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Best Practice Tips

A. Always communicate with your Lowe’s buyer prior to submitting anything to Lowe's.

B. Be sure you and your Lowe’s buyer are in constant communication to avoid confusion
and delay in payment.

C. If you are unsure of how to use any part of the tool, stop and call your Lowe’s buyer
or Procurement Support (336-658-4180).

D. Before submitting an invoice on a Change Order, check with your Lowe’s buyer. This
will help eliminate duplicate orders.

E. Always check LowesLink® for Vendor Bulletins containing important information.
F. Download and read the Vendor FAQ's on LowesLink®.

G. Credits cannot be accepted through the Spend Management system. Work with your
Lowe’s buyer outside this site to handle ALL credits.

H. If you experience any performance or technical issues while using this site, please
contact Procurement Support (336-658-4180) or your Lowe’s buyer immediately.
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How to Review and Accept Agreement

Procedure

Vendor must accept agreement to be able to view purchase orders and submit invoices.
Agreement only has to be accepted once per vendor.

Q- O HNRG PHO &% m- L3 e

PeopleSoft.

Search:

@

[ eProcurerment
[ eSeftlements

[ Worklist

> Reporting Toals

— Change Wy Password
— My Personalizations
|— My System Profile

“BeopleSoft

Step

Action

Click the eSettlements link.[>_eSstiements|

C- O KR PO m-JES

- Workii ﬁ Ivoices ﬁ Payments ﬁ Procurement Information

orklist Review inveice matehing, approvel, dispites, Creste, apprave, and review paymerts. Creste receipts, and review purchase orders
[ Reparting Tools payments, and aging balances EIReview Payments and receipts
- Chanoe My Password EMansge Bills

[~ My Personalizations
[~ My System Profile

PeopleSoft.

Main Menu =

ﬁ eSettlements

Arcess the eSettlements center

Eﬁ" Supplier Dashboard E Self Service Invoice Supplier Information
I Inwoices Review overall invoice and payment status Enter or correct invoices. Create, maintain, or review suppliers,

I Payments

[» Procurement Information
— Supplier Dashboard

— Self-Service Invoice

with drill-ciowens and charts agreements, and user profiles.

ElRevizw Supplier Details
ElReview Aareement Details

ElReview Purchase Orders
=l Reviewy Payment Instalinerts

Il Receivables Aging Balance
= Revievs Customer Balances

Step

Action

Click the Review Agreement Details button. [FEeview surcemert Detais]
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- O NRADG LHO 2% w-LJE A

PeopleSoft.

Search:

®

[> eProcurement

[~ eSetllements

= Supplier Infarmation
Eeview Supplier Details

[ Invoices

I Payments
[» Procurement Information
— Supplier Dashboard
— SeltService [nvoice

[ Worklist

> Reporing Tools

— Channe My Password

— Lty Personalizations

— hiv Swstern Profile

Hotme

s Window | Help | Custorize Page |

{ Agreement Inquiry

Review Agreement Details

Inquiry

| aQ Search

Buyer:

Agreement Status: ~ |

Search Resulis

Supplier Location Adreement Status

MAIN LOCATION Accep_ted by Buyer and
Supplier

Buyer Buyer Name Supplier Hame

EXPO1 Lowe's Companies Inc.

Step | Action

3

Click the Buyer link.

@“J @@k

2 P&k 2% @-LKH -

PeopleSoft.
Menw 8

Search:

| |®
[ BProcurement
= eSettierments
= Supplier Infarmation
— Review Supplier Details

[ Invoices

[ Payments

[ Procurement Information
— Bupplier Dashhoard

— Belf Service [nvoice

[ Worklist

[> Reporting Tools

— Chanoe My Password

— Wy Personalizations

— Wy Systerm Profile

Haome

Mews Window | Help | Custarize Pa

{ Supplier
Agreement Reference

ExPO1

Buyer: Lowe's Companies Inc.

Supplier: Location: AN LOCATION

Customer Ref ID:|pa047

Comments: RETESTING

Agreement Information
L

[ Remit Supplier Used  Name: |

Delete

|

0140141 300 |[31

P it Terms: | drvalid Value)

Payment Terms effective as of:
Add New Payment Terms

Save | Accept Agreement |

Return to Agreement Redistration Inouiry

Step | Action

Review the agreement. If this is the first time you have reviewed the agreement, click
the Accept Agreement button.

Click the Return to Agreement Registration Inquiry link.

Return to Aareerment Redistration (nouir
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How to View PO Status

Procedure
In this topic you will learn how to view the status of a purchase order (PO).

Information Required:
* Optional: PO number, item number, buyer name, contract ID, and date range

s =D 3

O - © HRAG LK -
PeopleSoft.
Menu B

Search:

@& |/ Manage Orders
(> Maintain Supplier -

L =

Yieww and dowenload purchase orders enter scknowlsdgements and create advance shipmert notices for customer orders

[> ¥yorklist

[> Reporting Toals

— Change by Password
— My Personalizations
— by Systern Profile

Information
! ae E Purchase Orders E Acknowledge Purchase Orders E View Order Summar
= Review and take action on customer Create orline purchase order Yiew PO schedules by tem and due date
— Acknowledge Purchase purchase orders acknowlsdgments.
Orders
— Wiew Order Summary
— Create ASMNS E Create ASNs E‘ View ASN History
— Wiew ASM History Create advance shipping notices for customer “Wiew the advance shipping notices history
[> Review Payment Information POs

Step Action

1. Click the Manage Orders link. [- Manage Orders|

2. Click the Purchase Orders link.

B ceMTh crdain 30 i b oo ez b Lo o kit sl vaieee

' Mirde Pt waTnidinn

G - Y s

L pl==
PeopleSoft,
[T -1
seurh: i virawe | e | Susmroe Page |
()
g I":;‘;;:ﬂl' Pirchasie Ordess
Ihn:l reas Filber Options
| = Puchnm e |

B e Fasm PO e TP Wasng Srkrmaidnan

[ Mg Pok Te PO =]

g by " yjpeegd

: |l..==.-:‘=un_.n L2 .
i Bem
Fmnlide e H pownss OGN
Te Dude (Rl rd TR g T
Bapyer =1
p=

Step Action
3. Enter any known search criteria to limit the results shown. You can enter a PO number

possible values for the select field. Click the Search button.

range in the From PO ID and To PO ID fields, an item number, date range using the
From Date and To Date fields, buyer name, or contract ID. Most search fields

include a look up functionality (magnifying glass). Click the look up icon to view the
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Q- O E@\hp\:&@ﬁ';,ﬂvdﬁ*ﬁ‘ o=
PeopleSoft.
Menw B2

Home

Search: Mew Window | Help | Custormize Pane | &, |
[> Maintain Supplier Purchase Orders

Infarmation -
[+ Manage Orders Purchase Order List

— Acknowledoge Purchase

Orders
= Wiew Order Summary Setfilter options Default View for Change Orders:
— Create ASMNS

_ iew ASH Histn Purchase Order List

[> Review Payment Information PODetails Yy Header Details

[ Worklist

b Reporting Taols Purchase  staus Last Dispatched Date Time Lines  Total Amount ~ Sekiowledde

= Change Wy Password ) ) ) ) -

| hiy Personalizations [] 0080000066 Dispatched 09i25/2008 8:43:18AM 1 1618 USD Supplier Review Create ASN | View ASNs | Vi

- bty Systern Profile X Supplier -
[] 0080000028 Dispatched 09/03/2008 11:27:434M 1 25.00 UsD Responded Create ASN ﬂ
[] 0130000014 Dispatched 090272008 11:42:24PM 1 §,760.00 USD Mew Create ASN Wi

Step | Action

4. To view the details of a PO, click the Purchase Order number hyperlink. Click the
PO Number link.

5. Note: Click the View PDF button to view a generated copy of the PO. Wiy POF

@'J @@\hpﬁﬁﬁ‘;ﬂ'Uﬁﬁ "'r._ﬁlx

PeopleSoft.
Mems &

Search: Mews Window | Help | Customize Page | 5,

®

[ Maintain Supplier Purchase Orders
Infarmation

|+ Manage Orders Purchase Order Details
— Pur s
— Acknowledue Purchase
Qrders
— Vigw Order Summag PO Number: 00800000045 Purchase Order Date: 08M19:2008 Change Order Number: 1
— Create ASNs
— Vigw ASN Histary PO Status: Dispatched Last Dispatch: NAZEING 510°43PM Wigw PO Change Histo
[ Review Payment Information Buyer: DioGuino Kevin (ADMKLD1)
[ Worklist .
[ Reporting Tools Billing Location: BILLINGOO1 Merchandise Amt: 959.50

— Chanoe Wy Password . L o0
— My Persanalizations Payment Terms: M 000 DAY Freight TaxMisc.:

— bly Systern Profile View: Alllines w Total Amount: 959.50 USD

Purchase Order Lines

Line Information Extension Line Details Contract Info
Line Status ftem 1D Description Quantity Amount
1 Active 93369 Book- Appointment. Weekly, 1/EA 100.0000 EA 287.00 USD
2 Active 93261 Book- Composition (3 section). 1/EA 200.0000 EA 642.00 USD
El Active 93406 Book- Pocket memo. 1/EA 50.0000 EA 3050 UsD

First (0 4 of 1 [F] Laat

Voucher

Invoice Amount Due Date

0.000

Invoice Date

Ma Invoices Found
Return to Purchase Order List

Step Action

6. The Purchase Order Details screen will display. Click the Return to Purchase Order
List link to return to the previous page. [Beturnto Purchase Order Lisf
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How to Create a PO Acknowledgement
Procedure

In this topic you will learn how to create a purchase order (PO) acknowledgement. PO
acknowledgements (POA) are a way to electronically notify the Lowe’s buyer of discrepancies or
changes to the price, quantity, or delivery date. Note: If you are unsure if a POA is required,
contact your Lowe’s buyer to discuss.

Information Required:
* None
* Optional: PO number, buyer name, and date range

C-©0 MRG PO R% m-JAB
PeopleSoft.

I Maintain Supglier ]
Infarmation

Manage Orders

Yieww and dowenload purchase orders | enter scknowlsdgements and create advance shipmert notices for customer orders.

E Purchase Orders E Acknowledye Purchase Orders E View Order Summar
— Purchase Orders Review and take action on customer Create orline purchase order Yiew PO schedules by tem and due date
— Acknowledoge Purchase purchase orders acknovylsdgments.
Orders
— Wiew Order Summary
— Create ASMNS E Create ASNs E_ View ASN History
— Wiew ASH History Create advance shipping notices for customer “iew the advance shipping notices history
[> Review Payment Information POs

[ Wyiarklist

[» Reporting Tools

— Change by Password
[~ Wiy Personalizations
— My System Profile

Step Action

1. | Click the Manage Orders link.

2. ocknowledoe Purchase
Click the Acknowledge Purchase Orders link. [2rders
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0 -0 MG PO B3-%=-LJdad
PeopleSoft.
Menu B

Search: M Yindow | Help | Customize Page | 5, 4

b Maintain Supplier
mmrmamnpp Acknowledge Purchase Orders

= Manage Orders
it o]

Search/Filter Acknowledgements

@ VHEWP r:grrfumma From PO ID: [ | To PO ID: [ [:X
- Create 5 e T
— Yiew ASN History From Date: (074112008 |5 To Date: | 1152002008 |5
[ Review Payment Information - Q
5 Worklist Buver; ‘ |
> Reporting Tools Vendor Location: ‘ MAIN LOCATION vl

— Change by Password
— My Personalizations
— bly Systern Profile

@ Current Acknowledgements
New/Supplier Review [CIsupplier RespondBuyer Accept

O View History

Search

PO Acknowledgement List & g | Find First [1] 1-15 ot 15 (v Last

Acknowledgements Y Buyer 4
. . Acknowledgement Acknowledge Source of POA

Purchase Order Dispatched DateTime PO Status e N Eokbaibtacmisnt Heuied
0080000066 09/35/2008 8:43.18AM Dispatched Supplier Review Online
0110000017 09/0272008 11:42:24PM Dispatched e Mo
0020000022 09/02i2008 11:42:24PM Dizspatched [RE Mo
0130000014 090272008 11:42:24PM Dispatched Mew Mo
0130000013 09/02i2008 11:42:24PM Dispatched Mew Mo
0110000016 09022008 11:42:24PM Dispatched Mewr Mo
0080000021 087272008 219:26PM  Dispatched e Mo
00700000149 08/27i2008 219:26PM  Dispatched Supplier Review online
0070000020 08/27i2008 219:26PM  Dispatched Mew Mo
0020000005 08/26/2008 9:10:43PM  Chanoe Order -1 Mew Mo
0070000004 08/26/2008 9:10:43PM  Dispatched MHewr Mo -

& & Local intranet

Step Action
3. Enter any known search criteria to limit the results shown. You can enter a PO number

range in the From PO ID and To PO ID fields, date range using the From Date and
To Date fields, buyer name, or vendor location. Most search fields include a look up
functionality (magnifying glass). Click the look up icon to view the possible values for
the select field.

4. Click the Search button.

5. Click the purchase order number hyperlink to view the PO Acknowledgement
Summary page. Click the PO number link.
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-0 HRA®G Pk

@2 @-LJKB w

PeopleSoft.
Menu 8

Search:
®

[ haintain Supplier
Information
= Manage Orders

Wi Qrder Surmnmary

— Create ASMs

— Wiew ASN History
[ Review Payment Information
[ iorklist
> Reporting Tools
— Chande Wy Passwaord
- hty Personalizations
- iy Systern Profile

Home

ew Window | Help | Customize Pag

Acknowledge Purchase Orders
Acknowledgement Summary

PO Number: 0110000017 PO Date: 08/25/2008
Acknowledgement Status: MNew Acknowledge Date:
POA Response: Accepted Resetto PO Yalues Reject All

» PO Header Detail

Click on the purchase order ling number to see more details and to make any modifications

First (4] 1 o 1 [F] |

nize | Find |

Line Details Y Extension

. L Acknowledge
Line pt aty Quaniry U2 POAResponse
Line Mem ID Description PO uant UOM POA Response
1 93673 IPe- [l o). Eay et 1000.0000 1000.0000 DOZ  Accepted

Medium. 1/DOZ

Save | Save & Send Acknowledgement |

Eeturn to Search Acknowledgernent Send E-mail
Step | Action
6. Click the Line number to view additional details and to make any modifications.
Click the Line Number link.

C- O HRA®G P e 2% =@ -LIJAB

PeopleSoft.
Monu &

Search:
®

[> Maintain Supplier
Infarmation

= Manage Orders
— Purchase Orders

e Qrder Surmmary
— Create ASHs
— View ASHM History
[> Review Payment Information
[+ Worklist
[> Reparting Tools
— Change by Password
— My Personalizations

— My Systern Profile

Home

Mew Window | Help | Custormize Pa

Acknowledge Purchase Orders

Acknowledgement Details

Line Humber: 1 'ml Reject ltemn |
Unit of Measure: Cozen Item Response: Accepted
ftem ID: Ch_3465_231. Vendor Htem ID: 93673
Extension: 93673
Description: Fen- Ballpoint (blue). Easy TCH. Medium. 1/DOZ ‘
[

Price Ship Ta

Order Sched Order Order_ ()r_d_er Acknowledae ncknowledg_ e POA split Line
Sched Due Date  Due Time Quantity Due Date Quantity Status
1 1 08/26/2008 1000.0000 |oarzerz008 [ | 1000.0000 =
Return
Step | Action
7. Review the information on the Due Date and Quantity page.

8. Click the Price tab. EicgReview the information on the Price page.
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Step Action

9. Click the Ship To tab. EieTaReview the information on the Ship To page.

10. | Click the Due Date & Quantity tab.

You can suggest changes to prices, quantities, shipping methods, or delivery dates by
entering data in the editable fields.

11. | You can indicate backorder schedules and suggest splitting lines if needed. Click the
Split Line button. new line will appear. Enter the information for the split line.

Q-0 NRAG Ao S-S w-JHS i
PeopleSoft.
P e vinde | Help | Custamze P
: :‘;".':'m:’w = Acknowledge Purchase Orders
Acknowledgement Details
Lispe Musnber: 1 Reselbembo POvalues | Rejucttom |
[ Due Dt & Guaaenity ' Prien i aal]

12. 1 you can reject an item on the PO by clicking the Reject Item button.
The Item Response will change to Rejected With Detail, and the POA Status will
change to Canceled.

13. | Click the Return button.

14. | If you want to reverse any changes made to the PO, you can reset the PO values by
clicking the Reset to PO Values button. | Resetto PO values |

15. | You can save the POA in progress and submit it later by clicking Save, or you can
choose to click Save and Send Acknowledgement to submit the POA for buyer
approval | Save & Send Acknowledgement |

16. | A Save Confirmation page will appear.

Q- © RRAG LAk 2Zm -UE 3
PeopleSoft.

New Window | Help | Customize Page Saved

Search:

®

Acknowledge Purchase Orders

Save Confirmation

> Maintain Supplier
Infarmation

[~ Manage Orders

— Purchase Orders

e Purchase
- “ The Save wag successml

Acknowledgement will be submitted to huyer for review if purchase order needs to he changed.
— Create ABNS

— Wiew ABN History s

Click the OK button.

rder Surntmal
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How to Create an ASN
Procedure

In this topic you will learn how to create advanced shipment notices (ASN). Note: If you are
unsure if an ASN is required, contact your Lowe’s buyer to discuss.

Information Required:

* Shipment number

* Bill of Lading

* Purchase order number

* Invoice number

* Carrier information

» Shipping information (items, quantity, ship date, expected delivery date)

O-© HNRG PHO 2% =-Jd B -2

Search: £ -
|® [/ Manage Orders
Wigw and download purchaze orders, enter acknowledgements and creste advance shipmenit notices for customer orders.
E Purchase Orders E_ Acknowledge Purchase Orders E View Order Summar
Rewviewe and take action on customer Create online purchase order Yiew PO schedules by fem and due date.
— Acknowledae Purchase purchase orders acknowledgments
Qrders
— View Crder Summary
— Create AShs E Create ASNs View ASH History
— View ASM History Create advance shipping notices for customer [l “iewy the advance shipping notices histary.
- Review Payment Infarmation ROz

[ Worklist

[- Reporting Tools

— Chande hiy Password
— My Personalizations
— My Systern Profile

Step | Action

1. | Click the Manage Orders link.

2. Click the Purchase Orders link.

3. Note: If you have access to multiple vendor numbers, select the appropriate vendor
name. Click the Vendor Name link.
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0 © RRAG LK O2SA-JdS
PeopleSoft.

Search: Mew Window | Hela | Custamize Pa
[ Maintain Supplier Purchase Orders
Information

Filter Options

[+ Manage

Orders
— Acknowledge Purchase

— Enter search criteria and click on Search. Leave hlank for all values

— Wiew Qrder Summary

— Create ASNS Search Criteria

— Vieww ABR History
- Review Payment Infarmation . .
[ VWorklist From PO ID: :Q [1Po’s Waiting Acknowledgement
I Reporting Toals To PO ID: l:lq
— Change hiv Password
— iy Personalizations ftem ID: l:lq

— My Systern Profile
i i I Vendor ttem ID: ‘ |Q

From Date: 07/01/2008 |5 (example: 01.31/2000)
To Date: 11242008 |5 (ewample: 01,31 /20000

Buyer:

\ o
Contract : el ]
Search Return to Vendar List

Step | Action

4. Enter any known search criteria to limit the results shown. You can enter a purchase
order (PO) number range in the From PO ID and To PO ID fields, item ID numbers,
date range using the From Date and To Date fields, buyer name, or Contract ID.
Most search fields include a look up functionality (magnifying glass). Click the look
up icon to view the possible values for the select field.

> Click the Search button.

Q- © KRG LHAOR-S m-LJK -
PeopleSoft.
Merw &

Search: Mew Window | Help | Customize Page | i,
> Maintain Supplier Purchase Orders

Infarmation -
= Manage Orders Purchase Order List

— Purchase Orders
— Acknowledee Purchase

Qrders

— Wiew Qrder Sumrnary Setiilter options  Refurn to Vendor List Default View for Change Orders:
- a?ﬁféﬁﬁ;w Purchase Order List C G | First [ 417 of 17 [ Last
(> Review Payrment Infarrmation PO Details Y Header Detalls |
E EVED;‘;I;T?;Q Tools Purchase Order Status %ﬁ“cﬁ Lines Total Amount wﬂg
:WJ;W [] 0080000047 Dispatchad g%{;?;ﬂ;ﬁ 4 185206 USD  Mew Create A5N|  View PDF
|~ My Systern Frofile
[] DOB00O00Z0  Dispatched gﬁggggﬁf 1 1060 USD  Mew Creste ASN|  view PDF
[ 0120000002 Dispalched g%‘fﬁgﬁf 1 10,60 USD  Mew Greate ASN|  View PDF

[] 0040000003 Dispatched gﬁ%ajggﬁf 1 10.60 USD  Ne Create ASM|  view PDF
[] 0150000002 Dispatched 1”?23?32‘; 1 1060 USD  hle Create ASM | view PDF

Return

Step Action

6. A list of dispatched PO is shown. Click the Create ASN button.

Page 11




Lowe’s Spend Management Vendor Functions
Reference Guide

C-© KRG LPHhe 2% m-LJld3

PeopleSoft.

Search: Mew Vindaw | Heln | Customize Pag|
[ Maintain Supplier Advance Shipment Notification
Infarmatian

[~ Manage

Purchase Order Schedule Selection

5e Orders
— Acknowledge Purchase
Qrders

_ View Order Summan Location: a1 PO Number: 0120000002 | [] Exclude Received Schedules
— Create ASNS
— View ASN Histary fompate: | |E Htem D: [ -

> Review Payment Information

i To Date: 1172472008 Vendor ftem ID: ‘ ‘Q
(- Reporting Tools Search

- Chanoe Wy Password
- My Personalizations Select Lines for ASN
= My Systern Profile

Sched

Htem ID Description Revision PO Gty UOM Due Date

POID Line
Num
Lowegapos;s Standard
[J 0120000002 11 01:25328889:30722663 Business Card - Ren Ranan - 1.0000 EA 087227200
400

Selectall ) Deselectal

Include in ASN ‘ Include [ View ASN Return to Purchase Order List

Step

Action

Click the PO ID option (checkbox to the left of the PO ID). @

Click the Include / View ASN button, L neude viewasn |

Q- O KRB P&
PeopleSoft.
Menu &

s ow - LE S

Search: Mew indow | Help | Custamize
-]
[> Maintain Supplier Advance Shipment Notification
Infarmatian N N
> Manage Orers Advance Shipment Creation

— Pure rders
— Acknowledge Purchase

Orders ~
— View Order Summal Ship No: | ‘ Ship Via: l:lo\
- \?_reat:;l\?:_s . Carrier ID: aQ Ship Date: 11i2412008
— Wiew istary i
> Review Payment Infarmation Arrival Date: 11i2412008 [+
[ Warklist

- Reporting Tools
— Change by Password
— My Personalizations Pro Number: | ‘ Bill of Lading: ‘ ‘

B )
My Sysiem Profls voice No: | \ Orderno: ||

First [0 1 of 1 [ Lag

Customize | Find | B

Astiinfo Y POInfo 5  Invoice

Line Item ID Description Revision Shipped %ﬁ Order No
. Lowe&apos,s Standard Business
o 01:25328800:30722563 e aboes Sanda o000 [Ea |2 | i
LovSerial
SubmitASN | Add Lines Return to Purchase Order List

Step

Action

Click in the Ship No field and enter the desired information into the field.

10.

Make any necessary changes to the Ship Date and Arrival Date.

11.

Click in the Pro Number field and enter the desired information into the field.

12.

Click in the Bill of Lading field and enter the desired information into the field.

13.

Click in the Invoice No field and enter the desired information into the field.

14.

Click in the Order No field and enter the desired information into the field.

15.

Click the Line option (radio button to the left of the line number). @

16.

Click the Submit ASN button.
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Q-© HMERAC
PeopleSoft.
® e o[ |
STCETRTMIN  chto e st s s et st s
Step | Action
17. | Do you want this Pro Number to be applied to existing ASN lines? Click the Yes
button.
18. | Do you want this Bill of Lading to be applied to existing ASN lines? Click the Yes
button.
19. | Do you want this Invoice Number to be applied to existing ASN lines? Click the Yes
button.
20. | Do you want this Order Number to be applied to existing ASN lines? Click the Yes
button.
21.

You'll see the Save Confirmation page. Click the OK button. ||
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How to View a PO Change Order

Procedure

In this topic you will learn how to view a purchase order (PO) change order. When the Lowe’s
buyer modifies an existing PO, a change order is created and a PO notification email is sent to the
vendor. Note: If you are unsure whether to submit a new invoice due to the change order, please
contact your Lowe’s buyer to discuss.

Information Required:
* Optional: PO number, item number, buyer name, contract ID, and date range

O - © HRAGB PKO 2% = -3
PeopleSoft.
Menu &

Search:

[ Maintain Supplier
Infarmation

Yieww and dowenload purchase orders | enter scknowledgements and creste sdvance shipment notices for customer orders.

Purchase Orders
E Review: and take action on customer
purchase orders

E_ Acknowledge Purchase Orders
Create online purchase order
acknowledgments.

— Purchase Orders
— Acknowledde Purchase
Orders

View Order Summar
Yiew PO =chedules by tem and due dste

— Wiew Order Summary
— Create ASMs

=== Create ASNs
— Mg ASN History

Creste advance shipping notices for customer
PO=

View ASN History

Viewy the advance shipping notices history.
[> Review Payment Information
[ Wyorklist

Step Action
1. Click the Manage Orders link. [-Manage Orders|
2. Click the Purchase Orders link.
Q-9 HEd L,he2-sa-Lldd -
PeopleSoft.
[ -1
ek . b i |ibeie | Susturvis Page |
(]
[ Midadida Saapdir Purchaie Ordess
ey Filter options
:-:::F;"";;é""" [ % e T E————
::.:.mn AT | o B0 )
Teluie MEGEH & korws BI0I0
Bepyer: a
Ewaxa
Step Action
3. Enter any known search criteria to limit the results shown. You can enter a PO number

range in the From PO ID and To PO ID fields, an item number, date range using the
From Date and To Date fields, buyer name, or contract ID. Most search fields

include a look up functionality (magnifying glass). Click the look up icon to view the
possible values for the select field. Click the Search button. i
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Q- O HRv L,hkOR S E- A3 7
PeopleSoft.
Menu &

Search: New Window | Heln | Customize Pag
[+ Maintain Supplier Purchase Orders

Infarmation .
= Manage Orders Purchase Order List

— Acknowledoe Purchase

Orders
— Wiew Order Summary Setfilter options Default View for Change Orders:
— Create ASMs

Purchase Order List

PO Det: Y Header Details

— Wigw ASH Histary
[- Review Payment Information
[ Worklist

Purchase . - . Acknowledge
. P E— |
> Reparting Tools Order Status Last Dispatched Date Time Lines Total Amount Status
— Change by Passwaord
L G Errennere s []0060000076  Change Order-1 11/02/2009 10:56:544M 3 4256 Ush  BuyerAccepted Create ASN | View P
- ) -
My Bystem Profila [] 0140001055 Dispatched  10/082008 3:00:13FM 1 2,78765USD  Buyer Accented Greate ASH | View P

Step | Action

4. A list of purchase orders is displayed. Review the PO Status. If the PO has been
modified by the Lowe’s buyer, the status will show Change Order -1. Click
the PO number hyperlink to view the PO.

Q-0 \ﬂ \gl ,;.\I )9 8| 2 & y -
PeopleSoft.

Home
Search: Mew Window | Custornize Page | J§
b Maintain Supplier Purchase Orders
Infarmation E
> Manage Orders Purchase Order Details
— Purck rders
— Acknowledge Purchase
Orders
— Wiew Qrder Surmar PO Number: 0060000076 Purchase Order Date: 10022009 Change Order Number: 1
o Ao O Status: Dispatched Last Dispatch: /02008 10:56:544M  View PO Change History
[ Review Payment Information Buyer: L ]
[> eSettlements -
- Winrkl st Billing Location: BILLINGO Merchandise Amt: 4158
& Reporting Tools . Freight TaxMisc.: i
R Lowok Payment Terms: .7N7030 DarYs ghit! &
— Change by Passward View: |Alllines b Total Amount: 4256 USD
— Wy Personalizations _———
- ity Systern Profile ik
s o Purchase Order Lines 2 First [
Infermation i Extension ! Ling Details it Cortract Info
Line Status ftem ID Description Quantity Amount Change Order
1 Active Contract work 2.0000 CT 38,40 USD
2 Active SL Contract September 4.0000 EA 3.16 USD Yiew PO Chandes
SHIPPING OVERMIGHT EXPEDITED MOST EXPEMSIVE OPTIOMN -
USE AS A LAST RESORT FOR MISSION CRITICAL ITEMS AMD
3 Active OVERMIGHT SINGLE GUANTITIES WITH AN URGENT MEED. OBTAIM ACM 2.0000 EA UsD

APPROVAL OFFLINE. GSCWILL APPROVE, TRACK AND
REFORT REGARDING THESE SHIFMENTS

Imvoice List

e fE
Invoice Invoice Date Amount Due Date Appr St Voucher
0.000

Mo Invaices Found

Fetirn tn Pirchase Order |ist b

Step | Action

5. Click the View PO Changes link to view the modifications to the PO.
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C-© HRE®G P& 2% #@-JA B
PeopleSoft.
Menu @
[Search: |®

Hame

Maintain Supplier PO Changes - Details
Information

I Manage Orders This page shows the differences between the prior PO and this PO revision. For new or canceled linesischedules

only one row will appear stating "New” or"Canceled” for that line/schedule, since there is nothing to compare too.
For all other changes, the prior value and new value are displayed for each field that changed.

— Acknowledge Purchase
Orders
— Wiews Order Sumrmary
— Create ASMS Line Number: 2 Change Order Number: 1
— Wiewr ASP Histary
Review Fayment Information
eSettlements 5L Contract September
Waorklist
Reporting Toaols Schedule Changes ind | ! |4 ot 1
Lowe's
|- Change My Passward
|- My Personalizations 1 Cue Date 10/ 4/2009 102002008
- My System Profile
I My Dictionary

Item ID:

Schedule Value Changed Prior Value Mew Value

Return

Step Action

6. The changes to the PO will be listed, and the Prior Value and the New Value will be
displayed.
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How to Change Addresses and Contacts

Procedure

In this topic you will learn how to view, add, or maintain vendor information such as addresses
and contact information. The remit address cannot be changed from this page. Please contact your
Lowe's representative for procedure to change the remit address.

Information Required:

* None
Q- O HRG ,PHO 2w -LUdd -
PeopleSoft.
Help
Menu [~ -l Recently Dispatched POs
Scomch: ® CORPORATE EXPRESS, INC.
Em::walzlgg;ﬂ!er\nfnrmatmm POID %‘Iﬁ Status w&
E"fveovr‘;“’gfa\’mem‘"mmaﬁm 005000006E gifﬁ;gﬁf Dispatched %
o oosoononze IO Diepanes ZEEE
:L%ﬂs 0110000017 1019%%3% Dispatched New
Step | Action
1. Click the Maintain Supplier Information link. [ Maintain Supplier Informatian]
2. Choose to update either an address or contact information. In this example, we will
review the addresses first. Click the Addresses link.

- E -8

G- HRa Lk

PeopleSoft.

Search:

Mewy Window | Helo | Customize

®

= Maintain Supplier
Information

Maintain Addresses
Current Addresses

— Contacts
[ Manage Orders

[ Review Payment Information
[ Warklist

[ Reporting Tools

— Change Wy Password

Customize | Find | E First E| 1-Tof T Last

Addresses | AddressUse

B my gerlsuﬂal:l‘iza}i‘uﬂﬁ Description Address Type

— My oysierm Frofile REMIT
SALES OFFICE- JRF Business Edit Delete
ORDER Business Edit Delete
PRICING Business Edit Delete
BRETURIMNG Business Edit Delete
IMVOICING Business Edit Delete
SALES OFFICE - JRF 082208 Business Edit Delete

Add a New Address
Step | Action
3. From this page, you can edit existing addresses or choose to add a new address. In this
example, we will edit an existing address. Click the Edit button.
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Q- © HRABG L
PeopleSoft.

1

@ 22 @)l B

Search:

®

= Maintain Supplier
Information

in Addresses
Address Information

[ Manage Orders
[+ Review Payment Information
[ Winrklist

> Reporting Tools

— Change bty Passwaord

— bl Personalizations

— bty System Profile

Description: | ORDER

Address Type:  Business

Country: @ United States

Address 1: ‘ESUPDWADDREBE ADD JF 09-18-08 ‘

Adaress 3 | |

Address 2:

City: MOORESVILLE
County: MOORES Postal: 12345
State: [NE ™ |@ Mo Caralina

Email ID: ‘
Telephone Information
"Tvpe Prefix ~ Phone Ext
Business v |13 231234 I | a4 | Delete |
Date Change Will Take Effect;  |11/202008 [ (example: 12:3172000)
Return to Current Addresses Fulure Address

Save

* Required Field

Mew tindow | Help | Custornize

&] Done

&4 Local intrang

Step Action

4. Make any necessary edits. Click the Save button.

Q- O KRG
PeopleSoft.

Pk Sm-Jd 3

Home

Save Confirmation

ontacts

> Manage Orders

- Review Pavment Information
[ iorklist

> Reporting Tools QK
|- Change Wy Password -

v The Save was successful

Search: Mew window | Help | Gustomize Page | /&

= Maintain Supplier Maintain Addresses
Information

Step | Action

A save confirmation page will appear. Click the OK button. Iﬂl
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0 O HE0 P%0 3 % 7 UK.

PeopleSoft.
Menu B

Search:

®

[= Maintain Supplier
Information

— Contacts

[» Manage Orders

[» Review Payment Information
[> arklist

[» Reporting Tools

— Change My Passward

— My Personalizations

— My Systern Profile

Maintain Addresses

=
=

Current Addresses

Addresses | Address Use

First (4 1.7 o1 7 [¥] Last

nize | Find | B

Description
EEMIT

SALES OFFICE - JRF
ORDER

FRICING
RETURIMG

INYOIC MG

SALES OFFICE - JRF 092208

Add a Mew Address

Address Type

_Edt [[oekte

Business Edit Delete
Business Edit | Delete
Business Edit Delete
Business Edit Delete
Business Edit | Delete
Business Edit Delete

Step | Action
6. Next, let's view the Contacts. Click the Contacts link.
Q- © KRG L@ %@ KB
PeopleSoft.
Menu &
Search: n
®
v?ﬂ?intaiq_SUnplier Maintain Contacts
M diresses Current Contacts
— Contacts
[> Manage Orders
[ Review Payment Information
- Wiorklist Current Contacts First [ 12 0f 2 [ Last
[ Reparting Toals —n
— Change My Passwaord Description
Cerr e e 0/22108 John Doe - JRF - TESTZESUP Edit | Delete
Sales Contact- JF 092208 John Doe - JF 092208 Edit | Delete
Step Action
7. From this page, you can edit an existing contact or choose to add a new contact. In this

example, we will edit existing contact information. Click the Edit button.
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C-O HMRG PO ®-LJEB

PeopleSoft.

Search: Mewy
[~ Maintain Supplier Maintain Contacts
Infarmation

~ Addrasass Contact Information
— Contacts

- Manage Orders
[ Review Payment Informatian

- Worklist Description: |Sa|es Contact - JF 092208

[ Reporting Tools

L Change by Paseward Name: [Jahn Doe - JF 092208

- My Persanalizations

- My System Profile Emailp;  [fest@lestcom |
URL: |
Location: SALES OFFICE - JRF v

Status:

Telephone Information

Type Prefix Phone Ext
Cellular v|[esa  |[as-9008 | | _aed | | Deiete |
Eeturn to Contact List Future Contacts

Save

Step Action
8. Make any necessary changes. Click the Save button. ﬂl
Q-0 NRo LKkO 2L E-JES e
PeopleSoft.
Search: MewWindow | Help | Customize Page | 5,
®
= Mairtain Supplier Maintain Contacts
Information Save Confirmation
> Review Payment Information “ The Save was successil
- Warklist
E E?:ﬁngn‘rgg‘;word
Step | Action
9.

A save confirmation page appears. Click the OK button.
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How to Review Invoice, Payment, and Account Balance Info
Procedure

In this topic you will learn how to view invoice, payment, and account balance information. If
you have questions about information in this section, please contact your Lowe’s buyer or
Procurement Support (335-658-4180).

Information Required:

* None
Q-© HE®
PeopleSoft.
_Sean:h: )
| |® [/ Review Payment Information
- Maintain Supplier
Information ‘i invoices, check payments, and open balances
S
— Account Balances
- Worklist
Step Action
1. Click the Review Payment Information link. [ Review Payment information|
. . . . . . - . . = ivoices|
2. First, we will review invoice information. Click the Invoices button. [ viewind
O - © HRAG LHO RS m- - B
PeopleSoft.
Monu 8|
Search: e window | Help | Customize Fage | 5,
®
13 ‘Mlimlamt_ﬁwnher Review Invoices
> h:l"a?ﬂran;: orers Filter Options

[= Review Payment Information

Enter search criteria and click on Search. Leave blank for all values,

rnents
— Aecount Balances

[ Warklist Search Criteria

- Reporting Tools

I~ Change by Fasswiard From Iivoice Number: | |

[~ My Personalizations

[ by Systern Profile To Invoice Number: ‘ |
Hem : L -
Vendor ltem ID: ‘ |O\
From Date: 07/01/2008  |[F  (example: 0431/2000)
To Date: 110202008 |B)  (example: 01/3142000)
From Amount: ‘ |
To Amount: ‘ |

Approval Status:
Search Retum to Yendor List

Step | Action

3. Enter any known search criteria to limit the results shown. You can enter a invoice
number range in the From Invoice Number and To Invoice Number fields, an item
ID, date range using the From Date and To Date fields, amount range using the
From Amount and To Amount fields, or Approval Status. Most search fields
include a look up functionality (magnifying glass) which you can click the icon to

view the possible values for the select field. Click the Search button.
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-2l S

Q-0 HRAG L% e
PeopleSoft.

Search: Mew Window | Help | Custormize Pa
> Maintain Supplier Review Invoices

Infarmation = =
[ Manage Orders Invoice List

[+ Review Payment Information
— Invoices
— Pawrnents

— Atcount Balantes Setfilter options Return to Yendor List

[ Worklist N -~ o B8

> Reporting Tools - 2 | Eind |

[~ Chande by Password Invoice Number  livoice Date Gross Amt Approval p, . pae Voucher

— Wy Personalizations Status

[~ bty System Profile TETARDAS 09/15/2008 $10.60 USD Approved 09i15/2008 BGEMYF
TSTEIMINYG ner24r2008 $1,010.60 USD Approved 08i24/2008 BGBMHF
TETEDEINYZ 08/24/2008 §516.456 USD Approved 08i24/2008 BGEMAH
TSTBDEINYZ ner24r2008 $10.60 USD Approved 08i24/2008 [=Lel=1d]

Step Action

4, The invoices that matched the search criteria are listed. Click the Invoice Number
link.

Q-0 NRG P&
PeopleSoft.

T b Mm-S

Search:

Mew Window | Hels | Customize Pace | 5 |

®
- Maintain Supplier
Informatian
- Manage Crders
[= Review Payment Infarmation
— | 5
— Payments
— Account Balances
[ Warklist
> Reporting Toals
- Change hy Passward
|- My Personalizations
[~ M Systern Profile

Review Invoices
Invoice Details

Invoice Number: TSTARDA3

R Gross Amount: $1060 USD
Invoice Date: 0gr15i2008
Discount: §0.00 USD

Net Amount: §1060 USD

Due Date: 09i15/2008

Discount End Date:

Approval Status: Approved for Payment
Payment Status: Paidin Full
Terms:
~ Invoice Line Details Customize | Find s Al i First [ 1 of 1 (M) Last
- Statistic & D
Item ID Description Amount 12M Unit Price Amount
Lmretepess GEmsend EA 10.60000 $10.60 USD L
Business

~ Payment Schedule Gustomize | Find roal ) B First [0 D Last
I to Pay Pavment Number Gross Amt Discount Method ~ Status ~ OnHold mll(lld
09n5/2008 0001431799 $10.60 USD §0.00 USD  Check Paid Mo Mo

~ Payments Made Customize | Find a8 Fist [ o1 B Last
Reference Date Amount
1529608 10/06/2008 $10.60 USD
| €1 Done % Local infranet. -
Step | Action
5. If you scroll down the page, you will see additional information.
¢ To view the associated payment information, click the payment Reference

number.
¢ To view the associated PO information, click the Purchase Order number.
¢ To view the associated receiving information, click the Received Date.
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0 -0 RO LK I @E-LUH B

[ Mai

PeopleSoft.

Search:

Information

> Manage Crders

[ Rewiew Payment Information
=

T Statistic P
— Invaices ftem ID Description Amount uom Unit Price Amount
— Payments Lowe&al
pos;s Standard
— Account Balances e — EA 1060000 §10.60 USD
[ VWorklist

> Reporting Tools
— Change My Password
|~ My Personalizations

[~ My System Profile

Payment Status: Paidin Full 2

®

Terms:
ntain Supplier

~ Invoice Line Details

Customize | Find | * B First [y or 1 B Last

~ Payment Schedule Customize | Find | * B First Mo [ Last

Scheduled to Pay Payment Number Gross Amt Discount Method  Status  OnHold ‘I’I\:II(II‘I
09/15/2008 0001431789 $1060 USD §0.00USD  Check Paid Mo Mo

~ Payments Made Customize | Find | ¥ i First [ 4 or 1 B Last
Reference Date Amount
1528608 10/06/2008 $10.60 USD

~ Purchase Orders Ci e |Fin First 4] 4.0t 1 ] Last
Purchase Order PO Date atus
0140000002 02/19/2008 Dispatched

~ Receipts Custarnize | Find | B First {404 B Last
Received Date Receipt Number Bill of Lading
08i21/08 onpoooonat

Betumn to Invoice List

&l

& Local intranet

Step

Action

Next, we will review payment information. Click the Payments link.

Q

QO KRG L,k 2% w-UJES

Workli
Reporting Tools

|- Chanoe by Password
|- iy Personalizations

I bty Sstern Profile Payment Reference: l:l

PeopleSoft.
Meru &

lsearch: Mev Window | Help | Sustomize Pa
Maintain Supplier Review Payments
Infarmation - "
Manage Orders Filter Optlons

I Review Payment Information

st Search Criteria

Enter search criteria and click on Search. Leave blank for all values.

Invoice Number: H |

From Payment Date: | 11/06/2002 Eﬂ (example: 12i31,/2000)
To Payment Date: 1102002008 |31 cewample: 12031.2000)

Search ‘ Return to Vendor List

Step

Action

Enter any known search criteria to limit the results shown. You can enter an invoice
number, payment reference (check number) number, or payment (check) date range
using the From Payment Date and To Payment Date fields. Click the Search

button.
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C-O HRAG Phe s m-LJlds

PeopleSoft.

Search:

®

- Maintain Supplier
Infarmation

[ Manage Orders

7 Review Payment Infarmation

— Invoices

— Account Balances
- Warklist
[ Reporting Tools

Review Payments

Home

Mew Wiindow | Help | Custornize Pa

Payments Made

Setfilter options  Return to Vendor List

|- Chanoe My Password R livoice Humber Payment Date
[ e Eersoralzelons 1628327 TSTBDEINV? 08i31/2008
e 1529327 TSTEDEINY3 08/3112008
1529327 TETDISINYY 0843112008
1529327 TSTENCINYZ 0843112008
1529327 TSTFININYS 0243112008
1528327 TETIAVINYZ 0843112008
1529327 TSTLGLINVZ 0843112008
1529327 TETLOGINYI 0843112008
1529327 TSTMKTINYZ 0843112008
1529327 TSTRESINV? 0813112008
1529327 TETSOPINVI 0843112008
1529327 TSTSSUINYI 0843112008
1529608 TSTARDAZ 10/06r2008

§1,633.05 USD
$1,633.05 USD
§1,633.05 USD
§1,633.05 USD
$1,633.05 USD
§1,633.05 USD
§1,633.05 USD
§1,633.05 USD
§1,633.05 USD
$1,633.05 USD
§1,633.05 USD
§1 63305 USD

$10.60 USD

Step | Action

Click the Payment Reference link.

C-0 KR LS uw-LJH IS

PeopleSoft.
Menw &

[Search:
®

[ Maintain Supplier
Infarmation

> Manage Orders

I+ Review Payment Information
— Invoices

— Account Balances
(- wiorklist

[ Reporting Toals

- Chande hiy Passward
- My Personalizations
|- My System Profile

Review Payments

Mew Window | Help | Customize Pa

Payment Details

1529608

Invoice Number:  TSTARDA3 Payment Date:
Method: Check Pay Status:
Amount: $10.60 USD

Paid To:

Country; USA United States

Address 1z 240 8W COMMERCE DRIVE

Address 2:

Address 3:

City: MADISON

County: Postal:
State: FL Florida

From: WHACHOWIA,

Ivoice Gross Amount
TETARDAZ 10,60 USD

10/06/2008
Paid

32340

Discount Discount Taken Paid Amount
0.00 UsD 0.00 UsD 10.60 USD

Step Action

Review the payment details shown.

10.

Next, we will review the account balance information. Click the Account Balances
link.
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Q-0 HNRAG,LPKO 2% m-LK B
PeopleSoft.
Menw B

Home:

search: Idew Window | Help | Customize Pad
> Maintain Supplier Account Balances
Infarmation = =
(- Manage Orders Inv0|ce LlSt
7 Review Payment Information
— Ihvoices

Amount; .

SEE $113,458.02 USD - - —

(> Reporting Tools jue Date atus 'oucher

|- Chanae My Passward TEST123455 10/06/2008 §1,488.20 USD 10062008 Approved BGERDG

|- it Personalizations 4448444444 10/06/2008 $94.35 USD 10108/2008 Approved BGERDP

s Sl Fwille REQS3 10/06/2008 $94.85 USD 10/06/2008 Approved BGERDG
REQS1 10/06/2008 §1,707.30 USD 10062008 Approved BGERCE
REQS1 10/06/2008 §1,138.20 USD 10062008 Approved BGERCS
REQE 10/0412008 §1,807.00 USD 10/05/2008 Approved BGERCH
REQS4 10/0512008 $18.97 USD 10405/2008 Approved BGBRC3
1234 100212008 §31,70000 USD 10i02/2008 Approved BGERC
12345 100212008 §33,300.00 USD 10i02/2008 Approved BGERES
TEST25 10/01/2008 $6,877.50 USD 10/01/2008 Approved 00000024
SOPO1UAT20 10/01/2008 $141.15 USD 10401/2008 Approved BGBEAMY
12345 0872812008 $35,00000 USD  D8IZ6/2008 Approved BGERCG

Return to Yendar List

Step Action

11. | Listed are the invoices set to pay on the due date. The Amount listed at the top is the
total amount due to the vendor. To view the invoices listed, click the invoice number.

Click the Invoice Number link.

Q-0 HRAG L 2L = U3 ELE:
PeopleSoft.
Menu @

Search: Mew window | Help | Customize Page | &)
[ Maintain Supplier Account Balances

Infarmation n .
I Manage Orders Invoice Details
I= Review Payment Information

= Invoices

Invoice Number: TEST2a Invoice Date: 10i01/2008

IQACTUE! Gross Invoice Amount:  §5,377.50 Due Date: 100172008

[» Reporting Tools

— Change My Password
— iy Personalizations ~ Invoice Lines
[~ hiy Systern Profile

Unit Price

ftem ID Description Statistic Amount
55625 Bag- Clear. Planogram kit. 100 cT 27.51000

~ Payment Schedule &

Scheduledto Pay Payment Amount Discount Method OnHold Withd Hold
10i0172008 $6,877.50 USD $0.00 Check Unselected Mo Mo

Eeturn to Invoice List

Step | Action

12. Review the information shown.
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How to Create an Invoice

Procedure

In this topic you will learn how to create and submit an invoice for payment. Note: This system
is not designed to accept negative dollar values. Please contact your Lowe’s buyer to discuss
credit memos processing options. If you have questions about creating or submitting an invoice,
please contact your Lowe’s buyer or Procurement Support (336-658-4180) prior to submitting.

-0 HRAG PHre L o -JA B
PeopleSoft.
Menu &

Search:

i >

® ﬁ eSeftlements
[ eProcurement

B e Access the eSetilements center.
~ eSetilemenis

[ Supplier Information = Supplier Dashboard = Self-Service Invoice ﬁ Supplier Information

[ Invoices Review overal invoice and paymert status Erter or correct invoices. Create, maintain, or review suppliers,

[ Payments swith drill-downs and charts, agreements, and user profiles,

[> Pracurement Information ElReview Sugplier Details.

— Suppliet Dashboard FElReview Adresment Details
i me Invoices Payinents Procurement Information

Review inwoice matching, spproval, isputes, Create, approve, and revisw payments Create receipts, an review pUrchase orers

> Reporting Toals payments, and aging balances ElReview Paymerts and receipts
[ Change by Pagsworg E] Manaoe Bills ElRevisw Purchase Orders
[~ My Personalizafions = Fieview Payment Instalments
[ bitv Systern Profile =] Reeivables Aging Balance

= Review Customer Balances

Step | Action

1 Click the eSettlements link.[-_eSetiements]

2 Click the Self-Service Invoice link.

Q-0 HRG PHexZ m-[JE B
PeopleSoft.
Meru &

Search: Hew Window | Help | Customize Page | /&,

I eProcurement Self-Service Invoice

[~ eSetilements A i
> Supplier Information Invoice Actions

[ Inwoices
> Payments
[> Procurerment Information [ el [ ‘i\/e/\
d E‘Q <
Create Invoice Wiew Invaice Delete Invaice Print Inwaice
:i \ngDr‘tlﬂg Tl Create a new Wigw aned madify Remave invoices Prirt & harccopy
o - e imvoice invoices that (iniisted Buid of an Invaice

hawe: Mot become Status only) from
[~ My Personalizations vouchers in the

the system.
[~ My Systern Profils
My Systern Profil system yet.

i

Correct Invoice

Correct errors
found during
invoice

processing.

Step Action

3 2

Click the Create Invoice button. [Sreate Invoice
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- W - L) E 33

0 HEG LP%O
PeopleSoft.
Menu O]

Search:

®

[> eProcurement

Mew Window | Help | Customize

Create Invoice
[~ eGetlernents

> Supplier Information |nVU|CE Entry

> Payments

I Procurement Infarmation N _— Voucher ID: MEXT

Supplier Dashboard Supplier: | |Q
voice Location: | MAIN LOCATION "l “Buyer: |LUWE‘5 Companies Inc. ‘O\
> arklist F.0. BOX 32731
[ Reparing Tools CHARLOTTE, MC 28232-2731 USA
— Change My Password o |
| My Personalizations Invoice ID: | ‘ Currency: Q Us Dollar
[~ iy Systern Profile “Invoice Date: (031162009 |3 Requester: | \Q
Add a New Invoice Line Copy from a Purchase Order Caopy fram a Packing Slip

Imvoice Details Cu e | Find First (4] 1 o 1 [M] Last
Invoice Lines Y Addtional Information PO Details Receiver Details

tem ID Description Quantity UOM Unit Price *Amount Curr

L ! L I Tl I 1 1

Step

Action

Ensure the Buyer field is populated with Lowe’s Companies, Inc. Ifitis not, click

the look up function (@) and select Lowe’s Companies from the list. Please leave the
Requestor field blank.

Click the Copy from a Purchase Order button. | Capy flom 2 Furchase order |

Q- © HRG LP¥ke
PeopleSoft.

'\;.ﬁ]‘uﬁ-ﬁ .',r_ﬁlx

Search: bleve Window | Help | Customize Page | 15,
[ ePracurement Create Invoice
[~ eSettlernents
© Bupplier Information Look Up A Purchase Order
> Invaices
[ Payments .
&> Procurement Information Buyer: EXPO1 Lowe's Companies Inc.
Supplier:
ce olce .
PO Unit: S5U01 Q  Store Support
> Reporting Tools PO Number: [npzon000035 Q
|- Chance My Password } )
- Wiy Personalizations PODate: | o Date _‘v ‘
- hiy Systermn Profile ftem ID: | a
Description: | Q
Search Results Display: () Header () Detail Clear
Search Results Customize | Find | First [ 1 1 [V Last
Select PO Business Unit Purchase Order PO Date  Supplier Supplier Name G'“S?‘;% cur
[0 ssumt 00200000 10/01/2008  D0OD038034 7,090.00 USD

Select A1l O clearan

Copy Tolnvoice

Return o Invoice Details

Step

Action

The PO Unit is required. If this field is blank, use the look up function to determine
the correct PO Unit (business unit). =

Enter any known search criteria (i.e. PO number). Click the Search button.

Locate the purchase order (PO) to include on the invoice. Click the Select option. @

Click the Copy To Invoice button.
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O"J \ﬂ@ ;\, ” \;}\’@:’ T R ﬂ'Jﬁ:’“

PeopleSoft.
Search: e
(0] 'Supplier: ‘ ‘O\ Voucher ID:  NEXT
> eProcurement Location: | MAIN LOCATION v Buyer: |Cowe's Companies Inc [
[~ eSettlements P.O.BOX 32731
:; ﬁql\m:; Information CHARLOTTE, NC 28232-2731 USA
I Payments ‘nvoice ID: | | Curency:  [USD|QL US Dallar
s et | moice Date: I
v o Invoice Date: |03/1672008 |5 Retuester: [§
- Invoice
0> Wi Add & hew Invoice Line | Copy from a Purchase Order | Copyfrom a Packing Siip__|
> Reporting Tools
|- change iy Password : , . »
o et Invoice Details c | Eind [viewal | B First [ s 05 M Last
- My System Profile Inveice Lines Aditional Information PO Details Receiver Details
ftem ID Description Quantity UOM Unit Price ‘Amount Curr
[ o [camera e [ voooo][esl. [ za.00000] mo0USD 5
[ & [ecTvEquipment <8 [ voooo][eeley [ zao.ooooo] zz000UsD  [=]
[ & [ecTvinstatiation Ja [ aoooo] (el [ ao.oooo0] 36000 USD  [=]
[ |& [Eas Equioment e | tooo0] (el [ soo.00000] 50000 USD  [5]
[ J@  [EAs nstallation e [ tooool[ese [eooooooo]  eooooousp [
Payment Terms: MNET 030 DAYS Total Amount: 711500 UsD b
Payment Method: System Check Sales Tax Amount: usD
Shipping Amount: USD

Misc. Charge Amaunt: usD
Gross Amount: 7,114.00 USD

Save and Submit Save for Later

Return to Selt-Service Invoice

Step Action

9 The information from the PO will populate in the Invoice Details section. Verify the
information matches the invoice.

10 Enter any sales tax, shipping costs, or miscellaneous charges in the appropriate fields.
NOTE: If sales tax is not included, the additional steps listed below are required
before the invoice can be submitted.

A. Click the expand columns icon (or click the Additional Information tab).
ftem ID Description Cuantity UOM Unit Price ‘Amount Curr - Tax? PO Unit

| |a [cerveauipmenT  |@ [ z.oo00|[EA/@ [3,450.0000 £,900.00 USD FIND1

B. Deselect the tax check box.

11 Click in the *Invoice ID field. Note: This field is limited to 10 digits. Enter the
desired information into the *Invoice ID field.

12 *Invoice Date will default to today’s date. Using the calendar icon, the date can be
back-dated 7 days, or future dated 3 weeks.

13 Select Save for Later to review, make changes, or to add invoice details at a later

time.
Save and Submit to finalize invoice processing.

Note: Selecting the Add a New Invoice Line button generates error reports which are
consolidated and sent back to the vendor.

Click the Save and Submit button, 232 and Submit
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Delete an Invoice

Procedure

Q- O NG PHR8 w-JAd B

PeopleSoft.
Mew &

Search:
®

[ eProcurement

[~ eSetilements

- Supplier Infarmation

[ Invoices

> Payments

[ Procurement Infarmation

— Supplier Dashboard
e

[ Worklist

- Reporting Tools

- Change Wy Passward

|- My Personalizations

|- My Svstem Profile

Self-Service Invoice

New Window | Help | Custornize Page |

Invoice Actions
= ] = P
=
Create Inwaice Wiew Invoice Delete Invoice Print Invaice
Creste a new “igw and madity Remove invoices Prirt & hardcopy
inwoice. invoices that (intister! Buid

have not becoms
vouchers inthe
system yet

Caorrect Invoice

Cotrect errors
found during
invoice

processing,

Status only) from
the system

of an Invaice.

Step

Action

Click the eSettlements link. [ eSettiements|

Click the Self-Service Invoice link.

Click the Delete Invoice button.
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Q-0 NRG PHe 3% wm-Jld B
PeopleSoft.
Meru B

Search: Hew Window | Help | Customize Page | /B

®

[ eProcurermant Self-Service Invoice
[~ eSeftlements A
> Supplier Information Delete |nV0|CE
[ Invoices
[ Payments Remove invoices (Intisted Build Status only) from the system.
> Procurement Information
— Supplier Dashboard

B

R 2 Buyer: EXPO1 O lwoice ID: [ o [Tsearen |
arklis!

b Reporting Tools Supplier: DO00038047 QL Source: | l Clear

[~ Change Wy Password Supplier Location: l:lq

[~ My Personalizations upplier Location:

|~ iy Sustern Profile i B ¢ | Fin L st @ [ Last

" " " Supplier
Buver supplier Naine - Source Lurr
Select Invoice ID Buyer Invoice Date Supplier Namme Location Source Amount Curg D Status
[0 MG Test EXPO1 121572008 MAIN LOCATION Self Serve 213105.00 USD 00000124 Initiated

Voucher  Build

Select Al O ciearan

Delete

Return to Self-Service Invoice

Step | Action

4. Enter any known search criteria. Click the Search button.

5. Click the Select option. @

6. | Click the Delete button,

Search: Mew window | Help | Customize Page | 15,

®

[» eProcurement

[~ eSetlements

= Supplier Infarmation

[+ Inwoices

[ Payments

[ Pracuremeant Infarmation

Delete Invoice
Save Confirmation

v The Save was successiul

Step Action

You will receive a confirmation message. Click the OK button. I&I

Note: If unable to delete from here, send an email to the ExpensePOSupport@Lowes.com
mailbox. Include all known details such as PO number, PO date, invoice number, invoice date,
invoice amount, etc.
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Supplier Dashboard

Procedure

Q- © KRG L%
PeopleSoft.

Amount in US Dollar

400,000

300,000
200,000
100,000
o

T

Inwaice Balance Past Due
Invoice Status

Amount

Supplier - Dispute

Last 10 Payments

Mew Window | Helo | Customize Pane | 15, #

Search:
Lo GIREEUETS Supplier Dashboard
[~ eSettlements
> Supplier Information
> Inwoices Display Currency: [ s Canvert Rate Type: Current SpotRate  As Of Date: 03i18/2009
I Payments O‘
‘Chart Style: 20 Vertical Bar v|  Drawchar|
I Worklist General Summary
> Reporting Tools Status Installments Total Gross in USD
- Change Wy Password Invoice Balance 1002 1000 & B
|~ My Personalizations
| iy Systern Profile Past Due a7t 216,601.65 =N
Dispute 0 0.00 =

I Inuoice Balance
B PastDue

[ supplier - Dispute

Payment Date  Reference Beneficiary Bank  BankID Account # Payment Amount Curr
03/09/2009 1520644 1,400.00 USD
203312004 1570h41 A24 801 LISD >

Step Action

1. Click the eSettlements link. [ eSettierments|

2. | Click the Supplier Dashboard link.

3. Invoice Balance is the total due.

vendor.

Balance link.

Past Due is a subset of the invoice balance of which the invoices are overdue.
Disputes are invoices that are on hold or have match exceptions. These invoices will
not be paid until the discrepancy is resolved between the Lowe’s buyer and the

Click on the hyperlink to drill down to see additional details. Click the View Aging
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Q-© MR
PeopleSoft.

Home

Search: Mew Window | Help | Customize Page | B 4|

[

(> eProcurement

[ eSettierments

[ Supplier Information

[ Irwnices

[ Payments

I Frocurernent Information
d

Receivables Aging Balance
Inquiry
Buyer: \ ;Q Currency: | !Q Search Clear

Supplier: ‘ |Q Location: ‘ ”‘

Display Currency:  |USD Q. Conwert Rate Type: Current Spot Rate As Of Date; 037162009

‘Chart Style: IQD Wertical Bar Sl D Chanl

eli-Service Invoice
[ Waorklist
> Reporting Tools
- Change My Password
[~ My Personalizations
- Wy System Frafile

DT T
Amounts are inUSD  Over 30d 30.16d  15-1d 0-15d 16-30d 31600 Over 60d Total
s 152,367.84 164,320.70 0.00 33.68 .00 0.00 468,69 317.190.89
Credit Mate 0.00 -86.89 0.00 0.00 000 000 oo _86.89
Dispute 0.00 o.00 0.00 0.00 000 000 .00

Prepaid Mot Applied 0.00 .00 0.0o 0.0o 0.00 £.00 o.0o 0.
Total 152.367.84 164.233.81 0.00 33.66 0.00 0.00 168.69 317.104.00

Past Due and Current Due
Inuoices - Approved
Inwoices - Not Approved

100,000 Credit Note

Disputed Imvaices

Amount

L]
I I I I I
Cver 304 30-16d 15-1d 0-154 16-30d 31-60d Over 604
Aging Time Periods

Back to the Dashboard

Step | Action

4. Review the details. When you are finished, click the Back to the Dashboard link.
!Elacktn the Dashbuard!

From the Dashboard (screenshot on previous page), click the View by Invoice icon.

Q- © HMRG| L
PeopleSoft.
Meru &

Search: Mew Window | Help | Customize Page | 15,

- eProcurement Manage Bills
[~ eSettiements Invoice |nquiry

> Supplier Information

I Invoices Imvoice: | o Invoice Status: v search |

Home

Egﬁo‘ﬁmfgrgjemmmrmamn Buyer: Q Payment Status: | Unpaid b GClear
Supplier: ‘ ‘O\
elf Service I
[+ Worklist
1st Sort: ‘Overdue V‘By:lDescendmg V| 2n(ISor(:|\nvmce VlB)':lAS‘:Eﬂdmg V| Sort ‘ See Legend

> Reporting Tools
8o e > AdancedSearch |
|- hiy Personalizations idaduancediSeaich

I~ My Systern Profile

{ Invoice Inquiry ' _eSetllemerts References |

Buyer Name Invoice Inv Date Gross Amount Curt - Terms Due Date Over
Expense BU INVARDAT 0915/2008 11.81 USD N OO0 DAY 091452008 = 184
Expense BU UATESUP1 0916/2008 BB LUSD N OO0 DAY 091 Bf2008 = 183
Expense BU TEST123 09/18/2008 36.60 USD N OO0 DAY 0918/2008 = 181
Expense BU SOPOTUATZT 10/01/2008 33,000.00 USD N DOO DAY 10/0142008 = 188
Expense BU MERDTUATIT 10/01/2008 1.00 USD N OO0 DAY 10/0142008 = 188
Expense BU SOPO1UATIE 10/01/2008 116.50 USD ™ 000 DAY 10/0142008 = 188
Expense BU SOPO1UATIE 10/01/2008 B9.60 USD N OO0 DAY 100172008 = 168
Expense BU 2 10/01/2008 62.60 USD M OO0 DAY 10i0142008 = 168
Expense BU @ 10/01/2008 62.40USD N OODDAY 10i0142008 = 168
Expense BU ESETEEI02 1111172008 7,820.00 USD N ODODAY 1161142008 = 127

Backto the Dashboard

Step | Action

Review the information. Click the Bill Presentment button.
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Electronic Invoice Presentment - Microsoft Internet Explorer. provided by L owe's

File Edit ‘“ew Favorites Tools Help
1 1 A ™y A . ) ¥ = Pt
Qi - @ MR G P orons: @ R-5 - JE B
Address |@j http: i {Fswebd. 0995 lowes, com: 3290/ psc/fs820a3/EMPLOYEE/ERP/c/EM_EILL_PRESENTMENT,EM_WOUCHER _DISPLAY,GEL?Page=EM_WOL
Document References
Invoice: INVARDA1
Invoice Date: 09/15/2008 Due Date: 0901572008
Internal References
Buyer: EXFO1 Customer Ref ID: 98047
Supplier: Qoo0ooeso4T Supplier Ref ID:
Remit To: 0000098047
Voucher: BGBMYC Creation Date:  09/15/2008
Bill From Bill To
CORPORATE LOWE'S GENERAL OFFICE
ESETO7.01- RETEST FOR 98047 LOWE'S GEMERAL OFFICE
ESETO7.01- RETEST FOR 93047 HY 268 EAST
WILKESBORO, NC 28659 MORTH WILKESBORO, MC 28659
LISA LSA
Business 404 123 4567
FAX 404 456 7890
Business 404/123-4567
FAK 404/987-6543
Gross Amount: 11.81 USD
Mo PO ID Description UOM Quantity | Unit Price Net Amt
1 0080000086 Assembly- Inkroller. 1/EA EA 1.0000 11.81 11.81
Total Net: 11.81
Gross Amount: 11.81 USD
Settlement Information
Due Date: 09182008 Remit To: CORPORATE
Discount Amount: ESETO7.01- RETEST FOR 92047

ESETO7.01- RETEST FOR 92047
WILKESBORO, MC 286549
Bank From: WACHOWIA F 01 [Wi=28

Business 404 123 4567

Payment Method: Systermn Check FAX 404 456 7890
Business 40411 23-4567
FAx 404/987-6543

Payment Currency: UsD Beneficiary Bank:
Tenms: M 000 DAY Beneficiary Branch:
Discount Due Date: Account Number: - -

Step Action
7. Review the information. When you are finished, close the window. Click the Close
button.
8. Click the Back to the Dashboard link. [Backta the Dashboard]
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Q- O KRG J ) -5 @ -LJA S T
PeopleSoft.
Menu B

Search:

Home

i@ ﬂ I Invoices

Review invoice matching, spproval, disputes payments and aging balances

[ eProcurement
[ eSettlements

I Supplier Information = Manage Bills = Review Payment installments =] Receivables Auing Balance
Review bill information and drill down to Review hills with muttiple instalments and dril Review payments pending and outstanding

— Manaage Bills dizpute and payment details. dowen to dispute and payment. payments.
— Review Payment

Installments
— Receivables Aging E Review Customer Balances

Balance Review customer halances.
— Review Customer

Balances

Step Action

9. Another view of this information is the Receivables Aging Balance. Click the
eSettlements link.

10. | Click the Invoices link.

11. Feceivables Aning
Click the Receivables Aging Balance link. [Ealance

12. | Click any of the hyperlinks to view the details.

QO O HRKG P4 2 &
PeopleSoft.
Menu B

-0 3

Home

search: New Window | Help | Customize Page | B
|t ePracurement Receivables Aging Balance
|- eSettiements m
[» Supplier Information Inql'“ry
7 Invoices Search Criteria
— Manage Bills

- Review Pavment Buyer: | Q Currency: | | ﬂ.] &]

Installments

ier: A Location: b

Belwew Custarmnet Display Currency:  |UsD Q Convert I Rate Type: Current Spot Rate As Of Date:  03/18/2008
Balances

b Payments “Chart Style: | 2D vertical Bar | Draws Charl|
[> Procurement Information

— Seli-Service Invoice

T Amounts areinUSD  Over 30d 30-16d  15-1d 0-15d 16-304 31600 Over 60d Total
[ Reparting Tools Irvnice 153,367.84 164,320.70 0.00 33.66 0.00 a.on 468,69 317.190.89
— Change bty Password Credit Note 000 -66.89 0.00 felii} 0.0o0 oo 0.00 -66.89
- Wy Persenalizalions Dispute 0.00 000 000 000 000 0.00 000 0.00
Cuisme b Prepaid Mot Applied 0.oo o.0g n.oa .00 non oon non ﬁ
Total 152.367.84 164.233.81 0.00 33.66 0.00 0.00 468.69 317.104.00
Past Due and Current Due
Bl ireoices - Approved

e - Invoices - Mot Approved

g 100,000 [  credit hote

E B Cisputed Invoices

' T | | T | | T
Qwer 30d 30-16d 15-1d 0-15d 16-30d 31-60d Qwer 60d
Aging Time Periods

%“[ H Local intranet
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Contact Information

If you have questions,
or are experiencing technical difficulties,
please contact Procurement Support

336-658-4180
Monday — Friday, 8:00 a.m. until 6:00 p.m. ET

eprocurement@lowes.com
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