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APPIAN ACCOUNTS PAYABLE CHARGEBACK ENHANCEMENT VENDOR TRAINING
APPIAN APC VENDOR TRAINING

Chargeback Workflow Process
· Branch Review:
· The workflow first routes to the Medline Branch for review and decision.

· If approved:
· Payment will post when the branch approves.

· If denied:
· An email will be sent to the vendor explaining the reason for denial, including:

· A comprehensive explanation of the chargeback request denial.

· A hyperlink for direct access to the Appian platform.

· The vendor has the option to:

· Acknowledge the denial.

· Contest the denial within Appian.

· If contested:
· The branch will review the original denial.

· If the branch confirms the denial, the chargeback routes to the Division for further review.

· Division Review:
· The Division reviews the chargeback.

· If approved:
· Payment will be posted when the division approves.

· If denied:
· An email will be sent to the vendor explaining the reason for denial, including:

· A comprehensive explanation of the chargeback request denial.

· A hyperlink for direct access to the Appian platform.

· The chargeback will be bucketed for settlement discussions.
· Additional Documentation Requests:
· In the event the division requests additional documentation, the division will:

· Deny the chargeback by selecting the root cause below:
[image: image12.png]MEDLINE




· The vendor will be notified of the denial and should reach out to AP as instructed for specific details on the documentation needed. Once additional documentation is provided, the division will review.

· If approved:
· Payment will be posted when the division approves.

· If denied:
· An email will be sent to the vendor explaining the reason for denial.
· The chargeback will be bucketed for settlement discussions.
· Reminder Notification:
· If no action is taken within 7 days, a gentle reminder email will be sent to prompt a response.
· Points to Remember:

· When disputing a debit memo, provide all relevant shipping documentation to assist Accounts Payable (AP) in conducting a thorough review and expediting the payback process.

· Ensure that you include:

· Proof of Delivery (POD)

· Bill of Lading (BOL)

· All packing slips related to the entire shipment, not just the shortage

· Submitting complete shipping documentation upfront allows AP to efficiently research and make a prompt decision regarding payback.

· If the branch or division requests additional documentation:

· Respond promptly with the required information.

· Follow the resubmission instructions provided by the branch or division to avoid processing delays.

· Explanation of Branch Denial Reason Codes

· 1 for 1 PO or Full Non-Receipt – Selected when the provided documentation is inaccurate and linked to a shipment not yet received.

· Item in Over Pack/Repack Box – Selected when the branch investigation determines that the item was repacked by the carrier.

· Dropped Trailer – Selected when the branch investigation determines that the vendor's carrier leaves the entire trailer for delivery.

· PT Created Accurately and Timely – Selected when the branch investigation determines that they created the problem ticket in a timely manner to notify the vendor of a discrepancy.

· Discrepancy PO Line Paid, but Different Line Open – Selected when the wrong POD is provided as documentation for review.

· PO Discrepancy Already Resolved – Selected when the branch investigation determines the issue is already resolved due to the timing of the request and the receipt. e.g., the goods have already been received.

· Shipment/Item Refused – Selected when the branch investigation determines that the goods were refused at delivery and sent back with the carrier.

· Master Carton – Selected when the branch investigation determines that the items are in a master carton box, causing the packing list and POD tracking info not to match.

· Vendor Shipped Wrong Item/UOM That Wasn't Reported – Selected when the branch investigation determines that the vendor shipped an item not ordered or the ordered item in the wrong unit of measure.

· Confirmed Goods Received at a Different Location – Selected when AP determines that the goods were either sent to the incorrect location or the documents provided by the vendor are for the incorrect location. The task is then routed to the branch listed on the documents.

· Invalid/Insufficient (Shipment Underweight/Invalid Signature) – Selected when the branch investigation determines that the shipment was under the expected weight (e.g., goods are missing) or someone who is not a Medline Branch employee signed the paperwork.

· POD Signed Correctly – POD and corresponding discrepancy are correctly identified from the branch perspective. In this scenario, it is assumed the branch will always deny. e.g., If we are short 1 case and the branch signed as 1 case short, the denial stands.

· Insufficient Documentation at Receipt (No Piece Count on Delivery Receipt & No Packing List on PT) – Selected when documentation is incomplete.

· Packing List Indicates Different Quantity/Item Not Shipped – Selected when the branch investigation determines that the vendor shipped the wrong quantity or did not ship the item at all.

· Duplicate Invoice/PO Received in Full (Over-Shipment) – Selected when the branch investigation determines that the vendor is either sending an additional invoice or has shipped more product than ordered.

· Appian Workflow Navigation
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(@ ou forwarded this message on 1/10/2024 11:28 AM.

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe.

*** Do Not Reply to this email ***

AMedline Industries AP Vendor Payback Request has been submitted and all or part of the request has been denied because of the following:

Denied - 1 for 1 PO or Full Non-Receipt
This request requires WELCH ALLYN INC review and action; please take action within 3 business days. The details of this request are summarized below.

Use the following link to open the Payback Request form to review and action the request:
Click here to open the request

AP Chargeback Request Details

Medline AP Chargeback Request Number: 30264 =
Submitted by: Brian AP Rep
Submitted Date: 1/10/2024 10:43 AM CST

Vendor Name: WELCH ALLYN INC
Vendor Number: 0000025550
Reference Number: 95501993
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· Medline AP Chargeback Request Number – Found in the notification email
· PO Number - Vendor is tasked with finding and supplying the purchase order number
**BOTH fields are required to access the chargeback request form in the vendor portal
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Header Information 

Medline AP Chargeback Request Number

Debit Memo Amount – amount of the deduction on the remittance

Initial Request Amount – requested payback amount 

Posting Date – date the shortage debit memo was posted
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PO Line Items – Displays line items denied approval. Lines approved will not appear here. All lines must be actioned.
If the line has been partially approved or denied the values will be displayed in these fields.

Approved Amount & Qty

Denied Amount & Qty

Action (Accept or Dispute)

Credit Memo Number - If Accepted and credit is issued (optional).
Comments - If Disputed, comments are required.
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* Comments must be provided for disputed items. You can input your comment and then utilize the "COPY TO ALL ROWS" function to efficiently extend the comment across multiple disputed items, assuming the comments remain consistent. To remove comments from all fields, use the "CLEAR ALL" option.
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* You can either accept or dispute all the lines by selecting ACCEPT ALL or DISPUTE ALL.
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Additional Information

Documents – Attached by AP on the original chargeback request
Supporting Documents Upload – Vendor is required to provide supporting documentation for any lines disputed. Vendor also has the option to upload any additional documentation requested by the Branch or Division.
Comments

Approver Name and Email Address - Required
Cancel/Submit
· For more detailed instructions, please refer to the video training that accompanies this training document at: https://medlineaccountspayable.zendesk.com/hc/en-us/sections/29171711955475-Appian-Chargeback-Resource-Center
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