


























Lowe’s Spend Management Vendor Functions
Reference Guide

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.

Q-0 HMRAG P& e
PeopleSoft.
Menu &

Search: hain Menu =

® ﬁ eSeftlements

-2 E-JE S

[ eProcurement
~ 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 weith drill-derwns and charts. agreements, and user profiles,

Access the eSettlements center.

[ Procurement Infarmation
— Eunplier Dashhoard
— SelfBervice Invoice

Review Supplier Details
Review Agresment Details

' Warklist Invoices Payments Procurement Information
Review inwoice matching, spproval, isputes, Create, approve, and revisw payments Create receipts, an review pUrchase orers
- Reporting Tools payments, and aging balances ElReview Pavmerts and receipts
|- Change Wy Passward = Manage Bils ElReview Purchase Crders
[~ v Personalizalions = Review Payment Installments
[ bitv Systern Profile =] Reeivables Aging Balance

= Review Customer Balances

Step | Action

1 Click the eSettlements link.[-_eSetiements]

2 Click the Self-Service Invoice link. ]

Step Action

3 2

Click the Create Invoice button. [Cieate Invoice
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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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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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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.

Page 32




Lowe’s Spend Management Vendor Functions
Reference Guide

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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