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Introduction

The purpose of this document is to provide the information suppliers need to effectively transact with WesTrac via the Ariba Network. This document provides step by step

instructions, procedures and hints to facilitate a smooth flow of procurement between WesTrac and supplier.
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Invoice

- All orders received via the Ariba Network require an invoice to be created in the Ariba Network

- The Invoice# refers to your internal invoice number

- Partial invoicing is allowed

«  WesTrac requires all tax added at Line Level

- Invoices can only be created once a Ship Notice has been Receipted by Westrac

- Purchase Orders remain as partially invoiced until all items ordered on the Purchase Order have been invoiced

- Once an Invoice has been sent it can not be adjusted, if there is an error contact WesTrac



Invoicing - General Information

The Orders and Releases page displays a summary of all purchase orders.

The Order Number displayed is generated by the Buyers system.

Users can sort various columns in alphabetical or numerical order by clicking on the header title, for example clicking on “Order Status” will sort in alphabetical order
fromAto Z, and by clicking once more, it will sort from Z to A.

Note (N): The Actions drop down list is located at the far right of the screen and allows users to Create Invoice documents without opening the order.

HOME D OUTBOX CATALOGS REPORTS CSV Documents Create »
Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments Remittances Inguiries Motifications Mare...

Orders and Releases

Orders and Releases Items to Ship

» Search Filters

Orders and Releases (14)

Actions
v

Some Department of My

Order PO12351 1 Company , sydney, MSW , F70470.00 AUD 15 Aug 2016 MNew Invoice $0.00  AUD Qriginal Actions
Australia 24
Some Department of My

A7 Company ) . - -

Order PO9GT43 1 Sydney, NSW §8,000.00 AUD 4 Apr2016 New Invoice F0.00 AUD Criginal Actions

Australia
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Begin the Invoice

A Fi b a N et\N or k HE Company Settings v Help Center >

Click Inbox tab on the

Dashboard.
O CATALOGS REPORTS CSV Documents v Create v
Screen d|Sp| ays Ord ers an d Orders and Releases Early Payments Scheduled Payments Remittances Inquiries Notifications Receipts Pending Queue
Releases Orders and Releases
. 0 QOrders and Releases Items to Ship
Click to open the Received
Purchase Order Number » Search Filters
. Orders and Releases (65) « Page 2 v » m
Screen displays
P urc h ase O r d er Type Order Number Ver Customer Ship To Address Amount Date | Order Status Amount Invoiced Revision Actions
Guildford DC
Order 4500159359 1 Westrac Holdings Pty Ltd - TEST South Guildford, WA $311 25 AUD 13 Mar 2018 New $000 AUD Original Actions
Australia
Click Create Invoice _ Guildiord DC N _
Order 4500159365 1 Westrac Holdings Pty Ltd - TEST South Guildford, WA $49 10 AUD 22 Mar 2018 New $0.00 AUD Original Actions
Australia
. Cobar
Select Stan d ard Invoice. Order 4500159367 1 Westrac Holdings Pty Ltd - TEST Cobar, NSW $6795AUD 22 Mar 2018 New $0.00 AUD Original Actions
Australia
Reid Road
. Order 4500159366 1 Westrac Holdings Pty Ltd - TEST Perth Airport, WA $89.44 AUD 22 Mar 2018 New $0.00 AUD Original Actions
Screen displays Create Australia
. Guildford DC
Invoice Order 4500159368 Westrac Holdings Pty Lid - TEST South Guildford, WA $101.21 AUD 22 Mar 2018 Received $0.00 AUD Original Actions
/ Aunstralia

Purchase Order: 4500159369 m

Standard Invoice

¥ Create Order Confirmation » | |W] Create Ship Notice y . rint Download PDF Export cXML | Download CSV | Resend

QOrder Detail Order History

WesTrac @

Line-ltem Credit Memo

Line-ltem Debit Memo
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Standard Invoice — Header Level

Enter the Invoice # Create Invoice Update Save Exit Next

Check or enter the Invoice
*
Date ¥ |nvoice Header * Indicates required field | Add to Header ‘

Enter or confirm your
business ABN/Tax in
Supplier Tax ID

Summary

Purchase Order: 4500159369 Subtotal: $95.60 AUD View/Edit Addresses

Total Taxc  $0.00 AUD

Invoice # ¥ | INVT766454 Amount Due: $95.60 AUD

If this has not auto-populated, invoice Date:* [ 1 Jul 2018 9
contact your system -

administrator and ask it be
entered via Company Profile REMILTO gy pplier Details

Supplier Tax 1D:*] 1234555667

@9

Australia
Bill To: WesTrac Pty Ltd

Note: WesTrac requires tax to
be added at line level

South Guildford WA

Australia

4. Enter or confirm your Supplier: Supplier Name Customer WesTrac Pty Ltd View/Edit Addresses

business ABN/Tax in South Guildford WA

Su pp| ier VAT/Tax ID Australia Australia

Email:
If this has not auto-populated, Bill From: View/Edit Addresses
contact your Ariba Network _
.. Supplier VAT Customer VAT
System Administrator
Supplier VAT/Tax ID:*§ 1234555667 l 6 Customer VAT/Tax ID:* | 63 009 342 572

Add to Header
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Standard Invoice — Add Attachment Header Level

Do not attach a copy of the

Add to Header « o

Invoice
Shipping Documents
OnIy provide attachments are L Payment Term 3 Line Items, 3 Included, 0 Previously Fully Invoiced
per agreement and trading Additional Reference Documents and Dates
terms with WesTrac, for ns  Comment
example HSDS Attachment 9 s Shipping Documents Special Handling Discount Add to Included Lines

Click on Add to Header

Select Attachment Attachments
. The total size of all attachments cannot exceed 10MB e Remaove
The Attachments section =
opens sorse 4)
CIicK on Browse and select Name Size (bytes) Gontent Type
the file from your computer
and click on Open 2018-05-28_10-12-46 jpg 13101 image/jpeg
Click on Add Attachment L Delete
The attachment is added
More than one attachment Add to Header v

can be added however the
total value of attachments
must not exceed 10MB
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Standard Invoice — Add Tax to Line Level

Click in Tax Category

Select the Tax Rate from the
drop down box

Click on Add to Included
Lines

» A Tax section will open for each
Line Item

Tax

© 2019 SAP Ariba. All rights reserved. 9

Line ltems

Insert Line Item Options

/| Tax category: | gsT

No. Include Type Part #
10 . MATERIAL 205028000
Pricing Details Price Unit.  EA
Unit Conversion: 1
No. Include Type Part #
20 (&) MATERIAL 525020200
Pricing Details Price Unit:  EA

Unit Conversion: 1

Category:™  10% GST / Goods and Sernvi...
Location:
Description:  Goods and Services Tax
Regime:

Taxes @

. 10% GST / Goods and Servi...
Descrif

0% GST/ Goods and Servi...

2 Line ltems, 2 Included, 0 Previously Fully Invoiced

Special Handling Discount

Add to Included Lines

-

Customer Part # Quantity Unit it Price

FLOOR VA vALS Cwim T v Shimnavim 4 3.30 AUD $73.30 AUD
49429 115
Price Unit Quantity: 1.0
Description:
Description Customer Part # Quantity Unit Price Subtotal
WEDO SCALE OPTIMO 5000 5KG 4 EA £95.60 AUD $95.60 AUD
Price Unit Quantity: 1.0
Description:
N Remove
Taxable Amount: | $73.30 AUD
Rate(%). 10
Tax Amount: %7.33 AUD
AV




Standard Invoice — Invoicing for the correct items

Click the box of items you

2 Line Items, 2 Included, 0 Previously Fully Invoiced

. Line ltems
wish to delete from the current
|nVO|Ce Insert Line Item Options No. Include Type Part #
C| ICk i De|ete Tax Category: | GST ‘/ o « MATERIAL 660030600 =nts Special Handling Discount Add 1o Included Lines
Edit
. NO. Include Type Price Unit: EA Customer Part # Quantity Unit Unit Price Subtotal
-You ate o nly deletlng_ : h 1 4 10 ) MATERI/ he unitConversion: 1y EA $7330AUD  $73.30 AUD
information from the invoice, at \/ . o [ 1 ' '
only WesTrac can delete or Shipping Documents Delete
change a Purchase Order B
Pricing Details Pricing Detals Price Unit Quantity: 1.0
. . Discount Description:
» The line is removed from the - _ _ -
Invoice No. Include ype Comments Customer Part # Quantity Unit Unit Price Subtotal
v 0 @ MATERI/ A“aC“”"e”‘\ﬁ/ 1 EA $9560 AUD  $95.60 AUD
» If you are required to submit an Dl
attachment for each line: Pricing Dejdils Price Unit.  EA Price Unit Quantity: 1.0
1) Select the |tem Unit Conversion: 1 DE‘SCIipIiOHZ

2) Click on Line Iltem <Yy
Ao h < Line Item Actions v Delete \ :

3) Click on Attachment
> Add the attachment,
click on Browse, select

the file, click Open, Update Save Exit “

click on Add
Attachment
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Standard Invoice — Invoicing for the correct items cont.

1 Line Items, 1 Included, 0 Previously Fully Invoiced

Confirm or enter the Quantity, Line ltems
for each item

Insert Line Item Options

Confirm or Change the \/ Tax Category:  10% GST/ Goods and Servi._. A4 Shipping Documents Special Handling Discount Add to Included Lines
Category tax rate for each
item o , _ _ .
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Click on Next 10 @ MATERIAL 205028000 FLOORTEX VALUEMAT 1 @ $73.30 AUD $73.30 AUD
115
Pricing Details Price Unit: EA Price Unit Quantity: 1.0
Unit Conversion: 1 Description:
Tax Category * | 10% GST / Goods and Servi... V] @ Taxable Amount | $73.30 AUD Remove

Rate(%): 10

Location: Tax Amount: $7.33 AUD

Description:  Goods and Services Tax
Regime: s

L Line Item Actions @

Update Save Exit Next
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Finalise Standard Invoice

ReVieW the Invoice. Create Invoice Previous Save Exit
C“Ck Su b m It Confirm and submit this document. o
. . Standard Invoice [/ Tax Invoice o

Click on Exit

Screen returns to the Invoice Number - INV7766454 Subtotal - $95.60 AUD

Purchase Order Invoice Date © Sunday 1 Jul 2018 1:59 Pl GMT+10:00 Total Tax : $9.56 AUD

Original Purchase Order : 4500159369 Amount Due : $105.16 AUD
Note: the Order Status has
. ) REMIT TO: BILL TO: SUPPLIER:
changed to Partially/Invoiced
Supplier Details WesTrac Pty Ltd Supplier Details

3. Click on Done

Postal Address (WesTrac Pty Lid):
128-136 Great Eastern Highway
South Guildford WA 6055

» Screen displays the Orders

Australia Australia Australia
and Releases
Invoice INV778996 has been submitted. Purchase Order: 4500159369 - Done |
Purchase Ordear . g?-ﬂ capy "“"tf'“"““i“’ e ¥ Create Order Confirmation || W Create Ship Notice || Create Invoice »| Hide | Print- | Download PDF | ExporlcXML | Download CSV | Resend e
- It INvolce creation. el
{In""'Dl‘:Ed:' i Order Detail Order History
Amount: $168.90 AUD WesT E
{Paﬂlall'}f |n"|l’0ICEE|} From: To: Purchase Order
\ )/ (I d)
3 45001 59 36 g :::iz;agr;?El;:‘l’em gy Supplier Details 4rg8lée1 29369
- I Amount: $168.90 AUD
Amount: $168.90 AUD iﬁustt;%u"mm VA 8055 Australia vrenrg;nn: 1
Wersion: 1
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Invoice Status

The status of the Invoice will change as it progresses through WesTrac Limited approval process

There are 4 Invoice Statuses:
Sent — you have sent the invoice to WesTrac
Approved — WesTrac Limited has reviewed the Invoice and it has been approved for payment
Paid — The invoice has been paid
Rejected — The invoice has been rejected, open the invoice and review rejection reason
Canceled — The invoice has been cancelled by WesTrac Limited



Locating the Invoice Status

1. Click the Outbox tab on
the Dashboard

» Screen displays Invoices

2. On the far right hand side of
the page there is the Invoice
Status column

The Invoice Statuses are:
« Sent
* Approved
Paid
Rejected
Canceled

© 2019 SAP Ariba. All rights reserved.

Ariba Network

Ship Notices

Invoices Order Confirmations

Invoices

» Search Filters

Invoices (100+)
nvoice #
¥ Customer: Woolworths Ltd - TEST (100)
=3 UATTESTMULPART
GDNEWINV123

FULLGRWITHIR

ORI IR

TEST1FULL1GR1PAR

i

STB_INVOICE

STSINVOICE

ITWINVOICE

ITTINVOICE

CATS PO

T123

(I,

PLANT8465

REPORTS

Service Sheets

Reference

3700029086

4400747205

3700029084

3700029084

4400747313

4400747312

4400747319

4400747317

4400747307

3700029056

3700029080

Drafts

Submit Method

Online
Online
Online
Online
Paper Invoice
Paper Invoice
Paper Invoice
Paper Invoice
Paper Invoice
Online

Online

Origin

Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier

Supplier

Source Doc

Order

Order

Order

Order

Order

Order

Order

Order

Order

Order

Order

Date 1

10 Aug 2017
10 Aug 2017
10 Aug 2017
10 Aug 2017
9 Aug 2017
9 Aug 2017
9 Aug 2017
9 Aug 2017
9 Aug 2017
9 Aug 2017

9 Aug 2017

Amount

$11,000.00
$225.50
$30.000.00
$10,000.00
$990.00
$356.40
$188.10
$140.80
$138.38
$1,983.58

$12.75

AUD

AUD

AUD

AUD

AUD

AUD

AUD

AUD

AUD

AUD

AUD

Company Settings » B Wowams supp v

Create »

CSV Documents »

Page 1 »

nvoice Status (&)

Routing Status  {

Acknowledged Sent

Acknowledged Sent

Acknowledged Rejected
Acknowledged Rejected
Acknowledged Approved
Obsoleted Canceled
Acknowledged Approved
Acknowledged Approved
Acknowledged Approved
Failed Rejected
Acknowledged Sent




Partial Invoicing

Invoices will display as Partially Invoiced until all items on the original Purchase Order have been Invoiced
Partial invoicing on Partial invoices is allowed
Multiple Invoices can be created for a Purchase Order

Note that is a Purchase Order is not fully invoiced as goods were not fully supplied and invoiced it will remain in the Ariba Network as “Partially Invoiced”



Locating and Opening a Partial Invoice

Company Settings » Help Center »>

Ariba Network

From the Inbox
CATALOGS REPORTS CSV Documents » Create v

Select the applicable

|nV0ice Wlth Al partla”y Orders and Releases Early Payments Scheduled Payments Remittances Inquines Motifications Receipts Pending Queue
Invoiced status Orders and Releases
> Screen disp|ays the Invoice Orders and Releases Items to Ship
Note: Use Order Status to sort .
! ] . . » Search Filters
invoices by Partially Invoiced
Status
Orders and Releases (65) « Page 3 v » m
Type Order Number Ver Customer Ship To Address Amount Date Order Status T Amount Invoiced Revision Aclions
Guildford DC
Qrder 4500159393 Westrac Holdings Pty Ltd - TEST South Guildford, WA $74.50 AUD 22 May 2018 Partially Invoiced $29.80 AUD Original Actions
Australia
Guildford DC
Qrder 4500159390 1 Westrac Holdings Pty Ltd - TEST South Guildford, WA $24.70 AUD 14 May 2018 Partially Shipped $0.00 AUD Original Actions
Australia

© 2019 SAP Ariba. All rights reserved.




Begin the Partial Invoice

> The Purchase Order is Purchase Order: 4500159369 2=
displayed
Note: All pl’eViOUS documents ¥ Create Order Confirmation || Create Ship Notice |0Prim Download PDF | Export cXML | Download CSV | Resend
are displayed under Related Standard Invoice @
Documents Order Detail Order History Line-ltem Credit Memo ,
Click on Create Invoice Line-ftem Debit Memo
Select Standard Invoice wes.rrac @
From: To: Purchase Order
Screen displays the Invoice WesTrac Pty Ltd Supblier Detail (Partially Invoiced)
128-136 Great Eastern Highway upphier betaiis 4500159369
South Guildford WA 6055 Amopnt: $168.90 AUD
Australia Version: 1

Contact Information Routing Status: Acknowledged
Supplier Address m Related Documents: =1 INV5536663

I=1 100050002984882018
¥ 50-123001
Supplier Details

© 2019 SAP Ariba. All rights reserved.




Completing a Partial Invoice- Header Level

Enter the Invoice # Create Invoice Update Save Exit Next

Check or enter the Invoice

*
Date ¥ |nvoice Header * Indicates required field | Add to Header ‘

Enter or confirm your
business ABN/Tax in

: Purchase Order: 4500159369 Subtotal: $95.60 AUD : i
View/Edit Addresses
Suppller Tax 1D s 0 Total Tax:  $0.00 AUD
Invoice # " | INV7766454 Amount Due: $95.60 AUD

Summary

If this has not auto-populated, invoice Date:* [ 1 Jul 2018 @

contact your system -
174 : Supplier Tax ID:*
administrator and ask it be uppler Tax x| 1254035667 D

entered via Company Profile RemiLTo sypplier Name

Australia

Note: WesTrac requires tax to Sl To WesTrac Py Ltd

be added at line level
South Guildford WA

Australia

4. Enter or confirm your Supplier: Supplier Details Customer: WesTrac Pty Ltd View/Edit Addresses

business ABN/Tax in South Guildford WA

Supp”er \Y/NVAEYEID) Australia Australia

Email:
If this has not auto-populated, Bill From: - Supplier Name View/Edit Addresses
contact your Ariba Network _
.. Supplier VAT Customer VAT
System Administrator
Supplier VAT/Tax ID:*§ 1234555667 l 6 Customer VAT/Tax ID:* | 63 009 342 572

Add to Header
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Updating a Partial Invoice - Line Level

> Scroll down to Line items

1) Only outstanding totals
will be displayed in the
Quantity field

2) Zero indicates that the
total on the Purchase
Order has been fully
invoiced

3) Use Delete to remove
zero quantity items

» Complete line items details
by indicating the correct
quantities for invoicing

1. Click on Update

© 2019 SAP Ariba. All rights reserved.

Line ltems

Insert Line Item Options

3 Line ltems, 2 Included, 1 Previously Fully Invoiced

Tax Category:  GST A Shipping Documents Special Handling Discount Add to Included Lines
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 @ MATERIAL Item Partno1 Item Description Line 1 \\*/ 1 EA $1.,500.00 AUD $1,500.00 AUD
e R
Classification Domain: | unspsc Code: | 48102102 emove
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
N & MATERIAL Item Partno2 Item Description Line 2 3 . 4 0 EA $2,000.00 AUD 50 AUD
N /4 .
Exchﬁre items cannot be modified.
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
3 @ MATERIAL Item Partno3 Item Description Line 3 2 EA $2,000.00 AUD $4.,000.00 AUD
e R
Classification Domain: | unspsc Code: | 48102102 emove
Line ltem Actions Delete ‘\ﬁ/
Update Save Exit Mext




Partial Invoice — Add Tax to Line Level

Click in Tax Category

Select the Tax Rate from the
drop down box

Click on Add to Included
Lines

» A Tax section will open for each
Line Item

» Change the tax rate for each item
if required.

Tax

© 2019 SAP Ariba. All rights reserved.

Line ltems

Insert Line Item Options

/| Tax category: | gsT

No. Include Type Part #
10 . MATERIAL 205028000
Pricing Details Price Unit.  EA
Unit Conversion: 1
No. Include Type Part #
20 (&) MATERIAL 525020200
Pricing Details Price Unit:  EA

Unit Conversion: 1

Category:™  10% GST / Goods and Sernvi...
Location:
Description:  Goods and Services Tax
Regime:

Taxes @

. 10% GST / Goods and Servi...
Descrif

0% GST/ Goods and Servi...

2 Line ltems, 2 Included, 0 Previously Fully Invoiced

Special Handling Discount

Add to Included Lines

-

Customer Part # Quantity Unit it Price

FLOOR VA vALS Cwim T v Shimnavim 4 3.30 AUD $73.30 AUD
49429 115
Price Unit Quantity: 1.0
Description:
Description Customer Part # Quantity Unit Price Subtotal
WEDO SCALE OPTIMO 5000 5KG 4 EA £95.60 AUD $95.60 AUD
Price Unit Quantity: 1.0
Description:
N Remove
Taxable Amount: | $73.30 AUD
Rate(%). 10
Tax Amount: %7.33 AUD
AV




Finalising a Partial Invoice

When all updates to Line
Items has occurred

Click on Next

Review the Invoice
Click on Submit

Click on Exit

The Purchase Order is
displayed with either a

Partially Invoiced or Invoiced
Status

© 2019 SAP Ariba. All rights reserved.

Line ltems

Insert Line Item Options
Tax Category: | GST

No. Include Type Part #

1 (] MATERIAL Item Partno1
Classification Domain:  unspsc

No. Include Type Part #

3 @ MATERIAL Item Partno3
Classification Domain:  unspsc

L . !
Line ltem Actions + Delete

Create Invoice

' Shipping Documents

Description Customer Part #

Item Description Line 1

Code: | 48102102
Description Customer Part #

Item Description Line 3

Code: | 48102102

Special Handling Discount

2 Line ltems, 2 Included, 0 Previously Fully Invoiced

Add to Included Lines

Quantity Unit Unit Price Subtotal
1 EA $1,500.00 AUD $1,500.00 AUD
Remove
Quantity Unit Unit Price Subtotal
1 EA $2,000.00 AUD $2,000.00 AUD
Remove
[ J o J[Cea ]

Conlinm amnd submin this document, 11 will not be electronically signed scoording 1o the compliance map and your cusiomes invoice reles. The document’s odsginating cour

document’s destination coumtry is:

Invoice TEST660009 has been submitted.

»_Print a_rnnof tha invsir

» Exit invoice creation.

Iyt want your invoices to e stoned in the Ariba boang tenm document archiving, you can subscribe o an archiving service, Note that you will slso be able o archive old invoices once you subscribe o

the archiving service.

Standard Invoice [/ Tax Invoice

umbser . TESTGE0009

o Owcer - ITO0029500

@ Dale . Thursday 4 Jan 2013 1145 AM GMT#11:00

Subitatal $3,500.00 AUD

Tailal Tax £380000 ALUD

Total Gioes Aamount 53850000 AUD
Total Mat Amigint 33850000 AUD
Amount Dup $3,850.00 AUD




Edit and Re-Submit Invoices

- Invoices can be rejected due to:

* Missing information - for example a required attachment
* Incorrect information — for example 11% GST instead of 10
* Added information to invoice — freight added but was not provided on the Order Confirmation

* Invoices are rejected by WesTrac when they do not meet the Transaction Rules identified by WesTrac for transacting via the Ariba Network



Locating a Rejected Invoice

Invoices that are rejected by
WesTrac will display as
Rejected

Click the Outbox tab on the
Dashboard

Locate the Rejected invoice,
click on Invoice #

Screen displays the Invoice,
the rejection reason will be
displayed.

Read the reason for the
rejection

Click on Edit & Resubmit

© 2019 SAP Ariba. All rights reserved.

Ariba Network

Invoices Order Confirmations

Invoices

» Search Filters

Invoices (16)

Invoice #
=] INVTT66454
=l INV5536663

=1 QCATEST1
= SIN-964054

= SIN-963693

Invoice: QCATEST1

O REPORTS
Ship Notices Service Sheets
Customer

Westrac Holdings Pty Lid - TEST
Westrac Holdings Pty Ltd - TEST

sidings Pty Ltd - TEST
Wesnat Holdings Pty Ltd - TEST

Westrac Holdings Pty Ltd - TEST

Edit Create Line-Item Credit Memo

|| Copy This Invoice ‘ Print

Detail Scheduled Payments

Rejected Invoice:
Reasons

History

INV-38: The invoice was successfully received.
INV-54: Comments from Wesirac Holdings Pty Ltd - TEST: The document was added to the pending queue for download

DOC-1:

INV-55: The invoice status has been successfully updated to Processing by Westrac Holdings Pty Ltd - TEST.

DOC-1:

Drafis

Reference

4500159369
4500159369
4500000443
4500159397

4500159391

Download PDF v

Submit Method

Online

Online

Online

Online

Online

Export cXML

INV-35: The invoice status has been successiully updated to Rejected by Westrac Holdings Pty Ltd - TEST. Description:

DOC-1:
Invoice could be rejected due,

Edit & Resubmit

N

Standard Invoice / Tax Invoice

Origin

Supplier
Supplier
Supplier
Supplier

Supplier

Source Doc

Order

Order

Order

Order

Order

Date

1.Jul 2018

1 Jul 2018
24 Nov 2016
31 May 2018

30 May 2018

Company Settings »

CSV Documents v

Help Center »

Create »

Amount Invoice Status @' 1
$105.16 AUD Sent

$80.63 AUD Sent

$26.80 AUD Rejected
$84.32 AUD Approved
$55.84 AUD Approved

husiness rules. Check the History tab for the reason the buyer rejected this invoice, or contact the buyer for more information. Note that buyers might reject invoices that do not meet their business rules.




ldentifying and Correcting Errors

Note: The Invoice number,
purchase order number and
other information is auto-
populated

» Scroll through the Invoice
and correct the identified
errors

Potential errors include:

* The addition of Freight that
was not on the Order
Confirmation
Incorrect quantities
entered
Incorrect price displayed

1. Click on Next
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Edit Invoice

¥ |nvoice Header

Summary

Purchase Order: 4500000443 Subtotal: $25.52 AUD

Total Tax:  $1.28 AUD
Amount Due: $26.80 AUD

Invoice #*| QCATEST1

Vnvoice or Credit Memo # already exists.

Invoice Date:* | 24 Nov 2016

invoice date can not be back-dated for more than 0 days
Supplier Tax ID2* | 123456

RemitTo Supplier Details

Australia
Bill To: WesTrac Pty Ltd

South Guildford WA
Australia

Category:*  GST hd

Example of an
Location: invoice error

Description Input-(Non-capital Expt) GST

* 1Tax 11.00%gstInput-(Mon-capital Expt) GST does not malch any buyer configured tax eniries in the tax summary.
Regime: W

Update

* Indicates required field

O

Add to Header «

View/Edit Addresses




Finalise Edit and Submit Invoice

» Screen displays Edit Confirm Edit Invoice Previous “

Invoice

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating colOAustralia. The

> Review the invoice document's destination country is:Australia. 8
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 to archive old invoices once you

subscribe to the archiving service.

1. Click on Submit Standard Invoice [/ Tax Invoice

> Screen returns to the Invoice

Note: The message now Invoice: QCATEST1 M‘

indicates that you are no longer
able to edit or resubmit the Create Line-ltem Credit Memo Create Line-ltem Debit Memo Copy This Invoice Add Attachment Print Download PDF Export cXML \ ’
invoice :
Detail Scheduled Payments History
2. Click on Done
» Screen returns to the Invoices Canceled Invoice:
screen Only failed or rejected invoices can be edited N\

Standard Invoice [/ Tax Invoice
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Edit and Resubmit History Tab

Invoice: INVA501475005 m

Click on the History tab for

more |nf0rmat|0n Edit Create Line-ltem Credit Memo | ‘ Copy This Invoice J Download PDF  Export cXML
Detail Scheduled Payments History
Click on Details tab
Invoice: INV4501475005 To: Winc Australia - TEST
. . . Invoice Status: Rejected Routing Status: Failed
Clle on Ed it an d Resu b mit Received By Ariba Network On: 24 Jul 2017 12:27-45 PM GMT+10:00

Submitted By: Dimity Sakley

The screen displays the

. History
I nVOICe Status Comments Changed By Date and Time

The invoice was successfully received Staples Test Supplier - TEST 24 Jul 2017 12:27:56 PM
Comments from document was added to the pending queue for download. PropogationProcessor-126481060 24 Jul 2017 12:28:15 PM

Sent Supplier 24 Jul 2017 12:28:15 PM
The invoice status has been successfully updated to Rejected by PropogationProcessor-128478087 25 Jul 2017 2:12:44 PM

Failed Supplier 25 Jul 2017 2:12:44 PM

Edit Create Line-ltem Credit Memo | ‘ Copy This Invoice Download PDF  Export cXML

Invoice: INV4501475005 “

Edit Create Line-ltem Credit Memo | | Copy This Invoice Print  Download PDF  Export cXML

Detail Scheduled Payments History

Rejected Invoice:
Reason: Invoice could be rejected due to buyer business rules. Check the History tab for the reason the buyer rejected this invoice, or contact the buyer for more information. Note that buyers might reject
invoicas that do not meet their " ~iness rules.

Edit & Resubmit
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Line Item Credit Memo

Line Item Credit Memo’s are against an Invoice
Line Item Credit Memo’s can be raised for Quantity Adjustments and Prices Adjustments

Please also note the following when creating Line Item Credit Memos:
+ Credits are supported against specific line items from a previously submitted invoice

* Credits can be for full or partial amounts

Line Item Credit Memos are access via the OUTBOX




Locating and Begin a Line Item Credit Memo

. SAP Ariba Network ~ SAP Ariba Network ~  Enterprise Account £oY
Click on Outbox drop down o
I|St Home Inbox ~ Outbox v || r &P Home Inbox ~ Outbox Catalogs Reports Messages Documents v Create v/
'nvoices
. . Invoices
Select Invoices Invoices
Order Confirmations a » Search Filters
Screen displays Invoices » Search Filters ~ S"P Notices ,
play Invoices (23) Page 1 v » =
Service Sheets =
CI k th . d Invoice # V,énce Submit Method Origin Source Doc Date } Amount Invoice Status ()
ICK ONn the require i Archived Invoi i
) q Invoices (100+) renived nvolces =) INV888676-1 4500159368 Online Supplier Order 24 Oct 2018 $61.38 AUD Sent
Invoice# Drafts
Ir q = SIN-860321 4500159601 Online Supplier Order 5 Oct 2018 $33.00 AUD Approved
g o = TEST 4500159369 Online Supplier Order 2 Jul 2018 $-80.63 AUD Sent
Click on Create Line-ltem
a = INV7766454 4500159369 Online Supplier Order 1 Jul 2018 $105.16 AUD Sent
Credit Memo
= INV5536663 4500159369 Online Supplier Order 1 Jul 2018 $80.63 AUD Sent
d = SIN-864054 4500159397 Online Supplier Order 31 May 2018 $84.32 AUD Approved
Screen displays Create
H H = SIN-863693 4500159391 Online Supplier Order 30 May 2018 $65.84 AUD Approved
Line-ltem Credit Memo PP g -
=l SIN-959779 4500159393 Online Supplier Order 24 May 2018 $29.80 AUD Approved

Refer to Slide ??, Line

Item Credit Memo - Invoice: SIN-960321 m

Header Level — Quantity

AdJUStment Create Line-ltem Credit Memo @Ae Line-ltem Debit Memo Copy This Invoice Print Download PDF W Export cXML
Refer to Slide ??, Line Detail Scheduled Payments History

Item Credit Memo -

Header Level — Price Standard Invoice / Tax Invoice

Adjustment
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Line Item Credit Memo — Header Level — Quantity Adjustment

Confirm or select Quantity Create Line-ltem Credit Memo Update Save Exit Next
Adjustment
. Credit Memo Type 0
Enter a Credit Memo # — ]
@ Quantity Adjustment (D) Price Adjustment ()
Confirm the Credit Memo Date
¥ Invoice Header * Indicates required field ‘ Add to Header ¥

Confirm or enter the Supplier Tax

ID Summary
_ _ Subtotal: $-55.80 AUD . .
Credit Memo #:* 413309 e Total Tax.  $.5.58 AUD m\.’mwamt Addresses
4 Total Amount without Tax:  $-55.80 AUD ¥

All other information in the i o D - Aot D $-61.38 AUD
Summary, Tax, Shipping, Special redit Memo Date: *{ 4 Dec 2019 @ S

Handling, Discount, and Additional Original Invoice No:  INV888676-1
Fields should default

Original Invoice Date: 24 Oct 2018

. S lier Tax ID: *
Scroll down to locate Supplier upprier Tax T T 1234566789 6
VAT Tax ID, confirm or enter the Remit To: Quick Corporate Australia - TEST -4

Supplier VAT/TAX ID Bill To:  WesTrac Pty Ltd
Scroll down and locate, Reason Supplier VAT Customer VAT

for Credit Memo, enter the
Reason for Credit Memo Supplier VAT/Tax ID: *} 123456789 Customer VAT/Tax ID:* | §3 009 342 572

To add an attachment, refer to
Slide 34, Add Attachment tot
Header Level Reason for Credit Memo: *§ Reduction in Cost Pirce as | do not wish the goods returned @

Comment

Name or Authoriser

Note: All totals are shown as a e o
. efault Credit emo
Negative and tax must be added at Comment Text:
Line item level 4

> Scroll down to Line ltems
Add to Header ¥
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Line Item Credit Memo — Line Level -Quantity Adjustment

1 Line Items, 1 Included, O Previously Fully Invoiced

» Line Items is displayed

Line Items
» Tax information is auto- U
pOpLIIated b_ased on the Tax Category: 10% GST / Goods and Servi... e Shipping Documents Special Handling Discount Add to Included Lines
orlglnal Invoice
No. Include Type Part # Description - Part # Quantity Unit Unit Price Subtotal
Confirm the Unit Qu ar_‘t_'tY 10 MATERIAL BASELINE DATE TEST 2 o EA $15.00 AUD $-30.00 AUD
and enter the amount if it is \ ¥
dlﬁerent to the one dlsplayed Pricing Details Price Unit:  EA Price Unit Quantity: 1.0
(Ensure there IS a negatlve Unit Conversion: 1 Description:
symbol in front of the total)
Tax Category:* | GST A4 Taxable Amount: | $.30.00 AUD Remove
2. Click Update fare 10
Location: Tax Amount: $-3.00 AUD
Note: Slide the Include button Description: Goods and Services Tax Exempt Detail: | (no value) v
from green to grey to exclude Regime: v e @
items not being credited [ \ M- “
o —
. Line ltem Actions W ‘ ‘ Delete Update Save Exit Next
3. Click Next

» Screen displays Create
Line-Item Credit Memo
(=\EN

Refer to Slide 33, Finalising
a Line Item Credit memo
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Line Item Credit Memo — Header Level — Price Adjustment

Confirm or select Price
Adjustment

Screen message displays

Select Yes
Enter a Credit Memo #
Confirm the Credit Memo Date

Confirm or enter the Supplier
Tax ID

Note: All totals are shown as a
Negative and tax must be added at
Line item level

6. Scroll down to locate Supplier
VAT Tax ID, confirm or enter the
Supplier VAT/TAX ID
Enter a Reason for Credit Memo

> Add Attachment (if required), refer

to Slide 13, Adding an

Attachment to Header Level

> Scroll down to Line items
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Create Line-Item Credit Memo

Credit Memo Type

Quantity Adjustment (1) [

¥ Invoice Header

Summary
Credit Memo #:
Credit Memo Date:

Original Invoice No:

Original Invoice Date:
Supplier Tax ID:
Remit To:
Bill To:
Supplier VAT

Supplier VAT/Tax I1D: *

Comment

Reason for Credit Memo: *

Default Credit Memo
Comment Text:

Add to Header W

Lindate | |

1

Price Adjustment G

CREDIT MEMO TYPE

. Subtotal:
7756 Total Tax:
Total Amount without Tax:
“| 4 Dec 2019 @ Amount Due:
INV8B8676-1 -
24 Oct 2018
") 1234566789 6

Quick Corporate Australia - TEST

WesTrac Pty Ltd

Reduction in Cost Pirce as | do not wish the goods returned
Name or Authoriser

Customer VAT

Customer VAT/Tax ID: *

123456789 63 009 342 572

Save

| | Fxit

If you change the credit memo type, the Line ltems section will be reloaded. Do you want to continue anyway?

A

$-55.80 AUD ) )
$.5.58 AUD View/Edit Addresses
$-55.80 AUD "N

$-61.38AUD



Line Item Credit Memo — Line Level Price Adjustment

Insert Line Item Options

> Line items is dlsplayed Tax Category: | 10% GST/ Goods and Servi... v Shipping Documents Special Handling Discount
» When creating a Line Item Credit No. Include Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal
Memo for a Prlce AdJUStments 10 @ MATERIAL 530414700 ARNQTTS BISCUITS ASSORTED CREAMS 1.5KG 2 EA $-1.00 AUD $-2.00 AUD
ou need to calculate the
)c;ifference between the original Freng petste L e = ettt 20 o
Unit Price and the reduced Unit ' o —_4
Price and enter into the Unit ke Category:® GST v Texeble Amount. | $-2.00 AUD Remove
Price Field Rate(%): 10
Location Tax Amount:  $-0.20 AUD
Enter the Quantity for the Price Deserpion. Goods and Services Tax xempt Detats | (0 value) v
Adjustment (if for a different — g
quantity)
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Enter the upda‘ted Un It Prlce 30 @ \ NATERIAL 660030600 SPIRAX NOTEBOOK 570 SIDE SPIRAL A5 200PG 2 EA $-2.47 AUD $emin
Click e Excluded lins itemss cannot be moifisd. e e
ick on Update =
L’ Line ltem Actions W ‘ ‘ Delete ‘ Update ‘ Save ‘ ‘ Exit ‘ Mext

Screen displays updated totals

Note: Slide the Include button from

Original Unit Price

green to grey to exclude items not 10 MATERIAL 530414700 ARNOTTS BISCUITS ASSORTED CREAMS 1.5KG 5 EA $.15.55 AUD $-31.10 AUD
being credited [R
_ = The new Unit Price agreed on is $14.55 —if entered the total of the credit is $29.10
4. Click on Next
10 @ MATERIAL 530414700 ARNOTTS BISCUITS ASSORTED CREAMS 1.5KG 2 EA $.14.55 AUD $-29.10 AUD

» Goto Slide 33, Finalise a Line
Iltem Credit Memo

10 @ MATERIAL 530414700 ARNOTTS BISCUITS ASSORTED CREAMS 1.5KG 2

The correct amount to be entered is $1.00, as that is the Price Reduction per unit to be credited

EA $-1.00 AUD $-2.00 AUD
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Finalise a Line Item Credit Memo

> Review the Invoice Create Line-ltem Credit Memo Previous m Save Exit

1 Clle SU b m | t Confirm and submit the line-item credit memo. o

Line-ltem Credit Memo

Note: The WesTrac does not
require a paper invoice, however

(Original Invoice No: INV888676-1)

if you require for you records Credit Memo Number: 7756 Subtotal: $-2.00 AUD

. . Credit Memo Date: Wednesday 4 Dec 2019 11:45 AM GMT+11:00 Total Tax: $-0.20 AUD
CIICk on Prlnt' Original Invoice Number: INV888676-1 Total Amount without Tax: $-2.00 AUD

Original Invoice Date: Wednesday 24 Oct 2018 5:54 PM GMT+11:00 Amount Due: $-2.20 AUD
i i Original Purchase Order: 4500159368

2' CIICk el EXIt Has Price Adjustment: Yes
» Screen returns to the Invoice REMIT TO: = TR
3 Click on Done i g A | e, gament PR a1 PO e o W B P e N S Np—
> Screen displays the Outbox- Invoice 7756 has been submitted. Invoice: SIN-960321 | ome |

|nVOICeS Create Line-ltem Credit Memo ‘ ‘ Create Line-ltem Debit Memao ‘ ‘ Copy This Invoice ‘ Print Download PDF ¥ Export XML 6

s Dheiaod o oo oF o o eo o o
Beintacsoppeaithadnuaion.
- Exitinvoice creation. Detail Scheduled Payments History

Standard Invoice / Tax Invoice
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Adding an Attachment to Header Level

Create Invoice ‘ Update H Save H Exit ‘“

¥ Invoice Header * Indicates required field Add to Header ¥ o

Shipping Cost

1. Click on Add to Header

2. Select Attachment

Summary Shipping Tax
Purchase Order: 5200000153 Shipping Documents
. o . Subtotal: $2,735.25 AUD
> The Attachments section will Invoice #:* | 7768-33A Total Tax: $0.00 AUD Special Handling
Total Gross Amount: $2,735.25 AUD
Invoice Date:™ | 14 Nov 2019 EE] Total Net Amount:  $2,735.25 AUD Special Handling Tax
Open o Amount Due: $2,735.25 AUD

Additional Reference Documents and Dates
Service Description:

. Commeni
Click on Browse Supplier Tax ID: | 123456789 : 9

Attachment

Select the file required from

Attachments
your computer and select

The total size of all attachments cannot exceed 10MB Remove
Open LY 4

Browse. .. Add Attachment ‘

Click on Add Attachment

. MName Size (bytes) Content Type
The selected document is
addEd An.docx 12036 application/vnd.openxmiformats-officedocument wordprocessingml. document
Note_ Repeat untll a” L)ﬁ\/ Delete Mame Date medified Type Size
[ Doc3.docx 6219 Microsoft Werd D... 403 KB
attachments are added up to a
maXImum Of 10MB \\ﬁ/ DocS.docx Microsoft Word D... 245KB
= | Dock.docx Micrasoft Word D... 152 KB
Add to Header v Doc7.docx Microsoft Word D... 241KB
> To delete a document: E Docs.docx Microsoft Word D... 133 KB | e
1) Click on the document - | -
) - Llne Items Open Cancel
2) Click on Delete —
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Invoice History Tab

Use the Invoice History to Invoice: SIN-960321 “
identify:
Create Line-ltem Credit Memo ‘ ‘ Create Line-ltem Debit Memo ‘ ‘ Copy This Invoice ‘ ‘ Download PDF W Export cXML

Who created a document

What occurred with the Detail Scheduled Payments History

document _ B

Invoice: SIN-960321 . To: Westrac Holdings Pty Ltd - TEST
. Invoice Status: Approved Routing Status: Acknowledged

The date and tlme Stam pS Of Received By Ariba Network On: 5 Oct 2018 10:37:14 AM GMT+10:00

the various processes that

have affected a document History

Line Item level information Status Comments Changed By Date and Time
The invoice was successfully received. Quick Corporate Australia - TEST 5 Oct 2018 10:37:15 AM
Comments from Westrac Holdings Pty Ltd - TEST: The document was added to the pending queue for download. PropogationProcessor-128427048 5 Oct 2018 10:37:32 AM

Sent Supplier 5 Oct 2018 10:37:32 AM
Comments from Westrac Holdings Pty Ltd - TEST: PropogationProcessor-128500074 5 Oct 2018 10:38:03 AM
Acknowledged Supplier 5 Oct 2018 10:38:03 AM
The invoice status has been successfully updated to Processing by Westrac Holdings Pty Ltd - TEST. Description:- Indexed - PropogationProcessor-128491073 5 Oct 2018 10:47:21 AM
The invoice status has been successfully updated to Approved by Westrac Holdings Pty Ltd - TEST. Description:- Posted - PropogationProcessor-128481054 5 Oct 2018 4:12:13 PM
Create Line-ltem Credit Memo Create Line-ltem Debit Memo Copy This Invoice Download PDF W Export cXML
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Remittance

The Remittance informs of when and how payment for an invoice is made

The Remittance is an informational document only and does not require any action
New Remittances can be viewed from the Inbox area under Remittances

Anything in blue can be selected to provide further information



Locating Remittances

From the Inbox

- O CATALOGS REPORTS CSV Documents v

Orders and Releases Early Péyments Scheduled Payments Remittances @ Notifications Receipts Pending Queue

Select Remittances .
Remittances

Screen displays Remittances » Search Filters

Select the remittance

required by clicking on the Remittances (3)
Tran SaCtI o n# Transaction# f Cuslpmar Payment Date Account ID Method Reference Number Gross Discount Adjustment Net Difference Status Routing Status
100020000010132016 | * dings Pty 4Feb 2016 Wire 2000001013 $76.95 AUD $7695 AUD Paid Sent
Screen document link to e
. ) 100020000010262016 oo LIOINGS PY 23 Feb 2016 Wire 2000001026 $44254 AUD $44254 AUD Paid Sent
display the Remittance Westrac Hoidings Py
. : 100020000010352016 g 4 Apr 2016 Wire 2000001035 $51.77 AUD $5177 AUD Paid Sent
Advice details Lid - TEST
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Remittance — Header Level

A CLNERETENCVCVEIN | Romittance Advice: 100020000010262016 (Paid)
page you can:

. Print a copy Of the Print ExportcXML Download CSV
Remittance

Detail History

Export the

Remittance to

CAME WesTrac @

> When finished click on To From To

Search Results Westrac Holdings Pty Ltd - TEST TEST REMITTANCE ADVICE

PAYER: WesTrac Pty Lid (Show Payee Details) 100020000010262016 (Paid)
(Show Payer Details)

> The Remittances screen is

Gross Amount: $442 54 AUD
displayed

Amount Paid: $442.54 AUD
Estimated Settlement on 23 Feb 2016

Payment Detall

Payment Method: Wire
Reference Mumber: 2000001026 -fi_',‘l

Routing Status: Sent

Transaction Date: 23 Feb 2016
Identified Differences: MNone

ADDITIONAL INFORMATION
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Remittances — Line Iltem Level — Show Detalls

To view details of the remittance Line ltems (2)

at Line Level Line # Payable Reference Gross Amount Discount Withholding Tax Adjustment Net Amount Paid Scheduled Payment

1 Invoice: SIN-123456] (show Details) 0 $58.22 AUD $0.00 AUD $58.22 AUD
1. Click on Show Details
ADDITIONAL INFORMATIO!

originalinvoiceNo: SIN-123456 buye\invoicelD: 5105600421 Company Code: 1000

» Matching Information is
displayed 2 Invoice: SIN-456321  (show Detais)

$384.32 AUD $0.00 AUD $384.32 AUD

ADDITIONAL INFORMATION

originalinvoiceNo: SIN-456321 buyerinvoiclD: 5105600431 Company Code: 1000

Gross Amount: $442.54 AUD
Amount Paid: $442.54 AUD

Received by Ariba Network on: Tuesday 23 Feb 2016 6:31 PM GM\+11:00
For more information about Ariba and Ariba Network, visit hitp://www \riba.com.

Print  ExportcXML Download c{ Line ltems (2)

Line # Payable Reference Gross Amount Discount Net Amount Paid Scheduled Payment
1 Invoice: SIN-123456  (Show Summary) $58.22 AUD $0.00 AUD $58.22 AUD
MATCHING INVOICE

Invoice Subtotal: $52.93 AUD
Original Invoice Date: 19 Feb 2016 Total Tax:  $5.29 AUD

Invoice Total: $58.22 AUD

ADDITIONAL INFORMATION

originallnvoiceMNo: SIN-123456 buyerinvoicelD: 5105600421 Company Code: 1000
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Support

Support Type

Help Centre
For all your support needs

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

Ariba Network Training Request

Types of Support available:

= B =

E:

1. User Community

2. Ask questions or view documentation
3. Email/Live Chat

4. Request a call back

On the Home screen

Click on Company Settings

Click on Customer Relationships
Click on Supplier Information Portal

an.sellertraining.aus@sap.com
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