eSETTLEMENTS

Login to eSettlements
1. Enter your User ID and Password.
2. Click Sign In.

First Time User?

You will have to accept the non-disclosure
agreement before you can access the system.

Update Vendor Information
1. Click the Main Menu drop down.

2. Select eSettlements > Supplier Information >
Supplier Change Request > Initiate Supplier
Change.

3. Update the following as applicable:
= Name
= Address
= Payment Information
= Contact information
= Tax Information

4. Once you have entered the desired change, the
Submit page displays.

5. Click the checkbox to confirm changes and
provide any additional comments as applicable.

Welcome Company Profile Addresses Contacts Payment Profile Submit

Exit Save for Later | | ¢ Previous Next )

Comments|[

Review Submit

6. Click Submit.

Review Invoices

Follow the steps below to review invoices submitted and
the status of each invoice.

1. Click the Main Menu drop down.

2. Select Main > eSettlements > Invoices >
Manage Bills.

3. The Invoice Search page displays.

4. Enter the appropriate search criteria in the
following fields to locate the invoice:

= Buyer — for non-merch vendors, the buyer is
DICKS; for merchandise vendors, the buyer
is DSG PO

= Payment Status

= Supplier — Leave the field blank to return
invoices for all the vendors associated to
your profile.

= Date Type
= From Date and To Date
= Amount Reference

5. Click Search.

6. Click the Invoice hyperlink to view more details
for the invoice.

Manage Bills

Invoice Inquiry

Invoice a Invoice Status v Search
<Y

Payment Status [Unpaid

1st Sort! v By [Descending v Sort

2nd Sort Invoice Number v By [Ascending
See Legend

Advanced d Search

Date Type ' From Date B Tobat 9 | Voucher Type
Amount Reference [ A1) v Amount Currency ® Regular Voucher

Voucher ID Q Prepayment

Personalize | Find | view 100 | 31| B8 Fist (0 110026851 (b Last

Scheduled to Pay
voice Date Gross Amount  Currency Terms rey Dispute
SMOKE TESTING om0+ . - -
Suoke O ososn0t6 200,00000 USD Net30 0610512016

IS O o 123456.00 USD Net30 0510612016

7. Click the Supporting Details tab to:
» View attachments

e Run reports (Balance by Due Date,
Merchandise Return Product Detail,
Payment Advice Details, Defective
Allowance and BDF)
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eSETTLEMENTS

Invoice Details || Supporting Detail

Invoice Defil Queries e o s B Favorites ¥ Main Menu ¥ eSefiements ¥ > Payments v Review Payments

Invoice Number 358-1336344/30002336

3. Click the respective hyperlink to download a
PDF copy by invoice or check.

Invoice Date 03222016 ORACLE.
Aftachments
RTV Debit Memos Short Pay Deduction
Run for any invoices where the Merchandise PO on the Invoice line detail contains “RETURN® Vendor Number: 0001577 Business Unit: DSGPO
Note: It may take several minutes to run and view this data Vendor Name: NIKE USA INC Analyst Name: NIKE
= Supplier ID e} RUN - RTV Debit Memo Query Aftention: ATTN: CASHICLAIMS SPEC. Analyst Phone: 724-273- 3400
PO BOX 4875 AnalystFax: 724-227-1069
BEAVERTON OR 97076 AnalystEmail: ap@dcsg.com
Advice Number: 475353 Voucher Number: 57028419 DSG PO Number: 102011703
Invoice Number: 980657986 Invoice Date: 01/08/2016
74 4 1 3
Review Payments WAy Bt ([P o, € ~Cemeriet Shaied) Personaiize | Find | 01 [ st e !
as
. Deduction Code UPC Style Quantity Invoice Cost PO Cost Extended Difference
Follow the steps below to review payments: 1 BOB410790342  GHOE41-001 4 12423 12423
zc 888410790571  GYD936-001 1 141.45 14145
ic 888410790588  GYD936-001 1 141.45 141.45

1. Click the Main Menu drop down.

2. Select Main > eSettlements > Payments >
Review Payments.

You must notify us of any problem with this invoice Printer Friendly Version by Invoice

within 60 days or else complete acceptance is implied. Printer Friendly Version by Check

3. The Payment History page displays.

4. Click the Reference hyperlink to view the Supplier Dashboard

details of the vouchers paid. 1. Navigate to eSettlements > Supplier

Dashboard.

ORACLE"

2. The General Summary page displays. From

Payment History

here, you can view your current balances.
3. Click the Supplier Query tab to run additional
T reports:

e Balance by Due Date

1t Sort Payment Date - By [Descending
2nd Sort! 2 By [Ascending v sort

oo Pornatzo | P view A1 B B it © 15015 ® Las e Merchandise Return Product Detail

Payment Details || Bank

Buyer urrency Payment Date  Status. External Party Reference ID

e Payment Advice Details

DSGP)

DSGF)

Dicks

o Defective Allowance and BDF

psePfl 001544378 18.154,67127 USD

Voucher Paid Detail

If there is a green icon in the far left column, the Invoice Access the Vendor Portal
is short paid.

. . ) . . Click the Vendor Compliance link at the top of
1. Click the green icon to view more information. the page to be directed to the Vendor Portal.

Accounts Payable

DSGPO 080657082 57028415 01082016 0.000 1,665.01 USD Vouchere

Accounts Payable

DSGPO 080657085 57028418  01/08/2016 0.000 1,665.01 USD e

Accounts Payable

o DSGPO 980657986 67028419 01082016 0000 719.55 USD Vouchers

Accounts Payable

DSGPO 080657087 57028420 01/08/2016 0.000 1,126.68 USD S

2. The Deduction Details page displays.
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