
Does vendor 
provide a csv?
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No

Yes

Invoice or csv 
received from 
vendor or 3PL

Open new 
Freight Bill 
Expense

Open vendor 
bills pending 

payment

Open a new 
Scripted Import 

Drag and Drop 
csv to Scripted 
Import screen

(limited to 1 file)

Open Freight Bill 
Expense 
Summary

Populate fields in 
Invoice Information 

and Shipment 
Information sections

Does the
 invoice total match
 the Total Amount 

column?

Is the 
Exception 

amount zero?

Optional: Populate 
fields in References 

and Additional 
Information sections

Select Save or 
Save and New

Script matches 
PRO/Tracking 

Number or 
Reference 

Select Freight 
Bill as the

 Import Type

Outbound 
Shipment (OBS)

GL Accounts, 
Divisions and 
Departments

Yes

Determine and 
correct 

difference

No

Open a New 
Vendor Bill 
(new tab)

Enter invoice #, 
invoice date,  
location and 

amount

Select vendor 
(carrier)

Select Booking 
link

Yes

Open FBE 
Exceptions 
reminder

No

Address each 
exception

Enter the 
Accounts, 

Divisions and 
Amounts from 

Bookings search

Attach invoice 
and supporting 
documents and 

save bill

Legend: 

Decision

User 
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Document

Database

System 
Action

Data


