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Customer Support

Customer Support hours:

8AM to 5PM Central Standard Time (GMT-6), Monday through Friday,
excluding Retek company holidays (in 2002: Jan. 1, May 27, July 4,
July 5, Sept. 2, Nov. 28, Nov. 29, and Dec. 25).

Customer Support emergency hours:

24 hours a day, 7 days a week.

Contact Method Contact Information

Phone US & Canada: 1-800-61-RETEK (1-800-617-3835)
World: +1 612-587-5000

Fax (+1) 612-587-5100

E-mail support@retek.com

Internet www.retek.com/support

Retek’s secure client Web site to update and view issues
Mail Retek Customer Support

Retek on the Mall

950 Nicollet Mall

Minneapolis, MN 55403
When contacting Customer Support, please provide:

e Product version and program/module name.

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

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

e Screen shots of each step you take.
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Chapter 1 — Introduction

This user guide provides you with the information to effectively use the Retek
Trade Management application. The Retek Trade Management user guide is part
of the four-volume Retek Merchandising Solution Set, consisting of the
following user guides:

e Retek Merchandising System

e Retek Sales Audit

e Retek Trade Management

e Retek Invoice Matching

The topics covered in this chapter are:

e What is Retek Trade Management?

e Purpose of this guide

e Prerequisites

e Retek Merchandising Solution Set overview

e Related documentation

What is Retek Trade Management?

Retek Trade Management (RTM) works with Retek Merchandising System (RMS),
which is Retek’s core transaction system. RMS includes key retailing functions
such as item maintenance, pricing and promotion management, supplier and
location maintenance, and purchasing and receiving.

RTM automates the international procurement process by linking partners in the
supply chain so that information moves with the product through the sourcing,
buying, and delivery process. RTM provides the infrastructure for effectively
managing the import process. A highly scalable solution, RTM is designed to
meet the needs of both large and small retailers with growing import businesses.
By managing file exchanges with trading partners and providing a central
database of critical import order information, RTM ensures a single version of
the truth, which retailers can rely on when making decisions to buy, track, and
move international merchandise.
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Purpose of this guide

This user guide concentrates on how to use the components of Retek Trade
Management. It provides you with:

Overviews of each functional area within the application, including the
business processes, reports, and system administration functions pertaining to
the module.

Step-by-step procedures for completing the specific tasks.

Prerequisites

This user guide makes no assumption about your experience using the RTM
software application. It does assume the following:

You are familiar with operating a personal computer (PC), keyboard, and
mouse.

You are familiar with Microsoft Windows 98 operating systems or higher
and Internet Explorer 5.0 web browser or higher.

All components of the software application have been successfully installed.
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Retek Merchandising Solution Set overview

The Retek Merchandising Solution Set is divided into the following four
volumes. You may refer to one of the following volumes for specific product
information:

Volume 1 Retek Merchandising System
Chapter 1: Introduction

Chapter 2: Getting started

Chapter 3: Foundation data
Chapter 4: Item maintenance
Chapter 5: Purchasing

Chapter 6: Price management
Chapter 7: Inventory control
Chapter 8: Replenishment

Chapter 9: Financial management
Chapter 10: User and grouping tools
Chapter 11: System administration

Volume 2 Retek Sales Audit

Chapter 1: Introduction

Chapter 2: Getting started
Chapter 3: Foundation data
Chapter 4: Automated totaling
Chapter 5: Automated audit
Chapter 6: Import and export data

Chapter 7: Interactive audit

Chapter 8: Audit trail
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Volume 3 Retek Trade Management

Chapter 1: Introduction

Chapter 2: Getting started

Chapter 3: Harmonized tariff schedules
Chapter 4: Letter of credit

Chapter 5: Transportation

Chapter 6: Customs entry

Chapter 7: Obligations

Chapter 8: Actual landed costs

Volume 4 Retek Invoice Matching
Chapter 1: Introduction
Chapter 2: Getting started

Chapter 3: Invoice matching
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Related documentation

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

Name of Manual Description

Installation Guide Hardware/software/browser

requirements

Installation instructions

Operations Guide Dataflows within RMS

Dataflows between RMS and other
Retek products

Dataflows between Retek products
and third-party software applications.

Functional overviews of batch
programs.

Detailed designs of batch modules.

Data Model o Relational integrity diagrams
e Table names and descriptions
e Column summaries
e Primary and foreign keys
e Check constraints

Online Help e Online help available with the

application
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Chapter 2 - Getting started

This chapter shows you how to log on to and exit the system. An introduction to
the navigation and help features is also provided.

Log on to and exit the system

How you access the system depends on how the system is set up at your location.
Contact your system administrator for instructions. After you have started the
system, you are prompted to log on.

Log on to the system

Copyright 2002 Retek, Inc.

These programs are confidential materials abtained
under license. Froperty of Retek, Inc. All fights resened.
Do not copy. publish or diselose all of any porion.

RESTRICTED RIGHTS NOTICE
The software and
RIGHTS. Use, du
set forth in the lice

Username:
Passware:
Connect String:

provided with RESTRICTED
is subjectfo restrictions as

Retek Merchandising System

RMS Logon window

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

3 In the Connect String field, enter the name of the database that you want to
access.

4  Click Logon. The Retek Enterprise Start window is displayed.

Exit RMS

‘ All Folders
Action menu

S Navigate: From the Action menu, select Close.

e Repeat this action until all the windows are closed and the program closes.
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Navigation

After you log on to the system, the main menu is displayed within the Retek
Enterprise Start window. Until you are familiar with the main menu setup, you
may find it easier to use the search feature in order to find an element.

Search for a folder or element on the main menu

1  On the Retek Enterprise Start window, enter a partial description of the
folder or element in the Search field.

BlRstek Enterprise Start (rtkstrt) o0

& SMAS 3
All Folders caontents Of Action
> @@ 1 Sales Audit
B0 tems: [ currency Exchange Types
&7 Pricing [EE| Merchandise Hierarchy
-7 Finance (| Organizational Hisrarchy
-] Ordeting =}z Retek Farecasting
G- Invertory | view Reports
B cantrol
E H @ ]| ‘ Search E g ‘ Open o]t +

Retek Enterprise Start window

2 Click the Search Forward L*| button or the Search Backward icon.

3 When prompted that the folder or element has been found, click OK.

4 If the folder or element is not the one you want, click the Search Forward
button or the Search Backward button to continue the search.

5  When the desired folder or element is found, you can:

= Select the folder to display its contents. The subfolders and elements are
displayed on the right side of the window.

= Select the element and click Open. An element is most often a window
(also referred to as form). An element can also be a Web page, an
internal item, a user application, or an Oracle report.
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Access the options on the menu bar

The menu bar is located near the top of the application window. It provides
access to menus that are specific to the window that is currently displayed.

< Navigate: On the menu bar, select the menu. A list of options is displayed.
e Select the desired option.

The menu options may cause another window to open or some action to
occur. Some of the possible actions include:

= Access to another task that is related to the current task is provided
(Options menu).

= A predefined set of fields replaces the fields that are currently displayed
on a table (View menu).

= The currency in which monetary amounts are displayed is changed
(Options menu).

In the Items module, several windows have an Options list displayed on the left
side of the window. Each option is a hyperlink that provides access to another
window related to the current task. Click on the hyperlink to access the window.

Navigate a window

Generally, you press the tab key in order to move from field to field within a
window. You can also click on a field in order to place the cursor there.

You can use the mouse or the keyboard to activate a button on a window. The
label on most buttons contains one underlined letter. You can press the Alt key
plus the underlined letter on the keyboard in order to activate the button. If you
prefer to use the mouse, you can click the button.
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Window tools

There are several tools within a window that you should become familiar with.

These tools simplify the data entry process.

List of Values button

The List of Values (LOV) button queries the database for a list of values.

Click the LOV button to display the popup window. You choose the appropriate

value from the popup window that displays the results of the query. The LOV

button is found to the right of a field. If the field is a two-part field where the
first field requires an ID or code and the second field requires a description, the

LOV button is found between the two fields.

(iternfind)

Action | Ediit ftem

7]

fem [ ]

ftem Mumber Type [

Stetus W

Department ! @ l

s | ]
Subclass | JE
s | &
ww &
Retai zenecro | JE|

ftem [
Description

Findf

Department

Activevear
CMF Dept

CMO retest DEPT
CMVY Pet Dept
Climbing Equipmert
Dy

D test

Deal Test Dept

Eind Cancel

(=T

] [ Search ] l BEGE

][ Retresh ][

Close

List of Values window

2 Navigate: Click the LOV button to begin the query. A List of Values

1

2 Click OK. The selected value is entered in the text field or fields.

Select a value from the list.

window displays the results of the query.

For some fields, usually item fields, you are prompted to enter a partial
description before the query can begin. This reduces the results to a more
manageable number.
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Drop-down list

Some fields can only accept values from a predefined list of values. Such fields
have a down arrow button to the right of the text field.

EEEERR

Actinn | Mew fem
Wigw llem
Exlit ftem

lizm Meww From Existing

Meww Retaill Change

Departmert ‘ El Pack ftem l:l
Class ‘ El
Subclass | £
Supplier ‘ El
w [ B
Retail Zone Group ‘ El

Ok Sesteh Back: Refresh Cloge
Drop-down list

1  Click the down arrow button.

2 Select a value from the drop-down list. The value is entered in the data entry
field.
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Calendar button

The calendar button allows you to view a monthly calendar and select a date.

Click the calendar button to display the calendar. The button is found to the
right of a date field. When you select a date from the calendar, you need not be
concerned about the format of the date. The system enters the date for you in the

correct format.

& Retail Price C

e (peskust)
@
Price Change 16200 Status
£ Date Entry (date) Y,
Effective Date F Calc. Impact ﬂ
Pricing Lewel | Store :] MAR w2001 :] ore Zone Graup ‘T
= SunMorTus WedThuFri Sat ]
[ ] ]
Vendor Funded Markdown —— i] i] i] l] i]ﬂ]
CJFunded 1] 12] 13] 14] 18] 18] 17] DealDetsiD | E
a0 /2] 2] 2 |
botnertpe || B]m z]m|njn)n] )
[ Build D E] Detais: ] [ Retresh ]
Cancel
- Event-Level Price Change Default |
——————————————— Single Unit Retall 7 Wi Unit Retail
Encl=: Mutti

Currency Type

Amount O Adjust

In Mutti-Units: Iuiti-Retail LICihd

) [ N [ N = S— | .
e &

[ ) B E
[ ) [ &
I ] E E
[ QK ] [ Locations ] [ fterm ] [ Conflicts ][ Cancel ]
Date Entry window

1  Click the calendar button. The Date Entry window displays the current

month and year.

2 To display a preceding or succeeding month, click the left arrow E‘ button

or right arrow utton. You can also click the down arrow button by the
month field and select the month from the drop-down list.

3 To display a different year, click the down arrow next to the year field and
select the year from the drop-down list.

4  Select a date. The value is entered in the date field.



Chapter 2 — Getting started 13

Comments button

The comments button displays a text editor in which you can enter an extensive
note or description. The button is found to the right of a text field.

[# Suppliers

Retail By Zone
Locations

List Children

Simple Pack Setup
Simple Pack iew
Mass Change ftem
Mass Change ftemLoc
Replenishment
Substitute tems
SeazonsiPhases
Timelines

Ticket Type

Image

Imventory by Location
Saleslzsues by Location
Unavailable Inventory
User Defined Attributes
ttem Attributes

Import Aftributes
Required Documents
HTS

Eligikle Tariff Treatments
Wat Mairtenance
Apply Tax Codes
Crcler Detail

tterm Up Charges

ftern MNumber Type
Workshest

Submit

Approve

Approval Errors

tem Grandparent [

Department l 4 Foley ]

Class | 4|Foley ]

Subclazs [ 4 Foley ]
ttem Parent | 0002 |Foley's #2 tem Lavender:02 5 temLevel

0001 |Foley's #1 tem =)

ltem Type |Retek fiem Kumber: Tran Level

tem [ 1005230?0][Foley‘s #2 tem:Lavender.02 ]
Shott Desc: lFﬂ\ey's #1 tem ] Status [Apprnved ]
Attributes Pricing (EUR)
[AMerchandiss Retail Zone [

[ |Farecastable

[~1on Replenishment
[]cateh wWeight

[ Conatant Dimensions

[#Primary Ref. kem el

Caost Zane [

1DDD][Stnre Tone Group l Stwi&;:;;
1000 =] Location Zone G

][ ey ! Standard UOM -EA
Conversion Factor E

lu]

s | PRI YR

Stancy

Differentiators

CGroup @ valus Type

IS
I

O Eroup @ value Type
ol N/
~ | Comments ‘ ]

OK ] Cancel ]

[ Ok ] [ereate cmlaren] [RCOM Aﬂr\butes] [Qroc Attributes] [ Delete ] Cancel

Comments window

1  Click the comments button. The Comments window is displayed.

2 Enter the note.

3 Click OK to exit. The value is entered in the text field. If the note is longer
than the length of the text field, only the first part of the note is displayed.
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Access the online help
The online help can be accessed in the following ways:

e From the Help menu on the menu bar, select Contents. The Online Help
overview is displayed.

e Click the help button on the toolbar. Context sensitive help is displayed
for the window, which describes how the window helps you accomplish your
task.

There are three types of help topics: window topics, procedure topics, and
overview topics. The window topics provide you with a brief overview of the
window, field descriptions, button descriptions, and procedures related to the
window. The procedure topics provide you with the step-by-step instructions on
how to complete your task. The overview topics provide you with a module
overview, business process, report descriptions, and system administration
parameters related to the module.

You can look for topics by using one of the three help tools: Contents, Index, or
Search.
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The Contents tab displays the overview and the key procedures for each module.
The overview section describes the major functions of the module. The key
procedures provide you with the step-by-step instructions on how to complete

your task.

Cnnlenlsl \ndexl Search

(9 welcome
@ Capyright
B () Fourdation Data
Q Organizational Hierarchy
@ Merchandise Hisrarchy
= @ Suppliers
el

@ Search far a supplier
@ Create a supplier
@ Add an address for a supplier
@ Add a location to a supplier
@ Record retumn requirements for a sup
@ Bupers and Merchandisers
@ Paitners and Dulside Locations
@ Item Maintenance
’ Purchasing
@ Piice Management
’ Ireventory Control
@ Aeplenishment
’ Financial M anagement
@ Sales fudit
Q User and Grouping Tools
Q System Adrinistration

a [l

gement overvi

The supplier management feature allows you to add, edit, and view information about suppliers.
Business Process
Y¥ou can record the following supplier-related information:

Multiple contact persons and addresses: ¥ou can enter multiple addresses of different types,
such as business, invoice, order, postal, remittance, and returned goods.

Financial arrangements: You can indicate the payment terms, freight terms, currency, settlerment
code, and payment method.

Inventory management parameters: ¥ou can set up a replenishment cycle, order attributes,
scaling attributes and constraints, order minimum constraints, and due order processing, You can
also indicate whether guality control checking is required and what percentage of the received goods
must be checked.

Return to vendor (RTV) requirements: You can indicate whether returns are allowed, whether an
authorization number is required, the minirmum value of a return, the preferred courier, and the
handling charge.

Required documents You can select which documents, if any, are required by the supplier,

Expense profiles: You can enter the supplier's costs by country or by cost zone.

Types of electronic data interchange (EDI) transactions: You can indicate which EDI
transactions the supplier can process.

Generic attributes: ¥ou can indicate which attributes apply to the supplier, such as co-op
agreement terms, volume rebate terms, whether a PO is required, or whether items are pre-ticketed.

|@ Done

’_’_ (2E Local intranet
Online Help — Contents tab

sl
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Index

The Index tab allows you to search the help by entering a keyword. The Index tab
provides a list of keywords in alphabetical order. To access a topic:

1 Scroll through the list and select a topic, or enter the keyword you are

looking for.

2 Click Display, found at the bottom on the index panel.

3 When you select a keyword associated with multiple topics, the topics are
listed in the Topics Found window. Select a topic and click Display. The
topic is displayed on the right half of the window.

Contents Indexl Search I

Type in the keyword to find:

etek Enterprise Start Window [rtkstrt]

Suppliers

Summaries
Supplier traits

Addiesses
Attibutes
Contracts
Delivery schedules
Documents
Expense profiles
Irventony
Irwvoice matching
Items
Payment types
Traits
Units of measure
System administration
Audit trails
Batch programs
Codes
Dynamic hierarchies
Main menu
Printers
Sales audit
T aniffs
Tax jurisdictions
Tanes
Sales tares
Walue added tawes
Templates
Differentiator templates
Pack templates
Tender types
Tems
Thiesholds
Tickets
Items
Requests
Timelines
Customs entries

Display

2| which you can accomplish your tasks.

The Retek Enterprise Start window contains the main menu. It provides access to all the elements from

&n element is most often a window (also referred to as form). An element can also be a Weh page, an
internal itern, a user application, or an Oracle report. If you're not sure where to find an element on the
main menu, you can use the search function to quickly find the element,

Several expandable/collapsible folders are displayed on the left side of the window. When you select a

folder, the cc
open an elem

O] ]

1 Topics Found

Click a topic, then click Display.

Several icons [add a location to a supplier

ToolTip pop . |Create a supplisr

over the icon |Edi & supplier

Record EDI capability for a supplier
Record return requirements for a supplier

Field Desc |Saach for
Supplier mans

all Folders

Contents of

Display I Cancel I

Search |earning: Applet Window

bt side of the window. You can then select and

indow. Place the mouse pointer over an icon. A
r. To activate the icon, place the mouse pointer

Button Descriptions
J OQBH
Erpand all

=1 Collapse all

| add Lzar Faldar

|@ Suppliers

[ | 2 ocalintranet

=
4

Online Help — Index tab
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Search

The Search tab allows you to search the help by entering a word. The Search tab
lists all topics that contain the specified word.

1  Enter the word you are looking for.
2 Click Find found at the top of the search panel.

3 Select a topic, and click Display, found at the bottom on the search panel.
The topic is displayed on the right half of the window.

Contents | Index Sealchl

Type in the word[z] to search for:

supplier The Supplier Maintenance window allows you to create, edit, and view suppliers, Suppliers are vendors
Find | that provide your stores and warehouses with merchandise. You can indicate whether the supplier is active
Shipment S eatch Wirda [eripfnd] = or inactive. ¥ou can also enter the primary contact, financial, shipping, and payment information.
Shipping and receiving overview
Simple Pack Setup Window [spacksetup] Field Descripﬁons

Specify default brackets
Spilt Supplier Window [buyenksht]

Split & supplier for an item

Stores Window [posstore] Supplier
Submit a cost change for approval

Substitute [tems Maintenance Window [substitm] Status
Supplier Attributes MWindaw [supattr]

Supplier Availability Maintenance Window [supava

Supplier Bracket Costing *Window [suppbrkt] Contact
Supplier EDI Information ‘Window [supwwedt]

Supplier Import Attributes Wwindaw [supimprt]

Supplier lrventary Management Constraint Infarma Hame
Supplier Inventory Management Information Windc

Supplier Location baintenance:

Supplier management averview

Supplier Payment T ypes Window [posspay] ax
Supplier Retuns Window [supywedt]
Supplier Search Window [supfind]

Supplier Traits List Window [suptilst] Telex
Supplier Traits Maintenance Window [suptr]
Suppliers Associated with Trait Window [suptrm] Ermail

System Parameter Maintenance Window [sysctd]
System variables overview

Tatals Calculstion Definition \Wizard Windaw [satat Pager

Traits overriew

Transfer Detail ‘Window [tsfdetail]

Transportation Packing ‘Window [tranpack] Indicators

UDA Window [uda)

Wiew a cost change

Wiew a delivery schedule at the store o warehouse Inventory Mgmt Level
Wiew a delivery schedule for a supplier

View a fised deal

! R, . _’l_l OC Reguired
Display I WC Reguired L
4

|&] pone [ |8 ocalintranet
Online Help — Search tab
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Chapter 3 - Harmonized tariff schedule

Overview

The harmonized tariff schedule for an import country can be stored and accessed
online. It provides the tariff rates and statistical categories for imported
merchandise. By means of an HTS batch program, the data can be updated as
new tapes are released by the customs agencies. The data can also be maintained
manually.

Y ou can maintain the following information in the HTS module:

e HTS headings

e Heading restraints

e Quota categories

e HTS classifications

Business process

Generally, HTS classifications are updated from tapes received from the customs
agency. These classifications can be updated manually.

You can associate the HTS classifications and assessments with items or items on
purchase orders.

Reports

The HTS Mass Change report is available for printing. This report verifies which
orders are impacted by a mass change and need to be approved manually.
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System administration

The system administrator can control the following variables regarding HTS
functions:

e Update Items: When selected, indicates that the HTS codes for current items
should automatically be updated when a new harmonized tariff schedule
(HTS) is loaded into the system.

e Update Order/Items: When selected, indicates that the HTS codes for items
on current purchase orders should be updated when a new harmonized tariff
schedule (HTS) is loaded into the system.

o Import HTS Date: If you choose to update HTS codes for items on purchase
orders when the harmonized tariff schedule (HTS) is updated, you can limit
which purchase orders are updated. To associate future HTS codes with
items on purchase orders, select Not Before Date. To associate current HTS
codes with items on purchase orders, select Written Date.

Procedures

Add a quota category

< Navigate: From the main menu, select Control > Landed Cost > HTS
Maintenance > Quota Category > Edit. The Quota Categories window is
displayed.

24 Quota Categories

FIEEREER

Importing Courtry || El

Quota
Category Description

a4 @+ Repesl Al [efete Cancel

Quota Categories window

1 Click Add. The next available line becomes enabled.



Chapter 3 - Harmonized tariff schedule 21

2 In the Quota Category field, enter the ID of the quota category.
3 In the Description field, enter the description of the quota category.

4  Click OK + Repeat to add a quota category for another import country, or
click OK to exit.

Edit an HTS heading

© Navigate: From the main menu, select Control > Landed Cost > HTS
Maintenance > HTS Heading Maintenance > Edit. The current HTS headings
are displayed in the HTS Heading Maintenance window.
EZIHTS Heading Maintenance
@ M S I

HTS Heading Description

002 BOYINE ANIMALS, LIWE
0103 SVWINE, LIVE

0104 SHEEP AMD GOATS, LIVE
0105 POULTRY, LIWE CHICKENS, DUCKS, GEESE, TURKEYS Alg

D06 ANIMALS, LIVE, NESOI g
0201 MEAT OF BOVINE AMMALS, FRESH OR CHILLED g
0202 MEAT OF BOWINE AMIMALS, FROZEN @I
0203 MEAT OF PORK, FRESH, CHILLED OR FROZER g

0204 MEAT OF SHEEP OR GOATS, FRESH, CHILLED OR FROZE {5
0205 MEAT OF HORSES, ASSES, MULES OR HINNES, FRESH, 155
0205 EDIELE OFFAL OF BOVINE AMMALS, SYWINE, SHEEP, GO §5)
0207 MEAT AND EDIBLE OFF AL OF CHICKENS, DUCKS, GEESE 2]
0208 MEAT AND EDIBLE MEAT OFF AL NESOI, FRESH, CHILLED §]
0208 PIG FAT FREE OF LEAN MEAT AND POULTRY FAT -NOT [ §5)]
0210 MEAT AND EDIBLE MEAT OFFAL, SALTED, IN BRINE, DRI §]
0307 FISH, LIVE =
0302 FI5H, FRESH OR CHILLED, EXCLUDING FISH FILLETS ANC §5)

Add | Delete | HTS | Concel |

HTS Heading Maintenance window

1  Edit the description as necessary.
2 To add an HTS heading:
a Inthe HTS Heading field, enter the number of the HTS heading.

b In the Description field, enter the description of the HTS heading.

¢ To enter additional comments, click the comments button
3 To delete an HTS heading:

a Select an HTS heading and click Delete.

b  When prompted to delete the record, click Yes.

4 Click OK to exit.
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Edit a restraint for an HTS heading

© Navigate: From the main menu, select Control > Landed Cost > HTS
Maintenance > HTS Heading Maintenance > Edit. The HTS Heading
Maintenance window is displayed.

Select an HTS heading. From the Options menu, select HTS Heading
Restraints. The HTS Heading Restraints window is displayed.

E2HTS Heading Restraints

@ NES

HTS Heading 0102 = [BOVINE AMIMALS, LIVE

Imparting Courtry “ E‘
Qrigin Restraint Closing
Country Description Type Quartity LioM Date Quota Cat Sutfix

. ' [ ] | [ |

cotincarey [T ye—
Al
Restraint Description | Cuantity £
[E|ete
Closing Date ol Quota Categary F= Suffix £ -

84 OHaRERER ] Cancel

HTS Heading Restraints window
1 In the Importing Country field, enter the code for the import country, or click

the LOV button and select the import country. The current restraints for
the selected country are displayed.

2 Select a restraint.
3 Inthe Apply area, edit the enabled fields as necessary.
4 Click Apply to complete the edit.

5 Click OK + Repeat to edit a restraint for another HTS heading, or click OK
to exit.

6 To add a restraint:
a Click Add. The fields in the Apply area are cleared.
b  Enter the details in the Apply area.

¢ Click Apply. The restraint is added to the table.
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d Click OK + Repeat to add a restraint to another HTS heading, or click
OK to exit.

7  To delete a restraint:
a Select a restraint and click Delete.
b  When prompted to delete the record, click Yes.

¢ Click OK + Repeat to delete a restraint for another HTS heading, or
click OK to exit.

Search for an HTS classification

© Navigate: From the main menu, select Control > Landed Cost > HTS
Maintenance > HTS. The HTS Selection window is displayed.

@ SMASE

Action |7

Importing Courtry | &
s | HTS Deserigtion |
HTS Heading | E]
Effectfrom [ Effectto |
Quota Category | EH More HTS :I
Aniti-Cumping Duty l: Courteryailing Duty :I

oK Sesreh B Refresty Close

HTS Selection window
1 In the Action field, select either View or Edit.

2 In the Importing Country field, enter the ID of the import country, or click
the LOV button and select the import country.

3 Enter additional criteria as desired to make the search more restrictive.

4 Click Search. The HTS Selection window displays the HTS classifications
that match the search criteria.

5 Select a task.
» To perform another search, click Refresh.

»  To display the details of the HTS classification, select a record and click
OK. The Harmonized Tariff Schedule window is displayed.

6 Click Close to exit.
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Create an HTS classification

=

Navigate: From the main menu, select Control > Landed Cost > HTS
Maintenance > HTS. The HTS Selection window is displayed.

In the Action field, select New.

In the Im%ting Country field, enter the ID of the import country, or click

the LOV button and select the import country.
Click OK.

The Harmonized Tariff Schedule window is displayed.

g4 Harmonized [anff schedule N R R R R R R R R T R R P PP PP PP PP o rorTk X

i SR EE

Importing Country |US E |Uniled States
HTS 0101410020 HTS Description [FEMALE HORSE PUREBRED BREEDING =
EffectFrom |01-Jan-1988 &1 Effect To [31-DEC-2088 &1
HTS Heading (0101 [HoRrsEs, MULES AND HINMES, LI Units 1
Quats Categary | £ Uit 1 U WO £ umeer
Duty Camp. Code [0 £|non Unit 2 UCM | £|
[ ADInd. [ CD Ind. [ Mare HTS Ind [ @ucta Ined. Unit 3 UM \ E|

RS REREH Delete Cancel

Harmonized Tariff Schedule window
In the HTS field, enter the number of the classification.
In the HTS Description field, enter the description of the classification. For
extensive descriptions, click the comments button and enter the description.

In the Effect From and Effect To fields, enter the effective dates, or click the
calendar buttons and select the dates.

In the Duté]glomp Code field, enter the code for the duty calculation, or click

the LOV button and select the duty calculation.

In the Units field, enter the number of units of measure that you want to
define for the classification.
In the Unit 1 UOM, Unit 2 UOM, and Unit 3 UOM fields, enter the codes for

the applicable units of measure, or click the LOV buttons and select the
units of measure.

10 Enter any additional information as necessary.
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11 Click the OK + Repeat button to create another HTS classification, or click
OK to exit.

Edit an HTS classification

< Navigate: From the main menu, select Control > Landed Cost > HTS
Maintenance > HTS. The HTS Selection window is displayed.

Search for and retrieve an HTS classification in Edit mode. The details are
displayed in the Harmonized Tariff Schedule window.

1  Edit the enabled fields as necessary.

2 To edit additional information to a classification, from the Options menu,
select the appropriate type

3 Edit the enabled fields as necessary

4  Click OK to exit.

Edit a tariff at the country level

< Navigate: From the main menu, select Control > Setup > Country > Edit.
The Country Maintenance window is displayed.

Select a country.

From the Options menu, select Tariff Treatments. The current tariffs are
displayed in the Country Tariff Treatment window.

82 Country Tariff Traatment

) &% 23

Courtry |99 |Mumple

Effective Effective
Taritf Treatmert Description From Date To Date

= Felmia otanes (O moecows
cz = Column 2 2 01-JAN-1988 1 31-DEC-2005 £
£ £ £

£ £ £

E £ £

£ £ £

£ £ £

£ £ £

£ £ £

E £ £

E bl £

£ £ £

£ £ £

E bl £

5 = £ #

Add | Delptz | Cancel |

Country Tariff Treatment window

1 Edit the Effective To Date as necessary.
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2 To add a tariff:
a Click Add. The next available line is enabled.

b In the Tariff Treatment field, enter the ID of the tariff, or click the LOV
button and select the tariff.

¢ In the Effective From Date field, enter the date on which the tariff
becomes effective, or click the LOV button and select the date.

d In the Effective To Date field, enter the date on which the tariff is no
longer effective, or click the LOV button and select the date.

3 To delete a tariff:
a Select a tariff and click Delete.
b  When prompted to delete the record, click Yes.

4  Click OK to exit.
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Add a tariff at the item level

< Navigate: From the main menu, select Items > Items. The Item Search
window is displayed.

Search for and retrieve an item in Edit mode. The Item Maintenance window
is displayed.

Click on the Eligible Tariff Treatments option. The current tariffs are
displayed in the Item Eligible Tariff Treatment window.

B item Eligible Tariff Treatment (itelitar) =
@ NS
ftem ‘ 100526211 ‘RTS cofton sweeaters: Bright Red-Scarlet Large @
ttem Level ’\/’ananti Transaction Level ’W
Tariff Treatment Description
= I =
£
£
€
£
£
=
£
=
£
£
=
=
£
5 £
o s | Delte | Concel |

Item Eligible Tariff Treatment window
1 Click Add. The next available line is enabled.

2 In the Tariff Treatment field, click the LOV button and select the
appropriate tariff.

3 Click OK to exit.
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Edit an HTS classification for an item

2 Navigate: From the main menu, select Items > Items. The Item Search
window is displayed.

Search for and retrieve an item in Edit mode. The Item Maintenance window
is displayed.

Click on the HTS option. The current HTS classifications are displayed in the
Item HTS Maintenance window.

Ih—-m HT F Iamt»—-ruru ]

(itemhts) ©

tem | 100526211 RTS oatton swesters:Eright Red-Scarlet Large =
Impart Ciggin Quota Eftective Etfective
Couritry HTS Description Courtry  Category  From Date Tio Dt Status
5
)
3=
=
i
=
E 2
Import ,7 Quota =
Courtry L= E Cahaguryl E HTSl ﬂl ﬂ %
Effective ,— Effective ,— Qrigin
Frotn Date: To Date Country @ f i orksheet i R

Al e et = ASSESSENE: Cancel

nnnnnnn =T T m TG AT =T

Item HTS Maintenance window

1 Select an HTS classification and edit the status as necessary.

2 To add an HTS classification:

o

Click Add.

In the Import Country field, enter the code for the import country, or
click the LOV button and select the import country.

In the Quota Category field, enter the ID of a quota category or click the

LOV button and select the category. The quota category is optional.

In the HTS field, enter the HTS classification, or click the LOV
button and select the HTS classification.

In the Or1@ Country field, enter the code for the origin country, or click

the LOV button and select the origin country.

In the Status field, select Approved, if applicable.
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g Click Apply. The HTS classification is added to the HTS table.
3 To delete an HTS classification:

a Select an HTS classification and click Delete.

b  When prompted to delete the record, click Yes.

4 Click OK to exit.

Approve an HTS classification for an item

< Navigate: From the main menu, select Items > Items. The Item Search
window is displayed.

Search for and retrieve an item in Edit mode. The Item Maintenance window
is displayed.

Click on the HTS option. The current HTS classifications are displayed in the
Item HTS Maintenance window.

1 Select an HTS classification.
2 In the Status field of the Apply area, select Approved.
3 Click Apply.

4  Click OK to exit.
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Edit an assessment for an item

2 Navigate: From the main menu, select Items > Items. The Item Search
window is displayed.

Search for and retrieve an item in Edit mode. The Item Maintenance window
is displayed.

Click on the HTS option. The current HTS classifications are displayed in the
Item HTS Maintenance window.

Select an HTS classification and click the Assessments button. The current
assessments are displayed in the Item HTS Assessment Maintenance
window.

2 ltem HT.

W 3% S T
tem | 100526270 |RTS Fall cotton skirts:Black Smal |
HTS | 330741 0000 ['AGARBATTIMOTH OPER BY BLIRNNG )

Import Courtry |US Origin Courtry  US Effective From Date  |01-JAN-2000 Effective To Date | 31-DEC-2039

Computation Calculation Per Court Estimated
Component Companent Description Value Base Basis Componert Rate  Per Count Lt Walle
SRS Newempomemfeveus e e om
DTY7ALS &l DTyraUs YFDUS & value 240 4= 000
DUTYUS & pbuty us DUTYUS &) value 100,00 = ooo
TOTYUS =l Totsl Duty US TOTYUS & value 100,00 = 000
= (=] £
=] £ £
= =] E
=l & £
= £ E
= £ £
= = E
= = £ E

Add Recalculate | Delete: | Cancel

Item HTS Assessment Maintenance window

1 Edit the assessment details as necessary.
2 To add an assessment:
a Click Add. The next available line is enabled.

b Inthe Component field, enter the code for the cost component, or click

the LOV button and select the cost component.
¢ Enter additional information in the enabled fields.

d From the View menu, select Nomination Flags. The Nomination Flags
are displayed in the table.
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e Inthe Nomination Flag fields, select the status of the assessment in
relation to the other components:

= Select N/A if the assessment is not included in the calculation.
= Select + (plus sign) to add the assessment.
= Select - (minus sign) to subtract the assessment.
f Click Recalculate to update the estimated values.
3 To delete an assessment:
a Select an assessment and click Delete.
b  When prompted to delete the record, click Yes.

4  Click OK to exit.
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Edit an HTS classification for an item on a purchase order

© Navigate: From the main menu, select Ordering > Orders. The Order

Selection window is displayed.

Search for and retrieve a purchase order in Edit mode. The purchase order
must be an import type order. The PO Header Maintenance window is
displayed.

Click Items. The PO Item Maintenance window is displayed.
Select an item.

From the Options menu, select HTS. The current HTS classifications are
displayed in the Order Item HTS Maintenance window.

2 Crder Item HTS Ma

@ SmED

Order Mo, | 24507 tem | 100525613 jane scotch tape )

Import Courtry  US United States Qrigin Country  |US United States Currency  |USD
HTS Information
Quota Effective Effective
HTS Description Category From Date To Date: Status
__ J-___ s el |
— Add HTS
~] -
Apphy HTS
Quota o
e £ Hs | £ = gply HTS
Effective From Date Eifective To Date Status |Worksheet - Delfpte HTS
Assement Details
omRdi Per Court Unit of
Component Value Base Calculation Basis ~ Component Rate  Per Count oM Est. Value UOP B e
£ £
Add Comp Details | Recalculte | Pregeeen btz Delete Comp Details Cancel

Ovder Item HTS Maintenance window

Select an HTS classification and edit the status as necessary.
To add an HTS classification:
a Click Add HTS. The fields in the Apply HTS area are cleared.

b In the Quota Category field, enter the ID of a quota category or click the
LOV button and select the category. The quota category is optional.

¢ Inthe HTS field, enter the number of the HTS classification, or click the
LOV EI button and select the HTS classification.

d In the Status field, select Approved if applicable.

e Click Apply HTS. The HTS classification is added to the HTS
Information table.
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f Click Next Item to edit the next item on the purchase order, or click OK
to exit.

3  To delete an HTS classification:
a Select an HTS classification and click Delete HTS.
b  When prompted to delete the record, click Yes.

4  Click Next Item to edit the next item on the purchase order, or click OK to
exit.

Approve an HTS classification for an item on a purchase order

< Navigate: From the main menu, select Ordering > Orders. The Order
Selection window is displayed.

Search for and retrieve a purchase order in Edit mode. The PO Header
Maintenance window is displayed.

Click Items. The PO Item Maintenance window is displayed.
Select an item.

From the Options menu, select HTS. The current HTS classifications are
displayed in the Order Item HTS Maintenance window.

Select an HTS classification in the HTS Information table. The current
assessments are displayed in the Assessment Details table.

1 Select an HTS classification. The details are displayed in the Apply HTS
area.

2 In the Status field, select Approved.

3 Click Apply HTS.

4  Click Next Item to edit the next item on the purchase order, or click OK to
exit.
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Edit an assessment for an item on a purchase order

© Navigate: From the main menu, select Ordering > Orders. The Order

Selection window is displayed.

Search for and retrieve a purchase order in Edit mode. The PO Header
Maintenance window is displayed.

Click Items. The PO Item Maintenance window is displayed.
Select an item.

From the Options menu, select HTS. The current HTS classifications are
displayed in the Order Item HTS Maintenance window.

Select an HTS classification in the HTS Information table. The current
assessments are displayed in the Assessment Details table.

Edit the assessments as necessary.
To add an assessment:

a  Select an HTS classification. The current assessments are displayed in
the Assessment Details table.

b Click Add Comp Details. The next available line is enabled.

¢ Inthe Co%onent field, enter the code for the cost component, or click

the LOV button and select the cost component.
d Enter additional information in the enabled fields.

e From the View menu, select Nomination Flag. The Nomination Flag
fields are displayed in the Assessment Details table.

f Inthe Nomination Flag fields, select the status of the expense in relation
to the other components.

= Select N/A if the assessment is not included in the calculation.
= Select + (plus sign) to add the assessment.
= Select - (minus sign) to subtract the assessment.

g Click Recalculate in order to update the values.
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3 To delete an assessment:

a Select an HTS classification. The current assessments are displayed in
the Assessment Details table.

b Select an assessment and click Delete Comp Details.
¢ When prompted to delete the record, click Yes.

4  Click Next Item to edit the next item on the purchase order, or click OK to
exit.
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Chapter 4 - Letter of credit

Overview

Letters of credit are a widely used form of payment when dealing with imported
goods. They provide importers with a secure method to pay for merchandise and
vendors with a secure method to receive payment for merchandise. Letters of
credit can be created and applied to purchase orders. Activity against the letter of
credit can also be tracked.

The following types of letters of credit can be created:

e Normal: The letter of credit is applied to one purchase order.

e Master: The letter of credit is applied to multiple purchase orders.

e Revolving: Multiple purchase orders may be added to the letter of credit until
the letter of credit is closed.

e Open: A letter of credit that is created with no purchase orders. The purchase
orders can be added at a later date.

Business process

You can choose from two letter of credit formats. The long form includes details
at the purchase order and item level. The short form includes details at the
purchase order level.

Completed applications and amendments can be transmitted to bank partners.
Confirmations, drawdowns, and charges can also be received from bank partners.

Reports
Two reports are available to print:

e Letter of Credit Amendment: This report displays detailed information
relating to the amendments made on a given letter of credit.

e Letter of Credit Details: This report displays detailed information relating to
the amendments made on a given letter of credit.
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System administration

The system administrator can control the following variables regarding Letter of
Credit functions:

e Default LC Applicant: Displays the default applicant for letter of credit (LC)
processing.

e LC Expiration Days: Displays the number of days after the latest ship date
that letters of credit automatically expire.

e Default Form Type: Displays the default type of form used when processing
letters of credit. The options are Short and Long.

e Default LC Type: Displays the default type of letter of credit used in
processing letters of credit. The options are Normal, Master, and Revolving.

o Title Pass Location: Displays the ID and description of the default location
where title passes from vendor to company.
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Procedures

Search for a letter of credit

S Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

2iter of Lredi Find T R e e T T R T e T e T T T T T T T e R A T e i ™ 1

FICEEEE

Action

LC Ret. Number LC Type l: Origin Country E
Bank LC ID Form Type l: Currency E

Applicant | E‘
Beneficiary | E‘
|zsuing Bank | E‘

Advising Bank | E‘

Application Dete: Atter ’7 £ Bietore ’7 £
Confirmation Date:  After ’7 £ Before ’7 ﬁ
Eelist Ship Date: after [ @ Before [

Latest Ship Date: Atter £ Betore |

Expiration Date:  After £ Before il

03¢ Seateh SEN! BEGH EEffest Close

Letter of Credit Find window
1 Inthe Action field, select either View or Edit.

2 Enter additional criteria as desired to make the search more restrictive.

3 Click Search. The letters of credit that match the search criteria are
displayed.

4 Select a task:
= To perform another search, click Refresh.

» To display the letter of credit information, select a record and click OK.
The Letter of Credit Application Header window is displayed.

5 Click Close to exit.
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Create an open letter of credit

Note: An open letter of credit does not require the existence of a purchase order.
It can be opened to a beneficiary for a monetary amount. You can amend the
open letter of credit when it is applied to a purchase order.

=

Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

In the Action field, select New.

Click OK. The Letter of Credit Application Header window is displayed.

LC Ret. 0 [10002500 LC Type Currency & origin Courtry €
Bank LC ID Form Type Exchange Rate El Status p\_forksheet
Partners Dates
Applicant | El Application Date ’m i
Beneficlary | £ Confirmation Date £
Banks Earliest Ship Date #£1
Iz=suing Bank | E“ Latest Ship Date ﬂ
Acvising Bank | El Expiration Date ﬂ
Confirming Bank
| El LC Amounts
Transterring Bank | @l
Megiating Bank | £ amountType [ o]
Dratves | E| “Wariance Pt
Specitication :
Conditions
Amount |0
[ 'ith Recourse [ Transshipment
Amourt Yore =
[T Transferable [™ Partial Shipment
OK | Commerts | Detailz ‘ Prirt | Cancel

Letter of Credit Application Header window

The LC Ref ID is filled in automatically.

3

4

In the LC Type field, select Open.
In the Form Type field, select the type of form.

In the Currency field, enter the code for the currency of the letter of credit, or
click the LOV button and select the currency.

In the Origin Country field, enter the code for the origin country, or click the
LOV button and select the origin country.

In the Partners area, select the applicant and beneficiary.

In the Banks area, select the banks that are involved with the letter of credit
transaction.

In the Conditions area, select the conditions that apply to the letter of credit.
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10 In the Dates area, enter the various dates if known.
11 Inthe Amount Type field, select the type of amount.
12 Enter any additional information as necessary.

13 To enter the terms of the letter of credit:

a  From the Options menu, select Terms. The Letter of Credit Terms
window is displayed.

2 Letter of Credit Terms

Title Pass Location ‘ E‘
Transport To ‘ E‘
Place of Expiry ‘UE E‘Adwslng Bank

Credit AvailsbleWith 1234567690 ) [Bankaty Bank

Purchase Type ‘ E‘

Issuance

I

Advice Methac

Drafts At | At Sight -
Presertation Terms | By Payment -
MNegotistion Days

Cancel

Letter of Credit Terms window

b In the Title Pass Location field, enter the abbreviation for the type of

location, or click the LOV button and select the type. Enter the
description of the location in the next field.

¢ In the Purchase Type field, enter the code for the terms of sale, or click
the LOV button and select the terms.

d Enter any additional information as necessary.
e Click OK to exit the Letter of Credit Terms window.

14 Click OK to exit.
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Assign a purchase order to a letter of credit by letter of credit

© Navigate: From the main menu, select Finance > Payments > Letter of
Credit Selection. The Letter of Credit Order Apply window is displayed.

APPLICAR F e —
Issuing Bank | El %

Actual Projected Currency
Total Ling of Credit | | [

Cutstanding Crecit | |
| RECE(CU[EE

Open Line of Credit |

Error

Croer Mo LC Group ID Beneficiary Beneficiary Name Supnlier Supplier Mame Earliest Shin Date LC Ref. D Flag

- ! ' | | [ |

i Tt Ty o T o (o i (P

el i Greste HEwlic Refresh | Close ‘

Letter of Credit Order Apply window

1 Inthe Applicant field, enter the ID of the applicant, or click the LOV
button and select the applicant.

2 In the Issuing Bank field, enter the ID of the bank, or click the LOV
button and select the bank.

3 Click Query Orders. All approved purchase orders with a payment method
of Letter of Credit are displayed.

4 To assign a purchase order to an existing letter of credit:
a  Select the purchase order.

b Inthe LC RefID field, enter the reference number of the letter of credit,
or click the LOV button and select the letter of credit.
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5 To assign a purchase order to a new letter of credit:

a From the View menu, select LC Information. Fields specific to letters of
credit are displayed in the table.

b Select the purchase order and click Create New LC. The reference
number of the letter of credit is filled in automatically.

¢ Inthe Form Type field, select the type of form.
d in the Letter of Credit Type field, select the type of letter of credit.
6 Click Apply Orders. The purchase orders are attached to the letters of credit.

7  Click Close to exit.

Assign a purchase order to a letter of credit by purchase order

< Navigate: From the main menu, select Ordering > Orders. The Order
Selection window is displayed.

Search for and retrieve a purchase order in Edit mode. The PO Header
Maintenance window is displayed.

From the Options menu, select Letter of Credit. The Order Letter of Credit
window is displayed.

24 Order - Letter of Credit (ordlc) -0

& JMES2

Crder Mo 21401

spplicart [APPUICANT 4]\ Applicant
Benaficiary | £
Letter of Credit Reference ID ’— @ [T Adtached to Letter of Credit
Bank Letter of Crecit ID ’7 [ Transshipmert Indicator
Letter of Credit Group ID ’7 ™ Partial Shipmert Indicator

Merchandise Description ‘ g

| Lstter of Cradt | Cancel

Order Letter of Credit window

1  Edit the applicant and beneficiary as necessary.

2 In the Letter of Credit Reference ID field, enter the reference number of the
letter of credit, or click the LOV button and select the letter of credit.

Note: A purchase order is not considered to be attached to a letter of credit
until the letter of credit is approved.

3 In the Merchandise Description field, enter a description of the goods being
purchased.
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4

5

Enter or edit the remaining fields as necessary.

Click OK to exit.

Submit a letter of credit for approval

=

Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

Search for and retrieve a letter of credit in Edit mode. The Letter of Credit
Application Header window is displayed.

Note: Restrict the search to letters of credit in worksheet status.

1

2

3

From the Options menu, select Submit.
When prompted to submit the letter of credit, click Yes.

Click OK to exit.

Approve a letter of credit

=

Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

Search for and retrieve a letter of credit in Edit mode. The Letter of Credit
Application Header window is displayed. Restrict the search to letters of
credit in submitted status.

From the Options menu, select Approve.

When prompted to approve the letter of credit, click Yes.

Click OK to exit.



Chapter 4 - Letter of credit 45

Print a letter of credit

© Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

Search for and retrieve a letter of credit in Edit mode. The Letter of Credit
Application Header window is displayed. Restrict the search to letters of
credit in approved, confirmed, or closed status.

1  Click Print. The Runtime Parameter Form is displayed.

2 In the Destination field, select where you want the finished report to be sent.
Select Preview to view the report online.

3 From the File menu, select Run Report. The report is generated and sent to
the destination that you selected.
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Add a fixed-format amendment to a letter of credit

© Navigate: From the main menu, select Finance > Payments > Letter of

Credit. The Letter of Credit Find window is displayed.

Search for and retrieve a letter of credit in Edit mode. The Letter of Credit
Application Header window is displayed. Restrict the search to letters of
credit in confirmed status.

From the Options menu, select Amendments. The current amendments are
displayed in the Letter of Credit Amendments window.

Click Add Amendment. The Letter of Credit Amendments Fixed Format
Application window is displayed.

2 Letier of Credit Amendments - Fixed Format Application {lcamend) -l
Original Yale Mew Yalue
Earliest Ship Date [11-MAR-2001 [ &
Latest Ship Date |10-APR-2001 | &
Expiration Date [10-M2%-2001 [ &
Place of Expiry |Advlslng Bank | El
Net Amourt [504.00 [
Megatiztion Days | |
Presentation Terms |Ely' Payment -
Transshipment Incicator |No -
Transferable Indicator o -
Partial Shipmert Incicetor [ -
Add Required Doc | ’_ E‘
Remove Required Doc ’7 El |
oK Cancel

Letter of Credit Amendments Fixed Format Application window

In the New Value fields, enter the changes as necessary.

To remove a required document, enter the ID of the document in the Remove
Required Doc field, or click the LOV button and select the document.

Note: Unlike the other changes, the required document information is
entered in the Original Value column instead of the New Value column.

4  Click OK to exit.
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Print amendments to a letter of credit

© Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

Search for and retrieve a letter of credit in Edit mode. The Letter of Credit
Application Header window is displayed. Restrict the search to letters of

credit in confirmed or closed status.

From the Options menu, select Amendments. The current amendments are
displayed in the Letter of Credit Amendments window.

1  Click Print. The Runtime Parameter Form is displayed.

2 In the Destination field, select where you want the finished report to be sent.
Select Preview to view the report online.

3 From the File menu, select Run Report. The report is generated and sent to
the destination that you selected.

Send letter of credit applications

< Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

1 In the Action field, select Download Application.
2 Enter additional criteria as desired to make the search more restrictive.

3 Click Search. The approved letters of credit that match the search criteria are
displayed.

4  Click Send.

5 When prompted to transmit the letter of credit applications, click Yes. The
applications will be converted to the SWIFT format and transmitted by a
regularly scheduled batch program.
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Send letter of credit amendments

=

Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

In the Action field, select Download Amendment.
Enter additional criteria as desired to make the search more restrictive.

Click Search. The confirmed letters of credit that match the search criteria
are displayed.

Click Send.

When prompted to transmit the letter of credit amendments, click Yes. The
amendments will be converted to the SWIFT format and transmitted by a
regularly scheduled batch program.

Add an activity to a letter of credit

=

Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

Search for and retrieve a letter of credit in Edit mode. The Letter of Credit
Application Header window is displayed. Restrict the search to letters of
credit in confirmed status.

From the Options menu, select Activity. The current activities are displayed
in the Letter of Credit Activity window.

LoRef. D [ioo2200 curency USD Amourt (400 Amendments 000
Bank LC ID ’W Met Amourt ’W Drawdowns ,0007
Issuing Bark 1234567880 Bankity Bark Open Amourt 50400 Charges 0D0
Order Transaction Transaction Exchange

Mumber Invoice Mumber Mumber Transaction Cocle Amourit Currency Rate Activity Date Commerts

- (o e ﬂ =

E [ | £ & =

£ (I | £ # =

E [ | £ & =

E [ | £ & =

E [ | E & 2

£ [ £ £ =

£ [ £ £ £

£ [ -| £ & e

£ [ | £ A =

=
@
3

LIEIEE RBecalculate Cancel

1

Letter of Credit Activity window
Click Add.
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2 In the Order Number field, enter the number of the purchase order, or click

the LOV button and select the purchase order as necessary.
3 In the Invoice Number field, enter an invoice number as necessary.
4 In the Transaction Number field, enter a transaction number as necessary.
5 In the Transaction Code field, select either Bank Charge or Drawdown.
6 In the Transaction Amount field, enter the monetary amount of the activity.

7 In the Currency field, enter the code for the currency in which the activity is
denominated. The exchange rate is filled in automatically.

8 In the Activity Date field, enter the date of the activity, or click the calendar
button and select the date.

9 In the Comments field, enter any comments about the activity, or click the

comments button and enter the comments as necessary.
10 To adjust the letter of credit amounts, click Recalculate.

11 Click OK to exit.

View activities against a letter of credit

< Navigate: From the main menu, select Finance > Payments > Letter of
Credit. The Letter of Credit Find window is displayed.

Search for and retrieve a letter of credit in View mode. The Letter of Credit
Application Header window is displayed. Restrict the search to letters of
credit in confirmed or closed status.

From the Options menu, select Activity. The current activities are displayed
in the Letter of Credit Activity window.

1 To view monetary amounts in the currency of the letter of credit, the primary
currency of the company, or the currency of the activity, select the
appropriate option from the Options > Currency menu.

2 Click OK to exit.
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Chapter 5 - Transportation

Overview

The movement of goods from origin country to final destination can be tracked
through the transportation module.

The following information must be set up for the transportation module:
e Freight types

e Freight sizes

e Standard carrier alpha codes

You can track the following information in the transportation module:
e  Shipments

e Countries and ports

e Departure, arrival, and delivery dates

e Commercial invoices

e Freight sizes, SCAC codes, and freight types

e Measurements, weights, and quantities

e Deliveries to final destinations

e Packing methods

e Licenses and visas

e (Claims against trading partners

e Missing documents

e Timelines

e Members of an item family
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Business process

Reports

A transportation upload batch program converts data received from trading
partners into a standard Retek file format. As additional information is acquired,
it can be entered manually. When a transportation record is complete, you can
finalize the record. Finalized transportation records are used to automatically
create customs entries. The goods can then be tracked as they move through
customs.

There are no standard reports pertaining to transportation.

System administration

There are no standard administration tasks pertaining to transportation.

Procedures

Add a freight size

< Navigate: From the main menu, select Control > Setup > Freight Size
Maintenance > Edit. The current freight sizes are displayed in the Freight
Size window.

dfre

R ECEE

Freicht
Size Freight Size Description

. |

Add | Delete | Cancel

Freight Size window
1 Click Add. The next available line is enabled.

2 In the Freight Size field, enter the ID of the freight size.

3 In the Freight Size Description field, enter a description of the freight size.
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4  Click OK to exit.

Add a freight type

S Navigate: From the main menu, select Control > Setup > Freight Type
Maintenance > Edit. The current freight types are displayed in the Freight
Type window.

2 Freight Type ity pel S e o

@ NS

Freight
Type Description

-

Add | Dejete | cancel |

Freight type window
1 Click Add. The next available line is enabled.

2 In the Freight Type field, enter the ID of the freight type.
3 In the Description field, enter a description of the freight type.

4  Click OK to exit.
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Add a standard carrier alpha code (SCAC)

< Navigate: From the main menu, select Control > Setup > SCAC
Maintenance > Edit. The SCAC Maintenance window is displayed.

24 SCAL Maintenance

@ SNES Y

SCAC Code SCAC Code Description

= I

Add | Dejete | cancel |

SCAC Maintenance window
1 Click Add. The next available line is enabled.

2 Inthe SCAC Code field, enter the standard carrier alpha code.
3 Inthe SCAC Code Description field, enter a description of the SCAC code.

4  Click OK to exit.
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Search for a transportation record

© Navigate: From the main menu, select Inventory > Transportation >
Maintenance. The Transportation Selection window is displayed.

Action |~

Transportation I ’7 Status l: Candidste Ind. l:l
Vessel ‘ “ioryage Flight '7
Est. Depart Date: From ’7 ﬂ To ’7 E
Act. Depart Date: From ’7 &1 To ’7 £
Order Mo. ’7 E| Lot P ,7
cortairer | BLews |
Invoice Mo ’7 Irvy. Date ,— ﬂ
ttem ‘ E” B
Consolicator | £] Cmsggszf; =
Origin Country ‘ E‘ Export Country | El
Discharge Port ‘ E‘ Lading Port | El
Freight Type ‘ E‘ Freight Size | El
Packingbethod [ | Vess. SCAC Codle | &

Est ArivalDate: From | L D Cont. SCAC Code | &l
act srtival Date: From | L Y i ShpmertMo. | SeviesContMo. |
Delivery Date: From ’— £ To ’— 3l In Transit No ’7 In Transt Date ’— £
Receipt | FeRD [ FecRDate |

oF Sesrch Eack: RefresT Close

Transportation Selection window

1 Inthe Action field, select either View or Edit.
2 Enter additional criteria as desired to make the search more restrictive.

3 Click Search. The Transportation Selection window displays the
transportation records that match the search criteria.

4 Select a task:
»  To perform another search, click Refresh.

= To display the details of a transportation record, select a record and click
OK. The Transportation window is displayed.

5 Click Close to exit.
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Create a transportation record

< Navigate: From the main menu, select Inventory > Transportation >
Maintenance. The Transportation Selection window is displayed.

In the Action field, select New.

Click OK. The Transportation window is displayed.

{transprt) -

Transpartation ID 3301 Status Candiciate Indl. [ Rushnd. [
Vessel ID woyage/Flight Est. Depart. Date @ Act. Depart. Date @
Trans. Mode | El SCAK\;ZSUZE; E‘
BL/AWE | Container | Consolidator | @‘
reler Mo | E tem ‘ El Q Lat Ma.
Carton Gty £ Gross Wi, £ Cubic £
ftem Gty £ et it £
Consoc\g:!mor; E‘ Ladling Port | @‘
rigin Country | El Discharge Port | ‘
Export Courtry | El Receipt Mo.
Shipmert Mo, FCRID
Invaice Mo, FCR Date £
Comments | g
oK OK + Repest | Dates |  jwoice | Freight | Totsls il el Cancel

Transportation window

1 Provide as much information in the enabled fields as you have available.

2 Click OK + Repeat to create another transportation record, or click OK to
exit.



Chapter 5 - Transportation 57

Add a delivery to a transportation record

© Navigate: From the main menu, select Inventory > Transportation >
Maintenance. The Transportation Selection window is displayed.

Search for and retrieve a transportation record in Edit mode. The
Transportation window is displayed.

From the Options menu, select Delivery. The Transportation Delivery
window is displayed.

(trandely

Trans. D 21 YeszellD SABIR Yoyane D (44 Est. Depart. Date 09-MaR-0001
Ordler Mo, 21402 tem | 100525613 jane sootch tape =
BL/AWB ID Cortainer ID Invoice 1D |1 2345
Delivery . Location Estimsted Carton Gty. ftem Gty “endor
Location Type Location Description Delivery Date Carton Gy, Liom tem &ty Lom Order o
-~ (I -| I =1 [ N =
| § & & £ £
| § & & £ £
I | & & £ £
[ N & & £ £
| § & g £ £
El £ # £ £

Acded | Delete: | Comments Cancel

Transportation Delivery window

1 Inthe Delivery Location Type field, select the type of location.

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

3 In the Estimated Delivery Date field, enter the date, or click the calendar
button and select the date.

4  Enter as much additional information as you have available.

5 Click OK to exit.
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Add packing information to a transportation record

< Navigate: From the main menu, select Inventory > Transportation >
Maintenance. The Transportation Selection window is displayed.

Search for and retrieve a transportation record in Edit mode. The
Transportation window is displayed.

From the Options menu, select Packing. The Transportation Packing window
is displayed.

(tranfind)

action |7

Transportation D '7 Status l:l Canciidate Ind. l:l
Wessel | “oyanedFlioht '7
Est. Depart Date: From ’7 &1 To ’7 Pl
Act. Depatt Date: From ’7 & To ’7 &l
orgerto. [ H Lot Mo ’7
Contsiner [ BLawe |
Invoice Ma. '7 Irw. Diate: £1
ftem | E‘ D
Consolidstor | El Consggszf\; | Ell
Qrigin Courtry | El Export Country | El
Discharge Port | El Lading Port | El
Freight Type | E| Freight Size | E|
PackingMethod [ | Vess. SCAC Code | &l

Est ArrivalDate: From | wloo o # Cort. SCAC Cotle. | &
act. Artival Dates From [ el H ShipmentMo. [ SemissComtMo. |
Delivery Date: From | f el # nTranste. | nTrenstoate | f
Receint | FeRD [ FcRDate [ #

IR SEErGH) BEECE efresh Close

Transportation Packing window

1 Click Add.

2 In the From Carton and To Carton fields, enter the ID of the first and last
carton in a series of cartons.

3 Inthe Load Position field, select the position of the load in the series of
containers.

4  Enter as much additional information as you have available, including the
location of a sample carton.

5 To enter shipped quantities:
a  Enter the information that you have available.
6 To enter received quantities:

a Select Received Quantity from the View menu. Several received quantity
and UOM fields are displayed.
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b Enter the information that you have available.

7  Click OK to exit.

Add a license or visa to a transportation record

< Navigate: From the main menu, select Inventory > Transportation >
Maintenance. The Transportation Selection window is displayed.

Search for and retrieve a transportation record in Edit mode. The
Transportation window is displayed.

From the Options menu, select License/Visa. The Transportation
License/Visa window is displayed.

BB Trans portation Licen (trank
& A8
Trans. D 21m Yesszel D |SABIR Yoyage D 44 Est. Depart. Date  09-MAR-0001
Creler Ha. 402 tem | 100525613 jane sootch tape =
BL/&WE ID Cantainer ID Invoice 1D |1 2345
Import Licensefisa Lic/isa Quota Metihet v
Country Country Description  Lic.Misa Type Licensefisa Quartity Gty Lo Category Metihlet Wt Lom
o B a | | ‘o [ | I
2 B 2] £
£ B & £
& | N & £
2 B 2] £
2] B 2] £
- £ [ B £ £
‘ Delete: Cancel ‘
Transportation License/Visa window
1 Click Add.

2 In the Import Country field, enter the code for the import country, or click
the LOV button and select the import country.

3 Inthe Lic/Visa Type field, select the type of document.
4 In the License/Visa field, enter the description of the license or visa.

5 Inthe Lic/Visa Qty field, enter the number of units affected by the license or
visa.

6 Inthe Lic/Visa Qir UOM field, enter the code for the unit of measure, or

click the LOV button and select the unit of measure.
7 Enter as much additional information as you have available.

8 To enter the ID of the license or visa holder and any comments:

a Select Custom from the View menu.
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b Click Add.

¢ In order to make room for the Holder ID and Comments fields, clear the
check boxes next to fields that you don't need to display. Then select the
check boxes next to the Holder ID and Comments fields.

d Click OK. The selected fields are displayed.

e Enter the information in the Holder ID and Comments fields as
necessary.

9 Click OK to exit.

Add a claim to a transportation record

S Navigate: From the main menu, select Inventory > Transportation >

Maintenance. The Transportation Selection window is displayed.

Search for and retrieve a transportation record in Edit mode. The
Transportation window is displayed.

From the Options menu, select Claims. The Transportation Claims window is
displayed.

B Transpartation Claims (tranclrn)
FEEEER
Trans, ID ’72401 Yessel D ’Ci Woyage D lid Est. Depart. Date ’m
orderbo. [ 25108 ftem | 100523010 [Golf Shirts =
BLAwBID | ContsineriD | Invaice D |

ity Claim
Claim ID From Carton  To Carton Claim Date ltem Gy le) Claim Against Type Against D Claim Amourt

. QI | 0 8 [ |
£ 1| I £

T8 [P (7% [ (B (B
i (i (i (Thel (7 7

Delete | Cancel

Transportation Claims window

Click Add.
In the Claim ID field, enter the number of the claim.

In the From Carton and To Carton fields, enter the ID of the first and last
carton in the series of cartons.

In the Claim Date field, enter the date of the claim, or click the LOV
button and select the date.

In the Item Qty field, enter the number of units included on the claim.
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6 Inthe ﬁr UOM field, enter the code for the unit of measure, or click the

LOV button and select the unit of measure.

7 Inthe Claim Against Type field, select the type of partner against whom the
claim is made.

8 In the Claim Against ID field, enter the ID of the partner, or click the LOV
button and select the partner.

9 In the Claim Amount field, enter the monetary amount of the claim.
10 To enter the type of discrepancy or damage and any comments:

a Select Custom from the View menu.

b Click Add.

¢ Clear the check box next to a couple of fields and select the checkbox for
the Discrepancy Type, Damage Code, and Comments fields.

d Click OK. The selected fields are displayed.

e Enter the information in the Discrepancy Type, Damage Code, and
Comments fields as necessary.

11 Click OK to exit.



62 Retek Trade Management

Add a missing document to a transportation record

< Navigate: From the main menu, select Inventory > Transportation >

Maintenance. The Transportation Selection window is displayed.

Search for and retrieve a transportation record in Edit mode. The
Transportation window is displayed.

From the Options menu, select Missing Documents. The Missing Documents
window is displayed.

BMiss ng Documents
@ @[S
Transportation I {2401 VessellD C Yoyage Fit. 1D ) Est. Depart. Date |09-MAR-2001
Order No. (25105 tem | 100523010 [Golf Shirts &
Document D Documernt Description Document Text Received Date Comments
= I & I — - <
£ = & B
£ = i =
£ B i )
£ 2 & 2
C £ = i 2
Add | Delste Cancel |
Missing Documents window
Click Add.

In the Document ID field, enter the ID of the document, or click the LOV
button and select the document.

In the Received Date field, enter the date received if applicable, or click the
LOV button and select the date.

In the Comments field, enter a comment as necessary, or click the comments
button and enter the comment.

Click OK to exit.
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Add a child or diff to a transportation record

© Navigate: From the main menu, select Inventory > Transportation >
Maintenance. The Transportation Selection window is displayed.

Search for and retrieve a transportation record in Edit mode. The
Transportation window is displayed.

From the Options menu, select Child/Diffs. The Transportation SKU window
is displayed.

1 Sk

B Trans p n
FIEEEE]

{transku) -0

Transportation D 240 wessellD |C Voyage D |J Est. Depart. Date  |09-hAR-0001
Container 1D BLiAWE ID Invoice I
Order Mo. 25105 Farent ftem | 10052300 |Gu\f Shirts g
Diff 1 Ditf 2
ttem ttem De=cription Diff 1 Description Ditf 2 Descrigtion Guartity om
. = 4 4 || [
£ = = £ £
= £ = £ £ £

Add | Delete Cancel |

Transportation SKU window

Note: The child/diff breakdown option is available when the item on a
transportation record is a item parent.

1 Click Add.

2 In the Item field, enter the number of the item, or click the LOV and
select the item.

3 In the Quantity field, enter the number of units.

4 In the UOM field, enter the code for the unit of measure, or click the LOV
button and select the unit of measure.

5 Click OK to exit.
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Finalize transportation records

< Navigate: From the main menu, select Inventory > Transportation >
Finalize. Transportation Finalize window is displayed.

2 Transportation Finalize

o 3% 23

Transportation Finalize Selection

Vessel D £ “oyage Fi. ID € Est. Depart. Date £

Assign Yalues

Entry M. Import Country £l
Braker ID | £ Currency Code ’_ F=
oK Einslize

Transportation Finalize window

Note: A transportation record must be marked as a Candidate before it can be
finalized.

1

Enter the criteria for the transportation record to be finalized.

Note: If you leave all fields empty and click Finalize, all transportation
records marked as candidates are finalized.

In the Vessel ID field, enter the ID of the vessel, or click the LOV
button and select the vessel.

In the Voyage Flt ID field, enter the voyage or flight number, or click the
LOV button and select the voyage or flight number.

In the Est Depart Date field, enter the estimated departure date, or click
the LOV button and select the date.

Enter the customs entry values that you want to apply to the record.

a

In the Entry No field, enter the entry number assigned by the Customs
agency.

In the Import Country field, enter the ID of the import country, or click

the LOV button and select the import country.

In the Broker ID field, enter the ID of the broker, or click the LOV
button and select the broker.

In the Currency Code field, enter the code for the currency of the import

country, or click the LOV button and select the currency.
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3 Click Finalize. The transportation records that match the criteria are copied
to the Customs Entry module. The status of the transportation records is
automatically changed to Finalized.
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Chapter 6 - Customs entry

Overview

The movement of goods through customs in the import country can be tracked
through the customs entry module.

You can track the following information in the customs entry module:
e Forms

e Protests

e Timelines

e Shipments, orders, and items

e Departure, arrival, export, and import dates

e Missing documents

¢ Bills of lading and containers

e Charges and assessments

e Licenses and visas

Business process

A customs entry batch program transmits data to brokers so they can prepare the
necessary documentation. When you finalize transportation records in the
transportation module, the customs entries are created automatically. As
additional information is acquired, it can be entered manually.

When the charges and assessments are complete, you can choose to allocate the
costs to the actual landed cost module. When the customs entry is complete, you
can confirm the record. If you have access to the Retek Invoice Matching
product, non-merchandise invoices are created automatically from confirmed
customs entries.

Reports

There are no reports that pertain to customs entry.
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System administration

There are no system administration functions that apply to customs entry.
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Procedures

Search for a customs entry

S Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Action

cERefD [ Ertryto. [ saus [
Entry Date: After ’7 5l Release Date: After ’7 £l Summary Date: After ’7 &1
Enitry Date: Bietore ’7 il Release Date: Befare ,7 £ Summary Date: Before ’7 £
Impart Courtry | E| Ertry Part | £
Entry Status ‘ El Entry Type | E‘
Imparter ID ‘ El Bond Mo ,7 Bond Type \:I
Braker ' | £ Broker Ref. No ’7
Vesszel D ’7 Woyage Fit. ID ,7 Est. Departure Date ’7&
Oreler | £ tem | £ [
oz [ BLsveD |

834 SEENCH BECk ZEtrESh Close

Customs Entry Search window

1 Inthe Action field, select either View or Edit.
2 Enter search criteria.

3 Click Search. The Customs Entry Search window displays the customs
entries that match the search criteria.

4  Select a task:
= To perform another search, click Refresh.

» To display the details of a customs entry, select a record and click the
OK button. The Customs Entry Header window is displayed.

5 Click the Close button to exit.
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Create a customs entry

® Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.
In the Action field, select New.
Click OK. The Customs Entry Header window is displayed.

CE Ref. ID 3501 Entry Ho. || Entry Date | CERet Status |wWorkshest -

Import Courtry U5 £ United States Currency [EUR | & Exch. Rt. (0381703 £
Ertry Status | E‘ Summaty Date @ ALC Status  Pending
Erttry Port | E‘ Release Date @
Ertry Type | E‘
Imporer | E‘ Consignee ‘ El
Braker | E‘ Broker Ref. No File Mo
S Uauston [~
Bond Type ~| Bond Mo Liguidation Armt e @
swetycode [ < Religuidation Amt Betiatig £
Date
Entry Team [ Live Ind. Merchandise Location Location Code
Paveetyee [ ] payee | £l
Total Duty Total Taxes Total Other
Total ¥FD Total Est. Aszess. Total Act. Assess.
Comments | &
Ok \ OH+Repest \ Allocste ALC | Recalculate | Shipment | Delete Cancel |

Customs Entry Header window

Note: When transportation records are finalized in the transportation module,
the customs entries are created automatically. However, an entry can also be
created manually.

1 Provide any available information in the enabled fields.

2 Click OK + Repeat to create another customs entry, or click OK to exit.
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Add a form to a customs entry

© Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

Select Options > Forms. The Customs Entry Forms window is displayed.

B2 Customs Entry - Forms
@B SN ST
CERet.ID 2801 Ertrybo. f2 Import Courtry (LS |Uinite States
Responded
Farm Type QOGA Code 0OGA Code Description Form lssue Motice Date Due Diate: Date
* I -/ £ N U
([ §H & = & & a
(& & = a & a
( ______§ & = £ £ #
I e & bl @
I = a o a
(0 & = £ £ #
gL B B = £ & &

Add | Delete | Comments ‘ Cancel

Customs Entry Forms window

1 Click Add. The next available lines is enabled.
2 In the Form Type field, select the type of form.

3 Inthe OGA field, enter the ID of the other government agency, or click the
LOV EI button and select the other government agency.

4 In the Form Issue field, enter the issue raised by the government agency, or

click the comment button and enter the issue in the Form Issue window.

5 Inthe Notice Date, Due Date, and Responded Date fields, enter the
appropriate dates, or click the calendar buttons and select the dates.

6 Click OK to exit.
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Add a protest to a customs entry

© Navigate: From the main menu, select Inventory > Customs Entry. The

Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

From the Options menu, select Protests. The Customs Entry Protest window
is displayed.

B2 Custorns Entry - Protest
W SMEZS T
CERef.ID [2101 Enttry Ma. [1 Import Country \us |Un|ted States
Protest Mo Protest Code: Description Protest Date: Commerts
B e
£ 2
£ 2
= 2
£ &
£ =
£ =
= ) =

Add | Delete: Cancel

Customs Entry Protest window

Click Add. The next available line is enabled.

In the Protest No field, enter the number of the protest.

In the Protest Code field, enter the code for the protest, or click the LOV
button and select the protest.

In the Protest Date field, enter the date of the protest, or click the calendar
button and select the date.

In the Comments field, enter a comment as necessary. For an extended

comment, click the comments button and enter the comment in the
Comments window.

Click OK to exit.
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Add a shipment to a customs entry

© Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

Click Shipment. The Customs Entry Shipment window is displayed.

2 Customs Entry - Shipment T e o e L L L L S DL B L L
@ MESD
CERef.ID | 2101 Ertry Mo. [1 Impart Country LS ited States
Yessel SCAC  Discharge Export
Wessel WoyageFit Est. Depart. Date: Code Port Trans. Mode Country Shipment Mo

4]

Apply Shipment Details

Vessel ’SABIRi 'S VoyageiFit ,447 £l Est. Depart. Date ,m £
i S&Adg I £] Trans. Made | |
Shipmert Mo. ’7 ngmﬁ ‘ E | ~iply
Lading Port | £ Discharge Port | £] DElEte
Export Date ’7 &l Import Date ,7 & Artival Date ,7 £
Camments ‘ g

Add Ordertem Ganee]

Customs Entry Shipment window
1 Click Add. The next available line is enabled.

2 Inthe Vessel field, enter the ID of the vessel, or click the LOV button
and select the vessel.

3 In the Voyage/Flt field, enter the voyage or flight number, or click the LOV
button and select the voyage or flight.

4 In the Est Depart Date field, enter the estimated departure date of the

shipment, or click the LOV button and select the estimated departure
date.

5 Enter any additional information that is available.
6 Click Apply. The shipment details are added to the table.

7 Click OK to exit.
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Add an item to a customs entry

© Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

Click Shipment. The Customs Entry Shipment window is displayed.

Select a shipment and click Order/Item. The Customs Entry Items window
is displayed.

2 Custorns Entry - tems

FICEREE]

CERef.ID 2101 Ertry No. |1 Import Country  |US United States
Vessel |SABR Yoyage/Fit. |44 Est. Depart. Date |09-MAR-2001
Currency Manifest Cleared
Order No ftem Description Invaice ID Invoic:e At Code  Manifest Gty. qty. UOM  Cleared Gty ty. UOM

m‘mJ N N U R N N

@
5 =
Apply Orderitem Details
Ordler Mo 21402 | tem | 100525613 =] jane scotch tape =) Cnﬁm‘z us United States
Invoics ID 112345 & Invo.Date jpa-MAR-200 D Inve. Amt. |7,988.24 Curency USD = Exch.Rt. 1.0 E
Manifest Carton Gross
9800 s £ & IS £ € I~ Relsted
Cleared =
Qty. £ Net 1. £ Cukic £ I Rush
In Transit ’7 In Transit ,— DO, M ’— DO, Dt ’—
Na. Dale # e . i
Tariff ’— ,7 0
Troeeaet £ Ruling M. Comments | g

BLIAWE B [ hultiple BLAHES Manutacturer Agply DElEte

e BLiConitainet | Charges ‘ LicensEN\sal Cancel

Customs Entry Items window

1 Click Add. The next available line is enabled.

2 In the Order No field, enter the number of the purchase order, or click the
LOV EI button and select the purchase order.

3 Inthe Item field, enter the item number of the item, or enter a partial

description and click the LOV button to select an item.

4 In the Invoice ID field, enter the number of the invoice, or click the LOV
button and select the invoice.

5 In the Tariff Treatment field, enter the code for the tariff treatment, or click

the LOV button and select the tariff treatment.

6 Provide any available information in the enabled fields.



Chapter 6 - Customs entry 75

7  Click Apply. The purchase order and item information is added to the
details.

8 Click OK to exit.

Add charges to a customs entry

© Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

Click Shipment. The Customs Entry Shipment window is displayed.

Select a shipment and click Order/Item. The Customs Entry Items window
is displayed.

Select an order/item combination and click Charges. The Customs Entry
Charges window is displayed.

) us n.m Em g
CERet. ID (3201 Entry Mo. 1003 Currency EUR
Yessel (1003 Yoyage/Flight [1003 Est. Depart. Date |08-MAR-2001
Order No. (2722 ttem | 100557148 YW SIT dept item C @
Entry Details
Effective Effective Per Count
HTS Description From Date To Date Caomponent ate Lom “alue
£111 90 4000 0ABY SWEAT ETC M PR Jm -JAN-2001  31-DEC-2001  MPFUS VFDUS 0044

Apply Entry Details

spplybethod [ Companent [DTYTAUS £ [prvraus

HTS | 6111804000 [ [DABY SWEAT ETC NPRT SET ARTF =) Effect From [01-Jan-2001 Effect To [31-DEC-2001
Rate: [28 60 Per Count LIOM £ “alue [0.00
ovB [vFous E|Va|ue For Duty US Apply | DeleteHTS | Delete Comp |

Al Preyvioue ftem ext e Cancel

Customs Entry Charges window
1 Click Add. The next available line is enabled.
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2

In the Apply Method field, select:

= Single Assessment: To add one cost component, enter the code for the

cost component in the Component field, or click the LOV button and
select the cost component.

= All HTS Components: To add all cost components that are associated
with an HTS classification, enter the number of the HTS classification,

or click the LOV button and select the HTS classification.

Enter the rate, unit of measure, value, and computation value basis as
necessary.

Click Apply. The assessment(s) are added to the customs entry details.

Click OK to exit.
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Add a license or visa to a customs entry

© Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

Click Shipment. The Customs Entry Shipment window is displayed.

Select a shipment and click Order/Item. The Customs Entry Items window
is displayed.

Select an order/item combination and click License/Visa. The Customs
Entry License/Visa window is displayed.

2d Lustoms Entry

g s

CERetf. ID 3201 Entry No. [1003 Import Country ‘US |Uniled Stetes
vesselID [1003 “oyage Fit. ID 1003 Est. Departure Date |08-MAR-2001
Order Mo i) tem | 100557148 [V SIT dlept ftem C =)

Licensefviza Licensesvisa Quota
iza Type  Licensefvisa D Guantity Gty UOh et Weight et Weight UOM — Category G

Apply License/Visa Details

License/visa Type Licensefisa ID |1 o3
Holder [0 {1003 Quota Category |239 E“EIAEIIES GARM. f CLOTH. ACCESS.
Licensafisa Gty ’W ,r E et Vit "LDD? ,KGi E
Comments | g Agply Delete

Add

Cancel |

Customs Entry License/Visa window
1 Click Add. The next available line is enabled.

2 Inthe License/Visa Type field, select the type of document.
3 Inthe License/Visa field, enter the ID of the license or visa.

4  In the Holder ID field, enter the ID of the person or organization that holds
the license or visa.

5 Inthe Quota Category field, enter the ID of the quota category, or click the
LOV EI button and select the quota category.

6 In the License/Visa Qty field, enter the number of units included on the
license or visa.

7 In the next field, enter the code for the unit of measure, or click the LOV
button and select the unit of measure.
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8 In the Net Wt field, enter the net weight.

9 In the next field, enter the code for the unit of measure, or click the LOV

El]button and select the unit of measure.

10 In the Comments field, enter a comment as necessary, or click the comments

button and enter the comment in the Comments window.
11 Click Apply. The license or visa is added to the customs entry details.

12 Click OK to exit.

Add a missing document to a customs entry

< Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

Click Shipment. The Customs Entry Shipment window is displayed.

Select a shipment and click Order/Item. The Customs Entry Items window
is displayed.

Select an order/item combination, then select Missing Documents from the
Options menu. The Missing Documents window is displayed.

2 I

0] @E%@

CERef.ID  [3201 Vessel I [1003 Voyage FiID (1003 Est. Depart. Date [05-MAR-2001
Order No. [2722 tem | 100557148 A SIT dlept ftem C =

Document I0 Document Description Documert Text Received Date Comments

= = £ —

1]

sl | Delete Cancel |

Missing Documents window

1 Click Add. The next available line is enabled.

2 In the Document ID field, enter the ID of the document, or click the LOV
button and select the document.

3 In the Received Date field, enter the date received if applicable, or click the
LOV button and select the date.
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4 In the Comments field, enter a comment as necessary, or click the comments
button and enter the comment.

5 Click OK to exit.

Confirm a customs entry

© Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

Note: If you have access to Retek Invoice Matching, a non-merchandise invoice
for duty is created in approved status after you confirm a customs entry.

1 Inthe CE Ref Status field, select Confirmed.

2 Click OK to exit.

Send a customs entry to a broker

< Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

1 In the CE Ref Status field, select Send.

2 Click OK to exit. The customs entry is transmitted to the broker by a
regularly scheduled batch program.

Allocate assessments to ALC

< Navigate: From the main menu, select Inventory > Customs Entry. The
Customs Entry Search window is displayed.

Search for and retrieve a customs entry in Edit mode. The Customs Entry
Header window is displayed.

1 Click Allocate ALC. The costs are allocated to the actual landed costs
module.

2 Click OK to exit.
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Chapter 7 - Obligations

Overview

As commercial invoices are received from trading partners and suppliers, they
can be recorded in the obligations module. The expenses can be recorded at a
variety of levels. The levels are:

e Trans Container: Applies to a unique shipment and container combination.

e Trans Container PO/Item: Applies to a unique shipment, container, purchase
order, and item combination.

e Trans BL/AWB: Applies to a unique shipment and bill of lading or air
waybill combination.

e Trans BL/AWB PO/Item: Applies to a unique shipment, bill of lading or air
waybill, purchase order, and item combination.

e Trans Vessel/Voyage/ETD: Applies to a unique shipment.

e Trans Vessel/Voyage/ETD PO/Item: Applies to a unique shipment, purchase
order, and item combination.

e Purchase Order Header: Applies to a unique purchase order.

e Purchase Order/Item: Applies to a unique purchase order and item
combination.

o Customs Entry Header: Applies to a unique customs entry.

Business process

Each shipment is designated by a unique combination of vessel, voyage, and
estimated departure date. For obligations at the purchase order header and
purchase order/item level, you can allocate costs to one or more locations.

When the obligation is complete, you can approve the costs. The costs are
transmitted to the actual landed cost module. If you have access to the Retek

Invoice Matching product, non-merchandise invoices are created automatically
from approved obligations.

Reports

There are no reports pertaining to obligations.
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System administration

There are no system administration functions pertaining to obligations.

Procedures

Search for an obligation

© Navigate: From the main menu, select Finance > Obligation Maintenance.
The Obligation Search window is displayed.

Action

Ohbligation Level | |

chlgatin [ &
r E N =
Partner Type l:l Partner | E”
Invaice o ,7 & e I:I
Iveice Date: Fram | 4 T [ &
PaiclDate: From | @ 7 [ &
Al.:thor\i:oc: [ = curency | E

o SEHrEH Bl RETESH Close

Obligation Search window

1 In the Action field, select either Edit or View.
2 In the Obligation Level field, select the appropriate level.
3 Enter additional criteria as desired to make the search more restrictive.

4 Click Search. The Obligation Search window displays the obligations that
match the search criteria.

5 Select a task:
» To perform another search, click Refresh.

= To display the details of an obligation, select a record and click OK. The
Obligation Maintenance window is displayed.

6 Click Close to exit.
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Create an obligation

S Navigate: From the main menu, select Finance > Obligation Maintenance.
The Obligation Search window is displayed.

1 Inthe Action field, select New.
2 In the Obligation Level field, select the appropriate level.

3 Click OK. The Obligation Maintenance window is displayed.

,_,.“ ATI0N A INTENENCE DR R DD DD CODDEODOD

Ohbligation 01 Obligation Level |Custones By Header Obligation Status

Entry Mo E

8 Partnier " Supplisr Pariner Type - Partner | El
Irvaoice Mo | Invoice Date ’7 @ Paymert Method S
Amourt Paidl | PadDate | f Check Auh.bo. [
Currency ’—% Exchange Rate ,— Commerts ‘ g

Obligation Detail

Fer

Allocation In Per Court Guiantity
Componert Allocation Type Erre ALC ate & ohint Lo Quartity oM Amount

-J—-J 2 _-“J--J_

E \:I E r EI E
g # £r £ E
& = | = B E
Add Details Delete Detalls Tatal Amount [ap0

Ok | OK+Regeat| Resllocate | Locations Delete Cancel

Obligation Maintenance window

4 In the variable fields, enter the appropriate ID, or click the LOV button
and select the variable.

Note: Depending on the obligation level, the following fields may be
enabled: BL/AWB, Container, Entry No, Order No, Item, Vessel,
Voyage/Flight, Est Depart Date.

5 To identify the vendor:
a Select either the Partner or Supplier option.

b If you select Partner, select the type of partner in the Partner Type field.

¢ In the Partner or Supplier field, enter the ID of the vendor, or click the
LOV button and select the vendor.
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6

To enter basic invoice information, enter the invoice number, invoice date,
method of payment, amount paid, payment date, check authorization number,
currency code, exchange rate, and comments in the appropriate fields.

To enter the cost components:

Click Add Details.

o

b Inthe Component field, enter the code for the component, or click the
LOV button and select the component.

¢ In the Allocation Type field, select the appropriate option.

d Ifyou select Amount in the Allocation Type field, enter the quantity, unit
of measure, and amount in the appropriate fields. If you select Unit of
Measure in the Allocation Type field, enter the allocation basis, rate, per

count, unit of measure, quantity, and amount in the appropriate fields.

e Select the In ALC check box next to each cost component that you want
to include in actual landed cost calculations.

To allocate a cost component to a location:

Note: Costs can be allocated to locations if the obligation is entered at the
purchase order header or purchase order/item level.

a Select a cost component and click Locations. The Locations
Maintenance window is displayed.

Bl Locations Maintenance Wl e i e i e e e

Quligativig (401

Zompenent [ACERT lent Commizzon

Qusrtiy (1000 Amourt ©00.00

Locahon |ype Uescrption uanty Amourt

L8 R O

Totsls 10.00 100.00

Ao Delele Gl

Locations Maintenance window

b In the Location Type field, select the type of location.

¢ In the Location field, enter the ID of the location, or click the LOV
button and select the location.
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d In the Quantity field, enter the number of units that were received at the
location.

e In the Amount field, enter the cost allocated to the location.

f Click Add to add another location, or click OK to exit the Locations
Maintenance window.

9 Click OK + Repeat to create another obligation, or click OK to exit.

Approve an obligation

< Navigate: From the main menu, select Finance > Obligation Maintenance.
The Obligation Search window is displayed.

Search for and retrieve an obligation in Edit mode. The details are displayed
in the Obligation Maintenance window.

1 In the Obligation Status field, select Approved. The costs are allocated to the
actual landed cost module.

Note: If you have access to Retek Invoice Matching, an invoice is written in
approved status after you approve an obligation. Subsequently, the approved
costs are posted to financials.

2 Click OK to exit.
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Chapter 8 - Actual landed costs

Overview
The actual landed cost module provides a view of the expenses and assessments
that are accumulated as goods move from origin country, through customs, to

their final destination. Estimated and actual landed costs are summarized for
analysis.

Business process

The amounts can be viewed at the entry, shipment, purchase order level or at the
purchase order/item level. After analysis, you can finalize the actual landed costs.
As a result the stock ledger and open to buy are updated. You also have the
option to update weighted average costs.

Reports

There are no reports pertaining to obligations.

System administration

There are no system administration functions pertaining to obligations.
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Procedures

Search for actual landed costs at the purchase order/item level

S Navigate: From the main menu, select Finance > ALC Maintenance. The
ALC Selection window is displayed.

e e p B

Qrder Mo, | E Chligation E Ertry Mo E
ttem | E‘ g Quantity
Pack | E‘ g

Vessel E VoyageFlight E Est. Depart. Date E
o Search Eatk: Refresh Close

ALC Selection window

1  Enter criteria as desired to make the search more restrictive.

2 Click Search. The ALC Selection window displays the actual landed cost
records that match the search criteria.

3 Select a task:
» To perform another search, click Refresh.

= To display the ALC details, select a record and click OK. The Actual
Landed Cost Header window is displayed.

4  Click Clese to exit.
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Search for actual landed costs by purchase order

< Navigate: From the main menu, select Finance > ALC Order Finalize. The
ALC Order Find window is displayed.

i A

L Urder Fine

AEERER

Action

Order ho £ Wessel £
Ohligation = WoyageFlight £
Entry No = Est. Depart. Date £
Order Stetus |:| ELC/ALC Variance Percentage Range
| o
ttem | E” @
Pack | = g
ok Search Refresh Close
. .
ALC Order Find window

1 In the Action field, select either Edit or View.
2 Enter additional criteria as desired to make the search more restrictive.

3 Click Search. The actual landed cost records that match the search criteria
are displayed in the ALC Order Finalize window.
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Finalize actual landed costs by purchase order

2 Navigate: From the main menu, select Finance > ALC Order Finalize. The
ALC Order Find window is displayed.

Search for and retrieve an actual landed cost record in Edit mode. The
current actual landed cost records are displayed in the ALC Order Finalize

window.
2 ALC Order Finalize
Extended Extended Percent ALC
Orcler WMo, Order Status ELC ALC Wariance Status Comments
a
T4 mwod 00 M0 0 e &
1701 Approved 2000 2200 2.08% Pencing &)
2601 Approved 1100 1100 0.00% Pending =)
2722 Approved 6000 6000 0.00% Pending 2
2803 Approved 5400 5400 0.00% Pending &)
3001 Approved 3300 3300 0.00% Pending =)
3309 Approved 3300 3300 0.00% Pending @
@
@
=] e
Order No. 1604 Order Status | Approved Method of Finalization Agply |
Extended ELC 100 Extended ALC {100 Percent Yariance |[0.00%
ALC Status  Pending Comments ‘ @
ALC Detsil | Cancel

ALC Order Finalize window

1 Select the record that you want to finalize.

2 In the Method of Finalization field, select how you want to record the actual
landed costs.

3 In the Comments field, enter a comment as necessary, or click the comments

button and enter a comment.

4  Click OK to exit.
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