Tata Power- Invoicing Guide

SAP Ariba

i -

This Invoice Guide is created for Suppliers who have registered with the Ariba Network and have a
Trading Relationship with Tata Power.

It contains steps for transacting on invoices with Tata Power through the Ariba Network.

Created by : Mona Vardha'— Supplier Training Lead
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Before You Begin Invoicing: Customer Invoice Rules

These rules determine what you can enter
when you create invoices.

Login to your Ariba Network account via
supplier.ariba.com

Select the Company Settings drop-down
menu and under Account Settings, click
Customer Relationships.

A list of your Customers is displayed.
Click the name of your customer (Tata
Power).

© 2018 SAP SE or an SAP affiliate company. All rights reserved.
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Before You Begin Invoicing: Customer Invoice Rules (Contd.)

Scroll down to the Invoice Setup section and view the General Invoice Rules.

If Tata Power enabled Country-Based Invoice Rules then you will be able to choose your Country in Originating Country of
Invoice from the drop-down menu.

Click Done when finished.

Invoice Setup 4

General Invoice Rules

Allow suppliers to send invoices to this account. Yes
Ignore country-based invoice rules. Yes
Allow suppliers to send invoices with service information. No
Allow suppliers to send invoice attachments. No
Allow suppliers to send non-PO invoices. Yes
Allow suppliers to send invoices with a contract reference. Yes
Require suppliers to create an order confirmation for the PO before creating an invoice. L No

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer
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PO Flip Invoice

To create a “PO-Flip” invoice (or an invoice C5V Documents
derived from a PO that you received via the
Ariba Network):

From the home page within your Ariba
Network account, select the Create drop- Mon-PO Invoice
down menu and select PO Invoice.

For PO Invoice select a PO number.

PO Invoice

Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments

Orders and Releases

Orders and Releases ltems to Ship

» Search Filters

Orders and Rel 2 2)

Sandb

Order 20151016_KPBPO1 Ariba, Inc. - TEST Praha
Czech

Sandb

® Order 20150415_PO1 Ariba, Inc. - TEST Praha
Czech

L Create Order Confirmation Create Ship Motice Create Invoice

Customer
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PO Flip Invoice (Contd.)

Click the Create Invoice button and then Orders and Releases (2)

choose Standard Invoice.
Sandbox Buyer

Invoice is automatically pre-populated with Order 20151016 KPBPOT  Ariba, Inc. - TEST oo Republic
the PO data. Complete all fields marked ®  Ouer 20150415 POT J— Sandbox Buyer
with an asterisk and add tax as Czech Republic
applicable. Review your invoice for 3

accuracy on the Review page. If no Creste Drder Confmation ¥ Crete i oice | i
changes are needed, click Submit to send { 3 ‘ ?r:;:Tl:DDICE

the invoice to Tata Power.

Line-ltem Credit Memo

Create Invoice

1Please correct the following errors and resubmit

¥ |nvoice Header

Summary

Purchase Order: 20150415_PO1

Invoice #:+

4

Invoice Date:* | 17 Apr 2016 =

I Required fiskd

Remit To:  Ariba_TestSuppiler - TEST

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer



Invoice Creation against a Material PO

It is mandatory to first fully confirm the
Material PO and then create the Ship
Notice before you create an invoice.

Goods Receipt should be done by Tata
Power and you should check if the
Material PO is the Received Status before
you invoice against it.

To create an invoice:
On the Create Invoice page, enter the

Invoice #. It cannot exceed 16 characters.

It can be an alpha-numeric number of
your choice.

The Invoice Date is auto-populated. You
can select a future date of your choice.

© 2018 SAP SE or an SAP affiliate company. All rights reserved.

Create Invoice

¥ |nvoice Header

Summary

Purchase Order:

4500002330

Invoice & *

2 nvoice Date: *

22 May 2018

Supplier Tax 1D

Remit To

Bill To

ABB Ariba India

Gurgaon
Delhi
India

The Tata Power Co. Lid.

Mumbai
Maharashtra
India

Customer




Invoice Creation against a Material PO - Adding Attachments at the Header-level

Adding attachments is mandatory. It has to be a Update Save Exit “
scanned copy of the original invoice. It has to be
in the PDF format only and shouldn’t exceed the . o ~ ivoica or & purchase
100 MB Iimit_ indicales required irela |
Shipping Cost ma
To add attachments, click the Add to Header . Special Handiing -
dI‘O -dOWﬂ menu and SE|eCt AttaChment 3 Additional Reference Documents and Dates
P
Scroll down to the Attachments section. Comment -
) Attachment
Click the Browse button. e O ax
creating invoices?
Select the file on your computer and click Add
Attachment.
|
*Attachments 4 |
The total size of all attachments cannot exceed 100MB [ 5

Browse... || Add Attachment 6

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer



Invoice Creation against a Material PO

Scroll down to the Additional India Specific Information section.
Enter the Tax Invoice Number. It will be auto-populated if you have created your legal profile.

Select the Scanning Location. It is the same location where the service has been rendered and the hard copy of the invoice
IS submitted.

Enter the Engineer’s Email ID. Contact Tata Power if you don’t have this information.

Additional India Specific Information 7 |
Supplier GSTIN: | 07145134fc51251 | Customer GSTIMN:  20AAACTOD54A27E
Tax Invoice Number: * l 8 Place of Supply: | ggject v
Scanning Location:* | {na value) "y 9
l 10 Engineer's Email: *

‘ FAM Mumber:  AJGPKSTE2E

© 2018 SAP SE or an SAP affiliate company. All rights reserved.
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Invoice Creation against a Material PO

Scroll down to the Line Items section. You can include/exclude any line item by clicking the green toggle button or delete it by
selecting the respective checkbox.

Make the required changes to the fields.

Click the Next button.

Line ltems

11

Insert Line ltem Options

No. Include

10 @

Ship Notice Details

12

Pricing Details

Shipping Documents

Classification

Tax Category

Domain

Domain

Integrated GST

Type Part #

MATERIAL

Ship Notice # 123456789-asn

Price Unit: EA
Unit Conversion: 1

Packing Slip ID

Packing Slip Date

not available

HSNSAC

Description

Bearing 9001

Code

Code

ABRASIVES

19999999

Shipping Docu

ments Special Handling

Customer Part #

251

Discount

Quantity

2

Ship Notice Line # 1

Price Unit Quantity: 1.0

Description:

Remove

Remove

Unit

EA

1 Line Items, 1 Included, O Previously Fully Invoiced

Add to Included Lines

Unit Price Subtotal

100.00 INR 200.00 INR

© 2018 SAP SE or an SAP affiliate company. All rights reserved.
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Invoice Creation against a Material PO

Review the invoice.

Click the Submit button. If there are any changes to be made click the

Previous button to back to the previous page.

You will now see a message that the invoice has been submitted.

Ariba Network

Ariba Network

Invoice 4500002830-INV has been submitted.

16 } Print a copy of the invoice.
- Exit invoice creation.

Create Invoice

Confirm and submit this document. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:India. The document's destination country is:India.

14

Broauin
Frevious I‘

[¥a]
o
3

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able fo archive old invoices once you subscribe to the archiving service.

Bill Of Supply

nvioice Number
s Date :

Original Purchase Order :

REMIT TO:

ABB Ariba India

Postal Address:
100202 - GURGAON
Gurgaon

IN-DL 122007

India

5000000327-INV

Monday 21 May 2018 12:51 PM GMT+05:30
5000000327

BILL TO:

The Tata Power Co. Ltd.

Postal Address (THE TATA POWER COMPANY LIMITED):.

Corporate Center, Block "B’
Mumbai

IN-MH 400009

India

Phone : +91 () 91-022-2049131
Fax ©+91 () 91-022-2045359

© 2018 SAP SE or an SAP affiliate company. All rights reserved.

Subtotal :
Total Tax :
Amount Due :

SUPPLIER:

100202 - ABB India

Postal Address:
100202 - GURGAON
Gurgaon

IN-DL 122007

India

790.00 INR
0.00 INR
790.00 INR

Customer




Non-PO Invoice Creation

On the Home page click the Create button and

=== Gompany Seftingsv ~ TestTesty *  Help Center .

select Non-PO Invoice from the drop-down. CSV Documents v Create v
The Create Non-PO Invoice page will be PO Invoice

displayed.

Select The Tata Power Group Companies
from the Customer drop-down menu. The
Standard Invoice option is selected by default. Credit Memo

Click Next.

MNon-PO Invoice

Service Entry Sheet

Purchase Order by Volume
Catalog
Purchase Order by Amount

Outstanding Invoices

Create Non-PO Invoice _ “ Exit

For a trading relationship already on Ariba Network

Customer- | The Tata Power Group Companies ~~

Type of Invoice: | @ Standard Invoice

Credit Memo

For a new trading relationship

You can create a non-PO invoice for a buying organization with whom you want to establish a trading relationship and transact on Ariba Network. To create a non-PO invoice, you must request your customer to send you their unique customer code. After your  More

Invoice New Customer (Requires Customer Code)

L .

© 2018 SAP SE or an SAP affiliate company. All rights reserved.
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Non-PO Invoice Creation

On the Create Invoice page, enter the
Invoice #. It cannot exceed 16
characters. It can be an alpha-numeric
number of your choice.

The Invoice Date is auto-populated.
You can select a future date of your
choice.

Create Invoice

¥ Invoice Header

Update Save

Summary
invoice 4 * 4 Subtotal:
. nvoice # Total Tax
Amount Due:
5 I nvoice Date:* | 13 Jun 2018 I
Supplier Tax ID
Remit To:  ABB Ariba India
Mumbai
Maharashtra
India
Choose Address 1000TPCL_D ~
Bill To: The Tata Power Co. Ltd.
Mumbai
Maharashtra
India
Order Information
Customer Order # Contract Number

Sales Order #

Sales Order Date

0.00 INR
0.00 INR
0.00 INR

View/Edit Addresses

© 2018 SAP SE or an SAP affiliate company. All rights reserved.
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Non-PO Invoice Creation

You can enter the Shipping information Shipping 6
at the header or at line level. Update the D) Heaer level hipping Line level shipping (i

shipping address by clicking on the Ship From: ABB Arjba India ST T Tt P Grop Comparios [ Yoz arens
View/Edit Addresses link. F;d;nbm - ot

You can enter the appropriate 7
information in the Additional Fields Additional Fields

SECtIOn nformation Only. No action is required from the customer

Supplier Account 1D #
Customer Reference
Supplier Reference
Payment Note
100202 - ABB India v Choose Address | No value View/Edit Addresses
Supplier 100202 - ABB India Customer:
Gurgaon
Pil'hi Email:
ndia
Bill From: ABB Ariba India View/Edit Addresses
Gurgaon

Delhi
India

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer



Non-PO Invoice Creation

Scroll down to the Additional India e 8

SpeCIfIC |nf0rmat|0n SeCtlon X Supplier GSTIN 07145134fc51251 Customer GSTIN

Enter the Tax Invoice Number. It will be l = = 10 Pilm P -
auto-populated if you have created your | I ocaor” | {rovahe) v |

legal profile. { 11 e

Select the Scanning Location. It is the B Vl 12

same location where the service has been B

rendered and the hard copy of the invoice -

is submitted. { R

Enter the Engineer’s Email ID. Contact Addto Header v

Tata Power if you don’t have this

information. Line ltems 0 Line Items, 0 Included, 0 Previously Fully Invoiced
Select the Invoice Type. insert Line ltem Options

It is mandatory for all suppliers to enter the fxCategon - Integrated GST ot Add to Included Lines
vendor ID in the SAP ERP Vendor ID field. [] n N e Type Paté Descipion  CuslomerPat#  Quaniy Ust  Unt  UnitPrice  Sublot
Enter the line items in the Line Items o Rem seledted

section by selecting the No. check-box and ® [ tine tom Actons + Deleto Add v l 14 |

clicking the Add button. |15

Click the Update button and then click

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer



Non-PO Invoice Creation

Ariba Network

Review the invoice.

Invoice 4500002830-INV has been submitted.

Click the Submit button. If there are any changes to be made click the

Previous button to back to the previous page. 1.8 | FPrinta copy of the invoice.

- Exit invoice creation.

You will now see a message that the invoice has been submitted.

Ariba Network

Create Invoice

Confirm and submit this document. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:India. The document's destination country is:India.

16

Broauin
Frevious I‘

[¥a]
o
3

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able fo archive old invoices once you subscribe to the archiving service.

Bill Of Supply
nvoice Number : 5000000327-INV Subtotal : 790.00 INR
Im = Date - Monday 21 May 2018 12:51 PM GMT+05:30 Total Tax : 0.00 INR
Original Purchase Order : 5000000327 Amount Due : 790.00 INR
REMIT TO: BILL TO: SUPPLIER:

ABB Ariba India

Postal Address:
100202 - GURGAON

The Tata Power Co. Ltd.

Postal Address (THE TATA POWER COMPANY LIMITED):.

Corporate Center, Block "B’

100202 - ABB India

Postal Address:
100202 - GURGAON

Gurgaon Mumbai Gurgaon
IN-DL 122007 IN-MH 400009 IN-DL 122007
India India India

Phone : +91 () 91-022-2049131
Fax ©+91 () 91-022-2045359

© 2018 SAP SE or an SAP affiliate company. All rights reserved.
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PO Flip Invoice - Review, Save, Submit

Create Invoice

Review your invoice for accuracy from
the Review page. Scroll down the
page to view all line item details and
invoice totals.

In case of any errors, you will get a v Invoice Header
notification in red where information
should be corrected.

I Please correct the following errors and resubmit { 2

. . Summary
If no changes are needed, click Submit
to send the invoice to Tata Power Invoice #*
If changes are needed, click Previous | Required field
to return to previous pages and make o -

. )~ Invoice Date 17 Apr 2016 [EEzd
corrections before submitting. o _ _
Alternatively, Save your invoice at remitTo- Ariba_TestSuppiler - TEST
anytime during invoice creation to Braha 5
work on it later.

. Czech RE[CIUDHE.
You may resume WOFklng on the Bill To: Sandbox Buyer - Test
invoice by selecting it from Outbox> o CATALOGS  REPORTS
Drafts on your Home page. - 4
Invoices Order Confirmations Ship Motices Drafts
L Drafts
=+|| You can keep draft invoices for up to 7 days.

This page displays documents you saved in draft state. You can edit then

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer



Cancel, Edit and Resubmit Invoices

HOME INBOX 1 REPORTS CSV Documents v Create v
Invoices Order Confirmations T munLcs Drafts
Select the OUTBOX tab. "
. . Invoices
In the Invoice # column, click the
invoice link to view details of the > Search Filters
invoice.

12
Click Cancel. The status of the invoice Invoices (1)

changes to “Canceled”
Ariba, Inc. 15

C||Ck the Invoice # for the fa'led, [ ) ] INV_20150415 _TEST 20150415_PO1 Online Supplier Order 28:5 25225 EUR Sent Sent
canceled, or rejected invoice that you oo | | [ cemeronromen
want to resubmit and click Edit. e —

Click Submit on the Review page to Invoice: INV_20150415 3
send the invoice.

L Create Line-ltem Credit Memo ‘ ‘

Create Line-ltem Credit Memc Copy This Invoice Cancel JPrint [
Invoices (1) i
. 15
e ' INV_20150415 AQE%T'”E 50415_PO1 Online Supplier  Order Apr 25225 EUR  Sent Sent
- 4 2016
L Create Line-ltem Credit Memc Copy Create Non-PO Invoice
Fix a failed invoice, |

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer
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Check Invoice Status

Check Status:

If you configured your Invoice Notifications as noted earlier in this presentation, you will receive emails
regarding invoice status.

You can also check invoice status from the Outbox by selecting the invoice link.

Routing Status
Reflects the status of the transmission of the invoice to Tata Power via the Ariba Network.
Obsoleted - You canceled the invoice
Failed - Invoice failed Tata Power invoicing rules. Tata Power will not receive this invoice
Queued - Ariba Network received the invoice but has not processed it
Sent — Ariba Network sent the invoice to a queue. The invoice is awaiting pickup by the customer

Acknowledged - Tata Power invoicing application has acknowledged the receipt of the invoice

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer



Check Invoice Status

Invoice Status
Reflects the status of Tata Power’s action on the Invoice.

Sent — The invoice is sent to the Tata Power but they have not yet verified the invoice against purchase orders
and receipts

Cancelled - Tata Power approved the invoice cancellation

Paid — Tata Power paid the invoice / in the process of issuing payment. Only if Tata Power uses invoices to
trigger payment.

Approved — Tata Power has verified the invoice against the purchase orders or contracts and receipts and
approved if for payment

Rejected — Tata Power has rejected the invoice or the invoice failed validation by Ariba Network. If Tata Power
accepts invoice or approves it for payment, invoice status updated to Sent (invoice accepted) or Approved
(invoice approved for payment)

Failed — Ariba Network experienced a problem routing the invoice

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer



Check Invoice History

Invoice: INV_20150415

Access any invoice:

Copy This Invoice Cancel Print Download PDF  Export cXML

Click the History tab to view
status details and invoice
history.

History, Status and Comments

Detail

Standard Invoice

Scheduled Payments

for the invoice are displayed.

Transaction history can be Invoice: INV_20150415

used in problem determination

for failed or rejected i —— e
transaCtlons' Detail Scheduled Payments History
When you are done reviewing
the history, click Done. e I 20150415
Received By Ariba Net 15 Apr 2016 2:47:55 PM GMT+02:00
Submitted By: Klaus Puschel

Cancel Download PDF  Export cXML

To: Ariba, Inc. - TEST
Routing Status: Sent

History
Status Comments
The invoice was SUCCESSTUW received.

This document has been digitally signed.

Changed By Date and Time

15 Apr 2016 2:47:57
P
PropogationDispatcher- 15 Apr 2016 24801
128491053 P

Ariba_TestSuppiler - TEST

Stack Trace

Customer

© 2018 SAP SE or an SAP affiliate company. All rights reserved.




Search for Invoice - Quick Search and Refined Search

Quick Search:

From the Home page, select
Invoices under the Document
type to search field.

Select Tata Power from
Customer Drop down menu.

Enter Document #, if known.
Select Date Range, up to 90
days for Invoices and Click
Search.

Refined Search: Allows a refined
search of Invoices within up to 90
last days.

Search Filters from Outbox
(Invoices).

Enter the criteria to build the
desired search filter.

Click Search.

Invoice: INV_20150415

Cancel Print

Detail Scheduled Payments

Standard Invoice

Download PDF  Export cXML

Invoice: INV_20150415

Create Line-ltem Credit Memc Copy This Invoice Cancel
Detail Scheduled Payments History
Invoice: INV_20150415
Invoice S Sent
Received By Ariba Net 15 Apr 2016 2:47:55 PM GMT+02:00
Submitted By: Klaus Puschel

Download PDF Export cXML

To: Ariba, Inc. - TEST

Routing Status: Sent

History
Status Comments
The invoice was SUCCESSTUW received.

This document has been digitally signed.

Changed By

Ariba_TestSuppiler - TEST

PropogationDispatcher-
128491053

Date and Time

15 Apr 2016 2:47:57
PM
15 Apr 2016 2:48:01
PM

Stack Trace

Customer

© 2018 SAP SE or an SAP affiliate company. All rights reserved.




Search for Invoice Reports

Invoice reports provide information on invoices you have sent to customers for tracking invoices over time or overall invoice
volume for a period of time.

Failed Invoice reports provide details on failed and rejected invoices. These reports are useful for troubleshooting invoices that
fail to route correctly.

Click the Reports tab from the menu at the top of the page.
Click Create. Fill in required Information. Select an Invoice report type — Failed Invoice or Invoice.

Click Next.

Reports can be created by Administrator or User with appropriate permissions.

Select (and higher) members may choose Manual or Scheduled report. Set scheduling information if Scheduled
report is selected. After specifying Customer and Created Date in Criteria click Submit. You can view and download
the report in CSV format when its status is Processed.

For more detailed instructions on generating reports, refer to the Ariba Network Transactions Guide found on the
HELP page of your account.

Customer

© 2018 SAP SE or an SAP affiliate company. All rights reserved.
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Click the Help Centre — Support Tata Power Business Process Support:
2. Select support option;

* Email SAP Ariba Customer Support
* Get help by Live Chat

Please contact your respective buyers for all your

Ariba Technical Helpdesk business process support needs.

* Get help by Phone

On the Home page

Click Company Settings

Click Customer Relationships
Click Supplier Information Portal

Supplier Information Portal
(Location of Training Guide/s and Video/s)

hwpPE

Ariba Network Registration or

Configuration Support E: apacsupplierenablement@sap.com

© 2018 SAP SE or an SAP affiliate company. All rights reserved. Customer
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No part of this publication may be reproduced or transmitted in any form or for any purpose without the express permission of SAP SE or an
SAP affiliate company.

SAP and other SAP products and services mentioned herein as well as their respective logos are trademarks or registered trademarks of SAP SE
(or an SAP affiliate company) in Germany and other countries. Please see http://global12.sap.com/corporate-en/legal/copyright/index.epx for
additional trademark information and notices.

Some software products marketed by SAP SE and its distributors contain proprietary software components of other software vendors.
National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without representation or warranty of any
kind, and SAP SE or its affiliated companies shall not be liable for errors or omissions with respect to the materials. The only warranties for SAP SE
or

SAP affiliate company products and services are those that are set forth in the express warranty statements accompanying such products and
services, if any. Nothing herein should be construed as constituting an additional warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in this document or any related
presentation, or to develop or release any functionality mentioned therein. This document, or any related presentation, and SAP SE's or its
affiliated companies’ strategy and possible future developments, products, and/or platform directions and functionality are all subject to change
and may be changed by SAP SE or its affiliated companies at any time for any reason without notice. The information in this document is not a
commitment, promise, or legal obligation to deliver any material, code, or functionality. All forward-looking statements are subject to various risks
and uncertainties that could cause actual results to differ materially from expectations. Readers are cautioned not to place undue reliance on these
forward-looking statements, which speak only as of their dates, and they should not be relied upon in making purchasing decisions.
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