~ Merchandise Invaice EDIGENN 0645022547 780000000485 2222272222 Western Physical WH $10,3253091 Yes  Yes Yes  DEMO1 Mo
[~ Merchandise Invaice EDIGENN 0543269534440000000218 1111111111 Central Physical WWH $12,0000000 Yes  Yes ves  DEMO1 Mo

12345678810111213 14151617 161820 21 22 23 24 25 26 27 26 20 30 31 32 33 34 35 36 37 38 39 40 41 43 43 44 45 46 47 48 48 50 51 52 53 54 55 56 57 [Mext]

Pay Invoice Delete | Cancel

Retek
Document Find window
e To view the detail of a document, click Details. The Document Maintenance Detail
window opens.
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a5: Admin User ADMIY DB URL: e
Document Maintenance Detail

4 reim] /Rl Logshst Auendication: DATABASE

Document ID: CMCASDFASDR Document Type: Cretit Mema - Cost
Supplier: 2222220000-Levi Strauss Pty Ltd

Hem % Amount Per Unit Document ID AddAlllizms

Reason Code = Quantity Add fem
AT Code - Rate hd

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

#lect all
lear all

Total kems: 0 Totals o $0.0000

oK Delete tems | Cancel

Document Detail Maintenance window
To view comments associated with the document, click Comments.

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

2. 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.
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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 opens.

as: Admin User ADMIY DB URL: 1 devrtk1]l, Data Seurce: ms10 Log Path: sl liweh: _reim]1/ReIMLogsAst Authentieation: DATAEASE

s
Document Summary Match Find

A Reviewsr [ADMIN Euser, Acimin

Supplier | =]

¥ Include Suppliers In Group

Credit Hote Credit Hote Request
Qreler Mumber l—g Qreler Mumber l—g
Location | =] Location [ =]

Documert D (% for partislsearchy | Documert D (% for partislsearchy [
ttem | g ttem | g

DueDate [ Alw| A1 Duebate [ At Al
DocumertDate | @] A& DocumertDate | #lta| A1
Details Exist | ¥] Detals Exist | v]
currency | =l Currency | =l

Dacumert Cost | 1o Dacumert Cost | 1o

Retresh | | cancel
Retek 2l

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

1 4c; Admin Teer ADMIN - DB URL: j o 1 rurikll, Data Sowmce: oneld Log Padh: fa0 1o

Supplier: 2005-cit RelM test supplisr

Credit Hotes - Credit Hote
Locati Total BTV Locati Total
ETV supp SEEMON cregit  Credit  Total Merch Total Curr Dets Onder  Supp QCMlION  cyegitliote CHR Total Merch JIotal Curr Dets
Select Order Ho Hame lote Hote Date Oty Co VAT Code Ext Select o Hame Request Date Oty Co: VAT Code Ext
Ho records found cjt Relh 0309
[] 12001 test 1000000001 120014 2061 © 100 (250000) -12.5 ELR
supplier
Total
Selected Totals: aty: Total Cost: Total Oty: Total Cos

cacusteTotds | | |
|

Credit Notes - Credit Hote
Locati Total Locati Total
BTV Supp “2M®0 credit  Credit Total Merch Total Curr Dets BRIV Supp “20MUOD cyeqitliote CHR Total Merch Total Curr Dets
Select Order e Hame Hote llote Date Oty Cost VAT Code Ext Select Order Ho Hame Request Date Oty Cost VAT Code Ext

Ho records found Ho records found

Totals Cost Quantity
Credit Hote Request

Credit Hote

Variance

Within Tolerance A I,

VAT Discrepancy Mo

Detsiis | crineMatch | Cancel |

Retek ZI)

Document Summary Match List window
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Chapter 4 — Match documents

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 credit note or the credit note request you want to

add. Click the down arrow LI button.

o To remove 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 LI button.

Click Details. The Document Detail Match List window opens.

. i 451 Admin User ADMIH -~ DB URL: jdbe aracle thin: 8 4:dnrtkll, Data Seurce:mmsl0 Log Pafh: i lAmsbadminoc 4 el L/ReIMLags At 1018 Anchentication: DATARASE
Document Detail Maich List
tem Unit Cost Quantity VAT
CHR Credit Hote Win CHR Credit Hote Win CH VAT Code VAT CHR VAT Code|VAT
Select em ttem Description Cost Cost Variance Tolerance oty Oty Variance Tolerance Rate Rate

[ 100023007 Regressin Rel tem 3 | 1 0000 | 100 | si100

[] 100003008 isa ilem 1 dept 1221 | ¢10.0000) | = | (100

7 100021001 Regression Relb fem - 2000 VAT | 1 ooony | e | s[H00

Region
LI
Detail ltem Grouping
Credit Hote Credit Hote Request
Credit CreditHote Unit Credit Hote VAT Code|VAT Select ltem Credit Hote CHR Date Unit Cost CHR Oty Cost VAT Code|VAT Rate
Selectitem  Hote Date Cost oty Cost Rate He records found
He records found
Totals: Total Oty: Total Cost: Total Oty: Total Cost:
Quantity Variance Oty Variance % ‘Within Oty Tolerance
Cost Variance Cost Varianee % Within Cost Tolerance
ok | | | |
Retek )/

Document Detail Match List window
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.

=

Click the down arrow LI button. The document is added to the Detail Item Grouping
area.

Remove line items as necessary:

a. Inthe Detail Item Grouping area select the check box to the line item you want to
remove.

Click the up LI arrow button. The line item is removed from the Detail Item Grouping
area.

o



Retek Invoice Matching

6. Resolve discrepancies:
o Click Cost Resolution to resolve cost discrepancies. The Cost Selection window opens.

¢ Click Qty Resolution to resolve quantity discrepancies. The Quantity Selection window
opens.

o Click VAT Resolution to resolve VAT discrepancies. The VAT Selection window
opens.

8. Click Detail Match. The items are ready match.
9. After you have matched all the credit notes and credit note requests, click OK.

View the In Balance Items tab

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

¥ 1 95 Admin User ADMIN DB URL: jdbc oracle fhin: @mspdes devrtk1], Daka Seurce; mms10 Log Pafh: w1 Amebadmin/ocd] reim] I/RelMLogsAst. Authenication: DATAEASE
Document Summary Match Find
AP Reviewer [2DMN Euser, 2cimin
Suppherl g
¥ Inciude Suppliers In Groug
! |
Credit Note Credit Hote Request
OrderNumper | = ordertumger [ =
Location | H Location | =]
Document 0 (% for partial search) l— Document ID (% for partial search) l—
tem | =l tem | =l
DueDate [ Alta] A& DueDate [ Alta| A
DocumertDate | @w] A& DocumertDate [ @] Al
Details Exist lj Details Exist lj
currency | E| currency | E|
Documert Cost | . Document Cost | 1o

Refresh | | cancel
Retek 7))

Document Summary Match Find window
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Search for and retrieve credit notes and credit note requests for detail matching. The
Document Summary Match List window opens.

0 Anhentication:

n Uear 1 DB URL: j
DATAE

Document Summa

Match List

1 2005-cit Rel test supplisr
Credit Hotes - Credit Hote
L Total BTV L Total
ETV supp SEEMON cregit  Credit  Total Merch Total Curr Dets Onder  Supp i Credit Hote CHR Total Merch Total Cuir Dets
Select Order Ho Hame lote Hote Date Oty Cost VAT Code Ext Select o Hame Request Date Oty Cost VAT Code Ext
Ho records found cjt Relh 0309
[] 12001 test 1000000001 120014 2061 © 100 (250000) -12.5 ELR
supplier
Total
Selected Totals: aty: Total Cost: Total Oty: Total Cos
Calculate Totals n v
Credit Notes - Credit Hote
L Total L Total
BTV Supp L2500 grogit  Credit Total Merch Total Cumr Dets BTV Supp “2SMOD cregitliote CHR Total Merch Total Curr Dets
Select Order o Hame lote Hote Date Oty Cost VAT Code Ext Select Order Ho lHame Request Date Oty Cost VAT Code Ext
Ho records found Ho records found
Totals Cost Quantity
Credit Hote Request
Credit Hote
Variance
Within Tolerance A I,
VAT Discrepancy Mo
Detsiis | crineMatch | Cancel |

Retek Zy)

Document Summary Match List window
Click Details. The Document Detail Match List window opens.

In Discrepancy tems

tem Unit Cost Guantity VAT
CHR  Credit Hote Win CHR  Credit Hote Win CH VAT Code|VAT CHR VAT Code[VAT
Select  Hem Kem Description Cost Cost Variance Tolerance Oty Oty Variance Tolerance Rate Rate
[ 100033007 Regressin Rel tem 3 | {1 nani; 100 | s1100
[ 100003008kiss e 1 dept 1221 | 10.0000) | 20 | 51100
[ 1000210m g:g:;:s'”” Fehiten g 00 AT | 10000 | 100 | s1100

al vl
Detail ltem Grouping

Credit Hote Credit llote Request
Credit Creditlote Unit Credit Hote VAT Code|VAT Select ltem Credit Hote CHR Date Unit Cost CHR Oty Cost VAT Code|VAT Rate
Selectitem  Hote Date Cost Oty Cost Rate Ho records found

Ho records found

Totals: Total Oty: Total Cost: Total Oty: Total Cost:
CQuantity Variance Oty Variance % ‘Within Oty Tolerance
Cost Variance Cost Variance % Within Cost Tolerance

o | | | | |
Document Detail Match List window
Click on the In Balance Items tab.

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 opens.

4 dvdbnin User ADMIN DB URL: jdbciors] devrtk1l, Dada Seumce: nuel) Log Padh: s LAmd 4_reimllEelMLogsnst Aufhentication: DATAEBASE
A Reviewsr [ADMIN Euser, Acimin
Suppier | E|
¥ Include Suppliers In Group
1
Credit Hote Credit Hote Request
Ordertumper | = Ordertumger [ =
Location | E| Location | E|
Documert D (% for partislsearchy | Documert D (% for partislsearchy [
tem | E| tem | E|
DueDse [ @w|  # Duebate [ @w| @
DocumertDate | @] A& DocumertDate | #lta| A1
Details Exist | ¥] Detals Exist | v]
currency | E| currency | E|
Document Cost | to Document Cost | to

Document Summary Match Find window

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

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

Supplier Hame Supplier Ho. of Credit Hotes Ho. of Credit Hote Requests

Test Supplier S000000003 S000000003F 158 1
Test Supplier S000000002 S000000002 189 o
Test Supplisr 5000000001 ) 0
The Furniture Company PL 5678300000 1 1
Long barch Shoe Company 13131 30000 38 1
Glassware Products | td 1212120000 52 12
M Browwn Wholessles 1234580000 38 10
David Fashion Creations PIL 2345670000 o6 14
Lewvi Strauss Pty Lt 2222220000 48 20
Cancel
Retek &/

Document Summary Match - Supplier List window
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7 DB URL

Match List
Supplier: 2005-cjt Reli test supplier

In the Supplier Name field, click a supplier name.
window opens.

Chapter 4 — Match documents

The Document Summary Match List

Credit Notes - Credit Note
L Total BTV L Total
Supp L2 Credit  Credit Total Merch Total Curr Dets Order  Supp s Credit Hote CHR Total Merch Total Curr Dets
Select Order o Hame Note Hote Date Oty Cost VAT Code Emt Select  lo Hame | Al ~| Request Date Oty Cost WAT Code Ext
Ho records found cjt Rl -
] 12000 test 1000000007 120014 sogr | 190 (250.000) -125 EUR
supplier
Total
Selected Totals: Total Cost: Total Gty: Total Cos
Caleulate Totals n u
Credit lNotes - Credit Note
RTV  Supp L2%MON ooy credit  Total Total Curr Dets BTV Supp LOCAUON oyogppiote CHR  Total Total Curt Dets
Select Order llo  Hame Hote Hote Date Oty VAT Code Ext Select Order Ho lName Date Oty VAT Code Ext
Ho records found Mo records found
Totals Cost Quantity
Credit Note Request
Credit Note
Variance
Within Tolerance (7S [
VAT Discrepancy Mo
Details | online Match | Cancel |

Retek /.

Document Summary Match List window
4. Click Cancel to close the window without saving any changes.
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Summary match credit notes and credit note requests

=

50

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

1 as i i 5 " 0 / Authentication: DATAEASE

Document Summa

AP Reviewer [ADMIN EUser, scmin

Suppler | =]

¥ Include Suppliers In Group

Credit Hote Credit Hote Request

Qreler humber l—g Qrcler Mumber l—g
Location | =] Location | =]
Documert D (% for partislsearch) | Document D (% for partislsearchy [ |
tem | =] tem | =]
DueDate [ At A& bueDate [ Alta| A
DocumertDate | @w] A& DocumertDate | @] Al
DetallsExist [ v] DetalsExist | =]
currency | E| currency | E|

Document Cost | 1o Document Cost | 1o

Retresh | | cancel

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

Daia Source: Dusld Log Path,

Supplier: 2005-cjt RelM test supplisr
Credit Notes - Credit Hote
L oents Total RTV e Total
Supp Credit  Credit Total MWerch Total Curr Dets Order  Supp Locatloh  credit lote CHR Total Merch Total Curr Dets
Select Order o Hame Mote Hote Date Oty Cost VAT Code BExt Select Ho  Name Request Date Oty Cost VAT Code Ext
Ho records found cjt el -
[] 12001 test 1000000001 120014 oo 0.0 (250000) 125 EUR
supplier
Total
Selected Totals: s Total Cost: Total Oty: Total Cos
Caloulate Totals Al v
Credit Notes - Unmatched Credit Hote Requests - Unmatched
| omnti Total _— Total
RTV Supp S2SMOD credit Credit  Total Merch  Total Curr Dets RTV  Supp -228UON cyegitllote CHR Total Merch Total Curr  Dets
Select Order o Hame Mote Hote Date Oty Cost VAT Code BExt Select Order Ho  Hame Request Date Oty Cost VAT Code Ext
Ho records found Ho records found
Totals Cost Quantity
Credit Hote Request
Credit Note
Variance
Within Tolerance (7S [
VAT Discrepancy Mo
Details | enline Matoh | Cancel |
Retek I/

Document Summary Match List window
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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 LI button.

e To remove 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 LI button.

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

L 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.
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Procedures

Group invoices and receipts for detail matching

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

dwmtk1], Data Source: nnel0 Log Path: A 1h i s st dnfhendicaiion: DATABASE

AP Reviewer | g

Suppier [ =l

¥ Include Suppliers In Group

Invoice Receipt

Ordler umber = Ordler Mumber El
Location | = Locatian | =]

Stetus ~
Document ID (% for partial search) Receipt (% for pertial search) g

o | = tem | |
Due Date @ 1o ﬂ l— l—
DocumertDate | @] A esa pele Al 2

DetailsExist | x|
currency | E| currency | E|

Documert Cost | to Receipt Cost [ to |

I Limit ta invaics driven search I His groups with receipt overages

Refresh | Cancel
Retek 7

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

n4c: Admin User ADMIN~ DB URL: jdbcioracls dertkll, Data Sowrce: omel0 Log Pafh: AD1ATebadmi: I el VRAIML oge st Aadhendicadion: DATABASE

Match List

1313130000-Long March Shos Company
Invoices - Unmatched Receipts - Unmatched
Order Supp Lecation Inuoice Total TotalMerch Curr In Dets™ Order Supp (Lo By Receipt Total Total Merch Curr f’
Select Ho. Mame |4l *| Invoice Date Oty Cost CodeRev Ext- Select Ho. Hame |21 *|Receipt Date Oty Cost Code
Long Long
March March
[ 8182 Lo 111111112 DAVIDIZ3E 03022004 2HO0D00000I USD [ I o215 o qoooooooos  gess 02-11-2003 1,200 $12,000.0000 USD
Company Compsny
Long _Ij Long
< I 10215 ™" iopoopoooz 71851 08032003 1,200 $12,000.0000 s )
Selected Tatals: Total Oty: Total Cost: Total Qty: Total Cost:
Calculste Totals Group
Groups - Auto Groups - Manual
Select OrderHo. Location  EarliestDueDate  Cost Variance  Quantity Variance = Select Manual Group Humber Earliest Due Date Cost Variance Quantity Variance - |
[ 1ga20 1000000001 08-29-2003 (8833.4000) 0 I 1403 03-10-2001 ($9,500.0000) (480)
1oz 1000000001 08-29-2003 $200.2000 0 I 130 04-24-2001 ($993,700.0000) CED)
1oz 1000000000 08-29-2003 (8274.9200) 0 s 04-09-2001 ($1,000.0000) )
sz 1000000002 08-29-2003 72,032 6400 7,200
s 1000000001 08-29-2003 35700000 w0y &
combine | Cancel

Summary Match List window
2. Group invoices and receipts as necessary.

3. Inthe selected totals area:

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

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

¥o s: it User ADMIN DB URL: jebc:oracle thin: @m devmkll, Data Seurce: musl0 Log Pafh: Al oc 4 reimll/ReMLogsst Amthentication: DATAEASE
Detail Matching

tem Unit Cost Quantity

Select tem tem Description InReview Receipt Cost Invoice Cost Variance Within Tolerance Receipt Oty Invoice Oty Variance Within Tolerance ;I
[~ 100011031 Test tem 100011031 I $10.0000 10
ol v
Detail ltem Grouping
Invoice Receipt
Invoice Unit Invoice Extended Invoice Deals ;I Receipt Receipt Extended Order Deals ;I
Select Hem Invoice Date Cost oty Cost Exist Select Htem Receipt Date Unit Cost Oty Cost Exist
[~ 100004050ETEST7920503-10-2001  $20.0000 500 $10,000.0000 Mo [~ 10000651462207 05-13-2003  $10.0000 10 $100.0000 Mo
Totals: Tatal Qty: 500 Total Cost; §10,000,0000 Total Qty: 10 Total Cost: §100.0000
Quantity Variance (490) Oty Variance % (4,900) Within Gty Tolerance Mo
Cost Variance ($10.0000) Cost Variance % (100) ‘Within Cost Tolerance ho
Ok Cealbeich | CostResoition | Gty Resoltion | Spit Receipt |
Retek 73

Detail Matching window
5. To match items on invoices to items on receipts:

a. Onthe In Discrepancy Items tab, select the check box to the left of the item you want to
match.

Click the down arrow LI button. The document is added to the Detail Item Grouping
area.

o

6. Remove line items as necessary:
a. Inthe Detail Item Grouping area select the check box to the line item you want to
remove.

Click the up LI arrow button. The line item is removed from the Detail Item Grouping
area.

o

7. If the invoice and receipt match within tolerance:
¢ Click Cost Resolution to resolve cost discrepancies. The Cost Selection window opens.

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

8. Click Detail Match. The items are posted for payment.
9. After you have matched all the items on an invoice, click OK to post the invoice for payment.
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Split a receipt

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

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 opens.
5. In the Excess Quantity field, enter the amount you want to remove from the receipt.
6. Click OK. The Detail Matching window opens.

L Note: The quantity you removed from the receipt appears on the In Discrepancy Item
tab on the Detail Matching window.
View the In Balance Items tab

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

s: dmin Tser ADMIN -~ DB URL: jbc:oracle: H:devrtlil], Data Source: pusl0 Log Path: Ai)15: i 11/ReMMLogshst Aufhenficafion: DATABASE

mary Match Find
AP Reviewer | =
Suppier [ =l
¥ Include Suppliers In Group
Invaice Receipt
et bt 7 g Order humber E|
Location | =l Location | =l
Status ~
Document I (% for partial ssarch) Receipt (% for partial search) g
tem | = tem | |
Due Date £ o £
ReceptDate [ @] @
DocumertDate | @t | Al
Details Exist -
currency | E| Currency | E|
Documert Cost | @ Receipt Cost | to |
I Limt o inveice driven search I Hie aroups with receipt averages

Retek 73

Invoice Summary Match Find window
1. Search for and retrieve invoices and receipts for detail matching.

2. Click on the In Balance Items tab.
3. Click OK to close the window.
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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 opens.

Vou s: Admi Teer ADMIH - DB URL Je thin :devttk]ll, Data Source: nnsl) Leg Path: Al 14 ] Y At Aufhendicafion: DATABASE
Invoice Summary Match Find
AP Reviswer | =l
Supplier [ =|
[¥ Include Suppliers In Graup
I B ——
... s
Ordertumper [ = ordertumger [ =
Location | =] Location | E|
satus [ =]
Documert D (% for portiel searchy | Receipt (% for partial search) =
tem | =] tem | E|
Due Date £t £
ReceptDate | | £
DocumertDate | @] Al
Details Exist lj
currency | E| Currency | E|
Documert Cost | . Receit Cost | to |
I Limitto invoice driven search WV Hie groups with receipt overages

Refresh | Cancel
Retek 7

Invoice Summary Match Find window
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 opens.

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

4, Click OK to close the window.
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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 opens.

s Admin Tser ADMIN -~ DB URL: johc:oracle:thin: @mep Ldertil], Data Source: mmsl0 Log Path: A1 Azshadminie 4_reim]1/ReMMLogshst Ahenficadion: DATABASE

Vou a
Invoice Summary Match Find

AP Reviewer | =
Suppier [ =l
¥ Include Suppliers In Group
I I —
Invoice Receipt
Ordertumber [ = Ordertumker [ =
Location | =l Location | =]
satus [ =]
Documert D (% for partislsearchy | Recelpt (% for partislsearchy | =
tem | H tem | H
e pete Ao A ReceiptDate | @t Al
Document Date l—ﬂ 1o l—ﬂ
DetalsExist | v]
currency | =l currency | =]
Documert Cost | to Receipt Cost | to |
I Limitto invoice driven search F¥ icte graups with receipt averages
Refresh Cancel

Retek 72l

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

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

¥ 451 Aty Ter ADMIY DB URL: jebc: devmkll, Dada Seurce: muel0 Log Pafh: A limita
Summary Match - Supplier List
Supplier Hame Supplier Ho. of Invoices Ho. of Receipts
Test Supplier S000000003 5000000003 133 310
Test Supplier S000000002 5000000002 204 310
Test Supplier 5000000001 35 350
Test Supplier 5000000000 1 1)
Long March Shos Company 1313130000 45 200
Glassware Products Liel 1212120000 17 547
Mg Brown Whalesales 1234560000 18 144
David Fashion Crestions PIL 2345670000 10 173
Levi Strauss Pty Lid 2223220000 40 144
Cancel

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

1 4s: Admin Tser ADMIN -~ DB URL: jdbe oracle thin: &) dewrtlill, Data Sownce: ms10 Log Path: Al Avehadiin

Match List

Supplier: 1313130000-Long March Shoe Company
Invoices - Unmatched Receipts - Unmatched
Order Supp R Invoice Total TotalMerch Curr In DA‘ Order Supp D Receipt Total Total Merch Curr i’
Select Ho. Mame |21 ~| Invoice Date Oty Cost CodeReu Ext- Select Ho. Hame |2/ ~|Receipt Date Oty Cost  Code
Long Long
March March
I~ 8164 Shos RRRRRRRR R DAVIDI234 03-02-2004 2§10,000,000.0000 USD I ™ 10215 Shoe 1000000003 9855 02-11-2003 1,200 $12,000.0000 USD
Company Company
Long _'j Long
4| I L3 r 1oz15 M.Emh 1000000002 71951 08-03-2003 1,200 $12,000.0000 USD LI
Selected Totals: Total Oty: Total Cost: Total Oty: Total Cost:
Calculate Totals Group
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 ;I
[~ 18420 1000000001 08-20-2003 (3833 4000) 0 [ 1403 03-10-200 ($9,500,0000) (480)
10212 1000000001 08-20-2003 $200,2000 0 | il 04-24-2001 ($993,700.0000) (9,370)
10212 1000000000 08-20-2003 (527432000 0 s 04-09-2001 ($1,000.0000) (10
C g1z 1000000002 08-29-2003 $72,052 6400 7200
I~ guo 1000000001 08-29-2003 $3 70,0000 SUUJ _I
Combine Cancel

Summary Match List window
a. Ifthe records for that supplier are in use, the View Locks button appears.

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

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 opens.

AP Reviswer | =l
Supplier [ =|

[¥ Include Suppliers In Graup
Invoice Receipt
Order Humber El Order Numbsr El
Location | =] Location | E|

Stetus -
Document ID (% for partial search) Receipt (% for pertial search) %

o | = tem | |

Due Date £ 1o £l l_
Document Date £ o £ Receptbalz e 2

Details Exist lj
currency | E| Currency | E|

Documert Cost | to Receit Cost | to |

I Limit ta invaics driven search I His groups with receipt overages

Refresh | Cancel
Retek 7/

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

Data Seurce; s 10

KSupplier: 1313130000-Long March Shos Company
Invoices - Unmatched Receipts - Unmatched
Order Supp Location Inuoice Total TotalMerch Curr In umﬂ Order Supp LCCtion Receipt Total Total Merch Curr f’
Select Ho. Mame |4l *| Invoice Date Oty Cost CodeRev Ext- Select Ho. Hame |21 *|Receipt Date Oty Cost Code
Long Long
March March
[ 8182 Lo 111111112 DAVIDIZ3E 03022004 2HO0D00000I USD [ I o215 o qoooooooos  gess 02-11-2003 1,200 $12,000.0000 USD
Company Compsny
Long _Ij Long
< I 10215 ™" iopoopoooz 71851 08032003 1,200 $12,000.0000 s )
Selected Tatals: Total Oty: Total Cost: Total Qty: Total Cost:
Calculste Totals Group
Groups - Auto Groups - Manual
Select OrderHo. Location  EarliestDueDate  Cost Variance  Quantity Variance = Select Manual Group Humber Earliest Due Date Cost Variance Quantity Variance - |
[ 1ga20 1000000001 08-29-2003 (8833.4000) 0 I 1403 03-10-2001 ($9,500.0000) (480)
1oz 1000000001 08-29-2003 $200.2000 0 I 130 04-24-2001 ($993,700.0000) CED)
1oz 1000000000 08-29-2003 (8274.9200) 0 s 04-09-2001 ($1,000.0000) )
sz 1000000002 08-29-2003 72,032 6400 7,200
s 1000000001 08-29-2003 35700000 w0y &
combine | Cancel

Retek
Summary Match List window
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2. To create a manual group:

a.

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

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

Click Group. The match appears in the Manual Match - Group area.

1019 Annhenticaiion: DATAEASE

devtk1]1, Dats Source: 7nel0 Log Pafh: Dl Ame

Supplier: 2345670000-David Fashion Creations PIL

Inoices - Receipts -
_ Total ~ _ Avail Avail Total ~
Order Supp Loedtion Invoice Total Merch Curr In = Order  Supp Location Receipt Total Merch Curr =
Select llo. Hame Invice Date Oty Cost CodeRer Sefect lo. Mame M ¥ Receipt Date Oty Cost Code
David David
[ 17300 22000 npmngooie 1zame 03042001 250 2500000 USD o [ zeo6 0O gnonoooon 10708 0-080M 188 Ss4.0000 USD
Creations Creations
L G L
Lo be David
L1 | — .. Feshion ... el
Selected Totals: Total Oty: Total Cost: Total Oty: Total Cost:

Calouate Tetals | n | w |
Summary Match - Manual Match - Group Number 2601
Receipts -

Invoices -
. Total  Adj Total | L PN
Order  Supp Location InvoiceTotal Merch Merch Curr In Dets P — (L el Recemnm?:‘“:l Nﬁ‘ NI::::‘ A —
Select o. I A~ |ivoice Dat Cost  Cost CodeReu Ext St Supp ReceiptTotal <
BEE UL Dﬁ invoice Date Oty Cost  Cost CodeRew Bt Sta Select lo. Hame A1 ¥ peceipt Date Oty Oty Cost Cest C
7 1a0e 200 oomgooie ceet 5% 4001 000.00001 0000000 LD 1 E::}I'\d\nn 03-09-
Creations =EEL 001 d g [ 801 1000000014 B30T 100 100101.0000101 0000 L
B Crestions 2001 B
PiL v
4 | = < | =
Totals Cost Quantity VAT
Receipts 1010000 100
Invoices 10000000 100
Variance (699.0000) 1)
Within Tolerance Mo Yes Mo
o| Detais | oninematcn | cancel |

Retek 73/

Summary Match List Manual Match - Group area

3. To combine multiple groups:

a.

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

LI Note: You can combine auto-groups with auto-groups, auto-groups with manual

groups, or manual groups with manual groups.

b. Click Combine. Your new group appears in the Manual Match - Group area.

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

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

Find window opens.

1 26: Admin User ADMIN -~ DB URL: e dwrtkl], Data Sowrce: onel0 Log Path: A01imsbadma et ] 1R <t Awfhendicaiion: DATABASE

Summary Match Find

AP Reviswer | =l
Supplier [ =|

[¥ Include Suppliers In Graup
Invoice Receipt
Order Humber El Order Numbsr El
Location | =] Location | E|

Stetus -
Document ID (% for partial search) Receipt (% for pertial search) %

o | = tem | |

Due Date £ 1o £l l— l—
Document Date £ o £ esa bele £l 2

Details Exist lj
currency | E| Currency | E|

Documert Cost | to Receit Cost | to |

¥ Hide groups with receipt overages

I Limt o invoics driven search

Refresh | Cancel
Retek 7

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

n4c: Admin User ADMIN~ DB URL: jdbcioracls dwrtkll, Data Sowrce: mmel) Log Pafh: A1ATebadmi reimllEaBLogstt Awdhendication: DATABASE

Match List

KSupplier: 1313130000-Long March Shos Company
Invoices - Unmatched Receipts - Unmatched
Order Supp Lecation Inuoice Total TotalMerch Curr In Dets™ Order Supp (Lo By Receipt Total Total Merch Curr f’
Select Ho. Mame |4l *| Invoice Date Oty Cost CodeRev Ext- Select Ho. Hame |21 *|Receipt Date Oty Cost Code
Long Long
March March
[ 8182 Lo 111111112 DAVIDIZ3E 03022004 2HO0D00000I USD [ I o215 o qoooooooos  gess 02-11-2003 1,200 $12,000.0000 USD
Company Compsny
Long _Ij Long
< I 10215 ™" iopoopoooz 71851 08032003 1,200 $12,000.0000 s )
Selected Tatals: Total Oty: Total Cost: Total Qty: Total Cost:
colouiete Totels | Group |
Groups - Auto Groups - Manual
Select OrderHo. Location  EarliestDueDate  Cost Variance  Quantity Variance = Select Manual Group Humber Earliest Due Date Cost Variance Quantity Variance - |
[ 1ga20 1000000001 08-29-2003 (8833.4000) 0 I 1403 03-10-2001 ($9,500.0000) (480)
1oz 1000000001 08-29-2003 $200.2000 0 I 130 04-24-2001 ($993,700.0000) CED)
1oz 1000000000 08-29-2003 (8274.9200) 0 s 04-09-2001 ($1,000.0000) )
sz 1000000002 08-29-2003 72,032 6400 7,200
s 1000000001 08-29-2003 35700000 w0y &
combine | Cancel

Retek 7zl

Summary Match List window
To begin matching, in the Groups area:

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

¢ Inthe Groups - Manual area, click the Manual Group Number. The Summary Match -
Manual Match area appears.
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62

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.

L 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.
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Procedures

Resolve cost discrepancies

=

64

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

sh Reviews

Department Class Supplier Supplier Hame Document Type — Discount Routs _OTdEr Location e nﬂ;‘:::'em Group.
Al :I' 21 :l' All = |A" j' All :I' ByDate |4 :I' pate A :I' Al j‘ escription Exceptions  Amount  Currency | A/

1414 1000 1313130000 Long March Shoe Company Merchandise Invoice 03-13-2001 Yes 03-10-2001 1114 1000000000 Farga 1 20,066 6591 USD Demo Users
S6TS 1002 1313130000 Long March Shoe Company Merchandise Invoice 03-13-2001 Yes 03-10-2001 1114 1000000000 Farga 1 $20,066 6581 USD Demo Users
1221 1000 1234560000 Max Browen Wiholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8115 1000000000 Farga 1 §12,385 4400 USD Demo Users
2345 1001 1234560000 Max Brown Wiholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8115 1000000000 Farga 1 $12,385 4400 USD Demo Users
1414 1000 1212120000 Glassware Products Lid. NMerchandise Invoice 03-13-2001 Yes 03-10-2001 8116 1000000000 Fargo 1 $11,915 8800 USD Demo Users
SETE 1002 1212120000 Glassware Products Lid. Merchandise Invoice 03-13-2001 Yes 03-10-2001 8116 1000000000 Fargo 1 $11,915 8800 USD Demo Users
SETE 1002 1313130000 Long March Shoe Company Merchandise Invoice 03-13-2001 Yes 03-10-2001 8137 1000000000 Fargo 1 F11 475 7600 USD Demo Users
1221 1000 1234560000 Mz Brown Wholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8150 1000000000 Fargo 1 $20,950 4991 USD Demo Users
1234 1001 1234560000 Max Brown Wiholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8150 1000000000 Farga 1 $20,850 4831 USD Demo Users
2345 1001 1234560000 Max Brown Wiholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 8150 1000000000 Farga 1 $20,850 4331 USD Demo Users
1414 1000 1234560000 Max Brown Wiholesales Merchandise Invoice 03-13-2001 Yes 03-10-2001 10205 1000000000 Farga 1 F11,762 2600 USD Demo Users
1234 1001 1234560000 Max Brown Wholesales NMerchandise Invoice 03-13-2001 Yes 03-10-2001 10206 1000000000 Fargo 1 $20,576.1491 USD Demo Users
1414 1000 1234560000 Max Brown Wholesales NMerchandise Invoice 03-13-2001 Yes 03-10-2001 10206 1000000000 Fargo 1 $20,576.1491 USD Demo Users
SETE 1002 1313130000 Long March Shoe Company Merchandise Invoice 03-13-2001 Yes 03-10-2001 10212 1000000000 Fargo 1 $12,274 9200 USD Demo Users
1221 1000 2345670000 Davied Fashion Creations PIL Merchandise Invoice 03-13-2001 Yes 03-10-2001 10223 1000000000 Fargo 1 F11,068.2600 USD Demo Users
1234567 [Mexd]

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

devrtkll, Dafa Source: mmel) Log Padh; A1 wsbadmin/ocd; 04_reim11/Fs st Awhendicafion; DATABASE

Cost Review Detail

lerchandise Invoice EDIGENN10543269522120000000060 Supplier 1313130000-Long March Shoe Company Location 1000000000-Fargo
Department 1414-Activewear Class 1000-Uersils Currency LISD

Order 1114 Resolve By Date 03-13-2001

Unit Cost
Orig.  Current Unit Cost Variance
Order  Order Document Variance Percent
Discrepancy Comments ttem Description Cost Cost Cost Fav/{UnFav} Favi(UnFau) Order Cost Source Order UPC  VPH
Ho 100008051 Test tem 100008051 $10.0000 $3.5483 $0.3511 3.511% Supplier

Cancel

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

i as: Admin User ADDI
Cost Selection

lerchandise Invoice EDIGENN10243269522120000000060 Hern 100008051-Test ftem 100008051 Location 1000000000-Fargo
Order 1114 Supplier 13131 30000-Long March Shoe Company Currency LISD
Correct Unit Cost

DB URL: jbc oracle thin: @mepe Lidewrtil], Dada Sounce: ms10 Log Padh: Al ]ehadmin/oc

© Order §10.0000
" Invoice $9.6483
" Other

In the 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.
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Click Next. The Cost Variance Resolution window opens.

v Tzer ADM cle devmkll, Data Seurce: muel0 Log Pafh: A limebao owhenicsiion: DATABASE
Resolution

ttern 100008051-Test ftem 100008051 Location 1000000000-Fargo
Currency LUSD
Qutstanding Variance $0.3511

Enter Reason || Amount
Action Re-route to Group | g
Comments Hint
Comments.
Apply

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

Back | o | Deete | appvan | cancel
Retek 2/l

Cost Variance Resolution window
In the Apply area:

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

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

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 quantity discrepancies

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

Aufhentication: DATAE

Ereight Payment

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

Indicator | A/ ha | 1) a1 a1 x| A 2 |A‘| 'I Al = Document Difference  Date
[#  03-12-2001 2345670000 David Fashion Crestions PiL Merchandise Invoice 1111111111 5207 EDIGERK 0542421 208340000000001 (213 03-10-2001
i 03-12-2001 1313130000 Long March Shoe Company Merchandise Invoice RARRRRRRRAI B4404 EDIGENNT 0542421 208840000000006 (41) 03-10-2001
¥ 03-12-2001 1313130000 Long March Shae Company Merchandise Invoice A1 66807 EDIGERIT 0543021 290930000000334 (407 03-10-2001
[#  03-12-2001 1313130000 Long March Shoe Company Merchancdise Invoice 1000000000 8137 EDIGERK 0543269536940000000254 (1,200 03-10-2001
i 0B-28-2003 1313130000 Long March Shoe Company Merchandise Invoice 1000000003 8137 EDIGENNT 054326853 7040000000257 (1,200 03-10-2001
¥ n3-12-2001 1234500000 James Harclie Industries Ltd Merchandise Invoice 1000000002 10226 EDIGENIN1 054:3269556670000000531 (1,200 03-10-2001
[“  03-12-2001 1234500000 James Harlie Industries Ltef Merchandise Invoice 1000000003 10226 EDIGENK1 0543269556670000000532 (1,200 03-10-2001
ird 03-12-2001 1234500000 James Hardie Industries Ltd Merchandise Invoice 1000000000 10228 EDIGENNT 0543268557 470000000544 (1,200 03-10-2001
¥ n3-12-2001 1234500000 James Harclie Industries Ltd Merchandise Invoice 1000000001 10223 EDIGENN1 0543269557 470000000545 (1,200 03-10-2001
[#  03-12-2001 1234560000 Max Broven Whalesales Merchandise Invoice 1000000000 115 EDIGENK1 05432695291 300000001 44 (1,200 03-10-2001
~ 03-12-2001 1234560000 Max Brown Wwholesales Merchandise Invoice 1000000001 8115 EDIGENNT D5432685282300000001 45 (1,200 03-10-2001
¥ n3-12-2001 1212120000 Glassware Products Ltd, Merchandise Invoice 1000000000 116 EDIGENN1 054:32695285300000001 49 (1,200 03-10-2001
[#  03-12-2001 1212120000 Glagsware Products Lid, Merchandise Invoice 1000000001 118 EDIGENR1 05432695296 300000001 50 (1,200 03-10-2001
= 03-12-2001 1313130000 Long March Shoe Company Merchandise Invoice 1000000003 8119 EDIGENNT D5432635308300000001 67 (1,200 03-10-2001
¥ n3-12-2001 1313130000 Long March Shae Company Merchandise Invoice 1000000001 8125 EDIGENN1 05432695327 400000001 95 (1,200 03-10-2001

1254567891011 121514 15 1617 18 [Next]

=]

I

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

opens.

Aufhentication; DATABASE

I 46 Avbmin User ADMIN
Review Detail
lerchandise Invoice EDIGENN10543269532740000000195 Supplier 1313130000-Long March Shoe Company Location 1000000001 -Minneapolis Resolve By Date 03-12-2001
Order 8125 Order Comments CORDERS FOR EDI Receipt(s) 150, 8151, 72131

DB URL: j¢ gwmk1l, Data Seurce: muel) Log Pah:

aty
aty Variance
Current Variance Percent
Discrepancy Comments ttem Description Order Oty Receipt Oty Oty Fav/(UnFav} Fav/{UnFav} Order UPC  VPH
Mo 100008042 Test tem 100008042 400 1,200 400 800 66667 100008042
Mo 100008051 Test tem 100008051 400 1,200 400 800 665667 100008051
Mo 100008089 Test tem 100008069 400 1,200 400 800 66 667 100008059

Cancel

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

in4e: Admin User ADMIN -~ DB URL: jdbcioracle? devtkll, Data Sewrce: mucl0 Leg Pamh: Al b At dachentication: DATABASE

lerchandise Inuoice EDIGENN10543268532740000000185
em 100003051-Test ltem 100008051
Correct Quantity

% Receipt 1,200
" Invoics 400
© Other

Receipt Quantity’
5150 400
151 400
72131 400

ek |
Retek 7z

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

Click Next. The Quantity Variance Resolution window opens.

ws/oc4j004_reim] 1/ReIMLogsAst Authentieation: DATAEASE

s Admin User ADMIY DB URL: jebc oracls fhin: @mspdev36: 1521 devrth11, Dta Source: ms10 Log Path: Al Lirehadmin/oc
ity Variance Resolution

lerchandise Invoice EDIGENMN105432895327400000001 95 Item 100008051-Test ftem 100008051 Location 1000000001 -Minneapalis
Order 5125 Receipt(s) 150, 6151, 72131
Quantity Variance 500 Qutstanding Variance 500

Enter Reason | =l Quantity

Action Re-route to Group | =
IComments Hint Receipt ¥
Comments
Apply

Resolutions
Delete Reason Code Reason Code Description Action uantit Comments —
Ho records found

[}
(Back| ok | Deete | Concel
Retek 7z

Quantity Variance Resolution window
In the Apply area:

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

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

b. Inthe 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 E 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.
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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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Review VAT discrepancies

Overview

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

When a VAT discrepancy is identified, you need to review and reconcile the discrepancy.
Discrepancies are routed to reviewer groups. The VAT discrepancy is based on a comparison
between the invoice and the receipt. If a receipt is not available, the invoice is compared to the
purchase order. Depending on your user permissions, you may or may not be able to access these
windows or all discrepancies. Header only VAT discrepancies are resolved on the Invoice
maintenance Header and Detail windows.

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

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

Procedures

Resolve VAT discrepancies

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

as; Aydmin User ADMIN DB URL: jdbc:oracle thin: ¢ 4:devrtkll, Data Source: oncll Log Path: Aol Lharebad g /R Act1019 Avcvendicuion
DATAE,
VAT Review List

I pli [y B i q .
Supplier Supplier Hame Document Type Resolve Order Location Toration Total Document lio, of Line
| i3l . Date Date |4l |l *|  Description Amount Currency  Exceptions

David Fashion Crestions PL Merchandise Invoice 03-11-2001 03-09-2001 17401 1000000014 Baltimore 2500000 S0 1
Long March Shoe Company Merchandise Invoice 03-11-2001 03-09-2001 19201 411111411 Certral Physical WwH 1000000 USD 1
Long March Shoe Company Merchandise Invoice 03-11-2001 03-09-2001 19201 111111111 Central Physical WH 1000000 USD 1
Long March Shoe Company Merchandise Invoice 03-11-2001 03-09-2001 19301 111111111 Central Physical vwH 1000000 USD 1

Cancel

VAT Review List window
1. Inthe No. of Line Exceptions column, click a numbered line exception. The VAT
Discrepancy Detail window opens.

sioc4j904_Teim11/ReIMLogsast 1019 Awmhentication: DATABASE

4:devrtk1], Data Source: onsl0 Log Pul: AdlAmehadminocs]

om are Iogzed i as: Admin Tser ADMIH DB URL: jdbe:oraclethin: @imspes
VAT Discrepancy Detail
erchandise Inveice 25502 Supplier 2345670000-David Fashion Creations PiL Location 100000001 4-Baltimore
Order 17401 Resolve By Date 03-11-2001 Currency UsD
Rem ipti System Wat Code System Vat Rate Vat Code Document Vat Rate Order UPC ¥PH

100012003 RelM QC item = 10 | g

Cancel

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

lerchandise Invoice 25502 ftem 100012003-Relh GC item Location 100000001 4-Baltimore
Order 17401 Supplier 2345670000-David Fashion Creations PL Currency LISD

© System vat
CodesRate

O Invoice Vat
CodeRate

VAT Discrepancy Detail Selection window
In the Correct VAT area, select the correct VAT for the item: System VAT or Invoice VAT.

Click Next. The VAT Discrepancy Detail Resolution window opens.

as: Avbmin User ADMIN DB URL: jilhc, L 4:devrtkl], Data Source: oms10 Log Pafh: 1 Avela im]17Fx Ast1019 Awheniication: DATABASE
ancy Detail Resolution

Kem 10001 2009-Reltd QT tem Location 1000000014-Batimore System Vat CodeRate = 10
Currency USD Invoice Vat CodeRate | &

Enter Reason |

Action
Comments Hint

Back Ok Delete Resolution Cancel

VAT Discrepancy Detail Resolution window

In the Apply area:

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

b. Add comments as necessary.
Click OK to save your changes and close the window.
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Resolve header level VAT discrepancies

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

d i 45 Admin Tier ADMIN DB URL: jdb. e A £] errtki1], Dats Source: mnsll Log Paf: il ein] 1/Re: 019 Avfenticafion:

DATAR
VAT Review List

Supplier Supplier Hame Document Type Resolve B Route Order Location T ration Total Document Ho. of Line

fall bl e w Date Date Al [0S 3 Description Amount Currency Exceptions
2345670000 Davicd Fashion Creations PIL Merchandise Invoice 03-11-2001 03-09-2001 17401 100000001 4 Batimore 2500000 UsD 1
1313130000 Long March Shoe Company Merchandise Invoice 03-11-2001 03-09-2001 19201 11111111 Certral Physical YwH 1000000 S0 1
1313130000 Long March Shoe Company Merchandise Invoice 03-11-2001 03-09-2001 19201 4111111411 Certral Physical WwH 1000000 USD 1
1313130000 Long March Shoe Company Merchandise Invoice 03-11-2001 03-09-2001 19501 ARARANRRAR] Certral Physical WwH 1000000 USD 1

1

Cancel

VAT Review List window
1. Inthe No. of Line Exceptions column, click a O line exception. The Invoice Maintenance
Header window opens.

«11, Dada Seurce; mel0

Invoice Maintenance Header

Document Type:  Merchandise Invoice Yendor Type

Invoice ‘ Wendor | g‘
Inwoice Status: AT Discrepancy Orcler Mo g $
Irwoice Date: @ Location: | g‘

Match Date: Imvoice Currency: LSO Exchange Rate: 1
Invaice Terms: ‘02 El
Order Terms: 021.5% 30 Days EDI Inevaice
Supplier Terms: 021.5% 30 Days Pre-Paicl
Manzlly-Paid

Detailz Attached

Consignment
Due Date; [0 052001 [
Freight Payment Type | - Tatal Merchandise Cost Ex WAT: 1000000 Calculate
Tetal Mon-Merch Cast Ex VAT 0.0000

Total Cost Ex WAT: 100.0000

Total VAT Cost: 0.0000

Total Cost Inc WAT: 110.0000

Irvoice Gy, 100
Tatal Alloveances: 0.0000
Ret Mo 1: |
Retho. 2 ‘ TERMS SOURCE
Ret Mo, 3 ‘ Terms Date:
Ret Mo 4 ‘ Best Terms:

OK Details Comments Cancel
Retek 73/

VAT Discrepancy Detail window
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2. Add or Update the VAT breakdown:
a. Click the Total VAT Cost hyperlink. The VAT Breakdown window opens.

G | http:fimspdev37.retek.int: 8500 - VAT Breakdown - Microsoft Internet Explorer

VAT Breakdown
Ex VAT Basis VAT Code VAT Rate VAT Amounts
| | ] 0.0000
P §.25 0.0000
z a 0.0000
= 10 0.0000
E 3 0.0000
C 13 0.0000
Total:
Ok Calculate Total Cancel
&] Done 0 Internet

VAT Breakdown window
b. Inthe Ex VAT Basis field, enter the amount on the invoice that is subject to VAT.

c. Click Calculate Total. The amount of VAT appears in the total field.
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Add invoice details

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

a5t dmin Tser ADMIN DB URL: jdbe iraclethin: 4:dwmkl]l, Data Source: msll Log Pafl: il Amehadimingt 904 _reim 1 LRIMLogesAst 1016 dnchentication: DATABASE
Invoice Maintenance Detail
Invoice: 2001
Supplier: 1313130000-Long March Shoe Company Currency: USD
[Total Invoice Merch Cost: 100.0000 Total Invoice Oty: 100
Select Receipt iving Location Description Order Ho. Total Receipt Amount Receipt Oty Avail Total Oty Receipt Date
a 17801 1111111111 Central Physical VWWH 20001 100.0000 100 100 03-09-2001
elect all
lear all Default from Receipts Detault from Order
|ltems
Iem = Invoice Oty Unit Cost VAT Code - Rate v|  additen | |
Delete Ites Description Invoice Oty Syst Unit Gross Inv. Unit Cost VAT Code VAT Rate Extended Cost Ex VAT
Ho records found
elect all
lear all
Totals Total tems: 0 Total Invoice Quantity; 1] Total Extended Cost: 0.0000
Invoice Quantity Variance: (100) Extended Cost Variance: 100.0000)
OK Delete tems Cancel

Invoice Maintenance Detail window
2. Add details as necessary. See Add Details to a Merchandise Invoice for more information.

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

4. Click OK to save the changes and close the Invoice Header Maintenance window. You are
returned to the VAT Review List window.
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Create memos and requests

Overview

In addition to creating merchandise and non-merchandise invoices, you may create different types
of memos, notes, and 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 opens.

At Awhendicadion: DATAEASE

s: Admin Ueer ADMIHN - DB URL: jdbe;

521:dmmk1], Dabs Sewrce:muel0 Log Pah: A 1Ameh

74

setion [vew =]
DocumentTyee [ 7] Documert ID (% for partial search) |
Wendar Type lm vendar | E|
ordertumper [ = Location | =
AP Reviewver | =l
In Cost Review | =] Cost Reviewer Group | =l
In Guntity Review | =] Guartity Reviewer Group | E|
Dacument Date Range I—ﬂ ) l—ﬂ Due Date Range l—ﬂ to l—ﬂ
Currency | = Consignment [~ Deal [ ¥]
Document Cost Range | to] Quartity Rangs | to
Recept| = em | =l
Payment Terms | =l Freight Payment Type | k2|
Details Exist | x| Pre-paid Invaice | ]
o] [ || [(eei]

Document Search window
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In the Action field, select New.
In the Document Type field, select the appropriate document type.

Click OK. The Document Maintenance Header window opens.

a1 Aty User ADMIN DB URL: jdbcioracle rotk]l, Data Source; mmel0 Log Padh: A 1ime r wiml /R Logea Awentication; DATABASE

enance Header

Create I0: ADMIN
Document ID; [Cric Suppler: [ E|
Orcler o =
Location: | =
Documert: Type: Credit Memo - Cost Documert Currency: Exchange Rete:
Document Status: r Consignment
RTY Chargeback Ind: [~
RTY Order o
Approve Dste:
Documert Date: 03-10-2004
Payment Terms: [ s c00ays
Due Date: [04-05-2002 | B8
Desat
Total Merchandise Cost $0.0000
Total Non-Merch Cost: $0.0000
Total VAT Cost: $0.0000
Total Document Cost: $0.0000
Ref Na. 1: | Document Gly: 0
Ret Ho. 2 [
Ret Mo, & |
Ref Ho. 4 [
oK OksRepest | Details | 2pprove Creste Credt lote: reverse | void | Comments | cancel
Retek 72l

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

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

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

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

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

opens.

/3 Non Merchandise Cost - Microsoft Internet Explorer

Non Merchandise Cost
Document ID: 5433246

__ -
Amount
- Rate

Carrier Credit Allowance

Coop Aderch Allovwance (Perf)

Currency Adjustment
Currency Adjustment
Customs Broker Fee
Customs Duty

Declared Yalue for Customs
Defective Alowance

Deliver

t2 S t3 S

td S t5 S t6 S

$0.0000 [C -

Eidl

$0.0000 [C -

30 x|

$0.0000 C -

30 x|

$0.0000 |C -

30 x|

$0.0000 C -

30 x|

$0.0000 |C -

30 x|

500000 [C -

Eia

$0.0000 |C-

EEa

t7 S

$0.0000 |C-

t§ S t9 S

Engial

GL Cross-reference for

it 10

Segment1 S

Type: Company  Location Account

0K

Department Class

Affiliate Futurei

Calculate Total | Cancel I

Future2

Total: I $0.0000

Future3

Futured

3

[

Non Merchandise Cost window
b. In the non-merchandise fields, enter the appropriate non-merchandise charges.

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

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

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

1.

© oo N o a B~ D

Click Details. The Document Maintenance Detail window opens.

gzed i 4 vdmin User ADMIY DB URL: jdbeioracls thin: & 36:1521:devik1], Dab Soumce: mel) Lo, : A 1A iocd] 504 _reim] IFAMLogsAst Awthentication: DATABASE
ent Maintenance Detail

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

Hem g Amount Per Unit Document ID Add Al kems:
Reason Code | = Quantity Acid ttem
AT Code - Rate j'

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

lect 5l
dear all
Total tems: 0 Totals a $0.0000

oK Delete tems Cancel

Document Maintenance Detail window
In the Item field, enter the item ID, or click the LOV 5 button and select an item.

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

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

In the Quantity field, enter the number of 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.

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

o~ D

window opens.

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

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

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

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

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 opens.

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.

79



Retek Invoice Matching

Procedures

Maintain the system variables

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

80

Document History Days I—EU Close Open Receigt Days I—BD

Post Dated Document Days |—1U Cost Resolution Due Days |—3

Debit Memo Send Days |—1 Gty Resolution Due Days |—2

Max Tolerance % m Days Before Due Date I—E
Default Pay Mow Terms |D1 §|

Incluce VAT Processing 7@‘ WAT Resolution Due Days ’—2

Calc Tolerance % ’T WAT Yalidstion Type |rlnvuice VAT _E]I
Default Header VAT from Details EE_‘ WAT Document Creation Level |_!tem il
Debit Memo Prefix-Cost W Dehit Mema Prefiz-Griy W

Credit Mote Reguest Prefix-Cost W Credit Mote Reguest Prefix-Giy W

Credit Memo Prefix-Cost CMC Credit Memo Prefix-Gity ChG

Debit Memo VAT Prefiz-Cty DMy

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

Cancel

Retek 72

System Options window

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

Document history days: The length of time documents stay the RelM system before
they are purged.

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

Debit Memo Send Days: The number of days following the receipt of an invoice before
a debit memo can be sent out.

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

Default Pay Now Terms: The terms that are applied to an invoice that is due
immediately.

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

Cost Resolution Due Days: The number of days a reviewer has to resolve a cost
discrepancy.

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

Days Before Due Date: The number of days you have to wait before routing begins.

Include VAT Processing: Indicates whether RelM should check for Value Added Tax
on invoices and differences between the Value Added Tax on invoices and receipts.
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Calc Tolerance %: The percentage by which header and detail amounts can differ and
still be considered equal. This is used to account for insignificant errors in rounding
between header and detail level totals. For example, a header may show an invoice total
as $1025.31, while the detail area may show it as $1025.308. If the percentage difference
is less than the calc tolerance %, the amounts will be considered equal.

Default Header VAT from Details: Indicates whether header level VAT information
must be entered before invoice details can be entered. Set to Yes to be able to proceed to
the details screen without entering VAT information. Set to No to require VAT
information in the header before invoice details can be entered.

VAT Resolution Due Days: The number of days VAT discrepancies should be resolved
in.

VAT Validation Type: The method the system uses when matching Value Added Tax
amounts. VAT Resolution requires the VAT on the invoice and receipt to match. Invoice
VAT uses the VAT on the invoice. System VAT uses the VAT on the receipt.

VAT Document Creation Level: Indicates whether VAT debit memos and VAT credit
note requests are created at the Item or Full Invoice level.

Debit Memo Prefix-Cost: The prefix that indicates a document is a debit memo due to
cost.

Credit Note Request Prefix-Cost: The prefix that indicates a document is a credit note
request due to cost.

Credit Memo Prefix-Cost: The prefix that indicates a document is a credit memo due to
cost.

Debit Memo VAT Prefix-Qty: The prefix that indicates a document is a debit memo due
to VAT quantity.

Debit Memo Prefix-Qty: The prefix that indicates a document is a debit memo due to
quantity.

Credit Note Request Prefix-Qty: The prefix that indicates a document is a credit note
request due to quantity.

Credit Memo Prefix-Qty: The prefix that indicates a document is a credit memo due to
quantity.

Click OK to save your changes and close the window.

Note: Any changes will be available to users who log on after you have completed
the changes. To see the changes reflected, you must log out and log on.
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Maintain the document prefixes

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

11, Daia Source:omeld Log

Document Histary Days

w

iI] S

Close Open Receipt Days
Post Dated Document Days Cost Resolution Due Days

Debit Memo Send Days Gty Resolution Due Days

a1l

Max Tolerance % Days Before Due Date

Default Pay Mow Terms |El1 §|

Include VAT Processing WAT Resolution Due Days

Calc Tolerance % m VAT Validstion Type Inwoice AT b
Default Header YAT from Details WAT Document Creation Level &

Debit Memo Prefix-Cost D Dehit hemo Prefix-Giy (1t ]e)
Crexit Note Reguest Prefix-Cost [enc Creit Note Reguest Prefic-Gty [ena
Credit Memo Prefix-Cost W Credit Memo Prefix-Gry Chic
Dbt Memo VAT Prefiz-Gty DMy

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

Cancel .
System Options window
1. On the lower part of the screen, edit the enabled fields as necessary.

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

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
opens.

S21:denttlil]l, Tata

AP Reviewer | g

[T Invoices For Supplier Manually-Paid

™ Match Invoices to Receipts from other Suppliers
r Alvways Uze Invoice Terms

7 ROG Date Allowed

Send Debit Mema IAIways j

Dizcrepancy Days Before Routing

Close Open Receipt Days I

Ik | Oh+Repest | Supplier Group Options | Cancell

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

2. Click Query. The supplier details are displayed.

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

84

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
opens.

Wi are logzed inoas: S User ADRI DB URL: jdbcoracle thin: qianepdensia: 1521 devrtls 11, ata
Source: ons 10 Log Pabhe A0 Liaebadmindocdi_ermesfocd j204_reind LIFeIMLogstct  Anofvendication:

DATARASE
Supplier Options

Supplier || g QLery |
petails |

AP Reviewer | g

[T Invoices For Supplier Manually-Paid
™ Match Invoices to Receipts from other Suppliers
r Alvways Uze Invoice Terms

[T ROG Date Allowed

Send Debit Mema IAIways j

Close Open Receipt Days I

Dizcrepancy Days Before Routing

Ik | Oh+Repest | Supplier Group Options | Cancell

Retek /4

Supplier Options window
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In the Supplier field, enter the supplier 1D, or click the LOV | button and select a supplier.
Click Query. The supplier details are displayed.
Click Supplier Group Options. The Suppller Group Options window opens.

fonl are logged o as: Sdmin User AT DI c:oracle thin: @mepdendt: 1521 devrtli 11, Dada Soumce:

orcll Log Pafh: A0 lsmebadmduiocdi_srmesfio .4_1.JI.I4_1'.111L11 IE: fet Annfhendication: DATAELSE
Supplier Group Options

Supplier: 2343670000-David Fashion Creations PiL

Supplier | = | il

[+ Tatal Header Quantity Recuired
[ Match Total Gusntity

Delete Supplier ID Supplier Hame ;I
Ho records found

jid
ﬁl Delete |
Retek /4

In the Supplier field, enter the supplier 1D, or click the LOV = button and select a supplier.
Click Add.

Select the enabled options as necessary:

e 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.

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
opens.

521:denatli1l, Data
ot Annfhendication:

DATAELSE
Supplier Options

AP Reviewer I g

[T Invoices For Supplier Manually-Paid

[T Match Invoices to Receiptz from other Suppliers
r Always Lze Invoice Terms

™ ROG Date &llowed

Send Debit Mema |Alwa':.fs ;I

Close Open Receipt Days

Dizcrepancy Days Before Routing

I_
I_
Ik | OH+Repest | Supplier Group Options | Cancel |

Retek 7~/
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In the Supplier field, enter the supplier 1D, or click the LOV | button and select a supplier.
Click Query. The supplier details are displayed.
Click Supplier Group Options. The Supplier Group Options window opens.

rzed I oas; Sudmin Ueer ADR DB URL: jdbe ecthin: q@rnepdenda: 1521 devrtli 11, Dada Source:

ousll Leg Path: Al lAmebadminiocd_amesfocdi®04_reanl 1 F st Andfhendication: DATAEASE
Supplier Group Options

Supplier: 2343670000-David Fashion Creations PiL

Supplier | = | il

[+ Tatal Header Quantity Recuired
[ Match Total Gusntity

Delete Supplier ID Supplier Hame ;I
Ho records found

[

ﬁl Delete |
Retek 73

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

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



Chapter 6 — System Administration

Maintain general ledger accounts

Overview

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

The GL option window allows you to create a template for the general ledger account your
company uses. Additionally, you may assigh 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 opens.

atkll, Data Source: onsll Log

Cross-reference| "
T Maon-merchandise Codes j I g ey |
Segment 1 Segment 2 Segment 3 Segment 4 Segment 5 Segment 6 Segment 7 Segment 5 Segment 9 Segment 10
Company Location Account Department Class Affiliste Future Future2 Future3 Futured
Ok | OH+Repest | Cancel |
Retek 7))

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

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

Click Query. The account segment fields are enabled.

4. 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 opens.

Yon ame logzed ioas: Sdmin User ADBT DB URL: jdbeoracle thin: @rmepden36: 1521 devatli 11, Dada Sounrce:
11 Log Path: S0 lserebadimindocdi_srwesiocd 904 _reim] 1/FeLogstst  Anofhendication: DATABASE

GL Options

Segment
Label Segment Position Dynamic

Comparny] 25t Segment 1 ;I il
Location| [=5t Segment 2 ;l r
Account] 25t Segment 5 ;l
Department] 155t Seomert 4 =2 =
Class] Test Segmert 5 x| T
attiliste] Test Seamert 6 |
Futuret| Test Segment ¥ LI
Futurez| TEst Segment & LI
Futures| TEst Segment 9 LI
Futured| Test Seament 10 x|

Test 3 ll
Test 4 ll
Test 5 ll
Test & ll

[0]4 | Cancell
Retek 79/

GL Options window
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 opens.

11, Data Seurce; ousll Log

Peason Code Type Reason CodeReason Code Description Action Comment Required
Cost Discrepancy ;I I I IApprove Dispute LI Accourting Distribution I m
Comments Hint
Apply |
Reason Code Reason A ting C it Ci it: -
Delete Type Code Reason Code Description Action Distribution Required Hint
Guiantity Gty Short Claim-FreightClaim to be filed " 3
u - 430 eloartior Reroute Quartity Discrepancy I = =)
Guantity Gty Short Claim-Undet received-hew: receipt
r Dizcrepancy = created e (EE = r
Guantity Gty Short Claim-Reguires Invertory Control . B
u e 440 e Reroute Guantity Discrepancy rd Ird 5|
Guisntity . " ) N " 3
' e 445 Gty Short Cleim-Requires Location action Reroute Guantity Discrepancy = = J
Guantity Gty Short Claim-Reguires Accounts Payable )
u - 450 action Reroute Guartity Discrepancy e e 5|
Guantity Gty Short Cleim-Requires Transportation . 3
| TRy 455 i Reroute Guantity Discrepancy Ird I 5|
" Repay Cost Claim-Pr Pro. &pplied swrong- " ;
[~ CostDiscrepancy 505 Befustiac Discrepancy Wirite-Off Il N
o Repay Cost Claim-Pr Drop Applied wiong- . ’
[~ CostDiscrepancy 510 BefustiAiac Discrepancy Yrite-Of 72 =
8 Repay Cost Claim-MDF DF Allowy clmd . ,
[~ CostDiscrepancy 515 wrongs R MOF AR Discrepancy Wirite-Of rd =
[~ CostDiscrepancy 520 giﬁf; Coaiangiech flondend AN by repancy Wit -OfF Il W
" Repay Cost Claim-Defective Allowe clind " ;
[~ CostDiscrepancy 525 wrongR DAR Discrepancy Yrite-Of = ~
Repay Cost Claim-DFI1 Allow climd wwrong-
[~ CostDiscrepancy 530 Acfustwiac Discrepancy Wirite-Of Ird =
[~ CostDiscrepancy 535 RBPEY (e el Al e e Discrepancy Yyrite-Off Ird =
Adlust WaC
- Renaw st Claim FFIR Sl o temed snerrnie . - =
Ok Delete | Cancel |

Retek )]

Reason Code Maintenance window
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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 &~

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.

Associate a general ledger account with a reason code

1. Click Accounting Distribution. The GL Cross Reference window opens.

atlkll, Data Source: onnsl) Log

ehadminiocdj_ermsiocdjO0d_reim]1/ReIl
-reference
Cross-reference "
Tyee Mon-merchandize Codesj | g auEy |
Segment 1 Segment 2 Segment 3 Segment 4 Segment 5 Segmernt 6 Segment 7 Segment 5 Segment 9 Segment 10
Company Location Account Departmert Class Affiliste Futured Future2 Future3 Futured
[a]14 | OH+Repest | Cancel |
Retek 73]/

GL Cross Reference window
2. Create the general ledger account cross reference.

3. Click Apply. The reason code is added to the table.
4. Click OK to save your changes and close the window.
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Edit reason codes

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

, Data Source:nnsll Lug

Reason Code Maintenance

Reason Code Type Reason CodeReason Code Description Action Comment Required
Cost Discrepancy ;I I I IApprove Dispute ;l Accounting Distribution I I
Comments Hint
Apply |
Reason Code Reason i < C ;I
Delete Type Code Reason Code Description Action Distribution Required Hint
Guantity Gty Short Claim-FreightClaim to be filed " 3
u e 430 i Reroute Guantity Discrepancy rd v =)
Gluartity Gty Short Claim-Undet received-Mew: receipt .
r Discrepancy R created D (R k= ]
Guantity Gty Short Cleim-Requires Invertory Control , 3
u ey 440 Lt Reroute Guantity Discrepancy rd e 5|
Guantity " " . . : 3
' o 445 Gty Short Claim-Requires Location action Reroute Guantity Discrepancy v v J
Guisntity Gty Short Claim-Reguires Sccourts Payakle " 3
u e 450 action Reroute Guartity Discrepancy = = =)
Guantity Gty Short Claim-Reguires Transpartation )
| - 455 i Reroute Guartity Discrepancy e e 5|
. Repay Cost Claim-Pr Pro. &Applied wrong- . ;
[~ CostDiscrepancy 505 st Wac Discrepancy Yyrite-Off rd =
" Repay Cost Claim-Pr Drop Applied wrong- " ;
[~ CostDiscrepancy 510 AUt WG Discrepancy Yrite-Of = =
. Repay Cost Claim-MDF DF Allowy clind . ’
[ CostDiscrepancy 515 wirong R MOF AR Discrepancy Wirite-Of = I~
[~ CostDiscrepancy 520 2?3:; Gl el S i L @i Wmng'Discrepancy Write-O Ird =
" Repay Cost Claim-Defective Allowe clind " y
[~ CostDiscrepancy 525 wrongR DAR Discrepancy Yirite-Off v ~
N Repay Cost Claim-DFI1 Allowy climd wwrong- . .
[~ CostDiscrepancy 530 AcfustiAiac Discrepancy Yrite-Of 72 ~
[~ CostDiscrepancy 535 ety G (T i A Al @t Sliang Discrepancy Wirite-Of Ird =
Acjust WAC
- Renaw st Claim FFIR Sllne Slimed sereane- — — I
Ok Delete | Cancel |

Retek
Reason Code Maintenance window
. In the table, double-click the reason code you want to edit.

1
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.
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Delete a reason code

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

, Data Source:nnsll Lug

Reason Code Type Reason CodeReason Code Description Action Comment Required
Cost Discrepancy ;I I I IApprove Dispute ;l Accounting Distribution I I
Comments Hint

Apply |

Reason Code  Reason i C C ;I
Delete Type Code Reason Code Description Action Distribution Required Hint
u Guantity 470 Gty Short Claim-FreightClaim to be filed R ety Bemamney = I @

Discrepancy wicarrier

m giusil;:tg;ncy 435 cl;‘!rt:af:;n Claim-Under received-Mew receipt Matchto Receipt I -
ul ggacl:gl;anw 440 gg;oihud Claim-Requires Inventary Contral Reroute Quantity Discrepancy " I ?ﬁ
' giiacl:gtgancy 445 Gty Short Claim-Requires Location action  Reroute Quantity Discrepancy v v g
r giii:g;fancy 450 S;!;thm Clsim-Reguires Sccourts Payakle Farails Gy sy =l I Yﬁ
- g;i:gj;ncy 455 aag;;hnn Claim-Requires Transportation Reroute Guantity Diccrepancy I I E
[~ CostDiscrepancy 505 izﬁja; ‘?’\?:::CIaim-Pr I, (AT e Discrepancy Yyrite-Off rd =
[~ CostDiscrepancy 510 iz::f; \i?:::claim—Pr [ (AT Discrepancy Yrite-Of = =
[~ CostDiscrepancy 515 ii’;:;ioﬁt)?irgmw BEAlocd Discrepancy Wite-Off i I
[~ CostDiscrepancy 520 2?3:; Gl el S i L @i Wmng'Discrepancy Write-O Ird =
[ CostDiscrepancy 525 iﬁzﬁ;_ﬁog‘t'&gaim@efadive aloaiind Discrepancy Wirite-Off i [
[~ CostDiscrepancy 530 EZ:JUE; &?[:ECIEW'DFH Pl e g Discrepancy Yrite-Of 72 ~
[~ CostDiscrepancy 535 iz::f; \(‘E&s\‘éclaim-DFQ Al Gl ST Discrepancy Wirite-Of Ird =

|
(ET]

Renaw Cast Claim DEEE Sllowe clmed seranc.

il Delete | Cancel |
Retek z3),
Reason Code Maintenance window
On the list of reason codes, select the check box next to the reason code you want to delete.

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

P w0 ph e

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.

95



Retek Invoice Matching

Procedures

Create a user group

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

d i as: Sdmin 0T : denrilill, Dada
Log Fath: 10l ufocdj_e 0 1 Aarfhvendication:
DATABLSE
User Groups
Select User Group ;I
[ Admin
[ Demao Lsers
- Limited Privs Users
=l
ok | mew| Ect| wiew| copy| Desete |

Retek /)

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

Vou A i oas: Admin User ADMIM - DB URL: jdbe 4:deertkl], Dada Source: nucld Log Path: A Lamehad 904 _reimn] /R ogsistllld Aufhendication: DATABASE

User Group Details

User Group

System Options Edt  »

Supplier Options Edt  »

User Group Maintenance Edit &

Reazon Cade Maintenance: Edit

General Ledger Accourt Maintenance Edit  »

Tolerance Maintenance: Edit

Invoice Entry Ecit v

Documert Ertry Ecit v

Invaice Delete Yes W

Graup Entry Approval Yes W

EDI Rewvigw Edit

Group Entry Edt

Invoice hMatching Edit &

Cost Discrepancy Maintenance Hone &

Guantity Discrepancy Maintenance Mone |+

VAT Discrepancy Maintenance Hone %

(Cost Discrepancies Review: Mone v

CQuantity Discrepancies Review Hane v

Accounts Payable Review Wes W

Desl Documert Approval Yes

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

ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek )/

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

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

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 opens.

LATABASE

User Groups
Select User Group ;I
[ Admin
[ Demao Lsers
i Limited Privs Uzers
=l
ok | mew| Ect| wiew| copy| Desete |

Retek /)

User Groups window
Select a user group.

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

> w b oe

Click OK to save any changes and close the window.
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Assign users to a user group
= Navigate: On the Administration tab, click User Group Maintenance. The User Groups

window opens.
Won1 are 1 d i ae: Siimin Tser ] cle b 521:deumtlil], Data
Soumce: ohc 10 Log Path: A101Aaeh: it Anmfhendication:
DATLEASE
User Groups
Select User Group ;I
[ &dmin
[ Demao Lsers
- Limited Privs Users

[~

ok | mew| Ect| wiew| copy| Desete |

Retek /)
User Groups window
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1. Select a user group.
2. Click Edit. The User Group Details window opens.

Uzer Group “—

System Options Edt &

Supplier Options Edt &

User Group Maintenance Edt &

Reason Code Maintenance Edit  »

General Leduer Accourt Maintenance Edt

Talerance Maintenance Edit

Irvoice Ertry Edt  »

Document Entry Edt  »

Invaice Delete Yes W

Group Entry Approval Yes W

EDI Rewvigw Edit

Group Entry Edit &

Irveoice Matching Ecit v

Cost Discrepancy Maintenance Mone v

Guantity Discrepancy Maintenance Mone v

VAT Discrepancy Maintenance Mone v

(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W

Desl Documert Approval Ves v

Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek

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

, Daia Source mms10 Log
Paih dminioct]_en
User Group Members

User Group Admin

Available Members Selected Members
Select Group = Select Group =
r User All - ] User All
In User, Dema 1 Dema Users ] User, Admin Admin
r User, Detno 2 Dema Users
r User, Demo 3 Demo Users
r User, Demo 4 Demo Users
r User, Demo 5 Demo Users
r User, Deno & Dema Users
= User, Limited Privs Limited Privs Users ;I

L

[ [
Cancel |

Retek
User Group Members window
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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.

Click the right arrow LI button to move the users into the Selected Members column.

Click OK to save any changes and close the window.

Delete a user from a group
= Navigate: On the Administration tab, click User Group Maintenance. The User Groups

window opens.

Yo are logged @ as: Sbmin Teer ADRMIN DB URL: jdbc:oracle thin: @mepden3o; 1521 devrtli 11, Data
Soumrce: ohc 10 Log Pathe A0 1Amebadmiocdj_evmeefocdj904 _reinl LEeLogstct  Anfoentication:

DATABRLEE
User Groups
Select User Group ;I

[ Acdmin

- Demo Users

[ Limited Privs Users

hd
ok | mew| Edt| wiew| copy| Desete |

Retek 73)

User Groups window
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1. Select a user group.
2. Click Edit. The User Group Details window opens.

Uzer Group “—

System Options Edt &

Supplier Options Edt &

User Group Maintenance Edt &

Reason Code Maintenance Edit  »

General Leduer Accourt Maintenance Edt

Talerance Maintenance Edit

Irvoice Ertry Edt  »

Document Entry Edt  »

Invaice Delete Yes W

Group Entry Approval Yes W

EDI Rewvigw Edit

Group Entry Edit &

Irveoice Matching Ecit v

Cost Discrepancy Maintenance Mone v

Guantity Discrepancy Maintenance Mone v

VAT Discrepancy Maintenance Mone v

(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W

Desl Documert Approval Ves v

Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek

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

, Daia Source mms10 Log
Paih dminioct]_en
User Group Members

User Group Admin

Available Members Selected Members
Select Group = Select Group =
r User All - ] User All
In User, Dema 1 Dema Users ] User, Admin Admin
r User, Detno 2 Dema Users
r User, Demo 3 Demo Users
r User, Demo 4 Demo Users
r User, Demo 5 Demo Users
r User, Deno & Dema Users
= User, Limited Privs Limited Privs Users ;I

L

[ [
Cancel |

Retek
User Group Members window
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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 LI button to move the users into the Available Members column.

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

Assign a department/class to a user group

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

Yo are logged @ as: Sbmin Teer ADRMIN DB URL: jdbc:oracle thin: @mepden3o; 1521 devrtli 11, Data
Soumrce: ohc 10 Log Pathe A0 1Amebadmiocdj_evmeefocdj904 _reinl LEeLogstct  Anfoentication:

DATABRLEE
User Groups
Select User Group ;I
[ Acdmin
- Demo Users
[ Limited Privs Users
hd
ok | mew| Edt| wiew| copy| Desete |

Retek 73)

User Groups window
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Select a user group.

Click Edit. The User Group Details window opens.

Uzer Group “—

System Options Edt &

Supplier Options Edt &

User Group Maintenance Edt &

Reason Code Maintenance Edit  »

General Leduer Accourt Maintenance Edt

Talerance Maintenance Edit

Irvoice Ertry Edt  »

Document Entry Edt  »

Invaice Delete Yes W

Group Entry Approval Yes W

EDI Rewvigw Edit

Group Entry Edit &

Irveoice Matching Ecit v

Cost Discrepancy Maintenance Mone v

Guantity Discrepancy Maintenance Mone v

VAT Discrepancy Maintenance Mone v

(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W

Desl Documert Approval Ves v

Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek
User Group Details window
Click Department/Classes. The User Group Department/Classes window opens.

Vona 4 cer AT 1 eurtkll, Dada Source: mucl0 Log Pafh: Al lAmbadmindocd] 04 _reinll/ fet Anofhendicadion:
DAT. E

User Group Department/Classes

User Group Admin

Available Department/Classes Selected Department/Classes
Select Group =] Select Group -]
r Department  DeptID Class Class ID lm r Department Dept ID Class Class ID Al >
I© activewear 1414 Sports Clothes 1000 Dema Users Horecords found
T Furniture SE78 Bedroom Sets 1002 Demo Users
™ Furniture SE78 Dining Sets 1001 Demo Users
™ Furniture 5678 Lounge Suites 1000 Demo Users
T Glassware 1234 Decoration 1001 Demo Users
I Glassware 1234 Dining 1000 Demo Users
T Kitchenware 1221 Ltensils 1000 Demo Users ;I
T outerware 1313 Cold Weather 1000 Demo Users
T Small Applisnces 2345 Bathroom Apaliances 1001 Demo Users ;I
I Small Applisnces 2345 Kitchen Applisnces 1000 Demo Users
I Sportswear 3458 Business 1001 Demo Users
I Sportswesr 3458 Cazual 1000 Demo Users
T wiomens shoes 4567 Business 1000 Demo Users
T wiomens shoes 4567 Casusl 1001 Demo Users
T womens shoes 4567 Sport 1002 Demo Users

&l (&l
- Cancel |

Retek
User Group Department/Classes window
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4. In the Available Department/Classes column, select the check box in the Select column next
to each department/class you want to add to the user group.

L Note: To select all department/classes, select the check box in the header area.
5. Click the right arrow LI button to move the department/classes into the Selected
Department/Classes column.
6. Click OK to save any changes and close the window.

Delete a department/class from a user group

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

DATABLSE
User Groups
Select User Group ;I
[ Admin
[ Demao Lsers
- Limited Privs Users
e
ok | mew| Ect| wiew| copy| Desete |

Retek 79)

User Groups window
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Select a user group.

Click Edit. The User Group Details window opens.

Uzer Group “—

System Options Edt &

Supplier Options Edt &

User Group Maintenance Edt &

Reason Code Maintenance Edit  »

General Leduer Accourt Maintenance Edt

Talerance Maintenance Edit

Irvoice Ertry Edt  »

Document Entry Edt  »

Invaice Delete Yes W

Group Entry Approval Yes W

EDI Rewvigw Edit

Group Entry Edit &

Irveoice Matching Ecit v

Cost Discrepancy Maintenance Mone v

Guantity Discrepancy Maintenance Mone v

VAT Discrepancy Maintenance Mone v

(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W

Desl Documert Approval Ves v

Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek
User Group Details window
Click Department/Classes. The User Group Department/Classes window opens.

Vona 4 cer AT 1 eurtkll, Dada Source: mucl0 Log Pafh: Al lAmbadmindocd] 04 _reinll/ fet Anofhendicadion:
DAT. E

User Group Department/Classes

User Group Admin

Available Department/Classes Selected Department/Classes
Select Group =] Select Group -]
r Department  DeptID Class Class ID lm r Department Dept ID Class Class ID Al >
I© activewear 1414 Sports Clothes 1000 Dema Users Horecords found
T Furniture SE78 Bedroom Sets 1002 Demo Users
™ Furniture SE78 Dining Sets 1001 Demo Users
™ Furniture 5678 Lounge Suites 1000 Demo Users
T Glassware 1234 Decoration 1001 Demo Users
I Glassware 1234 Dining 1000 Demo Users
T Kitchenware 1221 Ltensils 1000 Demo Users ;I
T outerware 1313 Cold Weather 1000 Demo Users
T Small Applisnces 2345 Bathroom Apaliances 1001 Demo Users ;I
I Small Applisnces 2345 Kitchen Applisnces 1000 Demo Users
I Sportswear 3458 Business 1001 Demo Users
I Sportswesr 3458 Cazual 1000 Demo Users
T wiomens shoes 4567 Business 1000 Demo Users
T wiomens shoes 4567 Casusl 1001 Demo Users
T womens shoes 4567 Sport 1002 Demo Users

&l (&l
- Cancel |

Retek
User Group Department/Classes window
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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 select all department/classes, select the check box in the header area.
5. Click the left arrow LI button to move the department/classes into the Available
Department/Classes column.
6. Click OK to save any changes and close the window.

Assign alocation to a user group

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

M DB URL o thi :1521:deumtl 11, Dada
drirsocdj_ et 3 1114 1 Aarfhvendication:
DATABLSE
User Groups
Select User Group ;I
[ Admin
[ Demao Lsers
- Limited Privs Users
=l
ok | mew| Ect| wiew| copy| Desete |

Retek 79)

User Groups window
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1. Select a user group.
2. Click Edit. The User Group Details window opens.

Uzer Group “—

System Options Edt &

Supplier Options Edt &

User Group Maintenance Edt &

Reason Code Maintenance Edit  »

General Leduer Accourt Maintenance Edt

Talerance Maintenance Edit

Irvoice Ertry Edt  »

Document Entry Edt  »

Invaice Delete Yes W

Group Entry Approval Yes W

EDI Rewvigw Edit

Group Entry Edit &

Irveoice Matching Ecit v

Cost Discrepancy Maintenance Mone v

Guantity Discrepancy Maintenance Mone v

VAT Discrepancy Maintenance Mone v

(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W

Desl Documert Approval Ves v

Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

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

A Teer ADMIM DB URL by k11, Data Seurce: nns10 Log Path: A0 1Azebs o 04 _renm st Anpfhvendication.
DATAB

User Group Locations

User Group Admin

Available Locations Selected Locations
Select Loc Type ;I Select Loc Type =
] Location Loc ID m Group N Location Loc ID Al hd Group

Ho records found [~ Edina 1000001000 Store &

I~ Fargo 1000000000 Store &

[T Minneapaoliz 1000000001 Stare 8

[T hadizon 1000000002 Stare 8

[~ Peoria 1000000003 Store 8

[T Sioux Falls 1000000004 Store 8

|| T oakand 1000000005 Store &

[~ Hermosa Beach 1000000006 Stare 8
[~ Fresmo 1000000007 Stare -

;I [T Houston 1000000010 Stare g

[T Mew York City 1000000012 Stare 8

[T Buftao 1000000013 Store 8

[T Batimore 1000000014 Store 8

[~ Savennah 1000000016 Stare 8

[ Charlotte 100000001 7 Stare 8

[T cCharleston 1000000018 Stare 8
;I [T Jacksonvile 1000000019 Stare 8 ﬂ

- Cance

Retek 73/

User Group Locations window
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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.

Click the right arrow LI button to move the locations into the Selected Locations column.

Click OK to save any changes and close the window.

Delete a location from a user group
= Navigate: On the Administration tab, click User Group Maintenance. The User Groups

window opens.

Yo are logged @ as: Sbmin Teer ADRMIN DB URL: jdbc:oracle thin: @mepden3o; 1521 devrtli 11, Data
Soumrce: ohc 10 Log Pathe A0 1Amebadmiocdj_evmeefocdj904 _reinl LEeLogstct  Anfoentication:

DATABASE

User Groups
Select User Group ;I
[ Acdmin
- Demo Users
f Limited! Prive Lsers
=
ok | mew| Edt| wiew| copy| Desete |

Retek 73)

User Groups window
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1. Select a user group.
2. Click Edit. The User Group Details window opens.

Uzer Group “—

System Options Edt &

Supplier Options Edt &

User Group Maintenance Edt &

Reason Code Maintenance Edit  »

General Leduer Accourt Maintenance Edt

Talerance Maintenance Edit

Irvoice Ertry Edt  »

Document Entry Edt  »

Invaice Delete Yes W

Group Entry Approval Yes W

EDI Rewvigw Edit

Group Entry Edit &

Irveoice Matching Ecit v

Cost Discrepancy Maintenance Mone v

Guantity Discrepancy Maintenance Mone v

VAT Discrepancy Maintenance Mone v

(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W
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Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek
User Group Details window
3. Click Locations. The User Group Locations window opens.
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;I [T Jacksonvile 1000000019 Stare 8 ﬂ

- Cance

Retek 73/

User Group Locations window
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4. In the Selected Locations column, select the check box in the Select column next to each
location you want to remove from the user group.

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

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

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

Assign areason code to a user group

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

Yo are logged @ as: Sbmin Teer ADRMIN DB URL: jdbc:oracle thin: @mepden3o; 1521 devrtli 11, Data
Soumrce: ohc 10 Log Pathe A0 1Amebadmiocdj_evmeefocdj904 _reinl LEeLogstct  Anfoentication:

DATABASE

User Groups
Select User Group ;I
[ Acdmin
- Demo Users
f Limited! Prive Lsers
=
ok | mew| Edt| wiew| copy| Desete |

Retek 73)

User Groups window
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1. Select a user group.
2. Click Edit. The User Group Details window opens.

Uzer Group “—
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Invaice Delete Yes W
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(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W

Desl Documert Approval Ves v

Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek
User Group Details window
3. Click Reason Codes. The User Group Reason Codes window opens.
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[~ aas Requires Reroute Guantity Discrepancy 8
Location
action
aty Short
Claim-
[~ aso Requires Reroute Guantity Discrepancy
Arrnints

Cancel

User Group Reason Codes window
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4. In the Available Reason Codes column, select the check box in the Select column next to
each reason code you want to add to the user group.

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

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

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

Delete areason code from a user group

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

521:deumtlil], Data

unfhvendication:
Select User Group ;I
[ Admin
[ Demao Lsers
- Limited Privs Users
=l
ok | mew| Ect| wiew| copy| Desete |

Retek 79)

User Groups window

113



Retek Invoice Matching

1. Select a user group.
2. Click Edit. The User Group Details window opens.

Uzer Group “—

System Options Edt &

Supplier Options Edt &

User Group Maintenance Edt &

Reason Code Maintenance Edit  »
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Talerance Maintenance Edit
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Irveoice Matching Ecit v
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Guantity Discrepancy Maintenance Mone v

VAT Discrepancy Maintenance Mone v

(Cost Discrepancies Review: Mone v

Guantity Discrepancies Review Hone v

Accounts Payable Review Wes W

Desl Documert Approval Ves v

Hote: To activate any user group changes made, the user must first log out of Retek Invoice Matching.
ﬂ Members ‘ ‘ | Reason Codes | Cancel |

Retek
User Group Details window
3. Click Reason Codes. The User Group Reason Codes window opens.
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Claim-
[~ aas Requires Reroute Guantity Discrepancy 8
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[~ aso Requires Reroute Guantity Discrepancy
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Cancel

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

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

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

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

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:

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

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

Procedures

Define the tolerance level for the system

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

oms LU ] £ s il A
Tolerance Maintenance

Tolerance Level
' supplier I g
L Supplier Traitl %
C Departmert I g
o Swyatem

Cancel |
Retek 7z

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

ed inoac: Sdmin Ts ! i e Le thin: dF el 11, Data Soumce:
ot 1l Log Path: A0 lArbadmin Q04 _reim st Aanfhendicadion: DATABASE
Tolerance Maintenance Deta
olerance Level: System
Difference In
Tolerance |2l ;I Favor
of I.&II vI
Lower
Delete Difference In Limit Upper Limit
r Tolerance Favor OF Inclusive Exclusive Tolerance VYalue
IrvoiceDocument ;
o Line ftem cost Retailer F0.0000 F1 ,DDD,DDD,DDD.DDDD' T5%
InvoiceDocument .
[ Line ftem Cost Supplier $0.0000 1 ,DDD,DDD,DDD.DDDD' 10%
IrvoiceDocument )
I e Retailer $0.0000 1 ,DDD,DDD,DDD.DDDD' 2%
InvoiceDocument .
[ Y —, Supplier $0.0000 1 ,DDD,DDD,DDD.DDDDI S0%
IrvoiceDocument .
I e Lz (e Retailer 0 1,DDD,DDD,DDD| 1%
[ nveleeDocument o e ) 1,000,000,000 | 0.5%
Line tem Gy ! : ! _
w| [TEEEDTEANEL g ) 1,000,000,000 | 30%
Summaty Gty L
IrvoiceDocument )
r oy s Supplier 0 1,EIDEI,EIDEI,EIEIEI| 20%
oK | ORepest | Refresh | add | Derauis | Delete | cancel

Currency GBP

[
Tolerance
Type

Percent
Percent
Percent
Percent
Percent
Percent
Percent

Percent

I
|

Retek )]

Tolerance Maintenance Detail window
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 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 the system

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

devrtl 11, Data Soumce:

Aarfhendicadion: DA TARLSE

Tolerance Level
C Supplier I g
O supplier Traitl g
& Department | g
System

]

Cancel |
Retek 2/

Tolerance Maintenance window
1. Inthe Tolerance Level column, select System.

2. Click Next. The Tolerance Maintenance Detail window opens.
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Retek 73/

Tolerance Maintenance Detail window
3. Inthe Delete column, select the type of tolerance you are deleting.

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

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

:11, Data Soumce:

LTARLEE

Tolerance Level
C Supplier I g
Supplier Traitl g
Department | g
System

0

]

Cancel |
Retek 2/

Tolerance Maintenance window
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 E 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 E 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 = button and select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.
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Won are logged in as ity zer AT DB URL: jdbe:ors @repdena: 1521 deurtli1], Daka Source:
ons 1] Log Path: S0 lArcbadmindocd_sreesfocd 904 _reim ] LFeLozs st Andfhendication: DATABOSE

Tolerance Maintenance Detail

olerance Level: System
Difference In
Tolerance IA" LI Favor
Of I.&II vI
Delet Lower ;I
el Difference In Limit Upper Limit Tolerance
I Tolerance Favor OF Inclusive Exclusive Tolerance VYalue Tvpe
ImvaiceDacument .
I Line ftem Cost Retailer F0.0000 §1 ,DDD,DDD,DDD.DDDD' T5% Percent
ImvaiceDocument )
[ Line fam Cost Supplier F0.0000 $1 ,DEIEI,DDD,EIDD.DDDDI 10% Percent
ImvaiceDocument ]
I SUmmMary Cost Retailer F0.0000 1 ,DDD,DDD,DDD.DDDD' 2% Percent
ImvaiceDocument )
H ST G Supplier F0.0000 $1 ,DEIEI,DDD,EIDD.DDDD' 0% Percent
InwoiceDocument ;
' Line tem Gty Retailer 0 1,IIIIIIIZI,IIIIIIIZI,IIIIIIIZI| 1% Percent
ImvaiceDocument :
- Lne fimi G Supplier 0 1,IIIIIIIZI,IIIIIIIZI,IIIIIIIZI| 0.5% Percent
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Retek 73/

Tolerance Maintenance Detail window
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.

© © N o g 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 opens.

:11, Data Soumce:
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Department | g
System

0
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Cancel |
Retek 2/

Tolerance Maintenance window
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 E 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 E 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 = button and select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.
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3.

N
4.
5.
6.
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Tolerance Maintenance Detail window
In the Delete column, select the type of tolerance you are deleting.

Note: To select all tolerances, select the check box in the header area.
Click Delete. You are prompted to confirm the deletion.
Click OK. The tolerance is deleted from the system.

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

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

:11, Data Soumce:

LTARLEE

Tolerance Level
C Supplier I g
Supplier Traitl g
Department | g
System

0

]

Cancel |
Retek 2/

Tolerance Maintenance window
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 E 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 E 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 = button and select a department.

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

Accounts Payable: The amount due to a creditor on an account.

Accounts payable reviewer: The user who can review invoices from a supplier. Also seen as AP reviewer.
Action: The type of task that will be accomplished for the module.

Amount: The monetary number or quantity.

AP reviewer: The accounts payable (AP) associate that reviews the invoices from a supplier.

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

Avail Total Qty: The unmatched quantity from a partially matched receipt.

B

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

C

Calc tolerance %: The percentage by which header and detail amounts can differ and still be considered
equal. This is used to account for insignificant errors in rounding between header and detail level
totals. For example, a header may show an invoice total as $1025.31, while the detail area may
show it as $1025.308. If the percentage difference is less than the calc tolerance %, the amounts
will be considered equal.

Calculated count: The number of invoices in the group that have been entered to this point.
Calculated total: The total monetary amount of the invoices that have been entered into the system.

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

Child invoice ID: A unique number that identifies an invoice that originated from an invoice with multiple
locations.

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

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

Class: The fifth level in the merchandise hierarchy. The class breaks down the merchandise hierarchy. A
class can belong to one department.

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

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

Comments: Additional information added to a record.

125



Retek Invoice Matching

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

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

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

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

Cost: The amount of money that must be paid to take ownership of something; expense or purchase price.

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

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

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

Cost variance: The amount of difference between the invoice cost and the receipt cost.

Create ID: The user name of the person who entered the group.

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

Credit memo prefix-cost: The prefix that indicates a document is a credit memo due to cost.
Credit memo prefix-qty: The prefix that indicates a document is a credit memo due to quantity.

Credit note: A response from the supplier indicating agreement to the terms outlined in a credit note
request. A credit note may also be sent by a supplier without a credit note request being sent to the
supplier.

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

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

Credit note request prefix-qty: The prefix that indicates a document is a credit note request due to
quantity.

Cross reference: The association between a general ledger account number and a RelM transaction code.
Currency: Coins, treasury notes, and banknotes in circulation, used as the medium of exchange.

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

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

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

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

Deal: The agreement between a retailer an a vendor for rebates or discounts applied to an item when
ordered from the supplier or sold to the customer in certain quantities.

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

Debit memo prefix-cost: The prefix that indicates a document is a debit memo due to cost.
Debit memo prefix-qty: The prefix that indicates a document is a debit memo due to quantity.

Debit Memo Send Days: The number of days following the receipt of an invoice before a debit memo can
be sent out.

Debit memo VAT prefix-qty: The prefix that indicates a document is a debit memo due to VAT quantity.

Default header VAT from details: Indicates whether header level VAT information must be entered
before invoice details can be entered. Set to Yes to be able to proceed to the details screen without
entering VAT information. Set to No to require VAT information in the header before invoice
details can be entered.

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

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

Department ID: The number that identifies a department. Each department ID within a group is unique.
Description: The name or identifying note for an ID or code.

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

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

Document: Accounting paperwork. Document can refer to invoices, debit memos, credit notes, credit note
requests and credit memos.

Document cost: The total cost of the items from the document.
Document date: The date the document was created.

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

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

Document history days: The length of time documents stay the RelM system before they are purged.
Document ID: A unique number that identifies a document. Also seen as Document number.

Document type: The type of document. The types of documents that RelM supports are: Merchandise
Invoices, Non-Merchandise Invoices, Credit Memo - Cost, Credit Memo - Quantity, Credit Notes,
Credit Note Request - Cost, Credit Note Request - Quantity, Debit Memo - Cost, Debit Memo -
Quantity. Also seen as Doc type.
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Due date: The date that invoice payment is due to a supplier. The due date is calculated based on the
document date and the number of days defined as part of the term.

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

Earliest due date: The soonest date that an invoice must be paid.
EDI invoice: An invoice that has been entered into the system via electronic data interchange (EDI).

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

Entry date: The date an invoice or group of invoices was entered into the system.
Exchange Rate: The factor used to convert a monetary amount of one currency to another.
Extended cost: The total cost of an invoice after unit cost is multiplied by invoice quantity.

Extended cost variance: The difference between the invoice extended cost and the purchase order
extended cost.

F

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

G

General Ledger: A company's accounting records. It contains all of the financial accounts and statements.
Group: The sixth level of the merchandise hierarchy.

Group entry: The manual entry of multiple invoices at a single time. An ID is assigned to each invoice
group entered.

Group ID: The number that identifies a group of invoice. Each group ID is unique.

Include VAT Processing: Indicates whether RelM should check for Value Added Tax on invoices and
differences between the Value Added Tax on invoices and receipts.

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

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

Invoice date: The date the invoice was created.

Invoice date range: The series of dates when the invoice was issued by the supplier.

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

Invoice quantity: The total number or amount of an item on an invoice. Also seen as Invoice qty.
Invoice quantity variance: The difference between the invoice quantity and the receipt quantity.
Invoice status: The status of the invoice indicates where in the matching process.

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

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

Linked supplier: A linked supplier is two or more suppliers that are connected within the system. For
example, a receipt to the supplier can be matched to purchase orders from any of the linked
suppliers.

Location: The store or warehouse involved in an event. In the system, the location field or column will
display the location number, the location description, or both.

Location description: The name or identifying note for a location.
Location ID: The number that identifies a location.
Location type: Indicates whether the location is a store or a warehouse.

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

M

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

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

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

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

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

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

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

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

Multi-unresolved match: An invoice can be matched to more than one receipt. Alternatively, a receipt can
be matched to more than one invoice. Manual intervention is required to define the match.
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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-merchandise invoice: Bills for non-merchandise costs only. Non-merchandise invoices can not
contain items. Either suppliers or partners can create non-merchandise invoices.

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

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

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

O

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

Order comments: Comments associated with the purchase order.
Order cost source: Indicates the source of the cost, as stated on the purchase order.
Order Number: The identifying number on a purchase order.

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

Order UPC: Indicates the UPC associated with the item.

Original Order Cost: The cost of the purchase order after the off invoice deals are deducted.
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P

Parent invoice ID: A unique number that identifies an invoice with multiple locations.

Partner: A person or entity that has an association with your organization in various areas of the
procurement process. Partners can include those involved in transporting goods, escheatment,
providing credit, and providing services. A partner does not provide items for resale to a retailer.

Past due indicator: When selected, indicates that the due date for the invoice has passed.

Payment date: The date the invoice was paid.

Post dated document days: How many days old a document can be when entered into the system.
Posted: The matched invoice and receipt has been exported to an external accounts payable system.

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

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

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

Q

Quantity: The total number of an item.

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

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

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

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

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

Quantity variance: The amount of difference between the invoice quantity and the receipt quantity.
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Ready for match: The invoice has not been matched to a receipt. The match is based on a common
supplier, purchase order, and location.

Reason code: The resolution or reason that is applied to an event that occurs within a system.

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

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

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

Receipt quantity: The number of item that were received at the location

Receiving location: The store or warehouse where the items arrived.

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

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

Resolve by date: The date by which invoice issues should be completed by in order to pay the invoice.
Reviewer group: Indicates which group will review the invoice discrepancy.

ROG: Receipt of goods.

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

Route date: The day the invoice was sent for discrepancy review.

S

Segment 1 - 10: Used to build the correct account numbers and ensure that transactions are
credited/debited from the appropriate financial accounts.

Segment label: The name for the numeric section of the account number.
Segment position: The place in the account number where the segment label is found.

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

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

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

Summary matching: The process of comparing invoice and receipt totals to find matches or discrepancies.
Supplier: The person or entity that provides items to a retailer.
Supplier name: The name or identifying note for a supplier. Also seen as Supplier, Supp name.

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

Supplier Trait: An attribute assigned to a supplier.

System: Retek Invoice Matching (RelM). When 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.
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T

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

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

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

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

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

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

Total items: The number of items on an invoice.

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

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

Total quantity variance: The difference between the invoice quantity and the and the receipt quantity.

U

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

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

Unit Cost: The cost per unit of the item.
Unit cost variance: The difference between the current order cost and the current invoice cost.
Unit cost variance percent: The percentage representation of the unit cost variance.

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

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

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

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

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

134



Glossary

V

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

VAT: Value Added Taxes. A common taxation system that adds taxes when value is added to the
production of items. It applies to both the purchase and sale of items.

VAT document creation level: Indicates whether VAT debit memos and VAT credit note requests are
created at the Item or Full Invoice level.

VAT resolution due days: The number of days VAT discrepancies should be resolved in.

VAT validation type: The method the system uses when matching Value Added Tax amounts. VAT
Resolution requires the VAT on the invoice and receipt to match. Invoice VAT uses the VAT on
the invoice. System VAT uses the VAT on the receipt.

Vendor: A generic, inclusive term used to mean either partner or supplier.
Vendor description: The name of the vendor.

Vendor Type: See Vendor.
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