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What is Bill Management?

Bill Management is an internet-based account management application that provides self-service
access to accounts receivable, including the following capabilities:

e view real-time account summary and detail information
e review transaction balance, aging, and credit memo status information

e request a reprint of an invoice or proof of delivery.

Using this newly enhanced application, accounts can be accessed 24 hours a day, 7 days a week.
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Common Functions in Bill Management

Bill Management

M Mavigator v B Favorites v Contact Us Home Logout

Search By  Customers ¥ [5607150
[ Show All Sites
[#] Search By Customer Name/Number
lude Contact Information
Ehow Search Instructions

Billing Address Primary Contact Account
Customer Name D Organization |Address Type ‘Contact Phone Detail
OFFICE DEPOT BILLING TEST 9807150 |OU US 6600 N MILITARY TRL, BOCA RATON, PALM BEACH, FL, 334962434, United |Bill T, Ship To Account Detad
17 E—
OFFICE DEPOT BILLING TEST 9607150 |all Account Detail

17 Organizations

*TIP You can view an acoount only if the Address & "All Locations’ or the Address Type inchdes 'Bill To'

Contact Us Home Logout

Privacy Statement Copyright (<) S5, Dracle. All rights resemned,

Bill Management provides access to various functions by using buttons, checkboxes, links, drop
down lists, and blue flags to search, review, print and pay invoices.

Refer to the example above to see some of the most commonly used icons in the Bill
Management application:

° Check boxes are used to make selections.

e 'l Plus signs are used to expand or close areas on a page. The + sign denotes there is
more information to be shown if clicked.

o Z‘ Drop down lists are provided to make selections from a predefined list of values.
52 The Go button sends a command to the application to complete the function.

Note: Whenever the =2/ button is displayed, it must be clicked using a mouse to
perform the step.

Any field that is underlined can be clicked on to access more detailed information through a
hyperlink.

While working in Bill Management, a combination of these icons, buttons, and features will be
used to navigate the account’s details.

Bill Management User's Guide BUG_29880_BILLMGMTGUIDE_NEW R12_DB (3)
Effective 05/09/14 Page 3 of 28 Rev 1



After selecting and opening an account, the account’s aging and three tabs will appear. The new
page will always default to the Home tab as the Account Summary page. This tab displays the
account summary information, as shown in the example below. The Account Summary page is
designed to give a quick summary of an account. This screen will also display any open
invoices, their age, and the account balance.

There are also links to request a Proof of Delivery (POD), an Invoice Reprint, and/or to view the
User Guide.

raY«s
9

Bill Management

DEFPOQ 1
oU_US-0 JEPOT B 3 TEST 17-960715 . . i
OU_LS OLEE BEROTHESE Ry N Mavigator ¥ B Favoiites ¥ Contact Us Transaction List Home Logout

Home | Account | Requests

Account Summary ' Related Information
Important Information In Bill Management

Your Account Balencer USD 57,162.04

Overdue Recsivables 513155 I:IHi:a Aging
Cument Cusrent
Totzl Open Receivables  cp 13108 1- 30 Days Past Dus
Cipen Payments 31 - 80 Days Past Due
a0 = .\' 61 - 30 Days Past Due 24,10
Unzpplied Credit Memas 95954 g7 _ 180 Days PestDue 3
Account Balance 5716304 181 - 365 Days Past Due

366 + Days Past Dus . Check User Guide.
Pending Credit Requests 000

. Are you requesting proof of delvery or reprint of
an invoice dated prior to June 28th, 20092 If so,
click here to download a request form.

How to Use Bill Management

Remazining Guarantzs

11 eBill Download

o.00 Contacts
. For biling gquestions, please call 800-269-6888.

e When the blue box = contains a negative sign all available information is displayed. To
hide this information click on the = box.

e The account’s Aging is displayed, broken down by number of days past due.

If the highlighted link for Open Payments is clicked, the Account Details screen will open, as
shown below.

¥ ol =
U

Bill Management

DEPOT i
0} -0 JEPO 1] ] G60715 5 . 5 1
OU_US-OFFICE DEPOT BILLING TEST 17-9607150 i Navigastor v B Favorites ¥ Contact Us Transaction List Home Logout

My Account
Account Details
Open Payments: USD 0.00 Unzpplied Peyments:  USD 0.00 On Account Payments:  USD 0.00
Search
Statss | Open/pending ~|  Consolidsted Bil Q
Transaction Type  Payments - ~ -
Transactions
Cumency USD * i

Erfer one TranszcSon per line.

&) Show More Search Options

Clear

Totzl Transactions 1 Total Original Amount  0.00 Totzl Remaining Amount  0.00
O Select All 1

Select Payments: | Add to Transaction List

Select All | Select None

Select|Payment |Status  |Transaction Date |Apply Date |Applied to Transaction | Original A | ining Amount|Or
[ 314644138 Orpen 12-Jan-2014 0.00 0.00 OU_US
Recalculate Selected Transactions Oiginal Amount Remaining Amount
Template Payment Header Locale  English: United States (*) Format EXCEL «
Export z‘:\t’:r:rﬁ:;'t";m" take Download XML file

Home Account Reguests Contact Us Transsction List Home Logout

Privacy Statement ‘Comyrigit (c) D00, Crache. Al Figits resenen
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o Clicking the transaction in the Payment column will open the additional details for the
transaction.

e To search for a specific item or group of items, use the drop down arrow next to “Status”

and click the E button.

raY s
J

Bill Management
DEPOT M
OU_US-GFFICE DEPOT EILLING TEST 17-5607150

Home | Account | Requests
My Account

Account Details

Cpen Peyments:  USD 0.00 Unapplied Payments:  USD 0.00

Search
Status | Orpen/pending - Consolidated Bill Q@
Transaction Ty Amy Status -
i Closed Transactions »
Currency s

gﬁeen’t-'peencin; Erar oo Tranmcton se e
-] Hide: I-’m_e Search Of Cument Cument

Transaction Amoun] - 30 Days Past Due Ship To Address 4,

31 - &0 Days Past Due

) 51 - 50 Days Pzt Dus PR ELE A

Transaction Dateg] - 180 Days Past Due Release @

)

*

181 - 365 Days Past Dus

386 + Dizys Past Due Cost Center
Due Diate From = Desktop

el @

{mammpie: 16-Ace-T014)

Clear

Total Iransactions 1 Total Original Amount  0.00

e The drop down box is used to select the 31-60 days option in this example.

e The Go) button is clicked to have the application search for the information requested.

These features will be used continuously throughout Bill Management.

Bill Management User's Guide BUG_29880_BILLMGMTGUIDE_NEW R12_DB (3)
Effective 05/09/14 Page 5 of 28 Rev 1



Account Summary Page

The Account Summary page is designed to present an overview with quick and easy access to
transactions. Transaction types include invoices, credit memos, and payments that are associated

with an account.

Any amount that is underlined on the Account Summary page indicates that there is a hyperlink
to additional information that will appear on the Account Details page. In this example, we will

display the Total Open Receivables link on the Account Summary page as shown below.

l~
J

Bill Management
E P iF
OU_US-OFFICE DEPOT BILLING TEST 17-9607150

Your Account Balzrce: USD S57.162.04

Overdue Recgivables  SEAILEE  poppprsposs

Taotzl CGpen Recsivables
Crpan Payments

Unzpplied Credit Mamos 55

Cument Curment
1 - 30 Days Past Due

S 31 - £0 Days Past Dus

¥

61 - 90 Days Past Dus

Acoount Balanoe 57,162,044 91 - 180 Days Past Due

Pending Credit Reguests
Remaining Guarantee

1| eBill download

ni
0. D

LN 366 + Days Past Due

181 - 385 Days Past Due

2

n
uL i

T
uL iy

n o
UL

20,083, 70)

n
uL il

Clicking on the Total Open Receivables link opens the Account Details page shown below. The
Account Details page can also be accessed by clicking on the Accounts tab at the top right corner

of the Account Summary page.

Account Details:OFFICE DEPOT TEST ACCOUNT: 141760 |
Currert Curent, USD 6854874
Search
=] Transaciion
P=5ho
(o)
Total Transactions 12 Totsl Ramaimg Amount 6854874

I Salect Al 12

Select i Pty ) Add 16 Transaition Lis ) Apoly Credis

Salact &) | Select Mong

Sulect Transaction [rype |stams | Dt |Duie Dt |Parchase Griar Jsates Quder Griginal Amousi] g Amoun]
s Invoice Cpen (2 Ape-2008 H-May-2008 53250 53250
r s Ivoice Open 2. Agr 2008 1 May 2008 7975 70,75
ro1ssm immice Open 02 A 208 31-May- 2008 10880 105 00
T 1E504 lmnice Open 02, A 2008 31 May- 2008 1567 &0 1567 50
o 15s Ivica Cpen 024022000 1 May-2000 MW bk ]
N 155E Imvvice Ogen (12 Age. 2006 H-May- 2008 ok 8
I sy Invnicn Opitn 12.Ap 2008 31-May 2008 W7 15 N7i5
C 558 Invoice Cpen 112 Ape-2008 31-May-2008 5219 5219
roise Imvice Open 02 2008 31:May 2008 105.44 105,44
[ Imenica Cipan g JO0R ANy 2000 A% a3 A9 0y
C 15515 Irvvice Open 02 A 2008 3-May-2008 415350 415350
11 Immicn Open [2:Ape-2008 -May 2008 5,107 50 5,107 50

Saleet Py j Aad 1o Transaction List C)

Fecalouans Salacted Transac Orignal Amoun Remaining Amaout
Template [Al Rocoivabln Locale [Enghah United States () = Fomat [HTML =]
Expon | A
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The Account Details page can be used to:
e Select a transaction to view in greater detail
e Select a transaction and add it to a transaction list
e Export transactions in a variety of formats (i.e., Excel, HTML, PDF or RTF)
e Sort the displayed transactions by clicking on the column titles
e Change the type of transaction displayed by using the search feature.

The Accounts Detail page is also used to search for different types of transactions (i.e., Invoices,
Payments, Credits), as discussed in the section on Searching for Transactions.
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Searching for Transactions

To search for transactions, use the fields at the top of the Account Details page, as shown in the
screen shot below. This example searches for Invoices that have the status of Overdue.

1. From the Account Details page, select the appropriate Status by clicking on the drop down
arrow next to Status. Possible Status selections include: closed, open/pending, overdue,
current, and several past due buckets based upon number of days overdue. In this case, the
search is for transactions with the status of Overdue.

roYars
U

Bill Management
LA L ¥
OU_US-OFFICE DEPOT BILLING TEST 17-9607150 e Menigai > B Favorites ¥

Home | Account | Requests

My Account
Account Details
Account Balance: 57,162.04
Search
States  Owerdue - Consclidated Bill Q Enter the
Ti ction Ty &1l Recsivables - -
o ;: = Al Rev:eil:-hlg hd Transactions u ¢ Consolidated Bill or
ETENCY 8 - .

All Transactions Erter o Trangaczon e v, Transaction
#] Show Miore Search { Chargebacks

Consalidzted Eilling Member number(s) here.

Credit Mamaos

Totsl Transacs ge'fn“r_':‘:rqwf Tatsl Origingl Ameunt  58,121.98 Totsl Remaining Ame
[ Salect All 241 |Deposits
Select Receivables] SUsEnt=ss n List | | | Export in CSV |
Selert Al | Select NolPayments
nsolidated | Transaction Due |Purchase | |Eust Drl'gfn:lll Remaining
Select Bill Transaction | Type |Status |Date Date |Order Release|Center |Desktop) Amou Amount Organiza
0O 324473534002 Inwvoice Owerdue 13-Dec-2013 & 110 L GGG G 632.54 632.54|0U_US
2013
TAATICTANNT T rmimm Mrmedeem | 14 Pome WY 14— "N ccc [t ot ) T LYY CA L£7Y CA M 1

2. Click the Transaction Type drop down arrow and click Invoices.

3. Click the Go) button to run the query.

4. The query runs and then all open/pending invoices are displayed.
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To narrow down your search, use one of the following:
e The Transaction or Consolidated Bill number if available.

Use the Show More Search Options feature to look for a transaction that occurred within

a particular date range, for a certain amount, or by a special field. (See the screen shot
below.)

The results can be sorted by clicking on any column title. For example to sort the transactions by
date, click on the Transaction Date column header.

Search
Status  Owverdus il Consolidated B
Transaction Type  All Receivables - _
rEnEsChions B
Cuwrency  USD
—| Hide More Search Crptions

ransaction &mount From Ship To Address
g Purchase Order

Transaction Date From Release
To et e

Lost ents

Due Date From Deskton

Totzl Transactions 241 Total Criginal Amount 58,131.98 T

This data can be exported by using the instructions in the Exporting Search Results section.
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Exporting Search Results

Once the search is completed, the results can be exported to a computer drive.
1. Runasearch and review the query results.

2. Sort the results as desired by clicking on one of the column titles. Clicking a new column
title will sort records in ascending order and clicking the same column title again will
change it to descending order.

3. Scroll down to the bottom of the page.

4. Select the format that you would like for the file (EXCEL, HTML, PDF or RTF). The
default is EXCEL.

Template ’m Locale |English:United States (%) = Farmat m
= - ) Detaut T empiate EACEL
s r:r.:
i o A Heme | Accourd | Bagquasts | Contactls | Iransaction List | Home | Logoul | Praferences =
5. Click the | Export J button.
6. When prompted, select the appropriate button to open or save the file. Note: It is
recommended to save the file before opening it.
e E
Do you want to open or save this file?
3 Mame: ARIALTRHDRE77E62530_out.xls
] ng Type: Microsoft Excel Worksheet, 95.8 KB
From: gsisit01.na.odcorp.net
Open I Save | Cancel l
The file opens in the format selected, the default export format is Excel.
Note: If HTML was chosen, the file will open in an internet browser.
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Using Links on the Account Details Page

On the Account Details page, as in the rest of the Bill Management application, any document or
transaction that is underlined can be opened by clicking on the hyperlink. For example, to view
an invoice from the Account Details page to see the specific items that were purchased on that
invoice.

Status  Owerdus - Consolidated Bill b
Transaction Type  All Recsivables - _ § -
ranEctions
Curency UUSD * o

Emier crs Tireressciion pesr Bine.

] Show More Search Crptions

Clear |

Totzl Transactions 241 Total Criginal Amount 58,121.98
O Select All 241
Select Receivables: | Pay || Add to Transaction List | Export in CSV |
Select & | Select Mons
|-Cun5cr|idabed Transaction |[Due |Purchase Cost Original Re
Select Bill Transaction | Type |Status |Date Date |Order Release Center Desktop| Amoun
- hvoice O verdue 13-Dec-2013 13 |310 555 GEG 7G 532,54
2013
hwoice Overdue|14-Dec-2013 |14 10 555 GEE G 532,54
n Deec-
2013
hvoice O verdue 15-Dec-2013 15 |310 555 GEG 7G 532,54
Ll Dhec-
2013
n ADFATFO 324453760007 | Bnvoice Overdue| 24 Dec-2013 23 ES 0] BEE G 351.57
Jain-
2014
n A0FLTT0 324451750007 | Guvoice! O verdue| 24-Dec-2013 23 Al 555 FFF &F 311.56
Jain-
2014
n AOFLTTO 324464351 007 | Juvoice| O verdue| 24-Dec-2013 23 . EEE s 11.65
Jain-

POD | [ PDF Copy | [ Activities | [ Pay Email/Fax Copy

Invoice Information

Eill To Address Ship To Address Pleass inchde the invoice number on zll remittances and
OFFICE DEPOT BILLING TEST 17 OFFICE DEPOT BILLING TEST inchede remittance copy with postal payments,
6600 N MILITARY TRL 1590 N FEDERAL HWY Invoice
BOCA RATON, FL 334962434 FORT LAUDERDALE, FL 333041432 USA 324473534002
Remit To Addness Billing Date Ship Date
PO Box 633211 13-Dec-2013 13-Dec-2013
Cincinnati, OH 45263-2211 Purchase Crdar
J10
Sales Order
324473534002
Shipping Referance Ship Via
o
Account Mumber Customer Location
20102635-00001-A0 BILL TO
gilling ID SPC (Store/DiatefReg/Trans)
SE07L5D
Attachments
Hone
Terms Due Date Salesperson Customer Contact Customer Phone Customer Fax
IMMEDIATE 13-Dec-2013 Depot, Office
Line Num ‘Catalog Ttem Num Description Quantity Shipped Unit Price Extended Amount
1 962148 IMK,HP 5648, TWIN PACK,BLACK 5 46,99 234,95
2 ‘962148 Tiered Discownt ) 0.47 -2.35
3 234200 PEM,RT,SOFT GRIP, 12PK.BLUE 4 10.9%9 43.95
4 234200 Tiered Discount 4 -0.11 -0.44
5 734373 PEM,EP,RTRCTELE, GRIP, DOZEN, BLU 3 8.9%9 26.97
& 734373 Tiered Discount 3 -0.0% -0.27
] 334630 Tiered Discownt 11 0.27 -2.97
7 334630 RIEBOM, THERMAL OD, K{-FAS3 11 26.99 296,89
Sub Total 556,74
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2. The invoice is displayed including the following action buttons:

POoD PDF Copy Activities

Email/Fax Copy

Here is what these buttons do:

\FoD) This button is used to view the Proof of Delivery for the selected invoice. This
self-service option is available for POD’s.

Orcler numkber
Order date

GIOEE BB 2-
(21470170

a1

Slgnature Image
Customer [0

FC numbier

CUSIOMmMEr nama
artact nams
Comact phone
Cuslormis malriclions

UFS used Tor dalivary:

DOILLI90T D
o

DI OF FORESTRY
FELICIA THOMAS

IW6A4TA288

SATIONAL ACCOUNT

Ship-12 addrass
FO0L N US HIGHWAY 1
BUMMELL DIST
BUMMELL
FL 321104349

dill-to address
407 5 CALHOUN 5T STE 209
TALLAHASSEE
FL 323996555

Schedulad deliveny dare
arcler nstructions

0L/03/2014
S one

Humbear of deliverad packages 1

Humber af returned padxages WA

Facehed oy

Delnery date

Dirvar name

Carrier name uprs

Tracking numbear 1722 7T10037E27E00L

Amour due F250.75

Fayment details
Tender Type Account ander Amour
Wisa L I 1 25075

arder items
hem # Oty Orclered Gy Shippad PO Dascription
344352 4 4 PE BATTRY,MAX AAIGPK
0210142 2 . PE BATTERY, ALEALIMEM
441574 2 4 EA CALWALL1N12WRCR
0751054 2 2 EA IME,HP 932X ELACE
0751108 1 1 EA INE, 0] 933X MGHTA
D9gLl6eTY 1 L FE IMK.HF 26/ 97.EK/CL
343731 2 2 FE BATTERY, 9% ALEA, 2/
D2BETO1 5 3 EA, MRERSHRPIE, TWIMN ELE
O2REROL ) 2z EA MRERSHRP, TWINTP,ELW
D44B0972 1 1 FE MT.FULADHSV,3X3.4
0690510 1 L FE MOTESFPOP-UF55,10
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J : This button is used to view the lifecycle of the invoice, including all
payments, credits, etc.

[ Email/Fax Copy | This button is used to fax or email a copy of the invoice.
To return to the previous page using one of the following methods:

e Use the Account link in the upper left hand corner of the screen

e Clickthe S22 putton

e Click the Account tab.
Note: The browser’s Back button is not recommended for use to return to a previous page, as it
may cause a loss to any unsaved data. Refer to the following section for more detailed
information on the following options:

e Paying for an invoice

e Requestinga POD

e Printing an invoice
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Paying Invoices

There are two ways to pay invoices. The fastest method is to select invoices from the Account
Details page, but it is also possible to pay multiple invoices using the Transaction List feature.

Paying from the Account Details Page

After logging into Bill Management, click on the Total Open Receivables link to open the
Account Details page.

Home | Account | Requests

Account Summary
Your Account Balance: USD 57,162.04

Overdue Receivables  5g 131.03 [# Show Aging

Total Open Receivables Js5g3.131.08
Open Payments 0.00

Unapplied Credit Memos -069.94
Account Balance  s57.162.0

L

Pending Credit Requests
Remaining Guarantee

=

]
]

=

|D

=

1. Click inthe T by the invoice(s) to pay (more than one invoice can be selected).
Additionally, to pay all the open invoices, click on “Select All” at the top of the column
where the checkboxes are.

Note, when selecting invoices ensure the “Remaining Amount” field does not contain a
credit balance. This usually occurs when a duplicate or over-payment has been selected
and is not a true credit memo. Please reach out to your Account Receivable Specialist for
further assistance in applying the amount manually to open invoices, so we can properly
research and ensure the proper and correct application.

Il("llf‘.'] Account I Requests

My Account
Account Details
Account Bale L7, 16204
Search
Status  Open/pending - Consolidated Bill K[U
Transaction Type  All Recelvables i 4 -
Transactions
Currency  USD = v
H) Show More Search Dptions
Chear
Total Transactions 241 Total Original Amount  58,131.98 Total Remaining Amount  58,131.98
Query has exceeded 50 rows. Potentially more rows exist, please restrict your query.
Select All 51
ables: | Pay || Add to Transaction List || Apply Credits | | | Export in cswv | Previt 1-250f 51 ~ MNext 25 @
£ Al ot Nons
Consolidated Transaction Due Purchase Cost Original  Remaining
Sedect | Bill Transaction Type Status Date Date  Order Release Center Deskiop A O Ship To

002 Involce Overdus 13-Dec-2013 13- 10 555 GGG G 632,54 G325 OU_US OFFICE DEFOT BILLING TEST, 1580
Dec- N FEDERAL HWY, FORT
2013 LAUDERDALE, FL 33304-1432,

united States

D 2a4 4005 Invoica Overdua 14-Dac-2013 14~ no 555 GGG G 63254 G37.54 OU_US OFFICE DEFOT BILLING TEST, 1590

Dec N FEDERAL HWY, FORT

2013 LAUDERDALE, FL 33304-1433,
United States

D a4 1004 Invoice Overdue 15-Dec-2013  15-  J10 555 GGG 7G 632.54 632.54 OU_US OFFICE DEPOT BILLING TEST, 1500

Dac N FEDERAL HWY, FORT

2013 LAUDERDALE, FL 33304-1432,
Unitad Statas

07 Invoice Overdue 24-Dec-2013  23- ES o BEE 7G 391.57 391.57 OU_US OFFICE DEFOT BILLING TEST 17,

Jan 6600 N MILITARY TRL, BOCA

2014 RATOMN, FL 33496-2434, United
States
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The Advanced Payment window opens, where the selected invoices can be reviewed.

Select Payment Method

Payment Method New Bank Account ~

Hew Bank Account

Enter new bank account information. The routing number and account number usually appear in the lower left corner of your check, as shown in this illustration. I you are unsure of your
account information, please confirm with your bank before completing this page.

Account Type  BUSINESS CHECKING ~

* Routing Number
Bank Name
Branch Name

* Account Number

* Account Holder's Name

#|223L5L789 " [0L23L5E1AS | [2002|
I I I

Bank Account Check
Routing Number Number Number
Invoice Summary
¥ TIP Payment date beyond the due date may attract interest or penalty if applicable
Reset to Defaults
Transaction Transaction  Transaction ¥y A t Due Discount Service Dispute Currency
Number Type Date Due Date Terms ini A t Y A it Charge Amount Code
324473534002 Invoice 13-Dec-2013 ]Z.E'ID;C' IMMEDIATE 632.54 0.00 632.54 0.00 0.00USD
324473534004 Invoice 15-Dec-2013 ;E'l[;ec' IMMEDIATE 632.54 0.00 632.54 0.00 0.00 USD

324473534003 Invoice 14-Dec-2013 ;g-lgec- IMMEDIATE 632.54 0.00 632.54 0.00 0.00 USD
Recalculate | total 1,897.62

Remaining Balance 1,897.62 USD
Total Payment Amount  1,897.62 USD
Balance Due 0.00 USD
Dispute Amount 0.00 USD

Cancel Apply

If any incorrect invoices were selected, it will be necessary to perform the following steps to
remove those invoices from the list of invoices to pay:
_ Clickthe S2mc2L) pytton in the lower right side of the Advanced Payment

window.
— Notice that when returned to the Account Details screen, the Pay button is no longer

present.

&= 5 060 ] . ~ b .
QU US OERRRENERCIRERERERES S /1 N Navigator v B Favorites v Contact Us Transaction List Home Logout

My Account
Account Details
Account Balance: 57,162.04
Search
Status  Open/pending - Consolidated Bill Q
Transaction Type  All Receivables - X -
Transactions s

Currency USD ~
Enter one Transaction per line.

Show More Search Options

[Go] [clar
Total Transactions 241

Query has exceeded 50 rows. Potentially more rows exist, please restrict your query.

Total Original Amount 58,131.98 Total Remaining Amount 58,131.98

[ select Al
Select Receivables] | Add to Transaction List | | | Exportin csv | 9 Previous 1-250f 51 ~| Next25 ®
Select All | Select None
Consolidated Transaction Due |Purchase Original Remaining
Select Bill Transaction Type |Status Date Date Order Release Department|Desktop| Amount],  Amount|/Organization|Ship To
324473534002 Tnvoice Overdue 13-Dec-2013 13- 710 555 GGG 7G 632.54 632.54 OU_US OFFICE DEPOT BILLING TEST,
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— The process will then have to be restarted and the invoices to pay must be re-

selected.
— Click on the Transaction List link at the top right side of the Account Details screen.

— Click on the Clear All button.

Bill Management

J_US-( g -960 ] - . = c n
el AR ez R T TR LR AR N Navigator v B Fayorites v Contact Us Transaction List Home Logout

Home | Account | Requests

Transactions

Clear All I Pay | Apply Credits ‘ Email/Fax Copies |

Customer ‘ Due Purchase Original Remaining Discount
Customer Name Humber 'Organization Transaction Type Status Date Date Order A t A t A t Currency
OFFICE DEPOT BILLING 9607150 ou_us 324473534002 Invoice Overdue 13-Dec- [13-Dec- 110 632.54 632.54 0.00 USD E‘/
[TEST 17 2013 2013
OFFICE DEPOT BILLING 9607150 ou_us 324473534003 Invoice Overdue 14-Dec-  14-Dec-  J10 632.54 632.54 0.00 UsD E‘/
[TEST 17 2013 2013
OFFICE DEPOT BILLING 9607150 ou_us 324473534004 Invoice Overdue 15-Dec-  15-Dec-  J10 632.54 632.54 0.00 UsD E‘/
[TEST 17 2013 2013

Total 1,897.62 1,897.62 0.00

Return to Account Details clear Al | [ pay | [ Apply Credits | | Email/Fax copies |

Home Account Requests Contact Us Transaction List Home Logout

Copyright (c) 2008, Oradle. Al rights reserved.

Privacy Statement

2. When the correct invoices are selected, click the Pay button at the bottom right side of the
screen to pay by credit card.

3. The Credit Card payment window will open.

Select Payment Method

Payment Method | [[ETROGENIQe TN ~
Select Credit Card Type
= Card Brand  American Express ~

New Credit Card

* Card Holder Hame
* Credit Card Number
Expiration Date XX ~ 2014 ~

Invoice Summary
Reset to Defaults
Transaction Transaction Transaction yi A t Due Di Service Dispute Currency
Number Type Date Due Date Terms ini A it y A t Charge Amount Code
324473534003 Invoice 14-Dec-2013 ;‘;‘13“- IMMEDIATE 632.54 0.00 I 632.54 0.00 0.00 USD

324473534002 Invoice 13-Dec-2013 LEHEE IMMEDIATE 632.54 D.DDI 632.54 0.00 0.00 USD

2013
Recalculate | Total 1,265.08
Remaining Balance 1,265.08 USD
Total Payment Amount  1,265.08 USD
Balance Due 0.00 USD
Dispute Amount 0.00 USD

Cancel Apply

4. Complete the following fields:
— Select the Credit Card brand or type
— Enter the name that appears on the credit card
— Enter the Credit Card number
— Enter the Expiration date
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5. Inthe Payment Amount column, adjust if necessary.
— Besure to click the Recalculate button if the amounts were changed.
— To return back to the original amounts, click the Restore button.

6. Click the 288 ) hutton when finished.

7. The application will return with a confirmation.
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Creating a Transaction List to Pay Invoices

The Transaction List is designed as a working space or holding area to allow the payment of a
large number of invoices at one time.

There are multiple ways to search for the transactions to add to the list. As the invoices are
located, place them on the transaction list to hold them until ready to process the payment.

The following steps explain how to build the Transaction List using a variety of searches.

1. One option is to search for invoices using a certain transaction date range.

2. On the Account Details page, click on the £ flag next to Show More Search Options to
open the search option boxes.

3. Inthe Transaction Date From field, enter a date (the example below uses 01-Dec-2013) and
then enter a date in the Transaction Date To field (the example below uses 31-Jan-2014).
Note: Please use DD-MMM-YYYY format or click on the calendar next to the field, and
then click on the correct day.

Search
Status  Open/pending - Consolidated Bill Q
Transaction Type  All Receivables - ’—
Currency  USD = Transactions . - 1
[EHide More Search Options o e
Transaction Amount From ’7 Ship To Address Q
1o Purchase Order Q,
Transaction Date From [01-Dec-2013 [& Release Q,
To ’m =] Cost Center Q
Due Date From | =] Desktop a
To | N j
| Clear
4. Select Status “Open/Pending” from the drop down list, and select Transaction Type
13 M 7 H GD ) -
Invoices”. Click on the —=/ button to activate the search.
5. When the search results are displayed, click on the boxes to select the invoices.
Select All 241
Select Receivables: | Pay] || Add to Transaction List | | | Exportin csv | Previous 1-250f241  ~ Next25 (3
- "“QDL;E;(;S;”E Transaction Due |Purchase Cost original| Remaining
Select Bill Transaction [Type Status Date Date |Order I Center |Desktop| A t A t Organization Ship To
324473534002 Invoice Overdue 13-Dec-2013 13- J10 555 GGG 76 632.54 632.54 OU_US OFFICE DEPOT BILLING TEST, 1590
V| Dec- N FEDERAL HWY, FORT
2013 LAUDERDALE, FL 33304-1432,
United States
324473534003 Invoice Overdue 14-Dec-2013 14~ J10 555 GGG 76 632.54 632.54 OU_US OFFICE DEPOT BILLING TEST, 1590
J Dec- N FEDERAL HWY, FORT
- 2013 LAUDERDALE, FL 33304-1432,
United States
6. Click the \2dcta Transaction Ust )y ton and the invoices are placed on the Transaction List.
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7. The next example demonstrates searching using the Transaction Amount assuming the exact
amount of the transaction is known. The amount 59.41 was entered in both the Transaction
Amount From field and the Transaction Amount To field. Note: An amount range can also
be used for this type of search.

8. Click the Ll button, the results will be displayed after the search has run.

[E Hide More Search Options

Transaction Amount From | 59.41 Ship To Address Q
To 59.41 Purchase Order Q,
Transaction Date From | ) Release Q
To =] Cost Center Q
Due Date From & Desktop Q
O
(example: 22-Apr-2014)
Total Transactions 14 Total Original Amount 831.74 Total Remaining Amount 831.74
[C] Select All 14
Select Receivables: | Pay | Add to Transaction List | | | Exportin CSV
Select All | Select None
Consolidated Transaction Due |Purchase ‘Cost original| Remaining
Select Bill Transaction [Type Status Date Date |Order Release Center Desktop Amount Amount|Organization/Ship To
40717 324462492007 Invoice Overdue 24-Dec-2013  23- Al 777 ccc 10 50.41 59.41 OU_US OFFICE DEPOT BILLING TEST,
Jan- 11340 PINES BLVD, PEMBROKE
2014 PINES, FL 33026-4102, United

States

9. Searches can also be done using both the Due Date and the Ship To Address.

10. First, enter the Due Date From as 01-Dec-2013 and the Due Date To as 31-Jan-2014.

11. Then, select a Ship To Address using the Q magnifying glass icon. This opens a list of
values that are associated with an account. Narrow the search down to the exact street
address required.

12. Clicking the Q opens a new window to enter as much of the address as known.

Search

To find your item, select a filter itern in the pulldown list and enter a value in the text field, then select the

"Go" button.
Search By Address  * ||%14539 MILITARY Go
Results
Quick
Select Select Sequence Address

. 20102639-00007-a0 OFFICE DEPOT BILLING TEST, 14539 MILITARY TRL, MARKETPLACE OF
DELRAY, DELRAY BEACH, FL 33484-2102, United States

Cancel Select

13. In this example, a partial address is used (14539 Military).
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14. The % sign is the wildcard for the application, so %14539 Military is used. Next, click the
52 putton.

15. The query shown above returns only one address that has “14539 Military” in the name.

16. Click on either the % Quick Select icon or the o) button.

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the

"Go" button.
Search By Address = ||%14539 MILITARY Go
Results
Quick
Select Select Sequence Address

= | 20102639-00007-A0 OFFICE DEPOT BILLING TEST, 14539 MILITARY TRL, MARKETPLACE OF
: DELRAY, DELRAY BEACH, FL 33484-2102, United States

Cancel | Select |

17. The application will return to the Search window. Click the 52 button and the query runs.

[ Select All 18
Select Receivables: | Pay | Add to Transaction List | | | Exportin CSV |

Select All | Select None

'Consolidated Transactio Purchase 'Cost Original Remaining
Select |Bill Transaction Type Status Date Due Date ~jJOrder | Center |Desktop A t A t/Organization Ship To
405 -Jan-Z014

4053878 324450290001 Invoice Overdue 12-Dec-2013 D4 222 EEE 3c 23.31 23.31 OU_US OFFICE DEPOT BILLING TEST,

14539 MILITARY TRL,

MARKETPLACE OF DELRAY,
DELRAY BEACH, FL 33484-
2102, United States

4053878 324463909001 Invoice Overdue 12-Dec-2013 11-Jan-2014 D4 444 GGG 2B 7.41 7.41 OU_US OFFICE DEPOT BILLING TEST,

- 14530 MILITARY TRL,

MARKETPLACE OF DELRAY,

o DELRAY BEACH, FL 33484-
2102, United States

878 24450290002 Tnvoice Overdue 13-Dec-2013 12-Jan-2014 D4 222 EEE  3C 23.31 23.31 OU_US OFFICE DEPOT BILLING TEST,
14539 MILITARY TRL,
d This table displays the results of the all receivables MARKETPLACE OF DELRAY,
search. DELRAY BEACH, FL 33484-

2102, United States

18. The list can be sorted by clicking on the Due Date column title, and then select invoices by
clicking in the box in the Select column.

19. Click the \Add 1o Transaction List )y 410n and the invoices are placed on the list.

Transaction List

20. To access the list, click the —————1 link in the upper right hand corner of the Account
Details screen.
Bill Management User's Guide BUG_29880_BILLMGMTGUIDE_NEW R12_DB (3)

Effective 05/09/14 Page 20 of 28 Rev 1



Transactions

Clear All Pay | Email/ Fax Copies

Customer ‘ Due Purchase Original Remaining Discount
Customer Name Humber Organization Transaction Type Status Date Date Order A it A it A it Currency
OFFICE DEPOT BILLING 9607150 Qu_us 324450290001 Invoice Overdue 12-Dec-  11-Jan- D4 23.31 23.31 0.00 USD =
[TEST 17 2013 2014 =
OFFICE DEPOT BILLING 9607150 oU_us vmce Overdue12-Dec- 11-Jan- D4 7.41 7.41 0.00/USD
[TEST 17 2013 2014

Total 30.72 30.72 0.00

Return to Account Details Clear All | Pay | Email/ Fax Copies |

Now click on the 'F2J putton to pay the invoices, or use the Ef icon to remove an invoice.
Additionally, from the list, click on a specific transaction to view the invoice details.

Bill Management User's Guide BUG_29880_BILLMGMTGUIDE_NEW R12_DB (3)
Effective 05/09/14 Page 21 of 28 Rev 1
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Requesting a Proof of Delivery

Immediate access to view an invoice’s Proof of Delivery is available within Bill

Management.

1. Todisplay the POD for an invoice use the Account Details page to search for the invoice.

Status
Transaction Typs

Orwandus
All Recsivables
Curency USD

#] Show More Seo

Crpions
Ciear
Total Transactions 2431
[ Select all 241
Select Receivables:

Pay || Add to Transaction List |

Consolidared Bill

Transactions

Total Onginal Amount S58.131.98

Export in CSV_|

| Transaction |[Due |Purchase | |Cust | | Originall Re
wpe |Status |Date Date |[Order Release|Center |Desktop Amoun
frocios Cvendus 13-Dec2013 13 310 555 clc ] TG £32.54
2013
2| Jovoics Owandus 14-Dac2012 14 210 555 GGG TG 532,54
2013
frocics Cwendus 15 Dec2013 15 310 555 i ] TG 532,54
2013
fovoice Owerdus | 24-Dec-2012 (23— ES o EEBE G 391.57
3014
frvoios O vendue 24-Dec2013 23 Al 555 FFF &F 311.56
2014
v oics O wendue| 24-Dec-2013 ?}—n_ 222 EEE oK 11.65
2. Click on the invoice link to display the invoice details.
POD PDF Copy | [ Activities | M Email{ Fax Copy

Invoice Information

Bill To Address

OFFICE DEPOT BILLING TEST 17
6600 N MILITARY TRL

BOCA RATON, FL 334962434

Ship To Address

OFFICE DEPOT BILLING TEST

1550 N FEDERAL HWY

FORT LAUDERDALE, FL 333041432 USA

Remit To Address
PO Box 633211
Cincinnati, OH 45263-3211

Terms Due Date Salesperson ‘Customer Contact
IMMEDIATE 13-Dec-2013 Depor, Office

Line Num Catalog Item Hum Description

1 962148 INK,HP 564, TWIN PACK,BLACK

2 962148 Tiered Discount

3 234200 PEN,RT,SOFT GRIP,12PK, BLUE

4 234200 Tiered Discount

5 734373 PEN, BP, RTRCTBLE, GRIP, OZEN, BLU
3 734373 Tiered Discount

3 334630 Tiesed Discount

7 334630 RIBEON, THERMAL OD, KX-FAS3

324473534002

Billing Date Ship Date

13-Dec2013 13-Dec 2013
Purchase Ordar
Sales Order
324473524002
Shipping Reference Ship Viz
[}
Account Number Customer Location
20102633-00001-A0 BILTO
Billing 1D SPC (Store/Date/Reg/Trans)
5607150
Attzchments
Mone
Customer Phone Customer Fax
Quantity Shipped Unit Price Extended Amount
5 4699 23495
s 047 235
4 10.99 43.95
4 D11 044
3 859 26.57
3 209 2.7
i1 027 287
11 2699 296,89
Sub Total 596.74

3. On the Invoice Details page, click on the

[Pop | button.

4. A new window will open displaying the proof of delivery receipt.
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Orcler numtar
Orcer date

GI0BESGHI-
21470140

a0l

Slgnature Irmage
Customer 1D

FO number
Customer name
Cormact nama
Coract ohone

Custormers instructions

UFS used for gallvery:

0031579675
o

DIV OF FORESTRY
FELICIA THOMAS

FRGAATI2EE

NATIONAL ACCOUNT

Ship-12 address

EUMMELL DIST
EUMMELL
FL 321104349

SO0L M US HIGHWAY 1

aill-to address

407 S CALHOUN ST STE 209

TALLAHASSEE
FL 323996555

orcler Instructions

Schacluled delivery dare

HMumbar of celiverad packages 1

01/03/2014
None

Mumber of retur NfA

Recehed oy

Delnvery date

Dirivar name

Carrier name ups

Tracking number 1Z22%710037E27E00L

Amour cus 3259.75

Fayrnent details
Tender Type Accourt andar Amourt
Visa 5038 325075

Order nems
Hem # Gty Orclered Oty Shippad [Ee Dascriotion
0344352 4 4 PK RATTRY,MAX AA36PK
0210142 2 2 PE BATTORW, ALKALINEM
0441574 2 2 EA CALWALLSM12WRCR
DFS1054 2 2 EA INE,HP 9321, ELACK
071108 1 1 EA INK, 0], 933X MGHNTA
DI9GLETI 1 1 PK INK.HP 96, 97,BK/ CL
0343731 2 2 (8 BATTERY, 9V, ALKA, 2/
D2REFOL 5 5 EA MRERSHRPIETWIN,BLE
D2RERGL z 2 EA MRERSHRP, TWINTP,ELU
0448972 1 1 PK NT.FULADHSV,3X3,A
0690510 1 1 PH MOTES, POP-UPSS, 10

5. Double click on the window to enlarge the receipt for ease of reading. Printing a copy of
the POD may be done using the browser’s print function.

6. Close the window by clicking the X in the upper right hand corner.
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Printing an Invoice

Printing Invoices

There is the ability to print a current invoice from within Bill Management using the browser’s
print functionality. The format will be as displayed on screen.

1. From the Account Summary page, click on the Total Open Receivables link

2. Click on an invoice link on the Account Details page. The invoice will display as shown
below.

[nvoice 324473534002

3. Clickon :| A PDF reprint of the original invoice will open in a new window.
This document can either be saved or printed.

4. To have the invoice e-mailed or faxed to a contact, click on :

Invoice Copy: OFFICE DEPOT BILLING TEST 17:

Contact U Homs Logost

5. Click the check box for the appropriate option, email or fax.

6. Enter the corresponding information, Email Address or Fax Number.
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7. Click the Submit button and the invoice will be sent in the Office Depot format.

Reprinting Electronically Billed Documents

Bill Management also contains functionality to obtain copies of electronically billed documents.
To do this, follow the steps below.

1. From the Home tab, select eBill Download. When the link appears, select eBill
Document History.

2. On the eBill Retrieval page, click Go. If information is not entered into either the date
range field or the file name field, every file for the particular customer will display.

]
eBill Retrieval

Advanced Search

- Bill Period End Date ~ -

Select  Bill Period End Date File Name
No search conducted.

To eMail your above checked selections:

Enter (comma separated) eMail Address(es): I
|| Click here to have any .zip file extensions renamed to _zip if you cannot receive Zip attachments.

One eMail containing all selections
No compression

Zip together into one file

Home Logout

Privacy Statement
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3. The files can be opened & saved by checking off the box to the right of the file name and
by clicking Zip and Download.

e
eBill Retrieval

Advanced Search

Bill Period End Date -
<) Previous 1-10 - Mext 10 =
ct All | Select None
Select Bill Period End Date

File Name

o

12-Jan-2014
12-Jan-2014
12-Jan-2014
12-Jan-2014
12-Jan-2014
12-Jan-2014
12-Jan-2014
12-Jan-2014
12-Jan-2014
12-Jan-2014

=
=
=
O
=
[
=
=
=

20102639
20102639
20102639

26903322
642315796
64315796

12-JAN-14 4153053.PDF

11340PTHNES
11340PTHNES

12-JAN-14
12-JAN-14

324450497020.PDF
324450692020.PDF

20102639

64315796

11340PITNES

12-JAN-14

324451 780020.PDF

20102639
20102639
20102639

64315796
64315796
64315796

11340PTHES
11340PTHES
11340PTHNES

12-JAN-14
12-JAN-14
12-JAN-14

324462492020.PDF
324967527020.PDF
324967611020.PDF

20102639

64315796

11340PTNES

12-JAN-14

324988272020.PDF

20102639

64315796

11340PTNES

12-JAN-14

324939492020.PDF

4. Click the appropriate option on the pop-up.

Size: 369 KB

1 < Open

2 Save

=2 Save as

From: gsiuatgb.na.odcorp.net

20102639

What do you want to do with eBills.zip?

The file won't be saved automatically.

64315796

123NWI3THS

12-JAN-14

<) Previous

324450296020.PDF
1-10 ~ Mext 10 (=
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5. Double click on the file to open it.

“H 4, ¢« Local » Microsoft » Windows » Temporary Internet Files » ContentIES » BFREYMPH » eBills

Organize « Extract all files

-{ Favorites MName Type Compressed size Password ... = Size

& Downloads X 20102639_26903322 12-JAN-14_415... Adobe Acrobat Document 37KB No
5] Recent Places
Bl Desktop

L Libraries

|=| Documents
U &' Music
(2] Pictures
E Videos

7% Computer
&, LocalDisk (C:)
©# ESSBASE [\uschfsl) (L1
L apps325 (VMwuschfsl) (M)
¥ ACAR_SS (\\ODSCO5) (5:)
8 ACARFTPS (\WODSCO02) (T:)
9 Katie-SoudeS (\\us10000fs1) (U:)
S ACARS (AODSCOS) (Vi)
I ¥ ACAR_WS (\\ODSCO5) (W:)

S Fin_CapGemini$ (\WUSCHFSL) (¥:)
5 acfpS (\odsc05) (Z3)

Gh Metwork

j 1 item

6. The file can now be saved, e-mailed, or printed.

- ~
0 20102630_260903322_12 1AM-14_4153052.PDF - Adobe Acrobat =N ]
Eile Edit View Window Help »
T creare - | % [ & B 2 B2 & [ & & &= [ [
() - { ﬂ | Tools Comment
ORIGINAL CONSOLIDATED BILL e
- OfMce Depot. Inc I BILL DATE [ mAcE numEER
‘ ’fflce PO BOX 530513 1 P EaTE 1 £ S
CINCINMATI OH T TERMS | FAYMERNT DUE |
DEPOT semesme I B B
FEDERAL ID #: 59-2653954
Billing Period:- 01/12/2014 to 01/12/2014 Contact Mumbar For
Account Mumber: 20102635 9 Account Inguiries: (S00) T2 1-6592
Edlling ID: SEOT150 CTgers InquIries: (888) 2E3-3423 N
Bill To: ATTH: ACCTS PAYASLE Remit To: OFFICE DEEOT
OFFICE DEPOT BILLING TEST 17 PO BOX 33211
SE500 N MILITARY TRL CINCINNATI OH 4S263-3211
BOCA FRLATOMN FL 33496-2434 us
PLEASE REMIT PAYMENT IN FULL
CETALOG CusTomMER TTEmM DES CraPTION aTy  uma ExTEND!
rEm = rTem s Ste Erc
O RDOERS: 5324450230020 ORDER DATE- 01/ 12/2014 P DATE: 01/ 122014
SHIP TO ID & 145SS3MILIT PURCHASE ORDER : D4 COST CENTER : EE
RELEASE - 222 DESKTOP - 3C ORDERED SY: DO MOT SHIF AOPS
SHIF TO- 14535 MILITARY TRL. MARKETPLACE OF DELRAY. DELRAY BEACH. FL 334842102
E26043 S2e049 BAT TERY AL KALINE, MAXK A8, 2477 K EaseP-2aH 1 P 21.990 z1.99
ORDER® 324450250020 SUB-TOTAL 2190
SALES TAX 132
TOTAL 2331
SROCRE: 5244 GROER DATE BIS2014 SHiE DATE: OVTZEZ014
SHIP TO ID - 123w ISTHS PURCHESE ORDER - A1 COST CENTER - CCC
RELEASE - 58 DEsSKTOR - 28 ORDERED S¥: DO MOT SHIP A0PS
SHIE TO- 125 MWW 13TH ST, BOCA RATON, FL 33232-1641
AT28185 1T2EB16 FOLDER.LTR.I/3CUT. 1 S08X. MANILA 17T2B16 1 Bx 8.990 B.99
CRDERS 324450255020 SUS-TOTAL 899
SALES TAX O.54
TOTAL os3 L]
N
O RDERS: 324450437020 ORDER DATE- 01/ 122014 SHIF DATE: 01/ 122014
SHIP TO ID - 11340PINES PURCHASE ORDER : COST CENTER - CCGC ]
RELEASE - 777 DESKTOP - 100 ORDERED SY: DO MOT SHIF AOPS —
SHIF TO- 11340 PINES BLWVD. PEMBROKE PIMES . FL 102 — - r
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Conclusion

In conclusion, the Oracle® Bill Management online Accounts Receivable (AR) application
provides a stable self-service system that puts the user in control of the account’s AR.

For questions relating to Bill Management, please call 1-800-269-6888, and select the option Bill
Management.
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