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NOTICE

Graphics

All pictures, field names and general work processes contained in this document are for
illustration purpose only, and may slightly differ from the views displayed in your
organization’s environment.

Assumptions
This guide assumes that its users are well versed in the basic functions of both a Web-based
application and the Subsistence Total Order and Receipt Electronic System (STORES).

What’s New?
As of December 2015:

e The following changes to STORES Help Desk window and Customer Assistance section
have been implemented:
— OCONUS Europe has been changed to DSN: 314.581.2203.
— References to “Outside” and “Inside” Europe have been removed.
- Number formatting changes have been applied.
- International dialing prefixes have been removed.

e As of October 2018
- The Help Desk window has been updated with new OCONUS Europe contact
information.

Troubleshooting

1. Compatibility
Depending on your particular IE browser settings, some windows may not display correctly
(text may overlap), as shown below under ‘Contract Information’:

Contract Information

£ (o
Renteshierabrinber:
Effective Date:

This may indicate a possible compatibility view problem. To correct, click the Compatibility
View icon at the top of your |E browser:

If the problem was due to a compatibility issue, this should have solved your problem. If the
issue persists, contact the STORES Help Desk.

2. Crystal Reports
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In order to have a clean browser history for the reports returning results using Crystal
Reports, users should delete browsing history from Internet Explorer. The user selects Tools

(Sprocket Icon ) followed by Internet Options and on the General Tab select the Delete
button under Browsing History. A Delete Browsing History pop up will be presented with a
'Delete’ button to select. Once selected the pop up will close, select OK on the Internet
Options pop up, then close the browser. Once the user reopens the browser and returns to
STORES they should be able to export the report results. In the event problems persist, the
user may also select the keyboard combination of "Control + F5" the browser will refresh and
the issue with exporting results will be resolved.

Delete Browsing History X

Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files and website files
Copies of webpages, images, and media that are saved for
faster viewing.

Cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.
History
List of websites you have visited.

Download History
List of files you have downloaded.

Form data
Saved information that you have typed into forms.

Passwords
Saved passwords that are automatically filled in when you sign
in to a website you've previously visited.

Tracking Protection, ActiveX Filtering and Do Not Track ¢
A list of websites excluded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests.

@ some settings are managed by your system administrator.

About deleting browsing Delete

history

FOR OFFICIAL USE ONLY
iii




STORES Web Reconciliation Tool - EDI Vendors Users — September 2019

Customer Assistance
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CHAPTER 1 — STORES RECONCILIATION VENDOR
USER BASICS
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1 - Logging On to STORES Web

The Log On screen for the STORES Recon Vendor site is located at the following Internet address:

https://lwww.stores.dla.mil/stores web

You must accept the DoD Terms of Use before you can log on to STORES

1\
2 ™~ /3
A 4
5 —
/6
AN
7 9 8
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OBJECT

FUNCTION

1. UserID

A field for entering your STORES Admin User ID (not case
sensitive).

2. Certificate Log On

A button that allows you to log on to STORES Admin using a
certificate.

3. Non-Certificate Log On

A button for logging on if you are exempt from using a
certificate.

4. New Account Request
Form

A link to start the process of creating a new STORES account if
you do not have one.

5. Certificate FAQ

A link to information about obtaining, installing, and logging on
to STORES using a certificate.

6. STORES Help Desk

A link to display contact numbers and the email address for the
STORES Help Desk.

7. CONUS A link to the Food Services section of the DLA Web site within
the continental United States.

8. OCONUS A link to the Food Services section of the DLA Web site outside
the continental United States.

9. ICE A link to an Interactive Customer Evaluation (ICE) form allowing

you to enter comments about STORES and respond to the
online survey.

The process for logging on to STORES varies somewhat depending on one or more of the following

factors:

You are activating an account.

You are exempt from using a certificate.

You are required to use a certificate.

You are logging on for the first time with a certificate.

For information about obtaining a certificate and installing it on your computer, click on the Certificate

FAQ link on the Log On screen.

1.1 — Path 1: Non-Certificate Log On
You may use the Non-Certificate Log On path and enter your STORES User ID and a Password to log on
if a STORES security administrator has exempted your user account from the certificate log on
requirement. Any attempt to log on using this path will fail when a certificate is required. To log on
without a certificate, follow the steps below.
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1. Open abrowser and enter the following URL: https://www.stores.dla.mil/stores web. The DoD
Terms of Use appear.

2. Read the DoD Terms of Useg, click on the ‘I Accept These Terms’ button and the log on screen
appears:

3. Enter the assigned User ID in the appropriate field and click on the ‘Non-Certificate Log On’
screen. The ‘Enter Password’ screen appears.

4. Click on the ‘Continue’ button on the appearing ‘Welcome’ screen.
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IMPORTANT NOTE

The ‘Account Requirements’ screen (not pictured) appears if no signed copy of the “Access
Request (2875)” and / or “User Agreement” forms have been submitted.
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1.2 — Path 2: Certificate Log On — First Attempt with Required Digital Association

Users are required to create an association between a certificate and their User ID the first time they log
on to STORES using the Certificate Log On path.

When creating an association, the distinguished name on the selected certificate is stored with the user’s
account information as the ‘Digital ID’. Thereafter, the same certificate/User ID combination must be used
to log on. This association lasts until a STORES account manager or security administrator disassociates
the Digital ID from the users’ account—an action that ordinarily occurs at the user’s request or when the
certificate is expired or revoked. Dissociation requires the creation of a new association the next time the
Certificate Log On path is used.

IMPORTANT NOTE

Always close the browser session after logging off to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate selected is retained in the
browser session and a Digital ID Mismatch error appears when at log on.

Create an association by following the steps outlined below:

1. Open abrowser, enter the following URL: https://www.stores.dla.mil/stores web and the ‘Terms
of Use’ page appears:

2. Read the terms of use and click on the ‘I Accept These Terms’ button to display the log-on
screen.
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3. Enter the user ID in the appropriate field and click on the ‘Certificate Log On’ button to display the
‘Choose a Digital Certificate’ dialog box.

4. Select a valid certificate for logging on to STORES and click on the ‘OK’ button.

Digital Certificate Buttons:

o - Displays general help files.
| iew Certficate. .. | Displays specific information about your certificate.

. - Cancels certificate log on, which displays the ‘Certificate Problem screen’.
IMPORTANT NOTES

If the certificate selected is not a valid DOD CAC, FBCA, or a DOD-approved ECA certificate,
users will not be able to log on to STORES.

Depending on the users’ certificate and the level of security associated with the certificate, a
pop-up window (not pictured) requesting password, pass code, or PIN information may
appear. Enter the requested information and click on the appropriate button to continue.
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5. Enter the password in the available field and click on the ‘Submit’ button to display the ‘Create
Digital ID Association’ page.

Create Digital ID Association

The ID displayed below is on the Digital Certificate you chose to log onto STORES.
Do you wish to permanently associate it with User ID: STORESUSER?

CH=Army-Man.Ace Aaron. 19000001123,
Digital ID on chosen Certificate: | OU=USA, OU=PKI, OU=DoD, 0=U.5.
Government, C=US

NOTE: You must have a valid Digital ID association to use STORES.

6. Ensure the Digital ID chosen is the correct one before proceeding.

7. Click on the ‘Yes’ button to display the digital association ‘Confirmation’.

Confirmation

A Digital ID association for User ID STORESUSER has been created.

You will receive an email notification of this change.
The notification will be sent to the email address for this User |D.

NOTES -

e E-mail notifications are sent to the user and to the STORES Administrator confirming that a
Digital ID was associated with the User ID.
e Users are required to use the same Digital ID to log on with this User ID in the future.

8. Click on the ‘Continue’ button to display the ‘Welcome’ page.

9. Click on the ‘Continue’ button.
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1.3 — Path 3: Certificate Log On

If a Digital ID from a Common Access Card (CAC), External Certificate Authority (ECA) (ORC, VeriSign,
and ldenTrust), or Federal Bridge Certificate Authority (FBCA) certificate is associated with an account,

users can log on to STORES using the Certificate Log On path without entering a password by following
the steps below.

NOTE - If the certificate was dissociated, users are exempted from using Certificate Log On for up to 360
days. During this exemption period, users are required to log on with a User ID and password. However,
users may choose to log on with their certificate at any time by following the instructions in Section 1.2 -
Path 2: Certificate Log On.

IMPORTANT NOTE

Always close the browser session after logging off to log on to STORES with a User ID
associated with a different certificate. Otherwise, the last certificate selected is retained in the
browser session and a Digital ID Mismatch error is received when attempting to log on.

1. Open a browser and enter the following URL: https://www.stores.dla.mil/stores_web to display the
‘Terms of Use’ page.

2. Read the terms of use and click on the ‘I Accept These Terms’ button to display the log-on screen.
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3. Enter the user ID in the appropriate field and click on the ‘Certificate Log On’ button to display the
‘Choose a Digital Certificate’ dialog box.

4. Select the certificate associated with the Digital ID of the account and click on the ‘OK’ button. To
display the ‘Welcome’ page.

Welcome

Lastsuccessful log on: 7/8/2019 8:03:42 AM
Last failed log on attempt: 1/2/2018 9:25:52 AM

Continue

5. Click on the ‘Continue’ button to display the main menu page.

Welcome

Last successful log on: 10/25/2011 12:00:00 AM
Last failed log on attempt: 3/22/2011 5:14.04 PM

Your password expires: 12/24/2011

Your Digital ID exemption expires: 12/31/2011

IMPORTANT NOTE
The ‘Account Requirements’ page appears if a signed copy of the Access Request (2875)
and / or User Agreement forms have not been submitted.
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2 — Requesting a New Account

Prior to using the STORES Reconciliation Tool, prospective users must complete a ‘New Account
Request Form’ by following the steps outlined below:

1. Open a browser session and enter the following URL: https://www.stores.dla.mil/stores_web to
display the ‘Terms of Use’ page.

2. Read the Terms of Use and click on the ‘I Accept These Terms’ button to display the Log On
page.
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3. Click on the ‘New Account Request Form’ link to display the ‘Account Requirements’ page.

4. Print the two required forms necessary for an account request to be approved.

5. Select the checkboxes acknowledging having read the information and click on the ‘Continue’
button to display the ‘New Account Request Form’.
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6. Select the ‘'STORES Reconciliation Tool’ option from the ‘Request Type’ dropdown list and the
selected form appears.

7. Enter the user information in the appropriate fields and click on the ‘Continue’ button at the
bottom of the form to submit the form.

8. Check the accuracy of the information entered in the appearing ‘New Account Request
Verification’ page.

9. Select the ‘Modify’ or the ‘Submit’ buttons to either correct some entry or submit the request.

New Account Request Verification
Verify that the information entered below is accurate before submitting.

Request Type: STORES Reconciliation Tool
User ID: MYRECONUSER
Title/Rank: Mr.
First Name: Gerald
Middle Initial/Name: R
Last Name: Harold
Suffix:
Vendor Name: Fresh Fruits
Street Address 1: 101 Garden Street
Street Address 2:
City: Greenville
State: North Carolina
Country: UNITED STATES
Zip/Postal Code: 23479
Phone Number: 2348696095 Extension:
DSN:
Email Address: Gerald.Harold@FreshFruits.com
Subsistence Rep: Jim Smith
Cage Code(s): FF012
Contract(s): SMP30008D1021
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10. Click on the ‘Exit’ button on the appearing ‘Confirmation’ page. An e-mail notification is also sent
to the account provided on the form.

Confirmation

New Account Request submitted for User ID: MYRECONUSER.

You will receive an email notification of the acceptance or rejection of your request.
Motification will be sent to the email address you submitted in your request form.

Exit
TOP OF PAGE

DLA HOME

3 — Resetting a Password
Users of the STORES system may reset their password by following the steps outlined below.

IMPORTANT NOTES

to reset the password starting at Step 8.

The account activation instructions received via e-mail are valid for seven days.

1. Enter the user ID in the field of the same name on the Log On page and click on the ‘Non-
Certificate Log On’ button.

User ID: | |

[ Certificate Loy On ] [ Non-Certificate Log On ]

2. Select a valid certificate for logging on to STORES and click on the ‘OK’ button to display the
‘Enter Password’ page.
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3. Select the ‘Click Here’ link and the ‘Reset Password Request’ page appears.

4. Enter the USER ID and last name in the available fields and click on the ‘Submit’ button to display
the ‘Confirmation’ page.

5. Click on the ‘Exit’ button and follow the instructions on the ‘Confirmation’ page.
6. Access the registered e-mail address and follow the directions outlined to complete the reset
password process.

7. Read the ‘Terms of Use’ and click on the ‘| Accept These Terms’ button.

Account Activation

User ID: |
Last Name: |

Submit |

8. Enter the User ID and Last Name associated with the account in the provided fields and click on
the ‘Submit’ button to display the ‘Password Reset’ page.

NOTE: Passwords must be at least 8 characters in length.
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Reset Password
(* Indicates a Required Field)

User ID: | SCHUMACHER

* New Password: |

©)

|
* Confirm Password: | |

[ Continue ] [Reset] [ Cancel ]

NOTE: The ‘Cancel button closes the browser session and terminates the password reset process.

9. Follow the instructions on the screen and click on the ‘Continue’ button and the ‘Confirmation’
message appears.

Confirmation

The password for User ID: SCHUMACHER has been reset.
A confirmation email has been sent to your registered email address.

10. Click on the ‘Logon’ button and log on to the system from the appearing STORES Log On page.

4 — Requesting Re-Activation
When users’ accounts are disabled -- by a system administrator, an expired password, three failed

consecutive logging attempts or due to a lack of activity for 35 days — an electronic reactivation request
may be requested.

Follow the steps outlined in this section to electronically request an account reactivation.

IMPORTANT NOTE
Accounts are disabled after 35 days of inactivity; however, 14 days prior to the date, a daily e-
mail notification is received until either the account is accessed or disabled.

1. Click on the ‘Submit Reactivation Request’ button in the appearing ‘Deactivated User Account’
page after a failed logging attempt.

Deactivated User Account
The account for User ID: RECONVENDOR has been deactivated.
Deactivation Reason: Administrator Manually Deactivated
To request reactivation of your account, click Submit Reactivation Request
If you are not RECONVENDOR, click Cancel to return to the Log On screen.
[ Submit Reactivation Request ] [ Cancel ]

2. Click on the ‘Exit’ link in the appearing ‘Confirmation’ page.

Confirmation

A Reactivation Request for User ID: RECONVENDOR has been submitted.
A notification of this submission has been sent to your registered email address.

Exit
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NOTE - While a reactivation request e-mail confirmation is sent to the registered account, an e-mail
notification will also be received when an account administrator processes the request. Follow the
instructions included to complete the account reactivation process.

5 — Password Expiration Notification
Password expiration notifications only appear to users who are required to use a password to log into
STORES. The message appears at the bottom of the home page.

The notification appears 10 days prior to the password expiration and remains until either users enter and
save a new password or until the current password expires.

To change the password, simply click on the notification message ling and follow the instructions.

IMPORTANT NOTE

The requirement to change the STORES password is not applicable to CAC, FBCA and ECA
certificate holders.
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6 — Logging Off of STORES Web
Select the Logoff link on the STORES Reconciliation Tool home page.

A message displays: Logged Off and You have logged out of the STORES Web Application.
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CHAPTER 2 -
THE STORES RECONCILIATION TOOL HOME PAGE
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After logging into STORES as a Reconciliation vendor, the ‘STORES Reconciliation Tool’ home page
appears.

1. Main Menu - Displays several items with their own sub-menus. Click on any of the listed items to
display its sub-menu.

! Home Order Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mismatched Invoices Receipts Without Invoices Invoices Without Receipts Create Invoices

2. Counts - Displays the number of Mismatched Invoices, Receipts with Invoices, and Invoices
without Receipt for CAGE Codes and Contracts assigned to the user.

3. Messages — Displays information applicable to all users of the STORES application.
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CHAPTER 3 -
RECONCILIATION OF ELECTRONIC DATA
INTERCHANGE (EDI) RECORDS
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1 — Reconciling EDI Records
Several operations may be performed to reconcile receipts and invoices using the instructions in this
chapter.

1.1 — Mismatched Invoices

The ‘Mismatched Invoices — Summary’ page displays all invoices and receipts for a contract number(s)
assigned to the user where a value is missing or the values are not the same. The ‘Mismatched Invoice
Details’ page allows users to modify values in an invoice, as needed.

Follow the steps outlined below to display Mismatched invoices:
1 Click on the ‘Reconcile’ item in the main menu and select the ‘Mismatched Invoices’ option.

| Homel |Drder Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mizmatched Invoices Receipts Without Invoices Invoices Without Receipts Create Invoices

OR -

Click on the link for Mismatched Invoices in the ‘Counts’ feature on the home page.

The ‘Mismatched Invoices — Summary’ page appears displaying all the contracts assigned to the users.
Each contract is followed by two numbers:

- The number of mismatched invoices/receipts
- The number of mismatched invoices/receipts to be removed from Recon within five days

2 Limit the results appearing on the page by activating the checkbox next to the target contracts and
clicking on the ‘Refresh Page with Selected Options’ button.
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3 Click on any of the table headers to change the sorting order of the results.

4 Access the details of any invoice by clicking on the invoice number link and the ‘Mismatched Invoice
Details’ page appears.
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5 Update the invoice information for the following fields only:

e CLIN

Stock Number
Quantity

Price

The text in the ‘Exceptions’ column identifies issues with the mismatched invoice.

The text in the ‘Remarks’ column indicates the status information regarding the row.

6 Perform any necessary updates and click on the ‘Submit Changes’ button.

7 Return to the ‘Mismatched Invoice - Details’ by clicking on the ‘Return to Summary’ button.
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1.2 — Receipts Without Invoices
The ‘Receipts Without Invoices’ page displays all receipts for a specified contract(s) assigned to the user
for which no invoice has been submitted.

Follow the steps outlined below to display the Receipts Without Invoices:
1 Click on the ‘Reconcile’ item in the main menu and select the ‘Receipts Without Invoices’ option.

I Home Order Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mismatched Invoices | Receipts Without Invoices | Invoices Without Receipts Create Invoices

OR -

Click on the link for Receipts Without Invoices in the ‘Counts’ feature on the home page.

The ‘Receipts Without Invoices — Summary’ page appears displaying all the contracts assigned to the
users.

2 Limit the results appearing on the page by activating the checkbox next to the target contracts and
clicking on the ‘Refresh Page with Selected Options’ button.
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3 Click on any of the table headers to change the sorting order of the results.

4 Access the details of any receipt by clicking on the Purchase Order Number link and the ‘Receipts
Without Invoices - Details’ page appears.

5 Change the sort order of the results by clicking on any of the table headers.

6 Click on the ‘Return to Summary’ button to bring back the ‘Receipts Without Invoices — Summary’
page.

FOR OFFICIAL USE ONLY
26



STORES Web Reconciliation Tool - EDI Vendors Users — September 2019

1.3 — Invoices Without Receipts
The ‘Invoices Without Receipts’ screen displays all invoices for a specified contract(s) assigned to the
user and for which there is no receipt(s) in the Reconciliation Tool.

Follow the steps outlined below to display the Invoices Without Receipts.
1 Click on the ‘Reconcile’ item in the main menu and select the ‘Invoices Without Receipts’ option.

! Home Order Confirmations Fill Rate Maintenance Reports Download Changes Messages
Mismatched Invoices Receipts Without Invoices | Invoices Without Receipts | Create Invoices

OR -

Click on the link for Invoices Without Receipts in the ‘Counts’ feature on the home page

The ‘Invoices Without Receipts — Summary’ page appears.

2 Limit the results appearing on the page by activating the checkbox next to the target contracts and
clicking on the ‘Refresh Page with Selected Options’ button.
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3 Change the sort order of the results by clicking on any of the table headers.

The following records appear on this page:
e Non-EDI records
e EDI records.

NOTE: Changes cannot be made to Non-EDI records on this page; however, the ‘Purchase Order
Number’ of EDI records can be updated.

4 Enter a new value in the ‘Purchase Order Number’ and click on the ‘Submit Changes’ button.

The status momentarily changes to ‘Update’. After the row is successfully updated, the status reverts to
‘No Change’.
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5 Click on the invoice number link to view the details of an invoice without a receipt.

NOTE: For Non-EDI records, only the ‘Quantity’ can be updated. For EDI records, the ‘Stock Number,
‘Quantity’ and ‘Price’ can be updated.

6 Enter any appropriate data in the available fields and click on the ‘Submit Changes’ button.

The status momentarily changes to ‘Update’. After the row is successfully updated, the status reverts to
‘No Change’.
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7 Click on the ‘Reset’ button to revert to the previous value.

1.4 - Creating Invoices
The ‘Create Invoices’ functionality is not available for EDI records.

Atfter clicking on the ‘Create Invoices’ option from the ‘Reconcile’ menu item, the ‘NO RECORDS FOUND’
message appears.

Create Invoices
Summary

NO RECORDS FOUND
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CHAPTER 4 -
ORDER CONFIRMATIONS
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The ‘Order Confirmations’ summary displays read-only information for Purchase Orders (PO) sent by
customers and provides notification to STORES customers that their POs were received by vendors.
Once a PO has been confirmed through this process, the STORES Customer user can view the PO
Received Date in the Pending Receipts page of the STORES Customer application. The PO will remain
on the Order Confirmation page until one day past the order RDD date of the order.

1. Select ‘Order Confirmations’ in the STORES navigation menu to display the page.

2. The Order Confirmation screen returns ‘Only Unconfirmed Purchase Orders’ by default

3. Click on the ‘Filtering Options...’ button and the ‘Unconfirmed Purchase Orders’ for all contracts
appear.

Order Confirmations
Showing Only Unconfirmed Purchase Orders

"i.liering Opti.n;
Please Mote: The selections below are Contract numbers followed by the number of Unconfirmed Purchase Orders.

MISPE30017DA015 1 MISPE30017DA016 5 [¥ISPE30017DA017 36 MISPE30017DA025 14 &ISPE30017DQ000 2
ISPM30010D3382 2 VISPM30014D3736 34 [ SPM3S113DZ187 8

Show Contracts with POs that are: ™ Uncenfirmed [|Confirmed ] Select All Contracts | Refresh Page with Selected Options. |

NOTE: Users can only view selected Purchase Orders; they cannot enter or change the PO Received
Date.

The following three filtering options are available:

e Unconfirmed - Purchase Orders that have not been confirmed.
e Confirmed - Purchase Orders that have been confirmed.

o Select All Contracts
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To select the ‘Confirmed’ contracts, activate the ‘Confirmed’ checkbox, select the appropriate Contract
Number(s).

4. Deselect the ‘Select All Contracts’ checkbox. The screen reappears displaying all Purchase
Orders associated with the selected Contracts.

Order Confirmations
Showing Only Confirmed Purchase Orders
Filtering Options...

o | gmro | oomer | RECE | Pt | Commma MR o RRed | confimedny
s == Date Number e CLINs Daie
O WIEHSI 08/03/2017 | 11/01/2017 | WSBHSIT2150923 | SPM30014D3736 3 091052017 TOMVEN12
D 194609 09/06/2017 093072017 | 19460972495270 | SPM30010D3382 2 08/07/2017 ERIKRECONTEST
| | Page 10f1] Rows1-20f2
Confirm as Received Unconfirm Print Selected Orders Reset

5. Select the unconfirmed PO by activating the corresponding checkbox.
6. Enter a PO Received Date in the appropriate field.

NOTE: When manually entering dates into the ‘PO Received Date’ field, instead of using the appearing
calendar option, users must first enter the date in the field then press the ‘Enter’ key to activate the
‘Confirmed as Received’ button.
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7. Click on the ‘Confirmed as Received’ button and the following screen appears. Note that the
previously confirmed item disappeared from the unconfirmed POs list.

8. Click on the ‘Filtering Options...’ button, deactivate the ‘Unconfirmed’ checkbox option and
activate the ‘Confirmed’ checkbox option finally click on the “Refresh Page with Selected Options’
button and the following screen appears.

Order Confirmations
Showing Only Confirmed Purchase Orders

| Fillen'ngioptiuns... I

Please Note: The selections below are Contract numbers followed by the number of Confirmed Purchase Orders.

VI sPM30010D3382 1 M1SPM30014D3736 1 M SPM3S113DZ187 1

Show Confracts with POs that areI [TUnconfirmed [ Confirmed & Select All Contracts I| Refresh Page with Selected Options

[ ] m %‘;’1:’: %ﬂ':;u[imd pl:)“r:;::e ﬁ?j‘:ﬂ"::: ""E""' Re:%')ved Confirmed
e Leie Date Number S CLINS Date
I:‘ Uvyo331 0814/2017 11122017 | WIMPFF72260144 | SPM35113DZ187 8 0972072017 ERIKRECONTEST
s O WOSHSI | 08032017 | 1012017 |WOSHSI72150923 | SPM30014D3736| 8 |[09/s2017 TOMVEN12
I:‘ 194609 09/06/2017 09/30/2017 19460972495270 | SPM30010D3382 2 097072017 ERIKRECONTEST

‘ | Page1of1]| Rows1-3Jof3

NOTE: This step is not necessary for Unconfirmed POs.
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9. Click on the ‘Print Selected Orders’ button to view or print selected Purchase Orders.

10. Click on the ‘Print’ button on the ‘Purchase Order Details Report’ page.
Purchase Order Details Report

Print Back

Purchase Order Number: W91PFF72260144

Purchase Order Number: W91PFF72260144 ShipTo DoDAAC: UY0331
Confract Number: SPM35113D7187 ShipTo Address: ANHAM FACILITY
Vendor: AMERIQUAL EUROPEAN EMIRATES TRADING
PHD: 006K KUWAIT FREE TRADE ZONE
RDD: 11A272017 PHASE 1 WAREHOUSE #14

Order Date:  8/14/2017 1:25:15 PM
SHUWAIKH PORT KW, 0 KW
Ordered By:  Nancy Thomas

Document Vendor

Stock . Proj
Number Number Ext Price

5
7

Part Number Description Vendor Order Qty

CLIN Price
1 WO1PFF72260133 8970015256726 2201 BREAKFAST 1 PERISHABLE, 255 EA 74.92 19,104.60
2 WO1PFF72260134 8970015256344 2200 BREAKFAST 1 SEMIPERISHABLE, 255 EA 12545  31,989.75
3 WO1PFF72260135 8970015256389 2210 BREAKFAST 6 SEMIPERISHABLE, 468 EA 146.76  68,683.68
4 Wo1PFF72260136 8970015256740 2nm BREAKFAST 6, PERISHABLE, 468 EA 7147 33,307.56
5 WO1PFF72260137 8970015256813 2231 LUNCH/DINNER 1 PERISHABLE, 252 EA 9147 22,974.84
6 WO1PFF72260138 8970015256783 2230 LUNCH/DINNER 1 SEMIPERISHABLE 252 EA 156358 38,702.16
7 WO1PFF72260139 8970015256825 2245 LUNCH/DINNER 8 PERISHABLE, 252 EA 19364  48,797.28
8 WO1PFF72260140 8970015256803 2244 LUNCH/DINNER & SEMIPERI SHABLE, 252 EA 13890 35,002.80

Totak: 298,562.67

11. Log out of the Recon module and log in to the Customer module.
12. Access the ‘Pending Receipts’ from the menu and the following page appears displaying the
vendor receipt message for the previously confirmed item in the Recon module.
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CHAPTER 5 -
FILL RATE MAINTENANCE
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Clicking on the ‘Fill Rate Maintenance’ menu item (shown as Highlight 4 in the menu image) displays the
‘Fill Rate Maintenance’ sub-menu.

The purpose of this functionality is to allow vendors to submit short shipment information to be considered
as part of fill rate.

IMPORTANT NOTE

Short Shipment information are either entered by the users directly to Recon or submitted to
the DLA Representatives using available templates.
Please refer to the sections below to follow the appropriate process.

1 — Enter Fill Rate

Clicking on this item (shown as Highlight A in the sub-menu image) displays the ‘Purchase Orders for Fill
Rate Information Entry’ page which allows:

e Vendors to enter their short shipment information.

e Vendors to enter short shipment information or DLA Representatives to enter short shipment
information on the vendor’s behalf.
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IMPORTANT NOTE

Vendor Item Contracts (VIC) which do not have records associated to them will not appear
in the VIC filter.

The following filters are default selections to display the VICs which Purchase Orders of the following
categories:

Not Submitted — Purchase Orders that have not been submitted to the DLA Representative for
review.

Only Short Shipped POs — Purchase Orders that have one or more line items that have been
identified as short shipped.

Submitted — Purchase Orders that have been submitted to the DLA Representative for review.
All POs - All Purchase Orders associated with selected VIC(s), submitted or not submitted.
Imported — This feature displays Purchase that are imported.

Select All VICs — All Purchase Orders associated with all VICs assigned to the current user.
Search By PO Number - This feature allows users to enter up to 14 characters to retrieve a
target Purchase Order. When selected, this search ignores all other filtering options.
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1. Make the appropriate filtering selections by choosing the radio buttons and checkboxes and click
on the ‘Refresh Page with Selected Options’ button.

| IMPORTANT NOTE

See the ‘Messages’ column for information on the corresponding Purchase Order (PO) —

= INVOICED - Appears if at least 1 CLIN has an invoice in STORES. The tool tip message
states: ‘At least one line of the PO has an invoice processed.’

=  SUBMITTED - Appears if the Purchase Order was submitted by a vendor or DLA
Representative. The tool tip message states: ‘The PO was submitted on ‘MM/DD/YYY’ by
‘USER ID”.

= |MPORTED - Appears if the Purchase Order was imported.
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2. Select a target Purchase Order (PO) from the list to display its details.

3. Click on the ‘Show All Lines’ button to display the lines pertaining to the selected PO.

| IMPORTANT NOTES

The 'Show All Lines' button is a toggle that appears, as a default from the summary screen,
displaying only short shipped lines. Clicking on this button displays all lines of the PO, short
shipped or not. The button then changes to 'Show Only Short Shipped Lines', which allows
going back to showing only the short shipped lines.

It is strongly recommended to submit outstanding invoices prior to entering Short Shipment
information.
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4. Enter the appropriate amount in the corresponding ‘Delivered Quantity’ field.

The ‘Delivered Quantity’ field is editable only if an invoice has not been processed against that CLIN. If an
invoice containing the CLIN that has been edited after the user manually entered a delivered quantity,
that value will be overwritten by the invoice’s delivered quantity value.

| IMPORTANT NOTE

See the ‘Messages’ column for information —

= INVOICED - Appears if the CLIN has an invoice in STORES; the tool tip message
states: ‘INVOICE NUMBER’, ‘INVOICE DATE'.

= REASON - Appears as a message only if users enter a comment or if invalid
characters are entered in the comments.

The following special characters “\*& "~| are not permitted in this field.
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Select an option in the ‘Short Shipment Reason...” dropdown list.

The following buttons are available:

Reset — Enabled whenever data is entered into an editable field or if a short shipment reason is
selected from the dropdown. It reverts the values back to those prior to the edits. It does not
revert data back after the ‘Save’ or ‘Submit’ buttons are clicked.

Save — Records the entered information into the database. Data can be changed and re-saved
unlimited times. Saved records have not been submitted to the DLA Representative for review.
The ‘Save’ button is not activated if the Purchase Order was submitted by the vendor or DLA Rep

on behalf of the vendor.

Submit — Sends the entered information to the DLA Representative for review. Once a Purchase
Order has been submitted, it can no longer be edited.

Show Only Short-Shipped Lines — Displays Purchase Orders that have one or more line items
that have been identified as short shipped.

Return to Summary — Brings user back to the ‘Enter Fill Rate Summary’ page.

Click on the ‘Save’ button to keep the updates made.
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2 — Entering Short Shipment Information for Submission to DLA
Representatives
Users who provide Short Shipment information to DLA Representatives for importing into STORES must:

1. Contact the DLA Representative, prior to their initial submission.

2. Download the templates to be used for capturing Short Shipment information from the ‘Help’ page
as shown below.

NOTE: Both the ‘Exception’ and the ‘PO Summary’' spreadsheets must be completed to be valid for
submission.

| IMPORTANT NOTES

The information below applies to both the ‘Exceptions’ and ‘PO Summary’ spreadsheets.
Create a separate file for each report: one for Exceptions and another for PO Summary.

It is highly recommended to name the imports using the information imported (e.g., Vendor
Name, Contract Number and Month of the Report: US_FoodSvc 3007 PO Summary July
2014).

1. Access the ‘Help’ menu from the banner.
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2. Locate the templates from the page displayed.

STORES Reconciliation Tool Vendor Help

The links displayed in the sections below provide access to important documents related to using STORES Web.

STORES Reconciliation Tool Vendor User Guide
The STORES Customer User Guide is available for viewing, printing and/or downloading in two formats:

. rtable Document Format (PDF) can be viewed and/or prinied andfor saved (downloaded) to your
ompuier's hard drive using Adobe Acrobat Reader® software (version 5.0 or higher). If you do not have
Adobe Reader® installed, please visit Adobe’s websiie o download the software.

+ Microsoft® Word®@ (read-only) document can be opened for viewing and/or printing or saved (downloaded) to
your computer's hard drive using Microsoft® Word@ software (95 version or higher). [NOTE: Lower versions of
Word may not display these documents as they were originally designed.]

PDF

To view a document in PDF, click on the corresponding PDF link in the chart below. This will launch Adobe Acrobat
Reader® in a separate browser window (if the application is loaded on your computer) and display the selected
document. The PDF documenis for this guide are pre-set to appear magnified on your screen so that graphic images
contained in the guide will display more clearly. Use the horizontal scroll bar to center the document on your screen,
and the vertical scroll bar to move up or down each page. Follow the Reader® application's instructions to find a
specific word or phrase within the document, to print it out and/or to download (save) it to your computer's hard drive.

To download a POF document without viewing it first, right-click on the PDF link beside the desired document in the
chart below and then select "Save Target As" (if you are using an Internet Explorer browser).

Word

To access a document in Microsoft® Word® format, click on the corresponding Word link in the chart below. A
message will display, asking if you want to Open the file or Save it to your computer. If you click on Open, the Word
application will launch in a separate browser window (if the application is loaded on your computer) and display the
selected document. If you click on Sawve, a Save As window displays. Select the location where you wish to save a
copy of the document and click on Save again. A second method for saving (downloading) the document is to night-
click on the corresponding Word link in the chari below and then select "Save Target As" (if you are using an Internet
Explorer browser).

Follow the application's instructions fo find a specific word or phrase within the document or to print it out. These two
actions may be performed following either the Open or Save oplions.

STORES Recon Vendor EDI User Guide PDF Format
STORES Recon Vendor EDI Guide Microsoft Word Format
STORES Recon Vendor Non-EDI Guide PDF Format

_ . N

STORES Import Vendor Fill Rate Information Templates
Flease use the templates below to enter fill rate information.

Vendor Fill Rate PO Summary.xls
Vendor Fill Rate Exceptions.xls

3. Save both ‘Vendor Fill Rate PO Summary.xls’ and ‘Vendor Fill Rate Exceptions.xls’ files
in a target location.
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CHAPTER 6 -
REPORTS
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Click on the ‘Reports’ menu item to displays its sub-menu containing the ‘View Invoice Information’ report.

I Home Reconcile Order Confirmations  Fill Rate Maintenance Download Changes Messages
| View Invoice Information |

1 — View Invoice Information

The ‘View Invoice Information’ report provides the Vendor and Account Manager a means of searching
either by ‘Purchase Order’ or by the combination of ‘Contract Number’ and ‘Invoice Number’ to return a
report displaying Purchase Orders and Contracts currently associated to the user.

1. Select ‘Reports’ then ‘View Invoice Information’ to display the landing page:

2. Enter the search criteria in the appropriate fields by either:

e Entering the ‘Purchase Order Number’
-OR -

e Entering both the ‘Contract Number’ and ‘Invoice Number'.

3. Click on the ‘View” button to launch the report containing the results according to the criteria
entered.

View Invoice Information

To view invoice information, provide the purchase order number and click ‘view',
or, provide both the contract number and the invoice number, and click 'view'.

ContractNumber [
Invoice Number [

view

1 Record found matching your Purchase Order

Purchase Order Number R2012672021676

Purchase Order

‘Number R2012672021676 Invoice Number 97TTIT Created By EDI
Contract Number SPE30016DWS523 Date Invoice Received 81412017 Hidden By
PID Invoice Indicator Active (EDI) Hidden Date
CLIN Stock Quanti Unit Extended Date Updated ‘Copied From Date Released to Mismatched “Trash Can' Trash Can"
Number Price Price Updated By Receipt EBS Reason Date Reason
0001 892001E113230 2 5.18 10.38 N No receipt line:
0002 392001E115635 1 9.97 9.97 N No receipt line
0003 892001E113237 2 638 1276 N No receipt line.
0004 392001E220441 1 638 6.38 N Mo receipt line
0005 292001220442 1 633 638 N No receipt line:
0006 892001E113232 1 6.38 6.38 N No receipt line.
0007 _892001E113873 1 5.18 518 N No receipt line
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CHAPTER 7 -
MY CAGE CODE ASSIGNMENTS
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Users can view their current CAGE Code assignments, request new assignments, or remove current
assignments by following the steps below:

1. Click on the ‘My User Info’ link on the right side of the main menu to go to the ‘My User Information’
page.

2. Click on the View My CAGE Code Assignments link at the bottom of the screen.

My User Information

MOTE: Allfielkds maked with an ssterisk | = ) are required

User 10:

Date Created:
Date Unretired:
Account Status:
Account Type:
Affiliation:

SALVORECON
B/26/20H6 10:32:31 AM (Philadelphia Time)

Active
STORES Recon User

Vendor

Title/Rank:

* Firgt Name:

Middle Initial/Name:

Lag Mame:

*Wendor Name:

* Street Address 1:

= city: |[city |@)

* State:

* Country:

- Zpportal Code: @
[122 245-2133]

* Phone Mumber:

* Email Address: |L5El@tp_=.ting.ncrn

* Confirm Email Address: |

[se] | cancel |

Send Message View My CAGE Code Assignments

3. Deactivate the ‘Show Only Active Contracts’ checkbox to view inactive contracts.

4. Click on the ‘Close Window' button to remove the Assigned CAGE Code(s) / Contract(s) page.
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5. Click on the ‘Send Message’ link at the bottom of the screen to request changes to CAGE Code
assignments.

6. Enter the appropriate information in the ‘Message field’ -- either a request for new CAGE Codes or
a deletion of existing CAGE Codes — and click on the ‘Send’ button.

Send Message

Use this form to send a message to your STORES Reconciliation
Tool Account Manager. Please note, password reset requests will no
longer be handled through messaging.

Please assign 079MS5.
Please remove 014D1. |

Message:

[Send ] [ Reset ] [ Cancel

The message is sent to the user's Recon Manager.
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CHAPTER 8 -
DOWNLOAD CHANGES
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The ‘Receipts Without Invoices’ screen displays all receipts for a specified contract(s) assigned to the
user for which there no invoice has been submitted.

1. Select the ‘Download Changes’ menu option from the main menu and the ‘Download Invoice
Changes’ page appears.
Home Reconcile Order Confirmations Fill Rate Maintenance Reports |Download Changes |Messages

2. Select a date or date range for which to run the report and click on the ‘Download’ button.

NOTE: If no data is available for the date or range selected, a message displays.

3. Click on the ‘Open’ button to open the report:

The changes for the date range selected appear in Notepad:
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CHAPTER 9 -
MESSAGES
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1. Click on the ‘Messages’ menu option to view the messages.
Home Reconcile Order Confirmations Fill Rate Maintenance Reports Download Changes

The ‘Message Bulletin Board’ page appears. New and unread messages are displayed.

2. Activate the ‘Mark Messages as Read’ checkbox to move the messages from the home page to
the ‘Message Bulletin Board’ until a Recon Account Manager inactivates it.
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