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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER

SUPPLIER

»
»

- R—

SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

2 (5

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

2/ "/

LOG INTO ARIBA CHECKS & FULFILSbRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
& C G ariba supplier Iogin‘ .

..5-‘;' Business Network ~

Supplier sign-in

© SAP Business Network Supplier

htps://supplier.ariba.com

SAP Business Network Supplier

We've moved our webinars to a fresh page. Visit to register for upcoming sessions and explore our library

of on-demand webinars. Learn More ... Read more

Username

Forgot username

New to SAP Business Network?
Register Now or Learn more

subscription

i}
4V,

: {1 information.

Learn More

S e

Get discovered by new customers and grow
your business with this add-on subscription. Visit
the Store page of your account for more

Dt

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

To log into your Ariba Network Enterprise Account
simply go to the official SAP Ariba website at
www.ariba.com or type in ariba supplier login in the
search engine you use.

Select SAP Business Network Supplier Network login
page and you will be directed to the sign-in page.

Enter your user name and password to be taken to
your Home page
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http://www.ariba.com/

HOW TO LOG INTO YOUR ARIBA NETWORK ENTERPRISE ACCOUNT

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

S N a N
0 "2 » 3 "4 "5

LOG INTO ARIBA CHE(EKS & FULFILS ORDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v More v
B ] : I " TUEY W
A SAP is disabling weak TLS 1.2 encryption protocol on January 24, 2025. For more information visit https://support.ariba.com/CERT Learn More
: 1 B a
Leads In Location v By Product Q

e > _ W

Overview  Getting sta rtedo

1 0 0 0

Enablement Tasks New orders Orders

"0.0..

Rejected invoices Remittances

Last 31 days Last 31 days Last 31 days Last 31 days

3% Customize

My Widgets Anglo American and ... v

Purchase orders Last 3 months v Invoice aging Activity feed All v

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

HOME PAGE

0 Your home page provides
a quick overview of:

Your account and menu to
view pending enablement
tasks, orders, payments
and Catalogs
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HOW TO LOG INTO YOUR ARIBA NETWORK ENTERPRISE ACCOUNT

SUPPLIER

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP

LOG INTO ARIBA
NETWORK

Home Enablement

Workbench

s ) (2 ) s ‘
2 "3 "4 "3 "6 (7

FULFILS ORDER & CREATE INVOICE REMITTANCE

CHEéKS & GOODS RECEIPT *PAYMENT
CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs ~ More v

D WORKBENCH PAGE

0 Your Workbench tab

0

provides a quick

0 0 '0.0.. 0.

overview of:
New orders Orders Rejected invoices Remittances Early paym
L Vs Last 3] davs Last 31 davs Last 31 davs Next 00 g . H
— = Orders, invoices, payment
status and remittance
New orders (0) advices
v Edit filter | Last 31 days | New
Customers Order numbers Creation date Order st
Select or type selections (] Type selection Last 31 days v

(®) Partial match () Exact match
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BEFORE CONFIRMING YOUR
PURCHASE ORDER
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BEFORE CONFIRMING YOUR PURCHASE ORDER

Purchase Order. 5505371552 B Itis important to check your PO content for accuracy and then
electronically confirm it if all is in order.

| s The process of confirming your POs via
- . P O SAP Ariba differs slightly for:

- - «  Goods/Material Orders

e c— e reer «  Service Orders
pommries | Verres «  Hybrid (Material & Services
Contact Informalil @ 5505371552.pdf (application/pdf) com b| N ed )

a You can see what type of PO it is by
viewing the Type column on the PO

Other Information

Line Items

0 Shaw ltem Detaits B8 e

S o _ Check if VAT is correct i.e. if you are not
' RO VAT registered the VAT amount on the

ROSE BUSH
2 Material BO(EA) G 16 May 2020 R 350.00 ZAR R 2.800.00 ZAR R 420.00 ZAR Details PO Should be OO/O you Wl” then reJeCt
)
PALM TREE SMALL th P
S e PO.
Al L Part 4  Description Ty Retum Q Need E it Pri biot e
Material 6.0(EA) (0 14 May 2020 R 450.00 ZAR R 2,700.00 ZAR R 405.00 ZAR Sumn

e ‘ IMPORTANT!
\MPORTANT: You must confirm your PO
9 electronically. If you not do this

. - | e you will not be able to invoice,
which could result in payment
S(.I:C(‘i‘leE‘) Lin.r:s I — . delays-
1 14 May 2020 12:00 PM CAT 6.0 (EA) 8

e seceen EXTERNAL




HOW TO MANAGE YOUR DIGITAL

PURCHASE ORDERS
FOR GOODS

EXTERNAL



HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
0 e // 3 \\ @ // 5\\ //6\\ @
> N > =
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS

PROCESS FOR CONFIRMING & INVOICING AGAINST PURCHASE ORDERS FOR GOODS

’ » Each step in this electronic processes is dependent on the one before it
« If one is not actioned, the system will not allow the next step to be completed

* For example — if you do not confirm your PO in Step 4, our stores are unable to create a Goods Receipt
Verification (GRV) as indicated in Step 6, which in turn will not allow you to invoice against the PO in Step 7.

This may result in payment delays
It is VITAL that you electronically confirm your Purchase Orders in the system as soon as you have confirmed

/ that the PO details are correct.
10
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

O 0 —: —a—s

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES )
Home Enablement Discoveo Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v More v

A SAP is disabling weak TLS 1.2 encryption protocol on January 24, 2025. For more information visit https://support.ariba.com/CERT Learn More

- 1 N

Leads In Location v By Product Q

P e

Overview Getting startedo

1 0 0 0

Enablement Tasks New orders Orders

0.0

Rejected invoices Remittances

Last 31 days Last 31 days Last 31 days Last 31 days

3% Customize

My Widgets Anglo American and ... Vv

Purchase orders Last 3 months v Invoice aging Activity feed All v

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

@ To view PO’s to confirm and
invoice, click on your
Workbench tab.
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

ANGLO AMERICAN / DE

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS bRDER & GOODS RECEIPT CREATEilNVOICE REMIT:I'ANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Home Enablement Discovery ~ Workbench Orders ~ Fulfillment -~ Invoices ~ Payments -~ Catalogs ~ More ~
Workbench =
0) 9) 9) 0.0 .. "0O.C @ Enter the PO number you need to
New orders Orders Rejected invoices Remittances Early paymen CO nfi rm

New orders (0)

v Edit filter | | Last 31 days |  New
Customers Order numbers Creation date Order st 9 CI ICk On EXACT MATC H a nd CI ICk
Select or type selections o Type selection 2 Last 31 days - n P P LY

(®) Partial match () Exact match

Order numbers

Tyvpe selection

() Partial match  (® Exact match 9

Apply Reset
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

SUPPLIER

SUPPLIER SUPPLIER

LOG INTO ARIBA
NETWORK

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

CHECKS &
CONFIRMS PO

FULFILS ORDER &
DELIVERS GOODS

/D N 5\
N N

Purchase Order: 5505371552

B Create Order Confirmation v
c Civcar
fintory
L e

Cher dormmation

CONDITIONS RELATING TO GOOODS PURCHASED 0N
L.,.This purchase ordes is subgect 1o the terme and cond

{hagi

GOODS RECEIPT CREATE INVOICE
CREATED (RECEIVING / IN SAP ARIBA
STORES)
[ o |

Sl Loy e CorMucre, se wwin g stey ko Ush pusciune oises by

Line Itepg
2 % | Description
1

ROSE BUSH

PALM TREE SMALL

Unit Price Subtotal Tax 3
R 450.00 ZAR R 2,700.00 ZAR R 405.00 ZAR
R 350.00 ZAR R 2,800.00 ZAR R 420.00 ZAR Details

O subi d Wednesday & May 2020 12:00 PM GMT+02:00
Wednesday 6 May 2020 11:13 AM GMT+02:00

¥ Create Order Confirmation »

Download CSV | Resend

Show ltem Details

Sub-total: R5,500.00 ZAR
Est. Total Tax: R 825.00 ZAR
Est. Grand Total: R6,325.00 ZAR

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
’/6\\ @
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Your Purchase Order (PO)
document will open. You need to
scroll down to see all the detail.
Terms and conditions, payment
terms etc

Please Note: You must check the
accuracy of each PO you receive

from us at a line item level. To do
this scroll down to the Line ltems

Section

To see all the detail of the line item,
click on Details. You can view line
description, vat, unloading points,
other comments etc. as shown in the
next slide
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

SUPPLIER SUPPLIER SUP

o\
0 e '\3/

ANGLO AMERICAN / DE

PLIER BEERS GROUP

SUPPLIER

=

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

& ")

e

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMIT:I'ANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Line ftems srowtiembsiale Once you have opened the line item details,
Line # Part # / Description Type Qty (Unit) ) Need By Unit Price Subtotal Tax 6 please check that the following is correct:
1 Material 300.0 (EA) ) 17 Oct 2019 R 45.00 ZAR R 13,500.00 ZAR R 2,025.00 ZAR d

HOLTS & FLANGES 0 Type reflects as Material for Goods POs
Status 9 Quantity & Unit (Unit of Measure)

300.0 Unconfirmed .

e Delivery date

Control Keys

Order Confirmation: allowed e Unlt prlce

Ship Motice: allowed

Invoice: is not ERS e TAX / VAT Rate (|f appllcable)

Invoice Verification Type: goods receipt
Tax Do this for each line item.

Tax Category Tax Rate (%) Taxable Amount Tace Amount Tax Location Descripfion Exempt Detail

VAT 15.00 R 13,500.00 ZAR R 2,025.00 ZAR Input Standard Rated(Aspect only- Zero Rated)

Sehodule Lines 6 \Af everything is correct, please click on

Schedule Line # Delivery Date Ship Date Quantity {Unit) Summary and go baCk to the Summary
1 17 Oct 2019 12:00 PM CAT 300.0 (EA) (D) view of your PO
Other Information

Recipient: LEBO 14
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER BEERS GROUP SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

. o AN N
9 "3 "4 "5

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Line ltems Show ltem Details =
Line # Part # / Description Type Qiy (Unit) Need By Unit Price Subtotal Tax
1 Material 300.0 (EA) 17 Oct 2019 R 45.00 ZAR R 13.500.00 ZAR R 2,025.00 ZAR
BOLTS & FLANGES
Status
300.0 Unconfirmed
Control Keys
Order Confirmation: allowed
Ship Motice: allowed
Invoice: is not ERS
Invoice Verification Type: goods receipt
Tax
Tax Category Tax Rate (%) Taxsble Amount Tax Amount Tax Location Deseription Exempt Detail
VAT 15.00 R 13,500.00 ZAR R 2,025.00 ZAR Input Standard Rated(Aspect only- Zero Rated)
Schedule Lines
Schedule Line # Delivery Date Ship Date Quantity (Unit)
1 17 Oct 2018 12:00 PM CAT 300.0 (EA) (1
Other Information
Recipient: LEBO

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

If any of the details in the line item are incorrect
please reject the PO in the system, providing a
reason for your rejection (Go to How to Reject a
PO section for more information)

Please Note: Electronically rejecting your PO
for being incorrect does not mean you are
rejecting doing business with us.

The rejected PO will workflow back to the buyer
in the system & prompt them to send a corrected
PO.

You will then receive another email with the
changed PO (new version) which you must
confirm.

Click on Summary and go back to the summary
view of your PO
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

SUPPLIER SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP SUPPLIER

SUPPLIER

[
»

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

Purchase Order: 5504992913

Confirm Entirg Order

L
Update Line ltems

Raject Entire Order

* ansre

Payment Terms |
60 Days from month end

Contact Information
% e Address

TN m TN
/ \ ~ ;“/ \
T\ 3 / g 4 T\ 5 /

N4 v N4

FULFILS ORDER & GOODS RECEIPT CREATE INVOICE

DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Print Download PDF Download CSV Resend

Purchase Order
5504992613
Amount R46, 300 00 ZAR
Varsion 1

=ent

ANGLO AMERICAN /
DE BEERS GROUP

6 ——— 7

REMITTANCE
ADVICE RECEIVED EXECUTED ACCORDING

*PAYMENT

TO PAYMENT TERMS

Once you have checked the
accuracy of all the line items in your
PO, you need to confirm it in the
system

a Scroll up to the top of your PO

and click on the Create Order
Confirmation button

6 A drop down menu will appear.
Click on Confirm Entire Order
to confirm your PO

The Reject Entire Order process
is discussed in the next section
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

SUPPLIER SUPPLIER

SUPPLIER

[
»

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

(3

2/

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

A =
"4 "3

LOG INTO ARIBA CHECKS & FULFILSbRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Confirming PO Exit
1 Confirm Entire ) - . -
Order ¥ Order Confirmation Header + Indicates required field
Review Ord B
Cg;ﬁ:"ﬂ atioﬁr Confirmation #.‘ | Quotedd| a

Associated Purchase 5504902913
Order #:

Customer.  Anglo American - TEST

Supplier Reference:

Additional Information

clientNumber:

assumingCompany:

Anglo American - TEST requires that you fully confirm line items before you can add them
to ship notices, service sheets, or invoices. If you change or reject a line item, it cannot be

added to another document.

Confirmations to Anglo American must be for the full order
quantity (split or partial quantity responses will fail fo process). Delivery
Date only changes must be processed as Back Order.

As confirmactes para a Angle American devem ser para a
quantidade tofal do pedido (as respostas de quantidade parcial ou de
quantidades com datas de entrega diferentes néo serdo processadas).

Somente a data de enfrega pode ser alterada.

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Once you have clicked on Confirm
Entire Order, the following page
will open.

0 First enter your Confirmation
number.

The Confirmation Number is
YOUR reference and you can
enter any reference that is
meaningful to you and your
organisation e.g. your quote
number.

9 Please pay attention to these
notifications as they contain
important information
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

SUPPLIER SUPPLIER SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP

0 o0

SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

CREATE INVOICE
IN SAP ARIBA

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING /
STORES )
SHIPPING AND TAX INFORMATION
Est. Shipping Date: 16 Oct 2019 B Est. Shipping Cost:
Est Delivery Date: 16 Oct 2019 |"_:" Est Tax Cost:
Comments:
Line Items
Line # Part # / Description Oty (Unit) Meed By Uinit Price Subfotal Tax
1 300.0 (EA) (0 17 Oct 2019 R 45.00 ZAR R 13,500.00 ZAR R 2,025.00 ZAR
BOLTS & FLANGES
Current Order Status:
300.0 Confirmed With New Date (Estimated Delivery Date: 16 Oct 2019)
- 100.0 (EA) (1) 24 Oct 2019 R 130.00 ZAR R 13,000.00 ZAR R 1,850.00 ZAR
CONTAINER CAPS
Current Order Status:
100.0 Confirmed With New Date (Estimated Delivery Date: 16 Oct 2019)
3 200.0 (EA) (D 29 Oct 2019 R 99.00 ZAR R 19,800.00 ZAR R 2,970.00 ZAR

SILO STRIPS
Current Order Status:
200.0 Confirmed With New Date (Estimated Delivery Date: 16 Oct 2019)

Exit

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

0 After entering your Confirmation
number, scroll down so you can complete
the Shipping and Tax Information
section.

This section is mandatory

Please select the following using the
calendar icons :

9 Est Shipping date

e Est Delivery date
These can be the same date.

eThen click on Next
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
1 You will be taken to the

Confirming PO

Confirm Entire
Order

Review Order
Confirmation

Previous

Submit

Confirmation Update

Confirmations to Anglo American must be for the full order quantity (split or partial quantity responses will fail to process). Delivery Date only changes must be
processed as Back Order.

As confirmacibes para a Anglo American devem ser para a quantidade total do pedido (as respostas de quantidade parcial cu de quantidades com datas de
entraga diferentes ndo serdo processadas). Somente a data de enfrega pode ser alterada.

Las confirmaciones a Anglo American deben corresponder a la cantidad total de la orden (las respuestas de cantidad parcial o de cantidades con fechas
diferentes no se procesaran). Solamente la fecha de entrega puede ser cambiada.

Confirmation #  Quoted40
Supplier Reference:

Additional Information:

Line ltems
Line # Part # / Description Qty (Unit) Meed By Unit Price Subtotal Tax
1 300.0 (EA) (D 17 Oct 2019 R 45.00 ZAR R 13,500.00 ZAR R 2,025.00 ZAR
BOLTS & FLANGES
Current Order Status:
300.0 Confirmed With New Date (Estimated Delivery Date: 16 Oct 2019)
2 100.0 (EA) () 24 0ct 2019 R 130.00 ZAR R 13,000.00 ZAR R 1,950.00 ZAR

Review Order Confirmation
page.

0 Click the Submit button
to finalise the
confirmation of your PO
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR GOODS

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
/3\\\ @ /5\\\ /6\\\ 7
\\,,,,,,// v \\,,,,,,// \\,,,,,,//
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES ) TO PAYMENT TERMS
Purchase Qrder: 5505371561 .
feee B 0 (=1 Once you have confirmed your

B Create Order Confimation

Paymser Terms 1

Contact Infeemation
Supplier Address

Other Information

entire Purchase Order you will
be redirected to this page.

Ta Purchase Crdes
- -

Buyer
Test 1D
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HOW TO ELECTRONICALLY
REJECT YOUR PO FOR GOODS




HOW TO ELECTRONICALLY REJECT YOUR PO FOR GOODS

SUPPLIER SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP

SUPPLIER

- ~

/ AN

[
»

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

:{\ 3 / =©

FULFILS ORDER & GOODS RECEIPT
DELIVERS GOODS CREATED (RECEIVING /
STORES )

9 )
AN /

~_

CREATE INVOICE
IN SAP ARIBA

Purchase Order; 5505371561

B Create Order Confirmation v

Paymant Terma

Contact Informalion
Supplier Addrets

Cther Informaton

Baryer
Test ID

Purchase Crder

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
N
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

If any of the details in the PO are
incorrect please reject the PO in
the system, providing a reason for
your rejection. This does not mean
you are rejecting doing business
with us.

The rejected PO will workflow back
to the buyer in the system & prompt
them to send a corrected PO.

You will then receive another email
with the changed PO which you can
then confirm.

0 Click on Reject Entire Order to

reject your PO

22

EXTERNAL




HOW TO ELECTRONICALLY REJECT YOUR PO FOR GOODS

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP SUPPLIER

‘4 VB

SUPPLIER SUPPLIER
LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

FENCT ENTIRE CROER

"3 "4 "5

FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA
STORES )

REJECT ENTIRE ORDER

Incorrect Price

W
’
| Price nct sccording 1o quoted value on Ine
’
,

item 2.|

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

“ Enter your confirmation
reference

9 Select the Rejection Reason
from the drop down menu

9 Please add detail of rejection
reason under the Comments
section. This reason is sent to
your Buyer in the rejection
notification they receive so they
know exactly what to amend.

Q Click on Reject Order
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HOW TO ELECTRONICALLY REJECT YOUR PO FOR GOODS

SUPPLIER

SUPPLIER

LOG INTO ARIBA
NETWORK

[
»

CHECKS &
CONFIRMS PO

ANGLO AMERICAN / DE
BEERS GROUP

SUPPLIER
//———\\

i\ /
N

~_

FULFILS ORDER &
DELIVERS GOODS

GOODS RECEIPT

CREATED (RECEIVING /
STORES)

ANGLO AMERICAN /
SUPPLIER SUPPLIER DE BEERS GROUP
VR e 6\ 7
\\\7 7//“ \\,,,,,, /

CREATE INVOICE
IN SAP ARIBA

REMITTANCE
ADVICE RECEIVED

*PAYMENT
EXECUTED ACCORDING
TO PAYMENT TERMS

Purchase Order. 5505371561

oo [

Refect Entire Qinder

FIENTE

Payment Terms /

Contact Infdormation
Supplier Address

Ceher Infomation

Buyer
Test ID

Purchase Ornder

= o e T e

9 0 The status of your PO will now

show REJECTED, a message
will be sent to the buyer to verify
the rejection and amend the PO
accordingly.

Click on Done and log out of the
browser. You will receive a
system notification on receipt of
the change order, based on the
setup of your notifications
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HOW TO CREATE A FULL ASN

(ADVANCED SHIP NOTICE — GOODS
ORDERS ONLY)
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HOW TO CREATE A FULL ASN (ADVANCED SHIP NOTICE — GOODS ORDERS)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN /DE  SyUPPLIER SUPPLIER DE BEERS GROUP
BE GROUP //”\\
LOG INTO ARIBA CHECKS &  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT ~ CREATE INVOICE REMITTANCE *PAYMENT

NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING

ARIBA STORES ) TO PAYMENT TERMS

Purchase Order: 4502509397 m

r—rere— | g 1 . @ Once you have confirmed

your entire Purchase Order
e o the ‘Create Ship Notice’

| f"‘-:f?:;fif?_?ﬁ_‘-?*’l button will become available
e for you to access.

Payment
60 Days

Terms F
rom month en

’ Excemat Document ype: Standard PO (48) Click on ‘Create Ship Notice’
- Penny Goodwin button to start this process.
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HOW TO CREATE A FULL ASN (ADVANCED SHIP NOTICE — GOODS ORDERS)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN/DE  syUPPLIER SUPPLIER DE BEERS GROUP
N
LOG INTO ARIBA CHECKS &  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT  CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES)) TO PAYMENT TERMS

SAP Business Network

Create Ship Notice —_—s “
9 * Complete the relevant

* information as outlined:

SrP FROM DELIVER TO

* Populate your delivery note
I I number in the Packing Sip 1D
v Sl iicOcs Hieniley field, under the SHIPPING

9 section
e — ®

* Add your Shipping and
* Delivery Date. Please Note:
e both date fields are mandatory.

W
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HOW TO CREATE A FULL ASN (ADVANCED SHIP NOTICE — GOODS ORDERS)

SUPPLIER SUPPLIER SUPPLIER

SUPPLIER

06 ©

LOG INTO ARIBA  CHECKS & FULFILS ORDER &
NETWORK CONFIRMS PO DELIVERS GOODS

v DELIVERY AND TRANSPORT INFORMATION

Transport Terms Equipment Identification Code Gross Volume Unit

Select v

Add Transport Term ’

¥ Additional Fields

Reason for Shipment

Comment:

Ordor Itame

ARIBA

ANGLO AMERICAN /

ANGLO AMERICAN/DE  sypPLIER SUPPLIER DE BEERS GROUP

QO 0 0 s

CREATE SHIP

GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NOTICE INSAP  CREATED (RECEIVING /  IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Shipping Payment Method Accoun v

Gross Weight

Gov

Shipping Contract Number

Shipping Instructions

Unit Sealing Party Code

vernment Issued Shipping 1D:
Document Title:

Supplier Reference:

Seal ID

Ensure that
the Shipping
Payment
Method field
always has
the Account
option
selected
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HOW TO CREATE A FULL ASN (ADVANCED SHIP NOTICE — GOODS ORDERS)

SUPPLIER

LOG INTO ARIBA

NETWORK
Order Items
Order # Line No. Part # / Description

QUADRANT:FIRE:DIGITAL IN:IOC3:342424
Shipment Status
Total Item Due Quantity: 25 EA (i
Confirmation Status

Total Confirmed Quantity: 25.0 EA (i

Line

Add Ship Notice Line

QUADRANT.FIRE.DIGITAL IN:IOC3:342424
Shipment Status

Total Item Due Quantity: 50 EA (i

Confirmation Status

Total Confirmed Quantity: 50.0 EA (i

Line

Add Ship Notice Line

L Add Order Line ltem

CHECKS &

SUPPLIER

06 ©

FULFILS ORDER &
CONFIRMS PO DELIVERS GOODS

Customer Part #

Total Backordere
Ship Qty
250

SUPPLIER

SUPPLIER

Qty Unit

25.0 EA (0 19 May 202

d Quantity: OEA (i

Supplier Batch ID

Supplier Batch ID

Need By

CREATE SHIP

ARIBA

Ship By

3

Country of Origin

Select Country -

Country of Origin

- Select Country -

ANGLO AMERICAN / DE

a BEEGROUP e

GOODS RECEIPT
NOTICE IN SAP CREATED (RECEIVING /

STORES)

Unit Price

R 4,900.00 ZAR

Production Date

Production Date

Sul

R 122,500.0

R 115.000.0¢

SUPPLIER

CREATE INVOICE
IN SAP ARIBA

Hide Item Details

btotal Tax

0 ZAR R 18.375.00 ZAR

Expiry Date

0 ZAR R17.250.00 ZAR

Expiry Date

Save Exit

| =

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

Scroll down to the Order
Items section.

The line item details are
displayed and corresponds
with what was confirmed as
part of the Order
Confirmation step.

To create the FULL
Advance Shipping
Notification, meaning
inclusive of all lines and
ship quantities, click on
Next
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HOW TO CREATE A FULL ASN (ADVANCED SHIP NOTICE — GOODS ORDERS)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN /DE  SUPPLIER SUPPLIER DE BEERS GROUP
lEII IIEI lEI |:I Eﬂ1igiGROUP ‘lE” ///\\ <:::>
LOGINTOARIBA CHECKS&  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT  CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES) TO PAYMENT TERMS
Order Items Hide Item Details
Order # Line No. Part #/ Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax
4502509398 10 250 EA © 19 May 2023 R 4,900.00 ZAR R 122,500.00 ZAR R 18,375.00 ZAR e If yo u a re read y to
QUADRANTFIRE;DIGITAL IN;IOC3;342424 proceed, CIle on Su bm |t
SHIPMENT STATUS
w 1. ShipQty: 25.0EA D Hide Details
R,
e
4502509398 20 50.0 EA 19 May 2023 R 2,300.00 ZAR R 115,000.00 ZAR R 17,250.00 ZAR
QUADRANT,FIRE;DIGITAL IN;10C3;342424
« 1. shipQty: S0.0EA (1) Hide Details
No detail information provided.

Additional Information

buyer|D:

articleNumber:

@
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HOW TO CREATE A FULL ASN (ADVANCED SHIP NOTICE — GOODS ORDERS)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN /DE  SyUPPLIER SUPPLIER DE BEERS GROUP
BE GROUP //“\\
O 6 66 0 60 0 7 8
LOG INTO ARIBA CHECKS &  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT  CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES)) TO PAYMENT TERMS

w BEne Nt Lt kot W

Once submitted the

rchase Order: 4502509401 -l screen will return to the

purchase
, order view.

e Note that the Confirmed
status changed to
Shipped. The Create
Ship Notice button is
greyed out (not
available) as you've
completed this step.

Click on Done to exit this
view.
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HOW TO CREATE A PARTIAL ASN

(ADVANCED SHIP NOTICE — GOODS
ORDERS ONLY)
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

ANGLO AMERICAN /

SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN/DE  syUPPLIER SUPPLIER DE BEERS GROUP
BE GROUP /*\
LOGINTO ARIBA CHECKS &  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT ~ CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES ) TO PAYMENT TERMS
Purchase QOrder: 4502509397 “
PP | Ee—— 0 L 0 Once you have confirmed
your entire Purchase Order
Order Datail Lrgder History

the ‘Create Ship Notice’

From m Purchase Order button will become available

| Click on ‘Create Ship Notice’

F Acknowiedged
B0 Days from month end

ol ocummert Type: Sunderd PO (409 button to start this process.
Contact information Z 7

_s‘hI I -
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN/DE  syUPPLIER SUPPLIER DE BEERS GROUP
N
LOG INTO ARIBA CHECKS &  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT  CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES)) TO PAYMENT TERMS

SAP Business Metwork

Create Ship Notice . = “ 9

* Complete the relevant
* information as outlined:

SHaP FROM DELVER TO

* Populate your delivery note
_ - number in the Packing Slip ID
field, under the SHIPPING
v Ship Notice Header SeCtion
. _— e * Add your Shipping and

- g * Delivery Date. Please Note:
both date fields are mandatory.
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

SUPPLIER SUPPLIER SUPPLIER

SUPPLIER

06 ©

LOG INTO ARIBA  CHECKS & FULFILS ORDER &
NETWORK CONFIRMS PO DELIVERS GOODS

v DELIVERY AND TRANSPORT INFORMATION

Transport Terms Equipment Identification Code Gross Volume Unit

Select v

Add Transport Term ’

¥ Additional Fields

Reason for Shipment

Comment:

Ordor Itame

ARIBA

ANGLO AMERICAN/DE  syUPPLIER

QO 0 0 s

CREATE SHIP

ANGLO AMERICAN /

SUPPLIER DE BEERS GROUP

GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NOTICE INSAP  CREATED (RECEIVING /  IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Shipping Payment Method Accoun v

Gross Weight

Gov

Shipping Contract Number

Shipping Instructions

Unit Sealing Party Code

vernment Issued Shipping 1D:

Seal ID

Ensure that
the Shipping
Payment
Method field
always has
the Account
option
selected
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

SUPPLIER SUPPLIER SUPPLIER SUPPLIER

n a a a BEEGROUP e

LOGINTO ARIBA CHECKS &  FULFILS ORDER & CREATE SHIP

ANGLO AMERICAN/DE  syUPPLIER

GOODS RECEIPT  CREATE INVOICE
NETWORK  CONFIRMS PO DELIVERS GOODS NOTICE INSAP CREATED (RECEIVING /  IN SAP ARIBA

Order # Line No Part # | Description Customer Part # Qty Unit Need By ship By Unit Price Subtotal eax
4502509401 10 10.0 EA () 25 May 2023 R 4,900.00 ZAR R 49,000.00 ZAR R 7,350.00 ZF\
QUADRANTFIRE:DIGITAL IN:10C3:342424
Shipment Status
Total Item Due Quantity: 2.0 EA (D)
Confirmation Status
Total Confirmed Quantity: 10.0 EA (i) Total Backordered Quantity: 0 EA (i)
Line Ship Qty Supplier Batch ID Country of Origin Production Date Expiry Date
: | [sotcom- o = - pad
Details
Add Ship Motice Line
4502509401 20 10.0 EA (D 25 May 2023 R 2,300.00 ZAR R 23.000.00 ZAR R 3.450.00 ZAR Remove
QUADRANTFIRE DIGITAL IN;I0C3;342424
Shipment Status
Total ltem Due Quantity: 4.0 EA (D)
Confirmation Status
Total Confirmed Quantity: 10.0 EA (i) Total Backordered Quantity: 0 EA (i)
Line Ship Qty Supplier Batch ID Country of Origin Production Date Expiry Date
: | [sotccom- o | = = it
Details
Add Ship Motice Line
L Add Order Line ltem

ANGLO AMERICAN /
SUPIi’LIER DE BEERS GROUP
N
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

e Scroll down to the Order Items
section.

The line item details are displayed
and corresponds to what was
confirmed as part of the Order
Confirmation step.

PARTIAL Advance Shipping
Notification can be created by
removing line items, and / or
reducing the ship quantities to
align with your pending deliveries.

To create a PARTIAL Advance
Shipping Notification by removing
a line item, click on Remove
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

SUPPLIER SUPPLIER SUPPLIER SUPPLIER

06 ©

LOG INTO ARIBA  CHECKS & FULFILS ORDER &

CREATE SHIP

ANGLO AMERICAN / DE

a BEEGROUP e

GOODS RECEIPT

SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

CREATE INVOICE

REMITTANCE
ADVICE RECEIVED

NETWORK  CONFIRMS PO DELIVERS GOODS  NOTICE INSAP CREATED (RECEIVING / IN SAP ARIBA
ARIBA STORES)
Order Items
Order # Line No. Part # / Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax
4502509401 10 10.0 Ea (D 25 May 2023 R 4,900.00 ZAR R 49,000.00 ZAR R 7,350.00 ZAR Remove
QUADRANT,FIRE;DIGITAL IN;IOC3;342424
Shipment Status
Total Item Due Quantity: 2.0 EA (©)
Confirmation Status
Total Confirmed Quantity: 10.0 EA (1) @Eackordered Quantity: 0EA (D
Line Ship Qty Supplier Batch ID Country of Origin Production Date Expiry Date
1 2.0 ‘ ‘ ‘ - Select Country - v ‘ ‘ = ‘ ‘ Add
Details
Add Ship Notice Line
:
Ene

{7 8

*PAYMENT
EXECUTED ACCORDING
TO PAYMENT TERMS

The updated view is displayed
with only the remaining line items.

To illustrate the PARTIAL Advance
Shipping Notification by reducing
the ship quantity we will click in
Ship Qty and change the value to
reflect your quantity pending
delivery.

0 Clicking on Next will allow you to
Submit your PARTIAL Advance
Shipping Notice.
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN /DE  SyUPPLIER SUPPLIER DE BEERS GROUP
BE GROUP //“\\
O 6 66 0 60 0 7 8
LOG INTO ARIBA CHECKS &  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT  CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES)) TO PAYMENT TERMS

Once submitted the screen

_ . 9 - will return to the purchase
Purchase Order: 4502509400 Dere .
'{ @ -1 order view.

i I - 6 Note that the Confirmed
status changed to Partially

e Shipped. The Create Ship
Notice button is still
available to create the
Advance Shipping Notices
for the remaining lines or
quantities.

9 Click on Done to exit this
view.
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN/DE  syUPPLIER SUPPLIER DE BEERS GROUP
BE GROUP e /*\
> > 7 ‘ > 8
o e e o a ’ N
LOG INTO ARIBA CHECKS &  FULFILS ORDER&  CREATE SHIP GOODS RECEIPT  CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS NOTICE IN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES)) TO PAYMENT TERMS

Order ltems
‘ , I | | . . In the event that a line item
Order # Line No. Part # / Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax . .
i is accidentally removed,
4502509401 10 10.0 EA (D 25 May 2023 R 4,900.00 ZAR R 49,000.00 ZAR R 7,350.00 ZAR Remove .
QUADRANT,FIRE;DIGITAL IN;I0C3;342424 the fOI IOWI ng Ste pS Ca n be
Stipment Staus used to replace the line
Total ltem Due Quantity: 2.0 EA (1) item .
Confirmation Status
Total Confirmed Quantity: 10.0 EA ® Total Backordered Quantity: 0 EA @® @ Conti n u i ng With the
Line Ship Qty Supplier Batch ID Country of Origin Production Date Expiry Date exa m p I e Wh e re I | n e N O ) 20
2.0 - Select Country - v = Add .
: N | | [raacomy | | = s was removed, click on Add

Order Line Item.

Add Ship Notice Line
L Add Order Line Item @

R -
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HOW TO CREATE A PARTIAL ASN (ADVANCED SHIP NOTICE — GOODS ORDER)

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER SUPPLIER ANGLO AMERICAN/DE  SyUPPLIER SUPPLIER DE BEERS GROUP
BE GROUP N
LOGINTO ARIBA CHECKS &  FULFILS ORDER & CREATE SHIP GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  NOTICEIN SAP CREATED (RECEIVING/ IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
ARIBA STORES) TO PAYMENT TERMS
SAP  Business Network Enterprise ACcount  TEST Mo0E
SSISCE I ACA .S Rotice — On the Search Filters option
O - - —— add the specific purchase order
number in question and select
¥ Search Filters Exact Match.
Partial n W —— . Search anly $36ck Farsport ondes
@ Click on Search
@ Select the previously excluded
e line item, 20 in this example,
- i and tick the box to include the
Items to be Shipped (1) m |tem
v Need By Part 2/ Pescripticn Order Mumbser e Schedule Line No Commitment Leve Ordenng Address Requested Oty Due Oty
PEETSE I l B Q - @ Ciick on Add Selected items to
exit this view.

The usual Advance Shipping
Notice process steps will again
apply to the replaced items.
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HOW TO INVOICE AGAINST YOUR PO FOR GOODS

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP

ANGLO AMERICAN /
SUPPLIER SUPPLIER DE BEERS GROUP

[ B [
» » >

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING /
STORES)
Home Enablement Discovery ~ Workbench ula w Invoices «~ Payments ~ Catalogs ~ More ~
Orders

0 0 0 0 0

Orders Items to confirm Items to ship Return items

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days

Orders (0)

v Edit filter

ojrder numbers

|4502456?89 b '?}'pe selection I

Customers

Select or type selections [ull

Partial match ®) Exact match

Order numbers
= [ 4502456789 x | [Type selection

Partial match I- Exact match I

:e ><6> >@

CREATE INVOICE REMITTANCE *PAYMENT
IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

The Orders and Releases page
appears and displays the most
recent purchase order. You can
either select a specific purchase
order from the list or alternatively:

Click on the Orders option, enter
the PO number you need to invoice

Click on Exact number and select
APPLY to locate a specific PO.

eeeee 42
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HOW TO INVOICE AGAINST YOUR PO FOR GOODS

SUPPLIER SUPPLIER SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP

[ B
» »

SUPPLIER

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING /
STORES )
Purchase Order: 5505371552 0 [ oo |
" Confirmat v w Create Ship Motice Print Download POF Download CSV Resend
Order Detall Owder History Line-ltem Credit Meme
From: Line-item Debit N[:;I:‘Q I‘:':MM:GI"'
IF'.?::‘;T :I‘\!:Ih:;nll'xl month net e
Contact Information
Supplicr Addrss Buyer

Test ID

7w
9 '\6/

CREATE INVOICE
IN SAP ARIBA

ANGLO AMERICAN /
DE BEERS GROUP

*PAYMENT
EXECUTED ACCORDING
TO PAYMENT TERMS

SUPPLIER

REMITTANCE
ADVICE RECEIVED

When a GRV has been done by site, the Create Invoice
button is no longer ‘greyed out’ and you can select
Standard Invoice under the dropdown

If there are multiple GRV’s posted against this PO,
because there were multiple deliveries, this screen will pop
up first. Please select the appropriate GRV to invoice on,
each GRV will have a reference/delivery note/packing slip
number which must be invoiced separately, you cannot
consolidate multiple invoice/delivery notes on one invoice.

Emall: testuser@angloamerican.com

Other Information

CONDITIONS RELATING TO GOODS PURCHASED ON THIS ORDER

1., This purchase order Is subject to the te itions. (document reference: AA-5C-54.01) available from

(it Wy, angloamerican, com/suppliers pliersfterms-and-conditions) which terms and conditions are incorporated into th
reference and are binding on the Supplier
between the Purchaser and the Supplier pertaining to the go

Select receipts to be invoiced

Receipt List

Receipt Number t
R0O0050102431282020
R0O0050102431322020

\/ R00050102431332020

E-! ‘:' © 2019 SAP SE or an SAP affiliate company. All rights reserved.

Custome

Anglo American - TEST
Anglo American - TEST

Anglo American - TEST

Date Routing Status
6 May 2020 12:48:20 PM Sent
6 May 2020 1:19:17 PM Sent
6 May 2020 1:19:16 PM Sent

SAP Ariba Privacy Statement  Security Disclosure  Terms of Use




HOW TO INVOICE AGAINST YOUR PO FOR GOODS

SUPPLIER SUPPLIER
LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

Receipt: R0O0050102431282020

Work Order Information

Ovder: 5505371552

FULFILS ORDER &
DELIVERS GOODS

SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

From o

[ [
» »

GOODS RECEIPT CREATE INVOICE
CREATED (RECEIVING / IN SAP ARIBA
STORES)

Receipt

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
’/6\\ @
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

Check column Packing
Slip ID to view which
Delivery note / Invoice nr
was linked against this
GRV/Receipt

@ The Delivery Note /
Invoice will appear as
referenced by the Goods
Receipt clerk when
creating the GRV, following
delivery of goods. Note the
number as you will use this
in the invoice generation
process
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HOW TO INVOICE AGAINST YOUR PO FOR GOODS

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING /
STORES)
Create Invoice m

+ Pase correct 1

Summmary

w0 TOUOWANL #10rs ] Tesulnmi

¥ Invoice Header

SS05371552

o Puschase Ovdes

INV1552

&
£
B

I

]

Curstomes VAT

st Due: R 1,207.50 ZAR

dnotel: R 1,050.00 ZAR View Tt Adcresses
R/ 157 50 ZAR '

ANGLO AMERICAN /
SUPPLIER SUPPLIER DE BEERS GROUP
e //6\\ @
N
CREATE INVOICE REMITTANCE *PAYMENT
IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

a Populate the invoice number and invoice date as
it appears on your company’s physical invoice.

9 The supplier VAT/Tax ID is a mandatory field and
must be populated with your VAT ID number. In the
event that suppliers are not registered for tax
please populate the field with ‘Not Registered’.

3

Insert Line ltem Options

2 @ MATERIAL PALM TREE SMALL

Receipt Details teceipt i ROG050102431332020

Pricing Details Price Unit: EA G

e s 0 Presest iy s 9 Please verify that the line item
information is correct and then
click on update.

EA L R 350,00 ZAR R L050.00 ZAR

e e Please ensure you match the

subtotal, total tax and amount
due to those on your company’s
physical invoice.

@ Click on Next. This will take you
l to a summary/subtotal page,

e
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HOW TO INVOICE AGAINST YOUR PO FOR GOODS

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA

STORES)

Create Invoice

Conlirm and sulbsmit this dooument. 1wl be clectronically signed acoonding to e countries. of odigin and destination of imvolor, The dooument’s ofiginating country s:South Alrica, The dooument's destination country is:South
Adrica
W o wemnil yomar iervodces Bo b stoned in the Adiba bongl beim doecument archiding, you can subscribe o an aichiving, sendoe, Nole thal you will slso be able o archive ol ivelces once you sulsonibe (o the achiving] service

INV1552 a Subtotal R 1,050,00 ZAR 0

) 18 Mar 2020 12:00 PM GMT+02:00 R 157,50 ZAR

Standard Invoice | Tax Invoice

Amount Due R 1,207 50 FAR

RODOS0102431332020

REMIT TOx BILL TOx SUPPLIER:

CUSTOMER:

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
/6\ 7
\7/
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

The summary page allow suppliers to
verify that all the information is correct.

a This page is critical to ensure all
information entered on the invoice is
correct, please check:

- Invoice date matches the date on
your physical invoice

- Service start and end dates are
correct

- Your nett, VAT and gross value
matches the total on your invoice.

Once confirmed that all information is
correct, click on Submit.
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HOW TO INVOICE AGAINST YOUR PO FOR GOODS

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
///h\\\
o e e ° e \\6/ @
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
“““““““ TO PAYMENT TERMS
Create Invoice v m

R 1,060.00 ZAR
2020 12:00 PM GMT +02:00 R 157,50 AR
Amount Due: R 120750 ZAR

Imvoice INV1552 has been submitted.

il REMIT TO: BILLTO: SUPPLIER:
= Exit involce Creation.
CAD -
S
Purchase Order: 5505371552 “
- v Priet Dowrinas P{F Downicad €5V | Resend
Drgey (et
43132
1

Harpr
Tost 1D

—_— -
e

You will receive confirmation that your
invoice was submitted. Click on Exit to take
you back to Purchase Order screen.

9 Suppliers can view all documents related to

the specific PO under Related documents.
Suppliers can hover over each document to
see what type of documentit is, e.g. PO
confirmation or Receipt

Cttwrs Irdnemation
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HOW TO VIEW YOUR INVOICE STATUS & SCHEDULED PROPOSED PAYMENT DUE DATE

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
TN
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Purchase Order: 5505371552 BEe

Click on the invoice created
under Related documents
to open the invoice.

w Cr ™. . renice Prient Ouwrilnad PLOF Oowriosd C5V

9 Once the invoice is approved
the system will allocate a
. Roou=01: scheduled payment due date
Eres s o com based on the date you enter
on the invoice directly under
_— - Invoice: INV1552 | oo | invoice number and will
frmmin S s eanoo | calculate the proposed due
S [ date using your invoice date
Standard Invoice 1 \ and your payment terms OR
- @ P check the HISTORY TAB for
: ; R 1,207.50 ZAR due date.

Panyreers Termes |
Paryrrent el of next

Comntact rfpersation
Sumpen Actcirne,

FOZ0 12:00 PM GAIT +02:00

This document i digRay sigred

REMIT TO: L T SUPPLIER:

49

EXTERNAL




SUPPLIER SUPPLIER SUPPLIER

ANGLO AMERICAN / DE

[ B
» »

BEERS GROUP

HOW TO VIEW YOUR INVOICE STATUS & SCHEDULED PROPOSED PAYMENT DUE DATE

ANGLO AMERICAN /
SUPPLIER SUPPLIER DE BEERS GROUP

L —

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
eate a line-item credit memo for the selected invoice m Previow
redit Memo | Download PDF » Export cXML

Detail Scheduled Payments E

nvoice: INV1552
wolce Status. Approved
eceived By Ariba Network On: 6 May 2020 1:52:37 PM GMT+02:00
bmitted By

Status Comments

1S gocument Nas been agitally ugneq

This document has been digitally verified

The document has been transferred to the next integration point

The document is ready to be picked up by the recipient

Comments from Anglo American - TEST. The document was added to the pending queue for download
Sent

Comments from Anglo American - TEST

Acknowledged

The invoice status has been successfully updated 10 Approved by Anglo American - TEST, Description:Payment Due Date: 2020,04.30

To: Anglo Amernican - TEST
tatus: Acknowtedged

Changed By

Legauzationispatcnes- 12504 90449
LegalizationDispatcher-125043039
CommunityWeb-125004072
CommunityWeb-125004072
TXNDocSupplierApp-12504 1066
Supplier
TXNDocSupplierApp-125040069
Supplier

TXNDocSupplierApp-125037078

e Click on the History tab

The Acknowledged section
will reflect the Payment Due
date details

Date and Time
© May LU L0 M

6 May 2020 2:01:18 PM
6 May 2020 2:01:21 PM
6 May 2020 2:01:21 PM
6 May 2020 2:01:22 PM
6 May 2020 2:01:22 PM
6 May 2020 2:05:06 PM
6 May 2020 2:05:06 PM

6 May 2020 2:12:04 PM
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ADVICE FOR GOODS ORDERS

EXTERNAL



HOW TO FIND YOUR REMITTANCE ADVICE FOR GOODS ORDERS

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

[ B [ [
» » » »

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES )
Purchase Order: 5505371552 “

Ciraer Detai Ireder Htoey

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

- -
—— -
e

—_—
—
-~ .
=
—
=

f: e INVISEE <«
RODOS0102431522020
RODDS010E431332020
More(2) &

Invoice: TSTINV2ZM To Search Results.

Detail Scheduled Payments

Standard Invoice |/ Tax Invoice

BILL TO: SUPPLIER:

Click on the invoice created
under Related documents
to open the invoice.

9 Click on the Remittance
tab
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HOW TO FIND YOUR REMITTANCE ADVICE FOR GOODS ORDERS

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Invoice: TSTINV2M
Create Line-ltem Credit Memo Copy This Invoice Cancel Export cXML CIiCk on the
Detail Scheduled Payments Remittance History Remlttance number
to open the details.
""" Status lethod Received On The remittance
RO0015000000492020 Paid 6 May 2020 Wire 6 May 2020 .
Remittance Advice: RO0015000000492020 (Paid) I document WI” reﬂeCt
all relevant invoices
ovet | e paid.
Create Line-item Credit Memo Copy This Invoice Cancel Download PDF _ _ e “ 00022
Anl“ount f'-.ai 3 B.EOU.IO_O z%;'
Line Items (
ADDITIONAL INFORMATION 53
- — |
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HOW TO CREATE A CREDIT NOTE AGAINST A GOODS INVOICE

ANGLO AMERICAN / DE

ANGLO AMERICAN /

BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP

SUPPLIER SUPPLIER SUPPLIER
LOG INTO ARIBA CHECKS & FULFILS ORDER &
NETWORK CONFIRMS PO DELIVERS GOODS

[ [ [ B
» » » »

GOODS RECEIPT CREATE INVOICE R=MITTANCE *PAYMENT
CREATED (RECEIVING / IN SAP ARIBA E RECEIVED EXECUTED ACCORDING
STORES ) TO PAYMENT TERMS

' 4

Purchase Order: 5505371552

Print Download POF | Download CSV P°

Order Detasl Order History

From:

Payment Teims ¢

Payment end of next monih net

Busyer
Test ID
Erall: (estusnfangloamerican com

Other Infomabion

CONDITIONS RELATING TO GO0DS PURCHASED ON THIS ORDER
1. This purchase: order is subject o the 1evms and condiltions (document reference: AA-5C-54-01) avaliable from
" " i " i "

N
NEC T
Wee

Amaunt: £5.500.00 ZaR >
Version: 1

-~ {ated Documents: = INVLSS:

RODOS01 0431532200
RODDS01024 31332020
More(2) »

EXTERNAL

0 PLEASE NOTE THE
ARIBA NETWORK DOES
NOT SUPPORT PARTIAL
CREDITS. ONLY THE
FULL INVOICE VALUE
CAN BE CREDITED OUT.

THE INVOICE MUST BE
IN APPROVED STATUS
BEFORE YOU CAN
CREDIT IT ON ARIBA

Click on the invoice created
under Related documents
to open the invoice.
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HOW TO CREATE A CREDIT NOTE AGAINST A GOODS INVOICE

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Click on Create Line-ltem
Credit Memo.

e Populate the Credit Memo
number use your invoice

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Invoice: INV1552 9 [ oo |
Detail Scheduled Payments History
Standard Invoice [/ Tax Invoice
Status Subtotal R 1,050.00 ZAR e
Create Line-Item Credit Memo " M]
Credit Memo Type Comment
@ Cuantity Adjustment (1 Price Adjustment
E——— _ Reason for Credit Memo:*| |NCORRECT INVOICE MR POPULATED|
REMIT TO: ¥ Invoice Header
- - e Default Credit Memo
Credt Mema I CN1GSH I Comment Text

Iriginal livwolce Dat 1B Mai 2020
termit T

recenver|D:

batchMo:

articleMumber.

transactionCategoryOr Type:
Add to Header

number and CR/CN as a
prefix or suffix (i.e. CR or
CN1552)

9 scroll down to Reason for
Credit Memo and populate
the reason for the credit
memo

e Click Next and submit.
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
0 e // 3 \\ @ // 5\\ //6\\ @
> N > =
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS

PROCESS FOR CONFIRMING & INVOICING AGAINST PURCHASE ORDERS FOR SERVICES

’ » Each step in this electronic processes is dependent on the one before it
» If one is not actioned, the system will not allow the next step to be completed

* For example - if you do not confirm your PO in Step 4, our stores are unable to create a Goods Receipt
Verification (GRV) as indicated in Step 6, which in turn will not allow you to invoice against the PO in Step 7.

N
\|€?‘_‘P&\" This may result in payment delays
\“\?03 It is VITAL that you electronically confirm your Purchase Orders in the system as soon as you have confirmed

that the PO details are correct.
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER

SUPPLIER

»
»

- R—

SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

2 (5

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

2/ "/

LOG INTO ARIBA CHECKS & FULFILSbRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
& C G ariba supplier Iogin‘ .

..5-‘;' Business Network ~

Supplier sign-in

© SAP Business Network Supplier

htps://supplier.ariba.com

SAP Business Network Supplier

We've moved our webinars to a fresh page. Visit to register for upcoming sessions and explore our library

of on-demand webinars. Learn More ... Read more

Username

Forgot username

New to SAP Business Network?
Register Now or Learn more

subscription

i}
4V,

: {1 information.

Learn More

S e

Get discovered by new customers and grow
your business with this add-on subscription. Visit
the Store page of your account for more

Dt

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

To log into your Ariba Network Enterprise Account
simply go to the official SAP Ariba website at
www.ariba.com or type in ariba supplier login in the
search engine you use.

Select SAP Business Network Supplier Network login
page and you will be directed to the sign-in page.

Enter your user name and password to be taken to
your Home page

59

EXTERNAL



http://www.ariba.com/

HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
LOG INTO ARIBA CHECKS & FULFILSbRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Home Enablement Discovery ~ Wnrkbench Qment ~ Invoices ~ yme ~ Catalogs ~ More ~
Orders
Orders (0O)
~ Edit filter
Select or type selections (=1 14502455759 x | |Tvpe selection ]
N
N

ANGLO AMERICAN /
SUPIi’LIER DE BEERS GROUP
N
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

0 On the homepage, click on the
Orders tab, this will display the
most recent purchase orders. You
can either select a specific
purchase order from the list or
alternatively:

g In the Order number block, type in
the specific PO you need to
confirm, click on Exact number
and APPLY.
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE

ANGLO AMERICAN /

SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
/3\\\ @ /5\\\ /6\\\ 7
\\\h//// \\\\//// \\\h//// \\\h////
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Purchase Order; 5505371561 “

Order Detail

Purchase Order

5505371561
Ameound: R 1 849 550,00 TAR

Payment Terms !
B0 Davvs from manth &

Contact information
Supplier Address

Buyer
Test ID

Other Information

o Your Purchase Order (PO)
document will open. You need to
scroll down to see all the detaill,
Terms and conditions, payment
terms etc

Please Note: You must check the
accuracy of each PO you receive

from us at a line item level. To do
this scroll down to the Line Items

Section
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES — FULL INVOICING

SUPPLIER

[
»

LOG INTO ARIBA
NETWORK

CHECKS &
CONFIRMS PO

SUPPLIER

SUPPLIER

e )

;/3

ANGLO AMERICAN / DE
BEERS GROUP

4

N
FULFILS ORDER &
DELIVERS GOODS

GOODS RECEIPT
CREATED (RECEIVING /

STORES)

ANGLO AMERICAN /
SUPPLIER SUPPLIER DE BEERS GROUP
;,/5\\ k/6\ L@
NV =/
CREATE INVOICE REMITTANCE *PAYMENT
IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

[ Line Items p
ne s s DUON
v

Type gpﬂr,'n

Fi Service

You are required to check the accuracy
of each PO you receive from us at a line
item level. To do this scroll down to the
Line Items section.

-
=

9 The Type column will identify what type
of PO this is

Please Note: You must consider how
9 you will be invoicing us before you
confirm your PO for Services. You need
to determine upfront if you will be
invoicing us once for the full amount or
invoicing us partially (e.g. per month) as

this has an impact the Qty (Unit) and
Price fields of the PO.

FULL INVOICING: If you intend to invoice us once for the full PO amount, please check that the PO you receive from us reflects the Qty (Unit)
field as 1, with the Rand value displayed in the Price field. If the PO you have received from us does not reflect the values in the appropriate

fields based on your invoicing approach, please follow the PO rejection process. This does not mean you are rejecting doing business with us,,
You are just letting us know that our PO is incorrect and we need to provide you with a correct one.




HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES — PARTIAL INVOICING

SUPPLIER SUPPLIER

ANGLO AMERICAN / DE

SUPPLIER BEERS GROUP SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

[
»

(3

[ a) R B

2/ A/

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES )
Line Items Show ltem Details =
Line # Part # / Description Customer Part # Type Return Qty (Unit) Need By Unit Price Subtotal Tax
v 1 4] Service 4 Jun 2020 R 950,000.00 ZAR Details
Consulting - Financial Reports
11 998153241 Service 450,000.0 (EA) ® R 1.00 ZAR | R 450,000.00 ZAR R 67,500.00 ZAR Details
CEO CONSULTING FEES
12 998155351 Service 500,000.0 (EA) ® R 1.00 ZAR | R 500,000.00 ZAR R 75,000.00 ZAR Details
CORPORATE COMMUNCATIONS CONSULTING FEES
v 2 ey Service 10 Jun 2020 R 899,550.00 ZAR Details
Consulting - IT reviews
21 993910101 Service 223,900.0 (EA) ® R 1.00 ZAR | R 223,900.00 ZAR R 33,585.00 ZAR Details
AUDIT FEES 5D REPORT KPMG
2.2 993915001 Service 675,650.0 (EA) @ R 1.00 ZAR | R 675,650.00 ZAR R 101,347.50 ZAR Details
INFRASTRUCTURE MODELS
Order submitted on: Wednesday 6 May 2020 12:00 PM GMT-+02:00 % Service Sheet Required.
Received by Ariba Network on: Wednesday 6 May 2020 3:27 PM GMT-+02:00
This Purchase Order was sent by Anglo American - TEST AN01048242614-T and delivered by Ariba Sub-total: R 1,849,550.00 ZAR
Network. Est. Total Tax: R 277,432.50 ZAR
Est. Grand Total: R 2,126,982.50 ZAR

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS
€@ PARTIAL INVOICING: if you intend
invoice us multiple times for partial
amounts, based on the work completed.

During invoicing the Price field is not
editable but the Qty (Unit) field is. In
order to accommodate for this scenario
the price, quantity values need to be
swopped around. For partial Invoices the
Qty (Unit) field needs to contain the
Rand value of the PO and the Price field
will contain the value 1, which means
R1.00.

If the PO does not reflect the values in
the appropriate fields based on the way
you intend to invoice us, please reject the
PO. This does not mean that you are
rejecting doing business with us. You are
just rejecting the PO for being incorrect.
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
0 e [ 3 e .5 e @
2/ N N N
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
— = = €@ 1o view the detail of each line item, click on
Details.
9 You can view line description, VAT, Other
Line tems how em Details - information etC.
T d) sevee L o' = Please Note: If you are NOT vat registered
y . ) and the PO contains VAT, please reject the

Generic Sanvice

Oaher Information

PO. The buyer will need to send you a
revised PO with the VAT removed.

If everything is correct, please click on
Summary and go back to the summary
view of your PO
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HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE

ANGLO AMERICAN /

SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
0 e ‘3 ‘a4 5
2/ N N
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES )
Purchase Order: 5505371561 “

Paiymanil Terma !
Darys from month end

Contact Information
Supmplier Addtess

Other information

Buyer
Test ID

Purchase Order

5505371561

SUPPLIER DE BEERS GROUP
N
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Scroll up to the top of your PO and click
on the Create Order Confirmation
button.

A drop-down menu will appear.
Click on Confirm Entire Order to
confirm your PO

The Reject Entire Order process is
discussed in the next section

65

EXTERNAL




HOW TO CONFIRM YOUR PURCHASE ORDER FOR SERVICES

SUPPLIER

LOG INTO ARIBA

NETWORK

SUPPLIER SUPPLIER
e //3\\
N%
CHECKS & FULFILS ORDER &
CONFIRMS PO DELIVERS GOODS

ANGLO AMERICAN / DE
BEERS GROUP

SUPPLIER

=

GOODS RECEIPT
CREATED (RECEIVING /

STORES)

Confirming PO

1 Confirm Entire
Order

@ Review Order
Confirmation

AssociatedPOT

Additional Infor

Confirmations to Anglo A
responses will fail to process). Delivery Date only changes must be pr

SHIPPING AND TAX INFORMATION 2
Est. Completion Date:* || ENFTTFIFR E
Gomments:
Line Items
Line # Part # | Description Customer Part Qty]
v

Gonsulting - Financial Reports

Current Order Status:

merican must be for the full order quantity (split o partial quantity
rocessed as Back Order.

Confirmed With New Date (Estimated Completion Date: 31 Dec 2

— =P

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

N
CREATE INVOICE
IN SAP ARIBA

Confirming PO

Confirmation Update

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

0 Enter your confirmation number, either
a quote/delivery/job card or PO number.

9 Populate your Est. Completion Date of
service you are going to render.

e Click on Next.
The Review Order Confirmation page
will open. Once you are sure that

everything is correct, click on Submit.

This will take you back to PO page.

66

EXTERNAL




HOW TO REJECT YOUR PURCHASE
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HOW TO REJECT YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
//"*"\\ m //"*"\\
o e \3/ @ \5/
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA
STORES )

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
N
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

0 To reject your PO click on
Create Order
Confirmation

9 Click on Reject Entire
Order to reject your PO

Please note by rejecting a
PO it does not mean you are
rejecting doing business with
us. You are simplifying
notifying us that the PO is
incorrect.
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HOW TO REJECT YOUR PURCHASE ORDER FOR SERVICES

REJECT ENTIRE ORDER

REJECT ENTIRE ORDER

firmation # Proposal 1541

nReason: | Please Select

Plaase Selact

Duplicate Ordier

Incomect StockiPart Number

Incamect Supplier Code Used
Incon rect UOM

Not our Product Line

Unable to Supply Rem(s)

Other

Comments field

1. * | Price not accoeding to quoted value on line
ftem 2.|

IMPORTANT! If you are rejecting the PO because the values were incorrect and wouldn’t allow you to do Partial
Invoicing please select Incorrect Price or Incorrect Quantity from the drop down menu and add the detail in the

a The Rejecting Order window will

open

Enter your Order Confirmation
Number (Confirmation #) - this is
YOUR reference field and you can
enter any reference that is
meaningful to you and your
organisation e.g. your quote
number

Select your Rejection Reason
from the drop down menu

It is mandatory to provide more
detail about your rejection reason
in the Comments field. This
additional information is sent to
your buyer and help them to send
you a correct PO.

@ Once you have completed all the

necessary fields click on Reject
Order. You should receive a
Change Order (new electronic

version of the POi soon. %



HOW TO REJECT YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
/3\\\ @ /5\\\ /6\\\ 7
\\,,,,,,// v \\,,,,,,// \\,,,,,,//
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES ) TO PAYMENT TERMS
Purchase Order: 5505371561 e ﬂ
e a Your PO will now reflect as
: Rejected
B 0 e Click on Done and log out of your
et account.

This rejection will now workflow
electronically and notify your buyer
to send a Change Order.
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER

SUPPLIER

»
»

- R—

SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

2 (5

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

2/ "/

LOG INTO ARIBA CHECKS & FULFILSbRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
& C G ariba supplier Iogin‘ .

..5-‘;' Business Network ~

Supplier sign-in

© SAP Business Network Supplier

htps://supplier.ariba.com

SAP Business Network Supplier

We've moved our webinars to a fresh page. Visit to register for upcoming sessions and explore our library

of on-demand webinars. Learn More ... Read more

Username

Forgot username

New to SAP Business Network?
Register Now or Learn more

subscription

i}
4V,

: {1 information.

Learn More

S e

Get discovered by new customers and grow
your business with this add-on subscription. Visit
the Store page of your account for more

Dt

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

To log into your Ariba Network Enterprise Account
simply go to the official SAP Ariba website at
www.ariba.com or type in ariba supplier login in the
search engine you use.

Select SAP Business Network Supplier Network login
page and you will be directed to the sign-in page.

Enter your user name and password to be taken to
your Home page
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http://www.ariba.com/

HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

SUPPLIER

LOG INTO ARIBA

NETWORK

Home

Orders

Orders (0)

~ Edit filter

Customers

Select or typ

e selections

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
Q9 —O0 0 0 —:« —1
CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
0 On the homepage, click on the
Orders tab, this will display the
Om O O O most recent purchase orders. You
can either select a specific
purchase order from the list or
o alternatively:
d "e ‘
0O O O 0 O 9 In the Order number block, type in
| | o - the specific PO you need to
confirm, click on Exact number
and APPLY.
[ ) @
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HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
\_
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Purchase Order: 5505371561 “

1 . .
i o a Click on Create Invoice

S 2
9 Select Standard Invoice

To: Purchase Order

- o

Buynr
Test ID
E

Ot Irilormation
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HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS

© A WARNING! will pop up just to
inform you that Service Sheets will
automatically be created once
you have submitted your invoice.

e e e 9 You can tick next to Don’t show

service sheet, ArDa creates & service sheet for you. The voice 5 sent after the customer approves the

g me this message again so this
. message doesn’t appear again.

Then click on the X to close the
message
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HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

SUPPLIER SUPPLIER

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP

[
»

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

9 0 0 -1

FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES ) TO PAYMENT TERMS

Select Item to Create Invoice with Auto-Generated Service Sheet

Line Items

Line # Part 1D / Description

1 A

Consulting - Financial Reports
o

Consulting - IT reviews

4l Service Sheet Required.

W © 2019 SAP SE or an SAP affiliate company. Al rights reserved.

Select the line item you want to
invoice against. Please note that
if the PO is created with multiple
line items, each line must be
invoiced separately, you cannot
consolidate several lines on one
invoice.

For the first line invoice, you will
use your invoice number i.e.
INV123 and submit, for the
second line invoice, you will use
INV123A etc. Once you have
submitted the first invoice, when
you create the second invoice,
the system will state that you
have already used the invoice
number that is why you need to
add a prefix of suffix to the invoice
number.

SAP Ariba Privacy Statement  Security Disclosure  Terms of Use

9 Click next.
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HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
\\;77//’
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Create Invoice n

. 0 Enter your company’s physical
v ivolce Heade Invoice number in the Invoice #
field

g |9—o 9 Populate your company’s physical
Inv date in the Invoice Date* field.
Please ensure that the date you
enter here, matches with the date
on your physical invoice as
payment terms get calculated
from this date.

Shggeng

P ) | bt
Sl
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HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

SUPPLIER

SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP

[
»

LOG INTO ARIBA CHECKS &

NETWORK

CONFIRMS PO

SUPPLIER

B [
» »

FULFILS ORDER & GOODS RECEIPT
DELIVERS GOODS CREATED (RECEIVING /
STORES )

CREATE INVOICE
IN SAP ARIBA

Additionsl Fields

Fiald Contractor

MNIGEL
GaulengSouth Afric

Field Engineer

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
’/6\\ @
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

0 Enter Service Start Date and
Service End date.
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HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Supplier VAT Customaer VAT
ar VAT Tax 10 4310113883

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Enter your VAT or Tax number in the mandatory
Supplier VAT/Tax ID field. If you are not VAT
registered, then enter the words Not
Registered. If you captured your VAT
information in your company settings, the
number will automatically populate in this field.

Click on Choose File to browse for the invoice
you want to attach. Please ensure your invoice
is in PDF format. Please verify with your end
user what, if any, approval signatures are
required on the invoice before you attach the
invoice.

Once you have selected your invoice, click on
Add Attachment.

Your attachment will appear in this section if
successfully attached.
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HOW TO FULLY INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

0 Scroll down to the Line Iltems section. This section highlights the line items from the Purchase Order.

=

9 If you are invoicing for the full

amount (full invoicing) you do not
need to change the Quantity
value. It must stay as 1.

Slide the button under Include to
the right to include that service
line.

PLEASE NOTE: If you slide the
dot to the left it will become
greyed out and exclude that
service line from the invoice. You
should do this if that particular
service has not been rendered yet
and it will not form part of your
invoice. You can generate another
invoice at a later stage to invoice
against the excluded service line.

aThe Quantity should be 0 once

excluded from the invoice.

eCIick Next.

EXTERNAL
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HOW TO PARTIALLY INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Line ltems |H 2 Line Items, 2 Included, 0 Previously Fully Invoiced
Ingert Line tern Options
9 0 Scroll down to the Line Items
e T : ere omiy o - section. This section highlights
M ) , the line items from the
Includs Typ tion Customer Part # Quantity &~ Ut I, Unit Prica Subtotal
21 @ SERVI 963910101 1400 I,’ 1002 R 223,000.00 ZAR Pu rChase Order_
9 IMPORTANT! For Partial
Invoicing you need to use the
Quantity field to capture the
——— value as the Price field is
22 @ INFRASTRUCTURE MODELS 993015001 2258 Loz REm R greyed OUt Update the
z z Quantity field value of each line
- Tt o RomsRODE you are invoicing to the value of
s your company’s physical
invoice, excluding VAT.
2 Consulting - IT reviews
L2 E— ‘ | . ‘ Ify iing unplznned o the Invaice B fy the Unit of Mezsure for the unplanned e in UPPERY
83
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HOW TO PARTIALLY INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

SUPPLIER

[
»

SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP SUPPLIER

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES )
Line Iems T O TS, I CIOUEt, U T TEvIousTy Uty TTVoTced
Insert Line Item Options
Tax Category v Discount Add to Included Lines
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
v 2 Consulting - IT reviews
21 @ SERVICE 993910101 14.00 En @ R 1.00 ZAR R 14,000.00 ZAR
Service Period Service Start Date = Service End Date =

Tax Category:* | VAT
Location:
Description:  15% Input VAT
Regime:
Law Reference:
No. ype Part # Description
22 SERVICE INFRASTRUCTURE MODELS
Excluded line items cannot be modined.
2 Consulting - IT reviews

Line Item Actions

If you are adding unplanned service lines to the Invoice please specify the Unit of Measure for the unplanned service line in UPPERCASE

Taxable Amount: R 56,246.99 ZAR
: 15.00
t: R 2,100.00 ZAR

Customer Part # Unit Price Subtotal

993915001 R 1.00 ZAR ROZAR

e

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

a To exclude a line item from an
invoice, slide the button under
Include to the left. Sliding the
green dot to the left will turn the dot
grey and exclude that service line
from the invoice.

You should follow this step if the
service has not been rendered yet
and it will not form part of your
invoice. You can generate another
invoice at a later stage to invoice
against the excluded service line.

9 The Quantity should be 0 once
excluded from the invoice.

©® Click Next.
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HOW TO PARTIALLY INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER

[ B [ [
» » » »

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA
STORES)

Create Invoice l m |

‘Confirm and sulbmil this document. It will be ebectroncally sigred acoonding 1o the couriies of ongin and destinaton of invsice. The Dotument's orginating couniry B:50uth AMICE, The doCUMEnT's desination country is-South Alrca.
H v waind youl Foices 1o be stoned in the Ariba long 1erm dooument archiving, you can subseribss 1o &0 anchiving senace. Note that you will Slso be able to archive old imvoices once you subscribe 1o the anchiving senvice.

Standard Invoice Tax Invoice

R 14,000.00 ZAR

55053TL561 Amounit Due R 16,100.00 ZAR

SERVICE PERIOD

REMIT TOx; BaLL TO: SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
///6\\\ 7
\\\,,w///
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

Once you have checked that all
the information you needed to
include is correct, click on
Submit

g You will receive a message
confirming that your invoice has
been submitted. Click on Exit.

Invoice IN1561A has been submitted.

» Print a copy of the invoice.
EXIT IMVOICE creaton. ]

EE ‘:’ = 2019 SAP SE or an SAP affiliate company. All rights reserved.

EXTERNAL




HOW TO INVOICE AGAINST YOUR PURCHASE ORDER FOR SERVICES

ANGLO AMERICAN / DE

SUPPLIER SUPPLIER SUPPLIER

[ B
» »

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

FULFILS ORDER &
DELIVERS GOODS

BEERS GROUP

GOODS RECEIPT
CREATED (RECEIVING /

Purchase Order: S505371561

uuuuu

-
-
-
-
-
-
-

-
T
o

ANGLO AMERICAN /
SUPPLIER SUPPLIER DE BEERS GROUP
N
CREATE INVOICE REMITTANCE *PAYMENT
IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS
[__oom |

Your newly created invoice
will reflect under Related

—— Documents.

5505371561

documents.

?e 9 Click on More, to view all the

~~~~~
_____

Type
9 Apr 2020 7:00 AM BRT Service Sheet
9 Apr 2020 7:00 AM BRT Invoice
7 May 2020 6:51 AM BRT Order Confirmation
7 May 2020 5:52 AM BRT Order Confirmation
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HOW TO VIEW YOUR INVOICE STATUS & DUE DATE

ANGLO AMERICAN / DE

SUPPLIER SUPPLIER

SUPPLIER

[
»

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

FULFILS ORDER &
DELIVERS GOODS

BEERS GROUP

SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

B [
» »

GOODS RECEIPT
CREATED (RECEIVING /
STORES)

[
»

CREATE INVOICE
IN SAP ARIBA

Purchase Order: 5505371552

Owdier Dretiadl Onder History

Payment Terms. |
Payment end of next month net

Contact Iinformation

Other Information

Print Download POF Download CSV Resend

Test ID

Email: 1eshuser@anglosmenican.com

CONDITIONS RELATING TO GOODS PURCHASED ON THIS ORDER
1., This purchase cnder B subject to the terms and conditions (document reference: AA-5C-5A-01) available from
ol L

b il

L5

al Aands

Purchase Ovder
5505371552
Amount: RS S00.00 ZAR

WVersion: 1

6 5

REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

o Go into the PO, under
related documents click on
the invoice number to go into
the invoice.
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HOW TO VIEW YOUR INVOICE STATUS & DUE DATE

ANGLO AMERICAN / DE

SUPPLIER

SUPPLIER SUPPLIER

LOG INTO ARIBA

NETWORK

BEERS GROUP

[ B
» »

CHECKS & FULFILS ORDER &

SUPPLIER

[
|

GOODS RECEIPT

CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING /

STORES)

Invoice: INV1552

This document i digitally signed

REMIT TO:

Detail Scheduled Payments History

Standard Invoice [ Tax Invoice

miber: INV1552
sce Date: Wednesday 18 Mar 2020 12:00 P GMT+02.00

Print Download POF w Export cXML

Subtotal R 1,050,00 ZAR
Total Tax R 157.50 ZAR
Agreounit Due R 1207.50 ZAR

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

[
»

CREATE INVOICE
IN SAP ARIBA

“|reate a line-item credit memo for the selected invoice

Create Line-ltem Credit Memo

Copy This Invoice Download PDF v Export cXML

Detail Scheduled Payments 3

Invoice: INV1552
Invoice Status: Approved

Received By Ariba Network On: 6 May 2020 1:52:37 PM GMT+02:00

Submitted By: Joe Corona

m Frevious

To: Anglo American - TEST
Routing Status: Acknowledged

Changed By
Legalzationispatcher-125043U39

LegalizationDispatcher-125043039
CommunityWeb-125004072
CommunityWeb-125004072
TXNDocSupplierApp-125041066
Supplier

TXNDocSupplierApp-125040069

History
Status Comments
1nis document has been aigitally signed.
This document has been digitally verified.
The document has been transferred to the next integration point.
The document is ready to be picked up by the recipient.
Comments from Anglo American - TEST: The document was added to the pending queue for download.
Sent
Comments from Anglo American - TEST:
Acknowledged

ier

li
The invoice status has been successfully updated to Approved by Anglo American - TEST. Description:Payment Due Date: 2020.04.30 ocSupplierApp-125037078

Date and Time
© May 202U Z201:1/ PM

6 May 2020 2:01:18 PM
6 May 2020 2:01:21 PM
6 May 2020 2:01:21 PM
6 May 2020 2:01:22 PM
6 May 2020 2:01:22 PM
6 May 2020 2:05:06 PM
6 May 2020 2:05:06 PM

6 May 2020 2:12:04 PM

'\6/ 7

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

9 You can find the status of your

invoice here

Please Note: Your invoice’s
payment due date will only reflect
once the invoice status reflects as
Approved

9 If your invoice is in Approved status,
click on the History tab

e The Payment Due date is reflected
under the Acknowledged section
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HOW TO FIND YOUR REMITTANCE ADVICE

ANGLO AMERICAN / DE

SUPPLIER

SUPPLIER SUPPLIER

BEERS GROUP

LOG INTO ARIBA
NETWORK

Purchase Order: 5505371552

OQuder Detad Onder History

From:

Payment Terms.

Payment end of next manth net

Contact Information

COMDITIONS RELATING

1., This purchase ordes

SUPPLIER

ANGLO AMERICAN /

SUPPLIER DE BEERS GROUP

g: Acknowledged
ber: TSTINV2M

0 Jan 2020 3:00 PM GMT+05:30
6
50102429572020

This document is digitally signed

REMIT TO: BILL TO:

Anglo QA DCl@anglo.com - TEST Rustenburg Platinum Mines

Subtotal: R 3,000.00 ZAR

R 300.00 ZAR
R 3,300.00 ZAR

SUPPLIER:

Test Default

CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Print « | Doweload POF | Download CSV | Resend Click and open the invoice
you want to see the
Remittance advice for under
To: Puchwf)ldm
s Related documents
Mersion: 1
e Once open, click on the
- - INV H
n Remittance tab
Buyer
Test ID + < -
Email: testuserianglosmernican com
Invoice: TSTINV2M To Search Results
Detail Scheduled Payments H\smrye
TO GOODS PURCHAY
Boubjectiothe Lems 8 oo nvoice 1 Tax Invoice
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HOW TO FIND YOUR REMITTANCE ADVICE

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
© Ciick on the Remittance
Create Line-ltem Credit Memo Copy This Invoice Cancel Export cXML number tO Open the details
Detail Scheduled Payments Remittance History . .
' : e The Line Items will reflect all
invoices paid on this specific
Payment Proposal Status Payment Date Method Received On Rem ittance .
RO0015000000492020 Eaid A2 2020 Alirs Flay 2000
Remittance Advice: RO0015000000492020 (Paid) To Search Results
Create Line-ltem Credit Memo Zopy This Invoice Cancel Download PDF An‘;.._...;{ a.;; R 3,300 ;6 ;,;-RI’

6 May 2020
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HOW TO CREATE A CREDIT NOTE AGAINST A SERVICE INVOICE

Log into ariba and search for the PO you need to issue a credit against.
PLEASE NOTE THAT PARTIAL CREDITS CANNOT BE PROCESSED
Purchase Order: 5505371552 = ON ARIBA AND MUST BE SENT TO OUR EMEA PAYINVOICE EMAIL
FOR PROCESSING.

Once in the PO, click on and open the invoice you want to credit under
Related documents

e Once you are in the invoice, click on Create Line-ltem Credit Memo

20102431322020

20102431332020

:::10 . S~ - More(2) »
e Invoice: INV1552 [ oo |
Standard Invoice [ Tax Invoice

\“?0 12:00 PM GMT
\ PLEASE NOTE THE ARIBA

NETWORK DOES NOT

SUPPORT PARTIAL CREDITS.

ONLY THE FULL INVOICE rarr eri

ouT
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HOW TO CREATE A CREDIT NOTE AGAINST A SERVICE INVOICE

Enter your Credit Memo number in
the Credit Memo field

Create Line-ltem Credit Memo Update S Exit “

F— Scroll down to the Comment
@ Quantity Adjustment (i Price Adjustment (4 SeCtion and enter your Reason for
Credit Memo

¥ Invoice Header

Emw, — 9 e Click Next and then Submit

) Sublotal: R -1,050.00 ZAR
) CN1552 Total Tax R -157.50 ZAR
Amount Due: R -1,207.50 ZAR

mo Date:* | 6 May 2020 =]

e No: INW1552
riginal Imvoice Date: 18 Mar 2020

Comment

Reason for Credit Memao:* | INCORRECT INVOICE NR POPULATED| e

Default Credit Memao

Comment Tex

anticlefumber:

transactionCategoryOr Type:
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
0 e // 3 \\ @ // 5\\ //6\\ @
> N > =
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS

PROCESS FOR CONFIRMING & INVOICING AGAINST HYBRID PURCHASE ORDERS

’ » Each step in this electronic processes is dependent on the one before it
« If one is not actioned, the system will not allow the next step to be completed

* For example — if you do not confirm your PO in Step 4, our stores are unable to create a Goods Receipt
Verification (GRV) as indicated in Step 6, which in turn will not allow you to invoice against the PO in Step 7.

This may result in payment delays
It is VITAL that you electronically confirm your Purchase Orders in the system as soon as you have confirmed

/ that the PO details are correct.
97
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER

SUPPLIER

»
»

- R—

SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

2 (5

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

2/ "/

LOG INTO ARIBA CHECKS & FULFILSbRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
& C G ariba supplier Iogin‘ .

..5-‘;' Business Network ~

Supplier sign-in

© SAP Business Network Supplier

htps://supplier.ariba.com

SAP Business Network Supplier

We've moved our webinars to a fresh page. Visit to register for upcoming sessions and explore our library

of on-demand webinars. Learn More ... Read more

Username

Forgot username

New to SAP Business Network?
Register Now or Learn more

subscription

i}
4V,

: {1 information.

Learn More

S e

Get discovered by new customers and grow
your business with this add-on subscription. Visit
the Store page of your account for more

Dt

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

To log into your Ariba Network Enterprise Account
simply go to the official SAP Ariba website at
www.ariba.com or type in ariba supplier login in the
search engine you use.

Select SAP Business Network Supplier Network login
page and you will be directed to the sign-in page.

Enter your user name and password to be taken to
your Home page
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER SUPPLIER

(D 2 -3

FULFILS ORDER &
DELIVERS GOODS

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO
Home Di v ~ Workbench 0llment -
Orders
O O O

Orders Items to confirm Items to ship

Orders (0)

~ Edit filter

SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

a0 BN
"4 ")

GOODS RECEIPT CREATE INVOICE

Customers Order numbers e

Select or type selections (w2l l 4502456789 x |7rp!lace|l—n—|

Iﬂmﬂ (@) Exact match

Itemns to confirm

Order numbers

CREATED (RECEIVING / IN SAP ARIBA
STORES )
O O

. Apply I Reset

-6 (T

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

ﬂ On the homepage, click on the
Orders tab, this will display the
most recent purchase orders. You
can either select a specific
purchase order from the list or
alternatively:

9 In the Order number block, type in
the specific PO you need to

confirm, click on Exact number
and APPLY.
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER SUPPLIER

»
»

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

SUPPLIER
///77\\\
%

~_

FULFILS ORDER &
DELIVERS GOODS

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

"4 "9
N4

GOODS RECEIPT CREATE INVOICE
CREATED (RECEIVING / IN SAP ARIBA
STORES)

Payment Terms
s §

Caontact information
Supplier Addreds

Orther information

By
Test 1D

/// \\\
:i\\ 6 ) ) > 7

REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

0 Your Purchase Order (PO)
document will open.

You are required to check the
accuracy of each PO you
receive from us at a line
item level. To do this scroll
down to the Line Items
section.

Please scroll down to the
Line items section to see the
details.
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER

LOG INTO ARIBA

NETWORK

CONFIRMS PO

ANGLO AMERICAN / DE
BEERS GROUP

SUPPLIER SUPPLIER
'/3\\
N

CHECKS & FULFILS ORDER &

DELIVERS GOODS

GOODS RECEIPT

CREATED (RECEIVING /
STORES )

IN SAP ARIBA

Ship All items To

Line items

Bl To

Please Note: If the Service lines in your PO do not reflect the values in the appropriate fields
based on your invoicing approach, please reject the PO. Important! Goods/Material line(s) are

not impacted.

ANGLO AMERICAN /
SUPPLIER SUPPLIER DE BEERS GROUP
J/ '/6\\ @
\. N
CREATE INVOICE REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

@ 1he Type column will identify what type of
PO this is, namely a Goods/Material &
Service (Hybrid) PO.

e Please Note: When confirming your line
items for Services you must consider how
you will be invoicing against them. You
need to determine upfront if you will do full
invoicing or partial invoicing because it will
impact the Qty (Unit) and Price fields
linked with those with the Service lines.

e Full invoicing: You will be invoicing once
for the full PO amount. The PO should
reflect the Qty (Unit) field as 1, with the
currency value displayed in the Unit Price
field, as with other types of PO’s.
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER

LOG INTO ARIBA
NETWORK

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

2 5

SUPPLIER SUPPLIER
N
CHECKS & FULFILS ORDER &
CONFIRMS PO DELIVERS GOODS

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

GOODS RECEIPT CREATE INVOICE
CREATED (RECEIVING / IN SAP ARIBA
STORES )

Ship All ems To

Line Items

Bill To

Deliver To

i

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

@ rartial invoicing: You wil
generate multiple invoices for
partial amounts, based on the
work completed.

During invoicing the Price field is
not editable but the Qty (Unit)
field is. In order to accommodate
for this scenario the price,
quantity values need to be
swopped around. For partial
Invoices the Qty (Unit) field
needs to contain the currency
value of the PO and the Price
field will contain the value 1.

Please Note: If the Service lines in your PO do not reflect the values in the appropriate fields based on your invoicing approach, please
reject the PO. Important! Goods/Material line(s) are not impacted.

EXTERNAL
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

SUPPLIER SUPPLIER

»
»

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

SUPPLIER
///77\\\
%

~_

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

"4 "9
N4

LOG INTO ARIBA CHECKS & FULFILSBRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Purchase Order: 5505371561 ﬂ

Pyt Termsy, |

Contact informaton
Supplat Adcrail

Otrwe Information

Byl
Test ID

Purching Onder

ADVICE RECEIVED

/// \\\
:i\\ 6 ) ) > 7

REMITTANCE *PAYMENT
EXECUTED ACCORDING
TO PAYMENT TERMS

Scroll up to the top of your
PO and click on the Create
Order Confirmation button

e A drop down menu will
appear. Click on Confirm
Entire Order to confirm your
PO
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HOW TO CONFIRM YOUR HYBRID PURCHASE ORDER

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
06 o - . 7
2/ N >
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES )
Confirming PO Exit
1) G e v Orderiﬂiﬁrmation Header
) B T T T e s
smpwmeANIDET:‘\}::«”FHO:zﬂ:l:iw = J— ﬂ

Line Items
Line # Part # / Description Customer Part
v 1l
Consulting - Financial Reports
Current Order Status:
Confirmed With New Date (Estimated Completion Date: 31 Dej

(@ Gogam e

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
//6\\ @
N4
REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

0 Enter your confirmation number (this
is YOUR reference field. you can
enter any reference that is meaningful
to you and your organisation e.g. your

9 quote number).

Enter your estimated completion date

of the service you are going to render

in the Est. Completion date field

Click on Next

The Review Order Confirmation
page open. Click on Submit if you
have confirmed that all the details are
correct

This will take you back to your PO.
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HOW TO REJECT YOUR HYBRID PURCHASE ORDER

ANGLO AMERICAN /

SUPPLIER DE BEERS GROUP

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
//"*"\\ m //"*"\\
o e \3/ d‘/ \5/
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA
STORES )

-

/
/
»/
”\
\

AN

6 ——— 7

~_

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING

0 Creste Qeder Confrmalion » . - P

9 Purchase Order
E505371561

oyt Term

Corfact Informalicn
Suppler Address Basyet
Test 10

Cghir Nl o

TO PAYMENT TERMS

0 To your PO click on
Create Order
Confirmation

e Click on Reject Entire
Order to reject your PO

Please note by rejecting a
PO it does not mean you are
rejecting doing business with
us. You are simplifying
notifying us that the PO
information is incorrect.
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HOW TO REJECT YOUR HYBRID PURCHASE ORDER

a The Rejecting Order window will
open

@ Enter your Order Confirmation
Number (Confirmation #) - this is
YOUR reference field and you can
enter any reference that is
meaningful to you and your
organisation e.g. your quote
number

Select your Rejection Reason
from the drop down menu

Price nct according 10 Quoted value on boe
item 2|

It is mandatory to provide more
detail about your rejection reason
in the Comments field. This
additional information is sent to
your buyer and help them to send
you a correct PO.

Reect O |

@ Once you have completed all the
necessary fields click on Reject
Order. You should receive a

@ IMPORTANT! If you are rejecting the PO because the values were incorrect and wouldn’t allow you to do Partial Change Order (new electronic

Invoicing please select Incorrect Price or Incorrect Quantity from the drop down menu and add the detail in the version of the PO) soon. "%’
Comments field




HOW TO REJECT YOUR HYBRID PURCHASE ORDER

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
/3\\\ @ /5\\\ /6\\\ 7
\\,,,,,,// v \\,,,,,,// \\,,,,,,//
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Purchase Order; 5505371561 9 .
(=1 a Your PO will now reflect as
: : . | e coung Oourkced POF | Dowriosd CSV | P Rejected
o e Click on Done and log out of your

Fgen

E::_‘__] account.

This rejection will now workflow
electronically and notify your buyer
00 Deys vom moneh " Popou to send a Change Order.

Comact irfornaton
Suparilid Addridd

Byt
Test ID

Dhest Infoimmation
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HOW TO INVOICE AGAINST YOUR HYBRID PURCHASE ORDER

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
& C G ariba supplier Iogin\ * To log into your Ariba Network Enterprise Account

..5-‘;' Business Network ~

© SAP Business Network Supplier 0

htps://supplier.ariba.com :

SAP Business Network Supplier

We've moved our webinars to a fresh page. Visit to register for upcoming sessions and explore our library

Supplier sign-in of on-demand webinars. Learn More ... Read more
NS
e subscription
I §  Get discovered by new customers and grow
Username | ‘ your business with this add-on subscription. Visit
3> h the Store page of your account for more

2 A1 information.
m |

rn Mor
Forgot username Lea ore

New to SAP Business Network?
Register Now or Learn more

simply go to the official SAP Ariba website at
www.ariba.com or type in ariba supplier login in the
search engine you use.

Select SAP Business Network Supplier Network login
page and you will be directed to the sign-in page.

Enter your user name and password to be taken to
your Home page
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http://www.ariba.com/

HOW TO INVOICE AGAINST YOUR HYBRID PURCHASE ORDER

SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER BEERS GROUP SUPPLIER

LOG INTO ARIBA

NETWORK

[ B [ [
» » > »

Orders (O)

~ Edit filter

CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
O O O O
(=1l 4502456789 [Tvpe se.

‘Qrder numbers

(7] 4502456789 x

Partial mateh (8 Exact match

ANGLO AMERICAN /
SUPIi’LIER DE BEERS GROUP
N
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING

TO PAYMENT TERMS

On the homepage, click on the
Orders tab, this will display the
most recent purchase orders. You
can either select a specific
purchase order from the list or
alternatively:

In the Order number block, type in
the specific PO you need to
confirm, click on Exact number
and APPLY.
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HOW TO INVOICE AGAINST YOUR HYBRID PURCHASE ORDER

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
N
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Purchase Order: 5505371561 ﬂ
IMPORTANT!

When invoicing against Hybrid
purchase orders you can'’t invoice
material and service lines on the
same invoice.

Purchase Ordet

5505371561

The following section will explain
S : the process of separately invoicing
s s b Goods / Material line items and

! Service line items.

Paymant Terms |

0 Click on Create Invoice

Other Information

9 Select Standard Invoice
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HOW TO INVOICE AGAINST YOUR HYBRID PURCHASE ORDER

SUPPLIER SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

[
»

B [ [
» » »

LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
Create Invoice ﬂ

SRISIT1IMG

oo

B 99,550 00 ZaR

i Due R 100,482 50 TAR

o .
'\6/’ @

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

0 Enter your company’s physical
Invoice Number in the Invoice #
field

9 Enter your company’s physical
Invoice Date in the Invoice Date
field. Please Note: The
payment date of this invoice
is calculated from this date,
please ensure that the date
matches that of the physical
invoice you will be attaching
to the digital invoice.
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HOW TO INVOICE AGAINST YOUR HYBRID PURCHASE ORDER

0 Enter your Service Start Date and
Service End date.

Ackmgonl Pl o

Enter your VAT or Tax number in the
mandatory Supplier VAT/Tax ID field. If

— you are not VAT registered then enter the
words Not Registered. If you captured

I
- your VAT information in the your company
§ I

settings, this will automatically populate

Fold Contracion Frid Engiraer

. e Click on Choose File to browse for the
- invoice you want to attach. Please
ensure your invoice is in PDF format

9 Once you have selected your invoice,
click on Add Attachment. Your

em o attachment will appear in this section.
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HOW TO INVOICE A MATERIAL LINE FOR
GOODS & SERVICE (HYBRID PO)
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HOW TO INVOICE A MATERIAL LINE FOR GOODS & SERVICE (HYBRID PO)

1

Insert Line Item Options
Tax Category:
No. Include Type Part # Description Customer Part £ Quantity Unit Unit Price Subtotal
1 @ MATERIAL Goodie bags with pen and notebook 200 Ea ® R 250.00 ZAR R 5,000.00 ZAR
Receipt Details Receipt # R00050102431402020 Receipt Line # 1
Pricing Details Price Unit: | EA Price Unit Quantity:+ | 1.0
Unit Conversion:* | 1 Description:
Tax Category:* | VAT Taxable Amount: R 5,000.00 ZAR
Rate(%): 15.00
Lacation: Tax Amount: R 750.00 ZAR
Description: 15% Input VAT
Regime:
Law Reference: Triangular Transaction : NO
Consulting Review
No. Include Part # Description Customer Part # Quantity Unit Price Subtotal
21 (] SERVICE COMSULTING FEES 998153241 o EA @ R 750.00 ZAR ROZAR
items cannot nodified.
No. Include Type Par Description Customer Part # Quantity Unit Unit Price Subtotal
22 © SERVICE CORPORATE COMMUNCATIONS CONSULTING FEES 998155351 0 Ea (0 R 1,000.00 ZAR RO ZAR
item. odifie
v 2
L u are adding unplanned senvice lines to the Inveice please specify the Unit of Measure for the unplanned service ling in UPPERCASE.

IMPORTANT!

When invoicing against Hybrid purchase orders
you can’t invoice material and service lines on
the same invoice.

This invoice will be for the Goods/ Material
line item only and the service lines need to
be excluded.

Scroll down to the Line Items section. This
displays the PO’s line items

To exclude the Services Line Item slide the

@ button under Include to the left. This will grey

out the dot and exclude that line item from your
Invoice

9 The Quantity should be 0 once the line item is

excluded from the invoice.

e Tick the check boxes of the lines you want to

exclude.

e Click on Delete
G Click on Update
a Click on Next

Then click here to find out how to submit ydt&

invoice EXTERNAL




HOW TO FULLY INVOICE AGAINST YOUR

DIGITAL PO FOR GOODS & SERVICES
(HYBRID PO)
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HOW TO FULLY INVOICE AGAINST YOUR DIGITAL PO FOR GOODS & SERVICES (HYBRID PO)

IMPORTANT!

When invoicing against Hybrid purchase orders you can’t invoice material and service lines on the

same invoice.

0 Scroll down to the Line Items section. This displays the PO’s line items

| Line Itemsp

Insert Line Item Options

Service Period

Tax

NCATIONS CONSULT

Customer Part #

998155351

ubtota

Add/Update v

This invoice will be to fully invoice
for a Service line only and the
material line(s) need to be excluded

REMEMBER! For full invoicing no
change is required for the Quantity
value as you will invoice the entire
value of the PO. It will remain as 1.

To exclude the Material Line ltems,
slide the button under Include to the
left. This will grey out the dot and
exclude that line item from your
Invoice

The Quantity should be 0 once the
line item is excluded from the invoice

Tick the check boxes next to the line
items you want to exclude.

Click on Delete
Click Update
Click Next

Then click here to find out how to
submit your invoice 118
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HOW TO PARTIALLY INVOICE AGAINST

YOUR DIGITAL PO FOR GOODS & SERVICES
(HYBRID PO)
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HOW TO PARTIALLY INVOICE AGAINST YOUR DIGITAL PO FOR GOODS & SERVICES (HYBRID PO)

IMPORTANT! When invoicing against Hybrid purchase orders you can’t invoice material and service lines on the same invoice.

0 Scroll down to the Line Items section. This displays the PO’s line items

I Line ltems p

Insert Line Item Options

b ne ltem Actions v‘

CEO CONSULTING FEES 008153241

Category:* AT

130

R 1,000.00 ZAR R B80,000.00 ZAR

This invoice is to partially invoice
against a Service line item only and the
material line item(s) must be excluded.

REMEMBER! For Partial Invoices the
Qty (Unit) field needs to contain the
monetary value of the PO and the Price
field will contain the value 1

e To exclude the Materials Line Item, slide
the button under Include to the left. This
will grey out the dot and exclude that line
item from your Invoice

e The Quantity should be 0 once the line
item is excluded from the invoice.

e Tick the check boxes of the lines you want
to exclude

G Click on Delete
0 Click on Update
e Click on Next
Then click here to find out how to submit

your Invoice 120
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HOW TO PARTIALLY INVOICE AGAINST YOUR DIGITAL PO FOR GOODS & SERVICES (HYBRID PO)

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES ) TO PAYMENT TERMS

Create Invoice ‘ Previous ‘ ‘ Save ‘liﬁi Exit

Once you have checked that all

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:South Africa. The document’s destination country is:South Africa. H H

If you want your inveices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will alse be able to archive old invoices once you subseribe to the archiving service. th e | nfo rm atl O n yo u n e ed ed to
Standard Invoice / Tax Invoice include is correct, click on

Submit
Invoice Number: INV1530A Subtotal: R 177,500.00 ZAR . .
nvoice Date: Monday 6 Apr 2020 12:00 PM GMT+02:00 Total Tax: R 26,625.00 ZAR 9 Yo u wi I I receive am essag e
Original Purchase Order: 5505371590 Amount Due R 204,125.00 ZAR . . . .
SERVICE PERIOD confirming that your invoice has
Start Date: 6 Apr 2020 H
End Date: 6 Apr 2020 been SmeItted

REMIT TO: BILLTO: SUPPLIER: e CliCk on EXitl

Invoice INV1590A has been submitted.

L 1 1 .
-I Exit invoice creation.s
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HOW TO PARTIALLY INVOICE AGAINST YOUR DIGITAL PO FOR GOODS & SERVICES (HYBRID PO)

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS

Purchése Order: 5505371561 Ex 0 Your newly created invoice

} o will reflect under Related

Documents.

Order Detall Order History

Click on More, to view all
the documents.

Paymint Terms |
60 Days fram month end

Contact nfoematicn AT
Suppler Adaress. EI.‘!E(
A

Related Documents

Other Information
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HOW TO CREATE A CREDIT NOTE FOR A
GOODS & SERVICE INVOICE (HYBRID PO)
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HOW TO CREATE A CREDIT NOTE FOR A GOODS & SERVICE INVOICE (HYBRID PO)

0 Log into your ariba supplier account and search for the

Purchase Order: 5505371552 o | PO that you need to credit. Click on and open the invoice
_____ R you want to credit under Related documents
o 9 Once open, click on Create Line-ltem Credit Memo.
Sossrizss Please review very important note below.
o | - S ——
ot e RODOS0102431322020
Wi RODOS0102431332020
Contact Iinfimimation e ROO0S0IO2A3133202 _ More2) =
Othes Information TN RELATIA 16 F00e PURCHASED o TH1S OoE el Invoice: INV1552 m
SR |
N 0?3»»“ PLEASE NOTE THE ARIBA
WP NETWORK DOES NOT
SUPPORT PARTIAL o
CREDITS. ONLY THE FULL
APPROVED INVOICE VALUE w

CAN BE CREDITED OUT
124
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HOW TO CREATE A CREDIT NOTE FOR A GOODS & SERVICE INVOICE (HYBRID PO)

Sammimany

Credit Memo Type

¥ Invoice Header

Create Line-Item Credit Memo

CMH1552

9

® Moy 2020

Moo INVISSZ

L 18 Mar 2020

e Enter your Credit Memo number in the

Credit Memo field. Please note that
each invoice must be credited out
separately (a credit for the material
invoice must be submitted and a
credit memo for the service invoice)

Scroll down to the Comment section and
enter your Reason for Credit Memo

9 Click Next and then Submit

Comment

teason for Credit Memo:* | INCORRECT INVIOICE NR POPULATED|

Default Credit Memo

Comment Tex

receiver|D:

batchMo:

anticlefumber:

transactionCategoryOr Type:
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HOW TO VIEW YOUR INVOICE
STATUS & PAYMENT DUE DATE




HOW TO CHECK YOUR INVOICE STATUS & PAYMENT DUE DATE

SUPPLIER SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP SUPPLIER

[
»

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

B [ [
» » »

FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA
STORES)

Purchase Order: 5505371552

Ovder Detad

Order History

Frowm:

Payment Temms. |

Payment end o next month net

Conlact Information
Supplicy Addness

Buryer
Test ID

Email: 18

COMNDITIONS RELATING TO GOODS PURCHASED ON THIS ORDER

[Ty o |

1., This purchase ordér & subject to the terms and conditions (document reference: AR-5C-54-01) availatde from
" 4 L

Print Dowrload POF Download C5V | Resend

Purchase Order
5505371552
Amount: RS.500.00 ZAR
Veerion: 1

s Acknowledeed

(6 7

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Log onto your ariba supplier
account and search for the
PO you want to check.

0 Click on and open the
invoice you want under
Related documents

- INV1S52
RODOS0102431322020
RODOSD102431 332020
|‘.1.'.i'|":.-"_| 0
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HOW TO CHECK YOUR INVOICE STATUS & PAYMENT DUE DATE

Invoice: INV1552 [ oone |
Primt v Export cXML

9 You can find the status of your
invoice here

Detail Scheduled Payments History

Standard Invoice [/ Tax Invoice
(2
" L0002z Please Note: Your invoice’s
B payment due date will only reflect
T once the invoice status reflects as
Approved

Supplier

This document Is digitally signed

REMIT TO: BLL TOx SUPPLIER:

4—_— e If your invoice is in Approved status,

lick on the Hist tab
Feate a line-item credit memo for the selected invoice m ClICK On e IS ory a
‘ Create Line-ltem Credit Memo ‘ Download PDF v Export cXML

9 The Payment Due date is reflected

istory 3

Detail Scheduled Payments H
under the Acknowledged section
Invoice: INV1552 To: Anglo American - TEST
Invoice Status: Approved Routing Status: Acknowledged

Received By Ariba Network On: & May 2020 1:52:37 PM GMT+02:00
Submitted By: Joe Corona

History

Status Comments Changed By Date and Time
Ihis document has been digitally signed. LegalizationUispatcher-125043U3Y b May 2020 2UL:1/ FM
This document has been digitally verified. LegalizationDispatcher-125043039 6 May 2020 2:01:18 PM
The document has been transferred to the next integration point. CommunityWeb-125004072 6 May 2020 2:01:21 PM
The document is ready to be picked up by the recipient. CommunityWeb-125004072 6 May 2020 2:01:21 PM
Comments from Anglo American - TEST: The document was added to the pending queue for download. TXNDocSupplierApp-125041066 6 May 2020 2:01:22 PM

Sent Supplier 6 May 2020 2:01:22 PM
Comments from Anglo American - TEST: TXNDocSupplierApp-125040069 6 May 2020 2:05:06 PM

Acknowledged lier 6 May 2020 2:05:06 PM 1 28
The invoice status has been successfully updated to Approved by Anglo American - TEST. Description:Payment Due Date: 2020.04.30 ﬁocsupplempplzsm‘/o?s 6 May 2020 2:12:04 PM

EXTERNAL




HOW TO FIND YOUR REMITTANCE ADVICE
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HOW TO FIND YOUR REMITTANCE ADVICE

SUPPLIER SUPPLIER

ANGLO AMERICAN / DE
SUPPLIER BEERS GROUP SUPPLIER

[
»

LOG INTO ARIBA CHECKS &
NETWORK CONFIRMS PO

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

B [ [
» » »

FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
DELIVERS GOODS  CREATED (RECEIVING / IN SAP ARIBA
STORES)

Purchase Order: 5505371552

Ciwclen Dotad

Pusrchase Oides
(Pastially Reces

5505371552
Amaiint: 1S,500.00 7

Vemion: 1

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Click and open the invoice
you want to see the
Remittance advice for under
Related documents

9 Once open, click on the
Remittance tab

0 s = INV1552
" T L R o R hhs R
r.r:::r:--'-' r:':T rarad i h et F!'JL":':»L.'.!-'-.' 1.'-&21.'.2']
Conact information RODOSO102431332020
. Flaryrs Wore s
Test 1D - WIone 4| »
Ermail tostuor @a ngloamerns an o S~ o
-~ —
Invoice: TSTINV2ZM To Search Results
CHhwy bloarstion
CONDITIONS RELATING T Schaduled Pavments
Standard Invoice Tax Invoice
Status ibbotal R 3,000.00 ZAR
E.zm.m:.;
REMNIT TO: BILLTO: SUPPLIER: EXTERNAL
- | I I




HOW TO FIND YOUR REMITTANCE ADVICE

ANGLO AMERICAN / DE

ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
N%
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES ) TO PAYMENT TERMS

Invoice: TSTINV2M

e Click on the Remittance

number to open the details

ate Line-Item Credit Memo

Cancel Download PDF Export cXML

Detail Scheduled Payments Remittance History

e The Line Items will reflect all
invoices paid on this specific

Reference No. Payment Proposal Status Payment Date Method Received On Remittance.

RO0015000000492020

Remittance Advice: ROD015000000492020 (Paid)

00 ZAR
AL Doswnload CSV 00 ZAR

00 ZAR

[ To
REMITTANCE ADVICE
_ o B
iR 000 2R
Amount Paid: R 3,300.00 ZAR

Payment Detail ous

sent
& May 2020

Create Line-ltem Credit Memo

1500000048

Relat ROCCLSO0O0MMP2020
L Hone
ADDITIONAL INFORMATION

ADDITIONAL INFORMATION
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HOW TO CREATE A CREDIT NOTE FOR
GOODS & SERVICES (HYBRID PO)
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HOW TO CREATE A CREDIT NOTE FOR HYBRID INVOICE

Purchase Order: 5505371552

Order Datold

|mm| mr\- !

Contact Information
Supplict Address

Dther Information

HDITIONS RE
1'1'

I 3 TO 5 PURCHASED ON THIS ORDER

Logon to your ariba supplier account and search for the PO you
need to credit. Click on and open the invoice you want to credit
under Related documents, please review important note below,
partial credits are not supported on ariba network.

9 Once open, click on Create Line-ltem Credit Memo

—————— | L t5: = INYLSS S
thfbel 2431322020
RODOSO0243] Z32020

S~ Morel2) =

Invoice: INV1552

PLEASE NOTE THE ARIBA
NETWORK DOES NOT SUPPORT
PARTIAL CREDITS. ONLY THE FULL
INVOICE VALUE CAN BE CREDITED
ouT

BT TOr

R 106000 JAR
R 157.50 ZAR
R 120750 ZAR

DLL TOx SUPPLIER:
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HOW TO CREATE A CREDIT NOTE FOR HYBRID INVOICE

. ; %— e Enter your Credit Memo number in
Create Line-ltem Credit Memo Update it the Credit Memo field

e e O e @ Scroll down to the Comment
_ section and enter your Reason for
Invoice Header e fndicates required el A ) Hie - Credit Memo
Summany

I:I Memo #:+ | canssd I slmlnn:l.n u-L,usq'.ou{m View/Edit Addresses i .
b e Click Next and then Submit

Amount Due: R -1,207.50 ZAR

mo Date:* | 6 May 2020
ice N INV1552

Dat 18 Mar 2020

Irwoice D
Rem T
Bl Tox - e

Comment

Reason for Credit Memo: * | INCORRECT INVOICE NR POPULATED|

Default Credit Memo

Comment Tex

batchMo:
anticlefumber:

transactionCategoryOr Type:
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HOW TO MANAGE ADHOC /
UNPLANNED PURCHASE ORDERS
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HOW TO CONFIRM YOUR UNPLANNED/ADHOC PO

SUPPLIER

SUPPLIER

»
»

- R—

SUPPLIER

ANGLO AMERICAN / DE
BEERS GROUP SUPPLIER

2 (5

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP

2/ "/

LOG INTO ARIBA CHECKS & FULFILSbRDER & GOODS RECEIPT CREATEilNVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)
& C G ariba supplier Iogin‘ .

..5-‘;' Business Network ~

Supplier sign-in

© SAP Business Network Supplier

htps://supplier.ariba.com

SAP Business Network Supplier

We've moved our webinars to a fresh page. Visit to register for upcoming sessions and explore our library

of on-demand webinars. Learn More ... Read more

Username

Forgot username

New to SAP Business Network?
Register Now or Learn more

subscription

i}
4V,

: {1 information.

Learn More

S e

Get discovered by new customers and grow
your business with this add-on subscription. Visit
the Store page of your account for more

Dt

REMITTANCE *PAYMENT
ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

To log into your Ariba Network Enterprise Account
simply go to the official SAP Ariba website at
www.ariba.com or type in ariba supplier login in the
search engine you use.

Select SAP Business Network Supplier Network login
page and you will be directed to the sign-in page.

Enter your user name and password to be taken to
your Home page
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http://www.ariba.com/

HOW TO CONFIRM YOUR UNPLANNED/ADHOC PO

ANGLO AMERICAN / DE
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER
0O © —: ——+ 5
\>/ N \~>/
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA
STORES)

Home Enablement Discover Y v Warkbench Fulfillment ~ Invoices -~ Payments ~ Catalogs ~ More ~

Orders

O O O O O

Order Items to confirm Items to ship Return items New orders

Orders (0)
~ Edit filter

Customers Order numbers

elect or type sefections [=n} [ 4602456789 = | |[Tyvpe selection ]

I-mmaq—\. T g
o [4502456?99 ® pe selection ]

Partisl match (@) Exact mach 9

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
‘//6\\ @
N
REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

0 On the homepage, click on the
Orders tab, this will display the
most recent purchase orders. You
can either select a specific
purchase order from the list or
alternatively:

9 In the Order number block, type in
the specific PO you need to

confirm, click on Exact number
and APPLY.

137

EXTERNAL




HOW TO CONFIRM YOUR UNPLANNED/ADHOC PO

oy = €@ Scroll up to the top of your PO and click
T | P | kPO | Dot Y | e on the Create Order Confirmation
button.

Mo A drop down menu will appear.
- o Click on Confirm Entire Order to confirm

your PO

.......

Populate est. completion date of service

# you are going to render.

e Click on Next.

Review Order Confirmation Page will
open for last check, then click on Submit.
This will take you back to PO page.
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HOW TO INVOICE AGAINST YOUR
UNPLANNED/ADHOC PURCHASE ORDER
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HOW TO CREATE AN INVOICE FOR UNPLANNED/ADHOC PO’S

ANGLO AMERICAN / DE ANGLO AMERICAN /
SUPPLIER SUPPLIER SUPPLIER BEERS GROUP SUPPLIER SUPPLIER DE BEERS GROUP
///6\\\ 7
\\\,,,,,,///
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT CREATE INVOICE REMITTANCE *PAYMENT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING / IN SAP ARIBA ADVICE RECEIVED EXECUTED ACCORDING
STORES) TO PAYMENT TERMS
Purchase Order: 4501199470 m

Please Note:
Unplanned / Ad hoc
Service Orders require
suppliers to add their

To:

own line on the
- invoice, populating
- details of their
invoice.
X 140
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HOW TO CREATE AN INVOICE FOR UNPLANNED/ADHOC PO’S

ANGLO AMERICAN / DE

SUPPLIER

ANGLO AMERICAN /
SUPPLIER DE BEERS GROUP
P

A 4

SUPPLIER SUPPLIER SUPPLIER BEERS GROUP
LOG INTO ARIBA CHECKS & FULFILS ORDER & GOODS RECEIPT
NETWORK CONFIRMS PO DELIVERS GOODS CREATED (RECEIVING /
STORES)
Purchase Order; 4501199470 a ﬂ

Payment Terms |
Pay immediately

Conftact Information

Purchase Grder

4501190470

[
»

CREATE INVOICE
IN SAP ARIBA

S'Ji Adress

Create Invoice

¥ Invoice Header

Sumagy
Purch Order: 4501159471

* | INVR4TIABC

©d May 2020

AL Senioes (UK) Lid

oeal:  $0.00 AUD

nount Dus:  $0U00 AUD

\6> :@

REMITTANCE *PAYMENT

ADVICE RECEIVED EXECUTED ACCORDING
TO PAYMENT TERMS

Click on Create Invoice and select
Standard Invoice

9 Populate your company’s physical Inv nr
in the Invoice #* field.

Populate your company’s physical Inv
date in the Invoice Date* field. Your
payment will be calculated using this
date using your payment terms.

G Please note that the value on the

subtotal will show as 0.00 as the
information for the invoice value,
description etc must be added to the
invoice.
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HOW TO CREATE AN INVOICE FOR UNPLANNED/ADHOC PO’S

Supplier VAT
Supplier VAT/Tex ID:* | GE1000100 ? a Enter Service Start Date and Service
Supplier Commercial End date'
dentifier:
Service Start Date: | 4 May 2020 Supplier Commercial 9 Supplier VAT/Tax ID is a mandatory field
Service End Date: | HIM&}12020 y and must be populated with VAT/TAX ID
nr.
I If supplier is not VAT registered they need
to populate the field with Not Registered.
[he forel sie of Al attachments cannet exceed 10ME This information can be prepopulated in
q Choose File | No file chosen 6 Add Attachment the supplier’'s company settings, and then
they don’t need to populate it every time
Name e they create an invoice.
. . TEST SES ATTACHMENT INvipet Click on Add to header button drill down
B > . and select Attachment, this will then
Shipping Cost open a section further down in the invoice
L Shipping Documents document.
. . receiveriD:
speciat Hendling S 9 Click on choose file / browse to fetch your
hst Additional Reference Documents and Dates Invoice from yOUI" saved documents
Comment srrcienmber (must be in PDF format) and then click on
Attachment transactionCategoryOrType: Service PO Add Attachment_
Add Header w
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HOW TO CREATE AN INVOICE FOR UNPLANNED/ADHOC PO’S

Line Items

Insert Line Item Options

U LITE ems, U MCaen, U PIeviousty Uiy mvorcea

Additional Fields

If you a

re adding unpl
rvice line in UPPERCASE.

planned service lines to the Invoice please specify the Unit of Measure for the unplanned

" nons +_| |

eicte | re

Service Period

Additional Fields

Include

Tax Ca Discount
No, No Include Type Part # Description Customer Part # Quantity Unit Uni Unit Price Subtotal
10 Software Licenses - Test
Line ltem Actions ‘ | H Re ax fi P
Add General Service
Add Labor Service
Add Material
Upt ‘ ‘
v 10 Software Lici Test
No. Includ Type Part Descript tion Customer Part| Unit Price Subtotal
v 1 = SERVICE I TCPT LICENSE © $6,700.00 AUL 6.790.00 AUL
Senvice Period Service Start Date =] Service End Dat

Additional Fields

If you are adding unplanned service lines to the Invoice please specify the Unit of Measure for the unplanned

service line in UPPERCASE.

Click on Add/Update button then select Add
General Service.

In the Description field populate description
as per description of the service rendered on
physical invoice.

DO NOT populate anything under Part # field.
Populate 1 in the Quantity field

Always populate Unit (Unit of Measure) field
with EA.

NB! EA must always be UPPERCASE.

Populate Unit Price as per amount of your
invoice exclusive of VAT/Tax.

Tick check box of the line item.

Click on Line Item Actions and select Tax
from the drop down.

DO NOT populate anything under Customer
Part # field. 143
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HOW TO CREATE AN INVOICE FOR UNPLANNED/ADHOC PO’S

v 10
No Include

Software Licenses - Test

Type Part & Description Customer Part Quantity Unit Unit Price Subtotal
1 @ SERVICE TCPT LICENSE 1 EA © 56,790.00 AUL $6,790.00 AUC
Service Period Service Start Date: Service End Date
ategory Remove
Tax Category:*| VAT g Taxable Amount: | $6,790.00 AUD
N\, ate Ty
Location: \\ Tax Rate Type
b I
ate(st)
Description: N\ Rete(tt): | 20
Regime Tax Amount: | $1,358.00 AUD
\\ Exempt Detail: | (no value) v/
\\
Date Of Pre-Payment EN Supply: | 4 May 2020
et \
Category:" VAT \\ standard Tax Selections b oular Transaction
Law Reference N e
N
Location \\ Sales
A VAT
Additional Fields If you are adding unplanned servicel Description
service line in UPPERCASE. 65T
Regime:
HST
Line Item Actions » ‘ | Delet: H Reset Tax f psT
are adding unplanned service lines to the Invoice please sp Qst 1e unplannd
in UPPERCASE.
Usage
Withholding Tax
Other Tax
Con ][ [ = ]
Configure Tax Menu
Create Invoice
Confiem ared SUBMHE this document. It will be slectronically SIEned SCCoRTIng b0 the Countries of orgin and destination of invoice, This transaction qualifies &5 Domastic Trade. The SocUment's oEINtINg country &:Urited Kingdoem, The document's ntry
@ Uited Kingdom, If you want your invoices 10 be sioned in the Arba long term document archiving. you can subscribe to an anchiving senice. Note that you will also be able 1o archive old invoices once you subscribe 10 the archiving senvice.
Standard Invoice
ol SEF000 MR Invoice \Nvga been submitted.
$8,148.00 AUD
SERVICE PERIOD rmeeeeep of the invoice.
Start Dl 4 May 2 f: creation.
StartDate : 4 May 202
EndDate: 4 May 2020
REMIT TO: BILL TOx SUPPLIER:
I e ——

w © 2019 SAP SE or an SAP affiliate company. Al rights reserved.

0 Please note ONLY 1(one) GENERAL
SERVICE LINE must be added for
the total of the invoice value, if your
invoice has multiple lines, the
approver of the invoice will open the
invoice to check the breakdown.

Populate Category* field with VAT
selected from the drop down list.

Populate Rate(%) field with Tax/VAT
percentage as per invoice.

e Click on Update so that the system can
calculate the VAT and then Next.

Please ensure that the invoice details
are all correct then click on Submit.

6 Click on Exit
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HOW TO RESUBMIT INVOICE FOR
UNPLANNED/ADHOC PURCHASE ORDERS

EXTERNAL



HOW TO RESUBMIT INVOICE FOR UNPLANNED/ADHOC PO

Purchese Onder: 505371540 =1 0 Click on rejected invoice under
. _ ] | e | Coiond P06 | Oomrlondsv | R Related Documents, to open it.

9 The reason that your invoice was
rejected is in the blue section. Your
invoice can be rejected for a number
of reasons e.g. The incorrect price,

u insufficient support documentation

Teio — Routing Status: Acknowledged etC. YOU can 0n|y EDIT and

B ' related Documents: B e RESUBMIT IF YOU NEED TO ADD

& |r|-l—3| further supporting documents.
— 9 DO NOT Click on Edit and Resubmit
. — to rectify a price or unit error. A new
B e JEE 4 Invoice needs to be created.

Edit Create Line-item Credit Memo ‘ ‘ Copy This Inveice Frint Export CXML
Click on the Previous button to take
— ] you back to the PO screen.
R
\Ne\iS;SIZSThe invoice was successfully received.
DOC-1: cXML InvoiceDetailRequest queued . [\ v | Downicad POF [ asared
INV-35: The invoice status has been successfully updated to Rejected by Anglo American - TEST. Description:Incomplete Sij L . -
sl Click on Create Invoice and select
neomplete Siona =5 of 1NV -
e oot Standard Invoice
450116947
Standard Invoice / Tax Invoice
Status
Invoice: Rejected
Rejected
Inv INV1591
Inesday 15 Apr 2020 12:00 PM GMT+02:00 Salm
- 146
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HOW TO GET TECHNICAL SUPPORT

®
i

Help Topics 1 0

Search Help Topics

SAP Community
Tutorials

Support

Documentation

Account Settings

Help Topics

Search Help Topics

SAP Community ‘

Tutorials |

port

Documentation ) Home Learning

Home Learning | Contact us

1. Start here to find your answer.

Contact us

How can we help you?

Enterprise Accou n-

scovery v Workbench Orders ~ Fulfillment « Invoices v Payments v Catalogs ~ More ~

w0 oN |

There are multiple channels available to assist
you with technical support

The icon in the top right corner of the
screen opens the Help Centre which
contains helpful tutorials and Documents to
assist you.

If you require live support, click on the
and select SUPPORT, select contact us and
type in your question and search < icon.

For information pertaining to your ariba

profile company settings, click on the initials
at the top right hand corner this will open up
your Company setting menu where you can
update your profile, set up your notifications
and administer your Ariba Network Account.
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SUPPLIER SUPPORT

. Additional Ariba Network
: Training Material

. Ariba Network Queries:

. Purchase orders, Invoicing,

. Payments, Issues transacting with
: the Ariba Network

. Ariba Network Technical
. Queries

: Anglo American

. Any queries regarding Purchase Orders, Invoices and Payments (both manual and
. electronic) must be logged with our Global Shared Services Contact Centre. These
- will be routed to the correct resolver groups for resolution

. E: queryinvoice@angloamerican.com (ZA & UK)

. T: 0860 289 987 (0860 BUZZUS) - ZA Only

. T: +44 (0) 203 450 7627- UK Only

De Beers Group
: SMM-Ariba@debeersgroup.com

. https://connectsupport.ariba.com/sites/Company?ANID=AN01048242614AFR&h=RKk :
: 6BWmIXu8swx913cAzQ#Enablement-Inquiry 129
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https://connect.ariba.com/item/view/173443
https://connect.ariba.com/item/view/173443
https://www.angloamerican.com/suppliers/tools-for-suppliers/procure-to-pay
https://connect.ariba.com/KAAcontent/1,,173443,00.html
mailto:queryinvoice@angloamerican.com
mailto:SMM-Ariba@debeersgroup.com
https://connectsupport.ariba.com/sites/Company?ANID=AN01048242614AFR&h=
https://connectsupport.ariba.com/sites/Company?ANID=AN01048242614AFR&h=Rk6BWmIXu8swx913cAzQ#Enablement-Inquiry

