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CHVOICES

WELCOME TO

CHVOICES
S

INTRODUCTION

The Challenger Vendor Order & Invoice Confirmation S}rsln_"n (CHVOICES) is a web system

Purchase Orders (PO) match Invoices, confirm > Service Note / Return Note and manage Inventory. This system i1s part of

Challenger’s eftort to be more efficient in managing the purchasing & return process.,

= '
fI:-r vendors to confirm the

BASIC REQUIREMENTS SYSTEM FUNCTIONS

* Registration

* PO Management (Delivery Date/Quantity/Unit Price)
* PO Re-print

* Invoice Matching

* RN Collection Date

* KN Info

* Print Debit Note

* |nventory Quantity

* Internet connection
* PC/Laptops that runs Windows OS5
* An Email Address (if more than 1 recipient. setup an

internal email aistribution list)

LET'S GET STARTED
coTo @ chvoices.challenger.sg

CHVOICES Chagenger




CHVOICES

> > NEW VENDOR Click ‘Reset Password’ at the top-right
REGISTRATION

- 3 I

DESCURIPTION

Reset Password

Enter your Supplier ID and Email Address to receive a newv

password

Steps:
1. Get the Supplier ID from the buyer

2. Buyer will assign and set-up the email address in Cherps
3. Click the 'Reset Password' button to complete the registration



SUPPLIER’'S COMPLETE USER GUIDE

>> SUPPLIER -EI Sign in your account to access CHVOICES

NESCRIPTION Enter your Supplier ID & Password

This function is to login the system
using the assigned ld & Password.

2> Start managing your orders & invoices!

Click "My Account’ at the top-right

>> CHANGE
PASSWORD o

DESCRIPTION Uncollected

This function is to change the password for your _ 105 . .

account by entering your current password followed i INGRAM MICRO ASIALTD
o Iy L 3 T T = B

bj,‘ your prn!_'.-h:-rrl?{:l p.?!SE".:'-f'I:-Fd.

Change Passwand

T

Click 'Change Password'

Sign out

Change Password

To change your password, enter your current password below, followed by your
preferred password.

Steps:

1. E‘.".[EI'!' your current F:'-E'IE.S"."".'CI'G

2. Key-in your new FJF'E?I;"Frr;_?d password. old Passward: o
Re-type your new password for
confirmation New Password:

Confirm Passwaord:

3. Click the ‘Update Password’ button 9

to complete the change of password

Update Password




CHVOICES

OVERVIEW
Quick summary of Unconfirmed Purchase Orders,
Unmatched GRN Items and Uncollected Return MNotes.

It also shows a graphical chart of Outstanding Deliveries
and Hachi inventory.

‘ Click to minimize side navigation tab Click to show My Account

CHYCK

n NGEAM MICRD ASIA LTD Welcome to CHVOICES

E Q00

Uncanfmed Porchase Orders Jrumatchiéd GRY

311~ /1033w 230 | 408

& Purchase Order [Outstanding Deliveries) Hachi Inventory ™
s R
T Use sidetab to navigate Click to sign out
the main functions: from your account
® Purchase Order
* Invoice
* Return Note
* [nventory
Dashboard A. Click ‘PO Confirmation’ B. Click ‘Invoice Matching  C. Click ‘RN Collection
. to view all Unconfirmed (Single)’ or ‘Invoice Date’ to view all
Quick Summﬂr}' Purchase Orders Matching (Batch) Uncollected Return
to view all GRN items Notes

Welcome to CHVOICES

s T Fuepl e Lo

311+ /1033~ 230 [ 408 105+~ [ 170
A

= Punchsss Ovrder |Dutstaning Delverses) " HaiE i Ineemvhoery

D. Click ‘Reprint PO’
to view all Purchase
Orders (Outstanding
Deliveries)

E. Click ‘Inventory Listing'

to view Hachi iInventory

Cogrprighil © 200 T Chisbanper Techaabafied &1« =1 wlarme



OVERVIEW
P U RC H AS E Furchase Order Confirmation system te manage the Delivery
Date & Order Quantity.
FUNCTIONS
O R D E R * PO Contirmation (Delivery Date/Quantity/Unit Price)
* Re-print PO

>> PO CONFIRMATION

DESCRIPTION
This function is to manage the PO confirmation for the following: Delivery Date, Order Quantity and Unit Price

Steps:

PO Condfirmation

1. Select date range to view listing Q : LR B e
2, Click 'Retrieve Records’ st S oo L B
i | s @ e =23 =13
.'I 1 " L1 - ¥ 2
TN .
# [ WEE P D . - . [ (LY ey B R Brmarin [T e

b A e b o bl

3. A list of Purchase Orders will be shown according to gpr_n-::ified dates. Select the PO in batches by checking the
checkbox you want to either print or export.

PO Confirmation

Updute Delivery Data: o

Clwtrar PRI

1& P Lo 1]

o PO IO [ Rev Date Curr Buyer 1D Apprave Status e Amaunt Remarks Line Action

- CELS1500008 17 $0-£9-2016 ££0 Plfarmigoh  B0-05-2006 Apgroyved (= 1.136.95 4 “
Eev. D [

’ CSC5160000033 26-10-2016 $G0 eflarygoh  B6-L0-20L6 Apg gyed s 673.58 I n
R 0 Ty Tilarry pred

- C50%1 00005 ¥ 17-10-7916 %560 fALry maby ¥7-10-201% [ —— (.3 1,196,095 A -
[ ] O |afurrs g

o C5C5] 5000 37-15-1016 £C0 plfarwgah  FP-00-2006 R s B18.00 5 _
R, ) By Talairy gud
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i, By, L
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[ F ] ﬂ.lr Ehip

P
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4. Click ‘Print PO’ to print Purchase Orders in PDF file, or ‘Export PO’ to export as Excel file.



CHVOICES

© PURCHASE
ORDER

OVERVIEW

Furchase Order Contirmation system te manage the Delivery

Date & Order Quantity.

FUNCTIONS
* PO Confirmation (Delivery Date/Quantity/Unit Price)
* Re-print PO

5. Go to an order on the list to view
more infermation bj,-' ciicl-cing the
‘Items’ button

Approve

30-05-2016
By Tilany wh

26-10-2016
By TiMany pob

Status

Appioviod

Approved

5

5

v ]
Amount

3,136.95

673.58

Show

Remarks Line

50 5 enlres

Action

6. View all your order information such as Item ID, Description, Qty Order, Unit Price, Supplier ltem ID and Amount.
Easily manage your purchase orders by updating the order’s quantity and delivery

Purchase Order

IL
o Ne lem 1D Descrigtion Gy Order h

| 01872 o440 Ac b Swalt Griy Fitneds Tracser 5
P S P L ductun Fealt Groan Filress Tracher a
3 O 1 A T T Actxn Swift Pink Fitneas Trad ks -
L1 D018 F Toa-e05 ALxg Swall Plus Grey Filness Tracke 5
5 bl Fik- LY Ak Sweaft Plus Turgaod e FiEnsis Tradkes L’
L] COL T PG A Exh Seaft Plus nellow Faness Trscker

Showling 1 to 6ol § enlrics

7. Click 'Submit Confirm PO’ to update changes

UGH
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Supplier lem

Qty Received in
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PURCHASE ORDER CONFIRMATION @

How to update

Delivery Date

Steps:

1. Click on the checkbox of the
order that needs to be updated

2. Update it with the new delivery
date at the upper left side of the
list

3. Click the 'Update Delivery Date'
to make changes

4. Notification will appear for
successful update

Quantity

Steps:

1. Go to an order on the listing to
update the items

2. Enter new quantity value

3. Click "Submit’ to make changes

**Can only enter value lower than the its
current quantity order

How to check

Unit Price

Steps:

1. Go to an order on the listing to
check unit price
2. Click 'Back’ to go back to listing

PO Confirmation
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CHVOICES

OVERVIEW

Purchase Order Contirmation system te manage the Delivery
Date & Order Quantity.

FUNCTIONS

*» PO Management (Delivery Date/Quantity/Unit Price)

* Re-print PO

> RE-PRINT PO

DESCRIPTION
This function is to reprint the PO.

Steps:

1. Select date range to view listing HPILEY o o — o - e o

2. Click 'Retrieve Records’ R

3. Print the PO in batches by e e @)
selecting the checkbox you want W e, e TSR AR Wi WM W W e oy T
to print o wosman s s :. .-_j L et == e

4. Click "‘Print PO’ to print selected S ek aetiier g m e B ST e =2

5. Go to an order on the list by hh e ;I T ..,'_5,,_ EAITE e , ==
clicking the ‘Items’ button R "o

6. View all your order information such as Item ID, Description, Qty Order, Unit Price, Supplier Item ID and Amount.
Click on the "Print PO’ button to print selected order

Purchase Order Reprint
e - K-
Moa Lt  Hem D Dascriplion Oty Order LG Qty Received Unit Price Swppleer Item 1D Ampunt
] Q1900285015 Lenowo lopaPad 110 BATJODEPSE AS- T4108G 1TB 26 15 1 P i) S CCCO0000 59000

Showng 100 1 of 1 entries Privigus - S
= Back ba Purcharse Orders

5. A Revised PO in PDF format will be available for

printing and download :ng

N EHALL INGER TECHNCL PGS LT D ““REVELD PO
LR L Fph A OEDDR
C hﬂ(@ﬂger vt Tachets e -
Boguney L0050 LN [EIME SF e Rl ]
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s | D | Cowsty | UedPros | e 1

Smmste B by P Porete & T B J501H Ll s i At HAR L
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PDF DO/
INVOICE

OVERVIEW
Preparation of PDF DO & Invoices soft-copy to be submitted as
supporting document.

FUNCTIONS
» DO & Invoice in a single file « DO & Invoice in separate files

>> SOFT-COPY PDF DO/INVOICES

DESCRIPTION

This function is to prepare the soft-copy PDF DO & Invoices to be submitted as supporting document. The PDF file
needs to be copied to a specific folder (C:\PDF\) in the local PC/laptop.

Invoice Matching (Single)

Skep U: Cnder involos Setailn

Iy i Wi v, Duilie

Step 1: Uploading supporting documanty

Step 4: Submit metching

~ - ez
Invoice Matching (Batch)
Frep L Uplesd inveioe Baings | ove Nle), foep 1 Uplasdiag pupgartong dagemnilt g I Subeea myighag
T (e n o

Dorimrillaed the nErripslite o Buich imvoeos ML g
[l i gl i o (O ML TYYY ) el e 5 Torrmoat )

2-options for PDF files preparation

- DO & Invoice in a single file
« DO & Invoice in separate files

Steps:

1. Using the Windows Explorer,
create a folder under the
C:\ drive with folder named PDF.

[Note: This step is to be done only once.]

2. For DO & Invoice in a SINGLE FILE:
Create the soft-copy PDF DO &
Invoices and copy to C\PDF)\ folder.
The file is to be named as the
invoice number (e.qg. if the Invoice#
15 INV0123, the pdf file should be
named as INVO123.PDF).

3. For DO & Invoice in a SEPARATE FILES:

Create the soft-copy PDF DO &
Invoices and copy to C\PDF\ folder.
The file is to be named with suffix
DO & -INV' to the invoice number
(e.q. if the Invoice# iIs INVO123, the
DO pdf file should be named as
INV0123-DO.PDF and the Invoice is
to be named as INVO123-INV.PDF).

i
Ny 2?2
Local Disk (C:) PDF
A
& ‘ > m
Inu@ic:;::ﬁu"mﬂ INVO123.PDF

e
P
o
!

>> 3

INVO123-DO.PDF

Ity

Invoice #: INVO123

'-.\"'\.

INVO123-INV.PDF



OVERVIEW
@ Invoice Matching is a critical part of the 3-way matching process in
Challenger. The accurate matching ensures that the payment to Suppliers

are not delayed.
FUNCTIONS

* |[nvoice Matching (Single) * Invoice Matching (Batch) * Invoice Info

e ——
>>INVOICE MATCHING (Single)

DESCRIPTION
This function is to match the invoice information to the PO-GRN information. Therefore, the invoice r'T‘.'11.f_'|"|i."53 should be
done after the items have been received.

Steps:

1. User must first enter all invoice

Invoite Matching (Single)

B Ty PO

details such as Invoice No., Date -

Hlep & =g e b Mg i Lol e oy

and Amount

2. 5'._'"‘._'":1. PD-{:‘.RF‘J i',:_,-_.m.:-r Te) |:|"'||,'_‘ “5-1 RS-

i SR ] 1 L] i
3. Next, user must upload the ¥bwet
[ ! s e Fe Fisi Rt o0 Fim
supporting documents in PDF to «  rom — P — = R i
|l | =

p{—r{':h'r“! Iiﬁil_"_' :"\l;'IT_I:h_ r II.:_E.._'ll B P R ¥ B e ey e P i 1M Fi X |.|--"\.|' '-\.

" AR IN] G LT ¥ L L ey, B T me e ) < . ¥ [T L b F

s b i B Pl Doeg g 9 i 3 i " FrereeT

it

. A pop-up will appear to upload
files. User has an option to
upload separate or combinea
tiles. Click ‘Upload’ to
proceed

Ln

. Click "Submit’ to perform the

invoice matching. Invoice Matching (Single)

Whw | L b e T T ey e e T I B e e |

s BE e dgi

Bimp | Roimrn P05 LI gy
Ik CLal L L L T Rrip 0 Tas
L Fow = B e el - s = it Ll L fige=
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& LT b e -
. .
F] ¥ ¥ 8 W Bk -
e i
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CHVOICES

INVOICE

DESCRIPTION

OVERVIEW

Inveice Matching is a critical part of the 3-way matching process in
Challenger. The accurate matching ensures that the payment to Suppliers

are not delayed.

FUNCTIONS

* [nvoice Matching (Single) ® Invoice Matching (Batch) * Invoice Info

>> INVOICE MATCHING (Batch)

This function is to match the invoice information to the PO-GRN information. Therefore, the invoice matching should be
done after the items have been received.

Steps:

1. User must first upload the
Invoice listings in .CSV file

2. Page will load all Invoice listings

3. Next, user must upload the
supporting documents in PDF to
perform the match. User may
upload multiple files together.
For Chrome/Firefox/Ms Edge
users, select the folder with the
tiles and the system will auto
match for relevant PDF files.
For IE/Safari, not supported,
users need to select file by file.
Click ‘Upload files’ to proceed

4. All matched PDF will appear in
the listing’s supporting
documents. If PDF filename
doesn't matched, it will be
shown at top of the table.

5. Click ‘Submit’ te save and submit
the invoice matching. Batch
results will show remarks for
both failed and successful
submission

Irvende Matchong (Batch)

ke | Uil wrema i il | s e

king § i

e LTS T R P
il el i idnin
'

Rinp 1 o ok borf

mmm 5

Frbms e et e wor Vel f M U daeborp el
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Imvoice Matching (Batch)
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INVOICE

>>INVOICE INFO

DESCRIPTION

This function is to view all invoice information. export listing and dcrv.rn!u:mc:’-’prir:i iInvoices and delivery notes.

Steps:

Imvoice inlio

1. Select date range to view |i5tﬁng o . . . . _e

2. Click ‘Retrieve Records’ L B

3. Click 'Export’ to export current mon il i ""‘_e
Invoice listing in .C5V file - Faiir

4. Go to an invoice on the list to — o gt VW W 0w “ N e

hhp: ; -

view more information by I . s T R s e iy =
clicking the ‘tems’ button . trie el e e arr R T o =
- Paid invoices are highlighted S b i . P S, o )
L " BTN LEAW LD LT ELFR i AR B T TELS FTH L= -

A ApAT G AL FLFfamarign AT FotisafEre a7 P i -

el P Ej P Shis B Sl 13 5 pldns=Th eI P b T S I T &gl Fami -

o Ay T LT Y i s (0 W o e 1 Bl dF Mai L] -

e ey o L L T FEr L -

ST ™ Wil ELET A BT [FatTeT U LS L IL B LY ok Faml -

2. View all your inveice infermation such as PO |D, Item ID, Description, Total Amount and GRN Qty.
Download, save and print your Invoices and Delivery Notes

Invoice Info

Invaice Na. e, Dake law, Amawnt IRV & DD

W
T S5 d 0 01-00-2016 3145.50 E a
L) (i)

IL Supp DO Tax
Ll It#m ID ream Desdription GRH Quy Unat Price Dine %% Ampunt Tax AmY Recy, Date Curr
PCPLGDCaLE C18QLSEISS0LE  Lemdo S005 SO0I005SL50 (T-03000 B0 50550 GTR0[NG) LD 3 980 30 i) 2 54000 20580 DOSE2SIR1Y ™
il Dol il bl T B SG0

Showing L to § of L entries
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CHVOICES

OVERVIEW

Debit Note (DN) will be auto-generated when a Return Note has been

. R E I U R N approved (when the goods to be returned have been collected by vendor.
These DN is available for printing in CHVOICES

N O I E FUNCTIONS
o RN Collection Date * RN Infe * Print Debit Note

Steps:

RM Collection Date

. Select date range °
2. Click 'Retrieve Records’ to load
' - s 1 - sy FIl ]
listing of records L ey B . TP
3. Click 'ltems’ to view and manage " - SR —
H H =} M . ] 4 1] L]
information of the record = = it B0 I e ] <l sl
I . " P = Tl % F1W T a = R TP Credd ~odr dar in Lia=p S Som I
4. Click 'Notes’ to email notes to W NI v -e
LN - R . JR - B
IDU}-'L"F

Ln

. A pop-up will appear to enter
notes and message to the buyer. Email Notes To Buyer

Click 'Send’ to proceed
Beturn Hate § RERWH. F16040007

Yoear mecstage will b saved and semit 1o the Buype,

>> RN COLLECTION DATE Update Collection Date

DESCRIPTION Steps:
This tunction is to confirm the Collection Date of the Return Note (RN). 1. Select a new collection date at
the upper left side of the list
2. Click the ‘Update Selected’,
ol s changes will be automatically
upcated

bt Calecties Dase (0B EIL, TR | W pgra o, Doy omn View Suppnrting
o © -0 Documents

3. Click on the tile to view available

T [ —— Oty Bemas sL:pp-:rr'-.i."g documents

T R O UL R GEIE b Baaa® o Baarboot 1 Wit et crovmuat Bl dos Wemalions 1

e rinting & Downloading

WA iremd (F REF UL-F | B0S0O00E

4. Click on the ‘Print RN’ button to
open, download and print the
Return Note records



OVERVIEW
R ET U R N Debit Mote (DN) will be auto-generated when a Return Note has been
approved (when the goods to be returned have been collected by vendor.
These DN is available for printing in CHVOICES,
NOTE -
» RN Collection Date » RN Info » Print Debit Note

Steps:
1. Select dat i
. Select date range o ; ] in " me

2. Click 'Retrieve Records’ to load

listing of records e W el s
3. Click ‘ltems’ to view and manage - . 'l -

. S ) £ wus fisin [ T &8 B TR B [—— [— [T By Dsin .

information of the record ; e

> RN INFO

DESCRIPTION

This tunction is to display the RN Info that has been issued

RN Info Debit Note
- o Steps:

Ciwk=E Bafe | BFERGEE P LESRLED) Lemppraris g Ol mranig

1 LY ¥ L 1 = | W
- 1. View Debit Note number of the
O = ) @  © I mmmm

selected record

HAR e [ @ RERMES-FLGOALET]

Vs s e View Supporting
CATIT ERHE 00 LT T, i G a8 4 FE M 04 I e i T i s ety S 2L DﬂcumentS

| ¢ non e e s | 2. Click en the file to view available

supporting doecuments

Printing & Downloading

e Return Note with cost * Heturn Note without cost
3. Click on the "Print DN’ button to

open, download and print the
S ., Debit Note record

== e = Click on the '‘Print RN bul:un to
B s s T ] open, downlead and print the

=y
.

T e - o Return Note record

FEFFA-F T GO 000

**Two types of RN available for .;::-r':n'..ir'g
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CHVOICES

OVERVIEW
Inventory refers to the amount of inventory in accordance
with a specific item. CHVOICES gives you the ability to

update and track the products in your inventory.

FUNCTIONS
* Inventory Listing Update * Inventory History

>>INVENTORY LISTING UPDATE

DESCRIPTION
This function is to manage the Inventory Quantity by two options: Upleading Inventery File and Direct Update

Uploading Inventory File
Steps

1. Click ‘Expert’ to export the
inventory file. Open and update the
exported .CSV file

2. Choose the updated .C5SV file and
upload. Inventory will be updated
and published once ready.

Imrrnl:nr:.-l LT

Direct Inventory Update

Steps rr—— e
- e ©)

1. Key-in the quantity to update the

listing directly.
2. Click ‘Update Inventory’ to publish © e |

Lo ] B i Wi vl g L Uprwied

ik =Rl b - L R e e P T

" Item type: S— S TS —— . S
VEN-C - Vendor will ship items to -
UBI for packing and delivery to
customers or DSH-C item type
D5H-C - Vendor will ship directly to - M

customers AWTTTRE TR Brotnes MEC JESO0W bnkjet Br nter _
g WL

ASTTTRETSOT I8 Rrzthes F5 101 Sewsh g Mk ne- T o paitasued
[ RS

3. Notification will appear for successful upload. View publish status in the Update History

8 Sudce lully splaaded, Your inventary will Be updated snd results will be 1:I1l|'|-||1hl'd BRoE FeRdy.

Update History

sar Date Submitted Items Werified Items Inwalid items Remarks

EIL-1D025 21 Moy 20016, 509 g i o [1] Prroclimsaing..-

Action
ElL- 10034 L8 Mo 2314, G610 pm b & [ Procesting.. u

Shewinp 1 1o 1 of 2 entries el



INVENTORY QUANTITY @

>>INVENTORY HISTORY

DESCRIPTION

This tunction I1s to review the history and track status of the changes made in the Inventory Quantity

* View update history and publishing status

Update History
Show &0 § onirics
Sn & Date Submitted Items Verified tems Invalid Items Remarks Actien
EIL-100T2 27 Oct 2016, 4:32 pm o o o Processing m
EIL-10069 17 Oct 2006, 12:09 pm 0 0 0 Processing. m
Showing 1 1o 2 of 2 énbings Wi -

e Updated items will be listed once publish is completed

Update History

Uploaded Items (5n # EIL-10069)

3howW 50 & entnes

Item 1D Description Qty Remarks

Mo data availabde in table

Showing 0 to D ol 0 enlries

4 Back to Listings



CHALLENGER VENDOR ORDER & INVOICE CONFIRMATION SYSTEM

® eVOUCHER ::::
Sending VC Vouchers to a valid ValueClub account

FUNCTIONS
« |ssueVCVoucher

» ISSUE VC VOUCHER

DESCRIPTION
This function 1s to 1ssue VT YVoucher to a ValueClub account

E] Promotion

Steps:

( 1. Under the Promotion tab in the Main Navigation,
click on the Issue VC Voucher function to access the
form

2. Key in the Contact Number and Email of the ValueClub account to issue the VC voucher and click the
‘Check’ button to verify and send to a valid account. IC Number is optional.

lssue VC Voucher

Contact Number *
Email ©

1€ Number

3. Anotification will appear on top of the form when VCVoucher has been issued successfully.
The eVoucher will be credited to the recipient’s ValueClub account.

& Congratulation, the 530 evoucher has been credited to your ValueClub account.

Issue VC Voucher

Cantact Nimber *
Email *

1€ Humber




¥

€ Challenger Technologies Limited. 1 Ubi Link, Singapore 408553
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