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eSettlements Enablement
Functional Specification Questionnaire
The intent of this questionnaire is to gather information from suppliers who may be enabled into the University of Michigan eSettlements application for electronic invoicing.  The information obtained from this questionnaire will help the University determine the ability and level of experience the supplier has with electronic invoicing.

Suppliers should complete the questionnaire to the best of their ability and with detail information.  Responses may include comments and questions which may be used as contracting discussion points.

Prior to completing this questionnaire suppliers should review the eSettlements Enablement Documents listed on the Procurement Services web site at http://procurement.umich.edu/supplier-resources/supplier-portal/electronic-settlements . 
Note: Please contact a University of Michigan Procurement Services if additional clarification is needed.        
	Date:
	

	Supplier Name:
	

	Supplier Sales Contact
IT

A/P
	Name:
Title:

Email:

Phone:

Name:

Title:

Email:

Phone:

Name:

Title:

Email:

Phone:


	Invoicing / Ordering Overview

	What means is the supplier willing and capable to transmit invoices? (XML system to system, Flat File via web portal, Self-Service via web portal)
	

	Per the University of Michigan eSettlements Integration specifications documents we can receive and process PO Invoices, Non-PO Invoices (ShortCode), and Credit Memos.  What types of invoices can you submit electronically?  
	

	If you are enabled to submit electronic invoices will you ever have a need to submit or send paper invoices to the University of Michigan?  If yes please describe why and when.
	

	Are you currently participating and/or submitting electronic invoices to the University of Michigan via either our eBilling File or eSettlements application?  If yes please describe what type and format of invoices are being submitted.
	

	Do you take phone and fax order from the University of Michigan?  If yes are the orders PO, Non-PO orders (ShortCode) or Both?
	

	If you take phone orders what information do you gather at the time of the order? (Requestor, Department Name, Address, phone number, ShortCode, PO, Department Reference number, etc.)
	

	Of the information that you gather during a phone order what data can be returned/submitted on the electronic invoice? (Requestor, Department Name, Address, phone number, ShortCode, PO, Department Reference number, ect.)
	

	Does your ordering system recode the University of Michigan PO line number?
	

	Can you return the University of Michigan PO line number on the electronic invoice?
	

	Do you ship substitute items?

If so, will the supplier invoice reflect the original item number or the substitute item number?

(Note that the University of Michigan application matches the item/PartID on the incoming invoice to that of the original PO#.)
	

	Do you ever invoice for an item with a different Unit of Measure (UOM) than the UOM that was listed on the PO?  (ie. PO UOM 1 gallon send an invoice for 2 1/2 gallons, 4 quarts, or 8 Pints)?
	

	How do you invoice for Shipping/Freight or other Handing charges? (Dry Ice Fee) As line items or as summary information?

	

	Will you transmit freight ONLY invoices?
	

	Will you transmit $0 invoices?  If yes please describe for what reason you would transmit a $0 invoice?
	

	Will you make partial shipments?  If yes please describe why and when.

	

	If you make partial shipments will the invoices reference original ordering information, back-order status, etc.? 
	

	Will your system create separate invoices for each shipment? 

	

	What other reasons would cause you to submit multiple invoices against a single order/PO?
	

	Do you invoice for cancelled items? (order line submitted then cancelled before shipment) If yes when do you process credits?
	

	Do you sell equipment that would require sending the University of Michigan the Serial number and model number?
	

	Do you re-use invoice numbers?
	

	Do you have items with reoccurring charges? (tank rental charges?) For these types of items suppliers may receive the order on a PO but need to bill reoccurring charges on a Non-PO (ShortCode) Invoice


	

	Does your order system require a ShortCode value in addition to PO Number?  (cannot process an order if you don’t have a UofM ShortCode) (e.g. you receive a PO but still require a ShortCode for monthly rental)

	

	User Access & Password Security

	Can you conform to UofM password guidelines when creating passwords with the UofM eSettlements system? http://procurement.umich.edu/sites/default/files/supplier_portal_password_policy_1.pdf   
	

	Does your company have an existing User ID maintenance process that can be applied to maintaining Users in the UofM eSettlements application?
	

	You will be required to maintain user access (up to 9 users) for the UofM eSettlements applications.  Do you have any concerns about maintaining these user accounts and access?
	

	The University of Michigan eSettlements application is a role based system that allows multiple user access with multiple Roles.  

Will the supplier require multiple users? (Administrator, User and AR User)
	

	How many supplier users will need access to the UofM eSettlements application? 
	

	Please list all user name and role that will be required to go live.  (e.g. Andy – Administrator & User, Jeff – AR User)
	

	Project Experience


	What type of prior implementations have your company participated in?  (XML Invoice, Flat Files, creation of fixed length files, accessing web portals)
	

	What is your typical implementation timeline?
	

	When would you like to begin the implementation?
	

	Does your company have any experience with PeopleSoft (ERP/Financial) applications?
	

	Does your company have any experience with submitting invoices using other customer’s portals?
	

	Flat File System Questions / Flat File Invoice Upload

	Can you meet the University of Michigan Flat File requirements listed in the “Supplier Integration Specification Flat File Invoice Integrations” document? 
	

	How do you plan to create the fixed length invoice file?  (manually or via your system)

	

	Are you planning on using the eSettlements flat file loader to create your invoice files?
	

	How frequently will you upload invoices files? (Daily, Weekly, Monthly)


	

	What is your current payment method?  (Check or ACH)
	

	Is there a limit to the number of invoices you will send in a single file?

	

	Can you send credits via the Flat File invoice process?

	

	Can you and will you be sending any of the optional fields in the flat file layout?  Check all that apply.
	 Supplier ID – Provided by UofM
 Merchandise Amount – Extended Amount
 Requestor

 Serial Number

 Manufacturer

 Model Number

 Department Reference Number

 Deliver To

 Ship To Code

 UNSPSC

 Freight Amount

 Misc Handling Charges

 Supplier Order Number (Pack List #, Job #, Event #, Supplier tracking #, Number different than the invoice number)

	For Non-PO (ShortCode) invoices can you send the item UNSPSC in the Flat File?

	

	Flat File Invoice Credentials

	The University of Michigan will provide Suppliers with login credentials. Please confirm that you can access this URL from your computer  http://procurement.umich.edu/supplier-resources/supplier-portal/electronic-settlements  
	

	Please confirm that the MSupplier Portal Link on the URL above takes you to the M Wolverine Access login screen.
	

	Error Handling Flat File

	When uploading invoices files, the supplier will receive a Response Message of Success, File error, or Unauthorized.  File error and Unauthorized will require the supplier to reload the file.  What will be your process for handling these failed invoice files?  
	

	During the batch process if an invoice has a line that has an error, the entire invoice will fail.  Supplier will need to correct the line and resubmit the entire invoice in a new flat file.  Valid invoice will be processed.  Can you comply and do you have a business process in place to correct invoice errors?
	

	All error messages will be sent via e-mail from esettlement@umich.edu.  Can you add this address to your safe senders e-mail list? 
	

	cXML Questions / cXML Invoice Message - Please complete this section if you can or plan to submit cXML invoices.

	Can you meet the University of Michigan XML requirements listed in the “Supplier Integration Specification XML Invoice Integrations” document?
	

	Does the supplier utilize certificates for electronic transactions?
	

	Will XML invoices be posted real time or batched?
	

	How frequently will you send invoices or post XML invoices to the University of Michigan? (Daily,Weekly,Monthly) 

	

	At what time of day will you be posting XML invoices (e.g. between 1 and 3 am ET M-F)?  
	

	Is there a limit to the number of invoices you can send at one time?
	

	Will you only send XML invoices for POs that originated as XML?  How will you invoice non-catalog orders, for example?
	

	Can you send Non-PO, Phone & Fax ShortCode Order invoices via an XML message?  If not how will you invoice non-catalog orders?
	

	Can you send credits via the XML invoice process?
	

	Where and how do you send transportation (shipping) charges and special handling (Dry Ice) fees in the XML message?  (Normally these fees are not listed as line items on the PO.)
	

	Can you return customer specific data such as cost center and requestor in the XML invoice message?
	

	For Non-PO invoices could you send the item UNSPSC, Serial Number, Manufacturer, Model Number, Requestor in the XML message?
	

	What data can you send to the University of Michigan for matching the invoice to the original PO?  The original PO and supplier id are the preferred fields.
	

	Are you able to capture the line numbers from the original PO and send them back to the University of Michigan in the invoice?
	

	Can you pass the PO number and PO line number in the XML message?
	

	Will you be providing Order Level or Detailed Line level invoices?
	 

	Is the line item description included in the XML invoice message?
	 

	How do you handle price variances from the original PO to the invoice (e.g. the PO was created on Friday and over the weekend there was a price increase)?  Does your system pull the price of the item from the original PO or is it read from another system?
	 

	Is there any information on the paper invoice or the eBilling file that you submit today that cannot be sent on an XML invoice?
	

	Will you be sending any of the optional fields in the XML message? Check all that apply.
	 Supplier ID

 Merchandise Amount 

 Requestor

 Serial Number

 Manufacturer

 Model Number

 Department Reference Number

 Deliver To

 Ship To Code

 UNSPSC

 Freight Amount

 Misc Handling Charges

 Supplier Order Number

	Error Handling XML

	If an invoice fails coming into the University of Michigan system, the University of Michigan will send an error message (in the 201 or 401 range).  What will be your process for handling these failed invoices?  
	

	During the batch process if an invoice has a line that has an error, the entire invoice will fail.  (error notice will be sent via e-mail)  Supplier will need to correct the line and resubmit the entire invoice in a new XML message.  Valid invoice will be processed.  Can you comply and do you have a business process in place to correct invoice errors?
	

	Some error messages will be sent via e-mail from esettlement@umich.edu.  Can you add this address to your safe senders e-mail list? 
	

	cXML Invoice Credentials

	The University of Michigan will provide you with the Sender Identity and Shared Secret for use with posting invoices.  Additionally, information can be found in the eSettlements XML Invoices Integration Specification document in the MSupplier: Enablement Documents section of the following: http://procurement.umich.edu/supplier-resources/supplier-portal/electronic-settlements .   Please confirm that you can configure your system to meet these guide lines. 
	

	The University of Michigan will provide Suppliers with login credentials. Please confirm that you can access this URL from your computer http://procurement.umich.edu/supplier-resources/supplier-portal/electronic-settlements .
	

	Please confirm that the MSupplier Portal Link on the URL above takes you to the M Wolverine Access login screen.
	

	Supplier System administrator Contact Information – This section must be completed

	Please provide contact information for the person (Project Manager) who will be responsible for the eSettlements enablement project.

	Name:
Title:

Phone:
e-mail:
Other:
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