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1.0 Glossary of Terms

Term Definition

Attachment A file that is associated with any type of invoice. Only .jpeg, .jpg, .png. .pdf, .msg
file formats are accepted.

Dispute A disagreement with an invoice or non-invoice payment that results in an under
payment or an over payment. A dispute is associated with a specific invoice and
be created during the payment process.

Entitlement Allows access to specific features in the system. Also describes the invoices and
payments of a particular customer or Access to the invoices and payments of a
particular customer or groups of customers.

Non-Invoice A payment made to a customer that does not have a formal invoice associated

payment with it.

Non-Invoice An existing deduction to an invoice. Non-invoice deductions are associated with

Deduction a particular customer and are created in advance before being applied during the
payment process.

Pre Invoice An invoice that has not been formally submitted for approval and payment. Once

created by the biller, the pre invoice expires in after 10 business days and is not
accessible past the expiration date.

Invoice and Non-Invoice Payment Statuses:

Status Description

Unapproved Assigned as soon invoice or non-invoice payment is loaded.

Approved The payer analyst or administrator reviews the invoice and approves it if it is
valid. Once approved, a payment can be initiated.
There are also invoices that are automatically approved.
When a payment is returned, the invoice or non-invoice payment is given this
status for review and repayment.

Initiated Assigned by system as soon as payment is scheduled. The payment can be
cancelled up to 3:00PM on the day it is scheduled to be paid.

Partially Paid Assigned by system when the partial amount is paid and past the cutoff time on
the scheduled date.

Paid Assigned by system when the payment is past the cutoff time on the scheduled

date.




Status

Description

Paid by other

Assigned manually by biller admin

Pending

Assigned manually by biller admin

Payment Statuses:

Payment Status

Description

Corresponding Invoice
Status

Initiated When the invoice is scheduled for payment. Initiated

Paid Status Is changed after the cutoff time on the | Paid / Partially Paid
scheduled date

Returned When there is a ACH return for the Approved
transaction

Cancel When the transaction is cancelled by the Approved/Pending

user.




2.0 How to Use this Manual

Instructions are presented in the “Action, Result” format. To complete a particular function, follow the
instruction in the particular step of the “Action”. The expected result will be described and displayed in the
“Result” column.

STEP ACTION RESULT

# Instruction to be completed by the end The result of the step is displayed here.
user.

< Note: Any information important to a
particular step is presented in this
format.

& WARNING! If an action might cause
data loss or cannot be undone, the
information is presented in this format.

< Note: It is assumed that the user is logged into Present and Pay before completing any function, not
including the logging in.

3.0 Common User Features and Functions

Present and Pay has a consistent user interface starting with the home page (once the user has logged
in).There are also common user functions when a list of items (Invoices, Disputes, Users, etc.) are
displayed on a page:

e Search List
e Sort List

e Change Number of Items Displayed




3.1 Present and Pay User Interface

Present and Pay has a generally consistent user interface starting with the home page once the user has
logged in.

Functions that Access to other -
impact list items. user functions Column Titles Search
(Sortable) Fields
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List navigation and
list display controls

3.2 Search List

Often, Present and Pay contains large number of items in a list. To find a particular item, the user can use
the search function. A search is possible on most every column, based on what is being displayed in the
list — invoices, payments, users, etc.

+» Note: Not all lists have the same column titles and won’t have the same search options.
There are several ways to complete a search:

e Enter a specific number or enter a partial number in the field directly under the column name.
There are several search options when entering a specific number or word. Click the option icon -
T - to display and change the search option.



" Begins with
Contains
Doesn't contain
Ends with
Equals

Doesn't equal

Enter a specific date or date range. Click on the link directly below column title
v

® Last 180 Days
O Last 120 Days
O Last 90 Days
O Last 60 Days
O Last 30 Days
O Next 30 Days
O Next 60 Days
O Custom Range:

09/11/2013 ~||03/10/2014 ~

Apply Remove Cancel

For a custom range, a calendar is available. Click the open calendar icon - - - to display the
calendar.

E T September, 2013 T| T..

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6 7
8 9 10 12 13 14
15 16 17 18 19 20 21

22 23 24 25 26 27 28
29 30

Today Clear

Search an item’s status. Most items have some sort of status assigned. As well, an item might be
classified as a type. Click the open menu icon - = - to display and select the status or type of the
item.



ALL
Invoice
Mon Invoice Pmt

Pre Invoice

< Note: A combination of these of searches can be used.

STEP | ACTION

RESULT

1. Open a list page or navigate to the Home A list page is displayed.
page to display invoices. =
- st e
L oo eramET e
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P | o 35 (482 rus) El: s + s & 1 woas o G Pugesice 10 -
2. Determine the best filter to apply to the The search approach has been decided.
search. The more precise the filter (or
combination of filters) the fewer items
displayed after the search is completed.
3. Enter the appropriate search parameters The search is completed and results are
press the Enter key. displayed.
« Note: For a date, click the apply link to o Document lInwoice Invoice  Payment
perform the search. 2gs Number Date Due Date Date
A | Clear 101 7 Add Filter Add Filter  Add Filter
1094691019 3/4/2013 5/3/2013
«» Note: If the search yields no results, a
message is displayed.
Mo data to display
4, Click the Clear link. The original list prior to the search is displayed.
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3.3 Sort List

The order of the displayed items can be sorted in ascending or descending order.

STEP | ACTION

RESULT

1. Open a list page or navigate to the Home A list page is displayed.
page to display invoices. o
4 Home S
o Approe ARIBUER s
B P e = *.”."”‘ i
& . v s s e
L oni ons s o
[ Faport Tarne () IO R TeroaTs
ratotseworen) Ol 2 s o+ s o5 7 nos s ® Pagwsien 1
2. Click the column title to sort in ascending The list is re-sorted and the sort indicator is
(numeric, date, or alphanumeric) order. displayed next to the column title.
Document A
Number
3. Click the column title again to sort descending | The list is re-sorted and the sort indicator is

order.

displayed next to the column title.

Document Number v

3.4 Change Number of Items Displayed

The number of items displayed can be changed. The default number is 15.

STEP | ACTION

1.

Open a list page or navigate to the Home
page to display invoices.

RESULT

A list page is displayed.

Invoices

(@ toniemn i
@ Honirsin Pagmen || 2
Ve

0 v

£ Paynive




STEP | ACTION

RESULT
2. Click the open icon ™ (Lower right-hand side | The list length menu is displayed.
of the page). )
Page size: |15 ~
10
15
20
50
100
200
3. Select the number to display in the list. The number of items in the list is changed to the
selected number. The number of pages required
Page size: 200 ~ for the list changes accordingly.
Page 1 of 3 (454 items) n 2 3 \Er
« Note: To display other pages of items, click
the page number or the arrow icons.




4.0 Log into Present and Pay

A user must log in to Present and Pay with a valid and active user account. A system administrator
validates and approves those accounts and the user then completes the registration process.

STEP
1.

ACTION

Open an Internet browser.

« Note: The application can be used with the
following Internet browsers:

e Microsoft Internet Explorer (Version 9 and
above is the preferred browser)

e Mozilla Firefox (Version 3 and above)
e Google Chrome (Version 28 and above)

e Apple Safari

RESULT

The home page of the browser is displayed. In
this example, the browser is Microsoft Internet
Explorer.

€« =

Open the Present and Pay website.

The Present and Pay login page is displayed.

| Welcome To Invoice Presentment and Payment |

Weloome to Gitibank - Present and Pay for Business
Login

Citi Privacy User ID/Email Address

hitp:/ fwww.citigroup.com/citi/terms.htmi

Citi Privacy Password

5J Can't access your account?

< Note: It is strongly recommended to add this
address to the favorites list (bookmarking).

Enter the user name (email address) in the
User ID/Email Address field.

User ID/Email Address

The user name is displayed in the field.

User ID/Email Address
payeradmin@di.com




STEP | ACTION

(N=S1V/ )

4, Enter the password in the Password field. The password is displayed in the field.
Password Password
LIl 221l L] )
« Note: The password characters are hidden
for security reasons.
5. Click the Login button. The user is logged in and the Invoices page is

« Note: If the user attempts to log in more
than six times with an incorrect password, the
system prevents further login attempts and
the user is locked. The user can be unlocked
by resetting the password.

displayed.

4.1 Create New Password (Forgotten Password)

If a password is forgotten, the user can create a new password.

STEP | ACTION

RESULT

1. Click the “Can’t access your account?” Link or | The Forgot Password, Step 1 page is displayed.
iCOﬂ. [ Forgot Password |
+J Can't access your account? 1 step?
2. Enter User ID in the User ID field. The user ID is displayed in the field.

User ID*:

presentandpay@presentandpay.com




STEP | ACTION

(N=S1V/ )

3. Click the Next button. The Forgot Password, Step 2 page is displayed.
\ Forgat Password |
Next
4, Enter the answers to the three security The answers are displayed in the appropriate
questions in the appropriate fields. fields.
Question 1: What was the name of your first pet? Question 1: What was Ihe name of your first pet?
Answer*:
Answer*: Lucy
Question 2: In which year did you graduate? i
Question 2: In which year did you graduate?
Answer*:
Answer*: 1985
Question 3: In which city were you born?
Question 3: In which city were you born?
Answer®:
Answer*: |Boston
5. Click the Finish button. The Change Password page is displayed.

« Note: To display the Forgot Password,
Step 1 page, click the Previous button.

Previous

L Change Password J

Change Password

New Password
Confirm Password

Password requires at least 6 characters.
At least 1 capital character is required.
At least 1 numeric character is required.
At least 1 special character is required.

Change Password




STEP | ACTION

(N=S1V/ )

password has been successfully changed.

6. Enter a new password in the New Password The password is displayed in the field.
field. New Password
New Password YY1
+ Note: The characters are hidden for security
« Note: The password must comply with the | reasons.
following conditions in order for it be valid:
e ltrequires at least 6 characters.
e Atleast 1 capital (uppercase) character is
required.
e At least 1 numeric character is required.
At least 1 special character is required
(| @#S%N&*).
7. Enter the password again in the Confirm The password is displayed in the field.
Password field. Confirm Password
Confirm Password YIS
« Note: The characters are hidden for security
reasons.
8. Click the Change Password button. The password is changed, a confirmation
message is sent to the user with a link to log in
Change Password to Present and Pay.
L Forgot Password J
A confirmation e-mail has been sent to the e-mail address submitted.
Please follow the link in the email to change your password.
If you do not receive the email, please contact support@iolportal.com
9. Open confirmation email that indicates the The email is displayed.

1OL Forgot Password Request o ap

Qeteatgrectte com




STEP | ACTION

10.

Click the link in the message. Change name

10L Forgot Password Request oo v am

Contact Customer Senviows 5r Mether msssstance ot
TR o Rof s Wreinces

(N=S1V/ )

The Login Page is displayed.

L Welcome To Invoice Presentment and Payment |

‘Welcome to Citibank - Present and Pay for Business

Citi Privacy
itps fwww.citigroup.comciti/terms.himi

Giti Privacy

Login

User ID/Email Address

Password

8 Gan't acoess your account?




5.0 Manage Users

The payer analyst role is able to perform the following user management functions:
o Register as New User
e View User Profile

These functions are available through the user list page.

5.1 Register User

The new user must complete registration process.

1. The administrator starts the process by entering information about the user.

2. When the administrator completes that process, the system notifies the new user via an emalil
message. That email contains a link to a website where the user registers by entering more
information (steps detailed below).

3. When the user completes his or her own registration process, the administrator reviews the
information and either approves or rejects the new user. The system notifies the user that he or
she has been approved or rejected.

STEP | ACTION RESULT
1.

Open confirmation email that indicates the The message is displayed.
administrator has created a new user e
account.
o A
2. Click on the link provided in the email. If the The User Registration, Step 1 page is
link doesn’t open automatically, copy it the displayed.

browser’s address field.

User Registration |

1 Step1
U ntormtion

Please enter the following information and click finish




STEP | ACTION

(N=S1V/ )

3. If necessary, enter a Tax ID number in the The information is displayed in the field.
Tax ID field
- 123456789
4, Enter a password in the Password field. The information is displayed in the field.
Password*: || |
00D BREN
+ Note: The password must comply with the
following conditions in order for it be valid: % Note: The characters are hidden for security
. reasons.
e Itrequires at least 6 characters.
e Atleast 1 capital (uppercase) character is
required.
e At least 1 numeric character is required.
e At least 1 special character is required
(| @#$%"&*).
5. Click the Next button. The User Registration, Step 2 page is
displayed.
+« Note: To display the User Registration, m 2
Step 1 page, click the Previous button.
[ o ]
6. Click the open icon in the Security Question 1 | The Security Question 1 menu is displayed.
field:
Securty Question 1+ What was the color of your first car?
¥ What was the name of your first pet? E What was the name of your first pel?
7. Select an alternate question or keep the The question is displayed in the field.
existing question.
What was the name of your first pet? v
8. Enter the answer to the question in the The information is displayed in the field.

Answer 1 field.

Answer 1*

Fido




STEP | ACTION

(N=S1V/ )

9. Click the open icon in the Security Question 2 | The Security Question 2 menu is displayed.

field:

In which year did you graduate?

Securty Question 2 | nwhich year oid you gradate? [ v] What was the birth year of your father?
10. Select an alternate question or keep the The question is displayed in the field.

existing question.

| In which year did you graduate? v

11. Enter the answer to the question in the The information is displayed in the field.

Answer 2 field.

11906

12. Click the open icon in the Security Question 3 | The Security Question 3 menu is displayed.

field:

_ — In which city were you bom?

Seeuty Huestion 3 I which city were you borm? J What is your mother's maiden name?
13. Select an alternate question or keep the The question is displayed in the field.

existing question.

| In which city were you born? v |

14. Enter the answer to the question in the The information is displayed in the field.

Answer 3 field.

‘Walla Walla

Answer 3* |

15. In available field in the Security Image, enter The information is displayed in the field.

the characters displayed.

« Note: A space is required between the two
sets of characters. If the characters are not
legible enough, click the Reload CAPTCHA
link. A different set of characters is displayed.

Security Image:

Enter the words above:

85364354 226|




STEP | ACTION

(N=S1V/ )

16. Click the Next button. The User Registration, Step 3 page is
displayed.
< Note: To display the User Registration, 3ows
Step 2 page, click the Previous button.
== [ ]
17. Enter the new user contact information in the | The information is displayed in the appropriate
empty fields. fields.
Address T 200 Broward Bld
Address 2:
City
state Fort Lauderdale
Zip Code*:
Country: Select an item FL
Phone #*: 33312
+ Note: The asterisk next to the field name :
indicates that the field is mandatory. Select an item
555-555-5555
18. Click the open icon in the Country field. The country menu is displayed.
Country: Select an item
19. Select the appropriate country. The selected country is display.

Country:

United States




STEP | ACTION (N=S1V/ )

20. Click the Finish button. The registration process is finalized and the
confirmation page is displayed.

Finish | Registration Completed ‘

Thank you for completing your registration. Your account will be activated pending administrator review.
If you need to contact support, please contact support@iolpoital.com

« Note: The administrator must approve the
user before Present and Pay can be accessed.
The user is notified via an email message that
the user account has been approved (or
rejected).

5.2 View User Profile

The profile of the currently logged in user can be viewed.

STEP | ACTION RESULT

1. Click the Payer Analyst link (upper right-hand | The Payer Admin menu is displayed.
side of the page).

User Profile

Logout

2. Click the User Profile link. The profile of the current user is displayed.

User Profile |

User Profile

PayerAdminidicom

3. Click the View link in the Entitlement column. | The User Entitlements Window is displayed.
View User Entitlements

PGUSA 550045

PGUSA 2002253940
PGUSA 2002253648
s iy
e "
s s

PBUSA 2002253696

Page 1 of 3 (22 items) K -




STEP | ACTION (N=S1V/ )

4, Click the Close icon. The User Entitlements window is closed.

User Profile |




6.0 Manage Invoices & Non-Invoice Payments

The payer analyst is responsible for managing invoices and non-invoice payments. This includes the
following functions:

e View Detall
e Approve
¢ Add Non-Invoice Deduction
e Download to .xlIs
e Add Attachment
e View Attachment(s)
e Exportto PDF
These functions are available through the invoice list page (home page).

Invoice and Non-Invoice Payment Statuses:

Status Description
Unapproved Assigned as soon as invoice or non-invoice payment is loaded.
Approved The payer analyst or administrator reviews the invoice and approves it if it is

valid. Once approved, a payment can be initiated.
There are also invoices that are automatically approved.

When a payment is returned, the invoice or non-invoice payment is given this
status for review and repayment.

Initiated Assigned by system as soon as payment is scheduled. The payment can be
cancelled up to 3:00PM on the day it is scheduled to be paid.

Partially Paid Assigned by system when the partial amount is paid and past the cutoff time on
the scheduled date.

Paid Assigned by system when the payment is past the cutoff time on the scheduled
date.

Paid by other Assigned manually by biller admin

Pending Assigned manually by biller admin

6.1 View Detalil

A detailed view of the invoice or non-invoice payment is available.

STEP | ACTION RESULT




STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

(N=S1V/ )

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

(@) toniemsen s

@ Honimeica Pagment |
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B gt rcror ° waoo | s
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« Note: This list includes all items including
Non-invoice payments and Pre Invoices.

Search for the invoice or non-invoice payment
to be displayed.

+» Note: See the Search List section for
search instructions.

The results of the search are displayed.

PO . .
Number  'MVOiceType  Cumency  ImoiceStatus  Invoice Amount

Gl * | invoics
|cosnssar TS 4TI | A0S | PIOTST ke USD Unsppeowd 3525565
SutoPayTestd /352014 3201 | 3/3/2014 | 85214 Invoice usp Unapproved T6,006.72

@  cuesisz  ssowe 3o wsane ssme ok US) Unesproved a2
Autosuto sasms  wamma | wwems s ke USD Unappeoued Teme T
0 rovew 3Ms JUTma | AR 814 moke  USD Unsspeowd 700672
[ ] EODTestl 332004 2014 | 3/3/2014 | 85214 Invoice usD Unapproved TEA06.T2
‘estshiplo s A0 | 332014 | 85214 invoice uso Unapproved 76.006.72
O owsoerens saemi  semma |y | Poasis ke USD Unsppeoes azrs
196067595 3Ms S | YOS | POASESE woce  USD Unsspeowd n7s
[ ] 1096100107 332004 S/2/2014 | 3/6/2014 | PO-8541F  Invoice usD. Unapproved 438978
pogatotsagaions Ol 2 s ¢+ s o 7 2 0 u@® Pagesize: 8 -

Click the invoice (document) number link.
1096009208

The invoice detall is displayed.

e i
amn
Mot A vt D

Non-Invoice Payment detail.

Non Invoice Payment

Ivoice Number NP500017477

Company PGUSA - Procler & Gamble Distributing LLC[]
Customer. 2002253481 - PETER CREMER NORTH Al
Payment Due Date: * 03/07/2014

Payment Amount: * 20000

Currency: usi v

Adjustrent Code: 37 Credt Applied ]
Payment Desaription: test

* Indicates Mandatory Field




STEP | ACTION

4.

Click the Home icon or link.

(N=S1V/ )

The list of invoices or non-invoice payment is
displayed.

M Flags  Document Number Invgice Type  Cumency  Invoice Status  Invoice Amount

Date  DueDate

Giea ¥ Last1E0days  AddFiter |Add File
1096096687 W40 432004 | 3/62014 | PIOTZS USD Unsppeoved 3525665,
AutoPayTestd NG W20 | U4 8524 ivoice USD  Unepproved 7600672

0 ausocsiesz sz A |44 8504 Invoice uso Unepproved 8006.72
Autasutn SAE S0 | 4AANS 8524 imoiee USD  Uneppoved 80672
[ s JWONS | /22014 | 85714 dwoi usn Unapproved 76.006.72
[ I BN A2 | U4 | 854 ivoice USD  Unepproved 7600672
saishiglo S BE20N | 4014 8824 ivoke USD  Unepproved 650672
@  msosregs arma 522014 | /6/2014 | PDASATS | invoice: uso Unapproved 439076
1056067695 A0S 20 | /6014 | POASESS levo USD Unepproved 2176712
@ ioswmge WG B22004 | U014 | POSSIT | Ivoice USD  Unepproved 428878
Page 1 of 44 (438 items) E: s + s s 7 2 a = () Pagesizer 1o+

6.2 Approve

This is the process of reviewing and approving invoices or non-invoice payments.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

(@) oo i

@ MHonimcica Payment

Ve
0 v
= oy

& ncmens
& Duwriond

[ Fapont To FoE (]

raetotsgmeren Ol ¢ s 1 s 6 7 PG Puesise T -

«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.

Search for invoices or non-invoice payments
with a status of Unapproved.

+» Note: See the Search List section for
search instructions.

All invoices or non-invoice payments with a
status of Unapproved are displayed.

B g ccumentumber et v oS Moy lUvGCeType  Cutency  iwvoiceStatus  nvaice Amount
Gleas ¥ Last1B0days  Add Fiter |Add File # [ invoice

240 4O | AUER0NE | PIOTZIST  tvoice USD Unapproves 3525665

UMD HILMA | A4 B524 | Invoiee USD Unepproves 600672

(i) sz A |44 8504 Invoice uso Unepproved 8006.72

saPma wazma | yyans sszie | ivoiee USD Unepproves a2

[:] s JWONS | /014 | 85714 Inwoice usn Unapproved 76.006.72

o YT I A4 8524 Invoiee USD Unepproves 7600672

ST AN 204 524 Invice USD  Uneproved Te00672

@  msosregs arma 522014 | /6/2014 | PDASATS | invoice: uso Unapproved 439076

1036067635 s SN aET0IS | POASES | ke USD Unapproved 2,767.12

[ T N WA | G014 | POBSAIS  Imvoice USD Unepproves 428878

rogatotssniens (Ol 2 o 4 s o 7 PREPRNO) Pageston -




STEP | ACTION

3.

If necessary, search for the list of invoices or
non-invoice payments to be approved in this
session.

(N=S1V/ )

The list of specific invoices or non-invoice
payments to be approved is displayed.

Invoice Invoice  Payment PO

Bl Flags  DocumentNumber  'pol® v TR B er ImoiceType Cumemcy Invoics Stotus Invaice Amourt
e #|Last 18 deys | Acd Hilter  Add Filler 7 invoice

L] 12/302013 222014 1072014 PO-BA4A Invvice s Unagprervesd 217360
1wmems 2072004 91687 Invoice UsD | Unspproved 29663.09
1moms s 196773 Inoice USD Lnapproved ras 75
2zTa | 213004 121913 Invoice USD | Unepproved 50898.00
[ ] 122T0m3 203004 51911 Inusice usD Unepproved 2684632
wETIms | 2namme 12193 Inesice UsD | Unappioved 170073 23
] 121262019 172902014 176761 Invoice USD  Unepproved 26985.75
12/2m2m8 12002010 196782 Invvice ush | nepproved 242026
127262003 17292014 176772 Invvice USD | Lnepproved 27147.38
1095852973 moms | uzme ™ UsD | unappioved 2a178.25

Click the Document Number of the individual
invoice or non-invoice payment to be
reviewed for approval.

1095866087

The invoice detail is displayed.

Non-Invoice Payment detail.

Non Invoice Payment

Invoice Number. NP500017477

Company PGUSA - Procler & Gamble Distributing LLC[9]
Customer 2002253481 - PETER CREMER NORTH AI[]
Payment Due Date: 03/07/2014

Payment Amount: * 200.00

Cumrency; IS v

Adjustrent Code: 37 Cracit Applied ~
Payment Desaription: * test

* Indicates Mandatory Field

Review the invoice or non-invoice payment to
determine if it can be approved.

« Note: A dispute can be added to the
invoice if necessary. See the Manage
Disputes section for instructions.

The invoice or non-invoice payment is
determined to be approvable.

Click the Home icon or link.

The invoice list is displayed.

B Fags  Document Number ate. e, A o Currency  Invoice Status Invaice Amount

Cles ¥ Lastlondays  Add 7 Invoice

[ 1273002013 AN0/0N FOBA Invoice USD | Unepemoved 27080
120018 9667 Invoice UsD | Unepproved 20663.00

moma | ysens V06T Invsice UsD | Unappuaved 2745175

VzTma 213014 12191%  Invoice USD | Unapproved 50998.00

L] 12202013 21342014 51911 Inveice st Unsppraved 26884532
2zmama | 2nanes 12193 nvsiee USD | Lnappuerved 120473.04

Li] 12/262013 17292014 176781 Invsice usD Unapproved 26,985.75
mema | vasmna 176782 nvsica usD | Unappucved 2428125

1226003 12802014 176772 Invoics USD | Unagproved 738

1085852973 12/30ma Ve 76771 Invsice usD | Unappeaved 2417825

% Note: The list maintains its search results.




STEP | ACTION

(N=S1V/ )

7. If the invoice or non-invoice payment is valid, | The invoice or non-invoice payment is selected.
select it by clicking the checkbox. A selected invoice is highlighted in yellow and
the checkbox contains a check mark.
1095576349
1095576349
1095577233
v 1095577233
1095582004
1095582004
©® 1095582195
©® 1095582195
©® 1095582214
©® 1095582214
©® 1095582217
©® 1095582217
8. Repeat steps 4 through 7 to review additional | Additional invoices or non-invoice payments are
invoices. selected for approval.
1095576349
v 1095577233
v 1095582004
©® 1095582195
v @ 1095582214
v @ 1095582217
«» Note: Up to 10 invoices or non-invoice
payments can be selected.
9. Click the Approve icon. The Approve window is displayed with the
selected invoices or non-invoice payments.
V Approve
Approve
Number Date Status Amount
1095577233 09/27/2013 Unapproved 18555.05
1095582004 10/04/2013 Unapproved 5234.52
1095582214 10/22/2013 Unapproved 114942.79
1095582217 10/22/2013 Unapproved 26909.25
Select Status|wv|
10. Click the open menu icon in Select Status The Status menu is displayed.

field.

| Approved |




STEP | ACTION

(N=S1V/ )

11. Select the Approved status. The status is displayed in the field.
Approved
12. Click the Save button. The status change confirmation popup is
displayed.
Save n
- Message from webpage ﬂ
'e Are you sure you want to change the status of these invoices?
[ OK ] l Cancel
13. Click the OK button. The status of the invoice(s) or non-invoice
payment(s) is changed to Approved and a
OK confirmation window is displayed.
Approve
Number Date Status Amount
1095577233 09/27/2013 Approved 18555.05
1095582004 10/04/2013 Approved 5234.52
10955682214 10/22/2013 Approved 114942.79
1095582217 10/22/2013 Approved 26909.25
Document status transitioned successfully.
14 Close the close window icon. The Approve window is closed and the

approved invoices or non-invoice payments are
no longer displayed in the unapproved invoice
list.

1095576349
o 1095582195
1095585633
1095585634
1095585635
1095585636




STEP | ACTION

15.

When all the invoices in the session have
been approved and the status requires
review, search for invoices and non-invoice
payments with a status of approved.

(N=S1V/ )

The search results are displayed in the invoice
list.

W g Document Number

¥ Las 0 days |adaEile | sgdEt v . Appeoeed
e ° uso Approved 1,313.00
- [P — w0000
waams ssana o apprerd Togme12
° s sezna U Apprened Togos 72
° sz vszra U approwd o062
° sz Possers v apprensa aamr
o fre— Fogsay uso approved 438078
e e
° peara wo | appromsd
w7204 22724 ° uso Approved 986.34
o [ p— * o | approws s
2/25/2014 27202020 o ush Approved 98522
ratstaemy ONl : 5 + s © Pagesice 1 -

6.3 Download to XLS File

Invoices or non-invoice payments can be downloaded to an .xIs file. To open the downloaded file, a
spreadsheet application that can open an .xls is required on the destination workstation.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

(@ oo i

@ Honimeica Pagment |

Ve
0 v
5 oy

r—

L veriomd

) eopont rarme

«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.

Use the search function to display to
invoice(s) or non-invoice payment(s) to be
downloaded.

+» Note: See the Search List section for
search instructions.

The search results are displayed in the invoice
list.

B i ocmemmumbe TS | Mecke P e Gomm emers e
Cleas ¥ Lastig0days  addFier |Add Filtes

Lcps0amERT 42004 40208 | Y2014 | PI0TZIST [T — 25665

e UG MIEMA | UA | 85214 Inwoice USD  Unapproved 00672

O uoteyles2 Fazma YA | WY | 85N4 Invoice uso Unepproved 600672

Autasutn Sas saema | ana | asae | ke usD Unapproved a2

[ o s WONS | /32014 | 85714 dwoi usn Unapproved 76.006.72

[i] EODTestl w2004 2014 | 3/3/2014 | 85214 Invoice uso Unapproved T6.006.72

carstiole ST AN 204 524 Invice USD Unesproved Te00672

@  1msosraoe sizma 5277014 | /62014 | PDESA1S | invoice: uso Unapproved 439076

1086067685 WS SIS NS | POASES o USD Unapproved 276712

[i] 1096100107 2014 S2/20014 | 3/6/2014 | PO-BS4IZ  Invoice uso Unapproved 4288.78

Pagatotsainions O 2 3 4+ s & 7 2 w0 ou Q@ Pagesias 10~




STEP | ACTION

(N=S1V/ )

local workstation.

3. If the invoice or non-invoice payments is to be | The invoice or non-invoice payment is selected.
downloaded, select it by clicking the A selected invoice is highlighted in yellow and
checkbox. the checkbox contains a check mark.

1095576349 1095576349
1095577233 v 1095577233
1095582004 1095582004
i ] 1095582195 i ] 1095582195
i ] 1095582214 i ] 1095582214
i ] 1095582217 i ] 1095582217
4, Repeat Step 3 to select additional invoices or | Additional invoices or non-invoice payments are
non-invoice payments. selected for downloading.
1095576349
v 1095577233
v 1095582004
©® 1095582195
v @ 1095582214
v @ 1095582217
3. Click the Download icon. The browser displays a prompt to open or save
the file.
é Download
Open Save s Cancel
4. Click the Open button The spreadsheet application is started and the
downloaded file is opened.
Open a5 -
L) PRUIE::’E:LVIEW‘I&;::“N = N
5. If required, save the file to a network or a The file is saved.




6.4 Add Attachment

Files can be attached to an invoice.

STEP | ACTION RESULT

1. If the invoice list is not already displayed, click | The home page (Invoices page) is displayed
the Home page icon or link. with the list of all invoices, regardless of status.
S

B Py I i
L o
B Feport Torte o Tacear?
. 3 | R e
« Note: This list includes all items including
Non Invoices payments and Pre Invoices.
2. Use the search function to display the invoice | The search results are displayed in the invoice
or non-invoice payment that will receive the list.
attaChment W Flgs  Dooumenthumber  WOCS | Imoice  Payment PO Invoice Type  Curency  Invoice Status Imvaice Amount
* Note: See the Search List section for o T s s [ e
search instructions. ° sams s |sana [sme s 130 rpgons e
B o aam  vvis [ B (e Ul =
(i) aama /32014 | 85214 Ivoice. uso Unapproves 7600672
° ST e O ==
° Y —
Page 1 of 42 (438 florms) EM: : + 5 6 7 . 2 #n «@ Pagesime: 0
3. If the invoice or non-invoice payment is to The invoice or non-invoice payment is selected.
receive an attachment, select it by clicking the | A selected invoice or non-invoice payment is
checkbox. highlighted in yellow and the checkbox contains

a check mark.
1095576349

1095577233

1095576349
v 1095577233
1095582004
1095582195

1095582004
1095582195
1095582214
1095582217

1095582214
1095582217

QPP
QPO




STEP | ACTION

(N=S1V/ )

4, Click the Attachments logo. The Attachments window is displayed.
@ Attachments Attachments
Name Date Created Type Action
No data to display
Select Type Select a file to attach. Browse... Add
5. Click the open menu icon in Select Type field. | The attachments menu is displayed.
g Select Type

Invoice Document

Supporting Documents
6. Select attachment type. The selected type is displayed in the field.

Supporting Documents|v|
7. Click the Browse button. The Choose File to Upload window is displayed.

Browse...

& Choose File to Upload

% » Libraries » Documents »
Organize > New folder
| ¢ Favorites Documents library
I Desktop Includes: 2 locations
i Domiecs Name . Date modified Type |
5 Recent Places
J. Bluetooth Exchange Folder fold
tiranias = b Custom Office Templates
Documents I My Shapes
4 Music k. PGP 2/26 4
8 Pictures ). Visual Studio 2008
8§ videos
& Computer
& 05(C)
M nvn nrive (F1 15 7 ¢ (] »
=




STEP | ACTION

(N=S1V/ )

8. Navigate to the folder where the file is The folder is opened and the list of files is
located. displayed.
(2 Choose File 10 Upload -
|« FL-SHARE » Andrew Hansen b Screen Shots s ol
'. Organize * New folder = I ]
s Recent Places gt Name Date modified Type :
Libraries W AlHomepage 014 NG im;
B P—— W AddUserCanfirmationPage 14 1 i
& Music B AddUserEmptyFields 4
_' Pictures M AddUserNextButton
3 LY serPopulatedFields
O o
o M AddUserWindowEntitlements '
~ OS':C‘] & Administrationlcon
l:l DVD Drive (€9 15 & AdministrationMenu
& ApproveConfirmationPopup
S feuork = ::Z:::::::ch - -::7\ 17 PNG =
File niame! IvoicesPage = [Pictures -git*jpgipegip =
Open Cancel
9. Click the file to be attached. The file is selected.
B ApproveConfirmationPopup
+ Note: Only .jpeg, .jpg, .png. .pdf, .msg file B ApprovedlnvoiceList
types are accepted.
yp P R, Approvelcon
B ApproveReject
10. Click the Open button. The Windows Explorer window is closed and
the file name is displayed in the browse field.
Approvelcon.png X | Browse..
« Note: The field can be cleared by clicking the
cancel icon.
X
11. Click the Add button. The file is attached to the invoice or non-invoice

Add

payment, added to the list of attachments in the
Attachments window, and a confirmation
message is displayed in the window.

Attachments

Name Date Created Type Action

ApproveWindow.png
AttachmentsWindow.png
InvoicesPage.png
Approvelcon.png

3/11/2014 3:08:00 PM
3/11/2014 3:09:00 PM
3/11/2014 3:11:00 PM
3/11/2014 3:26:00 PM

Supporting = Delete
Supporting | Delete
Supporting | Delete
Supporting =~ Delete

Approvelcon.png uploaded successfully.

Supporting Documenls

Select a file to attach. Browse.. m




STEP | ACTION

(N=S1V/ )

12. Repeat steps 5 through 11 to attach The files are attached to the invoice or non-
additional files to the Invoice. invoice payment.
13. Click the close icon The Attachments window is closed and an

Attachments icon is displayed next to the
invoice.

1095958153

6.5 View Attachment(s)

Once attached, an attachment can be viewed.

STEP | ACTION

i

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

@ e
@ Honirnai

eS0T

s o
 Appeene

wesmunm a1
@ i

s zars s
B P

weson T 200000

concar e
@ resmmens Ta0a T

ooz
L Ouriond )
) i 8 roner T
s w CONE: s o+ s s o7 e sz

«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.

Use the search function to display the invoice
or non-invoice payment with the
attachment(s) to view.

< Note: See the Search List section for
search instructions.

The search results are displayed in the invoice
list.

Invsice
Date

nvsice.

. Payment
Due Date

rES Invaice Amount

Invaice Status

W Flags  Document Number

PO .
Nonper | IMWGicEType  Cumenoy

Clea ¥ Last 180 days \dd Files

7| Invoice

242014 E It — usn Unapproved 3525666

2z 4 | a//2014 85214 ivoice s Unapproved 600672

) samms maema | yaINa 8s:e ke USD Unepproved 1600672

Autaduta 3aTma yapma | aAme (85nd | iwoice usn Unapproved 780672

0@ rontes 04 WOV | WA2014 85214 Inwvaice usn Unappovid 7600672

@  ooren a2 3ra2014 | /2014 (85214 | Invoice usp Unapproved T6,006.72

exsnnln sAmNY 3N | U4 BS4 isice uso Unapproved 7600672

® oo 3aEma SEoMA | A0 | PDASNS | imoice USD Unapproved ama07s

1096067695 P04 E2T0NA | /B4 | POBSAST  Invaice usn Unapproved 2176712

[i] 1096100107 204 57212014 | 3/6/2014 | PO-B5HI3  Invoice. usD Unapproved 4380.78
Paga 1 of 44 (438 torms) Bl: s ¢+ 5 s 7 . = 8 «@ [

Invoices or non-invoice payment with
attachments are indicated with the Attachments

icon.
@

1095958153




STEP | ACTION

(N=S1V/ )

3. Click the Attachments icon. The Attachments window is displayed.
& Attachments
Name Date Created Type Action
ApproveWindow.png 3/11/2014 3:08:00 PM | Supporting | Delete
AttachmentsWindow.png 3/11/2014 3:09:00 PM | Supporting | Delete
InvoicesPage.png 3/11/20143:11:00 PM | Supporting | Delete
Approvelcon.png 3/11/2014 3:26:00 PM | Supporting | Delete
Select Type Select a file to attach. Browse... Add
4, Click the attachment link to display. The browser displays a prompt to open or save
. the file.
ApproveWindow.png
Open Save s Cancel
5. Click the Open button Depending on the file format, the attachment is
opened with the appropriate software
Open application.
6. If required, save the file to a network or a The file is saved.

local workstation.

6.6 Delete Attachment(s)

Attachments can be deleted from invoices and non-invoice payments.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

nnnnnn

« Note: This list includes all items including
Non Invoices payments and Pre Invoices.




STEP | ACTION

2.

Use the search function to display the pre
invoice with the attachment(s) to view.

+» Note: See the Search List section for
search instructions.

(N=S1V/ )

The search results are displayed in the invoice
list.

i [, ro
U G ComdTes 55 Due Date Numbsar

InvoiceType  Cumency  Invoice Status  Invoice Amount

Clea ¥ Last1g0days  AddFilter | Add Fite Invaice

WAZE 492004 | /62014 | PIOTAST  lvoice USD Unsppeoved 3525665,

NG W20 | U4 8524 ivoice USD  Unepproved 7600672

(i) sz A |44 8504 Invoice uso Unepproved 8006.72

SAE S0 | 4AANS 8524 imoiee USD  Uneppoved 80672

[:] s JWONS | /014 | 85714 Inwoice usn Unapproved 76.006.72

(] BN A2 | U4 | 854 ivoice USD  Unepproved 7600672

S BE20N | 4014 8824 ivoke USD  Unepproved 650672

@  msosregs arma 522014 | /6/2014 | PDASATS | invoice: uso Unapproved 439076

1056067695 WATIE BP0 | O/E7018 | PDASESS woice USD Unepproved 2176712

@ ioswmge UG B4 | U4 | POSAIT Invoice USD  Unepproved 428878
Page 1 of 44 (438 items) E: s + s s 7 2 a = () Pagesizer 1o+

Invoices with attachments are indicated with the
Attachments icon.

& 1095958153

Click the Attachments icon.

@

The Attachments window is displayed.

Attachments

Name Date Created Type Action
ApproveWindow.png 3/11/2014 3:08:00 PM  Supporting | Delete
AttachmentsWindow.png 3/11/2014 3:09:00 PM = Supporting | Delete
InvoicesPage.png 3/11/2014 3:11:00 PM  Supporting | Delete
Approvelcon.png 3/11/2014 3:26:00 PM = Supporting | Delete
Select Type Select a file to attach. Browse... Add

Click the Delete link for the appropriate
attachment.

Delete

The delete attachment confirmation popup is
displayed.

Message from webpage M

'e Delete attachment?

I oK ] ‘ Cancel




STEP | ACTION

5.

Click the OK button.

OK

(N=S1V/ )

The attachment is deleted and removed from
the attachment list and a confirmation message
is displayed.

Attachments

Name Date Created Type Action
3/11/2014 3:09:00 PM Supporting =~ Delete

3/11/2014 3:11:00 PM Supporting = Delete
3/11/2014 3:26:00 PM | Supporting = Delete

AttachmentsWindow.png
InvoicesPage.png
Approvelcon.png

Attachment deleted successfully.

Select Type

Select a file to attach Browse... Add

Click the close window icon.

The Attachments window is closed and list of
invoices is displayed.

M Fags  Document Number ‘Dete Number 'MoiceType  Currency  Invoice Status Invaice Amourt
Gl ¥|Lastimn gy Asdbiter |

©  1owsmseos 12smema 2014 310720 uso [rovm—— 2173160
10957858 12/292m3 20072014 Ush | nepproved 266,09

1095857904 12BN | U214 USD | Lnapmeeved 2745375

2zTama | 21aes 1219130 Inveice USD | Unsppoved 50898.00

) 2erema | anamma 51911 Incics Ush  Unapproved oy
M apasoe 121913 Inoice USD | Lnapproved 13007301

] 03 128004 176781 Invoice USD | Unapproved 20699575
12/mems 17292014 196782 Invoioe UsD | Unepproved 24281 25

1226208 17292014 176772 Invoice USD  Unspproved 2714738

1095857973 mema | zame 96T Inveiee UsD | unapproved 2417825

6.7 Exportto PDF

An invoice or non-invoice payment can be exported to a PDF file.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

eS0T

a0
' Appu
) e L0
@ vioae
— - sazace
e sseas
s e
e Tesears
s uma s
e 3 “ecvars
[ Fapot Tarte ° wevrna | s Temars

« Note: This list includes all items including
Non Invoices payments and Pre Invoices.




STEP | ACTION

2.

Use the search function to display the invoice
or non-invoice payment to be exported to a
PDF.

+» Note: See the Search List section for
search instructions.

(N=S1V/ )

The search results are displayed in the invoice
list.

W Pl DocmentNumber  pee v O Moy lUvGCeType  Cutency  iwvoiceStatus  nvaice Amount
Gleas ¥ Last1B0days  Add Fiter |Add File # [ invoice

240 4O | AUER0NE | PIOTZIST  tvoice USD Unapproves 35256.65

I WM | Y4 85214 lvoice USD Unepproves 7600672

(i) sz A |44 8504 Invoice uso Unepproved 8006.72

Auvtasutn saPma wazma | yyans sszie | ivoiee USD Unepproves o062

[ s JWONS | /014 | 85714 Inwoice usn Unapproved 76.006.72

[ JT WA WA | YU 85214 lvoice USD Unepproves 7600672

custigle SN WAL | 452004 8524 ivoiee USD Unepproves 7600672

@  msosregs arma 522014 | /6/2014 | PDASATS | invoice: uso Unapproved 439076

1096067595 PME STOA | /ET0S | POASBSS | ivoice USD Unapproved 2176717

®  iosumor N WA | G014 | POBSAIS  Imvoice USD Unepproves 428878
Paga 1 of 44 (438 items) E: s + s s 7 2 a = () Pegesizer 1o v

If the invoice or non-invoice payment is to be
exported, select it by clicking the checkbox.

1095576349
1095577233
1095582004
1095582195
1095582214

- -~

1095582217

The invoice or non-invoice payment is selected.
A selected invoice or non-invoice payment is
highlighted in yellow and the checkbox contains
a check mark.

1095576349
v 1095577233
1095582004

[ ] 1095582195

O 1095582214

[ ] 1095582217

Click the Export To PDF icon.

Export To PDF

The browser displays a prompt to open or save
the file.

Open Save s Cancel

Click the Open button

Open

The invoice or non-invoice payment is displayed
as a PDF in a separate browser window.

ll File Edit View Document Comments forms Tools Advanced Window Help x

&) Create - ) Combine - &) Collaborate - g Secure~ #* Sign~ (8] Forms - 57 Comment -

= Ll 1w 8 e 0 0H g

Coetact Name e 547

citi nvoce e \osesaaz
Contract Nuember

Invoice Oate Qa0
PO Number 08535
odrDate o204
stip Date Qo
Account Numbes 20022581
ST) Ao o Carer CUSTOMER PICKUP
Vewse Namber w12
Store Number Stiphuambes M ot OunDate ourws2014
Torms from viceDate NET CASH 60 DAYS Nt Amount Dve. 43968050

A3 Charges arein USD. 0.00UsD.
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6. If required, save the file to a network or a The file is saved.
local workstation.




7.0 Manage Pre Invoices

The payer analyst is responsible for managing pre invoices. This includes the following functions:

e View Detall

e Download to .xIs

e Add Attachment

e View Attachment(s)

o Delete Attachment(s)

e Exportto PDF

These functions are available through the invoice list page (home page).

« Note: Once loaded, a pre invoice is available for 14 calendar days and expires on the following

business day.

7.1 View Pre Invoice Detail

A detailed view of the pre invoice is available.

STEP | ACTION

1. If the invoice list is not already displayed, click

the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

[) Fapent TeroF o

(R | IR wosow Pagesice T

« Note: This list includes all items including
Non Invoices payments and Pre Invoices.

2. Search for the pre invoice to be displayed.

+» Note: See the Search List section for
search instructions.

The results of the search are displayed.

PHOEND:

Dbl DISTRBUTON | 2002210807 | PGUSA 27 usa pewting o reponiz
s

PHORD:

DISTREUTION | Zo0z253701 | POUSA TSNS | S/aams unspprred a Tom0s72
I

Zoozzmam PoUse 18NS [r— o rosos7z

2nszs | snzizmia Unsppeoed o TomoaT2
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STEP | ACTION

3.

Click the pre invoice (document) number link.
1096009208

(N=S1V/ )

The pre invoice detail is displayed.

e — Status Unapproved

Imoice Mumber 1095658028
Contract Number
Imoice Date o2/4r2014
P.0. Number PO-85306
Onder Date v
Ship Date a2/ar2014
Accourt Number 200225148
Vendor Number
T T

BilkTo Address AT Carier CUSTOMER PICK UP
Vetucke Nurmter w1z

‘Store Number Stvp Number 95 et Due Date o014

Terms fiom oiceDate~ NET CASH 60DAYS Nt kst Do 43986850

[ Ust Crm  Alowwos Ao
Fag  Qukly  BodCok  PCCueCode  lemMube  NemDorpben e e o0 A e
onsesis 153 002080040123 WP | 220000000 | 439180 00 4masm
) ) ooaoa00s0rzs we | oo 43w 00 azes
= am cozommoentzs we | 2000w | asise 0w amem
sun-saar

ross Touwd oousn

AllCharges are inUSD foousn

Click the Home icon or link.

The list of invoices is displayed.
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r'-, £ DRTRELTON demsaal Pause | anEEs |anumie sca [r— o 7aus
P
e DSTRRLTON s Pouss | 2iisons ! [r— oo 77
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7.2 Download Pre Invoice(s)

Pre invoices can be downloaded to an .xls file. To open the downloaded file, a spreadsheet application
that can open an .xls is required on the destination workstation.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

(D Honlrsion Seiin

@ o mcarmmens

zms

s swme | amon o
v s
I 13150
@ v
s s | wsao s
5 Payisice
s asend | e 2scaco
Trrn oo |oow s
@ ssmen aapae | Teswars
samne | amams e
L Dowrond ) T
@) =i ° s |t Tears
(e | R PG Pagesice 10 -

< Note: This list includes all items including
Non Invoices payments and Pre Invoices.




STEP | ACTION

(N=S1V/ )

é Download

2. Use the search function to display to pre The search results are displayed in the invoice
invoice(s) to be downloaded. list.
+ Note: See the Search List section for
search instructions.
[ ]
3. If the pre invoice is to be downloaded, select | The pre invoice is selected. A selected pre
it by clicking the checkbox. invoice is highlighted in yellow and the
checkbox contains a check mark.
1095576349
1095576349
1095577233
v 1095577233
1095582004
1095582004
©® 1095582195
©® 1095582195
® 1095582214
® 1095582214
©® 1095582217
©® 1095582217
4. Repeat Step 3 to select additional pre Additional pre invoices are selected for
invoices payments. downloading.
1095576349
v 1095577233
v 1095582004
©® 1095582195
v @ 1095582214
v @ 1095582217
3. Click the Download icon. The browser displays a prompt to open or save

the file.

Open Save & Cancel




STEP | ACTION

4.

Click the Open button

Open

(N=S1V/ )

The spreadsheet application is started and the
downloaded file is opened.

& & Invoicelist [Protected View] - Bxcel 7@ - x

HOME  INSERT  PAGELAYOUT ~FORMULAS  DATA  REVIEW  VIEW

W PROTECTED Vigw B CfSful—fes ram e Intemet can contan inses. Unkes you need 10 &0, 13 safe 0 sty

Enable Editing | %
Protected View. ]

A - e | Document Number v

A B c [ £ ¥ G H |
Date | lnvoice Due Date _ Payment Daie |_PO Nomber | lvoce Type | Cavency | lnvoice Staim |_lmeice Amount
130014 J10208  1ML3 ke USD Pad
swane J80s PO ke USD Uuapproved

122004 I02s M6 kmee  USD Pad
wa0u 041 lweke  USD Unapproved
6w a7 39214 POSSMR! vae  USD  Uuapproved

If required, save the file to a network or a
local workstation.

The file is saved.

7.3 Add Attachment to Pre Invoice

Files can be attached to a pre invoice.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

« Note: This list includes all items including
Non Invoices payments and Pre Invoices.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

o

wiox | o P -
[6) e mant 2 T PO WwcioaType Comuncy  IwckeSaha  ewsics Amont

@ tonimmea | S

. e

o Appue
) 1310

@ v
- st | s sosenco

B Pay Ivmice
R - s
crecnzer e[ s
& Machments o e
s e
L L s e
T Fent o roe ° e s
——— EE PR Pugess 17+

Use the search function to display the pre
invoice that will receive the attachment.

+ Note: See the Search List section for
search instructions.

The search results are displayed in the pre
invoice list.

PHOEND:

s
PHOEND:

Unsppeocd oo
proved -
R oo




STEP | ACTION

(N=S1V/ )

3. If the pre invoice is to receive an attachment, | The pre invoice is selected. A selected pre
select it by clicking the checkbox. invoice highlighted in yellow and the checkbox
contains a check mark.
1095576349
1095576349
1095577233
v 1095577233
1095582004
1095582004
©® 1095582195
©® 1095582195
® 1095582214
® 1095582214
©® 1095582017
O 1095582217
4, Click the Attachments logo. The Attachments window is displayed.
@ Attachments Attachments
Name Date Created Type Action
No data to display
Select Type Select a file to attach. Browse... Add
5. Click the open menu icon in Select Type field. | The attachments menu is displayed.
e Select Type
Invoice Document
Supporting Documents
6. Select attachment type.

The selected type is displayed in the field.

Supporting Documents




STEP | ACTION

7. Click the Browse button.

(N=S1V/ )

The Choose File to Upload window is displayed.

2 Choose File to Upload =]
Browse... (] - b » Docmens » 2|
[ Organize ~ New folder (2]
: Favorites “,  Documents library
M Desktop Includes: 2 locations
& Downloads Name : Date modified Type
%5 Recent Places
J. Bluetooth Exchange Folder 2/26/2014 221 PM
223 Libraries = b Custom Office Templates
Documents k. My Shapes
& Music k pep
& Pictures ). Visual Studio 2008
8 videos
& Computer
& 05 (C)
M oV Drive F1 15 7 ¢ i L
File name: v |Custom Files (*jpegipgits ¥
[ comer |
8. Navigate to the folder where the file is The folder is opened and the list of files is

located.

displayed.

(= Choase File to Upload =]

). = FL-SHARE » Andrew Hansen » Screen Shots

|| Organize ~ New folder = . I @
b Recent Places gt Name Date modified Type -I
W AlHomepage PNG image
-4 Libraries I
& AdduserConfirmationPage PNG image
* Documents N |
W AddUserEmptyFields PNG image
4 Music
W AddUserNextBution PNG image
5. Pictures
3 ® AddUserPopulatedFields
8 videos
B AddUserWindow
) - @ AddUserWindowEntitlements f
& Computer
B Administrationlcon
& 05(C)

R AdministrationMenu
] DVD Drive (E) 15
B ApproveConfirmationPopup

® Approvelcon

& Network
B AooroveReiect
- i »

File name: InvoicesPage ~ | Pictures (gif* jpg:*jpegi.p

9. Click the file to be attached.

types are accepted.

< Note: Only .jpeg, .jpg, .png. .pdf, .msg file

The file is selected.

B ApproveConfirmationPopup
B ApprovedInvoicelist

B, Approvelcon

B ApproveReject

10. Click the Open button.

The Windows Explorer window is closed and

the file name is displayed in the browse field.
Approvelcon.png X Browse...

«» Note: The field can be cleared by clicking the
cancel icon.

X




STEP | ACTION

11.

Click the Add button.

Add

(N=S1V/ )

The file is attached to the pre invoice, added to
the list of attachments in the Attachments
window, and a confirmation message is
displayed in the window.

Attachments

Name Date Created Type Action

3/11/2014 3:08:00 PM
3/11/2014 3:09:00 PM
3/11/2014 3:11:00 PM
3/11/2014 3:26:00 PM

ApproveWindow.png Supporting = Delete

AttachmentsWindow.png
InvoicesPage.png
Approvelcon.png

Supporting =~ Delete
Supporting | Delete
Supporting = Delete

Approvelcon.png uploaded successfully.

Supporting Documenls Select a file to attach. Browse... Add

12.

Repeat steps 5 through 11 to attach
additional files to the Invoice.

The files are attached to the pre invoice.

13.

Click the close icon

The Attachments window is closed and an
Attachments icon is displayed next to the
invoice.

& 1095958153

7.4 View Pre Invoice Attachment(s)

Once associated with a pre invoice, an attachment can be viewed.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.




STEP | ACTION

(N=S1V/ )

2. Use the search function to display the pre The search results are displayed in the pre
invoice with the attachment(s) to view. invoice list.
+ Note: See the Search List section for
search instructions. 0 I R U - s
Fage of 1 (oems (] Pagsau |15 -
Invoices or non-invoice payments with
attachments are indicated with the Attachments
icon.
@ 1095958153
3. Click the Attachments icon. The Attachments window is displayed.
@ Attachments
Name Date Created Type Action
ApproveWindow.png 3/11/2014 3:08:00 PM | Supporting | Delete
AttachmentsWindow.png 3/11/2014 3:09:00 PM | Supporting | Delete
InvoicesPage.png 3/11/2014 3:11:00 PM  Supporting | Delete
Approvelcon.png 3/11/2014 3:26:00 PM | Supporting | Delete
Select Type Select a file to attach. Browse... Add
4. Click the attachment link to display. The browser displays a prompt to open or save

ApproveWindow.png

the file.

Open Save s Cancel




STEP | ACTION

(N=S1V/ )

5. Click the Open button Depending on the file format, the attachment is
opened with the appropriate software
Open application.
:i_-] ApproveWindow - thndvuws- Photo Viewer
File ~ Print * E-mail Bumn * Open ~
Approve
Number Date Status Amount I
1095577233 09/27/2013 Unapproved 18555.05
1095582004 10/04/2013 Unapproved 5234.52
1095582214 10/22/2013 Unapproved 114942.79
1095582217 10/22/2013 Unapproved 26909.25 |
Select Status|v/|
6. If required, save the file to a network or a The file is saved.

local workstation.

7.5 Delete Pre Invoice Attachment(s)

Attachments can be deleted from pre invoices.

1.

If the invoice list is not already displayed, click
the Home page icon or link.

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

O ckeType Comney IwcesSidm  wolos Amount

(@ toniemn i
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«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.




Use the search function to display the pre
invoice with the attachment(s) to delete.

+» Note: See the Search List section for
search instructions.

The search results are displayed in the pre
invoice list.

PHOEND:
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imesHER  OSTREUTON e o aneEs | waans ssana S r— o 7oosz2
it
P ORTREUTON T | oS ansvans L TS - o) ruoonz
s [r— o a0
- Too0e 72
[ RA——]  | Fagesra

Invoices with attachments are indicated with the
Attachments icon.

@ 1095958153

Click the Attachments icon.

Z

The Attachments window is displayed.

Attachments
Name Date Created Type Action
ApproveWindow.png 3/11/2014 3:08:00 PM | Supporting | Delete
AttachmentsWindow.png 3/11/2014 3:09:00 PM | Supporting | Delete
InvoicesPage.png 3/11/2014 3:11:00 PM  Supporting | Delete
Approvelcon.png 3/11/2014 3:26:00 PM | Supporting | Delete
Select Type ﬂ Select a file to attach. Browse... Add

Click the Delete link for the appropriate
attachment.

Delete

The delete attachment confirmation popup is
displayed.

Message fron_"i webpage d—uﬂ

! ] Delete attachment?
2]

[ OK ] ‘ Cancel




5. Click the OK button. The attachment is deleted and removed from
the attachment list and a confirmation message
OK is displayed.
Attachments
Name Date Created Type Action
AttachmentsWindow.png 3/11/2014 3:09:00 PM Supporting | Delete
InvoicesPage.png 3/11/2014 3:11:00 PM Supporting | Delete
Approvelcon.png 3/11/2014 3:26:00 PM | Supporting = Delete
Attachment deleted successfully.

Select Type Select a file to attach Browse... Add

6. Click the close window icon. The Attachments window is closed and list of

invoices is displayed.
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7.6 Export Pre Invoice to PDF

A pre invoice can be exported to a PDF file.

STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

RESULT

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

) - a0
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«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.




STEP | ACTION
2. Use the search function to display the pre
invoice to be exported to a PDF.

+» Note: See the Search List section for
search instructions.

(N=S1V/ )

The search results are displayed in the pre
invoice list.

3. If the pre invoice is to be exported, select it by

clicking the checkbox.

The pre invoice is selected. A selected pre
invoice is highlighted in yellow and the
checkbox contains a check mark. (Can you

1095576349 select/export multiple?)
1095577233 1095576349
1095582004 v 1095577233
©® 1095582195 1095582004
©® 1095582214 ® 1095582195
©® 1095582217 ® 1095582214
i ] 1095582217
4, Click the Export To PDF icon. The browser displays a prompt to open or save

Export To PDF

the file.

Open Save & Cancel

5. Click the Open button

Open

The pre invoice is displayed as a PDF in a
separate browser window.

[ File Edit View Document Comments Forms Tools Advanced Window Help

&) Create - £) Combine - &) Collaborate - g Secure» # Sign - [S] Forms = 7 Comment »

= =) 1 ) ] e 0% -] g Fin

L ST e

Order Date e

Toms fiom invica Date NET CASH 60 DAYS. Net Amount Due 439868 US0

Net AmountDue 439868 USD




STEP | ACTION (N=S1V/ )

6. If required, save the file to a network or a The file is saved.
local workstation.




8.0 Manage Payments

The payer analyst is responsible for managing invoices and non-invoice payments. This includes the

following functions:

e Create New Non-voice Deduction

e View Payment Profile

e View Payment History

Payment Statuses:

Payment Status Description Corresponding Invoice
Status

Initiated When the invoice is scheduled for payment. Initiated

Paid Status is changed after the cutoff time on the | Paid / Partially Paid
scheduled date

Returned When there is a ACH return for the Approved
transaction

Cancel When the transaction is cancelled by the Approved/Pending
user.

8.1 Create New Non-Invoice Deduction

Before an invoice or non-invoice is paid, a hon-invoice deduction can be applied to it. These deductions
are assigned to individual customers before invoices are paid.

STEP | ACTION RESULT
1. If the invoice list is not already displayed, click | The home page (Invoices page) is displayed
the Home page icon or link. with the list of all invoices, regardless of status.

«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.




ACTION

Click the Non-Invoice Deduction icon.

(D MNon Invoice Deduction

(N=S1V/ )

The Non-Invoice Deduction window is
displayed.

Non-Invoice Deduction

Dispute Id: New
Document Type: Non-Invoice Deduction

Customer: * 2002253840 - Norich Sales and Servid v

Reason; Select an item ¥
Disputed Amount. * 000
Description: *

* Indicates Mandatory Field

Click the open icon in the Customer field.

Customer: * 2002253940 - Norich Sales and Servil

The Customer menu is displayed.

2002253940 - Norich Sales and Service LLC

2002253648 - NEW YORK CITY BEAUTY SUPPLY INC
2002253481 - PETER CREMER NORTH AMERICA

2002253142 - PHENIX SUPPLY COMPANY

2002253781 - PHOENIX DISTRIBUTION AND MARKETING LLC
2002253334 - PHS Group Inc.

2002253817 - PIERCE COMMERCIAL LAUNDRY DISTRIBUTORS LLC
2002253796 - PREMIER SOURCE INC

2002253696 - PRICE SMART DISTRIBUTION LLC

2002254102 - QUEST PRODUCTS, INC

2002253913 - THE FIELD COMPANIES FULFILLMENT CTR INC
2002253456 - REGO TRADING INC

2002253599 - SALON NORMAN DEE - TJ HEIT LTD

2708584 - SOUTHWEST LAUNDRY and CLEANING SUPPLY, INC
2002214059 - STEVES GROCERY DISTRIBUTING

2002253686 - SUPERIOR FEED INGREDIENTS LLC

2002253548 - SUPERIOR OIL CO. INC

2002287305 - THOMAS and HOWARD CO.

2002254250 - TILLEY CHEMICAL COMPANY INC

2002213926 - 7 DOLLAR BEAUTY SUPPLY

2002254014 - ZWUSH LLC dba MEYERS SUPPLY

Select the appropriate customer for the non-
invoice deduction.

2002253648 - NEW YORK CITY BEAUTY SUPPLY INC
2002253481 - PETER CREMER NORTH AMERICA

2002253142 - PHENIX SUPPLY COMPANY

2002253781 - PHOENIX DISTRIBUTION AND MARKETING LLC
2002253334 - PHS Group Inc.

2002253817 - PIERCE COMMERCIAL LAUNDRY DISTRIBUTORS LLC
2002253796 - PREMIER SOURCE INC

2002253696 - PRICE SMART DISTRIBUTION LLC.

2002254102 - QUEST PRODUCTS, INC

2002253913 - THE FIELD COMPANIES FULFILLMENT CTR INC
2002253456 - REGO TRADING INC

2002253599 - SALON NORMAN DEE - TJ HEIT LTD

2708584 - SOUTHWEST LAUNDRY and CLEANING SUPPLY, INC
2002214059 - STEVES GROCERY DISTRIBUTING

2002253686 - SUPERIOR FEED INGREDIENTS LLC

2002253548 - SUPERIOR OIL CO. INC

2002287305 - THOMAS and HOWARD CO.

2002254250 - TILLEY CHEMICAL COMPANY INC

2002213926 - 7 DOLLAR BEAUTY SUPPLY

2002254014 - ZWUSH LLC dba MEYERS SUPPLY

The customer is displayed in the field.

2002253481 - PETER CREMER NOR




STEP | ACTION

5. Click the open icon in the Reason field.

Reason: * Select an item

(N=S1V/ )

The Reason menu is displayed. The list below is
an example.

Select an item

01 Pricing Error

04 Damanged ltem not Accepted
06 Shortage

19 Duplicate Billing

31 CPU Freight Allowance

52 BillerAdjCodeTaxRetention
53 Payment Received

55 Tax Adjustment

T2 Authorized Return

76 Cash Discount

77T Allowance Off Invoice

97 Credit Applied

98 Biller Supplied General Inv Adjustment
99 Biller Supplied Line Adjustment
A2 Misshipped Wrong Product
A4 NonReceipt of Goods

Ab QOverage

A8 Advertising/Promotion
ALMTest

Bad Data

Jan Test

L7 Miscellaneous Deduction
Myreason

New Reason Workflow

Personal

XQA Test 1

ZZ Other/Miscellaneous

6. Select the appropriate reason for the non- The reason is displayed in the field.
invoice deduction.
L
76 Cash Discount
01 Pricing Error
04 Damanged Item not Accepted
06 Shortage
19 Duplicate Billing
31 CPU Freight Allowance
52 BillerAdjCodeTaxRetention
53 Payment Received
55 Tax Adjustment
72 Authorized Return
76 Cash Discount
77 Allowance Off Invoice
97 Credit Applied
98 Biller Supplied General Inv Adjustment
99 Biller Supplied Line Adjustment
A2 Misshipped Wrong Product
A4 NonReceipt of Goods
A5 Overage
A8 Advertising/Promotion
ALMTest
Bad Data
Jan Test
L7 Miscellaneous Deduction
Myreason
New Reason Workflow
Personal
XQA Test 1
ZZ Other/Miscellaneous
7. Enter amount in Disputed Amount field. The amount is displayed in the field.

Disputed Amount: *

0.00

3411




STEP | ACTION

8.

Enter a description in the Description field.

Description: *

(N=S1V/ )

The description is displayed in the field.

10% discount applied.

Click the Save button.

Save

The non-invoice deduction is created and a
confirmation message is displayed.

Non-Invoice Deduction

Dispute Id: ND01043398

Document Type: Non-Invoice Deduction

Customer: * 2002253481 - PETER CREMER NOR|v|
Reason: * 76 Cash Discount b

Disputed Amount. * 341

B 10% discount applied.

Deduction was

* Indicates Mandatory Field Aftachments

< Note: An attachment can now be added to
the non-invoice deduction. Click the
Attachments button. See the Add Attachment to
Invoice (Steps 4 through 11) section for
instructions.

10.

Click the close icon.

The close window popup is displayed.

Message from webpage ﬁ

'e Are you sure you want to close this window?

[ OK ] l Cancel




STEP | ACTION

11.

Click the OK button.

OK

(N=S1V/ )

The window is closed and the home page is
displayed.

nvoices

8.2 View Payment History & Details

Past payments can be viewed as a list and a detailed view of individual payments.

STEP | ACTION
1.

Click the History link.

RESULT

The History menu is displayed.

payment whose details will be displayed.

+ Note: See the Search List section for
search instructions.

2. Select the Payment History option. The Payment History page is displayed.
Payment History  Payment History |
A Dowsicad v = [e— [T p—
(SRS  IETE PRI PO regesize|m
3. Use the search function to display the The search results are displayed in the payment

list.

Payment Methad

Tatal Payment Amourt

5185 D3N2PNAIZ00PM 312204 ars 35231 66 Padtislly Paid

Page 1 0f1 (1 items) Pagesize[10 -

«» Note: The payment list can be downloaded to
an .xls file. See the Download Dispute History
section for instructions.




STEP | ACTION (N=S1V/ )

4, Click the Transaction ID link. The Payment Details window is displayed.

66396 Payment Details

inveice Ami Dispute Ami  PaymentAmi  Curency
1096096657 081212014 38256566

2500 (3573106 *| USD

Transaction Id

Status:

Total Amaunt

Transaction Date:

5. Click the close icon. A confirmation popup is displayed.

-

» Message from webpage ﬁ

'@ Are you sure you want to close this window?

OK ] l Cancel

6. Click the OK button. The window is closed and the list of payments
from the results of the search is displayed.

OK

Payment Methad Tatal Payment Amount

Cloa | 65396 x| ¥ Last 160 days Add Filter

5SS 03/12200871200PM 3122014 acn 35731 66 Pastislly paid

Page 1011 (1 items) Pagesize:|[10 -




9.0 Manage Payment History Report

A payment history report is available. To manage this report, the following functions are available:

e Search
e Export
e Refresh

The report display can be changed by entering a specific page number or clicking the forward and back
icons. The report text size can be changed by clicking the open menu icon and selecting a different text

size.

4 4L Joras b bi| @

Page Width
Whole Page
500%
200%
150%
75%
50%
25%
10%

To print a report, export it to a file format that allows for printing, for example, PDF.

9.1 View Report

Six months of transactions is automatically displayed.

STEP

ACTION RESULT

1. Click the Reports link. The Reports menu is displayed.

Reports

View

Payment History Report




STEP | ACTION

2. Select the Payment History Report option.
Payment History Report

(N=S1V/ )

The Payment History Report page is displayed.

| Payment History Report ‘

Temetion Gt Pan (872017 B O Teamaton b e [3m008 B B

SceduleDatefrom [ s scwadeoswre [ dAm

rics Humbar Tramsaction $zatus [ AL v

i s b Mo [ | st We
Payment History Report

65448 3/18/2014 1:00:15 AM|03/18/2014 107677.32)

6429) 3/17/2014 1:00:23 AM|03/17/2014 191419.80]
564z 3/16/2014 1:00:07 AM|03/16/2014 102675 84)
66416) 3/15/2014 11:57:00 AM|03/15/2014 111 00| ACH: =**=*=0000

3/15/2014 1:00:45 AM|03/15/2014

9.2 Search Report

To display a specific payment transaction, there is a search function based on transaction date, schedule

date, invoice number, and transaction status.

STEP | ACTION

1. Click the Reports link.

RESULT

The Reports menu is displayed.

-

Reports

View

Payment History Report

2. Select the Payment History Report option.
Payment History Report

The Payment History Report page is displayed.

Payment History Report |

i Jess b Mo# [0 v

Payment History Report

3/16/2014 1:00:07 AM|
3/15/2014 11:57:00 AM]

6666
4281.60] ACH: ====*=0000

6390] 3/11/2014 1:00:25 AM|03/11/2014
56373 3/10/2014 12:52:35 PM[03/10/2014




STEP | ACTION

(N=S1V/ )

The calendar is displayed.

3. Click the calendar icon in the Transaction
Date From
4 September, 2013 3
|9;18;2013 L%lmnll s M T W T F 5§
« Note: All dates can be selected by clicking 1]2]3|4|5]67]
the All checkbox. 8 9 10 11 12 13 14
W an 15 16 17 (48| 19 20 21‘
22 23 24 325 26 27 28
29 30
Today is Tuesday, March 18, ‘
2014
4. Display the appropriate month and year by The changed month is displayed.
click the forward and back icons.
4 January, 2014 »
[] september, 2012 [}] s M T W T F S
1 2 3 4
5 6 7 8 9 1 11
12 13 14 15 16 17 1s|
19 20 21 22 23 24 25
26 27 28 20 30 31
Today is Tuesday, March 18, |
2014
5. Click on the appropriate date within the The new date is selected and displayed in the
month. field.
4« January, 2014 ) |1/9/2014 |8 Can
s M T W T F 5§
1 2 3 4|
5 6 7 8 9 10 11
12 13 14 15 16 17 13‘
19 20 21 22 23 24 25
26 27 28 29 30 31
Today is Tuesday, March 18, ‘
2014
6. Repeat steps 3 through 5 to enter the other The fields are changed appropriately.

date search ranges.




STEP | ACTION

(N=S1V/ )

7. Click the open icon in the Transaction Status The search payment status menu is displayed.
field.
Transaction Status | ALL M| Cancelled Payment
Initiated
Paid
Partially Paid
Returned
8. Select the appropriate payment status. The new status is displayed in the field.
| Initiated v
Cancelled Payment
Initiated
Paid
Partially Paid
Returned
9. Click the Search button. The report is searched for the payment

transactions that match the search information
and the found transactions are displayed on the

page.
Payment History Report \

Travsacion Dete To (371872034 12 O

Schedule Date To Bxm

Transacton Date From (/102013 - [miY

scheduleoaterom [ Dm

nnnnn tamter

Sech A

WA Jersa b Hlo# [mon [
Payment History Report
] e oo g =r
5833 3/7/2014 1:00:03 76006.72|
= o s
= Biars e ==
= Bt e s ==
65834 3/6/2014 4:07:36 PM|03/07/2014 21731.60|
5831 3/6/2014 4:06104 PH|03/07/2014 595938
sa33, 3/6/2014 4:05:15 PM|03/07/2014 8878
= e e
9.3 Export Report
The report can be exported to the following file formats:
e XML
e CSV (comma delimited)
e PDF
e MHTML (web archive)
o XLS (Excel)
e TIFF
e DOC (Word)
STEP | ACTION RESULT



STEP | ACTION

1. Click the Reports link.

RESULT
The Reports menu is displayed.

-

Reports

View

Payment History Report

2. Select the Payment History Report option.

Payment History Report

The Payment History Report page is displayed.

Payment History Report ‘

i Jess b Mo# [0 [

Payment History Report ~

3/18/2014 1:00:15 AM|03/18/2014
317/2014 1:00:23 AM|03/17/2014
EEE
oo/15/2000
3/15/2014 1:00:45 AM|03/15/2014
3/14/2014 9:35:34 AM|03/14/2014
EETIET

T L
3/13/2014 9:12:35 AM|03/13/2014
3/12/2014 12:00:12 PM[03/12/2014

3/11/2014 1.00:27 AM|03/1/2014

66391 3/11/2014 1:00:26 AM|63/11/2014 X
6390] 3/11/2014 1:00:25 AM|03/11/2014 X
56373 3/10/2014 12:52:35 PM[03/10/2014 4281 60[ACH: ======0000

3. Use the search functions to display the
appropriate payment transactions.

search instructions.

< Note: See the Search Report section for

The found transactions are displayed.
Payment History Report \

Trensacion Dab From [T BOm  TrmestionoeTo [wimrmmt =[P — 1
Schedule SateFrom [ Dfms  schetdenmets [ iz =]
B Trnsscton status [insies |
WA Jesa b bl [ [ ot et B
Payment History Report
ae216] 3/8/2014 12:36:25 PM[04/07/2014 29713.61|ACH: ==="1212
asaaa 3772014 1:00:03 76006.73]
65833 3/7/2014 76006.72|
65838 3/6/2014 4:49:52 PM|03/07/2014 2668.91/
65837 3/6/2014 4:29:31 PM|03/06/2014 35256.66
as83g| 7600872
65835 3/6/2014 4:14:36 PM|03/06/2014 76006.72|
55834 3/6/2014 4:07:35 PM|03/07/2014 2173160
65833 3/6/2014 4:06:04 PM|03/07/2014 9999.38|
65832 3/6/2014 4:05:15 PM[03/07/2014 4388.78)

65831 3/6/2014 4:01:27 #M[03/07/2014 10000.12|4C

65829 3/6/2014 3:57:54 PM|03/07/2014 55.00|ACH:
ssea7 37672014 3:53:23 P [03/06/2034 294 55[AcH: 5355

4, Click the Export icon.

i -

The export menu is displayed.

XML file with report data
CSV (comma delimited)
PDF

MHTML (web archive)

Excel
TIFF file
Wora




STEP | ACTION

(N=S1V/ )

local workstation. The file can also be printed,
as well.

5. Select the file format for the export. The browser displays a prompt to open or save
the file.
XML file with report data
CSV (comma delimited) Open Save |~ Cancel
PDF
MHTML (web archive)
Excel
TIFF fi'e
Waora
6. Click the Open button The report is opened with the appropriate
software. In this example, a PDF.
Open LTI Y T
jy,, | . $ sk ] &8 1 B A
I
7. The file can be saved on a network or the

The file is saved or printed.




10.0 Manage Disputes

The payer administrator is responsible for managing disputes. This includes the following functions.

Add Dispute to Invoice

Add Dispute to Invoice Line Items
View Dispute History & Details
Download Dispute History

Edit Dispute

View Dispute Audits

Disputes can be added to the entire invoice and to individual line items within an invoice.

10.1 Add Dispute to Invoice

Disputes must be associated with an invoiced with a status of Unapproved.

« Note: A dispute can also be added during the payment process. See the Make Payment section, Step
5, for instructions.

STEP | ACTION

RESULT

1. If the invoice list is not already displayed, click | The home page (Invoices page) is displayed
the Home page icon or link. with the list of all invoices, regardless of status.
4 Home ——
@ oo 1500
rouspmzen) (O 2 3 sos PR e
«» Note: This list includes all items including
Non Invoices payments and Pre Invoices.
2. Search for Invoices with a status of All invoices with a status of Unapproved are
Unapproved or use other search methods to displayed.
find the invoice(s) to be paid. = RS ———
< Note: See the Search List section for T T T e —
search instructions. ° s sarana | sana [stie o ve0 gt s
° s v snons [sive s 00 dowpont e
[ ] 332004 2014 | 3/3/2014 | 85214 Invoice usD Unapproved TEA06.T2
o s arana] s e o™ ot ==
o Seom  Con e T e i
Pagroisaeiens 2 s ¢+ s s 7 2 a o« (@ Pagesize: 0~
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3. Click the checkbox of the invoice to be paid. The invoice is selected. A selected invoice is
highlighted in yellow and the checkbox contains
1095576349 a check mark.
1095577233 1095576349
1095582004 v 1095577233
'ﬂ 1095582195 1095582004
©® 1095582214 ©® 1095582195
©® 1095582217 o 1095582214
©® 1095582217
4, Click the Dispute icon. The Create Dispute window is displayed.
o Dispute Create Dispute

Dispute i




STEP | ACTION

5. Click the open icon in the Reason field.

Reason: * Select an item

(N=S1V/ )

The Reason menu is displayed. This menu is an
example.

Select an item

01 Pricing Error

04 Damanged ltem not Accepted
06 Shortage

19 Duplicate Billing

31 CPU Freight Allowance

52 BillerAdjCodeTaxRetention
53 Payment Received

55 Tax Adjustment

T2 Authorized Return

76 Cash Discount

77T Allowance Off Invoice

97 Credit Applied

98 Biller Supplied General Inv Adjustment
99 Biller Supplied Line Adjustment
A2 Misshipped Wrong Product
A4 NonReceipt of Goods

Ab QOverage

A8 Advertising/Promotion
ALMTest

Bad Data

Jan Test

L7 Miscellaneous Deduction
Myreason

New Reason Workflow

Personal

XQA Test 1

ZZ Other/Miscellaneous

6. Select the appropriate reason for the non- The reason is displayed in the field.
invoice deduction.
A4 NonReceipt of Goods L
P
01 Pricing Error
04 Damanged Item not Accepted
06 Shortage
19 Duplicate Billing
31 CPU Freight Allowance
52 BillerAdjCodeTaxRetention
53 Payment Received
55 Tax Adjustment
72 Authorized Return
76 Cash Discount
77 Allowance Off Invoice
97 Credit Applied
98 Biller Supplied General Inv Adjustment
99 Biller Supplied Line Adjustment
A2 Misshipped Wrong Product
A4 NonReceipt of Goods
A5 Overage
A8 Advertising/Promotion
ALMTest
Bad Data
Jan Test
L7 Miscellaneous Deduction
Myreason
New Reason Workflow
Personal
XQA Test 1
ZZ Other/Miscellaneous
7. Enter amount in Disputed Amount field. The amount is displayed in the field.

Disputed Amount: *

0.00

3411
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8.

Enter a description in the Description field.

Description: *

(N=S1V/ )

The description is displayed in the field.

Order not fulfilled.

Click the Submit button.

The dispute is created and a confirmation
message is displayed.

Order not fulfilled

Dispute was saved successfully!

« Note: An attachment can be added to the
dispute. See the Add Attachment to Invoice
section, starting at Step 4, for instructions.

10.

Click the close icon.

The close window popup is displayed.

Message from webpage ﬁ

'e Are you sure you want to close this window?

[ OK ] l Cancel

11.

Click the OK button.

OK

The window is closed and the list of invoices is
displayed.

B fooe Ocomemnumbsr  MOSS o Jle Pomem PO onn. curey mekesums e Amowt
Clea ¥ Last 180 days lter |Add Filtes T Invgice
P a12014 | FIOT25T | imvoice USD Unapprowed 3525665
N4 W0 A4 8524 Invoice USD  Unapproves 7830672
o WG Ema | sEama asae | nice UsD Unasproues ro006.72
3732014 3/3/2004 | 3/3/2014 | 85714 Inwoice usD Unapproved T6,006.72
[ R ) z0le W4 BN Inwsice usn Unappioved 760672
] w3204 a0 85214 imoice USD  Unapproves 7830672
302011 4 wza0a 854 ivoice USD Unapproved 700672
(:] 33 /5/2014 | POESA15  Invoice: uso Unspproved 438078
WS EEE0A | RI0I4 | POASES | Inoie [T e— Bl
] UG S2RNA | UE20I4 | POBSIS | Inice USD  Unapproues 43878
Pagetotstnioms) (Ol 2 2 ¢ s s 7 . 2 8 u () Pagesine: 0 -

10.2 Add Dispute to Invoice Line Item

A dispute can be applied to a specific line item within an invoice.



STEP | ACTION

1.

If the invoice list is not already displayed, click
the Home page icon or link.

(N=S1V/ )

The home page (Invoices page) is displayed
with the list of all invoices, regardless of status.

Invoices

(@) toniemsen s

@ Honimeica Pagment |

Ve
@ v
= oy

& ncmens

& Ovuriosd

B gt rcror ° waoo | s

raetotsgmeren Ol ¢ s 1 s 6 7 PG Puesise T -

« Note: This list includes all items including
Non Invoices payments and Pre Invoices.

Search for Invoices with a status of Approved
or use other search methods to find the
invoice(s) where a line item dispute is to be
added.

+» Note: See the Search List section for
search instructions.

All invoices with a status of Approved are
displayed.

Invoice e Payment PO
Date DusDate  Date  Number

InvoiceType  Cumency Invoice Status  Invaice.

M Flags  Document Number

Gleas ¥ Last1a0days AddFilter | Add it # invsice

WANS A0 Y04 | PI0TZST I [T T— 3525665

33204 HI2MA | 332014 | 85214 Invoice uso Unapproved T6,006.72

(i) sz A |44 8504 Invoice uso Unepproved 8006.72

WaPME  pma | aeme | asaie | nvoee USD Unapproved a2

[:] s JWONS | /014 | 85714 Inwoice usn Unapproved 76.006.72

[i] 3204 WA | 3732014 8214 Invoice uso Unapproved T6.006.72

sz WO | 332014 85214 invoice uso Unapproved 76006.72

@  msosregs arma 522014 | /6/2014 | PDASATS | invoice: uso Unapproved 439076

1036067635 s SN aET0IS | POASES | ke USD Unapproved 2,767.12

(] 1096100107 32014 5/2/20014 | 3/6/2014 | PO-BS4IZ  Invoice uso Unapproved 4388.78
Pagrossisnens) Il 2 0+ s 5 T ® w w @ Pagesos: 1w~

Click the invoice (document) number link.
1096009208

The invoice detall is displayed.

e Status Unapproved

— —— r—
Imoice Date. 02/04/2014
P.0. Number PO-8539%
Orgser Date. 017302014
Ship Date 0240472014
accourt o pr—

[——
o avess s Takamss - R
etecle Number 612
pr— Ee— M erwooe e
Tems oG oue T CASHGODAYS v P
I N
=0 22 romoms W o | a0l 4w
vmems e pr— w | o omw e amm
= o amoon W | zmoomo] wmm| a amam

——

Gross Total 0.00 USD

AllCharges are in USD 0.00USD

Net Amount Due 4,398,638 USD.

Click on the line item where the dispute is to
be added.

Line a - . .
Nower Feps  Guitly  DadGod  UPGCmcCode  lemMumber MemDescipon Ust o0l [0S A A

Bs1951 7475

asmrast 778 e | 3 0n0u0n | 7851 78 010 vana
[T 7273 MP | 375000000 | 2003135 010 2003200
sum-2z025

Page 1001 (Bitems) -

The selected line item is highlighted in yellow.

BrandCode  UPCCaseCode  MtemNumber  Hem Description

Baanes: 3 cap0annanGea WP | 975000000 2803125 on | 700700
esanes 7478 capoa004080 NP  ITEOM0M 2803125 ooa 2602200
Bsa1san mrs 00209001063 WP SS000000 2809125 oo 2803200
Sum=224.25
Page 1 of 1 (3items) [ ] Pagosize: 10 -
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5. Click the Dispute icon. The Create Dispute window is displayed.
i Create Dispute
o Dispute N
Drspute i New
F
Reason * Select an ltem v)
sl B
[ I
6. Click the open icon in the Reason field. The Reason menu is displayed.

Reason: * Select an item Select an tem

01 Pricing Error

04 Damanged ltem not Accepted
06 Shortage

19 Duplicate Billing

31 CPU Freight Allowance

52 BillerAdjCodeTaxRetention
53 Payment Received

55 Tax Adjustment

T2 Authorized Return

76 Cash Discount

77T Allowance Off Invoice

97 Credit Applied

98 Biller Supplied General Inv Adjustment
99 Biller Supplied Line Adjustment
A2 Misshipped Wrong Product
A4 NonReceipt of Goods

Ab QOverage

A8 Advertising/Promotion
ALMTest

Bad Data

Jan Test

L7 Miscellaneous Deduction
Myreason

New Reason Workflow

Personal

XQA Test 1

ZZ Other/Miscellaneous




STEP | ACTION

7.

Select the appropriate reason for the non-
invoice deduction.

01 Pricing Error

04 Damanged Item not Accepted
06 Shortage

19 Duplicate Billing

31 CPU Freight Allowance

52 BillerAdjCodeTaxRetention
53 Payment Received

55 Tax Adjustment

72 Authorized Return

76 Cash Discount

77 Allowance Off Invoice

97 Credit Applied

98 Biller Supplied General Inv Adjustment

99 Biller Supplied Line Adjustment
A2 Misshipped Wrong Product
A4 NonReceipt of Goods

A5 Overage

A8 Advertising/Promotion
ALMTest

Bad Data

Jan Test

L7 Miscellaneous Deduction
Myreason

New Reason Workflow
Personal

XQA Test 1

27 Other/Miscellaneous

(N=S1V/ )

The reason is displayed in the field.

A4 NonReceipt of Goods

Enter amount in Disputed Amount field.

Disputed Amount: * 0.00

The amount is displayed in the field.

3411

Enter a description in the Description field.

Description: *

The description is displayed in the field.

Order not fulfilled.

10.

Click the Submit button.

The dispute is created and a confirmation
message is displayed.

Order not fulfilled

Dispute was saved successfully!

«» Note: An attachment can be added to the
dispute. See the Add Attachment to Invoice
section, starting at Step 4, for instructions.

11.

Click the close icon.

The close window popup is displayed.

Message from webpage ﬁ

'e Are you sure you want to close this window?

[ OK J l Cancel




STEP | ACTION

12.

Click the OK button.

OK

(N=S1V/ )

The window is closed and the invoice is
displayed with the dispute icon in the Flags
column for that line item.

8981649 54.00
gag1648 | @ 72.00
8981650 54.00

10.3 View Dispute History & Details

Disputes can be viewed as a list and a detailed view of individual disputes.

STEP | ACTION
1.

Click the History link.

RESULT

The History menu is displayed.

View

Payment History
Dispute History

whose details will be displayed.

+» Note: See the Search List section for
search instructions.

(8 .
2. Select the Dispute History option. The Dispute History page is displayed.
Dispute History L o e
A Deurien
21 o 18 1 e Bl ¢ 2+ o oo o Page iz
3. Use the search function to display the dispute | The search results are displayed in the dispute

list.

M oipren

DisputeTypa  Inwoica/Line Mo Creata Date v

Clear | 01043404 | ¥ | Add Filtes

1095920081 371412014 Siandard A4 HonReceipt of Goods

R | Pageaiz| 1




STEP | ACTION

RESULT
4, Click the Dispute ID link. The Dispute Details window is displayed.
01042404 Dispute Details
Ghange D 2 1 Di A =
Dispute Id; 01043404
. i
Mt e
i
5. Click the close icon. A confirmation popup is displayed.
Message from webpage ﬂ
'@ Are you sure you want to close this window?
OK ] l Cancel
6. Click the OK button. The window is closed and the list of disputes
from the results of the search is displayed.
0K -
M Disputeld Dispute Type Invoice/Line Mo Create Date v Created By
Page 1 f 1 (1 fteme) E Pageaize: 10

10.4 Edit Dispute

Disputes can be changed once they have been created and saved.

STEP | ACTION

RESULT



STEP | ACTION

(N=S1V/ )

1. Click the History link. The History menu is displayed.
History
View
Payment History
Dispute History
. 4
2. Select the Dispute History option. The Dispute History page is displayed.
Dispute History | o e
voproneomiens (Ol 7 3 4 s b ¢ L
3. Use the search function to display the dispute | The search results are displayed in the dispute
whose details will be displayed. list.
« Note: See the Search List section for e
search instructions. I N R T T
Page 1 of 1 {1 tems) [ ] Pegesize: 10 -
4. Click the Dispute ID link. The Dispute Details window is displayed.

01043404

Dispute Details

~
Change Dispule | Dispute Audits

Dispute d: o1e44ns

Dispute Type: Inveice

Invoice Nurmber 1085620001

Feason A4 NonRecsipt of Cocds

Invoice Amount: 276,30

Disputed Amount: a1

Friority: Standard

Status: Approvea

Description Order not fulflled.
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(N=S1V/ )

Hotes; *

5. Click the Change Dispute link. The Change Dispute window is displayed.
Chanue DISDUIE‘ Change Dispute
6. Click the open icon in the Status Change The Status Change Reason menu is displayed.
Reason field.
Status Change Reason: * Select an item rﬂ seftled
Dispute issue resaolved
Dispute under review
Lack of dispute information
7. Select the reason for the status change. The reason is displayed in the field.
Select an item Dispute under review
Dispute amount settled
Dispute issue resolved
Dispute under review
Lack of dispute information
+» Note: The New Status and Priority fields
only have one option and those options are
displayed automatically.
8. Enter the notes for the status change. The notes are displayed in the field.

Investigating the shipping company.
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9.

Click the Update button.

RESULT
The dispute is changed and a confirmation
message is displayed.

This is a test.

Dispute was changed successfully!

« Note: An attachment can be added to the
dispute. See the Add Attachment to Invoice
section, starting at Step 4, for instructions.

10.

Click the close icon.

A confirmation popup is displayed. (Add Note:
the payment has already been scheduled, this
will not cancel or make you lose your work...)

Message from webpage ﬁ

'e Are you sure you want to close this window?

[ OK ] l Cancel

« Note: The payment has already been
scheduled. This will not cancel the transaction
or lead to loss of work.

11.

Click the OK button.

OK

The window is closed and the list of disputes
from the results of the search is displayed.

B Dispwteld  DisputeType Inwoice/LineNo  Create Date

Clean | 01043404 | ¥ - 7 |ide Filtes

ot Invoice 1095920091 3142014 | Payerhmingdicom | Appioved  Standaid A4 NonReceipt af Goods

paserortitems [ Pogeatte[ -

10.5 View Dispute Audits

A list of changes (in chronological order) to the dispute can be displayed and downloaded.

STEP | ACTION

RESULT
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1. Click the History link. The History menu is displayed.
History
View
Payment History
Dispute History
. 4
2. Select the Dispute History option. The Dispute History page is displayed.
Dispute History | o e
voproneomiens (Ol 7 3 4 s b ¢ L
3. Use the search function to display the dispute | The search results are displayed in the dispute
whose details will be displayed. list.
« Note: See the Search List section for e
search instructions. I N R T T
Page 1 of 1 {1 tems) [ ] Pegesize: 10 -
4. Click the Dispute ID link. The Dispute Details window is displayed.

01043404

Dispute Details

~
Change Dispule | Dispute Audits

Dispute d: o1e44ns

Dispute Type: Inveice

Invoice Nurmber 1085620001

Feason A4 NonRecsipt of Cocds

Invoice Amount: 276,30

Disputed Amount: a1

Friority: Standard

Status: Approvea

Description Order not fulflled.
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5.

Click the Dispute Audits link.

Dispute Audits

(N=S1V/ )

The Dispute Audits window is displayed.

Dispute Audits

Dispute Detals | Change Dispate
Status  Priofty  Change Reason

Hotes Updated By Updated At
Appuoved Standard | Dispute undh

Order net fulfiled

n | 3/14/2014 1:56.03 Pl
Approved  Standd | Dispute und This is o test
Approved  Standard | Dispute amount settled | Goods were sent to wiong department payeradmingdi com | 3/14/2014 402:12 P

Click the Download button.

The browser displays a prompt to open or save
the file.

Open Save | T Cancel

Click the Open button

Open

The spreadsheet application is started and the
downloaded file is opened.

InvoiceList [Protected View] - Excel

HOME ~ INSERT  DAGELAYOUT FORMULAS ~ DATA  REVIEW  VIEW

@ PROTECTED viEw B Coub—fles fom th Intemet con comain vises. Unkess yu riee 10 e, fs safer o stay in Eaatie Exving | X
Protected View.
Al - fi | Document Number

[ D

£

1 [E Dte | PO Nember | Imcics

2 [1ss 113201 024 173413 Imcice

3 [1omss +n2014 392014 POSSI lancice

4 |Wseisia 2O 3200 oms 1719418 Icice. USD  Pad 26450
5 |wsanions e VMM o281 Imcice. USD  Unapproved a188
ER 262014 472014 332014 POSOR: Immcice USD  Unapproved 12154538

Sheet

If required, save the file to a network or a
local workstation.

The file is saved.

Click the close icon.

The close window popup is displayed.

Message from webpage ﬁ

'e Are you sure you want to close this window?

OK ] l Cancel

10.

Click the OK button.

OK

The window is closed and the list of disputes
from the results of the search.

M Cispweld  DisputeType

Invoice/Line Mo Create Date v Created By

Clean | 01043404 |7 # | add Fites

Dos0s Invoice 1095920091 371472014

Payarhdmingdicom | Appioved  Standad  Ad HonRecsipt af Goods

Page of 1 (1 ftems) E

Pogesize: 10 -







