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eVisibility Rejected Invoices Video Script

Welcome to using eVisibility for rejected invoices! You will use the Rejected Invoices feature to see all the
rejected and unbillable invoices for your stores and your customers. You will even be able to update the
Invoice with a valid customer PO# and eVisibility will send the Invoice back to the customer electronically.
About 50% of Rejected Invoices are due to an Invalid PO#. We want YOU, our STORES and FIELD TEAMS to
correct the PO# on the Invoice.

You can also mark Invoices to “Ignore” — which just means you’ve created another Invoice that has been paid
and the Rejected Invoice is a duplicate (and won’t be paid by the customer).

Let’s see how Rejected Invoices work.

Once in eVisibility, click on the new Rejected Invoices icon. Rejected Invoices “look & feel” is very similar to
the other eVisibility icons.
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Quick Links to Most Active Accounts

b Firestone b Belle Tire b Les Schwab " sunBelt Rentals b Sonic Automotive (Coupa) » Penske Truck Leasing
AT Dicki riment of A fivan Ti

b Manheim b AT&T-Invoices I Cox Communications > Dickinson Fleet Services b Indiar f Administration b Sullivan Tire

Next, enter a date range on the calendar for which you want to see the Rejected Invoices. eVisibility defaults
dates to current year. The filters at the top will limit the number of invoices shown. You will notice we are
only including Rejected and Unbillable Invoices. In the secondary status, you can even filter by the reason an
invoice was rejected.

Now, click Run Report. In the left column, you will see all your rejected POs. In the next column, are the
invoices that were rejected based on those POs.
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Invoice Include Fiters: vayment iype rirters: Invoice Exciuge Fiers:

Include only Invoices vith
Status;

Rejected | [ Unbillable

Include only Invoices 2nd
Status;

Any Status

Quick Dates:

b Today Include only this PO (partial
0K)

b Yesterday
3

nth
¥ Last Month
b Year to Date

Store Type

159 records found in 11.321 sec.

PoNumber Ave [ imvicetisn DC Invcceste Sits | invoicezng) DIC invoieDate  istus [invoice(r) DIC InvoieDate  Satus | DocCount
cosoPviONTs 42051 |ATLOODOGST D 11282021 Uroilabie 1
compNiTes 04964 |ATLOODOG26262 D 10082021 Urbdlabie 1
ost6s0 01563 |CHADUDTI4B6194 € 122112021 Unbilable 1
ostesa 01503 |CHADUD11450043 D 10222021 Unbitable 1
oerrts 01563 |CHADUDTI486203 € 122112021 Unbitatle 1
oerrts 01563 |CHADUDT1460350 D 1110212021 Unbitable 1
00721 02551 |CHADUD0GIS0266 € 12202021 Unbitable 1
00721 02551 |CHADUO0G343255 D 100772021 Unbitable 1
Tozsssstockuating 02551 | CHAODOUB350277  © 121202021 Urbllabie 1
tozsssstockwating 02551 |CHAODOU345447 D 102802021 Urbllabie 1
215758 10123 |ATLOOOO2713193 D 100172021 Refected 1
1215005 10123 |ATLOOOO2714250 D 10732021 Refected 1
21602 10123 [ATLOOOO27I4421 D 107142021 Refected 1
12165 10123 |ATLOO0G27I5640 D 102772021 Refected 1
216347 10123 |ATLOO0O2TI5045 D 102772021 Refected 1
216362 10123 |ATLOOOO2716100 D 10292021 Refected 1
216300 10123 |ATLOOOO27I167 D 10202021 Refected 1
216401 10123 |ATLOOOO2716185 D 10202021 Refected 1
216455 10123 |ATLOOOO2TI045 D 111022021 Refected 1
w216m 10123 |ATLOOOG27165%8 D 111032021 Refected 1

159 Records. 12345678

One option for dealing with a rejected PO is to update a specific invoice status to “Ignore”.

Let’s look at this option first. Using the Quick Search field, we’ll search for a specific invoice. Let’s enter one
here. I'll type it in (ATL00007045539) and then run the report.

The report will show the first 3 invoices associated with the related PO, however, it is important to note the
number in the “DocCount” column which shows the total number of invoices actually associated with that
specific PO number. In this example, we see that there are 4 associated documents. To get a detailed history of
these invoices, click the PO number.

We can see that the second invoice of the PO was Unbillable where the Invoice had both debit and credit on
the same invoice. This is not allowed by the customer — typically it is never allowed by any customer who
receive and validate invoices electronically). To correct the invoice, the credit and debit were sent separately
through the second and third invoices. Since the other invoices are correct, we will want to ignore the first
(incorrect) invoice that includes both the credit and the debit.
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Status2” Paid Status Message: Customer Amount Paid $104 43 on 2020-07-21

METADATA:

Line Code Part Number Description Price Type Quantity Price
ue UPSTE REMAN BRAKE SHOES Regular Part Price / Pick Up 1 26.04
ATM AJ5094 BRAKE DRUM Regular Part Price / Pick Up 2 ER R ]
ATM 3612910 OIL FILTER Regular Part Price / Pick Up 1 155
FPG VSS0606R1 VALVE CVR GSKT SET Regular Part Price / Pick Up 1 L]

Invoice Date: 11142021 100200 AM Processed Date: 1/152021 2.47:32 AM AR 06538 Total $0 34 || History
Master Status: Unbilable

. Submited Status No (on )
STATUS:  Siatus2 Mied_Debis_Credits Status Message: invoice cannol contain both debit and credi line gﬂwm n"‘""”'

fems
COMMENTS: # 1548907002020

METADATA:

Line Code Part Number Description Price Type CQuantity Price
SF1 27356 OIL FILTER PRO SELECT Reguiar Part Price / Puk Up 1 A2
ATM 3612010 OIL FILTER Reguiar Part Price / Pick Up 1 355

Iinvoice Date: 11142021 1000200 AM  Processed Date: 11152021 2.47-32 AM AR 06638 Total §3 50 [ History
Master Status: Confirmed
STATUS: Submitted Status. OK (on 1152021 7.43.49 AM) Company Owned

Status2 Paid Status Message Customer Amount Paid $3 52 on 2021-01-27
COMMENTS:

METADATA:
Line Code Part Number Description Price Type Quantity Price
8FI 27356 OIL FILTER PRO SELECT Regular Part Pnce / Pick Up 1 %

Invoice Date: 1142021 10003:00 AM Processed Date: 1/152021 24732 AM AR 06538 Totat §-3 55 L) Hissocy
Master Status: Confirmed
STATUS:  Submitled Stalus: OK (on 1152021 7-43:49 AM) Company Owned

Status2 Paid Status Message: Customer Amount Paid ($3 48) on 2021-01-2T
COMMEMTE: @ ARKIBMAAPNI

If you have already been paid for the correct invoice[s], select the “Mark Ignore” checkbox on the rejected

invoice and then click “Update Status”.
INVOICE: ATLODOOTDAIII9  POS fromNAPAPOS: MYTSINZ6088  Oighn Code: T=TAMS/RPM

invoice Date: 11142021 100200 AM Processed Date: 11152021 24732 AM AR 06638 Totat 5034 ) Mistory
Master Status: Unoitabia
 Submitea Status. No (on ) -
STATUS:  Siatus2. Mixed_Debits_Crocits Stafus Message: knvoics cannot contain both debi and credi ine g""""m Smark ignore[ [T
soms

®isg9OTNO00
METADATA:

Line Cote Part Number Description Price Type Guantity Price
SF1 27356 OIL FILTER PRO SELECT Regular Part Price / Pk Up 1 A
ATM 3812910 OILFLTER Regular Part Price / Pick Up 1 355
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Once selected, a box will pop up for you to confirm your changes. Always remember that if you confirm a Mark

Ignore-thenthatinvoice wittnotbepaid, wittnotappearonmany of theeVisibitity reports,and-wilt-be
removed from many KPI metrics reporting as well.

Ga.napalDiZ.com 5ays

[Pp— reu
Paid Stan J‘ Me“an-t c Chanaing of Invoice Stat OT BE
{1TLLAFIGAS -
 Number D [' Qran
576 R -
50594 ERAKE DRUM Reguiar Part Price / Pick Up
12910 QILFILTER Reguiar Part Prica / Pick Up
S0G06R1 VALVE CVR GSKT SET Regular Part Prica / Pick Up
H " ” " ”
Click “OK”. Now, you can see that the status was updated to “Ignore”.
INVOICE: ATLOODO7045539  PO# from NAPA POS: 249152N026088 Origin Code: T=TAMS/RPM
Invoice Date:  1/142021 100200 AM  Processed Date 11152021 24T 32 AM AR 066838 Totad £0 34 History
Master Status: ig)ore
STATUS: Submitted Statuf’ No (on ) Company Owned
Status2: CR/DR Offset Status Message Store Issued credt
COMMENTS: ¥ 15489 07/102020
METADATA:
Line Code Part Number Description Price Type Quantity Price
SF1 27356 OIL FILTER PRO SELECT Regular Part Price | Pick Up 1 a1
ATM 3612910 OIL FLTER Reguiar Pan Price / Pick Up 1 355

Remember that you, as the NAPA Store Manager or Owner, should review these invoices and mark them as
“Ignore” if you have already been paid for the correct invoice[s].

Next, let’s go back into the invoice history. Here, you can see who changed the status and at what date/time
the change occurred. Now we can see that the status was changed from “Unbillable” to “Ignore” for this
Invoice.

Invoice History

Invoice No. ATLOODOTO45539 PO No. 249152N026088 Master Imvoice Status. Ignore
Invoice Date: 17142021 10:02:00 AM, iBiz Processed Date: 17152021 2:47:32 AM, AR: 06638, Total: $0.34

Category Subcategory Agent UserName Source ShortDescription Description CreatedOn
ImokeEdting  StalusChanged RejeTiedUl  Unknown eVisbity  Status Change Status changed Trom Unbdtabie 1o lgnore Lo ]
IrvoiceProcessing Intarmer nvoic#Processor SYSTEM IBizSenvice ::::3 §24 informer sent ko MIXED m;;;'ﬁ?i;

Unbellabie - Invoice cannot contain both debit and credit line 011572021
InvoiceProcessing  CreatedEDS InviiceProcessor SYSTEM IBizSanvice Mied_Debits_Credits i 0247 32
o = brmitied o A e " Invoice will be sent 1o APAR daily until R is paxd 011572021
Invoice Transmission Submitied nvoiceProcessor SYSTEM 1BizSenvice CPP Invoice for up 10 60 days 0247 12
InvoiceCreation CreatedED! invoiceProcessor SYSTEM IBizService New Invoice m'n?'f;g;
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The MAIN PURPOSE of eVisibility Rejected Invoices functionality is to correct PO# on the Invoice and allow
eVisibility to send that Invoice to the customer electronically - so the customer PAYS for that invoice..
Typically, the rejection reason is “Invalid PO”. In this case, you will update the rejected or unbillable invoice.
Let’s do another search for an invoice. I'll type it in the search bar, “PO=514010pn11851 ” then run the report.

eVisibility Rejected Invoice Analysis
elnvoices | eOrders | History Log

Account:Select *ALL

Select Customer: < - Select Store: Piease select a store v

Quick seancH | )

nvoice Include Filters: Paymaent Type Filters: Invoice Exclude Filters:

You can see the status came up as “Unbillable or Rejected”. Next, you will click the PO number to edit and see
the history details.

Now click “Edit PO”. Notice that it highlights the PO areas that will be updated in the order and in the invoice
associated with it. Add a valid PO number 073310pn52141 then select “Update PO”. Now you will see that it
updated the PO for both the purchase order and for the invoice.

Account:AT&RT - Invoices LSS N o LUV LAPL AT,
Order: 3955.216017 Order: [3975.219811.01 | |update Po| cancel
ORDER DETAILS ORDER DETAILS

Next, notice that the “Master Status” is updated to “Processed,” the “Secondary Status” is updated to
“Unpaid”, and the invoice was resent to the customer for payment.

Finally, if you click on “History” you will then see that the status has been changed from unbillable to
“Processed”. Once the customer has received the Invoice and if there’s an Invoice response (It may again be
rejected if customer doesn’t have that PO# in their system), the Invoice and History log will be updated with
the new Invoice status.
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Please remember, it is the expectation of the STORE and NAPA Field personnel to manage and update the

PO bersf - cted PO hatiti : - cattv-back tott :

That concludes the basics of what you need to know about the new Rejected Invoice feature in eVisibility.

If you'd like additional training on eVisibility, please email apg_it_integration_team@genpt.com with the
Subject line: eVisibility Additional Training Request.
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