DPM Invoice Entry

Syncada — Payment Manager

Updated as of 2/5/18
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Step 1 — Open Payment Manager ~

G-l Open > Welcome, William
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Step 2a — Create New Invoice ~~

|
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al : Name:  |arrow Moving & Storage of Colg™
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—_— = :- 8 4
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- AT Pastal Code: [ |
Drafts el . _— | - ——|--—'
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 After selecting New > Document there will be a pop-up
» Select the Find Org button
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Step 2b — Create New Invoice ~~

Search For Supplier

Search By:
ID:  [Starts With |*|  [arwcoPM |
Name:  [Starts With B [ |

|:| Inclede Inactive Organizations

Fimd | | Clear All

Organizations Found:

Mame ID Type Address I Organization Status
Arrow Moving & Ston Standard Carrier A‘apF'AH 2825 lanitell Rload Aotive
Colorado Sprngs, CO, 20906, USA, |
Arrows Moving & Stor Payee Identification | CE128 2835 Janitell Road Active
Colorado Springs, CO, 20906, USA,
Arrow Moving & Ston Assigned by Syncad{ ARWC DPM 22285 lanitell Rload Active

Colorado Springs, CO. 20008 USA, |

+ Look for your DPM specific SCAC code
» Select the DPM SCAC and click OK
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Step 2c — Create New Invoice

Select Owner Organization

-

Search For Buyer

Name:
Address 1:

RHES

Address 2: Search By:

Address 3: 1D= |Starts With l:! IDPM I

Address 4:

Name: [Starts With = |

City:
State/Province:
Postal Code:

D Include Inactive Crganizations

Country:
County:

Organizations Found:
MName ID Type \ D

| Find || Clear All

| Organization Status |

DPM USAF JPPSD £ Governments Bill OF | DPMKEKFA 121 South TejonSuite 200
‘ Colorado Sorings COLZ0002 LISA ‘

|active

oc ) WS

 Click Next
 Look for your DPM specific DoD Organization
» Select the DPM specific DoD Organization and click OK
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Step 2d — Create New Invoice

Select Recipient Organization

ding | Fh New Document
Hamae: DPM USAF JPPSO COS
Address 1: 171 South T »
Address 2: |- - o Owner Organization: i;g";\'cuoving & Storage of Colo
Address 3:
Address 4: Recipient DPM USAF JPPSO COS
City: Organization:
State/Provinee:
Spend Category: |Hc usehold Goods I"]
Poastal Code: —
sek Hew Decument Action: |Cr|:.ai:e Invaice -
County: —
| Previous || MNext | Cancel
| Find Crg | Previous

Click Next

In the next screen, make sure the Spend Category is Household Goods
 Make sure New Document Action is Create Invoice
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Step 3 — Entering Data (Header Fields)

Invoice Mew v || Actions v || Motes Save Save As Draft ; Chose
DPFMCONTROLE
Invoice & " i Buyer DPM USAF JPPS0 COS Financial Status
CPMCONTROL® : :
~Order 7. = Suppler Acioac Moing & Storage Co ARWCDPH e o
, ' [DPMCONTROL® ID. ARWCDPM : Pricing Status:
[Order Release: DEMEONTROLS Motice Status: HMNone

|
!
| Ship From: None
ipTo: N
Issue Date: [ 29,20, @ Ship To: MNone

Oircler Amount:
Billed Amount: 1072 USD
Tax Amownt: 0.00 USD

* Input the DPM Control Number provided by site into the Invoice #:, Order
#: and Order Release: fields

— Value should be the same for all three fields
 Issue Date: is your invoice date

Insert information classification here - e.g. U.S. BANK CONFIDENTIAL, U.S. BANK CUSTOMER CONFIDENTIAL | U.S. BANK | 7



Step 4a — Entering Data (Reference Fields)

Invaice Kew w || AcBions v | Hobtes | Save | Save As Draft Close

CEMCONTROLE

Iivaacs & P = Buyer [P F PP
[cewconTROLE | . DPMAKF A

Ao Moing 8 Siocage of Colo ARWND

Orde & [DPMCONTROLY | o g o ARWCHZS
Order Rebeane:  [LOMCONTROLY |

lasus Date: oo~ 00 -

Ship Frean: Hons
Ship To:  Hons

Ovder Aamioant

Finasmeial SEatus

Fustfiment Status

Priging Status
Notos Status:  Hone

uBed Amowant 1aa &) LIED
Tax Asmeani 0.00 LISD
¥ bigrm Hasow Dats
.'\.. .
Invaige |_|:;,!£.-|":.-:.\- - - Termas :-:-,-Enaﬂ -!'r Exchange [
X Rate; Zeheduled Due Date:
Payrmeni Terms:
Evaldatesd AriTiE T
Artnibutes Explerar Wirirriuen Wiaaghs Re-avalurson Pending
Eorll Pance Ra-avplustion Pendng
Ervoloe Vaker

 Select Header tab
 Click on Add button
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Step 4b — Entering Data (Reference Fields)

Reference
E:
Data Type: |Date '{
Qualifier: (a-1,z| Pickup Date #
Value: [p5:07/2017
} : :
Data Type: |Date '{
Qualifier: |De|ivered v
Value: [05/07/2017 B
Add another reference
[ x
Data Type: |Reference 1|
Qualifier: |Criginating Company Identifier =
Value: |spwwic |
Add ancther reference Save Close

» Select the above Data Type: and Qualifier in the screenshots shown above

* Once you've entered the all the values and select the Add another reference button after you've
completed all three

* Note — The Originating Company Identifier should be your four carrier SCAC code
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Step 4c — Entering Data (Reference Fields) =~

Data Type: |Reference ;'i
Qualifier: |Czrrier's Reference Mumber (PRO/Inveice) E|
Value: (nplCONTROL# |

e |

| |
Data Type: |Referance "’I

Qualifier: |Coptract Number |
Value: |Fazgi7 sz & 2esz |

Reference
Add another reference

Data Type: lll
Qualifier: (\jember Mame

Value: ||ghn Smith

Add another reference Save Close

» Select the above Data Type: and Qualifier in the screenshots shown above
— Carrier’s Reference Number = DPM Control number provided by site.

— Data Type for Member Name is User Defined Reference meaning you will type in the qualifier value
instead of selecting from a drop down

* Once you've entered the all the values and select the Add another reference button after you’'ve completed
all three
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Step 4d — Entering Data (Reference Fields) =~

Reference

Data Type: |Date '.l
Qualifier: |Period Start vl
Value: |1774/2017 =_G|)

Reference

Add another reference | |

Data Type: |Reference hd

Reference Qualifier: (cociz| Security Number |

Value: |zze= |

Data Type: |Date -| ‘
. v — Add another reference [ Save | Close
b Qualifier: |Period End :] |
Valuwe: |12/21/2017 B

Add another reference

« Select the above Data Type: and Qualifier in the screenshots shown above

— — |f there are any storage charges you will need to reflect the "Storage Date In" and
"Storage Date Out” with Period Start and Period End qualifiers

* Once you've entered the all the values and click the Save button

. glgte — Social Security Number should only be the last four digits of member’s
N
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Step 4e — Entering Data (Reference Fields) =~

n, [tr==p T i e e F
Overvie Gl o Participant © Line Item N
Inveice |Debit Inmvoice ||v- Terms: |Fre::|a.|:l - Exchange |
Type: ) - Rate: ) Scheduled Due Date:
Payment Terms: CEYS
Evaluated Attributes | Value
Attributes Below Minimum Weight Re-avaluation Pending
Small Parcel Re-avaluation Pending
References Reference Invgice Value
Actusl Pickup Date | |0BDT20VT
Add Ly
Delivered | |DROT0NT
Dﬁ?h Ongnating Company Identiher F—: ARWC
—_
Camie's Raference Number | | DPMCONTROLE
(FROVInvOICE )
Contract Murmber | "| EAZE T s s
Social Securty Mumber H_ LI

* Review the Header tab and make sure you've entered the information correctly

* Invoice with storage charges will need to reflect "Storage Date In" and "Storage
Date Out" in the Header tab

* Note — If you miss key or forget to enter any of the above information you may
delay payment

Insert information classification here - e.g. U.S. BANK CONFIDENTIAL, U.S. BANK CUSTOMER CONFIDENTIAL | U.S. BANK | 12



Step 5a — Entering Data (Participant) =~

' Header || [TTTTTTTYR Line item N

|

Detail
Po-Role: | |carier 2=l Find o
Role Mame ‘ ] Hame: J :

Buying Party DFM USAF JPPS0 | DPMKMFA Select an 1D type —

cos | B B
Suppber Party Arrow Moving & ARWCE128 Address 1: |

Storage of Calo Address 2: J

ARWC
Camier Arrerw Moang & ARWWC M- I l

Storage of Co Address 4: I l
Bill To Party '::IS GFI'.'ETHMEH{ City: | |

gl i
: i State/Province: Ive‘
HHG) B
L P I T P

i

» Select the Participant tab and click the Add button
» Select “Carrier” for Role: field
 Click Find Org button
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Step 5b — Entering Data (Participant) =~

Search By:

ID:  [Starts With x| [prwcoem |
Name:  [ctarts With | | |

D Include Inactive Organizations

| Find || Clear All

Organizations Found:

Mame 1D Type [ Address ’ Organization Status
Arrow Moving & Ston; Standard Carrier A‘rpi ARMEBT12D 2535 Janitell Rioad | Active
Colorado Springs, CO, 50906, USA, ‘
Arrow Moving & Stor Payes |dentification [ ca12e 2385 Janitell Soad Active
| Colorado Springs, CO, 20806, USA, ’
Arrow Moving & Ston Assigned by Syrcam;AF!WSDPM 2525 Jenitell Rioad i.&.cti'.’e

Colorado Sorings, COS00G USa |

* Look for your DPM specific SCAC code
» Select the DPM SCAC and click OK
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Step 5c — Entering Data (Participant) =~

~ - Participant
‘ Detail
Add Delete Role:  |Carie ll‘ Find Org
Role Name [a} Name: Arrow Moving & Storage of Colo A?q

Buying Party DPM USAF JPPSO jDF‘M‘(KFA Select an 1D type

COS Standard Carrier Alpha Cod{ ™| |ARWICDPM ]
Supplier Party Arrow Moving & ARWCE12D Group Purchasing Crganization] (GPO) 3]

Storage of Colo Health Industry Mumber {HIN) F

ARWE :__.-"l..ftusll_y De_'.ﬁm:"d.
Bill To Party LS Gowernment Standard Camer Alpha Code [SCAC) |

Eamilies First Standard Point Location Code (SPLC) |

(HHE) U.5. Customs Carnier ldentification

ikl Vendor Mumber W 5 |
Carrier Arrow Moving & ARWCDPM Federal Tax |ID Mumber

Storage of Colo "N HLRL 0T |:|

ARWEC Postal Cede: B0906 |

* In the above drop down, select “Standard Carrier Alpha Code (SCAC)”
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Step 6 — En

\

tering Data (Charges)

| Overview ~ Header ~ Participant [ULER 70
. IAddLIn.I*_ _ Tax Reference
Gelum Viefn [Docurent Oy Brew { Bage 19f1] tex
L = ny i Line Type Supplier ltem Mo Description Unit Price Met Price
I rhe:um -[m-'a‘»:) |—E UTBOUND.CONTRACTOR |—H L?&l}mﬂ‘ ?*l—;} as.o:.:-:ml- 145.60
Select the Line Item tab and click the Add Line button
Add a line # for each line item
Line Type should be selected as Line Item
Line Sub Type should be selected as NRC-Non-recurring Charge
Supplier Item No should contain service charge code per your contract.
— Free form entry
Description should be service charge code descriptor per your contract (abbreviate as needed).
— Free form entry
Qty = Weight of shipment in CWT format (e.g. Total weight 12160; Qty = 121.6)
UOM should be selected as Each
Unit Price is based on the rate in your contract. @
Note — To view attachment, you must click the Enable button on the pop-up DPM SC List
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Step 7 — Entering Data (Transit Status) =~

Invoice New v  Actions v Motes Save Save As Draft Close
DPMCONTROL#

oios = ; DPM USAF JPPS0 COS5 i : :
Invoice # l D‘PMCO NTRO L# l BUYGV iD- DPMKKEA Financial Status
. T Supplier —E’ Moving & § f Colo ARWC Fullfillment Status:

Order #: [DPMCONTROL# | ID; ARWC9129 A

Order Release: [DPMCDNTF‘.DL# Ithce Status: MNone I

Issue Date: [.,-. e

Notice Status

IFIFIEFiLES

Order Amount: !
Billed Amount: 148.60 Type Status l Status Date Source
Tax Amount: 0.00 = - |
Transit Status |:l IIDeIi'.ferE-:: sl ﬂ D6/07/2017 |E) © -~
wl
< >
| Add | Delete Open Save | Close

Click link for Notice Status:

In window, Click Add button

Status should be selected as Delivered
Enter delivery date under Status Date
Click Save
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Step 8 — Entering Data (Invoice Completion) =~

Invoice Hew v Actions v Motes Save Save As Draft t Close |
DPMCONTROL##

woice #: r DPM USAF JPPSO COS S
e [DPCONTROLE | S | ¥ oo
Order Release: [DPMCUNTRDL# l Stig From: Mo Notice Status: Mone
Issue Date: I::':"--":‘}l-' :-9 Ship To: Mone
Order Amount:
Billed Amount: 14880 USD
Tax Amount: 0,00 UsD

e Click Save button to save Invoice

* Note — If you are missing any key pieces of information a pop-up will
display and give direction on what is missing; correct and click Save
again
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Misc — Supplemental Billing (Create linked eBill) =~

Refresh New » Open Actions w Hotes Attach Download || View v History

Quick Segrch: 1 resulis for INY

# Number Supplier Billed Amount = Expected Amount Due Date Previous Approver
DPMCONTROL# Armrow Moving & Storage of Colo 4 14860 USD 149,60 USD

Refresh | Open Actions v || Notes | Atftach | Download || View w || History
P
Cick Search: Saop Epoument
OE o g = Supplier | Billed Amount  E»
| =Bili from En'mir::el Arrow Moving & Storage of Colo ;‘ 14560 USD

* If you were to have under billed client you can bill the supplemental
charges via eBill

Select Invoice that under billed, then Click New button
Select “eBill from Invoice™ option

Insert information classification here - e.g. U.S. BANK CONFIDENTIAL, U.S. BANK CUSTOMER CONFIDENTIAL | U.S. BANK | 19



Misc — Supplemental Billing (Create linked eBill)
esil e ) o ) (s o] Gioe

[T Tormcowriots ]' Buysr OPMUSAF JPPSOCOS Fincis Sats:
[Pt T = s o A . DPMCONTROLY
PEE TYP*: |crarce Buyer I=]
eBill Amount: 4250 USD
¥ More Hasder Cats
erview { Header ¥ Particpant Jla e
Open Line | Add Line | | Delete Line | | Copy Line
Column View: | ||r Prav [ Page 1 of 1] Mext
= e Code Descriptiona  Related Item Number _ it Pri NetPrice Reference
R ] | Boosan | [ 3] fe2cr = i
» Enter your unique eBill #; i.e. — use the DPM Control Number and add “a” at end of it

 Issue Date: should be similar to an Invoice Date
» eBill Type:

— Under bill client = Charge Buyer

— Over bill client = Charge Seller

Enter in the supplemental charges and click Save button
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End of Training Document

If need additional assistance please contact
customer.support@usbank.com or at 1.800.417.1844.
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