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Chapter 1

Introduction

Overview

The RAC Acceptance (RACA) web-based Client Invoice Management interface provides an accurate and
efficient method for clients (store partners) to submit invoices, for RACA stores to review the invoices
and add inventory merchandise report data, and for Inventory Payables (IP) to authorize invoices

for payment.

This guide describes how clients submit invoices to RACA stores and locates previous invoices using the
Client Invoice Management interface.

User Roles

The user roles are defined in the table below:

Client e Enters and submits electronic invoices to RACA stores
e Uploads multiple invoices in batch files to RACA stores
¢ Views invoice histories and invoice batch histories
¢ Receives timely payments

RACA store® ¢ Reviews invoices associated with their store

e Adds inventory merchandise report data and forwards invoices to IP
e Corrects any returned invoices and resubmits to IP

Inventory Payables

¢ Reviews and authorizes invoices; calculates and processes for payment
¢ Rejects invoices back to RACA stores for corrections

e Deletes any invoices which do not apply

e Reassigns invoices to other stores

e Submits invoices and uploads invoice batch files on behalf of clients

¢ Runs reports to monitor invoices requiring attention

Operations

Runs reports to monitor the invoice process

! District Managers and Regional Directors possess the same privileges as the stores they support.

Rev. 1.4
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Logging In/Out
Log In

To access the Client Invoice Management interface, launch a web browser, load the RAC Acceptance
website (www.racacceptance.com) and select the ‘Client Login’ link at bottom of the page.

Careers | ContactUs | Partner With Us

MAKE YOUR
PAYMENT ONLINE

RAC @ ACCEPTANCE shop with Confidence - No Credit Needed!

QRGN fsourus | PRoDUCTS | FROs | REQUESTINFO | FNDALOCATION ZXCRRR 00
the answer is yes!

RAC Acceptance partners with a large
variety of furniture, appliance and other;
retallers to makeit easy for, you togetthe

Our Products Partner With Us

Shop at one of RAC r RAC Acoceptance offers RAC Acceptances
Acosptance’s local retail the best brands for your partners with retailers
partners, select the ——— home. From furniture R to help grow their
merchandise you want and " and spplisncss to business by increasing
schedule a delivery. Then, computers and ssles and expanding
simply mske sffordable ! electronics, get their customer base.
moenthly payments - and everything you nesd to
before you know it you will make the most out of
be a proud owner! your home.
TeSHONIsS [ More nfo | [ More nfo |
\ / . v \ J
SOME OF OUR PARTNERS
Armi EURNITURE i
AMERICAN SIGNATURE Exprussionss TUSURgGS
FURNITURE V : &’ w eree——
Our Partners

AMERICAN ==

% HOME GARDNER-WHITE RoomStore
P\PRI\\ furriture & mat = Do Cut Camers. 0 Cot A

Contact Us | Employment Opportunities | Privacy Policy | Client Login | Client Training | ePay Terms

The acdvertised yam:
remisk-porchase agn

Click ‘Client Login’

to go to login page.

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 2| Page
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From the login page, enter your user name and password, and then click Sign In (or press Enter).

RAC ACCEPTANCE
Client Invoice Management

Use our secure online system to quickly and easily submit your client invoices and track
invoice history.

Get started by signing in:

User Name:l

Password: |

Sign In

Foreot Passwosd?

If you need assistance, please call the Customer Service Support Line at 888-672-2411.

Custorner Semnvice Hours of Operation
Monday - Friday 7am - 8:45pm CST
Saturday - 8am-7T:45pm CST
Sunday Closed

For first time users, use the provided user name and password when creating an account. Password length
must be a minimum of eight characters and consist of at least one alpha character and a number. Special
characters (/, #, ?, @) are not allowed.

NOTE: Users are automatically logged out of their sessions after 15 minutes of inactivity.

Log Out

To log out of the Client Invoice Management interface, click Logout from the menu bar.

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 3| Page
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Reset Password

To reset your password, follow the steps below:

Step Action

1. | From the login page, click the “Forgot Password” link. The Forgot Password dialog displays.

2. Enter your user name.

RAC ACCEPTANCE
Client Invoice Management

Forgot Password

Enter your username and the answer to the question you provided when you set up
your account

* User Name ICIiEnluser1

Question  What is your mother's maiden name?

* Answer Your security question
displays once you

enter your user name

I

Continue

If you need assistance, please call the Customer Service Support Line at 888-672-2411.

Customer Senice Hours of Operation
Monday - Friday 7am - 8:45pm CST
Saturday - 8am-7:45pm CST
Sunday Closed

The security question displays.

3. Enter your answer to the security question that you provided when you established your
password and click Continue. The step 2 dialog displays.

4, Enter a new password in the New Password field.

Password length must be a minimum of eight characters and consist of at least one alpha
character and a number. Special characters (/, #, ?, @) are not allowed.

RAC ACCEPTANCE
Client Invoice Management

Forgot Password, Step 2

Select a new password

* Mew Password I

Must be at least 7 charactars with minimum 1 upparcass, 1 lowsrcase and 3 number

* Confirm Password I

Reset Password

If you need assistance, please call the Customer Service Support Line at 888-672-2411.

Customer Service Hours of Operation
Manday - Friday 7am - 8:45pm CST
Saturday - Gam-7:45pm CST

Sunday Closed

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 4 | Page
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Step

Action

Retype your new password in the Confirm Password field and click Reset Password.

RAC ACCEPTANCE
Client Invoice Management

Forgot Password, Confirmation

Your password has been reset An email has been sent to the address associated with this
username. with a notification that the password has been reset.

Please remember to share the new password with all the users of this userame
and password.

Sign In

If you need assistance, please call the Customer Senice Support Line at 888-672-2411.

Customer Senvice Hours of Operation
Maonday - Friday 7am - 8:45pm CST
Saturday - 8am-7-45pm CST
Sunday Closed

A confirmation dialog displays and an e-mail is sent to your account e-mail address notifying
you of the password change.

Click Sign In to return to the Login page.

Rev. 1.4
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Getting Help

Technical Support
For technical issues or errors, please contact Customer Service:
Customer Service Support Line: (888) 672-2411

Hours of Operation

Monday — Friday 7:00 a.m. to 8:45 p.m. CST
Saturday 8:00 a.m.to 7:45 p.m. CST
Sunday Closed

Accounting Support

For invoice status or account payment issues, please contact RAC Inventory Payables during regular
business hours.

IP Support Line: (972) 801-4797
Hours of Operation

Monday — Friday 8:00 a.m. to 5:00 p.m. CST
Saturday Closed

Sunday Closed

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 6 | Page



chaper2  Client Invoice Management
Web Form

Overview

This chapter describes the RAC Acceptance Client Invoice Management web form and its associated
components, fields and controls.

RACA clients (store partners) use the online invoice form to submit invoices to their associated
RACA stores.

The following topics are described in this chapter:

e Invoice Submittal — The default view after logging in is the invoice submittal form. Use this form to
enter invoice details and submit invoice to RACA stores. The form includes the following
components:

1. Search For Your Store — Use this step to identify the RACA store to receive the invoice.
2. Customer information and submitter name — Complete this information for all invoices.
3. Merchandise details — Use this step to include merchandise line items in the invoice.
4

Costs and Totals — Use this step to include other costs in the invoice, such as delivery fees, sales
taxes, restocking fees or similar.

e Invoice History — Use the Invoice History form to verify invoice submissions and look up past
invoices.

e Batch Invoice Upload — Use this option to upload multiple invoices to the Client Invoice Management
interface using a single XML batch file.

e Batch Invoice History — Use this option to look up one or more past invoice batch uploads and view
associated invoice details.

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 7 | Page
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Invoice Submittal

From the Client Invoice Management menu bar, click Submit Invoice to view the invoice submittal form.
This is the default view after logging in to the interface.

RAC ACCEPTANCE
Client Invoice Management
Submit Invoice| In story = Upload | Batch Invoice History | Logout | Welcome, clientuser

To submit an invoice to the system, please fill cut the form below. * = indicates a required field.
o Search For Your Store

il im 2y or il fleids Delow 30 S£arCh for y0ur Stone, hen ITK “SesrcA | Wien you find your S30ne In The list, sesect = The ssne intormation will be susomanicaly added 1o your Sorm. To sian over.

52277 for anomer sare. or SICK e “Ciear SornT Sumon

Client Store ID ACA Store ID * Store Name *

(The riame of your store)

Select.. 5 SEARCH FOR YOUR STORE Clear Store

Store's Billing Address

Street

After you have selected your store, go on to step 2.

Customer Information

e Customer First Name * Customer Last Name * Customer 1D

Customer Delivery Address:

Delivery Addrass 1 Delivery Address 2
City State ZipCode
[city [select... -

Invoics 1D - Invoice Date (Cannot be a future date.)

|I.'I.' DDA

Submitter's Information
(Ener your firs: and lass name below )

First Name = Last Name =

Enter informaticn about the items being invoiced. If you are enly inveicing Delivery Fees or Other Costs, go on to Step 4.

Enter informaticn in either Sections 3 or 4, or both. If you enter an Item ID Number in Section 3, then ltem
Deswiption, Unit price and Quantity are slso required fields.

@ Item 1D Number * Item Description © Unit Price = Discount Unit Amount Oty = ACA Cost ™
1 00.00 00.00 oo
2 00.00 00.00 oo
2 00.00 00.00 oo
&

Add Mare ltems

Costs and Totals

o

Merchandise Cost 80.00
If you have Other Costs, plesse provide 8 description.

Delivery Fee Total 8 (00.00

Invoice Cost $0.00

Additicnal Comments 200 crascer Mg

T Check this box if you hawve more invoices to enter from this location.
{Thils will save Information In e form. 50 you don't Rave 30 reype all of 1)

o

If you need assistance, plesse call the Customer Service Support Line at 888-672-2411.

Customer Servioe Hours of Operstion
Monday - Friday 7am - 8:45pm CST
Saturdsy - Bam-7:45pm CST
Sunday Closed

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 8| Page
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The fields and controls of each of these steps are described below.

Search For Your Store

Search For Your Store

" Fill in any or sll fields below to search for your store, then didk “Search™ . When you find your store in the list, select it. The store information will be sutomstically sdded to
your form. To start over, search for ancther store, or clidk the "clear form™ button.

Client Store 1D RACA Store ID * Store Name *

Store's Billing Address

{The name of your store)

Street City

Clear Store

Select. .. j

After you have selected your store, go on to step 2.

NOTE: For clients with one store location, the store information is pre-populated.

Field/Control Type

Description

Client Store ID Text box

The client store identification number.

To narrow search results, type in a client store ID and press Tab
or click SEARCH FOR YOUR STORE. If only one store is
associated with this ID, the store fields are automatically
populated. If more than one store exists, the search results
display a filtered list of stores to choose from.

RACA Store ID Text box

The ID of the RACA store to receive the invoice. The ID is
required to submit the invoice.

To narrow search results, type in a RACA store ID and press Tab
or click SEARCH FOR YOUR STORE. If only one store is
associated with this ID, the store fields are automatically
populated. If more than one store exists, the search results
display a filtered list of stores to choose from.

Store Name Text box

The client store name, which is required to submit the invoice.

To narrow search results, type in a store name (or partial name)
and click SEARCH FOR YOUR STORE. The search results
display a filtered list of stores to choose from.

Store’s Billing Address:

Street Text box Store’s street number and street name.
To narrow search results, type in a street address (or partial street
address) and click SEARCH FOR YOUR STORE. The search
results display a filtered list of stores to choose from.

City Text box City where store is located.
To narrow search results, type in a city (or partial city name) and
click SEARCH FOR YOUR STORE. The search results display a
filtered list of stores to choose from.

State Drop-down State where store is located.

menu

To narrow search results, select state from the drop-down menu.

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 9| Page
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Field/Control Type Description

SEARCH FOR Button Click to look up a store based upon the above entries (to view all

YOUR STORE stores, leave the search criteria fields blank).
The Search Results pop-up dialog displays (see example below).
Click select next to the store of interest to automatically populate
the store fields with store details.

Clear Store Button Click to clear the store form to perform another search.

The following is an example of the Search Results pop-up dialog which displays after clicking
SEARCH FOR YOUR STORE. From this view, locate the store of interest and click select to add the

store details to the Search For Your Store form.

Search Results
Pleaze select a store from the list below.(click on a column header to sort.}

Click Select to
add store # to
search form

| statr | t

Click headings
to sort

Client StoreIl* | Store Name | RacA Storein [ Address | Gity
MATTRESS STORE 8656 100 DISION 5T SAN ANTONIO 2P sele
FURHITURE $TORE BETS 200 DIASION 5T PLAHO ™ sele
FURHITURE STORE #a73 300 DIASION 5T WAL 2P select
FURHITURE $TORE B680 100 hAI DA FT WORTH ™ select
FURHITURE STORE gas 200 I EL FASO 2P select |
FURHITURE $TORE B582 100 DRASION 5T SAM ANTOMIO ™ select |
) geE2 400 HIGH 5T RICHARDS 0N X select |
.C“Ck page # to £684 500 HIGH 5T Enter page # and
view more results e o0 Hist < click Go to go
8678 00 DIASION 5T ey & pre
3 page(s] Enter Page number and click Go Go
Cancel

Customer Information

Customer Information

@ Customer First Mame * Customer Last Name * Customer ID
Customer Delivery Address:
Delivery Address 1 Delivery Address 2
City State ZipCode
City |Select... j |Ei|:=33:|e
Invoice 1D * Invoice Date (Cannot be a future date ) *
I I[‘_.”‘..1 DDIYYYY
Submitter's Information
{Enter your first and last name below.)
First Mame * Last Name *
Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 10 | Page
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Field/Control Type Description

Customer Information:

Customer First Name Text box [Required] Customer’s first name.
Customer Last Name Text box [Required] Customer’s last name.
Customer ID Text box Customer’s ID number.
Customer Delivery Address:

Delivery Address 1 Text box [Optional, unless ‘Delivery Address 2’, ‘City’ and ‘State’
fields are populated] Street address.

Delivery Address 2 Text box [Optional] Second line of customer delivery address.

City Text box [Optional, unless ‘Address 1’ and ‘State’ fields are
populated] Customer’s delivery city.

State Text box [Optional, unless ‘Address 1’ and ‘State’ fields are
populated] State associated with customer’s delivery
address.

ZipCode Text box [Optional] Customer’s delivery zip code.

Invoice ID Text box [Required] Unique invoice identifier.

Invoice Date Date field [Required] Invoice date using format mm/dd/yyyy
(future dates are not allowed).

Submitter’s Information:

First Name Text box [Required] Submitter’s first name.

Last Name Text box [Required] Submitter’s last name.

Merchandise Line Item Details

Use this step when including merchandise items in the invoice.

To submit an invoice that does not include merchandise items (for example, invoicing delivery fees, sales
tax, and/or restocking fees only), skip to step 4.

ltem 1D Number * ltem Description * Unit Price * Discount Unit Amount Qty * RACA Cost *

2

3

* | Add More ltems
Field/Control Type Description
Item ID Number Text box [Required] Enter the merchandise item identification number.
Item Description Text box [Required] Enter item description.
Unit Price Currency [Required] Enter the price per unit.

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 11 | Page



RACA Invoice Match User Guide for Clients

Chapter 2 Client Invoice Management Web Form

Field/Control Type Description

Discount Unit Amount Currency Enter the optional discount amount per unit, if applicable.
This amount is subtracted from unit price to determine the RACA
Cost amount.

Qty Text box [Required] Number of units for this line item.

RACA Cost Auto-filled The RACA cost is automatically calculated using the formula:

(Unit Price — Discount Unit Amount) x Qty

NOTE: Click the ‘+’ button to add additional rows.

Costs and Totals

Complete this step when including delivery fees, sales taxes, restocking fees or similar in the invoice.

Costs and Totals

\ 4

Merchandise Cost $0.00

Invoice Cost $0.00

Delivery Fee Total § III 00
Other Cost § III 00

If you have Other Costs, please provide a description.

Field/Control Type Description
Merchandise Cost Auto-filled Displays total of all RACA Cost amounts from step 3.
Delivery Fee Total Currency Delivery fees.
Other Cost Currency Other costs such as sales tax, restocking fee, etc.
If used, an explanation is required in the associated text box.
Other cost description Text box If Other Cost field contains an amount, a description is required
in this field. For example, if you entered a restocking fee, enter
“Restocking fee” or similar here.
Invoice Cost Auto-filled Displays invoice total amount which consists of:
Merchandise Cost + Delivery Fee + Other Cost
Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 12 | Page
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Additional Comments and Submit Button

Prior to submitting the invoice, enter any comments in the Additional Comments text box, select the
check box if submitting more than one invoice, and then click Submit.

Costs and Totals

b

o

WMerchandize Cost
$0.00 If vou have Other Costs, pleaze provide a description.

Other Cost 5 |00.00

Invoice Cost $0.00

ﬂd ditional Comments 200 crarsser bz

" Check this box if you have more invoices to enter from this location.

(Thils will save information In $he form, 50 you don's have %0 retype all o R)

e )
e I - 4
\’¥' CRr T — W

Y e, s “~J r———— E——
Field/Control Type Description

Additional Comments Text box Use to log any additional comments.

More invoices option Check box | Select this option prior to clicking Submit when you intend to

enter additional invoices from the current location. This saves
you from reentering the store and submitter information.

Submit Button Click to submit invoice to the RACA store. A confirmation
message displays at the top of the form (see below example).

RAC ACCEPTANCE F
Client Invoice Managemeant ™.

| Submit Invoice| Invoice History | Logout | /_
THANK YOU! YOUR INVOICE HAS BEEN SUBMITTED. /
Lo W R e D B e

To look up and verify an invoice submission, use the Invoice
History form (described in the next section).

Clear Form Button Click to clear the form.

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 13 | Page
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Invoice History

Use this form to look up and verify an invoice submission. From the menu bar, click Invoice History to
look up previous invoices using the search form below.

RAC ACCEPTANCE
Client Invoice Management

Submit Invoice | Invoice History Welcome, clientuser

Search past invoices

Search by any or all fields:

Client Store ID: RACA Store D:
Click Here to Search Stores
Invoice D : Invoice Date From: Invoice Date To:
MM/DDAYYYY | I[.]H DDYYYY EH

Skl | CletrForm

Search Criteria

Enter optional search criteria and click Search to look up existing invoices. The search fields are

defined below.

Field/Control

Type Description

Client Store ID

Text box Enter client store identification number to filter invoices by client store.

RACA Store ID

Text box Enter RACA store ID to filter by RACA store.

Invoice ID

Text box Enter invoice identifier to search for a particular invoice.

Invoice Date From

Date field | Enter a starting invoice date (or click calendar icon and choose a
date) to filter by a date range.

Invoice Date To

Date field | Enter an ending invoice date (or click calendar icon and choose a
date) to filter by a date range.

Click Here to
Search Stores

Hyperlink | Click hyperlink to locate a store ID using store name, address, city,
state, or RACA store ID. A blank store search form displays (see
Search for a Store Form below for details).

Search for Invoices

Button Click to search for invoices based on the above criteria (leave fields
blank to return all results). Results display below the search criteria
form (see Search Results topic below).

Clear Form

Button Click to clear the search fields.

Rev. 1.4
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Chapter 2 Client Invoice Management Web Form

Search Results

Invoice search results display below the search form sorted by “Create Date” in reverse chronological
order. If more than 20 results are returned, additional pages are selectable from the bottom of the results.

To view invoice details, click View next to the invoice line item. The Invoice Details form displays in a
new window (see Invoice Details topic below for an example screenshot).

Search Results

Please select a store from the list below (click on a column header to sort.)

Create Da'z | RACA Store 'D| Invoice ID |Inv0ice Datc |Submitler First Mam 2 | Submitter Last Marr 2 | Customer First Mam 2 | Custormner Last Marr 2 | Invoice Status |
2/29/2012 06483 765858 22912012 G858 5868 67567 76567 Fending approval View
2/29/2012 06483 12345678901:2/29/2012 test 56456546 97 89789 Pending approval View
2/29/2012 06483 775677 2/29/2012 TESTINVTOT TEST7888 INV TOT TEST 2 TEST 2 Clle Vi ew to View
2/29/2012 06483 6757 22912012 67657 657657 other deli cost VieW invoice View
2/29/2012 06483 268678 2/29/2012 test other cost 7858 other cost other cost details View
2/29/2012 06483 7986799 22912012 test delivery cost 8999 inv total delivery =TT View
2/20/2012 06483 TBETBE8 2/29/2012 inv total test test inv tot deli fee Pending app View
2/29/2012 06483 TE9679 2129/2012 9696 zip code Zip code Zip code test Fending approval View
2/29/2012 06483 7567567 2129/2012 Test Zip code Test1 7ip code test test1 Pending approval View
2/29/2012 06576 2121 13102012 Bobby Billy Billy Bob 2 Fending approval View
2/29/2012 06680 10111 212912012 Bob Billy Billy Bob Pending approval View
2/29/2012  0GG80 INV-9876548 2/29/2012 Jaclyn McTester Tester McTester Pending approval W
2/29/2012 06680 INV-987654  2/29/2012 Jaclyn McTester Tester McTester Fending approval View
2/29/2012  0G6682 Test123 2129/2012 Jaclyn FPaz Jaclyn Tester Pending approval W
2/28/2012 06483 89339 22812012 submit for payment  test2 submit for payment  test In process View
2/28/2012 06483 BR777E 22310012 deleted test deleted deleted test View
21282012 06483 Click page # to process rejected REJECTED TEST Em_er page # and View
2/28/2012 06484 view more results process submit for correction  submit far correction (?“(:k Goto go R
2/28/2012 06483 process submit for payment  Submit for payment dlreCtIy to page View
21282012 06483 212812012 ttest pending app pending test Fending store action test View
59 page(s)k 112345678 = Lasts Enter Page number and click Go Go

The following columns are included in the search results. Click a column heading to sort by that column.

Create Date

RACA Store ID
Invoice ID

Invoice Date
Submitter First Name
Submitter Last Name
Customer First Name
Customer Last Name

Invoice Status (Pending approval, In process, Paid, Deleted)

Rev. 1.4
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Invoice Details

An example Invoice Details form is depicted below. This form displays in a new window by clicking
View next to an invoice line item in the invoice search results.

Inveoice Details

Invoice ID Inwvoice Date
INV-2112 2/27/2012 12:00:00 AM
Client Store ID RACA Store ID
06679
Store Name Store Billing Address
CAMPING 3UPPLY 111 Main street San Antonio TX |
Customer Name Customer ID
Nedl Peart NPO1

CustomerDelivery Addressl  CustomerDeliverv Address2
2112 Lakeside Park

Customer City Customer State
Hardwick VT

Zip Code
90009

Submitter's Name Invoice Submission Date
Tom Sawver 2272012 1:52:36 PM

- . . Discount Unit
Itemn 1D Itemn Description Unit Price Amount Gity RACA Cost

4WDCAR Caravan 22000.00 3000.00 1 18000.00
Comments

Merchandise Cost: $19000.00
Delivery Fee Total: $0

Other Cost $0 INVOICE TOTAL
Other Cost Description: $19000.00

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 16 | Page



RACA Invoice Match User Guide for Clients

Chapter 2 Client Invoice Management Web Form

Search for a Store
This pop-up form displays after clicking the “Click Here” hyperlink from the Invoice History page.

Use this form to look up store details. Simply enter information into one or more of the search fields (or
leave all fields blank for an unrestricted search) and click Submit.

From the search results, click Select next to the store of interest. This adds the store ID number to the
RACA Store ID field and the client store ID number (if applicable) to the Client Store ID field of the
Invoice History form.

Search Results

Search for a store by filling in any or all of the fields below:

RACA Store ID: |

Store Name: Ithree Street Address: I

City: |

Please select a store from the list below_(click on a column header to sort.)

State: ISeIect... j g Cancel

Client StorelD. | Store Name | Raca storer | Address | city | state |
Three 6685 333 Main strest Austin TX select |
1 page(z) [1] Enter Page number and click Go Go

NOTE: Partial data entries are allowed.

Field/Control Type Description

RACA Store ID Text box RACA store identifier.

Store Name Text box Store name.

Street Address Text box Store’s street number and street name.

City Text box City where store is located.

State Drop-down | State where store is located.

menu

Submit Button Click to perform a search based upon the optional search criteria.
Results display below the search criteria fields.

Cancel Button Click to cancel search operation and return to the Invoice History
search form.

Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 17 | Page
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Field/Control Type Description
Search Results | Table Search results in table format, and includes the following columns:
o Client Store ID
e Store Name
o RACA Store ID
e Address
o City
e State
Click on a column heading to sort by that column.
To view another results page, either click on the page number link
(bottom left) or enter the page number in the ‘go to’ text box (bottom
right) and click Go.
Select Button Click Select next to the store of interest to add the store ID number to
the RACA Store ID field of the invoice search form.
Rev. 1.4 © 2012 RAC Acceptance. All rights reserved. 18 | Page
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Batch Invoice Upload

Use this feature to upload multiple invoices to the Client Invoice Management system using a batch file in
a standardized XML data format as defined in Appendix A of this guide. Currently, there is no limit to the
number of invoices which the XML file may contain.

NOTE: For assistance in creating XML files according to the RACA schema, please contact your RACA
representative.

During the upload process, any invoices in the batch file containing incomplete or erroneous data are
removed from the upload process and subsequently identified in the results message as failed so the user
can correct the failed invoices and attempt another upload.

Batch File Upload

To upload a batch file, click Batch Invoice Upload from the Client Invoice Management menu bar.

RAC ACCEPTANCE
Client Invoice Management

| Submit Invoice | Invoice History |  Batch Invoice Upload | Batch Invoice History | Logout | Welcome, ipuser

From the resultant Batch Invoice Upload form, use the Browse button to locate the XML invoice batch
file (or enter the fully qualified path) and click Upload.

An XML batch file naming convention is not required during the upload process, but RACA recommends
establishing a naming convention meaningful to your particular business practices.

|C:1EIat|:hFileslbatch-ﬂﬂgzm 2xml Browse.__. | Upload I

Field/Control Type Description

Batch filename | Text box | Enter either the fully qualified path of the XML file to upload or locate it
on your local or network drive using the Browse button (see below).

Browse Button Click to locate the XML batch file on your local or network drive. A
standard Windows Open dialog displays (may vary depending upon
platform and operating system).

open 2|l
Lookin: [ Deskiop =l @-3 XK E-
5 My Recent  |L)My Documents
9 pocuments 4 My Computer
(&} Desktop 3My Hetwork Places
- BatchInvoices 01132012
I
"IJDgcumants
3 Cnoutsr
& My Network
2 Places
File name:  [gatchInvoices_01132012 =l
Files o type [ym_ Fies =
Tools |~ H Cancel
Z
Upload Button Click to upload the XML batch file.
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Batch Upload Results

Once the batch upload completes, results display in a table format and includes the batch name, the date
and time the upload occurred, a count of the number of invoices successfully uploaded and a count of the
number of invoices which failed to upload.

SUCCESSFUL INVOICES — To view the list of invoices successfully uploaded, click the link in the
INVOICES UPLOADED SUCCESSFULLY column.

INVOICES UPLOADED INVOICES FAILED TO
BATCH NAME BATCH UPLOAD DATETIME SUCCESSFULLY UPLOAD ‘

Invoices_01.xml 3/8/2012 1:26:54 PM 3 invoices 0 invoices

An invoice results list similar to the Invoice History Search Results example on page 15 displays.

FAILED INVOICES - To view the list of invoices which failed to upload, click the link in the
INVOICES FAILED TO UPLOAD column.

INVOICE S UPLOADED INVOICES FAILED TO
BATCH NAME BATCH UPLOAD DATE/TIME SUCCESSFULLY UPLOAD ‘

Invoices_01.xml 3/8/2012 1:39:01 PM 0 invoices 3 invoices

Details display in a similar fashion as the example below:

Following Invoices failed to upload:

FailedInvoices Description
1 INvOoD1 This invoice 1D already exists.
2 INvVD0D2 This invoice 1D already exists.
3 INVD03 This invoice 1D already exists.
1 page(s): [1]
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Batch Invoice History

Use this feature to look up one or more past invoice batch upload transactions and view associated
invoice details.
Search Criteria

To use the Batch Invoice History feature, click Batch Invoice History from the Client Invoice
Management menu bar.

RAC ACCEPTANCE

Client Invoice Management

| Submit Invoice | Invoice History |  Batch Invoice Upload | Batch Invoice History | Logout | Welcome, ipuser

The Batch Invoice Search form displays in the web page.

Search by any or all fields:

Batch Name:

{When using the Batch Name field for searches, enter af least three characters)

Batch Upload Date From: Batch Upload Date To:

[ wmoorvyyy  |EH [ mwoonyyy  [EE

| ) (o)

Field/Control Type Description

Batch Name Text box Enter batch name, or a partial batch name to search by
batch. Be aware that at least three characters are required
to search by batch name.

To return a history of all batch uploads for your store, leave
this field blank.

Batch Upload Date From Date field | Enter starting date of the date range to search by, or leave
blank to return all results for your store.

Batch Upload Date To Date field | Enter ending date of the date range to search by, or leave
blank to return all results for your store.

Search for Batch Uploads | Button Click to initiate search based on optional search criteria.

Clear Form Button Click to clear the Batch Name, Batch Upload Date From

and Batch Upload Date To fields.
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Search Results

The search results display a list of batch names, the date and time of each upload, a count of the number
of invoices successfully uploaded for each batch and a count of the number of invoices which failed to
upload for each batch.

BATCH NAME | BATCH UPLOAD DATE/TIME | INVOICES UPLOADED SUCCESSFULLY | INVOICES FAILED TO UPLOAD |
abigone16.xml 02192012 11:21:46 13 invoices dinvoices I
Bigone.xml 02192012 10:20:50 147 invoices

bigonedummy.xml 02/06/2012 17:19:45 0 invoices

bigonedummy.xml 02/06/2012 17:16:49 497 invoices 16 invoices

1 page(s). [1] Enter Page number and click Go Ql

If no matches are found, a blank search result table displays along with a message of “No Results Found”
similar to below example.

No records found
BATCH MNAKME BATCH UPLOAD DATEMIME:. | INVOICES UPLOADED SUCCESSFULLY INVOICES FAILED TO UPLOAD

0 page(s). [1] Enter Page number and click Go Gof

SUCCESSFUL INVOICES — To view the list of invoices successfully uploaded, click the link in the
INVOICES UPLOADED SUCCESSFULLY column. An invoice list displays similar to the Invoice
History Search Results example on page 15.

FAILED INVOICES - To view the list of invoices which failed to upload, click the link in the
INVOICES FAILED TO UPLOAD column. For example, clicking the “3 invoices” link under the failed
invoices column in the results table above produces a message similar to the example below:

Following Invoices failed to upload:

FailedInvoices Description
1 INvOoD1 This invoice ID already exists
2 INvOD2 This invoice ID already exists.
3 INVOO03 This invoice ID already exists.

1 page(s): [1]
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chapterz  INVOICE Submittal Process

Overview

This chapter describes the process for creating and submitting invoices to RACA stores. The following
topics are included in this chapter:

Entering and Submitting Invoices
Viewing Invoice Histories

Uploading Invoice Batch Files

Viewing Invoice Batch Upload Histories

Entering and Submitting Invoices

Use the procedure below to enter invoice details and submit an invoice to a RACA store. After logging in,
the initial view is a blank invoice submittal form (click Submit Invoice from menu bar, if needed).

NOTE: RAC Acceptance highly recommends entering one invoice per customer.

Step Action

1. Enter store details in the Search For Your Store form. The “RACA Store ID” and “Store Name”
fields are required to submit an invoice.

NOTE: For clients with one store location, the store information is pre-populated — skip to step 2.

Search For Your Store
v Fill in any or all fislds below to search for your store, then dlick “Search” . When you find your store in the list, select it. The stors infarmation will be sutomatically added to
your form. To start over, search for ancther store, or dick the “clear form™ button

Client Store ID RACA Store ID * Store Mame *

{The name of your stors)

Store's Billing Address
|5treet City Select =l ! . Iii!!_!' I!Il I"ii!' |i; Clear Store

After you have selected your store, go on to step 2.

If the store details are not known, use the SEARCH FOR YOUR STORE option:

a. Enter data into one or more fields (or leave blank to return all stores) and click
SEARCH FOR YOUR STORE. Search results display in a pop-up form (see example below).

NOTE: Partial data entries are allowed.
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Step Action

b. From the Search Results, click select next to the store of interest. In this example, the second
store listed is chosen.

Search Results

Please =elect a store from the list below .(click on a celumn header to =ort.)

Client Stor=Il | Stor= Mame | RACA Stareln [ Address [ City | st |
MATTRESS STORE 6556 100 OMASI0M 5T SAN ANTOMIO TX zelect l
FURNITURE STORE BETE 200 DPASION 5T FLANO TX select
FURNITURE STORE BETS 300 ORASION 5T AC 0 TX zelect
FURNITURE STORE 6580 1000kl Do FTWORTH T select
FURNITURE STORE B581 200 hAIDWAY EL FASO TX zelect |
FURNITURE STORE BE82 100 DMASION 5T SAN ANTOMIO TX zelect |
FURHMITURE STORE G683 400 HIGH 5T RICHARDSOH TX select |
FURNITURE STORE 584 00 HIGH 5T OALLAS T zelect |
FURMITURE STORE 6585 600 HIGH 5T ARLINGTON T select
FURNITURE STORE 2 BETE 200 DIMESI0N 5T DENTOM TX zelect

2 page(s): [1122 Enter Page number and click Go |_| ‘io|

Canel

The store information is inserted into the store fields:

Search For Your Store
Fill in any or all fields below to search for your store, then click “Search™ . When you find your store in the list, select it. The store information will be sutomatically added to
your form. To start over, search for another store, or click the “clear form™ button

Clignt Store ID RACA Store ID * Store Name *
6678 Fumiture Store

{The name of your stor)

Store's Billing Address

200 DIVISION ST PLANO Texas j Clear Store

After you have selected your store, go on to step 2.

2. Enter customer details in the Customer Information form.

Required fields: Customer First Name, Customer Last Name, Invoice ID, Invoice Date (cannot be
a future date), and submitter’s First Name and Last Name.

Optional fields: Customer ID, Delivery Address 1, Delivery Address 2, City, State and Zip code.

Customer Information

p—

6 Customer First Name * Customer Last Mame * Customer D
Customer Delivery Address:
Delivery Address 1 Delivery Address 2
City State ZipCode
ICit;,- |Se\ect... j IEi\:Co:\e
Invoice D * Invoice Date (Cannot be a future date.) *
[ [ammoaryyy

Submitter's Information
(Enter your first and last name below.)

First Name * Last Name *
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Step Action

3. Enter merchandise details in the line item table.

When entering merchandise items, the following fields are required: Item ID Number, Item
Description, Unit Price, Qty and RACA Cost.

NOTE: To record other costs only (delivery fee, sales tax, restocking fee, etc.), skip to step 4.

Enter information about the items being invoiced. If you are only invoicing Delivery Fees or Other Costs, go on to Step 4.
v ltem 1D Numnber * ltern Description * Unit Price * Discount Unit Amount Qty * RACA Cost *
1 123441 sofa 500.00 150.00 1 350.00
2 |1234-2 love seat 400.00 100.00 1 30
3 00.00 00.00 00
* | Add More ltems

To add additional rows, click -* button.

4, Enter other costs such as delivery fee, taxes or delivery fees in the Costs and Totals section, if
applicable.

NOTE: If Other Cost field is used, you must enter an explanation in the description text box.

Costs and Totals

Merchandise Cost $650.00

Delivery Fee Total § |55

Other Cost § |25

If you have Other Costs, please provide a description.

furniture disposal fee.

A description is only
required if “Other Cost”
amount is present

Invoice Cost $730.00

5. | Enter any comments in the “Additional Comments” text box and click Submit.

Additional Comments (200 Charaster Max)

[ Check this box if you have more invoices jg.8u

gr from this location.
is will save information in the form, so you don't have togee al of it.)

Clear Form

NOTE: When submitting additional invoices from the same location, select the check box above the
Submit button to keep the store and submitter fields populated after you click Submit.
Otherwise, the fields are cleared and a blank form displays.

A confirmation message displays (see below example) and invoice is forwarded to RACA store for

processing.
RAC ACCEPTANCE i
Client Invoice Management ™.
| Submit Invoice | | | | | /
THANK YOU! YOUR INVOICE HAS BEEN SUBMITTED. /
' . Y Y g————— YT W T e ol

To look up the invoice to verify its status, see Look Up Invoice topic.

To cancel the invoice submission and clear all of the data from the invoice form, click Clear Form,
and then either restart entering invoice details or log out of the web session.

NOTE: If you inadvertently submitted an erroneous invoice, contact IP to correct. If you receive an
error or experience technical difficulties, contact Customer Service for resolution.
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Viewing Invoice Histories

To access the Invoice History form to look up previous invoices and view their details, click Invoice
History from the menu bar. A blank search criteria form displays (see example below).

The following invoice look-up methods are described in this section:

e Look Up Invoice
e Find a Store and Look up Invoice

NOTE: For clients with one store location, the RACA Store ID field is automatically pre-populated.

RAC ACCEPTANCE
Client Invoice Management
| submit In'-;-:icﬂlmroice Histowﬁatch Invaice Upload|Bateh Invaice History | Logout| Welcome, clientuser

Search past invoices

Search by any or all fields:

Client Store ID: RACA Store D:

lick Here to Search Stores

Invoice ID : Invoice Date From: Invoice Date To:
MIMDDAY Y Y'Y ] |r\-1r\-1- DDAYYYY i

If you need assistance, please call the Customer Service Support Line at 888-672-2411.

Customer Service Hours of Operation
Manday - Friday 7am - 8:45pm CST
Saturday - 8am-7:45pm CST
Sunday Closed
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Look Up Invoice

Follow the steps below to look up invoices and view/print their details.

Step Action

1. From the Invoice History form, enter optional search criteria (leave blank to view all invoices) and
click Search for Invoices. Invoice search results display below the search form.

RAC ACCEPTANCE
Client Invoice Management
| Submitinvoice |Invoice History| Batch Invoic

Jpload | Batch Inwoice History | Logout | Welcome, clientuser

Search past invoices

Search by any or all fields:

Client Store ID: RACA Store ID:

Click Here to Search Stores

Invoice 1D : Invoice Date From: Invoice Date To:
[MM/DDAYYYY B [MwWDDYYYY i

Search Results
Please select a store from the list below.(click on a column header to sort.)

Create Da'z ‘ RACA Store 'Dl Invoice |0 ‘ Invoice Dato | SubmiﬂerFirstNarrel Submitter Last Narr 2 | Customer First Mam 2 | Customer Last Narr 2 | Invoice Status ‘
6/28/2011 06487 6576 8/28/2011 test 628 1 1test 6128 test16/28 test 16/28 Pending approval View
6/28/2011 06878 6868 6/28/2011 test 628 1 1test 6i28 test 1 6/28 test 628 1 Pending approval View
6/28/2011 06893 6786 6/28/2011 test 628 1 1test 6128 test1 6/28 tset1 628 Pending approval View
6/28/2011 06938 GETEE 8/28/2011 test 628 1 1test 6128 test 5/28 test 618 1 Pending approval View
6/28/2011 06680 84 6/28/2011 test6/28 test6/28 tests 6/28 Gi28 test 5 Pending approval View
‘\".jf\v”"“"'“ ""“'”\ﬁgy"‘ B qug@,‘*‘wwl"‘“““ e et an . APTTITNS phm ‘JZI\""“"":..I“"'nr.p_cf'\. F o =1 .

NOTE: For help with locating a store ID prior to searching for an invoice, refer to the topic
Find a Store and Look up Invoice later in this chapter.

2. | Locate the invoice line item and click the associated View button. In this example, invoice “INV-
21127 is selected.

22712012 0BGT9  IMNV-2112 212712012 Tom  Sawyer MNeil Peart Pending approval View

The Invoice Details form displays in a new window (see example below).
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Step Action
Invoice Details
Invoice ID Invoice Date
INV-2112 2/27/2012 12:00:00 AM
Client Store ID RACA Store ID
06679
Store Name Store Billing Address
OAK EXPRESS 111 Main street San Antonio TX |
Customer Name Customer ID
Neil Peart NPO1
CustomerDelivery Address]l  CustomerDelivery Address2
2112 Lakeside Park
Customer City Customer State
Hardwick VT
Zip Code
00999
Submitter's Name Invoice Submission Date
Tom Sawyer 2/27/2012 1:52:36 PM
L . . Discount Unit
Itemn 1D Itermn Description Unit Price Amount ity RACA Cost
4WDCAR Caravan 22000.00 3000.00 1 18000.00
Comments
Merchandise Cost: $12000.00
Delivery Fee Total: $0
Other Cost 30 INVOICE TOTAL
Other Cost Description: $19000.00
3. | To print the invoice details, click Print and from the standard print dialogs select your print options
appropriate to your environment and location.
4. | To close the invoice details window, click Close.
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Find a Store and Look up Invoice

For help with locating a store when looking up invoices, use the Search Stores feature as explained below.

Step Action
1. From the Invoice History form, click the hyperlink “Click Here”.
RAC ACCEPTANCE
Client Invoice Management
| Submit Invoice |Invoice History|Batch Invoice Upload|Batch Invoice History|Logout | Welcome, clientuser
Search past invoices
Search by any or all fields:
Client Store ID: RACA Store ID-
)y lick Here to Search Stores
Invoice ID - Invoice Date From: Invoice Date To:
|L-1M-DD-‘]"r"r"f e |L-'1L-'I-DD YYYY ]
The store search pop-up form displays:
Search for a store by filling in any or all of the fields below:
RACA Store ID: \ Store Name: | Street Address:
city: | state: [Selecl.. = B Gancel
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Step Action
2. | Enter/select optional search criteria (or leave fields blank to view all stores) and click Submit.
Results display below the search fields.
NOTE: Partial entries are acceptable.
The following example shows the results after searching for RACA store ID “6679”.
Search for a store by filling in any or all of the fields below:
RACA Store ID: |6679 Store Name: Street Address: |
city: State: [Select - " Suome | Gancel
Search Results
Flease select a store from the list below.(click on a column header to sort.)
Client Storell_| Store Name | raca storeir | Address [ city | state |
One-1 6879 111 Main strest San Antonic TX select
One-2 8879 111 Main strest San Antonic select
1 pageis) [1] Enter Page num ick Go Go
Click select to
add store # to
search form
3. Click select next to the store of interest to populate the RACA store ID field of the Invoice
History search form with the store number.
In this example, store One-1 is selected which subsequently populates the RACA Store ID field
with the ID 6679. At this point, you may add additional search criteria or proceed to the next
step to search for invoices against store ID 6679.
RAC ACCEPTANCE
Client Invoice Management
| Submit Invoice |In\roice H\storylaatch Invoice Upluad|Ealch Invoice H|story|Lugout| Welcome, clientuser
Search past invoices
Search by any or all fields:
Client Store ID: RACA Stare ID:
[6879
Click Here fo Search Stores
Invoice 1D - Invoice Date From: Invoice Date To:
MM/DDIYYYY i |L-'IL-'I-DD-"T“T“T"T‘ i
Rev. 1.4
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Step Action

4. | Click Search for Invoices. Results display below the search form. In this example, the following

invoice search criteria is used:

o RACA Store ID: 6679

e Invoice Date From: 5/4/2011
¢ Invoice Date To: 5/11/2011

RAC ACCEPTANCE
Client Invoice Management

| Submitinvoice |Invoice History| Batch Invoice Upload | Batch Invaice History | Logout |

Welcome, clientuser

Search past invoices

Search by any or all fields:

Client Store ID: RACA Store ID:
6679

Cligk Here to Search Stores

Invaice ID - Invaice Date From: Invaice Date To:
05/04/2011 iz IUSJ’MI’EOM iz

e

Clear Form

Search Results

5/11/2011 08679 5-001 5M10/2011 Lois Lane Clark Kent Pending approval View
51512011 06679 9030430 5i4/2011 test test234 test testubg Fending approval View
5/512011 06679 9030430 5i4/2011 test test234 test testubg Fending approval View
552011 06679 9030430 542011 test test234 test testubg Pending approval View
5512011 06679 9030430 542011 test test234 test testubg . Pending approval View
T R N T a5t e A AN A e i, S T W
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Step Action
5. | Locate the invoice line item of interest and click the associated View button to view its details.
In this example, invoice “S-001” is selected.
The Invoice Details form displays in a new window.
Invoice Details
Invoice ID Invoice Date
5-001 5/10/2011 12:00:00 AN
Client Store ID FACA Store ID
06679
Store Name Store Billing Address
OAK EXPRESS 111 Main street San Antonio TX
Customer Name Customer [D}
Clark Kent K-1
CustometDelivery Addressl  CustometDelivery Address2
Customer City Customer State
Zip Code
Submitter's Name Invoice Submission Date
Lois Lane 3/11/2011 70717 AM
It - . . Discount Unit
em D Item Description Unit Price Amount Oty RACA Cost
5004 Ham rmmea 18958 15.00 1 17458
glasses
2003 3-pizce suit 330.00 10.00 [ 320.00
w002 Blus tights 220.00 0 1 22000
001 Red caps 100.00 [ 1 100.00
Cominents
Merchandise Cost: 5814.99
Delivery Fee Total: 50
Other Cost 50 INVOICE TOTAL
Other Cost Description: $814.99
6. | To print the invoice details, click Print and from the standard print dialogs select your print
options appropriate to your environment and location.
7. | To close the invoice details window, click Close.
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Uploading Invoice Batch Files

Use the procedure below to upload multiple invoices using an XML batch file (see Appendix A for a
description of the XML schema). After logging in to the Client Invoice Management interface, the initial
view is a blank invoice submittal form.

Step

Action

1.

Click Batch Invoice Upload link from the menu bar.

RAC ACCEPTANCE
i i anagement
| Submit Invoice | Invoice H s:or@atch Invoice Upload‘Datch Invoice History | Logout | Welcome, clientuser
O ———

The Batch File Upload form displays.

| Browse. .. | Uplaad

Do one of the following from the Batch File Upload form:

a. Enter the fully-qualified path of the XML file to upload in the Batch File to Upload field, and
skip to step 3.
--OR--

b. Click Browse to locate the XML batch file on your local or network drive. A standard
Windows Open dialog displays (may vary depending upon platform and operating system).
Select the file and click Open.

The browse text box is populated with the batch file.

|C:IEIatchFileslhatch-DEEElEEH 2.xml Browse. .. | Upload I

Click Upload. During file upload, a status message similar to below displays. Note that the length
of time to upload will vary depending upon the size of the batch file.

Processing please wait

At the conclusion of the upload, results display in a table format similar to below indicating the
batch name, the date and time the batch uploaded, the number of invoices successfully uploaded
and the number of invoices which failed to upload.

INVOICES UPLOADED INVOICES FAILED TO
BATCH NAME BATCH UPLOAD DATE/TIME SUCCESSFULLY UPLOAD ‘

Invoices_01.xml 3/8/2012 2:10:54 PM 3 invoices 0 invoices

NOTE: If you navigate away from the Batch Invoice Upload page or attempt another upload while
the current upload is in progress, the results will no longer display at the conclusion of the
upload. To determine which invoices uploaded successfully in this scenario, use the Batch

Invoice History feature.

To view the list of invoices successfully uploaded, click the invoice count link in the INVOICES
UPLOADED SUCCESSFULLY column. A results table similar to the below example displays.

'z | RACA Store D] Invoice |0 |invoice Dat- | Submitter First Narr 2| Submitter Last Nan2] Customer First Narr 2 | Customner Last Narr2 | Inveice Status

06487 6576 6/28/2011 test 6/28 1 1test6/28 test 1 6i28 test 1 6i28 Pending approval

View

06878 G868 62812011 test 6/25 1 11est 6/28 test 1 6/28 test 6/25 1 Pending approval View

06893 6786 612812011 test 6/28 1 1test6/28 test 1 628 tsetl 6/28 Pending approval View

06988 68768 6/28/2011 test 6/28 1 1test6/28 test 6i28 test6/18 1 Pending approval View

06680 84 6/28/2011 test/28 test6/28 tests 6/28 G/28test 5 Pending approval Vi
. “"“"'““"“"\.RB?”‘ e 9"?"3&1_1,\“*““3"\“”“- R N Y % 0‘“"‘JZ""""“-.‘.\I“m.oc/\\ >
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Step Action
6. To view and resubmit invoices which failed to upload, do the following:
a. Click the invoice count link in the INVOICES FAILED TO UPLOAD column. Details display
similar to the example below:
Following Invoices failed to upload:
FailedInvoices Description
1 Invool This invoice ID already exists.
2 Inwvooz This invoice ID already
3 INVOO3 This invoice ID already
1 page(s): [1]
b. Correct the failed invoice line(s) and return to step 1 to upload the new/modified batch file.
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Viewing Invoice Batch Upload Histories

Use this procedure to look up one or more past invoice batch upload transactions and view associated
invoice details. After logging in to the Client Invoice Management interface, the initial view is a blank
invoice submittal form.

Ste  Action
p
1. Click Batch Invoice History link from the menu bar.
RAC ACCEPTANCE
Client Invoice Mana
| Submitinvoice | Invoice History | Batch Invoice Uploadl Batch Invoice History | L)oout | Welcome, clientuser

The Batch File Upload form displays.

2. Enter optional search criteria.

a. Batch Name: Enter batch name, or a partial batch name to search by batch. If using this
field, enter at least three characters (required). To return a history of all batch uploads for
your store, leave this field blank.

b. Batch Upload Date From: Enter starting date of the date range to search by, or leave blank
to return all results for your store.

c. Batch Upload Date To: Enter ending date of the date range to search by, or leave blank to
return all results for your store.

Search by any or all fields:

Batch Name:

Batch Upload Darte FIC_:!I__I_I. Batch Upload Dare 'I:o_.
| MMWDDIYYYY | | | MMDDYYYY | B

( ) (o)

{(When using the Batch Name field for searches, enter at least three characlers)

3. Click Search for Batch Uploads to initiate the search.

Once the search completes, the results display in a table format which lists batch names, the
date and time of each upload, a count of the number of invoices successfully uploaded for each
batch and a count of the number of invoices which failed to upload for each batch.

BATCH NAME | BATCH UPLOAD DATE/TIME | INVOICES UPLOADED SUCCESSFULLY | INVOICES FAILED TO UPLOAD \
abigone16.xml 02192012 11:21:46 13 invoices dinvoices ‘
Bigone.xml 0219/201210:20:50 147 invoices 23 invoices

bigonedummy.xml 02/06/201217:19:45 0 invoices 513 invoices

bigonedummy.xml 02/06/201217:16:49 497 invoices 16 invoices
1 page(s). [1] Enter Page number and click Go Go

If no matches are found, a blank search result table displays along with a message of “No
Results Found.”
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Ste  Action
p
4, To view invoices successfully uploaded for a batch, click the invoice count hyperlink under the
“INVOICES UPLOADED SUCCESSFULLY” column for that particular batch line item. The invoice
Search Results table displays the list of invoices (see example below).
Create Da'z | RACA Store 'D| Invoice ID | Invoice Dat: | Submitter First Mam 2 | Submitter Last Narra‘ Customer First Narr 2 | Customer LastNamz | Invoice Status |
6/28/2011 06487 B576 B/28/2011 test6/281 11est6/28 test 1 6/28 test 1 6128 Pending approval View
6/28/2011 06878 G868 6/28/2011 test 6/28 1 1test6/28 test 1 6/28 test 6/28 1 Pending approval View
6/28/2011 06893 6786 62812011 test 6/28 1 11est /28 test 1 6/28 tset1 6/28 Pending approval View
6/28/2011 06988 GBTE8 6/28/2011 test 6/25 1 11est6/28 test 6/28 test6/181 Pending approval View
6/28/2011 06680 84 6/28/2011 test6i28 test6i2g testd 6/28 G/28 test5 Pending approval VEWJ ;
"\‘x.,'cv—"ﬁ“"'“‘ "m"'u'\_,Bﬂ”ﬂ - 9“‘2.’3&11/“*949«;.’*\"””' TR U Ty e "‘Jf""”""-._._‘l‘"mgcf\‘ .f“’ru_ e
5. To view invoices which failed to upload for a batch, click the invoice count hyperlink under the
“INVOICES FAILED TO UPLOAD” column for that particular batch line item. A list of failed
invoices and their failure reasons displays similar to example below.
Following Inveoices failed to upload:
FailedInvoices Description
1 Invool This invoice ID already exists.
2 Invooz2 This invoice ID already exists.
3 INvVOO3 This invoice ID already exists.
1 page(s): [1]
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nppendixa XML Data Schema & Example

This appendix provides the XML data schema used when creating the batch file to use with the RACA
invoice batch upload process as well as an XML invoice file example.

A.1 XML Data Schema

Client invoice batch files must adhere to the RACA standardized XML data schema (example below)
when converting CSV files to XML format in order to utilize the RACA invoice batch upload process.

<?xml version="1.0" encoding="UTF-8" 7>
<xs:schema id="RACAcceptancelnvoiceXMLSchema" targetNamespace="http://tempuri.org/
RACAcceptancelnvoiceXMLSchema.xsd" elementFormDefault="qualified"
xmlns="http://tempuri.org/RACAcceptancelnvoice XMLSchema.xsd"
xmins:mstns="http://tempuri.org/RACAcceptancelnvoiceXMLSchema.xsd"
xmins:xs="http://www.w3.0rg/2001/XMLSchema">
<xs:.complexType name="invoices">
<xs:sequence>
<xs:element maxOccurs="unbounded" minOccurs="0" nhame="invoice" type="invoice" />
</xs:sequence>
</xs:complexType>
<xs:complexType name="invoice">
<xs:sequence>
<xs:element name="headerLevellnfo" type="headerLevellnfo" minOccurs="1" maxOccurs="1" />
<xs:element name="items" type="items" minOccurs="1" maxOccurs="1" />
<xs:element name="totalsInfo" type="totalsInfo" minOccurs="1" maxOccurs="1" />
</xs:sequence>
</xs:complexType>
<xs:complexType name="headerLevellnfo">
<xs:sequence>
<xs:element name="highTouchNumber" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="9" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="racaStorelD" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="8" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="clientStorelD" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="0" />
<xs:maxLength value="50" />
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</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="clientName" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="100" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="clientBillToAddress" type="address" minOccurs="0" maxOccurs="1" />
<xs:element name="invoiceDate" type="xs:dateTime" minOccurs="1" maxOccurs="1" />
<xs:element name="invoicel D" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="customerFirstName" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="customerLastName" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="customerDeliveryAddress" type="address" minOccurs="0" maxOccurs="1" />
<xs:element name="createDate" type="xs:dateTime" minOccurs="1" maxOccurs="1" />
<xs:element name="customerID" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="0" />
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="submittedByFirstName" type="xs:string" minOccurs="0" maxOccurs="1" />
<xs:element name="submittedByLastName" type="xs:string" minOccurs="0" maxOccurs="1" />
<xs:element name="lawsonNumber" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="32" />
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</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="lawsonLocNumber" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="32" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="comments" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:maxLength value="200" />
</xs:restriction>
</xs:simpleType>
</xs:element>
</xs:sequence>
</xs:complexType>
<xs:complexType name="totalsInfo">
<xs:sequence>
<xs:element name="merchandiseTotal" type="xs:decimal" minOccurs="1" maxOccurs="1" />
<xs:element name="deliveryFeeTotal" type="xs:decimal” minOccurs="1" maxOccurs="1" />
<xs:element name="otherCostTotal" type="xs:decimal” minOccurs="0" maxOccurs="1" />
<xs:element name="otherCostDescription" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:maxLength value="200" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="invoiceTotal" type="xs:decimal" minOccurs="1" maxOccurs="1" />
</xs:sequence>
</xs:complexType>
<xs:.complexType name="itemLevellnfo">
<xs:sequence>
<xs:element name="itemID" minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="itemDescription™ minOccurs="1" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:minLength value="1" />
<xs:maxLength value="200" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="quantity" type="xs:nonNegativelnteger" minOccurs="1" maxOccurs="1" />
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<xs:element name="retailPrice" type="xs:decimal” minOccurs="1" maxOccurs="1" />
<xs:element name="discountAmount" type="xs:decimal" minOccurs="0" maxOccurs="1" />
<xs:element name="racaCost" type="xs:decimal™ minOccurs="1" maxOccurs="1" />
</xs:sequence>
</xs:complexType>
<xs:complexType name="items">
<xs:sequence>
<xs:element name="itemLevellnfo" type="itemLevellnfo" minOccurs="0" maxOccurs="unbounded" />
</xs:sequence>
</xs:complexType>
<xs:complexType name="address">
<xs:sequence>
<xs:element name="address1" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="address2" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="city" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:maxLength value="50" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="state" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:maxLength value="2" />
</xs:restriction>
</xs:simpleType>
</xs:element>
<xs:element name="zipcode" minOccurs="0" maxOccurs="1">
<xs:simpleType>
<xs:restriction base="xs:string">
<xs:pattern value="[0-9][0-9][0-9][0-9][0-9]" />
<xs:maxLength value="5" />
</xs:restriction>
</xs:simpleType>
</xs:element>
</xs:sequence>
</xs:complexType>
</xs:schema>
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A.2 XML Invoice Batch Example

- <Invoice>
- <HeaderLevellnfo>
<HighTouchNumber>66519</HighTouchNumber>
<RACAStorelD>6053</RACAStorelD>
<ClientStorelD>1122</ClientStorelD>
<ClientName>GENERIC RETAIL OUTLET</ClientName>
- <ClientBillToAddress>
<Address1>1000 DIVISION ST</Address1>
<Address?2 />
<City>AUSTIN</City>
<State>TX</State>
<Zipcode />
</ClientBillToAddress>
<InvoiceDate>2/4/2012</InvoiceDate>
<InvoicelD>799142</InvoicelD>
<CustomerFirstName>DAVEY</CustomerFirstName>
<CustomerLastName>JONES</CustomerLastName>
<CreateDate />
<CustomerlD>1001-22222-56789</Customer|D>
- <CustomerDeliveryAddress>
<Addressl />
<Address2 />
<City />
<State />
<Zipcode />
</CustomerDeliveryAddress>
<SubmittedByFirstName />
<SubmittedByLastName />
<LawsonNumber>228712</LawsonNumber>
<LawsonLocNumber>0</LawsonLocNumber>
<Comments>PO# :BAS14256</Comments>
</HeaderLevellnfo>
- <ltems>
- <ltemLevellnfo>
<IltemID>9896008</ItemI|D>
<ltemDescription>INSIGNIA 55" FHD LED</ltemDescription>
<Quantity>2</Quantity>
<RetailPrice>100.0</RetailPrice>
<DiscountAmount />
<RACACo0st>200.0</RACACost>
</ltemLevellnfo>
</ltems>
- <TotalsInfo>
<MerchandiseTotal>200.0</MerchandiseTotal>
<DeliveryFeeTotal>0.0</DeliveryFeeTotal>
<OtherCostTotal />
<OtherCostDescription />
<InvoiceTotal>200.0</InvoiceTotal>
</TotalsInfo>
</Invoice>
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Appendix B

Batch Upload Error Messages

During the invoice batch upload process, a number of checks are performed against the XML file to
ensure data is formatted properly and exists when required. If an error is encountered, an error message

similar to below displays.

HighTouch number must not be empty
HighTouch number max length is 9
Invalid HighTouch number

RACA store ID must not be empty
RACA Store ID max length is 8

Invalid RACA store ID

Client store ID max length is 50

Client name must not be empty

Client name max length is 100

Invoice ID must not be empty

Invoice ID max length is 20

Invoice date must be a past date

Invoice date must not be empty
Customer first name must not be empty
Customer first name max length is 50
Customer last name must not be empty
Customer last name max length is 50
Customer ID max length is 50

The create date must be a past date
Lawson number must not be empty
Lawson number max length is 32
Lawson location number must not be empty
Lawson location number max length is 50
Comments field max length is 250

The merchandise total must not be empty
The delivery fee must not be empty

The other costs amount must not be empty
Other costs description max length is 200
The invoice total must not be empty

Item ID must not be empty

Item ID max length is 50

Item description must not be empty

Item description max length is 200

Item quantity must not be empty

Item retail cost must not be empty

Item discount amount must not be empty
Item RACA cost must not be empty
Address 1 field max length is 50

Address 2 field max length is 50

City field max length is 50

State field max length is 2

Zip code field max length is 5

Client bill to Address 1 must not be empty
Client bill to city must not be empty

Client bill to state must not be empty
Invoice ID already exists

Duplicate invoice IDs exist within same batch file
Unknown error

Retail cost must be between -9999.99 and
9999.99

Discount amount must be between -9999.99
and 9999.99

RACA cost must be between -9999.99 and
9999.99

Merchandise total must be between -99999.99
and 99999.99

Delivery fee must be between -9999.99 and
9999.99

Other costs must be between -9999.99 and
9999.99

Invoice total must be between -99999.99 and
99999.99
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