User Guide — SAP Business Network Non-PO
Invoicing for Nurse Agency Suppliers
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DESCRIPTION

Audience: This document is relevant for Nurse Agency suppliers who are enabled on the
SAP Business Network (i.e., Ariba Network).

This document provides the steps for entering non-PO invoices on the SAP Business Network
to submit for approval and payment processing.

Disclaimer: Any information or numerical values shown in images are provided for training
purposes only. They do not reflect actual supplier information.

KEY INFORMATION

e Send invoices created in SAP Business Network to apexceptions@uhn.ca by populating
the Email field. UHN Accounts Payable directs your invoice to the appropriate individual
for final review and invoice sign-off.

¢ Invoice criteria:

o UHN requires only one invoice per clinical unit (one site, one unit, one invoice).
o Itis mandatory to attach a copy of your invoice. Include a breakdown of
individual names, days worked, and hours worked.

Digital Education — SAP Training May 28, 2024 | Page 1 of 10


mailto:apexceptions@uhn.ca

2UHN

STEPS

INITIATE A NON-PO INVOICE
1. Onthe SAP Business Network dashboard, click the Create menu and select Non-PO

Invoice.
ETY  Business Network v Enterprise Account [N ¥ Q0 W
Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Reports v Assessment ts * Create '
S . A __Be PO Invoice
Orders and Releases v University Heolth Net. v Exactmatch v Orger numbe Q ' HoriFO e !
——

Service Entry Sheet

Time & Expense Sheets

Create Posting

2. Inthe Customer field select University Health Network.
3. For Type of Invoice, select Standard Invoice.
4. Click Next.

Create Non-PO Invoice =

For a trading relationship already on SAP Business Network

Health Network - TEST

v | University

For a new trading relationship

crganization with whom you want to establish 3 trading relationship and ransact on SAP Business Netwark. To create & nan-PO InVOICe, yoU MUSE 1eqUESt your customer to send you their unique custamer code. Alter your customer accepts the invaice,  Mare

ar Code .

ADD ATTACHMENT SECTION .(.
* Indicates required field

1. Onthe Create Invoice page click Add to
Header and select Attachment. This
adds an attachment section to your
invoice page.

2. You will attach the invoice document at a
later step. It is mandatory to attach a
copy of your invoice. Comment

Attachment

You ca 0 invoi

mer (Requires C

Shipping Cost
Shipping Documents
Special Handling
Payment Term

Additional Reference Documents and Dates

Y
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ENTER/VALIDATE THE HEADER INFORMATION

1. Under Invoice Header, enter the following information. Note that all fields marked with an
asterisk (*) are mandatory.
a. Invoice #: This must match the attached invoice.
b. Invoice Date: This must match the date on the attached invoice.
c. Service Description (optional)
d. Supplier Tax ID: (e.g., HST number)
e. Choose Address: UHN defaults, do not change.

w Business Network Enterprise Account (ST

Create Invoice

¥ Invoice Header

Summary .
ow Subtotal: $0.00 CAD
nvoice # Total Tax: $0.00 CAD
Amount Due: $0.00 CAD
nvoice Date:* | 6 Mar 2024

Service Description: ‘ ‘

Supplier Tax 1D +‘ ‘

RemitTo:  University Health Metwork - TEST

Toronto ON
Canada

Chose s

Bill To: - University Health Network

Toronto ON
Canada

UPDATE SHIP TO ADDRESS

1. Scroll down to the Shipping section. The Ship To defaults to University Health Network,
but needs to be updated to where the work took place.
2. Click View/Edit Addresses.

Shipping.
'.!:‘ Header level shipping ® ( _/ Line level shipping ® ,
Ship From:  University Health Network Ship To:  University Health Network
Toronto ON
Toronto ON Canada
Canada Deliver To
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3. Inthe Ship To section, edit the address information to align with the location where the
work took place.

o Important: You must enter in the exact address as shown in the table to prevent

any error messages and to avoid any delays in processing the invoice.

Refer to Appendix A for a “copy & paste” version of the table. Copying and pasting
can be a helpful technique to ensure all fields are entered correctly. Please be
mindful to remove any extra spaces.

4. Click OK.

— p -
. Toronto General Hospital | 200 Elizabeth Street | Toronto Ontario Canada M5G 2C4
Ship Fram gk Princess Margaret 610 University Avenue | Toronto Ontaria Canada M5G 2M9
Hospital
Newe ™ Test Supplier Name
. Toronto Wastern Hospital | 389 Bathurst Street Toronta Ontario Canada M5T 258
123 Anywhere Street UHN Pandemic Stock 200 Elizabeth Strest | Toronto Ontario Canada M5G 2C4
TGH Research 200 Elizabeth Street Toronto Ontario Canada M5G 2C4
l— )
TWH Research 399 Bathurst Street Toranto Ontario Canada M5T 258
Toronto City=* | Taronto
PMH Research 610 University Avenue | Toronto Ontario Canada M5G 2M9
caon) v Province:* | Ontarie [CA-ON]
sostal Code* | | 1A1 1A1 PMCRT Research 101 College Street Toronto Ontario Canada M5G 1L7
da [CAN] Country/Region:* | Canada [CAN] ~ TRI Research 560 University Avenue | Toronto Ontario Canada M5G 2A2
o Toronto Rehab Bickle 89 Close Avenue Toronto Ontario Canada MeK 2v2
Campus
ancel Toronto Rehab Lyndhurst | 520 Sutherland Drive | Toronta Ontario Canada M4G 3Ve
Campus
Toronto Rehab University | 550 University Avenue | Toronto Ontario Canada M5G 2A2
ctr
Toronto Rehab Rumsey 347 Rumsey Road Toronto Ontario Canada M4G 1R7
Center

ENTER EMAIL ADDRESS

1. Scroll down to the Additional Fields section.
2. Inthe Email field, enter the email address: APexceptions@uhn.ca

Additional Fields

Supplier Account ID #:

Service start bete

‘ Service End Date:

Customer Reference:

Supplier Reference:

Payment Note:

Supplier:  University Health Network - TEST Customer:  University Health Network - TEST

Toronto ON Toronto ON
Canada Capada

I Email: |I

ADD ATTACHMENT
1. Scroll down to the Attachments Attachments.

section. The total size of all attachments cannot exceed 100ME

2. Click Choose File and navigate to e

the invoice (Word, Excel, or PDF me chosen Add Attachment r
format). Ensure it includes a '
breakdown of individual names,
days worked, and hours worked.

3. Click the Add Attachment button.
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4. The document displays. To remove an attachment, select the document and click
Remove.

Attachments \

he total size of all attachments cannot exceed 100MB

[ Choose File | No file chosen Add Attachment

Name Size (bytes) Content Type
University Health Network Non PO Invoice attachment.pdf 34742 application/pdf

ENTER LINE ITEMS

1. Scroll down to the Line Items section.
2. Select Tax Category.
3. Inthe drop-down menu, select an option.

Note: You will apply/edit the tax for each line item.

Line Items
Insert Line Item Options
I V] Tax Category I 13% HST - Discount Add to Included Lines ‘

4. To add a line item, click Add > Add General Service.
a. To bill for multiple individuals at the same hourly rate, enter the total amount
into one line.
b. If the individual(s) are billed at different rates, or there are different nursing
positions included, use multiple lines.

- 0 Line tems, 0 Included, 0 Previously Fully Invoiced
Line Items

Insert Line Item Options
] T category: o st v Discount Add to Included Lines

No. No. No. Include Type Parté Description Customer Part & Quantity Unit Unit Uit Price Subtotal

No item selected

Line Item Actions Delete
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5. For each line item, enter the following information:

a. No.: Enter any number

b. Part#: PSW/RN/RPN/Admin Support

c. Description: Name of individual or, for multiple individuals at the same hourly
rate, enter “see attached invoice for individual names, days worked, and hours

worked”.
Customer Part #: N/A

o0

system).

Unit Price: Rate

Subtotal: Will auto-calculate
Service Start Date

Service End Date

~Ta

Tax

Quantity: Number of hours worked
Unit: HR (enter HR exactly as written or the invoice will cause an error in the UHN

No. Include Type Partw Description

@ SERVICE

Service Period Service Start Date:* 0

Customer Part # Quantity Unit Unit Price Subtotal

$0.00 CAD

End Date:* ]

Tax

6. To add the selected tax to each line item, select the line item(s) and click Line Item

Actions.

Line Items

Insert Line ltem Options /

| Tax Category 13% HST Discount
D No. include  Type Part# Description

s @@  scrvice | poy Jane Doe

Service Period Service Start Date:* | 15 Apr 2024 =

Tax

Ly

7. Select Tax. This adds a Tax section to each line

item selected.

Digital Education — SAP Training

1Line ems, 1 Included, O Previously Fully Invoiced

Add to Included Lines

Customer Part # Quantity Unit Unit Price Subtotal
45 HR $10.00 CAD $450.00 CAD
ervice End Date:* | 17 Apr 2024 m

S “ ng Documents

Special Handling
Discount
Comments

Attachment
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8. Inthe Tax section, Category field, update using the drop down menu. The Tax Amount

auto-calculates based on the Taxable Amount.

Tax I Category:* | 59 GST

?

REVIEW THE INVOICE

(no value) v

1. Review the information in all the line items then click Update. Scroll to the top of the
screen to check for any red flags or missing information. Ensure you have attached the

invoice document.

Line Items

insert Line Item Options

+f | Tex Category: 13% HST

No. include  Type Part &

N & scrvce Psw

Service Period Service Start Date:*
Tax Category:*
Location:
Description:
Regime
Line Item Actions v Delete

Discount

Description
Jane Doe
15 Apr 2024 m
13% HST
Add v

Customer Part #

Service End Date:*

Taxable Amount

Tax Rate Type:

17 Apr 2024

$450.00 CAD

mount:  $58.50 CAD

2. Once you have validated all the information, click Next.

Create Invoice

Digital Education — SAP Training

Update

1Line Items, 1 Included, O Previously Fully Invoiced

Add 10 Included Lines

nit Unit Price Subtotal

HR $10.00 CAD $450.00 CAD

Remave

Update | save Bt

EXIt ﬁ
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SUBMIT THE INVOICE

1. Scroll down to review all the invoice details, including the attachment (to make any

changes click Previous).
2. Click Submit.

Create Invoice

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

—

ing country is:Canada. The document’s destination country is:Canada.

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

Standard Invoice

REMIT TO: BILLTO:

University Health Network - TEST

Postal Address. Postal Address.

200 Elizabeth St 200 Elizabeth Street
Toronto ON M5G 2C4 Toronto ON M5C 2G4
Canada Canada

Address ID: CHILDL
Tax ID of Supplier:

3. A message displays indicating the invoice has
been submitted. You have the option to Print
a copy of the invoice. Click Exit.

EXAMPLES

One (1) Individual

Subtotfi
Total Tax
Amount Due:
SUPPLIER:
University Health Network - TEST
Postal Address.
200 Elizabeth St

Toronto ON M5G 2C4
Canada

Invoice NPINV0O0Z has been submitted.

+ Print a copy of the invoice.
= Exit invoice creation.

Header Information oo Invoice Summary AD Detats
Ganad
Lab y Labet.
Header Taxes, Charges, and Discount m
Nome 1 Tpe TRate Detat
Line Items (1) =
: Desc Oiscou e o
I . - s tou $1000 o l
[ oewts [ 4 Deta
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One (1) Individual with overtime hours

Header Information a

P

Invoice Summary. CAD Details
Suppler Payment Terms
Supplier Contact: Ship From:
invoice I0:
Supplier Invoice # Conada
R ShipTo(Plant): ~ Toronto General Hospital
e 200 Elizabeth Street
Type: NonPO Toronto ON M5G 2C4
Canada
Suppler Sales Order &
~ Remit To Address:
oneehalf of:
Invoice Submission Method: Canada
Invoke Origin:  Supplier
Company Code
My Labeis:  Agply Label..vy @
Header Taxes, Charges, and Discount =
Name 1 Type Tax Rate Amount Accounting Details
No ftoms
Line Items (2) =
[ mot Description ay unit Price. Amount Discount Charges Taxes Grass Amount Accounting Details
Psw 0 Mo $10.00 CA0 ) Detais
2 PSW 375 Hour $5.70 cAp [0} Detalls
[ etais ][ Accounting Detalls |
Base Amount ) cAD
Discount:  $0.00 CAD
Charge: $0.00 CAD
o Tax cap
Heaaer Information a -~ @ Invoice Summary
Suppier Payment Terms:
Supplier Contact: Ship From
Invoice 10:
Suppler Invoice i Canada
invoice D Toronto Western Hospital
o 399 Bathurst Street
Type.  Non-PO Toronto ON MST 258
Canada
Sales Order &
it To Address:
On Behalt Of
ubmission M
invoice Origin: ~ Suppler
Company Code:
MyLabels:  Apply Labelv (&
Header Taxes, Charges, and Discount =
Name 1 Type Tax Rate Amount Accounting Details
Tax Harmonized Sales tax 1200024123120 $673.64 CAD @ Details
Line Items (2) =
] mo. 1 Description ay  unt Price Amount Discount Charges Taxes Gross Amaunt Accounting Details
| 1 PSW 225  Hour $10.00 [§V] Details
2 AN 45 How $15.00 &) Details
[ Details ] [ Accounting Details.
ot
1
Base Amount: CAD
Discount:  $0.00 CAD
Charge:  $0.00 CAD
Tax CAD
Payable To Suppler cap
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Multiple individuals with the same service category and hourly rate

Header Information a

Header Taxes, Charges, and Discount

1

Line Items (1)

$10.00

s//53.aribacomy Buyer/Main/awlawhs=1Sawssic=PKS 56 CyRhwrgareaim=UHN- 1

APPENDIX A

Toronto General Hospital 200 Elizabeth Street Toronto Ontario Canada M5G 2C4
Princess Margaret Hospital 610 University Avenue Toronto Ontario Canada M5G 2M9
Toronto Western Hospital 399 Bathurst Street Toronto Ontario Canada M5T 2S8
UHN Pandemic Stock 200 Elizabeth Street Toronto Ontario Canada M5G 2C4
TGH Research 200 Elizabeth Street Toronto Ontario Canada M5G 2C4
TWH Research 399 Bathurst Street Toronto Ontario Canada M5T 2S8
PMH Research 610 University Avenue Toronto Ontario Canada M5G 2M9
PMCRT Research 101 College Street Toronto Ontario Canada M5G 1L7
TRI Research 550 University Avenue Toronto Ontario Canada M5G 2A2
Toronto Rehab Bickle 89 Close Avenue Toronto Ontario Canada M6K 2V2
Campus

Toronto Rehab Lyndhurst 520 Sutherland Drive Toronto Ontario Canada M4G 3V9
Campus

Toronto Rehab University Ctr | 550 University Avenue Toronto Ontario Canada M5G 2A2
'(I':oronto Rehab Rumsey 347 Rumsey Road Toronto Ontario Canada M4G 1R7

enter
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