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Foodstuffs Exchange — Statement & Payments

Overview

The new Statements & Payments feature allows the suppliers to self-serve to the
payment information. This will enable you to reconcile your account on the
exchange by simply uploading the statement to the exchange.

Detailed Instructions

Log in to the Foodstuffs exchange by entering your registered credentials:

on' assword?
LOG IN >
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1. Below is the landing page once you log in to the FSNI exchange:

foodstuffs UAT
exchange BEE
viis
i Dashboard B select a file for upload

Purchase orders

B Choose File | No file chosen
B Invoices

S Claims & credits Upload file Verify file Download statement CSV template
-

B statements & payments

Upload statement
. ESNI statement reconciliation B rFeedback B File

Products

No file found. No file found.
Document tracking

Company admin

o @ O§

Contacts
News

@ Help

2. The statement will need to be completed in the pre-set format. A template can be downloaded
by clicking on the below highlighted button or please click on this link.

foodstulfs UAT
exchange Upload statement
V113
4 Dashboard B select a file for upload

Purchase orders

Choose File | No file chosen
] Invoices

Claims & credits Upload file Verify file [ Download statement CSV template ]

s
=
B statements & payments

Upload statement
FSNI statement reconciliation B Feedback B File
Products

No file found. No file found.
Document tracking

Company admin

lo & G d

Contacts

News

@ Help
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.foodstuffs-exchange.co.nz%2Fassets%2Fdocuments%2FFSNI-docs%2FComm-ops%2FStatement_Upload_Template-Test-Blank.xlsx%3Fvid%3D3&wdOrigin=BROWSELINK

3. Below is the required format for the statement to be completed in, please note the below mandatory
fields and description.

CUSTOMER_COMPANY SUPPLER COMPANY  GST_NUMBER  CURRENCY STMT DATE OPENING_BALANCE CLOSING_BALANCE STNT REFERENCE

TRANSACTION TYPE TRANSACTION REFERENCE TRANSACTION DATE SUB_STVIT SUPPLIER STORE CODE PO NO REFERENCEL ~ TRANSACTION_NET_AMOLINT TRANSACTION GST TRANSACTION TOTAL TRANSACTION_DUTSTANDING BALANCE LINETEAT

Mandatory
CSV Field Field Field Description
CUSTOMER_COMPANY Yes Please insert '123' for FSNI this will not change
SUPPLIER_COMPANY Yes Your EAN number, note the below example where to locate this
GST_NUMBER Yes Your company GST number
CURRENCY Yes Please insert 'NZD' this will not change
STMT_DATE Yes Please insert Statement date i.e 31/12/2022
OPENING_BALANCE Yes Statement opening balance, or insert '0'
CLOSING_BALANCE Yes Total balance of the statement
STMT_REFERENCE Yes Please insert statement identification i.e 31/12/2022
TRANSACTION_TYPE No Credit or Invoice
TRANSACTION_REFERENCE Yes Document / Invoice reference

Date of document, please note the formatting example below

TRANSACTION_DATE Yes (dd/mm/yyyy)
SUB_STMT No FSNI Store number
SUPPLIER_STORE_CODE No Your store reference number
REFERENCE2 Yes Comments if available if not please use PO or Document / Invoice reference
TRANSACTION_NET_AMOUNT No Document amount excl GST
TRANSACTION_GST No Document GST total
TRANSACTION_TOTAL Yes Document total including GST
TRANSACTION_TOTAL Yes Outstanding balance, if not paid or populate the Document total as above
LINETEXT No Free text (if any)
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Note — Your Company EAN number can be located via the exchange please follow the below path

under Contacts

exch angé

Contacts » FSNI Store Made Articles » Details

£ Manage company

& Actions

= Details

Company logo

Company code

Company type
Company name *
Trading as *
NZBN

Website

Ema
Phone
Fax

GST rat
GS5T no. ™

Emergency contact

Replenishment

contact
Food safety contact

Primary business

categories *
one

Additional business

information
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Note — The dates in Columns TRANSACTION_DATE and STMT_DATE must be in dd/mm/yyyy format.
You can do so by highlighting all the cells that contain date, right click>format cells>custom

Format Cells 7 s
Mumber Alignment Font Border Fill Protection
Lategory:
General Sample
Mumber 20/04/2021
Currency
Accounting Type:
Date mﬂ‘h_l
Time WYYy
Percentage 0.00E+D0 -~
Fraction #=20.0E+0
Scoientific 77
Text TS
Special dfmmyfyyyy
p d-menen-yy
d-rmmm
mmrn-'y}r

h:mm amyprm

himmess amypm

himm

h:mnmiss hdl

Delete

Type the number format code, using one of the existing codes as a starting point.
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4. Once the statement has been completed in the required format and saved on your drive,

click on “Choose File”, and locate the file from where this was saved.

foodstuffs UAT
exchange RS
viils
i Dashboard B select a file for upload

Lt
B Purchase orders
Choose File | No fild chosen
Invoices
&, Claims & credits Verify file Download statement CSV template
E statements & payments

Upload statement
FSNI statement reconciliation

B File

B Feedback

Products
No file found. No file found.
Document tracking

Company admin

b &G H

Contacts
News

@ Help

5. You can then click on “Verify File” to check if the file is valid before uploading it.

foodstufis UAT
exchange RS
1113
sl Dashboard B select a file for upload

Purchase orders

Choose File | No file chosen

Upload file

Invoices

£, Claims & credits Verify file Download statement CSV template

B statements & payments

Upload statement
FSNI statement reconciliation M Feedback K File
Products

) No file found. No file found.
Document tracking

Company admin

o & O 4§

Contacts
News

@ Help
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6. If the file contains errors, you will see the detailed explanation of the errors line by line

Bi select a file for upload

Choose
Upload file

Stat..pen item csv

Verify file Download statement CSV template

Feedback

File name: error fileStatement_Upload_Matched items for open item.csv
File size: 18675

Line 1 field "'TRANSACTION_DATE' error: The value '35/07/2020" is not a date in the expected format
dd/mmiyyyy’

ne 3 field "TRANSACTION_DATE' error: The value '1/07/2020' is not a date in the expected format
‘dd/mmiyyyy'.

Line 5 field "TRANSACTION_DATE' errar: The value '6/07/2020' Is not a date In the expected format
dd/mmiyyyy'.

Line & field "TRANSACTION_DATE' error: The value '8/07/2020' is not a date in the expected format
dd/mmiyyyy'.

Line 8 field "'TRANSACTION_DATE' error: The value 'S/08/2020' is not a date in the expected format
dd/mmiyyyy'.

Line 9 field 'TRANSACTION_DATE' error: The value '3/08/2020' is not a date in the expected format
‘dd/mmilyyyy'

ne 10 field "TRANSACTION_DATE' error: The value '5/08/2020" is not a date in the expected format
dd/mmiyyyy'.

Line 13 field "'TRANSACTION_DATE' error: The value '2/11/2020' is not a date in the expected format
dd/mmiyyyy’'

Line 14 field "TRANSACTION_DATE' errar: The value '2/11/2020' is not a date in the expected format
‘dd/mmiyyyy'.
Line 15 field 'TRANSACTION_DATE' er! The value '2/11/2020' Is not a date in the expected format
dd/mmiyyyy'

Line 16 field "TRANSACTION_DATE' error: The value '2/11/2020' is not a date in the expected format

E File

CUSTOMER_COMPANY,SUPPLIER_COMPANY,GST_NUMBER,CURRENCY,STMT_DATE,OPENING_BALAN =~
CE,CLOSING_BALANCE,STMT_REFERENCE,,,,
123,9421006,72-406-192,NZD,31/03/2021,0,887115.7,"Scenario 5, 6, 7 Testing",...
TRANSACTION_TYPE, TRANSACTION_REFERENCE, TRANSACTION_DATE,SUB_STMT,SUPPLIER_STORE_C
ODE.PO_NO,REFERENCE2, TRANSACTION_NET_AMOUNT, TRANSACTION_GST.TRANSACTION_TOTAL.T
RANSACTION_OUTSTANDING_BALANCE,LINETEXT

AN915613,35/07/2020,,, Test Statement 2000874,,,5000,5000,

JIN915471,22/06/2020,,,, Test Statement 2000874,,,4000,4000,

LIN915598,1/07/2020,,,, Test Statement 2000874,,,18000,18000,

JIN915895,13/07/2020,,, Test Staternent 2000874,,,11059.6,11059.6,

JIN915732,6/07/2020,,,, Test Statement 2000874,,,15924.11,15924.11,

.IND15785,8/07/2020..,. Test Statement 2000874..,10123.37,10123.37,

AN916087,20/07/2020,,,. Te: t 2000874,,11216.93,11216.93,

AN916590,5/08/2020,,, Test 1ent 2000874, 17557.94,17557.94,

JIN916514,3/08/2020,,,, Test Statement 2000874,,,6180.49,6180.49,

LIN916582,5/08/2020,,,, Test Statement 2000874,,,9792.97,9792.97,

IN916679,10/08/2020,,, Test Staternent 2000874,,,16255.58,16255.58,

IN916754,12/08/2020,.,, Test Statement 2000874,,,10808.23,10808.23,

R65806,2/11/2020,,,.Test Statement 2000874,,,-15,-15,

AN918755,2/11/2020,,,, Test Statement 2000874,,,673.93,673.93,

LCR65810,2/11/2020,,,Test Statement 2000874,,,-80,-80,

JIN918857,2/11/2020,,, Test Statement 2000874,,,511.04,511.04,

LIN9O18856,2/11/2020,,,,Te
ANS18804,2/11/2020,,. 74 Document verification failed. Please review the feedback and try again.
JIN918754,2/11/2020,,,, T

JIN918854,2/11/2020,,.. Test Statement 200087/4,,,590.64,500.64,

=

7. If the file is valid, you will see below message upon clicking on Verify File. You can now click on

“Upload File”

Bi Select a file for upload

Statement_...en items.csv

Upload file Verify file

M Feedback

File size: 18786

Statement is valid and complete.

File name: Statement_Upload_Matched items for open items.csv

Download statement CSV template
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8. Once the file has been successfully loaded, click on “FSNI statement reconciliation”

foodstuffs

éxchange e RS

V1.11.4
Ll Dashboard
Purchase orders

B Invoices

s

£, Claims & credits

Upload statement
l FSNI statement reccn:iliat‘onl

UAT

Q, search statements

Filter by
Reference

From date

Statements & payments To date

Export Results

9. You will be able to see all your statements here that have been successfully loaded. You can also search
for a particular statement by the statement reference, or, you can search for statement/s with the date

range.

Filter by
Reference
From date

To date

{ Reference \

Cleared items wit..
Cleared items wit..
Scenaria 5,6, 7 T...
Scenario 5,6, 7 T...
Scenario 5,6, 7 T...
Scenaria 5,6, 7 T...
Scenario 5,6, 7 T...
Cleared items wit..
Cleared items wit...
15:40 Vendor inv...
11:33 am Cleared.

11:33 am Cleared.

14:55 Cleared ite...

Q, search statements

E FSNI Statements

15:24 Open item..
N S/

Reset Export Results

Supplier Statement date ~
Better Drinks Company Ltd 08 Apr 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 31 Mar 2021
Better Drinks Company Ltd 30 Mar 2021
Better Drinks Company Ltd 30 Mar 2021
Better Drinks Company Ltd 30 Mar 2021
Better Drinks Company Ltd 30 Mar 2021
Better Drinks Company Ltd 30 Mar 2021
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10. You can then click on “Load reconciliation”. You can also download the reconciliation by clicking
on “Download reconciliation”

Customer Foodstuffs North Island (123) Opening balance 0.00
Statement Date 08 Apr 2021 Closing balance —
Reference Cleared items with missing and matched items Currency NZD

[ Load reconciliation Download reconciliation

B Reconciliation details

Click "Load reconciliation” to load the reconciliation lines here. Alternatively, click "Download reconciliation” to download the reconciliation lines in a spreadsheet.

11. Once you have clicked on “Load reconciliation”, a window will pop with a message, click on
“Load”

Load reconciliation

You're about to load the reconciliation details for this statement. Note that this can take a while.

Please do not close or refresh the page once the reconciliation loading process has begun.

Load Cancel
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12. Once the reconciliation has been successfully loaded, you will be able to see all the documents on your
statement with one the following statuses — Matched (green), Partial (amber) or Missing (red). These are
documents that are on the statement.

“Matched” documents — The documents where the document reference, date and amount match
correctly and is ‘Free for payment’.

Show matched lines Show partial lines Show missing lines Show supplier documents not on statement CJ Shaw FSNI documents not on statement 0 Only include blocked documents
Statement defails Documents in FSNI system

Invoice Document Document | Document ; Supplier
reforence VOICE date FNIStatus i Reference Amount Document type o, - o e Due date Paid date T
IN915785 041272020 Open 041272020 IN915785 566,99 CreditNote  Vendor Manager Block  31/01/2021
IN916514 0411212020 Open 041272020 ING16514 -392.00 CreditNote  Vendor Invoice 1m0

required
IN916754 0411212020 Dpen 0411272020 IN916754 -B1276 CreditNote  Vendor Free for 31012021

payment
IN915471 041272020 Open 041272020 IN915471 23565 CreditNote  Vendor Free for 3110172021

payment
IN915613 041272020 Open 041272020 IN915613 23565 CreditNote  Vendor Free for 3110172021

payment
IN915536 0411212020 Open 04112/2020  IN915536 -1,639.11 CreditNote  Vendor Free for 31012021

payment

N,
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“Missing” documents — Where the documents are present on the statement but not available in FSNI system.
Before resubmitting any documents, please contact the FSNI Accounts Payable team by making comments
against these (explained in step 15) as these documents could still be pending with the processing team.

E Reconciliation details

[ Show matched lines Show partial lines Show missing lines Show supplier documents not on statement [ show FSNI documents not on statement O only include blocked documents
Statement details ) Documents in FSNI system

nvoice - At A + SFE - = A + ne DOCUMENt Document i e Supplier

e nvoice date Amount SNI Status Document date Reference Amount Documenttype oo o status Due date aid date TR E

testoo! 29/03/2021 1o0fo [ESHERE

testo02 29/03/2021 200 o [FESRER

test003 29/03/2021 s00po [ESHENE

test004 ) <ooo [FESHERE

N919546 30/11/2020 161240 RGN

“Partial” documents — Where the documents’ reference and date match but the not the amount

B Reconciliation details
O show matched lines Show partial lines Show missing lines Show supplier documents not on statement O show FSNI documents not on statement O only include blocked documents
Statement details 4 \ Documents in FSNI system
Status
nvoice ey ey o + - Document - iy ame  DOCUMENt Document i Supplier
e nvoice date Amoufit NI Status aki Reference Amount Document type oo S Due date Paid date TS
N918857 02/11/2020 520.00 [Partial pen 02/11/2020 N918857 511.04 Invoice Vendor Free for 31/12/2020
payment
N918854 02/11/2020 550.40 'Partial pen 02/11/2020 N918854 590.64 Invoice Vendor Free for 31/12/2020
payment
N918851 02/11/2020 12,746.45 | Partial pen 02/11/2020 N918851 12,746.65 Invoice Vendor Free for 31/12/2020
payment
N918755 02/11/2020 800.40 [Partial pen 02/11/2020 N918755 673.93 Invoice Vendor Free for 31/12/2020
payment
N—

foodstufts
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You will also be able to see the documents that we have in the system but are not on your statement.
The document source will be “Vendor”

or Blocked for ~ 31/08/2020
payment

08/07/2000  IN915785 102337 Invoice Veng

You will also be able to see the FSNI created documents (e.g. warehouse withdrawal invoices etc).
The document source for will be “FSNI”

B Reconciliation details

[0 show matched lines [0 Show partial lines [ Show missing lines [ Show supplier documents not on statement Show FSNI documents not on statement [J Only include blocked documents

Statement details Documents in FSNI system
Status

nvoice Document Document Document Supplier

TEiE nvoice date Amount SNI Status date Reference Amount Document type| ¢ -0 status Due date Paid date e
pen 31/03/2021 17768041 -219.94 Invoice FSNI Free for 30/04/2021
payment
pen 06/01/2021 17506050 -3,439.49 Invoice FSNI Free for 28/02/2021
payment

You can use the filters to view documents under each of the statuses. Please note if you would like
to view the documents that are blocked for payment by FSNI’s AP team, you will need to check
“Only include blocked documents” and also the below encircled statuses.

B Reconciliation details

Show matched lines Show partial lines Show missing lines Show supplier documents not on statement (] Show FSNI documents not on statement Only include blocked documents
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13. If you would like to query any document/s on the reconciliation screen, you can do so by adding

comments in the “Supplier comments” column on each line that you wish to query.

Statement details

lr;fﬁglre;e nvoice date
(Re5810 02/11/2020
(R65806 0211172020

Status
Amount FSNI Status
-80.00 | Partial QOpen
-15.00 |Partial QOpen

Document
date

021172020

02111/2020

Documents in FSNI system

Amount Document type ;ajrurenent
4815 CreditNote  Vendor
-21.54 CreditNote  Vendor

Document
status

Free for
payment
Free for
payment

Due date

311212020

SUppTEr
comments

L]

Paid date

311212020

Once you have made the comments on all the lines, click on “Send comments” at the bottom of the

screen. You may need to scroll down to locate it.

O show matched lines

Show partial lines

Statement details

nvoice

TR nvoice date
CR65810 02/11/2020
CR65806 02/11/2020
N915613 01/07/
N915598

N915471 22/06/2020

O show matched lines

[0 show missing lines

Status

Amount FSNI Status
-80.00 |Partial Open
-15.00 [Partial Open

Partial Open
Partial Open
4,000.00 [Partial Open

Show partial lines

[0 show missing lines

[ show supplier documents not on statement

Document date Reference

02/11/2020

02/11/2020

01/07/2020
01/07/2020

22/01

[0 show supplier documents not on statement

Documents in FSNI system

Amount Document type ;?Jﬁ?em
-48.15 Credit Note Vendor
-21.54 Credit Note Vendor

4,064.96 Invoice Vendor

17,078.11 Invoice Vendor

4,204.08 Invoice Vendor

Document
status
Free for
payment
Free for
payment
Free for
payment
Free for
payment
Free for
payment

O show FSNI documents not on statement

O only include blocked documents

= date . Supplier
q (=] P,
Due date aid date comments
31/12/2020 Please check

the amount

31/12/2020

O show FSNI documents not on statement

O only include blocked documents

(

L

Once you click on “Send comments”, an email will be triggered to the FSNI Accounts Payable

Ticketing system for tracking and resolution.

If you have any questions please contact our AP team at FSAccounts.Payable @foodstuffs.co.nz
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