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Introduction

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

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

- All orders received via the Ariba Network require an invoice to be created in the Ariba Network, do not submit an invoice by post or email.

«  The Invoice# refers to your internal invoice number

«  Partial invoicing is allowed.
«  Shipment Notices are required before invoicing DuluxGroup.

+ Aninvoice quantity cannot exceed a shipped quantity, however suppliers are able to short ship
+ Al PO’s received through the Ariba Network must have the invoice created in the Ariba Network, do not send a copy via any other means.
+  When following up the progress of an invoice that does not have a scheduled payment; check for the goods receipt notice in Order History.

Contact the applicable DuluxGroup plant/warehouse directly to investigate the missing good receipt



.|
Invoicing - General Information

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

The Order Number displayed is generated by the Buyers system.
Users can sort various columns in alphabetical or numerical order by clicking on the header title, for example clicking on “Order Status” will sort in alphabetical order
from Ato Z, and by clicking once more, it will sort from Z to A.

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

Ariba Collaborative Supply Chain Conpeny sance~ [

HOME OUTBOX QUALITY PLANNING CATALOGS REPORTS CSV Documents + Create v

Orders and Releases Extended Collaboration Time & Expense Sheets Early Payments Scheduled Payments Remittances More...

Orders and Releases

Orders and Releases ltems to Confirm ltems to Ship Return ltems

» Search Filters

Orders and Releases (49) Page 1 v » =
. Rocklea Factory
Order 4200956737 1 DulixGroup (Australiz) Pty Ltd - Rocklea QLD QLD $3,000.00AUD 31 Mar2017  Invoiced Invoice $300000 AUD  Orginal  Actions
Australia
. Rocklea Factory /
Order 4200956733 1 DpxGroup (Australiz) Pty Ltd - RockleaQLD,QLD  $1000.00AUD  30Mar2017  Confirmed Invaice $0.00 AUD  Original Actions Y/
Awstralia |
) Rocklea Factory
Order 4200956727 1 DuloxGroup (Australia) Pty Ltd - Rocklea QLD, QLD §1.00000AUD 30 Mar2017  Shipped Invoice $000 AUD  Orginal  Actions

Australia
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Begin the Invoice

Ariba Collaborative Supply Chain Company serings [

Click Inbox tab on the

DaS hboard = QUALITY PLANNING L OGS REPORTS CSV Documents v Create v
. . Orders and Rel nde i i i
Scr‘een d|sp|ays Orders and rders and Releases Extended Collaboration Time & Expense Sheets Early Payments Scheduled Payments Remittances
Releases Orders and Releases
Orders and Releases Items to Confirm Items to Ship Return ltems

Click the Order Number to
open the order.

» Search Filters

Screen displays: Purchase
Order Orders and Releases (49) Page 1 v ®» o=
Type Crder Number Ver Customer Inquiries Ship To Address Amount Date Order Status Settlement Amount Inveiced Revision
I . Rocklea Factory
View the Purchase Order. Order 4200956737 1 ?;g’;sm“p (Australia) Pty Ltd - Rocklea QLD, QLD $3,000.00 AUD 31 Mar 2017 Invoiced Invoice $300000 AUD  Original Actions
Australia
. Rocklea Factory
. . DuluxGroup (Australia) Pty Ltd - ‘ - .
CIICk Create InVO | Ce - Order 4200956733 1 TEST ESE:S;;QLD, QaLp $1,000.00 AUD 30 Mar 2017 Confirmed Inveice 0.00 AUD Qriginal Actions
1 . Rocklea Factory
Standard Invoice. Order 4200956727 1 DulexGroup (Australia) Py Ltd - Kl $100000AUD  30Mar2017  Shipped Invoice $000 AUD  Orginal  Actions
. . Rocklea
Screen displays: Create Invoice Order | 4200956713 DulxGroup (Austraia) Py L - arenouse SISIT8 10 29Mar2017  Partally Shipped  Invoice 5000 AUD  Original  Actions
Australia
. Rocklea Factory
Order 4200956712 1 ?;g’;em“p (Australia) Pty Ltd - Rocklea QLD, QLD 5250000 AUD 29 Mar 2017 Partially Shipped Invoice 5000 AUD  Original Actions
Australia
Purchase Order: 4200956713 [ oo |
\ ) .
v Create Order Confirmation v ®| Create Ship ) 5 Create Invoice v Create Quality Notification Hide | Print - | Download PDF Export cXML | Download CSV | Resend

Standard Invoice

Order Detail Order History Line-ltem Credit M
ine-ltem Credit Memo

reserved.




Standard Invoice — Header Level

Summary: Create Invoice | Update H Save H Exit ‘m

4. Fill in the Invoice Number

5. Confirm Invoice Date v Invoice Header * Indicates required field

Supplier Tax ID is your Summary
ABN/VAT Number (Auto- Purchase Order: 4200956713
populated from Company Invoice #* | 55677TTR

Profile). @
Invoice Date:* || 2 Apr 2017

Scroll down to Llne |tems Supplier Tax ID:*} 12345675987
Remit To: TestV1

Subtotal:  $9,107.04 AUD View/Edit Addresses
Total Tax: $910.71 AUD
Total Amount without  $9,107.04 AUD
Tax:
Amount Due: $10,017.75 AUD

@O

melbourne vic
Australia
Bill To: Coatings - Aust

Clayton VIC
Australia
Shipping
@ Header level shipping () Line level shipping (1
Ship From: TestV1. Ship To:  Rocklea Warehouse View/Edit Addresses
Rocklea QLD
melbourne vic Australia
Australia Deliver To:

Payment Term

Discount or Penalty Term{days): 45 Percentage(%): 0.000
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Standard Invoice — Line Level

Note: Confirm or enter the correct
guantity for each item

> If the default Tax category is
incorrect, contact DuluxGroup.

7. Click Next

» Screen displays: Create
Invoice Summary
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Line ltems

Insert Line ltem Options

Tax Category:

No. Include

10 @

Pricing Details

Tax
No. Include
20 @

Pricing Details

| v Shipping Documents
Type Part # Description
MATERIAL ENVIROSOLUTIONS ES800
Price Unit:  EA
Unit Conversion: 1
Category:* GST 4

Location: AUSTRALIA
Description:  Purchasing - GST - Creditable

Regime: N

Type Part # Description

MATERIAL ENVIROSOLUTIONS ES800

Price Unit:  EA
Unit Conversion: 1

Category:* GST 4

Location: AUSTRALIA
Description:  Purchasing - GST - Creditable

Regime: N

L

Line ltem Actions + | |

Delete

Special Handling Discount

Customer Part # Quantity Unit

N5609131-UNIT

Price Unit Quantity: 1.0
Description:

Taxable Amount  $6,071.36 AUD
Rate(%): 10.00
Tax Amount:  $607.14 AUD

Customer Part # Quantity Unit

N5609131-UNIT 2 EA

Price Unit Quantity: 1.0
Description:

Taxable Amount  $3,035.68 AUD
Rate(%): 10.00
Tax Amount:  $303.57 AUD

2 Line ltems, 2 Included, O Previously Fully Invoiced

Add to Included Lines

Unit Price Subtotal

$1,517.84 AUD $6,071.36 AUD

Unit Price Subtotal

$1,517.84 AUD $3,035.68 AUD

‘ Update ‘ ‘ Save ‘ ‘ Exit




Standard Invoice — Review

> ReV|eW |nVOIC8 Create Invoice ‘ Previous ‘ ‘ Save ‘

ralia.

. . Confirm and submit this document. It will not be electronically signed according to the compliance map and your customer's invoice rules. The document's originating country is: Australia. The document's destination coun
8 . C | |Ck Su b m |t tO Send the If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.\

Invoice. Standard Invoice / Tax Invoice
Screen diSpIayS: SyStem Invoice # : 556TTTTR Subtotal - $9,107.04 AUD
‘ s} . Invoice Date : Thursday 30 Mar 2017 12:00 PM GMT+10:00 Total Tax : $910.71 AUD
message = Prlnt to prlnt a Original Purchase Order : 4200956713 Total Shipping : $0.00 AUD
copy of the Invoice or ‘Exit’ to Total Amount without Tax $9,107.04 AUD
eXit Invoice Crea.tion Amount Due : $10,017.75 AUD
REMIT TO: BILL TO: SUPPLIER:
Screen returns to the PurChase TestV1 - Co-Packers - TEST Coatings - Aust TestV1 - Co-Packers - TEST
Order the Order Status has Postal Address: Postal Address (Coatings - Aust): Postal Address
Changed to Part|a||y/ Invoiced testville 1956 Dandenong Road testville
melboume VIC 3000 Clayton VIC 3168 melbourne VIC 3000
Australia Australia Australia
Tax ID of Supplier: 12345678987 Phone : +61 ( ) 03 9263 5678

Fax:+61 () 03 9543 4346

BILL FROM: CUSTOMER:

TestV1 - Co-Packers - TEST Coatings - Aust

Postal Address: Postal Address:
testville 1956 Dandenong Road
melboume VIC 3000 Clayton VIC 3168
Australia Australia
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Invoice Status

The status of the Invoice will change as it progresses through DuluxGroup’s approval process

There are 4 Invoice Statuses:
- Sent —you have sent the invoice to DuluxGroup
+ Approved — DuluxGroup has reviewed the Invoice and it has been approved for payment
« Paid — The invoice has been paid

- Rejected — The invoice has been rejected, open the invoice and review rejection reason




Locating the Invoice Status

Click the Outbox tab on the Ariba Collaborative Supply Chain o Company setingev [
DaShboard . HOME INBOX - O PLANNING CATALOGS REPORTS CSV Documents Create v
Screen dISp|ayS InVOiceS Invoices Crder Confirmations Ship Notices Extended Collaboration Product Replenishment Drafts

Invoices

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

> Search Filters

Invoices (18)

The |nVOice Statu sSes are: Type Invoice # Customer Reference Submit Method Submitted By Origin Source Doc Date Amount Routing Status Invoice Status
Standard DuluxGroup (Australia) . ) .
.
Sent Invoice INVTST2INV Ply Lid - TEST 4200956737 Online Supplier Supplier Order 31 Mar 2017 $3.500.00 AUD Acknowledged Sent
« Approved fr’]‘:;i::rd INVSHT22 Eg“égf”;‘gé?“s“a“a) 4200956722 Online Supplier Supplier  Order 30 Mar 2017 $1580150 AUD  Acknowledged | Sent
Pa| d Standard DuluxGroup (Australia) . ) .
. Invoice INVSHT721 Pty Ltd - TEST 4200956721 Online Supplier Supplier Order 30 Mar 2017 51793080 AUD Acknowledged Sent
ReJ eCted = ‘Snt:;i::rd invnucnfkey1 Eﬂu&?{o;lgé?ustralla) 4200956716 Online Supplier Supplier Order 29 Mar 2017 $660.00 AUD  Acknowledged Approved
Highlighted [REH ¢ .
) . . . . nline upplier upplier rder ar X .. ant ent
(Highlig Standard INVSHT14 DuluxGroup {Australia) 4200956714 Onli Suppli Suppli Ord 29 Mar 2017 $1669624 AUD S s
indicate action is invoice Py Ld - TEST
. Standard DuluxGroup (Australia) . . .
requ i red) Invoice INVSH36 Pty Ltd - TEST 4200956711 Online Supplier Supplier Order 29 Mar 2017 $16,696.24 AUD Sent Sent
Jrandard INVSHORT1 E;'“L’;Sf"T“'E’S(?“S"a“a) 4200956689  Online Supplier Supplier  Order 28 Mar 2017 5275000 AUD  Acknowledged | Approved
f:f;i::fd 12356 Eg“ﬁ?f‘#‘gé?“s"a"a) 4200956694  Online Supplier Supplier  Order 28 Mar 2017 53228500 AUD  Sent Sent
Line-ltem Credit DuluxGroup (Australia) . ) . ~
Memo CRSHS Pty Ltd - TEST 4200956647 Online Supplier Supplier Order 28 Mar 2017 5-1,803.78 AUD Acknowledged Sent
Standard . DuluxGroup {Australia) . ) .
Invoice invshd Pty Ltd - TEST 4200956647 Online Supplier Supplier Order 28 Mar 2017 $4,509.45 AUD Sent Sent
Standard DuluxGroup (Australia) . ) .
Invoice INVTSTE Pty Ltd - TEST 4200956646 Online Supplier Supplier Order 27 Mar 2017 $1,760.00 AUD Acknowledged Sent
Standard DuluxGroup (Australla) . . . .
o G S @ IN@HG [ -t P '_420@56623. ',Onlln} - P Sum]ler P Suwller & Olﬂer - ',23 h@r 21];2 .h\\agﬁ\gﬂ éUD fﬂ\\ﬁ- K- ;;“-h\\'__h_
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Line Item Credit Memo

+ Line Item Credit Memo (LICM) can be sent to DuluxGroup via the Ariba Network and do not need to be sent in the mail
+ Do not send a credit not by post or email if it has been submitted via the Ariba Network.

+ Please also note the following when creating Credit Memos:
Credits are supported against specific line items from a previously submitted invoice
Credits can be for full or partial amounts



Begin the Line Item Credit Memo

Click the Outhox tab on the Ariba Collaborative Supply Chain Company setinge v Y

Dashboard. HOME  INBOX - 0 PLANNING SATALOGS REPORTS CSV Documents v
. . Invoices Crder Confirmations Ship Notices Extended Collaboration Product Replenishment Drafts
Screen displays: Invoices
Invoices
Click on the Invoice #. » Search Filters

Click on Create Line-ltem
Credit Memo.

Invoices (18)

Type Invoice # Customer Reference Submit Method Submitted By Origin Source Doc Date Amount Routing Status Invoice Status
Standard INvTST2INy  DuluxGroup (Australia) 4200956737 Onli Suppl Supplier  Ord 3 Mar 2017 350000 AUD  Acknowledged S
. . . Invoice Pty Ltd - TEST nline upplier upplier rder ar $3,500. cknowledge: ent

Screen dlsplays Create LI ne- Standard DuluxGroup (Australia)

Item Cred|t MemO Invoice INVSHT22 Pty Ltd - TEST 4200956722 Online Supplier Supplier Order 30 Mar 2017 51580150 AUD Acknowledged Sent
Standard DuluxGroup (Australia) . ) .
Invoice INVSHT721 Ply Ltd - TEST 4200956721 Online Supplier Supplier Order 30 Mar 2017 $17.930.80 AUD Acknowledged Sent
Standard . DuluxGroup (Australia) . ) .
Invoice invnucnikey1 Ply Ltd - TEST 4200956716 Online Supplier Supplier Order 29 Mar 2017 $660.00 AUD Acknowledged Sent
Standard INVSHT14 DuluxGroup (Australia) 4200956714  Online Supplier Supplier  Order 29 Mar 2017 $16,69624 AUD  Sent Sent
Invoice td - TEST
Standard INVSH36 iroup (Australia) 4200956711 Online Supplier Supplier  Order 29 Mar 2017 51669524 AUD  Sent Sent
Invoice 1-TEST

étandard Uuluxéroup (Austra\iaj . ) .
e B G O ® INVSHE o el AT e FQO@SGS?&. 'Onlln;. - rSumJ\er P Supplier P Ow.er PRk Mar 20*1 'g‘gﬂggﬂ‘&UD‘t_S‘w‘t‘t_‘_&m‘t_‘t

Invoice: INVSH6 “

Create Line-item Credit Memo ¥ This Invoice Print  Download PDF  Export cXML

Detail Scheduled Payments History

Standard Invoice [/ Tax Invoice
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Line Item Credit Memo

Enter a Credit Memo # Create Line-ltem Credit Memo ‘ Update ‘ ‘ Exit ‘ “

All other information in the
Summary, Tax, Shipping, ¥ |nvoice Header * Indicates required field

Special Handling, Discount,

and Additional Fields should Summary
default @ Subtotal: $-15,178.40 AUD View/Edit Addresses

Credit Memo #:* | 2333445CRRD Total Tax:  $-1,517.84 AUD
Total Amount without $-15,178.40 AUD

Enter a Reason for Credit Credit Memo Date: | 2 Apr 2017 o Tax
Amount Due: $-16,696.24 AUD

M €mo. Original Invoice No: INVSH36

Original Invoice Date: 29 Mar 2017
Supplier Tax ID:* | 9999999999

Remit To:  TestW1 - Co-Packers - TEST

melbourne vic
Australia

Bill To: Coatings - Aust

Clayton VIC
Australia

L S Y Y SN SN Y S Y S Y SR SN S S Y SN S S S S S S S S S S S S Sy Sy -y -y ..y

Comment

Default Credit Memo
Comment Text:

Reason for Credit Memo:* | Goods Damaged during Transif @
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Line Item Credit Memo cont.

2 Line Items, 2 Included, O Previously Fully Invoiced

Check Quantity (The Line [tems
Quan._tlty m USt Contaln a Insert Line ltem Options
nega‘tlve number eg -1) Tax Category: N Shipping Documents Special Handling Discount Add to Included Lines
C||Ck NeXt . No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal

10 @ MATERIAL ENVIRCSOLUTIONS ES800 4 EA $1,517.84 AUD $-6,071.36 AUD
Screen displays: Create Line- ,
Item Credit Memo review Pricing Details Price Unit EA Price Unit Quantity: 1.0

Unit Conversion: 1 Description
Tax v Taxable Amount:  §-6,071.36 AUD

Category:* | GST Rate(%): 10.00

Tax Amount:  §-607.14 AUD
Location: AUSTRALIA
Description:  Purchasing - GST - Creditable

Regime: N
No Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
20 @ MATERIAL ENVIROSOLUTIONS ES800 5 EA $1,517.84 AUD $-9,107.04 AUD
Pricing Details Price Unit.  EA Price Unit Quantity: 1.0
Unit Conversion: 1 Description:
Tax Taxable Amount:  $-9,107.04 AUD
Cat s v .
ategory: | GST Rate(%): 10.00
Tax Amount:  $-810.70 AUD
Location: AUSTRALIA
Description: Purchasing - GST - Creditable
Regime: N
Line ltem Actions | | Delete

Update ‘ ‘ Exit ‘ Next ‘
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Line Item Credit Memo cont.

> Review Credit Memo.

8. Click Submit.
> Screen returns — Invoice

Note: When you return to the
Purchase Order the Order Status
has changed to Partially Invoiced or
the previous Order Status.

© 2017 SAP Ariba. All rights reserved.

Create Line-ltem Credit Memo Previous Exit

Confirm and submit the line-item credit memo. It will not be electronically signed according to the compliance map and your customer's invoice rules. The document's originating country is: Australia. The document's destin; Ty is: Australia.
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old inveices once you subscribe to the archiving service.

Line-ltem Credit Memo

(Original Invoice No: INVSH36)

Credit Memo # - 2333445CRRD Subtotal - $-10,624.88 AUD
Credit Memo Date . Sunday 2 Apr 2017 5:45 PM GMT+10:00 Total Tax : 5-1,062.49 AUD
Original Invoice No : INVSH36 Total Amount without Tax : $-10,624.88 AUD
Original Invoice Date : Wednesday 29 Mar 2017 9:08 AM GMT+10:00 Amount Due : §-11,687.37 AUD

Original Purchase Order : 4200956711

REMIT TO: BILL TO: SUPPLIER:

TestV1 - Co-Packers - TEST Coatings - Aust TestV1 - Co-Packers - TEST
Postal Address: Postal Address (Coatings - Aust): Postal Address

testville 1956 Dandenong Road testville

melbourne VIC 3000 Clayton VIC 3168 melbourne VIC 3000
Australia Australia Australia

Tax ID of Supplier: 9999999999 Phone : +61 () 03 9263 5678

Fax:+61 () 03 9543 4346




Te” What Thlnk |

Us You .
bOde A 32 4 %4 3
SAP Ariba Training Survey



https://surveys.sap.com/SE/?SID=SV_4SCG5JCWkkHN8b3

Support

Click on the Help Centre — Support
2. Select support option;

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

=

Ariba Technical Helpdesk

On the Home screen

Click on Company Settings

Click on Customer Relationships
Click on Supplier Information Portal

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

POpPE

Ariba Network Training Request E: an.sellertraining.aus@sap.com
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