Smart Reconciliation
Accounts Payable - Matching

Policy Number:

Date of Last Revision:
9/17/13

Revision Number:
Original

Date

Revised By

Revision History

Original

9/17/13

Alson Toavs

Original

10.0 Smart_Reconciliation




Subject: Smart Reconciliation Revision Revision Date Page
Original 09/17/13 Page 2 of 27

Contents
AV o I 1 (o] SR 1
LLOPURPOSE ..ottt sttt ettt t e he st e s et e b e st e e b e b e e R e e ReeRe e s et et e s e e b e e b e e b e eReen s e ne et e tenrearenreereenen 3
2.0 RESPONSIBILITIES ...ttt bbbt b bbbt bt ettt bbb e 3
3.0 POLICIES AND PROCEDURES ..ottt bbbttt bbb 4
3.1 SYSTEIM AACCESS ..ttt ettt ettt ettt ettt ettt e kbt et e b et ekt e eh b e e st e e e be a2 s bt e e R b e e b e e eRe e e bt e eRb e e be e eRe e e be e nRreeneennnas 4
K J0 50 1 o o SRS 5
3.2 GBLEING STAMEA ... ettt bbbt bbb e e bbbt e bbbt e e e b et e bt e b beene s 6
I8 B Vo1 (=10 T T (=T [ o SRS 6
3.2.2 WOIK TISE SOITING ... eeueeieeieeeite ettt bbbkttt et bbbt nb e eneas 7
3.2.3 WOIK ISt PrOCESSING ...eeuveivieiiieie et ettt ste ettt st et e e e st e e e s aeesbeeteeseesbeenteannesbeeeeensenseeneeas 7
3.2.4 WOrK LISt CONTIGUIALION.......c.viitiitiitiitieiieie ettt bbbttt b bbb eneas 8
KT o =] [ o SRS 9
3.2.6 Detail MALCH SBIUD ...ttt bbb 10
3.2.6.1 IMIAECIN SCIBEN ..ttt b bbbt e bttt beerenreas 10
3.2.6.2 Configure INVOICE LINES ......coviiieiiiccie ettt et et este e sneesreenee e 11
3.2.6.3 CoNfIgUIe RECEIPTE LINES .....iiiiiiiiiiieiieiei ettt 12
3.3 PrOCESSING INVOICES.....cueiieeeiictieite ettt sttt et s e sbe e s te e e e e be e s beesbeeseesbeenteeseesbeenbeaneesreeneeenee e 13
3.3.1 Filter and Select Starting INVOICE.........cuuuiiiiieii et 13
3.3.2 Creating WOTK SELS ......ccueiieiieite ettt ettt ettt et st b e et e et e s be e e e s e sae e teensesbe e teeneesreeneenne e 14
3.3.3 AAAING COMIMENTS ...ttt bbbttt b bbbt b e bt bt e s et e b e b st b e beebeene e 16
3.3.4 MatChing the INVOICE ......ccviiiiie ettt be e be e sre e sre e 18
3.3.5 WOIKING WITN SES......ccuiiiiiiieitiitei ettt bbbttt b b bbbt 19
3.3.5. 1 VIEW CONENTS OF S .....ouiiiiiiiiiiieieieee ettt et st snenrenneas 19
3.3.5.2 ChargeDACK .......ocuieiiiee et a e re e 20
3. 4 SYSEM AUMINISIIALION. ....c..eitiitiiieiieee ettt e bbbt b e bt e st e et bt e st b e 22
3.4.1 Smart Reconciliation QUeUE REDUII.............ccuiiiiiiiiiiie e 22
B2 USEI SBIUP ...ttt bbbt h btk Rt R Rt E R e n e n e 23
3.4.2 SECUNILY SEILINGS ©.eevveeiiieeiee ettt ettt e e s h e et e e st e et e e sab e et e e atbeestaessbeebeesseeeteenneeanes 26
3.4.2.1 Program ACCESS REQUITEIMENTS ........cciiiiieiieiie ittt 26
3.4.3 Datafile ACCESS REGUITEBMENTS .......viiiiiiiiieiiie ettt e ae e re e 26
4.0 FORMS/DOCUMENTS/LINKS ..ottt sttt nbe st aneeneeneenes 27

10.0 Smart_Reconciliation
PM

Printed 09/17/2013 12:24:00



Subject: Smart Reconciliation Revision Revision Date Page
Original 09/17/13 Page 3 of 27

1.0 PURPOSE

Provide a user guide and training manual for Smart Reconciliation and Smart Reconciliation Admin

2.0 RESPONSIBILITIES

Support will be required to define Smart Recon queue Build (MA167) and schedule it to run daily prior to
the start of the work day.
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3.0 POLICIES AND PROCEDURES

3.1 System Access

Favorntes

Purchase Order Flow Chart
Requisition Flow Chart
Accounts Payable Flow Chart
Matching Flow Chart

AP Menu

Smart Reconciliation

Smart Recon Admin
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3.1.1 Login

Note: This may not be required with Workstation
- Q- HREAVL,k@®O R 2w - il -ox
\:‘\? LAWSON' Smart Reconciliation Welcome, Alson Toavs

Go To Preferences Help

NS
LAWSON'

User name |pvhast0

Password

Copytight @ 2000-2004 Lawwson Software Inc,
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3.2 Getting Started
3.2.1 System Filtering

Smart Reconciliation Workspace may be filtered to focus work.

Smart Reconciliation

Company L
Vendor
Invoics Due Date 4

NV 150051 082812013
082872013
08/28/2013
08/28/2013

IINV 150055 082812013

123TEST 091072013

MATCHING-1 091072013

Filter by
Vendor

Purchase Order

150051
150052
150053
150054
150055
1019446

1019431

T of 8 invoices match your filter criteria

Due Dafte

Ship To

to

ﬁ.\‘_{e' Inw mount
ACY 37600@0

AC\ 3760040

ACV 37600

ACW 37600

ACW 37600

ccm B1.71

SYS 100.00

Invoice

Vendor ompany

153190 1

153190 1

153190 10
153190 10
153190 10
49923 10
49923 10

Work List (Reload) | Inveice Match | Detail Match

Advanced Fiter
Emor Type v (
Match Invoice

Match Invoice

Maich Invoice

Maich Invoice 082712083

Match Invoice 08127i20Q2
asf1i20e

Match Invoice 08/18i20

0gi27i2g13
08271203

Filter by
PO Number
PO Code

Filter by
Due Date
Range

Filter by
Invoice

Click
Filter

An Advanced Filter is available to focus by Buyer, Ship To, Invoice Operator, Authority

Code or Error Type.

Advanced Filter

Buyer

Ship To

Invoice Operator

Authority Code

Error Type

Click Save to Activate the Filter

10.0 Smart_Reconciliation
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Smart Reconciliation
Company 10 7 of & invoices maich your filer criteria Work List (Reload) | Invoice Match | Detail Match
Wendor Purchase Order Due Date to Invoice Advanced Fiter
Invoice # Due Date v P.O.# PO Code Ship To Buyer Invoice Amoun, Vendor Company Error Type Invoice Date e

MATCHING-1 09/10/12013 8YS 100.00 10 Match Invoice 081972013

123JTEST 09/10/12013 1019446 10 CCM 61.71 10 08/01/2013

MV 150055 08/2812013 150055 1 ACW 3760000 10 Match Invoice 08/2772013

IV 150054 08/2812013 150054 1 ACW 3760000 153190 Match Invoice 08/2772013

V150053 08/28/2013 150053 1 ACW 37600.00 153190 Match Invoice 0872712013

MV 150052 08/28/2013 150052 1 37600.00 153190 Match Invoice 0872712013

IV 150051 08/28/2013 150051 1 37600.00 153190 Match Invoice 08/2712013

The work list can be sorted by clicking on the Due Date or Invoice Amount
Clicking again will reverse the order

3.2.3 Work list Processing

Smart Reconc

ation

Company 101¢ 7 of 8 invoices match your filler criteria Work List (Reload) | Invoice Match | Detail Match
Wendor Purchase Crder Due Dale o Invoice Advanced Filler
Invoice # Due Date » PO.# Ship To Invoice Amount Company Error Type ﬂ

MATCHING-1 0210/2013 1019431 8YS 100.00 028 10 081972013

123JTEST 0210/2013 1019446 10 CCM i} 40028 10 023/01/2013

MV 150055 08/28/2013 150055 1 ACW 153190 1 Match Invoice 082772013

NV 150054 08/28/2013 150054 1 ACW 37600.00 153190 Match Invoice 082772013

NV 150053 08/28/2013 150053 1 37600.00 10 IMatch Invoice 082772013

MV 150052 08/28/2013 150052 1 ACW 3760 153190 10 IMatch Invoice 082772013

MV 150051 081282013 150051 1 153190 10 Match Invoice 0872772013

Operators can use to remove filter.
Work list Reload’is available to load new work.

Note: This only provides new data after Smart Recon queue Build (MA167) has been run.
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3.2.4 Work List Configuration
Smart Reconciliation
Company 10] T of 8 nvoices match your fiter criteria Work List (Reload) | Invoice Match | Detail Match
Vendor Purchase Order Due Dafe to Invoice Advanced Fiter
Invoice # Due Date v P.O.# PO Code Ship To Buyer Invoice Amount Vendor Company Error Type Invoice Date ’Q
MATCHING-1 0941072013 1019431 £ Configure View - Windows Internet Explorer M= B Match Invoice  08/19/2013
123JTEST 0911072013 1015445 Work List - Change Table Column Order
IV 150055 08/282013 150055 1 Match Invoice 2013
1MV 150054 082812013 150054 1 082712013
UMY 150053 082812013 150053 1 - 08/27/2013
| -] Invoice #
I 150052 08282013 150052 1 B @  Duebate 080272013
IV 150051 08/2872013 150051 1 |+ ] P.O# Match Invoice 0812712013
B @ PocCode
[~ ] &  sShipTe
BE & Buyer
B @  Invoice Amount
BB @ vendor
B &  company j

Click on the Modify Icon #* to re-align data fields or to add or remove fields
Click in a box to add or delete an element
Click the up or down arrows to move elements left or right on display
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3.2.5 Help

Help

m Work List

Main How To Concepls

Use Work List to view unmatched invoices by company and to set up your worlk for the match pages. The
invoices that display in the work list table are the invoices you will work through in the match page. You can
use the Filter functionality to help define the work list.

If you have only one company assigned, that company defaults into the Company field. If you have muliiple
companies assigned, you can use a drop-down list in the Company field to switch companies.

Invoices that have a hyperlinked invoice number have invoice detail lines (in other words, MAINVDTL records
exist). Only invoices with detail lines can be matched at the detail level using the Detail Match screen. To
access Detail Match, click the invoice number.

Any invoice without a hyperlinked invoice number can only be matched at the invoice level on the Invoice
Match screen. To access Invoice Match, click the PO number.

You can use the Filter to reduce the number of invoices that display in the table. You can filter invoices by
vendor, purchase order number, due date, or invoice number. To enable the filter, enter information in the filier —
fields and click the Fitter button. To view all invoices again, turn off the Filter by clicking the Reset button.

You can use the Advanced Filter to further reduce the number of invoices that display in the table. You can

filter invoices by buyer, ship to location, or invoice operator. To enable the advanced filter, enter information in

the filter fields on the Advanced Filter dialog and click the Save button. Then, click the Filter button on the

Worlc List filter bar. To view all invoices again, turn off the Advanced Filter by clicking the Reset bution,

followed by the Save button on the Advanced Filter dialog window. Then, click the Reset button on the Work

List filter bar. Alternatively, you can click on the Reset button on the Work List filter bar, which turns off all filker >

Click on the Icon for Work list Help

10.0 Smart_Reconciliation Printed 09/17/2013 12:24:00
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3.2.6 Detail Match Setup
3.2.6.1 Match Screen
Make Set Match
Detail Match o
Work List | Invoic\jMatch | Detail Match
August 28 2013
7 I = = 3
Total Invoices voied reman Past Due Aug 26 - Sept 1, 201 Sepl2- 8,2013 Sept9- 15,2013 Sept 16 22, 2013
A@FNIPRESSION PRINTNG  P.0.# 150053 - 0- 1 Invoice # INV150053 Total: 37,600.00 YD) Add Comment
Chargeback Total
Quantity Tofal Cost Set Name Discrepancy Sels 1
Chargeback Total, Net | 0.00
Invoice Line 14.00 10000.00 Set# 1 0.00 7
Receiver Line 14.00 10000000
Discrepancy 0.00 & Total 0.00

10 Inftoice Lines - Invoice # INV 150053

10 Receiver Lines - P.O.# 180053 -0-1

s £t s o
2 #13 2 N 20000 800.00000 #10187/. 6 N 60000000 6.0000 0o 10
4 #10187/.. 6 N 6.0000 600.00000 N 80000000 80000 6408 00 10
E23 UL 7 N Ry FUUUUYL N FUUUUU.. T Uuuu —
5 #14 9 N 100000 900 000 N 900000. . 10.0000
2 #15 10 N 11.0000 100000 N 100000. . 11.0000
4 17 1 N 1.0000 500.000 500000. 1.0000
b2 18 2 N 5.0000 100.000... 100.000... 5.0000
b2 1PRIN... 5 N 3.0000 300.000... 300.000... 3.0000 i
5 3PRL.. 3 N 1.0000 200.000... 200.000... 1.0000 d
Cntmnt w0 i

Working
Header Set
Invoice

(El)oun[t)s ‘ Invoice
ue Late Lines
ranges

10.0 Smart_Reconciliation
PM

Working Set

Receipt Invoices/Receipts
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3.2.6.2 Configure Invoice Lines

Detail Match
Work List | Invoice Match | D
August 28, 2013
| = = 4

Total Invoices . Past Due Aug 26 - Sept 1, 2013 Sept2- 8, 2013 Sept9- 15, 2013 Sept 16 - 22, 2013
NVOICES remam

4 15T IMPRESSION PRINTIMNG  P.O. # 150053 - 0-1 Invoice # INV150053 Total: 37,600.00 USDp Ac

Chargeback Total
Quantity Total Cost @ - Windows Internet Explorer
Invoice Line 14.00 10000.00 Set# 1 nvoice Lines - Change Table Column Order
Receiver Line 14.00 10000.00
Discrepancy 0.00 0.00 Total
| ~ | ltem # =
10 Invoice Lines - Invoice # INV150053 HE & Lne#
N L BE @  temType j
[ #13 ] N 2.0000 200.00000 6400.00 HE @ atched Quantly
[ #0187/ & N 6.0000 600.00000 3600.00 HE @ ateh unit cost
B @  Extended Amt
[ #10622/.. 7 N 7.0000  T00.000.. 4900.00 o B @ TaxCode
8 #14 9 N 10.0000  900.000... 9000.00 BB O invoice#
8 #15 10 N 110000 1000.00.. 11000.00 BB O rox =
31 #17 1 N 10000  500.000.. 500.00
31 #18 2 N 50000  100.000.. 500.0
31 #1PRIN... 5§ N 30000 300.000..
3 M 1.0000  200.000.. a0 =l

i #3PRI.

Click on the Modify Icon #* to re-align data fields or to add or remove fields
Click in a box to add or delete an element
Click the up or down arrows to move elements left or right on display

NOTE: it makes work easier if the data elements are in the same order on both Invoice and Receipt Lines.

10.0 Smart_Reconciliation Printed 09/17/2013 12:24:00
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3.2.6.3 Configure Receipt Lines

Detail Match
Work List | Invoice Match | Detail Match
August 28, 2013
7 1 = = 4
Total Invoices . Past Due Aug 26 - Sept 1, 2013 Sept2- 8 2013 Sept 9- 15,2013 Sept 16- 22,2013
nvoices remam
4 15T IMPRESSION PRINTING  P.O. # 150053 - 0- 1 Invoice # INV150053 Total: 37,600.00 USDp Add Cormment
Chargeback Total
Quantity Total Cost =Y Set Name Discrepancy etk ot F:‘St 1
ﬁ[unﬁgure Yiew - Windows Internet Explorer 1 1) 000 *7 argeback Total, Net 0.00
Receiver Lines - Change Table Column Order
(1) 0.00
ltem # = 10 Receiver Lines - PO £ 150053-0- 1
Line # .u. a n
ltem Type
; #10187/. 6 ] 600.00000 6.0000 3600.00
Match Unit Cost

#13 80000000 80000

Orig Rec Oty

Extended Amt #106221... 00 490000 10 =

10.0000  ©00O.0D 10

HEEEEBEE"
OO0 EE&&

Ship To #14 -000...
Receiver £ #15 100000, 110000 1100000 10
PO# =

500.000. 1.0000 500.00 10
100000 50000 500.00 10
300000. 3.0000 900.00 10
200000. 1.0000 20000 10 ﬂ

Lk

#1 PRIN
=l #3PRI_ 3

Colend A M

z =z = =

Click on the Modify Icon &% re-align data fields or to add or remove fields
Click in a box to add or delete an element
Click the up or down arrows to move elements left or right on display

NOTE: it makes work easier if the data elements are in the same order on both Invoice and Receipt Lines.
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3.3 Processing Invoices
3.3.1 Filter and Select Starting Invoice
Smart Reconciliation
Company 10]c 7 of & invoices malch your fiter eriteria Work List (Reload) | Invoice Match | Detail Match
Vendor Purchase Order Due Date to Invoice Advanced Fiter
Invoice # Due Date & PO.# PO Code Ship To Buyer Invoice Amount Vendor Company Ermor Type Invoice Date ﬂ
I 51 08/28/2013 150051 1 ACW 37600.00 153190 10 Match Invoice 0812712013
NV 150052 087282013 150052 1 ACW 37600.00 153190 10 Match Invoice 082772013
IV 150053 08/28/2013 150053 1 ACW 37600.00 153190 10 Match Invoice 0812712013
UMY 150054 03/28/2013 150054 1 ACW 37600.00 153180 10 Match Invoice 082712013
MV 150055 0872812013 150055 1 ACW 37600.00 153190 10 Match Invoice 08/2712013
123JTEST 0971072013 1013445 10 CCM 81.71 49928 10 08/01/2013
MATCHING-1 09/10/2013 1019431 SYS 100.00 49928 10 Match Invoice 08/19/2013
Filter work using one of the available options
Click Filter
Smart Reconciliation
Company |10, 5 of & invoices match your fiter criteria Work List (Reload) | Invoice Match | Detail Match
Wendor Purchase Order Due Date fo Invoice Advanced Fiter
Invoice # Due Date a4 PO.# PO Code Ship To Buyer Invoice Amount Vendor Company Error Type Invoice Date o
N 1500571 0872312013 150051 1 ACW 37600.00 153190 10 Maich Invoice 08/2772013
U 150052 082372013 150052 1 ACW 37600.00 153190 10 Match Invoice 082712013
NV 150053 0323812013 150053 1 ACW 37600.00 153190 10 Match Invoice 08/27/2013
MV 150054 0823812013 150054 1 ACW 37600.00 153190 10 Match Invoice 0872772013
NV 150055 0872812013 150055 1 ACW 37600.00 153190 10 Match Invoice 08/2772013

Click on Invoice# or P.O. # to begin processing.

Note: When the Invoice # is Black, details are missing on the Invoice; the invoice will not open.

AP20.2 and correct the invoice. ltems in Blue are available for action.

10.0 Smart_Reconciliation
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3.3.2 Creating Work Sets
Detail Match
Cci Work List | Invoice Match | Detail Match
5 August 28, 2013
Tof = I - | o e e | g e e e R ooooooo b
al Invoices
Filter Applied invoices remain Past Due ug 26 - Sept 1, 2013 Sept2- 8, 2013 Sept9- 15,2013 Sept 16- 22, 2013
15T IMPRESSION PRINTING  P.C. # 150051 - 0- 1 Invoice # INV150051 Total: 37,600.00 USD Add Comment

Working Set Sets M Chargeback Total Summary

Quantity Total Cost SetName Discrepancy =B 0 [
Chargeback Total, Net | 0.00

Invoice Line 6.00 3600.00
| Receiver Line
| Discrepancy 6.00 3600.00
10 Invoice Lines - Invoice # IV 150051 10 Receiver Lines - P.O.# 150051-0-1
Y ﬁ i ﬁ
8% #10187/.. 6 N 6.0000 600.00000 3600.00
5 #1 4 N 2.0000 300.00000 600.00 #10187/... & M 600.00000 6.0000 3600.00 10
5 #106220.. 7 N 7.0000 700.00000 4900.00 # 4 N 300.00000 2.0000 600.00 10
2 #13 8 N 8.0000 800.00000 6400.00 #10822/ . 7 N 700.00000 7.0000 4900.00 10
5 #14 9 N 10.0000 900.00000 9000.00 #13 3 M 800.00000 3.0000 6400.00 10
5 #15 10 N 11.0000 1000.00... 11000.00 #14 9 N 900.00000 10.0000 9000.00 10
2 #17 1 N 1.0000 500.00000 500.00 #15 10 N 1000.00... 11.0000 1100000 10
5 #18 2 N 5.0000 100.00000 500.00 #17 1 M 500.00000 1.0000 500.00 10
5 #1PRIN.. § 3.0000 300.00000 900.00 #18 2 N 100.00000 5.0000 500.00 10
5 #3PRIN... 3 1.0000 200.00000 200.00 #1PRIN.. 5§ M 300.00000 3.0000 900.00 10
#3PRIN... 3 N 200.00000 1.0000 200.00 10

Click on Invoice Line to add it to the working set.
The related item in the receiver lines sorts to the top of the list
Click on receiver line to add it to the working set.

——Click Select All to add all invoice lines to the working set
Click Select All to add all receiver lines to the working set.
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3.3.2 Creating Set (Match Set)
Detail Match
{ . Work List | Invoice Match | Detail Match
L
Total Invoices ! - r
Filter Applied invoices remain Past Due Aug 26 - Sept 1, 2013 Sept2- 8 2013 Sept9- 15,2013 Sept 16 - 22,2013
15T IMPRESSION PRINTING  P.O. # 150051 -0- 1 Invoice # INV150051 Total: 37,600.00 USDp Add Comment
Working Set Sets Cost Set Quantity Set Chargeback Total ([ SUMmMary
Quaniity Total Cost =y SetName Discrepancy Sels o
Chargeback Total, Net | 0.00
Invoice Line 54.00 37600.00
Receiver Line 54.00 37600.00
Discrepancy 0.00 0.00

10 Invoice Lines - Invoice # IINV 150051 10 Receiver Lines - PO. #150051-0-1

. & . "2
4 #1 4 N 20000 300.00000 600.00 #1 4 N 300.00000 2.0000 600.00 10
+ #10622/.. 7 N 7.0000 700.0gp00 4900.00 #10622/.. 7 N 700.00000 7.0000 4900.00 10
4 #13 8 N 8.0000 500 0000 5400.00 #13 8 N 800.00000 2.0000 6400.00 10
3 #14 g N 10.0000 Q0gooonon 9000.00 #14 9 N 900.00000 100000 9000.00 10
4 #15 10 N 11.0000 0.00... 11000.00 #15 10 N 1000.00... 11.0000 11000.000 10
4 #7 1 N 1.0000 00.00000 500.00 #1T 1 N 500.00000 1.0000 500.00 10
3 #18 2 N 50000 100.00000 500.00 #18 2 N 100.00000 50000 500.00 10
4 #1PRIN... 5 N 300.00000 900.00 # PFRIN... 5 N 300.00000 3.0000 900.00 10
4 #3PRIN... 3 N 200.00000 200.00 #3PRIN... 3 N 200.00000 1.0000 200.00 10
3 #10187/ . 6 N 0000000 3600.00 #10187/ . 6 N 600.00000 60000 3600.00 10

R T—

Click on Create Icon I.‘;ﬁ to move the working set to a set

10.0 Smart_Reconciliation Printed 09/17/2013 12:24:00
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3.3.3 Adding Comments

Work List | Invoice Match | Detail Match
5 August 28 2013
Total Invoices I - 4

Filter Applied invoices remain Past Due Aug 26 - Sept 1, 2013 Sept2- 8, 2013 Sept 8- 15,2013 Sept 16 - 22, 2013

1ST IMPRESSION PRINTING  P.C. # 150052- 0- 1 Inveice # INV150052 Total 37600.00 USD b Add Comment

Chargeback Total

Quantity Total Cost SetName Discrepancy SEZ
Chargeback Total,

Invoice Line
Receiver Line

Discrepancy

10 Inveice Lines - Invoice # IINV 150052 10 Receiver Lines - P.O. # 150052 - 0- 1
n 'ﬂ' i 'ﬂ'

#1 4 N 2.0000 300.00000 £00.00 #1 N 300.00000 2.0000 600.00 10
#10187/... 6 N 6.0000 600.00000 3600.00 ] N 600.00000 6.0000 3600.00 10
#10822/.. 7 N 7.0000 700.00000 4800.00 710622/ 7 N 700.00000 7.0000 490000 10
#13 a N 8.0000 800.00000 &400.00 #13 8 N 800.00000 23.0000 6400.00 10
#14 9 N 10.0000 900.00000 9000.00 #14 9 N 900.00000 10.0000 9000.00 10
#15 10 N 11.0000 1000.00 11000.00 #15 10 N 1000.00 11.0000 1100000 10
#17 1 N 1.0000 500.00000 500.00 #17 1 N 500.00000 1.0000 500.00 10
#18 2 N 5.0000 100.00000 #18 2 N 100.00000 5.0000 500.00 10
#1 PRIN 5 N 3.0000 300.00000 #1PRIN 5 N 300.00000 3.0000 900.00 10
#3PRIN... 3 N 1.0000 200.00 #3FRIN... 3 N 200.00000 1.0000 200.00 10

Click the Add Comment Link to store Comments that can appear on the Check, as a Note, on Reports or All
of the Above.
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Comment
Add Comment

O Check
O Note
O Report
® All of the above
Title
All Location Comment
Text

This comment will appear on the Check,
as a Note, and on Reports |

Click Save
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3.3.4 Matching the Invoice

Detail Match
Work List | Invoice Match | Detail Match
August 28, 2013
=]
Total Invoices I - 4

Filter Applied invoices remain Past Due Aug 26 - Sept 1, 2013 Sept2- 8 2013 Sept9- 15,2013 Sept 16- 22, 2013

15T IMPRESSION PRINTING  P.O. # 150051-0-1 Inveice # INV150051 Tetal: 37,600.00 USD p Add Comment
Cost Set Quantity Set Chargeback Tetal
Quantity Total Cost SetName Discrepancy Sets 1
Chargeback Tolal, Met
Invoice Line Set# 1 (10) 0.00 ¥J
Receiver Line
Discrepancy Total

10 Inveice Lines - Invoice # INV 150051

13

&

Click the set Create Icon :ﬂ to Match the invoice

Detail Match
Work List | Invoice Match | Detail Match
5 August 28 2013
Total Invoices I - 4

Filter Applied invoices remain Past Due Aug 26 - Sept 1, 2013 Sept2- 8 2013 Sept9- 15, 2013 Sept 16 - 22, 2013

15T IMPRESSION PRINTING  P.O. # 150052- 0-1 Inveice # INV150052 Total: 37600.00 USD Add Comment

Cost Set Quantity Set Chargeback Total
Quantity Total Cost SetName Discrepancy Sets 1 Q
Chargeback Tolal, Net | 0.00
Invoice Line Automatic (10) 0.00 ¥7
Receiver Line
Discrepancy 000
10 Inveice Lines - Invoice # INV 150052 10 Receiver Lines - PO # 150052-0-1
& u A ﬂ

Expected Result — Match Complete

Other possible results

Matched In Tolerance

Matched Out of Tolerance

Invoice Message Created — Requires that Match Company Messaging is turned on
Cannot Match — Invoice tax is out of balance by “Amount”
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3.3.5 Working with Sets
3.3.5.1 View Contents of Set

Detail Match
Work List | Invoice Match | Detail Match
5 August 28, 2013
Total Invoices ! - s

Fiiter Applied nvoices remain Past Due Aug 26 - Sept 1, 2013 Sept2- & 2013 Sept 9- 15, 2013 Sept 16 - 22,2013

15T IMPRESSION PRINTING  P.O. % 150052 -0- 1 Inveice # INV150052 Total: 37600.00 USD ) Add Comment
Chargeback Total
Quantity Tolal Cost Set Name Discrepancy Sets 1
P——— et 1 . 000 ¥ Chargeback Total, Net | 0.00
Receiver Line
Discrepancy Total o) 0.00
Click on Set #7o view contents
View Match Set
Company 10| ;-
Vendor 1332w 1210 marrcazon] PRINTING
P.O.# 150052-0-1
Invoice Receipt
R i
#106... 7 i) 7.0000 TF0O0.0... 490000 #1 4 M 300.0... 20000 600.00
#101... 6 M 6.0000 6000, 360000 #101... 6 M §00.0... &.0000 .00 10
#1 4 M 2.0000 300.0... S00.00 #106... 7 M 700.0.. 0 4900.00 10
Match set displays
Note: The modify icons are available to display additional elements
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3.3.5.2 Chargeback
Work with sets
Chargeback Total
Set Name Discrepancy Sets 1
Chargeback Total, Met | 0.00
Set# 1 3 0.00 7
Total (3) 0.00
Options are available to Create Cost Sets, Quantity Sets and to Chaltgeback the total
If variance is detected, the Chargeback button is available
Chargeback
Chargeback @ Yes (O Mo
Reason Code
Select a Reason Code and Click save
A chargeback will be created identified as the Invoice # - 111
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3.3.5.3 Rolling Back a Set

Detail Match
CARLSON CRAFTINC. Work List | Invoice Match | Detail Match
5 August 28, 2013
- | i H - i s s s s s i s s s o s o o o B s B o o ’
Total Invoices
Fiiter Appiied invoices reman Past Due Aug 26 - Sept 1, 2013 Sept2- & 2013 Sept9- 15,2013 Sept 16- 22,2013
15T IMPRESSION PRINTING  P.O. # 150052-0-1 Inveice # INV150052 Total: 37600.00 USD Add Comment
Working Set Sets Cost Set Quantity Set Chargeback Total (] Summary
Quantity Total Cost ., SetName Discrepancy = 2
Chargeback Total, Nel | 9100.00
Invoice Line Sel#2 (3) 910000 ¥7
| Receiver Line set#d o <
| Discrepancy Total (10) 9100.00

#1 4 N 300.00000 2.0000 600.00 10
Mo187i . 8 N 60000000 &0000 360000 10
#Mo822i.. 7 N 700.00000 7.0000 4900.00 10

Click the Roll Back Icon 7 to return Invoice and Receiver Lines to the initial area.

Detail Match
- . ‘Work List | Invoice Match | Detail Match
" August 28, 2013
Total Invoices
Filter Applied invoices remain Past Due Aug 26 - Sept 1, 2013 Sept2- 8, 2013 Sept9- 15,2013 Sept 16- 22, 2013
15T IMPRESSION PRINTING  P.O. # 150052 - 0- 1 Invoice # INV150052 Total: 37600.00 USD ) Add Comment

Working Set Sets mm Chargeback Total () SUmmary

Quantity Total Cost B, SetName Discrepancy sets ! Y
P Chargeback Total, Met | 9100.00
000

Invoice Line Set# 1 [}
| Receiver Line
| Discrepancy Total @ .00
i ﬁ' i ‘l}
#1 4 N 20000 300.00000 600.00 #1 4 N 30000000 20000 60000 10
#10187/ . 6 N 60000 600.00000 3600.00 #0187/ 6 N 50000000 60000 360000 10
#0622/ . 7 N 70000  700.00000 4900.00 #08221 7 N 70000000 7.0000 490000 10
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3. 4 System Administration
3.4.1 Smart Reconciliation Queue Rebuild

Enter MA167 in the Search Box
Click on Search Icon E

-
[ suomt | [ printhior |
sootiame |INEAE [

Job Description Smart Recon queue Build

User Mame |corplatoavs .-.| Alson Toavs

Data Area/lD  LAWAPPDEY

Farameters
Fun Option ¥| Update
User ID

Enter Job Name
Accept defaults

Click Add Icon

Click Submit Icon
Click Submit Icon m

Job must be run at least daily to refresh user’s queues.

Note: Option is available to delete a user. Use Run Option Delete and Enter User ID
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3.4.2 User Setup
Open Smart Reconciliation Admin
User Adminisiration
User List
UserlD Company Wendor Range Vendor List
atoavs 10;11; 12; 13; 14 AZ0-9 L T
fmforcelle 21,26;27,28;35 AZ.0-9 @
jeerlenbach 10;11; 12; 13; 14; . AZD9 S T
lawson 10; 11;12; 13; 14; AZ0-9 S T
mafamiok 10;11;12; 13, 14; AH S T
mkrobin 10;11;12;13; 14; . AZ D9 L T
Click on Setup a Use
Smart Reconciliation Administration Selection
User ID Selection
User D *
User ID contains | | |
Company #
Match Preference @ Detail Match O Invoic
Ancnymous -
Invoices @ All invoices O Only in
Display Only (O
Restrict Chargebacks ]
Vendor  SelectallVendors in Range:
SPInstall SPInstallUser
Select Individual Vendors: Search by name to view and sele
SYSTEM
Vendor Name
=l
Records 1 - 45

System Opens Setup screen and Selection screen
Scroll and click on selected user
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Add Company Permissions

Smart Reconciliation

Smart Reconciliation Administration Smart Reconciliation Administration
UserID *
Company * = Company is
match Preference  ® Detail Maich O Invoice Company
_ - 10
Invoices @ All imwices O Only im

Display Only (O

Restrict Chargebacks o

Vendor Select all Vendors in Range:

Select Individual Vendors: Search by name to view and sele

Wendor Name

000 &@0R@®
=

Click on Company Search icon 5=
Scroll and Highlight all Required Companies

Set Permissions for Match Preference, Invoices, Display Only and Restrict Chargebacks

Match Preference

Invoices

Dizplay Only

Restrict Chargebacks

Click on Detail match, since these are the only rule defined in Match Table

@ Detail Match O Invoice Match O Both

Company Name

C All invoices @ Only invoices with receipt details

O
)

Click on Only invoices with receipt details
Note: if any receiving has been completed against a PO, detail will display.
Click Restrict Chargeback since they are not being used
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Select Vendor Permissions

Smart Reconciliation Administration

*Selected Vendors

# 10;11;12;14;16;21 “) aH
Com pany ) os

UseriD *

Match Preference @ Detail Match O Inwice Match O Both
Invoices O All inwices @ Only invoices with receipt details
Display Only ()

Restrict Chargebacks =)
Vendor Select all Vendors in Range: Enter the letters to add to the rangs.
Select Individual Vendors: Search by name fo view and select an individus! vendor.

‘Vendor Name Search

Enter range of vendors for this user, using the first letter of the vendor search name.

Click the move Icon |
Note: Search by Vendor Name can be used to add selected vendors outside selected vendor ranges.

Click Save

Modify or Delete a User

User Administration

User ID Company Vendor Range Vendor List
atoavs 10;11;12; 13; 14; . AZ09 L O

21;26;27,2835 AZ:09 2 T
10; 11;12; 14; 18; AH: 09 S T
10;11;12; 13; 14; AZ 00 L O
10;11;12; 13; 14 AH P
10;11;12;13; 14; . AZ09

Click the Change Icon # to modify user’s permissio

Click the Delete Icon @ to remove user’s permission
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3.4.2 Security Settings

3.4.2.1 Program Access Requirements

Form Access

MAG67.1 SRO1

MAG67.2 SR02

MAG67.3 SR03
SR10
SR12
SR14
SR16
SR18

3.4.3 Datafile Access Requirements

APCOMPANY
APINVOICE
APVENMAST
MAAOCDTL
MACOMPANY
MAINVDTL
MAREASONCD
POLINE
PORECEIVE
PORECLINE
RECAOCDTL

This access is available to users who execute Reconciliation Queue

MAWORKQ
This additional access is required for users of Smart Reconciliation.
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4.0 FORMS/DOCUMENTS/LINKS

Smart Reconciliation User Guide
SMRUG _10.0.0.0 UWA

10.0 Smart_Reconciliation
PM

Printed 09/17/2013 12:24:00




