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Introduction S

Santander is now utilising SAP Business Network as the preferred channel for order and invoice transmission as
we look to the future, enhancing efficiency, improving experience and streamlining communication.

This system aims at achieving the following goals:

Creating a
single digital
channel for
supplier
interactions

Increase the
level of control,
visibility and
transparency

Improving the
supplier
experience
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SAP Business Network - Benefits & Feat—u?es\\\)é —

FREE

For all basic transactions including Invoicing and service entry
sheets

Improved Invoice Accuracy
Ensures suppliers are paid on time.

Email notifications & real time status updates

Keeping suppliers informed of where transactional documents are in the
processing and payment lifecycle

G

Mobile App

All accessible from a mobile device whilst on the go




Supplier Mobile App

SAP Business Network Supplier mobile app helps suppliers
take their business on-the-go. Regardless of the account
type, suppliers can stay connected with their customers on
their iPhone or Android devices.

Key Mobile App Features

Orders

& Get real-time notifications

Create documents on the go

Q Find documents fast

OU Improve invoice visibility

With quick and easy biometric login and availability - : -
in over 24 languages, the mobile app is the best TR invoice aging
way to be more responsive and better informed. . ;

A
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Od d M d p You've been selected as a Santander Supplier - What's Next?

Starts when you
receive our Business
Network Invitation
email and create
your account

After completing the
registration process,
it is essential to
configure Business
Network

Access the Supplier
Qualification
Questionnaire, fill it
and submit for
approval

Following approval,
you can now receive
Orders from
Santander

RS —————

Once goods are
shipped or services
delivered, you will

be enabled to
invoice Santander

Business Network Invoicing &

Payment

Supplier

Certification

Confizuratidl Order reception

Registration




& Santander

SAP Network configuration

Company Profile
Account Settings
Customer Relationships

Electronic Invoice routing

Electronic Order routing

Remittance




Company Profile

B Overdow &, Lesuram afy S Smes

Product and Service Ship-to or Service Industries Served

The company profile section allows
you to maintain all key information S

about your company, such as

your key contacts, addresses, type of B

business, etc e

Sustainability Ratings

Please fill in the Fields that are R
information as you can.

Activity Data

Company Keywords

Social Media




Account Settina

EA ‘:’ Business Network ¥  Standard Account

Home Enablement Discovery v Workbench

Overview

Once you are ready to

Business network
account, we recommend
spending some time

Sett|ng up yOUI’ prOflle Purchase orders

£160M
£140M
£120M
£100M
£80M
£60M
£40M
£20M
£0

May

B SANTANDER - TEST

Users Initials (click here for menu options)

Your ANID number (Ariba Network D)

Enter information about your company -
address, VAT number etc

Get enterprise account

T

1

transact via the SAP Enablement Tasks

SANTANDER - TEST v

e

My widgets

Assessments Company
2000040842BN@santander.co.uk
By Product Q My:Account

v PP

Orders to invoice

Last 31 days

All v

Order received

May 21, 2024 | 08:05 PM

0200013533

Order received

May 21, 2024 | 08:05 PM | SANTANDER - TEST

0200013522
Electronic Invoice
Order received Routing
May 21, 2024 | 08:05 PM | SANTANDER - TEST
0200013517 Accelerated Payments

Order received

@90

_,_4——//

S VLe=——

¥ Q ® bLC

Contact Administrator \

lol
e

-TEST

O i e ANID: AN11195415641-T
i cee

e

Standard account

Rejected invoices | More
ompany Profile

Last 31 days

(
[ Account Settings ] ngs >

Customer Relationships Logout

Users e
6 Notifications
&

Application Subscriptions

SANTANDER - TES

Account Registration
Network Settings

Electronic Order Routing

Remittances

| Data Deletion Criteria &

Review Relationship requests received
from customers

Add/manager roles and Users

Set up emails to ensure notifications about orders and
Invoices are received
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Customer Relationship pre———

This tab enables you to see, accept/reject customer requests.

o Choose to accept customer relationships e
manually or automatically.

o In the Pending section, you can approve or
reject relationship
requests. If you have not accepted the .
relationship from Santander UK Plc,
please do so here.

e In the Current section, you can review the e
profiles and information portals of your 0 | | |
current customers. You can also check T
rejected customers in the Rejected section. : e

0 Find potential customers in the Potential
Relationships tab.
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Electronic Invoice Routing

1000101539BN@santander.co.uk

The Account Administrator can configure the “Notifications” section of the
Business Network account to determine which users or email addresses

should receive notifications.

You can select which system notifications you would like to receive and
designate which emails addresses you would like to send them to.

You can enter up to 5 email addresses for each type of notification.
Please separate each address with a comma & NO Spaces between the

emails.

Motifications
New Orders

Document Type

Catalog Orders without Attachments

mvoice Created Automatically from Service Sheets

ice conversion (Supported formats: pdf, .png, .jpg)

maice PDF Routing Errar

Routing Method

Email

Qo oot

Option

Email address: | testemall@test.com,ac

that have the routing method “"Same as new catalog orders without attachments

Attach PDF document in the email message

Send a notfication when the inveice conversion fails.

n invoice PDF routing
Network Settings

~ Your profile has been successfully updated.

SMS ENERGY SERVICES
LIMITED-TEST

ANID: AN11192301396-T

Standard account

Company Profile

[ Account Settings

Settings I >

Customer Relationships

Users.

Notifications

Application Subscriptions

Account Registration

Network Settings

Electronic Order Routing

Electronic Invoice
Routing

Logout

Enter the email addresses of persons
who want to receive notifications
Optionally check/uncheck selection
boxes

Click Save button at the top or bottom
of the screen

Do click Save even if no changes were
made

Message pops up “Your profile has
been successfully updated”

Click Close to return to the Home
screen

To email addresses (one required)

LA Testing. UK @santander.co.uk]

| LA Testing, UK @santander.co.uk

| LA Testing, UK @santander.co.uk

| LA Testing, UK @santander.co.uk

| LATesting. UK @santander.co.uk

| LA Testing, UK @santander.co.uk

| LA Testing, UK @santander.co.uk

| LA Testing. UK @santander.co.uk
Save Close
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Notifications- Electronic Order Routing - L —

1000101539BN@santander.co.uk
My Account

Link User IDs

Online order routing is the default order routing method. This means Santander, your ' /
Customer sends all incoming documents, such as orders, releases, payments, and —
notifications, to the SAP Business Network, where they are visible in the appropriate menu

in the supplier portal. If you prefer to receive notifications by mail, then please update this

[ Account Settings ] Settings I >
to ema il Customer Relationships | Sm——
Users
w Notifications
NeW OfdefS Application Subscriptions
Account Registration
Document Type Routing Method Options
Network Settings
; l Electronic Order Routing II
Email address: | testemall@test.com,admin@test.com,test01@emall.c Electronic Involce
Routing
Attach cXML document in the email message Accelerated Payments
Catalog Orders without Attachments I Email v I Dcludc document in the email message Remittances
eave attachments online and do not include them with email message. This applies to all orders with attachments — )
that have the routing method "Same as new catalog orders without attachments”
ttach PDF document in the emall message
Type Send notifications when... To email addresses (one required)
Send a notification when orders are undeliverable.
Order LA Testing. UK@santander.co.uk

Send a notification when a new collaboration request against an existing order is received.

Send notification for new purchase orders to suppliers.

Send notification to suppliers when purchase orders are changed.

Send a notification when orders are on hold due to non-payment of fee.

Send a notification when orders are ready to invoice.

Send a notification when purchase order inquiries are received.

Purchase Order Inguiry ' ‘ LA Testing. UK@santander.co.uk ‘

Send a notification when purchase order inquiries are undeliverable.

Send a notification when time sheets are undeliverable.

AT DT AdK

Time Sheet

LA Testing. UK@santander.co.uk ‘




Remittances

You must be the administrator or have the Payment

profile permission to access the Remittances page.
You will receive an error message when submitting

invoices if you haven't added banking information to
your remittance address.

If you see such an error, click “Add bank accounts

detail” to configure your remittance address with bank

information.

If you can see an
address already
set, it means you

already have bank
details set up. Click
on Edit to review

the information.

E ! *¥ Business Network Standard Account

Network Settings

Electronic Order Routing Electronic Involce Routing Accelerated Payments Settlement Data Deletion Criteria

+ Indicates a required field

Set up early payments auto-acceptance rule

EFT/Check Remittances I

Address 1
(@) [ PrennsuHouse
L Ediit Delete

Motifications

ype

Payment Profile

Payment Remittance

Payment Remittance far Virtual Card

Payment Remitiance Ststus Updates

Create

Cardiff

Send notifications when..

S L s—————

w0 @ SET

SMS Energy T

1000101539BN @santander.co.uk

My Account

Link User IDs

v / Contact Administrator

SMS ENERGY SERVICES

r LIMITED-TEST
"\ ANID: AN11192301396-T

Standard account

Company Profile

( Account Settings 1 Settings > I
Customer Relationships. Logout
Users

Notifications
Application Subscriptions
Account Registration
Network Settings
Electronic Order Routing

Electronic Invoice
Routing

Accelerated Payments

Remittances

Country/Region

Cardiff United Kingdom

D Send a notification when remittance addresses and payment profiles are changed.

D Send a notifica
Send a notifica
D Send a notifica
@ Send a notifica
Send a notifica

tion when payment remittances with virtual card are received

tion only when a payment remittance status changes to paid.

ion when payment remittances are undsliverable or their statuses changed,

tion when payment remittances or payment plans are raceived

tion only When a psyment remittance status changes to failed

To email addresses (one required)

Default

Yas

| LA Testing. UK @santander.co.uk

| LA Testing. UK @santander.co.uk

| LA Testing. UK @santander.co.uk

| LA Testing. UK @santander.co.uk

()]

Clos
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Remittances

WIRE TRANSFER
F Business Nebwork -~ Standard Accourt By Bk
| g e 0 Enter your company's remittance
Create Remittance Address / Payment Info Address
Aecount #
Aok  emitn aess. Indicte:your pefeed payment meod or the e adess. Then, enerinformation for customers about pament methadsyou suppart. Revew yourinformtion caeful snce customers s o send you pyments Confrm Account # I:| Preferred P aymen t Method - Click on
Do not enter personal bank account information. Enter only comarate bank detels, 6 Accaunt Type e d ro pd own to se lect W| re

* Indicates a required field
‘ SWIFT Code ‘ ‘ ‘
Remittance Address Canfirm SWIFT Code I:I
0 Address 1:* a BAN

Bank Name:

Account name - Enter the Account
name as it appears on your statement

Account # - If you are a UK bank, enter
the 8-digit account number

Adress 2

Address 3 Branch Name:

. Address 14
Rcress 4 )

VRequired field

Account Type — Savings or Checking
(Current account)

City .
Address 2

Stater* | Select v P—

lick on drop down and select Swift
ode - Enter your Swift code, and

C
C

B Address 4
Postal Code:*

CountryRegon:* | United Kingdom [GBR] v Ciy " confirm Swift code in the next review
VRequired field box
o | el v Statert| Select V‘
[ Wake tis adress defa IRequied field IBAN

- Postal Codet |:|
Factoring Senice

@ Payment Methods

Bank Phone

Enter your Bank name/Address

United Kingdom [GER] W ‘

Counlry L Nuarmber

Click OK if all completed

=[]

E

Preferred Payment Method: | Wire Y
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Creating new users
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1. Creating new users in the SAP Business account J) L =

Once registered the account designates the account administrator as the person who set up the account. The administrator role does not require a background in IT, but
this role should belong to somebody who is responsive and proactive. The administrator will be responsible for

*  Maintaining the account

» Creating and managing sub-users

» Delegating other responsibilities

There can only be one administrator

To start click on your initials in the top left
of the screen to draw the drop down

(ST wo@.

ﬁ.‘-' Business Network v Standard Account | Get enterprise

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v e Assessments Inderdeep Si
100( |
s i
Leads in Location My Accosing

Link User IDs

\2{ o 'a!

Select 'settings’ and then users

Contact Administrator

GENPACT UK LIMITED-TEST

0T

635 | 36

Orders H Orders to invoice

43 B |y [

nvoices

Company Profile

Account Settings

My \_.ﬂ.l'\dgets SANTANDER - TEST v 3% Customize Customer Relationsiyfs

Purchase orders Last 3 months v Invoice aging Activityfeed | Al v Viewall 3%

£134%

Notifications

T Application Subscriptions

£50.00 GBP
Account Registration

Network Settings

£2.00 GBP Electronic Order Routing

Electronic Invoice Routing

SANTANDER - TEST
Accelerated Payments

3 Remittances
Wsen WAceced B Approved

SANTANDER - TEST Data Deletion Criteria
Network Notifications |

Download app Company profile My leads On-time payment rate Last 12 months v
Audit Purge
Audit Log

Standard

We are now
mobile

You don't have open leads matching

& Santander [ Click here For video direction ]

Farm
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2. Creating new users in the SAP Business account -

As the account administrator you can create additional users to give A Role s simply  group of
your coworkers access to the company account permissions which provides

access to specific features

within SBN
Here you can manage both users and (i )
roles. The distinction is important! Before By default, the person who
o creuting asub user you need to createa registered the account Wi" be the
role to assign to them, unless such role . .
already exigts account administrator

/

Customer Relationships Users Motifications Account Hierarchy Application Subscriptions Account Registration AP| management Account Type Change Log

[ Manage Roles II’-.-1H|‘..1§P Users ] Manage User Authentication Revoked Users More...
Only the account
Roles (1) administrator has the
Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified Clbility to create and
manage users
Filters
Permission
Select permission assigned W

i)

Apply Reset
For example - you can see the roles here,

and see the permission details assigned to
it by clicking the name of the role

Role Name / Users Assigned Actions

Guia Tutorial

& Santander
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3. Creating new users in the SAP Business account

P I LL=———

Customer Relationships Users Notifications Account Hierarchy Application Subscriptions Account Registration AP management Account Type Change Log
Manage Roles A fore.
Roles (1}
Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.
Fers To create a new role click the + sign ]
Permis
- Click save to finish ]
.
EY."_' Business Network
Create Role q
~ New Role Information

Create Role “ Cancal Acoourts Recavable
New Rale Information As an example if you are creating

an ‘Accounts Payable’ role. Invoice Permission

generation must be selected,

e however they will need to access it :

orders, therefore, Inbox and Order

Permission: . .
== access will be required.
Page | 1 vl »
oo Owarpon
v

P1 Developmen
be spproved by Ariba Sourcing buyers befare ey car

1s, documents, sad tasks. This permission grar

Propasals an

Select all appropriate permissions
from the list. Be sure to read the
description of each. Multiple
permissions may be required for
one role.

& Santander
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4. Creating new users in the SAP Business account

To create a new user navigate to
the ‘'manage user section

S gL =

fanage Roles Manage Users Manage User Authentication Revoked User: More
Roles (2 [Je ignment of orders vith limited a SAP Business Network.
reate and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modifiec Filter
Filters Jsers (You can only search on one attribute at a time
Saisdbn Usemame v | Enter username
+ =
o gula@sap. Gula Tutorlal No
= L Add to Contact List
T Business Network ®
Create User m Cancel
New User Information
You will then see several required
fields. The administrator will have
Jto complete all * details.
ovce e [ A sub users username must follow
email address format.
Rale Assignment
Customer Assignment .
e e &ma role created will now appear
seee Ctomers in the Role Assignment section,
don't forget to apply the role to
the user by checking the box.

Users must have a minimum of 1
role. If you have more than one
customer you can also assign
each user to specific customers,

& Santander

@e complete click done.

SAP Business Network Discovery Contact

[Select +to add new user ]

Role Assigned Authorization Profiles Assigned Cust

PROFILE_MGMT_ROLE, +3 AllR) Yes

An email will be sent to the
email address provided for
the new sub user
prompting them to
complete their sub user
registration.
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Navigating the Home Page

e
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Opening the SAP Business Network

/Orders - For all purchase orders\

Fulfilment — Any documents

‘ \ needed for transacting, order
EA!:’ Business Network ¥  Standard Account | Get enterprise account ‘ - confirmations, Ship notices etc.

Upon opening SAP Business network, the landing page will appear.

Home  Enablement  Discovery v Workbench  Orders v Fulfillment v Invoices v Payments v Catalogs v  Reports  Assessments Invoices - Houses all invoices

created and the status
| = IR '

Leads In Location v | By Product Q

Mo WYNEA
4 J 4 \ a 2 £l 1 v ———— u
Overview  Getting started 2 /
[ 4

294 307 06 1 7 I

New orders | Orders | Orders to invoice | Rejected invoices | Invoices | More

Payments — Anything payment

related /

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

' SANTANDER - TEST v 32 Customize
My widgets -

[Click here for video direction ] u
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Account Dashboard

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v

Overview  Getting started

294 307

New orders i Orders

Last 31 days Last 31 days

Find your registration questionnaires from Santander/other
customers

Find other companies on the Business Network; make
connections, send RFP’s

Takes you to the workbench page as you can see above

Shows all your active/closed/cancelled orders and the status

Payments v

A B \
i u

v | By Product Q

WYNES
1

In Location
y

0

Orders to invoice

Last 31 days

Catalogs v

Assessments Create v | s

/7 .

Rejected invoices | Invoices } More

Last 31 days Last 31 days

Find status of Service Entry Sheets submitted

Manage your Invoices and Credit Memos
Find your Payment status

Shortcut for raising Invoices, Service Entry Sheets
0

[Click here for video direction ] u
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How to create an Invoice
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1. How to create an Invoice *

Once you have an approved Service Entry Sheet (SES) for Service, or a goods receipt for Goods you can
invoice. All orders that are available to invoice will appear under the ‘Orders to invoice' tile

w Business Network v  Standard Account | Get enterprise account -

Home Enablement Discovery v Workbench Orders v~ Fulfillment v Invoices v Payments ~ More v
T
\
d
Leads v | In Location v | By Product Q

il "] Uin L -

Overview  Getting started

14 = 57

New orders Orders

35 | 0 59

Orders to invoice Rejected invoices Invoices

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

& Santander [Click here for video direction ] u
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Confidential QJJA g%
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2. How to create an Invoice

Workbench 35 Customize

301 327 19 1 7 0 0 0 0

New orders Orders Orders to invoice Rejected invoices Invoices Pinned documents Open postings Matched Leads Invited Leads

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 90 days Last 50 days Last 90 days

QOrders to invoice (19)

The ribbon is
customisable. « Edit filter | | (Last3rdays)
4 Customers Order numbers Creation date Order status Company codes Purchasing organizations
Select or type selections (w) Type selection Last 31 days ~ Include ~  Select or type ) Select or type selections [l Select or type selections @
(@ Partialmatch () Exact match o
Show more Here shows the
Apply
status of the
order, you can
also see here Resend Failed Orders | (B 2
whether you
Qrder Number Customer Amount Date + Order Status have invoiced, Amount Invoiced Actions
or partially
0200015549 SANTANDER - TEST £1000 GBP Jun 27, 2024 Serviced invoiced. e
0200014488 SAMTAMDER - TEST £1500 GBP Jun 25, 2024 Partially Serviced -
K 0200014482 SAMNTANDER - TEST £1500 GBP Jun 24, 2024 Partially Serviced s
PO’s Listed - Select the PO
you would like to Invoice | ;00513505 SANTANDER - TEST £2100GBP  Jun 24, 2024 Received
0200013738 SANTANDER - TEST £500 GBP Jun 11, 2024 Partially Invoiced £100 GBP s
0200013733 SANTAMDER - TEST £30 GBP Jun 10, 2024 Partially Invoiced £10 GBP -

& Santa nder [Click here for video direction ]
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3. How to create an Invoice

First select ‘Create
Invoice’ which will give

w Business Network Standard Account the drop down for you to @
select ‘Standard Invoice’

Purchase Order: 0200009320 m

Create Order Confirmation v Create Ship Notice L 5]
Order Detail | Order History Line-tem Credit Memo
Line-ltem Debit Meme
From: To: Purchase Order
Santander UK PLC, Box: Santander 7700, 1 Capital Place, Harlow, CM19 5AS GENPACT UK LIMITED-TEST (Received)
Box: Santander 7700, 1 Capital Place 5 Merchant Square 0200009320
Harlow London Amount: £100.00 GBP o
Eesox Antrim and Newtownabbey Version: 1
W2 14Y
CM19 5AS
i United Kingdom
United Kingdom Phone: Track Order All related
Fax documents to
Email: inderdeep singh 1 @santander.co.uk 8 .
this order will
Oferifomatn Routing Status: Adnowledged be accessible
ompany Code Related D ts: RC19317 .
Purchasing Unit Name:  SANUK Fletee bocuments ! from here ie.
Ship notices,
Ship Al ltems To Bill To Deliver To receipts /service
2145_0002 Moorgate, 48-54 1300, LONDON EC2R 6EJ ‘Santander UK PLC, Box: Santander 7700, 1 Capital Place, Harlow, CM19 5AS Loeye Alshehari entry sheets etc
Moorgate 48-54 1300 Box: Santander 7700, 1 Capital Place 2145_0002 Moorgate, 48-54 1300, LONDON EC2R 6EJ
LONDON Harlow —_—
Essex
EC2R 6EJ CM195AS
United Kingdom United Kingdom
Ship To Code: UKDL
Email: Loeye.Al-Shehari@santander.co.uk
Line Items Show ftem Details
Line#  No.Schedule Lines Part # / Description Type Retumn aty (Unit) Need By Unit Price Subtotal
1 SUPL234 Material 7 Mar 2024 £100.00 GBP £100.00 GBP Details
Genpact Item 1
Order submitted on: Thursday 15 Feb 2024 1:08 am GMT+00:00
Received by SAP Busin vork on: Thursday 15 Feb 2024 GMT00:00
‘This Purchase Order w t by SANTANDER - TEST ANO1501304200-T and delivered by SAP Busin:
Create Order Confirmation v Create Ship Notice Create Invoice v L =
w © 2022 SAP SE or an SAP affiliate company. Al rights reserved. Privacy Statement  Security Disclosure  Terms of Use

& Santander
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4. How to create an Invoice o
—

. All fields marked with
Create Invoice an * are mandatory Update Save Exit

—

By selecting “Add to Header' you
can add more information to the
header or an attachment by
selecting the relevant option

!Please correct the following errors and 1

¥ Invoice Header * Indicates required field Add to Header »

Summary
Shipping Cost

Shipping Documents

Subtotal: £20.00 GBP
Total Tax:  £4.00 GEP Special Handiing
Amount Due: £24.00 GBP Discount

Payment Term

Purchase Order: 0200013733

Invoice #* | 1325 l

Invoice Date: ® | & Jul 2024

London
Aberdeen City
United Kingdom
BillTo:  Cater Allen Limited, Box: Santander 7700, 1
Capital Place, Harlow, CM19 5AS

Insert your invoice
number

Additional Reference Documents and Dates

Harlow
Essex
United Kingdom

Tax ':'_: ~N
Header level tax (1) '::_::' Line level tax (1) S.EIeCt Line I,tem if muItlpIe
- lines have different VAT
_ codes. Remov
Category:* | VAT J Taxable Amount: | £20.00 GBP | smove
o Add the appropriate tax rate,
Location: | | N Tax Rate Type: ‘ | the Tax Amount will auto
Category - VAT must be populate.
Description: | | used. Rate(%): ‘ 20 |
J
Regime: v Tax Amount: ‘ £4.00 GBP |

| Exempt Detail: (no value) W

Date Of Supply: ‘ 3 Jul 2024

|:| Triangular Transaction

Date Of Pre-Payment: |

Law Reference: | |

& Santander
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5. How to create an Invoice

If you have added your VAT reg Ifit doesn't
details on your company profile, this Please use - GB466264724

should automatically populate

Customer VAT

Supplier VAT ’
Customer VAT/Tax ID:* | GB466264724

Supplier VAT/Tax ID:* ‘ GB801234567

Supplier Commercial
Identifier

Supplier Commercial
Credentials:

Company Code

Add to Header v

Use this button
toinclude or
exclude lines

1 Line Items, 1 Included, 0 Previously Fully Invoiced

Line Items

Add to Included Lines

Insert Line item Options
;7] Tax Category VAT v } Shipping Documents 1 Special Handling | Discount
[T No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
[ ] 1 ‘@ MATERIAL 1 Material line [e0 | BA ® £210 GBP £1.890.00 GBP
L i
Receipt Details Receipt # RC23155 Receipt Line #: 1
Ta " o = | [ | Remove
x Category:* | Sales Tax ¥l Taxable Amount: | £1,890.00 GBP ‘ omove
Location Rate(¥) ‘
Description Tax Amount
Regime v |
L
Line Item Actions v Delete

& Santander
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5. How to create an Invoice

Create Invoice

Confiem ang 5,0t D8 document. % wil be elecirencaly ST cconting 10 The Counries of g and Sestinaton of Inveice. The B3CUBenTs SFNIENG CouNry & Uriled Kingsem. The dOCUments GESSnItn counmy 3 Usied Kingriom.

1 you Want your mveices 15 Be s23red in the SAP Busnes Network ko e document archiving. you Can SuBscrite 10 an archiving SETvCe. Noge Bt you wil a0 De 4058 19 archive S Inveices 048 yOu SubacrDe 1o The MO SErvice.
Standard Invoice

Sustmat

new

SLTO

GENPACT LK LANTED TEST Ak

o0, 1 Cagw:

ey UK PAC. s

If you are happy with the
information, click submit.

sstal Ao
hane Squsrn
Leadc

Posal Addres

Eac: Samandsr 7700, 1 Captal Pace

Unined Kingcom

cusTonER WIRE PAYMENT TO BANK.

Santardse UK PLC, Be

Gangaa Bank Inc
ozl sodnes
Bac: Sywandar 7700, 1.C:
Harow
Exax
cM1e5as
Unied Kingglom
Address 10X LKD:

SHIPPING INFORMATION.

SHP FROM:

GENPACT LK LWITED TEST

12 Moongane, 4554 1

Poztal Addhecs

Original Purchase Ordex

rafo.  Lina R

Unk Prics

£200 GEP

& Santander
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1. How to create a service entry sheet -

Select ‘Orders’ from
the dashboard

Ly TV W Gvanans

294 307 6 1 7 0 0 0 0

New orders Orders Orders to invoice Rejected invoices Invoices Pinned documents Open postings Matched Leads Invited Leads

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 90 days Last 90 days Last 90 days

Orders (307)

v Edit filter | | |:Las: 31 days :|
Customers. Order numbers Creation date Order status Company codes Purchasing organizations
Select or type selections @ Type selection Last 31 days ~ Include ~  Select or type o Select or type selections @ Select or type selections ()
(@) Partial match () Exact match
o Show more Apply
Choose the Order
you wish to create a Resend Failed Orders | CE _:E
service sheet for
Order Number Customer Amount Date ¥ Order Status Amount Invoiced Actions
0200015577 SANTANDER - TEST £1000 GBP Jun 30, 2024 New -
0200015570 SANTAMNDER - TEST £200 GBP Jun 28, 2024 New e
0200015569 SANTANDER - TEST £200 GBP Jun 28, 2024 New -
0200015555 SANTANDER - TEST £142106.4 GBEP Jun 28, 2024 New e
0200015549 SANTANDER - TEST £1000 GBP Jun 27, 2024 Serviced e

& SG n tCl nde r [ Click here for video direction ]
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2. How to create a service entry sheet

Other Information
Company Code: 2145
Purchasing Unit Name:  SANUK
Legal Terms and  Notes:

Conions o Purchise: This Purchase Order ('PO) isS5ued Subject 1o Santander UK PLE' terms & condilons of DUSIIeSs (3 apy of which s avaiable 2
psilhwy request). Where the parties have concluded a negotiated
agreement relating to the subject matter of this PO, the terms and conditions contained in the negotisted agreement shall instead apply 1o
this PO.

Where no negotiated agreement exists, acceptance of our terms and conditions is a condition precedent of the validity of this PO and by
fulflling, or otherwise accepting, this PO, you are accepting our standard terms and conditions.

Please note that the standard terms and conditions include General Data Protection Regulation obligations

Santander UK ple. Registered Office: 2 Triton Square, Regents Place, London NWL 3AN, United Kingdom. Registered Number 2204747,
Registered in England. www.Santander.co.uk Telephone 0870 607 6000 calls may be monitored or recorded. Authorised and reguiated
by the Financial Conduct Authority. FCA registration number 106054. Santander and the flame Logo are registered trademarks

Ship All items To BilTo

2145_0002 Moorgate, 48-54 1300, LONDON ECZR 6EJ

Santander UK PLC, Box: Santander 7700, 1 Capital Place, Harlow, CM19 5AS
Moorgate 48-54 1300

Box: Santander 7700, 1 Capital Place
Harlow

Essex

EC2R 6EJ CM195AS
United Kingdom United Kingdom
Ship To Code:

1
Email: haseena.mehmosd@santander.co.uk

Line Items.
Line#  No.Schedule Lines Part # | Deseription Type Return ay (Unity
1 sUP1241

Genpact Item 8

Order submitizd an: Friday 15 Mar 2024 :09 pm GMT+00:00
Received by AP Busine: 5 Mar 20

This Purchae Order was sant by s et

09 pm GMT+00:00
5013042007 2 delivered by SAP Businass Netvork.

The presence of the word ‘Service' or "Material"
under Type on the purchase order, confirms the
‘type’ of order. If it states service, this indicates you
can raise a service entry sheet

& Santander

Routing Status: Sent

Deliver To

Haseena Menmood
2145_0002 Moorgate, 48-54 1300, LONDON EC2R 6EJ

Show ltem Details

Need By Price Subtotal

27 Mar 2024 £108.00 GBP £108.00 GBP Details

Sub-total: £108.00 GBP

Senvice Sheet Required.

Select ‘Create
Service Sheet’
4

Purchase Order: 0200015549

Create Order Confirmation v Create Service Sheet Create Invoice » L @

Order Detail | Drder History
From: Tor Purchase Order
‘Santander UK PLC, Bax: Santander 7700, 1 Capital Place, Harlow, CM19 5AS ‘GENPACT UK LIMITED-TEST (Serviced)

72001 Capta Pracs S Merchart Square 0200015549
on Amount: £1,000.00 GBP
varsion: 1

et Koo Ut Kingca
‘Comments ) Routng Status: Ackneledged
+ by TEST_Requester_SanUK1, on Thursday 27 Jun MT-0100

Please refer to the attached quete elated Docume:

Other Information
Comp

netions of Purch

Thiz Purchass Ordar (P01
hitpeiiwww santandsr co

issusd sublect to Santan
JKfabout-santandsr-

r UK PLC's torms & condhions of business (a o
desrisuppliers and on request), Whers the parties hav

y of which is available at
concluded & negotisted
ject matior of this PG, the terms and condians cantained in the negoliated agreement shall instead apply to

agrosment rlatng to the
this PO
Whera no negotisted agresmant sxists, acceptance of our terms and conditions ks a candition pracsdant of the v
fulfilling, or atherwise accepting, this PO, you are accepling our standard terms and candion:
Ploase nate that the d torms and conditions Include General Data Protection Regulation cbligatian:
e UK i, Ragistred Ofcr 2 T Scuss, Reganty lec, London VAL 348, Unied Kngriom, Ragissred Number 2294747
Regstered n England, wne Santangesco.k Teeghans 0870 607 G000 cals ay ba monkord o recorded, Autharsed and regulated
by the Financial Conduct Avthory Jor mamber 106054, Santarto a0 e R log re regstared vacormars

ety of this PO and by

[ Click here for video direction
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3. How to create a service entry sheet

Create Service Sheet Update Save Exit Next

Fields marked with a v Service Sheet Header * Indicates required field Add to Header v
* are mandatory and

must be completed 4 summary

Service Sheet #:*

Senvice Sheet Date:* | 4 Apr 2024 Senvice End Date:

‘ D Copy the service start and end dates to the service line items

Purchase Order: 0200010000 Subtotal: £0.00 GBP

Service Start Date:

Senvice Description

Addinal Fieds The fields in the red box are for you to fill in any
Supper Rt | ‘ e ot P ot additional fields, a typical requirement would be to fill in
From: GENPACT UK LIMITED-TEST 545 the name and email address of the service sheet
5 Merchant Square Box Samander 7700 1 il Pice approver. Note this is not mandatory.
Lond
Aﬁnr“w:na nd Newtownabbey Essex
W2 1AY CM19 SAI«S
United Kingdom United Kingdom
Field Contractor: Field Engineer:
Name ‘ ‘ Name: ‘ ‘
Email \ \ Emait \ \
ore [onae | [ ]| 1| o [nae V][ ]| L]
Approver:
Name: \ \
o Email: ‘ ‘
Attachments cannot prne: | et v| |:| ‘ | y
exceed 10MB
Add Comments Add Aftachments
Service Entry Sheet Lines
Line No.  Part Mo. / Description Contract #
1 SUP1241
Genpact Item 8 Add ~

Update Save Exit Next

& Santander
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4. How to create a service entry sheet '

o
Occasionally at the line item level no action will be required as all the information may be populated from the order, you simply need to review and approve, you may need to add i
some information like the service period dates or comments
Service Entry Sheet Lines
Line Mo.  Part No. / Description Contract #

v 1 Mot Available
TESTINGSERVICECHG

Include Part No. / Description Customer Part # Type ltem Type Qty / Unit Price Subtotal

® G 0000003015848 Service - Planned 1.100 |KGM 5257 UsD $2.570.00 USD  Delete Copy

MAT CONSTR MATERIAL ITOOS KG

SERVICE PERIOD

Start Date =

PRICING DETAILS
Price Unit; KGM

Unit Conversior

COMMENTS

L [ Add Pricing Details J

Update | [ Save l Exit | “
’ o k Once you are happy

click next to take you
You can update to You may also save to the review screen

refresh your page the document and the
and check for errors system will keep it

or missing fields at

& Santander any point, saved for 7 days 9
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5. How to create a service entry sheet

Final Service Sheet: No
Purchase Order: 4700311
Subtotal: $2,570.00 USD

From

Testtest - TEST
Testtest - TEST
Languasserstrasse
90001 Numberg

Germany

Field Engineer

Service Entry Sheet Lines

Line # Type Senvice 7/ Description

vi

1 Senice  00D0003015848
MAT CONSTR MATERIAL IT00S KG

& Santander

United States
Address ID: 123

Field Contractor Approver
Show Item Details ]
Ser E Si
sy et After you have

Subtotat$2,570.00 USD

’ reviewed your
rovas | [ swe | L= Service Entry sheet
Submit select submit.

[SAP Business Network

Service Sheet SER1234 has been submitted.

After clicking submit

an info page will ‘
appear to confirm

submission.

« Print a copy of the service sheet
« Exit service sheet creation

35
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1. Credit Note creation

To start go to your
workbench or the
Invoice tile (highlighted
in red below)

Enablement Discovery v Workbench Orders v Fulfillment + Invoices v Payments v Catalogs v

' A B8
t

Home

Leads v In Location
O p
y il - (s

Overview

Getting started

36

New orders

87

Orders

39

Orders to invoice

Last 31 days Last 31 days Last 31 days

& Santander

Assessments Cre

v | By Product Q

Y
0

Rejected invoices

———

28

Invoices

oooe :—

More

Last 31 days Last 31 days

[ Click here for video direction ]



https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_nnz4ij93

Confidential

2. Credit Note creation

Invoice

Number

TESTO13K

UATO60
INV899
INVS00
INV897
INV898

S2P016

& Santander

Once you have found
the invoice click on the

invoice number

Customer

SANTANDER

SANTANDER

SANTANDER

SANTANDER

SANTANDER

SANTANDER

SANTANDER

- TEST

- TEST

- TEST

- TEST

- TEST

- TEST

- TEST

Reference

0200010819

0200010914

0200010899

0200010900

0200010897

0200010898

0200010710

Invoiced Date |

Apr 9, 2024

Apr 9, 2024

Apr 8, 2024

Apr 8, 2024

Apr 8, 2024

Apr 8, 2024

Apr 8, 2024

Amount

£3000 GBP

£100 GBP

£18 GBP

£12 GBP

£120 GBP

£120 GBP

£129.6 GBP

Routing Status

Acknowledged

Acknowledged

Acknowledged

Acknowledged

Acknowledged

Acknowledged

Acknowledged

Invoice Status

Sent

Sent

Approved

Approved

Approved

Approved

Approved
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3. Credit Note creation

Select ‘Create Line -
item Credit Memo

Invoice: TESTO13K

Create Line-Item Credit Memo Print

Detail Scheduled Payments History

Standard Invoice

Download PDF

Status Subtotal: £3,000.00 GBP
Invoice: Sent Total Tax: £0.00 GBP
Routing: Acknowledged Amount Due: £3,000.00 GBP
Invoice Number: TESTO13K
Invoice Date: Tuesday 9 Apr 2024 5:07 pm GMT+01:00
Original Purchase Order: 0200010819
Receipt: RC20328
Submission Method: Online
Origin: Supplier
Source Document: Order
This document is digitally signed
REMIT TO: BILL TO: SUPPLIER:
GENPACT UK LIMITED-TEST Santander UK PLC, Box: Santander 7700, 1 Capital Place, Harlow, GENPACT UK LIMITED-TEST

& Santander
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4. Credit Note creation o\ =5

When the credit note
memo appears it will
automatically populate
the information from
the system, so you will (]

only need to add or Essentially, this is the same process
adjust some details

aet as an Invoice, however you will be
before submission

completing as a negative value.

There are two different
adjustments that can be made,
select the most appropriate.

Credit Memo Type J J

"' Quantity Adjustment (1) '3:__7_:3' Price Adjustment (i)

¥ |nvoice Header * Indicates required field Add to Header v

Summary

Subtotal: £-3,000.00 GBP
Total Tax: £0.00 GBP
Amount Due: £-3,000.00 GBP

Credit Memo #:* View/Edit Addresses

You will need to
Credit Memo Date:* | 10 Apr 2024 complete information

for those fields marked
with an *

Original Invoice No: TEST013K

Original Invoice Date: 9 Apr 2024

Remit To 5 Merchant Square ~

London
Aberdeen City
United Kingdom
Bill To:  santander UK PLC, Box: Santander 7700, 1
Capital Place, Harlow, CM19 5AS

Harlow
Essex
United Kingdom

& Santander
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5. Credit Note creation J L

() Essentially, this is the same process
Please include a detailed description for as an Invoice, however you will be
the credit note. completing as a negative value.

Comment

Reason for Credit Memo:

Default Credit Memo
Comment Text:

Company Code

Add to Header v

1Line Items, 1 Included, O Previously Fully Invoiced

Line Items

NE—— Once all details have been completed click

) A .
[ ] Tex Category: ‘ v| [ ] shipping Documents [ | Special Handing | | Discount Al 1o Included Uinee next’, this will send you to a review page where

you can check all amendments before

[] No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal submitting

] 1 ] MATERIAL 000001 Item EA ® £100 GBP £-3,000.00 GBP

Receipt Details Receipt Line # 1
Line Item Actions v Delete

& Santander



CONTACT AND SUPPORT

Santander Business Related Questions

Santander.suppliers@santander.co.uk

SAP Business Network Related Questions

Help Center — access via account or click here
= Standard Account Specific Documentation

= SAP Business Network Supplier Training Page

SAP Business Network training videos click here

Public


mailto:Santander.suppliers@santander.co.uk
https://support.ariba.com/Help_Center/help
https://support.ariba.com/item/view/183459
https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/
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