INVOICE IMPORT IN COMPEAT

To Import Invoices, navigate to:

File > Import Data > Import Invoices (Templates)
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On this screen check the box Multi-Vendor/Store File (typically the Files contain data for all of your
entities at once) — use the drop down to select the vendor and click Import near the top of the screen:

Import Invoices ] =
Save Changes E_Em & Reprocess @' Create Invoices View Log ';
Vendor 1
| Multi-Vendor/Store File
Template: [Syscol j
b
File Name: = i
Vendor ltems
@ Accept All Exact Matches Accept Q‘& Find Match Find Item X Delete X Delete All Revert Changes |4 Assign to GL Account
L

Status ‘Wendor Entity # Doc. # ltem Code Description Pack Size Split Case Catch \weight GL Acct

Rt T T T L L T s .j



This will open a dialogue box with all available files on the Vendor’s FTP Server — check off
one or more of these files and click Download Files:

Import Invoices ]
Save Changes |BEl & Reprocess [} Create Invoices W View Log
Vendor

mplate: Sysco

%
{
Multi-VendoriStore File I

File E = t

Vendor Items \ }

@ Accept All Exact Matches Accept Q& Find ch Find Item x Delete x Delete All Revert Changes [ Assign to GL Account i

Status 4 Vendor Entity # Doc. # ltem Code Description Pack Size Spli
' ™
FtpFileSelect ==
Files Available to Download

[[] USF_CUST_COMPEAT_2014121106065423%.inv
[ USF_CUST_COMPEAT_20141212070648341 (1).inv
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The matching process is done by double clicking an item and matching it to your Compeat item. You
must get all items into an Exact Match status to import the invoices.

Import Invoices ] 2 f
Save Changes @Impar‘t &Repracess Q Create Invoices /8- View Log

Vendor :

Multi-Vendor/Store File §

Template: Sysco E 3

File Name: c\USF_CUST_COMPEAT_20141213043336846 (2).inv
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Vendor ltems
@ Accept All Exact Matches i\cceptl C_k Find Match |CR Findtem X Delete x Delete All Revert Changes [4f Assign to GL Account j
Status 4 | Vendor Entity # Doc. # ltem Code Description Pack Size Split Case Catch ‘weight = GL Acc *
Exact Match USFOOD 3 5962637 9357443 BEEF STK PORHS CHO. 624 0ZA =}
Exact Match USFOOD 1 3328308 3419660 CARROT JMBE#1GRDB.. 25LB =) =)
Exact Match USFOOD 1 3328308 4326559 LETTUCE GRN LEAF FIL. 10LE ] ]
Exact Match USFOOD 1 3328309 2237485 STEAK MARKER wWOOD.. | 10/500 EA ] ]
Exact Match USFOOD 1 3328309 8237470 STEAK MARKER WOOD.. 10/500 EA 1} 1
Exact Match USFOOD 1 3328311 8400061 RADISH 'WTRML FRESH.. 10LB I} I}
Exact Match USFOOD 11 3323837 3861622 ONION YLwWDCD 28 FR. 45LB ] [
Exact Match USFOOD 4 3332860 3861622 ONION YLWDCD 38 FR. 45LB (=] =]
p |Mew USFOOD 11 3318925 8723058 EXTENDER OIL STD EDL. 1EA =]}
Mew USFOOD 1 3328306 5432287 CANDLE BDAY 2.25 WA. 121236 EA 1 1
Mew USFOOD 1 3328307 261644 CHEESE CHEDR AGED.. 40LBA 1
Mew USFOOD 1 3328307 882373 EGG LIQ WHL PSTRDCT.. 152LE E1 1
Mew USFOOD 1 3328307 1963164 ROLL BRIOC 4.256 SLCD.. 612/3.280Z 1 1
Mew USFOOD 1 3328307 2740736 SHERBET ORNG TUB 3GA ] ]
MNew USFOOD 1 3328307 2860111 MILK BETRMLK 1% BUTR.. 6&/5GA [l [l
New USFOOD 1 3328307 4420741 CHEESE BLU SPLT WHE. 55LBA ]
New USFOOD 1 3328307 4638631 MILK WHL RBST FREE C.. 21 GA ] IF1
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Once all items are Exact Match, press the Accept All Exact Matches button. Also notice, we will be
importing invoices for multiple entities at once. When matching in this screen, Compeat keeps track
of which entity’s database to search through as you match, so you can import invoices from any entity
and match up items for all entities represented in the invoice file you see. Likewise, when you create
the actual invoice, Compeat will distribute the invoices to the appropriate entity’s AP Invoice Screen.
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Click Create Invoices to initialize this process:
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Accepted USFOOD 11 3329837 3861622 ONION YLWDCD 28 FR. 4%
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You will see the following message (if you get an error pertaining to a Tax or Freight account,
see the bottom of this document).

Compeat Advantage E pe— %

The invoices have been successfully created and are available in AP Invoices.
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Now you can navigate to the AP Invoice Screen in the corresponding Entity under the

Transactions Menu or using the quick link in the left toolbar:
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The invoice appears just as a normal invoice at this point. You can still edit quantities/prices

etc.

AP Invoices (edited) ]

4 New Recurring Invoice $='] Convert Order X Delete Batch | (S D g)‘] Scan Documents & Complete [}' Post I_"] 1093 Type 5 Allocate Costs

Invoice
Batch Code Voucher # Apply Date Dioc Type Imvoice Amt Meon-Disc Amt PO#
BV-001-001731 -001-0006654 3272015 Iz‘i nvoice 1.340.35 Iz‘ |Z| 001-05470
‘Vendor Code ‘endor Name ‘Wendor Group Invoice & Invoice Date Due Date
VENDOR [~ | Vendod (=] [=] | 401071417 3272015 [=] | 41172015 [~]
Invoice Detail
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(| G'i'i x %’Newltem %Findltem @.NmpurchaseUnit

ltem Deescription

» Artichoke Heart
BACON Slice
Paper Bag
Bloody Mary Mix
BASE Seafood
Ribeye
‘whole Chicken

*

ltem #

503
123456795
123456796
123456797
123456800
123456798
123456795

[+]

Qty Purch Unit Amt Each
2.00 Cs =6/Each 58.350
1.00° Case = 301b 86.420
2.00 Case =5,000/Each 117.500
1.00 Case=12/750 mL 45.850
1.00 Case=201b 60.720

4.00
5.00

Case=

Case=

15/1b
15/b

149.790
35.440

D‘u’iew Line Item Motes @ Export to Excel

Ext Price
116.70)
86.42
125.00
45.85
£0.72
559.1§
157.20

Ord Qty
1.00
1.00
2.00
1.00
1.00
3.00
5.00

Ord Purch Unit Ord Amt Each
Cs = 6/Each £58.350
Case =30/b $86.420
Case = 5000/Each $17.500
Case =12/750 mL £45.850
Case =20/b $60.720

Case = 15/b
Case =15/1b

$149.9%0
£35.440
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Troubleshooting Error Message:

If you encounter the following message the first time you import invoices for BiRite:

Compeat Advantage - . T @

The following error eccurred while atternpting to create inveices,

Tax records have been found for entity #1 but an import sales tax account has not
been defined in other definitions.
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Navigate to Setup > Other Definitions:
TSetup [ Uties Window  Help 4

Security 3

Statement Categories
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Make sure for every entity (this screen is Entity Specific) you establish a Tax and Freight
Account near the bottom of the screen for importing. You can always allocate out the taxes
on the AP Invoice screen itself after the import, but Compeat needs a place-holder for those

two numbers to import successfully.

Entity ¥
Entity # | 1 E Austin 4

Accounts Payable | ACH | Invoice & Check Settings | Accounts Receivable | Genert

Entities / Bank Codes
AP Invoices Paid By: AL stin|

Post Standard Costs To: | Austin
Computer Checks Bank: | BOA

Manual Checks Bank: BOA

Advantage |Q Bank: r
GLA

AP Acct# 2000

Purchase Discount Acct # 5000 l
Inventery in Transit Acct # 1300

Fulfillment Variance Acct # 5000

|Invoice Import Sales Tax Acct & | 1020

Invoice Import Freight Acct # 1030

Grace Period:
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