Closed Loop Guidelines 


INTRODUCTION
Kroger utilizes an automatic payment system known as Closed Loop.  In an effort to improve the effectiveness of Closed Loop, this documentation of technical requirements and other recommendations is directed towards all vendors eligible for Closed Loop (EDI purchase orders and invoices).  It explains EDI requirements as well as specific data-formatting guidelines.  Furthermore, recommendations for handling errors as well as contact information are included.

TECHNICAL REQUIREMENTS

· The vendor must return to Kroger the PO-release number as it was sent on the purchase order.  The format for the PO-release number is a purchase order number, 7 characters in length, followed by a hyphen and a 5-digit release number: A123456-12345.  EDI BIG04

· The vendor should return on the invoice the same resource ID that Kroger sent on the purchase order.  The Kroger resource number is six characters long: 123456.  (If the resource being shipped is a finished good, its first position will be an alpha field: A12345.) EDI IT107 

· The vendor should return on the invoice the following fields as they appeared on the purchase order: the Kroger item/resource number, unit of measure, and unit price.

· The vendor must include the terms of sale on the invoice.

· The vendor must include FOB information on the invoice.

· The invoice must list the product/service ID for EDI.  (NOTE: all EDI mapping requirements for 810 documents can be found at http://edi.inter-americanproducts.com.)

· The vendor must accept the EDI 824 document.  It explains why an invoice was rejected by Kroger’s EDI system and how to correct the errors.

PROCEDURAL GUIDELINES
· The vendor should only accept purchase orders sent via EDI.  If an order is called or, there may not be a valid release number on the purchase order and matching will not occur in Closed Loop.  When this happens, the vendor should request an EDI purchase order be sent.

· The vendor should not allow Kroger buyers to call in additions to purchase orders.  If additional resources are requested, they should be ordered on a new EDI purchase order.  

· It is the vendor’s responsibility to monitor its EDI system for any 824 documents (which contain automatic responses with text explanations denoting errors) from Kroger.  Upon receipt, the vendor should make the necessary corrections and re-send the invoice.  

· For questions related to pricing, contact Kroger’s CALM division.

CONTACT INFORMATION

· EDI – voice: (302) 781-1020 x 5297 / fax: 270-633-8388.

· Accounting – Mike Stevens (Kroger CALM A/P Supervisor): 513-782-3349. 

COMMON MISTAKES TO AVOID
· The following cause fatal errors on EDI invoices:

· Missing PO number

· Invalid dates (PO, invoice, terms)

· Invalid unit of measure code

· Invalid basis of unit price code

· Incompatible unit of measure and basis of unit price codes

· Invalid tax type code

· Invoice total amount must be positive

· Invoice total amount does not balance to detail

· Missing invoice total amount.

· The following are some examples of fatal errors in EDI caused by the PO-release number:

· Omitting the release number

· Omitting leading zeros on release number
· Sending a purchase order number-release number that is greater than 13 characters

· Sending “Rel.” or any other abbreviation for “release” instead of a hyphen (-).

· Using any character other than a hyphen (-) to separate the PO number from release number
· Including an extra space before or after the purchase order number.
· The following scenarios lead to errors in Closed Loop (which means manual payment of the invoices):

· If the vendor accepts purchase order additions (either via phone or fax) after the purchase order has been sent through EDI, the data will not match in Closed Loop and the invoice will not pay automatically.

· If the resource numbers on the invoice do not match the resource numbers on the receiver, there will not be a match in Closed Loop.  Do NOT send UPC number or vendor’s resource number.  Do not include any hyphens in the resource number.
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