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Vroozi Purchase (Administrators)

CustoM FIELD AssIGNMENT By DocuUMENT TyYPE AT THE LINE ITEM LEVEL

Vroozi now provides you with additional flexibility to define specific Line Item Custom
Fields down to the document type. In addition to the assignment of a Custom Field at the

catalog level, or the document header level, Custom Fields can
now be set against the line items of a specific document type.
This means you can now create specific line item custom fields
for your Goods Receipt and/or your Purchase Orders.

Configuration

From the admin panel, the line item assignment can be found
in the individual configuration of a custom field (shown on
right) and directly under the custom field lists for each
document.

Purchase Request

Employee Number Employee Number

110f1

and/or suppliers can be applied to
the new line item configuration.

Purchase Request Line ltems

. — In support of the new line item

configurations, the ‘All Documents’
toggle has been added to the
document level requirements.
Similarly, the Line item
configuration includes the toggle ‘All Line Items'. (right)

Existing Custom Fields can also be selected and added from
the Document Type Line ltem view. Simply, check the box next
to a custom field to associate to the document line item.

Purchase Request Line Iltems

iate Custom Field to

All Document ts
off

Purchase Request Purchase Order Receipt

Associate Custom Field to Line Items h

All Line Items
off
Purchase Request Purchase Order Receipt
off off

Receipt Return

off

All existing custom field functionality including the
assignment of requirements against particular categories

Associate Custom Field to Documents
All Documents

off

Purchase Request Purchase Order Receipt

Off off off
Receipt Return Invoice
off off
Associate Custom Field to Line Items
All Line Items
off
Purchase Request Purchase Order Receipt
off off off

Receipt Return

Off
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Workflow

Once added, the Custom Field will appear in the ‘Custom Fields’ tab of the appropriate

line item for the assigned document type. (PO,

GR, etc)

If the custom field is required and no default
value is set, the custom field will behave like a
header level custom field prohibiiting field with a
warning above the line item noting that the

Line ltem #1

Employee Number

199910 Beverly Smith
199911 Greg Michaels
1999-12 Tim Donalds
199913 Eric Stein
2000-1 Cheryl Hemp

custom field is missing. Requesters/Buyers will

select to edit the line item, select the Custom Fields tab and complete the line item

custom field for the particular document.

ADVANCED SHIPPING NOTICES SENT VIA c XML

Vroozi can now support the receipt of supplier sent Advanced Shipping Notices (ASNs) via

cXML transmission. An ASN is a supplier initiated
document created against a PO that notifies the
recipient of the anticipated shipment and delivery
dates for the items contained in the PO. It often also
includes carrier and tracking information.

Configuration

Customer organizations ready to move forward with
cXML Advanced Shipping Notices must request
ASNs be turned on for their account. You can do so
by creating a ticket with the support team via the
Vroozi HelpDesk webform.

Once enabled on the backend by our technical
team, administrators will have two (2) steps to
complete.

Edit Supplier

BASIC INFO

Output Email *

nichole.whitaker+supplier@vroozi.com

Send PO Attachments to Supplier
off

Allow cXML Invoice Receipt

Goods Receipt Threshold

Send PO Alerts

Supplier Provides PO Acknowledgement
off

Use Part ID as Identifier for Line Item
off

Advanced Shipping Notice

Allow cXML ASN

SUPPLIER ACCOUNT # MAPPINGS (NONE)

Access the Basic Info tab of the supplier’'s record. At the bottom of this tab, locate

the ‘Advanced Shipping Notice’ toggle.

e Once toggled on, an additional toggle; ‘Allow cXML ASN’ toggle will appear.
Both ASN toggles must be turned on. (next page) Both toggles will default to

‘Off".
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https://vroozi.zendesk.com/hc/en-us/requests/new

Add cXML Supplier Settings

Incoming cXML Document

Supplier *

89808770 - Office Depot

Document Type *

v Invoice / Memo ‘

Purchase Order Acknowledgement 5
‘Advance Shipment Notice
https://soci-signin.vroozi.com/g: y/api i 51
0b0805fad7bde?verifyCode=79739853&uniqueSupplierld=985626444

2. Define the cXML ASN configurations in the Documents -> cXML Setup category of

the navigation panel.

e Configured ASN credentials can be accessed, viewed or deleted from the
cXML Supplier Configurations view.

CXML Setup
Supplier XML Configurations
offe

Supplier 1D XML Credentials

nnnnnnnnnn

Workflow

After configuration, Requesters/Buyers will be able to view Advance Shipping Notice

documents received from suppliers via cXML under their newly added ‘Shipping Notices

1

category within their navigation panel. This category is only visible in the Requester

navigation panel if cXML ASNs have been enabled for their organization.

Requesters/Buyers will also receive an
email notification when a new ASN is
sent by a supplier.

From the ASN view Requesters may
choose to create a Goods Receipt for
the related PO. This can be achieved
by selecting the receipt icon in the
bottom right hand corner. (shown on
right) From here, the Goods Receipt
draft and steps to completion will be
the same as if created from the ‘PO
View' or the ‘Receipts’ category.

—
Advance Shipping Notice - 8000001595 Shipped
Purchase Order: 2000004943 Created on: 09/21/2020
GENERAL INFO SHIP TO SHIPPING INFO
Supplier ASN # Carrier
12345 FedEx
Shipping Date Tracking Number
09/20/2020 & hugo.solano@vroozi.com 23436ytgfd
Delivery Date . 9204235558 Tracking URL
0912012020 =
Notice Date Shipping Method
= 2days
Packing Slip
#* Description Price Qty Ordered Qty Outstanding ~Qty Shipped Tax Shipping Charges Total Pric:
1 Product s1000 2 o 2 $0.00 $1.00 $200)
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allowed under the following conditions:

Note: A Supplier may also now cancel the ASN via cXML. Cancellation of theASN is

e An ASN has already been received by the Requester
e An ASN can only be cancelled while the PO is still in ‘Shipped’ status. Once the
status changes to Received, cancellation is no longer possible

INcrReaseED POCR PEeRMiIssIONS FOR ‘SHIP To AbDRESS’ AT THE LINE ITEM

A POCR permission has been added to allow user reassignment of the shipping address
at the line item level. Previously this could only be done on the PO header.

PO Change Request

Configuration

Allow change request for:

From the POCR settings
(Documents -> Settings) the
‘Change Shipping Info’ toggle
appears in the line item permission
section.

Non-Catalog
Mix Catalog

On the PO header, allow users
to:

(Enable

e option)

to:
(Enable at least one option)

Workflow

On the PO line item, allow users

Material PO Service PO Blanket PO Invoice PO

Change Shipping Info Edit Custom Fields

Add Items Edit Items. Change Accounting Info Change Shipping Info

Remove ltems

Once a Requester requests a
‘Change Order’ from the PO view

and opens an applicable line item they will have access to any administrator created

addresses.

If enabled at the administrative level, Requesters may also select from any addresses

they've personally created in their ‘My Data’.
These addresses will be housed under the ‘My
Addresses’ label. (shown on right)

Once selected and saved, like all POCR
changes, the change of address information is
captured in the Purchase Order History via the
right nav panel. (next page)

Location Info

Ship to Address ‘

My Addresses

Tempe Office
Ship to Addresses
Admin Labb

Austin Office
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Q

uUs
<, +1 (856) 555-5555

& Quantity:3

POCR DETAILS

Today at 4:33 PM

6 change(s) made to the PO#2000001309

Sport Band

I Quantity: 2

MacBook

B ention

Price: $49.00

Price: $1,5699.00

CHANGED

¥ Nichole.Whitaker+OfficeRequester@vroozi.com

&, +1 (818) 555-5555

v

~

The ‘Apply to All' feature (shown on right) under the item description view, allows

Requesters to choose multiple line items for a single address change.

O #
1
0O 2
3
O 4
5

O
o

Change Request

Description

Keurig K425 Coffee M...
Staples 4-Drawer Lett...
La-Z-Boy Bradley Leat...
La-Z-Boy Bradley Leat...
Staples 4-Drawer Lett...

Keurig K425 Coffee M...

Supplier

STAPLES

STAPLES

STAPLES

STAPLES

STAPLES

STAPLES

Requesters may then select a new address or select a ‘Account Preset’ previously created.

(next page)
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Apply to Line Items

APPLYTO
Select Account Preset None
Split Account Assignment None
Company Code  yro0zi Inc. - Vroozi Inc.
Account Category Cost Center
CostCenter | 10-Executive
6/LAccount | 20014 - Discretionary
Project
Location
Currency Yy usD
Plant  Vroozi Inc. - Vroozi Inc.
Shipping Address
Tempe Office
Tax Code Ship to Addresses
‘Admin Labb
Austin Office

 Phill Office
- —_—

required

—

Apply Changes

Supplier Portal Workflows

Suppliers accessing the Vroozi Supplier Portal will see the change request called out on

the PO view just as they
would other line item
changes.

Like the Requester/Buyer,
Supplier Portal users will also
see the specific details of the

change in the Right Action panel via ‘Purchase Order History'.

+ Item 2 has been updated.

#  Description Category Part No. Delivery Date
o 1 Inspiron 113000 Series 2-in-1 48100000 2485229 11/24/2020
(=) 2 Inspiron 11 3000 Series 2-in-1 48100000 2485229 11/24/2020

The Shipping Address has been updated 6

Qty UoM

Unit Price Total ) Status

s ss1o9 (TR
$379.99 $379.99 Heldy P

POCR DETAILS

3 Today at 7:28 PM

2 change(s) made to the PO#2000001311

Notes to Supplier was changed

@ Inspiron 11 3000 Series 2-in-1
Quantity: 1 Price: $379.99

us
& Nichole Whitaker+OfficeRequester@vroozi.com

&, +1 (818) 555-5555

—

&, +1 (512) 555-5555

v

~
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Vroozi Purchase (All)

EMAIL NOTIFICATION ON CANCELLED cXML AND SupPLIER PoRrTAL POs

Vroozi has enhanced the flow of communication with your cXML and Supplier Portal
suppliers when a PO is cancelled in the system. Now, when a PO is

cancelled by your organization, the corresponding cXML supplier will
receive an electronic cXML cancellation transmission. 11 Nov 2020

. PO #2000001311

Similarly Supplier Portal users will receive an email notification. This oot 290

afew seconds ago

accompanies existing functionality for Portal users wherein a cancelled PO | @ rossors
is documented in the ‘Activity’ stream (shown on right) as well as on the
actual PO. The email serves as an additional notification to ensure | J

. . . . 5 hours ago
cancellation is properly reviewed at the supplier level.

Note: Suppliers whose output method is ‘email’ have already been receiving
cancellation emails. Similarly, all internal stakeholders (Requester/Buyer) will continue
to receive email confirmation of their PO cancellation.

Configurations

In order to enable this communication,
several settings must be configured:

1. The global ‘PO cancel toggle
found in Documents -> Settings ->
Purchase Orders must be turned
on.

2. From the Supplier’s record on the ‘Basic Info’ tab, the ‘PO Output method’ must be
selected as ‘cXML' or Supplier Portal.

Edit Supplier

Supplier Discovery

3. For cXML suppliers an additional feature on their supplier Accepts PO Change Request
record must be toggle on; ‘Accepts PO Change Request’. o

Vroozi Release Notes
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SPENDTECH®

4. Still from the Supplier Record, regardless of whether the customer’'s output

Accepts PO Change Request Output Method *

off eXML

Send PO Alerts
schalk@81aroo.com | schalk@72a-00.com
schalk@71aroo.com | schalk@4aoo.com

schalk@62a-r00.com

method is cXML Supplier Portal, the appropriate supplier contact email addresses
must be added to the ‘Send PO Alerts’ field. Example below shows cXML Output
Method with ‘Alerts’ emails.

Workflow

When a Requester cancels a Purchase Order from the ‘PO
View/, a notification is sent to the following people:

The image below shows a PO cancellation email as seen by
the Requester, Buyer and supplier contact(s).

The Supplier Representatives
The Requester

The Buyer if available on the PO; if no buyer, only
includes the Requester.

VRQOZ¥’

Natalie Smith canceled Purchase Order:
2000001313

11/26/2020 1 $417.99

REQUESTED DELIVERY ITEMS TOTAL

Company : Vreozi, Inc. Issue Date : 11/11/2020
Canceled By : Natalie Smith Version : 1

Create
Receipt
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Vroozi Purchase (Requester & Buyer)

CreATE A Goobs RETURN AGAINST AN ‘INvoicep’ PO

Vroozi will now support the complexity of reinvoicing (rebilling) processes with your
suppliers. Users will have the ability to create a Goods Return for an item which has
already been ‘Invoiced’ in the system in order to initiate the re invoicing process.
Previously the option to return items was removed from the Goods Receipt view once the
associated PO was in ‘Invoiced’ status.

(See the Vroozi Invoice

(Administrator) section for Purchase Order e Y voiced
configuration details) R o s

o °©
Workflow — »
When a PO is allowed to be
reopened post invoicing by
Requesters/Buyers the Goods
Receipt status WI|| either be' Category Part . Delivery Date aty vom Unitprice Total ) status
‘Confirmed’, ‘Shipped’ or ‘Ordered’. e - - e

The change of status from
‘Invoiced’ back to one of these
statuses opens the PO for returns and then if necessary receiving.When a Goods Return
is created for the item(s), the PO and Goods Receipt statuses will change back to the
status they retained prior to the Goods Return creation; ‘Confirmed’, ‘Shipped’ or
‘Ordered..

In the example on the next page, the PO and Goods Receipt status changed back to
‘Confirmed’ once the return was documented in the system.

Purchase Order q
OrderNurmber order

2000001206 & 2000001296 10/05/2020

Order Type
Standard

S— )

Ha
VENTURA BLYD
MAN OAKS, CA 514032443 ™

Notes to Supplier

¥ Description Category. PartNo. Delivery Date aty om UnitPrice Total (| status

78778 10102020 2 e $97999 s750.
sy 101072020 26 $636.49 12729
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The change in PO status allows your Accounts Payable team to create an Invoice against
the PO in the event the supplier sends an updated invoice per their return/exchange
process.

When or if the returned/replaced, PO items are again received, the Requester/Buyer has
the ability to again confirm receipt of goods for the items in ‘Ordered’ status. As shown on
the previous page, the PO
view will again display the
options to ‘Create Receipt’ or
‘Close for Receiving'.
Requesters should select
‘Close for receiving’ if the
items returned post invoice
will never be replaced by the
supplier.

Supplier Portal Workflows

The functionality described above also applies to customer organizations using the Vroozi
Supplier Portal. The only differences apply to the statuses that a PO may return to when
an Invoiced' PO is opened back up for receiving. Since the complexity of the supplier
portal allows for increased communication on PO status, in addition to ‘Ordered’ the PO
may return to several other statuses.

e Ifthe line-item was shipped by the Supplier to the Requester, the line-item
transitions to ‘Shipped’ status.

e Ifthe line-item was not shipped by the Supplier but it was confirmed or partially
confirmed, the line-item transitions to ‘Confirmed’ or ‘Partially Confirmed’ status,
respectively.

NoTes To SuppLIER oN A POCR 9

When making a change to a PO

Via a pOCR users Wi” nOW have O # Description Supplier aty UoM  Category PartNo.  Unit Price Delivery Date Total Status Action
the ability to communicate O 1 wpmnose. oo [T ] o mowo s sme  novwn s @ae
additional details with the O 2 wmonnisomee oesmyie [ 1] o wowo s e weemn ono SEEE BNE
supplier via a new “Notes to N 5000 Usp
Supplier’ field. Use of this feature |

does not require any
configuration as it is now a
standard field in the POCR e

document header; found directly ( s ]
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below the ‘Approver Notes' field. (shown on previous page)

‘Notes to Supplier’ will be included in the POCR email notification sent to the supplier.
With the intended audience now in receipt of the message, ‘Notes to Supplier’ is renamed
to ‘Notes from Buyer.'

The following PO was sent to Office
Supply Inc:
2000001311

11/24/2020 2 $835.98

REQUESTED DELIVERY TOTAL

Company : Vroozi, Inc. Buyer Name : Natalie Smith
Issue Date: 11/10/2020 Buyer Phone : -
Order Type : Standard Buyer Email

Notes from Buyer:

Please Note that the shipping address for line item #2 has been changed from a California to a
Texas location. Thank you!

The ‘Notes from Buyer' will also be visible on the PDF copy of the PO which is attached to
every emailed PO notification.

Notes from Buyer:
Please Note that the shipping address for line item #2 has been changed from a California to a Texas location.

Thank you!
Item# Description Part No Delivery Date  UoM Qty Unit Price Total
1 Inspiron 11 3000 Series 2-in-1 2485229 11/24/20 EA 1 $379.99 USD $379.99 USD

For customer organizations also leveraging the Vroozi Supplier Portal, their suppliers will
see the POCR ‘Notes from Buyer’ on from their homepage under ‘Tasks'. (shown below)

1 New . . .
Orders Shipping Pending Invoices
Q 2000001311 $750.98 11/10/2020  Please Note that the shipping address for line item #2 hasbee.. @ Ready “®mo
Q 2000001301 $a98.00 10/19/2020 2000001301 Partially Confirmed (& @)

Suppliers will also see the message from the PO view.

Vroozi Release Notes
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Purchase Order
Order Number
2000001311 B

order Type
Standard

Payment Terms
Net 60 Days

Notes to Supplier
Please Note that the shij

Texas location. Thank you!
Show more

+ Item 2 has been updated.

O 4  Description
O 1 inspiron 113000 Series 2in1
D 2 inspion11 3000 Series 241

Version

Category

48100000

48100000

Order Name
2000001311

Buyer
Natalie Smith

Attention: Reguester Training

VrooziHi

15000 VENTURA BLYD

SHERMAN OAKS, CA 914032443

Us

i Nichole Whitsker-OfficeRequester@vraozi com
s

55555

ioping adcress for ine tem #2 has been changed from a Calfornia to &

PartNo. Delivery Date
285229 2412020
2485229 112412020

Issued
1110972020

UnitPrice

s379.99

$379.99

Total ) Status

$379.99 °
537999 -
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Vroozi Invoice (Administrator)

INTRODUCTION OF REINVOICING SETTINGS

To enable the re invoicing process in your system, new settings in the administrator panel
will allow POs that have already been invoiced to be re-opened when a Credit Memo is
created against that PO.

The most frequent use case is a supplier who as part of the return to replacement
process, re-bills for the applicable items. Without these configurations, pre-deployment of
this new functionality, when the credit was applied and a second supplier invoice was
sent, that second invoice from the rebilled items or services, could not be reflected in
Vroozi. Instead requiring that the invoice directly post to each customer’s financial system
or the invoice was treated as Non-PO based invoice.

Configuration

Access the ‘Memo Reinvoicing Settings’ from Accounts Payable -> Settings ->
Preferences.

1. Within this field, checking the box next to each setting adds that option to the AP
Processor view on the Memo draft.

Memo Reinvoicing Settings

Yes. C re a t I O n Of t h e e m Oe Select options that should be available on memos (credit and debit) in relation to reopening PO line-items for invoicing:
reopens the PO for rebilling. n
Select all options that apply

Yes - PO line-item(s) should re-open for invoicing

No: The Invoice will work as
it previously had and the
invoice once posted cannot
be reopened. Thisis a
default setting selection
cannot be toggled off
because it's default.

No - PO line-item(s) should not re-open for invoicing

Undetermined - PO should be available to be re-opened for invoicing if line-item(s) are re-invoiced

Select default re-opening option for credit memos submitted via cXML and auto-processed: e

No v

Undetermined: Selection by the AP Processor will not immediately open
the PO. Instead it will keep the reopening the PO a possibility after the
invoice has been posted. This is best when an AP Processor processing the
memo is uncertain if a PO will be reinvoiced in the future.

2. Select default reopening option for credit memos submitted via cXML and
auto-processed.
e Simply select yes or no based on how often your organization will use this
feature.

Vroozi Release Notes
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View on Memo draft when all settings are selected:

Credit ¥ Memo 9500000143
Original Invoice and/or Purchase Order

Original Invoice # Original PO #

Should the PO be re-opened for invoicing? *

Yes “ Undetermined

S

For customer organizations who choose not to use the Rebilling process, administrators
should leave the ‘Memo Reinvoicing Settings’ at default. (shown below)

Memo Reinvoicing Settings

Select all options that apply
Yes - PO line-item(s) should re-open for invoicing
No - PO line-item(s) should not re-open for invoicing

Undetermined - PO should be available to be re-opened for invoicing if line-item(s) are re-invoiced

Select default re-opening option for credit memos jtted via cXML and auty

No v

Select options that should be available on memos (credit and debit) in relation to reopening PO line-items for invoicing:

Default settings as they appear on the Memo draft:

Credit v Memo 9500000142
Original Invoice and/or Purchase Order

Original Invoice # Original PO #

PO line-item(s) will not re-open for invoicing h

Workflow

Once a credit memo is created | cedivemossoosonrar &
and linked to a PO or Invoice,

the settings for re-opening can g
be viewed directly below the
linked documents. Example o
below is an example of a
buying organization that via T
the configurations has elected
not to use the re-opening of
the invoice tool.

0000010001 - Equipment

nnnnnnnn

P ay ™ Total . Actions
$20900 1 20930 520000 N/
$209.0
so0r
000
$20030
Memo Total (USD) $:508.30
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In the scenario below demonstrates how the re-opening of a PO has been allowed. The
Supplier's Invoice for the re-billed item can be referenced back to the PO. The invoice can
then be keyed in as normal. Previously invoiced items can still be viewed by selecting
‘Show invoiced items' above the line items in the right corner.

Purchase Order Link(s) Q
PO# Requester | Buyer PO Total
2000001280 Natalie Smith (Requester) $§1,704.30

Is this a Final Invoice?
-
Invoice Overview

Company Code * Supplier * Supplier Account #

Vroozi Inc. - Vroozi Inc. 5213000001 - Office Supply Inc -
Supplier Invoice # * Invoice Date * Payment Terms *
90000006588 11/10/2020 Net 60 Days
Payment Due Date * Notes About Invoice
01/09/2021

Supplier Notes.
Rebilling of returned and replaced laptop

Invoice Items & Totals Group by PO v
Currency *
PO # 2000001280 Show invoiced items ¥
# Description GL Account Price  Qty Tax  Total Actions
1 Inspiron 15 3000 Series 0000010001 - Equipment $299.00 1000 $29000 v 4 (] W

Supplier Portal Workflow

Suppliers in the Vroozi Supplier Portal the ‘Flip to —
Invoice' option will not be available on POs opened e R
back up for rebilling. Instead they need to select .
‘Create Invoice’ and link to the PO. Once this has
been done, the Invoice line items will only display o
the items reflected in the Credit Memo. e pomt s
Above the line item description an
‘Acknowledgement of Changes’' message indicates
that items from the linked PO have previously been
Invoiced. To proceed forward, the supplier user must
select ‘Acknowledge Change'. e T—

1 Inspiron 15,3000 Series $209.00 . 000 20 v & @) W
To view specific details of the proceeding invoice, e .
users can click the carrot below the —

Acknowledgement button. (next page)
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PO # 2000001280

« Theas

ated Purchase Order has been updated by the buyer. In order to proceed with this Invoice, please
acknowledge all the changes made to the items in this Invoice.

Note: following items are referenced by other Invoices linked to the same PO. You may choose to add any of these to your Invoice.

Hide invoiced items a

Invoice # Description Price aty Tax Total Actions
9000000633 1 Inspiron 15 3000 Series $299.00 5 0.00 $1,49500 N/
® Posted

o Item 1 has been updated.

# Description Price aty Tax Total Actions
1 Inspiron 15 3000 Series $299.00 1 0.00 $290.00 v 4 E@ T

Once ‘Acknowledge Changes' is selected, the warning message will disappear. The
invoiced items can still be viewed by selecting ‘Show invoiced items'. (shown below) The
invoice line items should then be edited to reflect only the re-billed items.

Invoice Items & Totals

Currency *

PO # 2000001280
# Description Price aty Tax Total

1 Inspiron 15 3000 Series $299.00 1 0.00

Group by PO v

Show invoiced items ¥

Actions

$20000 v 4 ) W

Vroozi Invoice (AP Processor)

INTRODUCTION OF ‘CopPY’ FEATURE AT THE INVOICE LINE ITEM

To improve the speed of manually indexing a Non-PO invoice, the ‘Copy Line Item’
feature has now been added to the Invoice draft. Similar to the existing ‘Copy’
functionality at the Requisition level, AP users can copy an existing line item on an Invoice.

As a user who is able to edit Invoice,

PO # 2000001307

Memo or Payment Request, Vroozi is now
able to copy existing item(s) so that if you
enter similar items more quickly. This will

copy the items DNA data but it will not

# Description

1080 Monitor

GL Account

1 Dell SE2717HX RVJXC 27" FullHD 1920 X 0000010001 -

Equipment

Price  Qty

$149.99 10 149.99 §$1,499.90 v/ ? @

Tax  Total Actions

associate it to any existing Purchase
Order.

1. Click the ‘Copy’ icon.

2. When selected, the system will prompt review of the duplicated line item. From

here edits can be made. (nhext page)
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PO # 2000001307
# Description GL Account Price  Qty Tax  Total Actions

1 Dell SE2717HX RVJXC 27" Full HD 1920 X 1080 Monitor 0000010001 - Equipment $14999 10 14999 $1499.90

Non PO

# Description 6L Account Price aty Tax Total () Actions

Please enter your invoice item #1 details below

General Information Accounting

Shipping Address
Vroozi HQ, 15000 VENTURA BLVD , SHERMAN OAKS, CA 914032443 US

Vroai
Type* Description * Price * Quantity *
ot v | [oensenmnvixcar rutrors s1s0s0 0
category Toxcade biscaunt Shipping Charges
44120000 - Offi TX-100 - Tax code $0.00
Tax UoM * CCompany Code * Plant
sssn | eaea < | [ ooz .- wooaine [P——
Provious | ext %)

3. Once the new line item is saved to
the Invoice ‘Draft’ it will be o —
displayed under the Non-PO &
header. If a new line item is added
to a PO based invoice Processors e S
will receive a warning that must be
cleared before indexing can be
complete.

The Invoice total will update to include the value of the newly added items.

Non PO
# Description GL Account Price Qty Tax  Total Actions
1 Dell SE2717HX RVJXC 27" Full HD 1920 X 1080 Monitor Copy 0000010001 - Equipment $14999 10 14999 $1,49990 v & (F] W
$1,499.90
$0.00
Shipping Charges (USD} $0.00
$149.99
Total (USD) $1,649.89
Invoice Totals $2,999.80
SD) Value

USD B
]

) $299.98
(Estimated Tax: $299.98)

Invoice Total (USD)* $3,299.78
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Bug Fixes

v The PR Bulk Upload file will no longer pick up the same price for any ‘Price Editable’
items in the Requisition with the same item_id, instead the appropriate price will
again be recognized for each item during the upload.

v The Supplier record is now appropriately being ‘Activated’ or ‘Deactivated’ on the
screen when that designation is selected by an administrator without having to
refresh your page.
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