Claims and Credits Training Document
(for Foodstuffs North Island suppliers)

foodstuffs

exchange

How to use this training document

This documentis created as a guide both to first time users and for users to be able to referencein the
future.

)

https://sway.office.com/IBOa6YAsh7ybXaBF#content=jmRhovOvygPkew

1 - Use the play button for more information

You can beginfromthe top and go to each topicto use as a coherent training manual or skip through to
a specifictopic.

If at any pointyou want to skip through the Training document, click the small black and white listicon
on the bottom right of the screen.



This Training Document will cover:

1. Intro

2. Overview

3. Whatis a CreditNote/Claim?

4. Claimsand Credits Dashboard

5. Locating the tool in the eXchange
6. B2B Suppliers

7. Web-basedsuppliers

8. Usingthe Search function

9. Accepting/Rejecting claims

10. FAQ's

11. Contacts



**This feature is used only for/by FSNIstores**

A Claimis used by stores (PNS/4SQ/NW) as arequest fora credit from the supplier.
A Claim will be generated for one of the following reasons:
e Quantity Discrepancy:
— The quantity of goods receipted differs from the amount ordered on the PO.
e Price Discrepancy:

- Thelistprice on the PO forthe productdiffersfromthe list price invoiced forthe
product.

e Sundry Credit Note Request

- For example: dated ordamaged products that are not physically returned (using Fiori
app forclaims NOT covered by MDA)

CNR's raised by stores will appear under Claims.

You can view a Credit Note you have submitted tothe eXchange, under Credit Notes.

https://sway.office.com/IBOa6YAsh7ybXaBF#content=74glMVEksTnrup




Navigating the Claims and Credits Dashboard

Locating the Dashboard
Select Dashboard from the lefthand menu, then click Orders & invoices { to find Claims & Credits

The landing page will show you all claims that are open and require action.

The dashboard is just fordisplay and is not interactive.

Fosdatutfs
exchame Dashboard » Orders & invoices »

Orders & invoices

B Dashboard E Date range

& credits

Date range (no dates selected) = I

You can update the date range (searches by claim issue date) if youwould like tolook at a specific
period.




Claims

326 2 - 1 3

e Inthe Dashboardyou'll see the following bubbles:

Openclaims - Outstanding claims to be actioned
Partial claims - Claims that have been partially accepted/reject
Rejected claims - Claims that have beenrejectedin full

Accepted claims - Claims that have been acceptedinfull
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Uncleared Claims

e Thissectionshowsthe aging of uncleared claims; below are afew reasons your claim can show
as open:

Stores have not yetreceived acredit note

Thereisa possibility that the store hasreceived your credit note, butithas not yet been
matchedin SAP

If you rejected aclaimin part/fully, the stores stillneed to take the appropriate action
and close the claim

e Commonreasonsforunclearedclaims

The creditdoes not reference the underlying claim
The claim numberis not quoted on the credit note

Ifit has been partly paid and the store disputesthe rejection



5] credit notes

©
l - 124

Credit notes drafted Credit notes sent

Credit Notes

¢ CreditNotes Drafted (Web Suppliers Only - not B2B) - forusers who create their Credit Notes
inthe eXchange, you'll seethe number of draft Credit Notes which have notyet been processed.

- WebSuppliers-you can now create a Credit Note from an existing Claim [akin to
creatingan invoice off of aPO]

¢ CreditNotesSent - all the Credit Notes sentto Foodstuffs

[~ Unsent credit notes

e °0 0
$39 $0 S0
0-7 days 2-14 days > 14 days
1 total ($39)

Unsentcredit notes

e Thissectiongivesacount of all unsentcredit notes broken down by age

Claims vs Credit (counts)



This graph shows the number of claims (light green) overthe number of sent credit notes (dark green)
e Both cleared and uncleared claims areincluded

Claimsvs Credit (value)

—hh

This graph showsthe dollarvalue of claims over the dollarvalue of sentcredit notes
e Both clearedand uncleared claimsare included

Price vs Quantity Claims (counts)

A Price vs. quantity claims (Count
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This graph shows the number of quantity claims over the number of price claims
e Both clearedand uncleared claimsare included
e Anyclaimsthat are raised due toa quantity discrepancy are Quantity claims

e Anyclaimsthat are raised due to a pricing discrepancy are Price claims



Locating the new feature in the eXchange

Claims and credits is now it's own menu item

)

https://sway.office.com/IBOa6YAsh7ybXaBF#content=7GZMayli5gKW72

I o, Claims & credits

Ll Dashboard

Purchase orders
Invoices
Claims & credits
Products

Document tracking

& O g b

Company admin



2, Claims & credits

Claims & credits

Credits from Foodstuffs

4, Search claims and credits

Can't see Claims and Credits OR Invoices”?
Invoices

5 - 1 oo e
-, Claims & credits

There are two possible reasons you might be unable to see these two options:
*  Yourcompanyisnotenabledfor Web Invoicing:

- Ifyou wouldlike to getyourcompany enabled, contact
FSAccounts.Payable @foodstuffs.co.nz* to learn how to getset up.

o Review this document? for more information on requirements to get setup.
e Your userprofile isnot enabled to see invoices:

- Anyuserwith Admin rights can update your profile (see below)

Can't make changes in Claims and Credits”?
Adminusers need to go to Contacts, search forthe respectiveemployee, select Account, tick "Supplier
Invoice" and hit Save.

Imailto:FSAccounts.Payable@foodstuffs.co.nz
Zhttps://www.foodstuffs-exchange.co.nz/assets/documents/FSNI-docs/Document-Guidelines-for-CT-

Suppliers.pdf?vid=3




*please note: this feature will only work for exchange accounts that are setup to invoice through the
exchange*

**only one person per company will be able toaccess a claim/creditata time**

sam.neill@foodstutls co.n2

B2B Suppliers

If you are a B2B supplier, you will actionthe credit notesin yoursystem. You are also able to still log
intothe exchange and view all itemsin the claims and credits area.

If you send a credit note for a total amount for the claim, the status of the claim will be automatically
updated to Accepted.

If you needto Reject a line orthe claimin full, you'll need to log onto the exchange and do this manually
- as you'll still need to provide an reason as to why you are rejecting.

Web-based Suppliers (Non-B2B Suppliers)
If you have not been setup asa B2B supplier, thenyou are a Web based supplier.
If you wish to get setup as a B2B supplier, click here3.

Suppliers who emailtheirdocuments directto FSNI can still view the claims that stores generate, but
dependingon settings may not be able to actively Accept and Decline items.

You will be able to printthese claims.

Credit notes that are produced and emailed to FSNIwon't show the credit note numberagainst these
claims inthe exchange.

See video below foran exampleon how to search and print out your claim.

3https://forms.office.com/Pages/ResponsePage.aspx?id=omxfl-
JFfUG3dwdDPwVXx60XnZEKOKVFNuprktc3LxdpUQTdDOFFLNOhXMkZaRzBRNEc2QIJDNFNQWS4u&wd LOR=c403062
43-0D36-4E29-B098-D182FAB69013
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https://sway.office.com/IBOa6YAsh7ybXaBF#content=Ne5UqgtSMFSw6fw

Using the Search feature

* You can beginyoursearch by selecting either Claims or Credit Notes,
* You can search byleavingall fields blank and clicking the Search button.

e You can also narrow yoursearch by clicking between different claim reasons: All, Price,
Quantity, Price & Quantity or Return

e You can also print to pdf by clickinginto the claim and selecting the Printbutton



https://sway.office.com/IBOa6YAsh7ybXaBF#content=y69adMJEA9KAIK

Claims » 5108252659

B wellington Gilmours (305501)

Claim no.
Issue date

Purchasing

Department
Invoice number

Currency

Accepting/Rejecting Claims

5108252659

13 Jul 2017

100368

NZD

You have the ability to click Accept all, Reject all, or decide line by line.

The status of the Claim will remain Open untilchanges are made.



https.//sway.office.com/IBOa6YAsh7ybXaBF#content=J8bKVp703Ht8[Y

Accepting all
Should you Accept all, then that's all you have to do.

The status will be updated to Accepted and it will be cleared from you worklist.

Accept all

Rejecting all or specific lines
Shouldyou Rejectall, then that will rejectall lines and willtrigger an email notification to the store.

The status of the Claim will then be updated to Rejected.

You can also Accept/Reject at the end of eachline.
e Ifyou Rejectat leastoneline, the status of the Claim will be updated to Partial.

- You will be promptedto enterareasonfor yourrejection (perline), thenanemail will
go out to the relevant store user who raised the original claim.

Reject all

Selecting Accept vs Selecting Reject - line by line

Accept/Reject

v

W



Accept/Reject

FAQ's

Below are the mot common questions we are asked and their respectiveanswers:

e You can find more information about how to use the eXchange here.*
¢ Onlyone person percompany will be able toaccess a claim/credit atone time.

e The DDN processwill remainthe same

e Processing Pricing and/or Quantity claims will still be processed as you have done, just through
the eXchange now. Once the credit note is received in the exchange, the exchange will

automatically update the status of the claim depending on whetherit has been paidin full or
partially.

4https://suppliers.foodstuffs.co.nz/




e Ifyou have already sent credit notes forclaims, once the stores have received those credit notes
and matched them against the relevant claims, these claims will show as “cleared” and drop off
fromthe exchange.

Contacts
¢ Ifyoufeelthere has beenamistake withaPO/CNR/Invoice:
- Contact the relevantstore directly
e Shouldyouexperience issues with viewing Claims and Credits, please contact:
o FSAccounts.Receivable @foodstuffs.co.nz’
e Foradditional assistance using the eXchange or navigating otherfeatures, please contact us at:

o supplierhelp@foodstuffs.co.nz®

foodstutts::
FOODSTUFFS.

South Island

Smailto:FSAccounts.Receivable@foodstuffs.co.nz
bmailto:supplierhelp@foodstuffs.co.nz




