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Introduction

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

instructions, procedures and hints to facilitate a smooth flow of procurement between Rio Tinto and supplier.

Guide Key

« This indicates an Instructional steps
+ An additional step is indicated by

Note: Functionality specific notes
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Invoicing

Material Order Invoice

For any price variances send an Order Confirmation with Changes Proposed to Rio Tinto for approval prior to sending the goods

Once you have submitted an electronic invoice please do not send a paper/hard copy invoice

Service Order Invoice

Multiple Invoices can be created against the same PO line up to the quantity/value available on that PO line

Maximum of 200 lines (including the Parent Line), refer to the Service Order Guide for Invoicing Service Orders



Invoicing - General Information

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

The Order Number displayed is generated by the Buyers system.

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

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

Company Settings »

Ariba Supply Chain Collaboration

HOME OUTBOX CATALOGS REPORTS UPLOAD/DOWNLOAD MESSAGES CSV Documents v Create v

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

Orders and Releases

Orders and Releases Items to Confirm Items to Ship Return ltems

» Search Filters

Orders and Releases (100+) « Page 2 v R =

Tom Price Mine Site

Order 3000962708 1 Rio Tinto - TEST Tom Price, WA $26,020.00 AUD 22 Nov 2018 New 50.00 AUD Original Actions
Australia
Tom Price Mine Site

Order 3000962709 1 Rio Tinto - TEST Tom Price, WA $26,000.00 AUD 22 Nov 2018 New 50.00 AUD Original Actions
Australia
Clermont Coal Mine

Order 3023205774 3 Rio Tinto - TEST Clermont, QLD $210.00 AUD 11 Oct 2018 Confirmed 50.00 AUD Changed Actions
Australia
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Locating and Opening a Purchase Order to Invoice

From the Dashboard or
Homepage

From the Inbox
Click Inbox

Screen displays Orders and
Releases

Click on Order Status to sort
alphabetically

Using Search Filters
1) Click on Search Filters
2) Click in Order Status
3) Select Confirmed
4) Click on Search,
confirmed orders will be
displayed

3. Select the required purchase
order

Note: Only confirmed purchase
orders can have an invoiced created

© 2019 SAP Ariba. All rights reserved. 6

Ariba Supply Chain Collaboration

Company Settings v

HOME CATALOGS REPORTS UPLOAD/DOWNLOAD MESSAGES CSV Documents »
Orders and Releases Extended Collaboration Time & Expense Sheets Early Payments Scheduled Payments Remittances More...
Orders and Releases
Orders and Releases Items to Confirm ltems to Ship Return ltems

4

w Search Filters -

Customer: All Customers AV

&

Order Number:

@ Partial number Exact number

(]

Buyer Location Code:

=

Invoice Number:
Show orders by: | @ Creation Date Inquiry Date

Date Range: Last 31 days ~
26 Oct 2018 - 26 Nov 2018

Orders and Releases (11)

Type Order Number Ver Customer

Order 3000962652 3 Rio Tinto - TEST
Order 3023206207 @ Rio Tinto - TEST
Order 3023206231 1 - Rio Tinto - TEST

Min. Amount:
Max. Amount:
A P Order Status:

View:

Minimum
Maximum

Confirmed N /
D 4

All except hidden orders 7 ~
Search only blanket purchase orders
Search only scheduling agreement releases or scheduling agreements

View all active

Search only service purchase orders
\\ﬁ/
R v

Number of Results: 100 v ‘ Save Preferences ‘

Ship To Address Amount
Main Warehouse 20RAX-Wilmington ¢
Wilmington, CA $56.05 USD

United States

Packaging Warehouse BORAX-Boron

Boron, CA $123.00 USD
United States

CENTURION TRANSPORT CO PIL

HAZELMERE, WA $254.56 AUD
Australia

‘ Reset ‘
Date Or-:;&am t Amount Invoiced Revision Actions
5 Nov 2018 Confirmed m 50.00 USD Changed Actions
6 Mov 2013 Confirmed - S0.00 USD Changed Actions
2 Nov 2018 Confirmed 50.00 AUD Original Actions




Begin the Invoice

With the Purchase Order
open

Click Create Invoice
Select Standard Invoice

Screen displays Create
Invoice

Enter the Invoice #

Confirm or enter the Invoice
Date

Confirm or enter the Supplier
Tax ID

Scroll down to Supplier VAT
ID

Purchase Order: 3023206231

¥ Create Order Confirmation «

| Create Ship Nofiz= ‘

Order Detail Order History

From:

Create Invoice

¥ Invoice Header

Summary

Purchase Order: 3023206231
Invoice #* FTT5656588INV-1

Invoice Date:* | 26 Nov 2018
Service Description:
Supplier Tax 1D-* | 123456789

Remit To MTU v

Perth WA
Australia
Eill To:  Pilbara Iron Co Serv PIL

Perth WA
Australia

Payment Term

Discount or Penalty Term{days). 0

=i Create Invoice v ‘ IO’rint | Download PDF | Export cXML

Standard Invoice ‘ -

: | Line-ltem Credit Memo

Line-ltem Debit Memo

To:

Purchase Order

‘ Update ‘ ‘

Save ‘ ‘ Exit ‘ Next

Subtotal: $284.56 AUD
Total Tax:  $28.46 AUD
Amount Due: $313.02 AUD

[4)
15

Percentage(%): 0.00

* Indicates required field Add to Header »

View/Edit Addresses.
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Standard Invoice — Header Level

Supplier VAT/Tax ID is Tax paid through a Tax Representative

dISplayed Supplier VAT

Confirm or enter the Supplier Supplier VAT/Tax ID:* | 123456789 @
VAT/Tax ID A

Attachments 0
Add AttaCh ment (If reqUIred)’ The total size of a]l éﬂé-ghments cannot exceed 10MB Remove
refer Slide 10, Adding an

Attachment to Header Level Browse...

8. Scroll down to Line Items Name Size (bytes) Content Type

0. C||Ck on Tax Category An.docx 12036 applicationfvnd.openxmiformats-officedocument wordprocessingml. document

10. Select the required Tax rate L Delete
from the drop down

11.Click on Add to Included Add to Header v
Lines

Line ltems @
Screen opens a Tax section N & @ m

for each Line item Insert Line tem Options ¥ .

Retail Details « [Tax Category: | 10% GsT/6ST v @ Add to Included Lines

Shipping Documents Special Handling Discount Informational Pricing
No. Include Type Part # Description Customer Part # Unit  Unit Price Subtotal
T b
R I e e NPy S SO 3 "-J‘ Y Ny - l‘\., lwﬁk,‘
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Adding Shipping at Header Level

Only add Shipping when NOT
already built into the cost of
goods or as part of your trading
terms with Rio Tinto

With the Invoice open

Click on Add to Header

Select Shipping Cost

The Shipping cost section will
open

Enter the Shipping Amount
Click on Update
Click again on Add To Header

Click on Shipping Tax

The Shipping Tax section will be
displayed

Confirm or select the correct tax
Category

The total for the tax rate selected
is displayed

Create Invoice

¥ Invoice Header

Summary

Purchase Order: 3000962717
Invoice #* | 887-2

Invoice Date:* | 3 Dec 2018
Service Description:
Supplier Tax 1D:* | 63009342572

Remit To MTU v

Bill To:  U.S. 2orax Inc
Shipping Cost
Shipping Amount  § $123.76 AUD

Shipping Tax
Category:* | 10% GST / GST
Location:

Description: | GST

Regime:

®

Subtotal:
Total Tax:
Amount Due:

Shipping Date:

Taxable Amount: | $123.76 AUD
Tax Rate Type:
Rate(%). | 10
Tax Amount: | $12.38 USD

Exempt Detail: | (no value) ~

OE=m - | - =

$152.53 AUD
$15.25 AUD
$167.78 AUD

2,

* [ndicates required field | Add to Header v

Shipping Cost
Shipping Tax 6
Shipping Documents \ |
Amount Details

Special Handling

Additional Reference Documents and Dates
Comment

Attachment

Remove

Remove

P o = e Y D NGy YW SRy WP T Sl i S S e
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Adding an Attachment to Header Level

» With the Invoice displayed

1. Click on Add to Header
2. Select Attachment

> The Attachments section will
open

Click on Browse

Select the file required from
your computer and select
Open

Click on Add Attachment

The selected document is
added

Note: Repeat until all
attachments are added up to a
maximum of 10MB

» To delete a document:
1) Click on the document
2) Click on Delete

Supplier VAT

Supplier VAT/Tax ID: | TestABN

= O

Shipping Tax

Shipping Documents
Special Handling
Ing Special Handling Tax

Additional Reference Documents and Dates ST/ Free av4 Shipping Documents Special Handling Discount

Comment
Attachment ‘ e art # Description Customer Part # Quantity Unit

Attachments
The total size of all attachments cannot exceed 10MB m e 6

Browse. .. Add Attachment ‘

1 Line ltems, 1 Included, O Previously Fully Invoiced

Add to Included Lines

Unit Price Subtotal

Remove

MName Size (bytes) Content Type
An.docx 12036 application/vnd.openxmiformats-officedocument wordprocessingml. document
N 74
L) - Delet Mame Date medified Type Size
[ h elete Doc3.docx 8/09 5 2:19 PN Microsoft Word D.. 405 KB
Docd.docx 2 64:44PM  Microsoft Word D... 56 KB
\\ // DocS.docx Microsoft Word D... 45 KB
= | Doch.doex Microsoft Word D... 452 KB
Add to Header v Doc7.docx Microsoft Word D... 241KB
Docd.docx Microsoft Word D... 438 KB e
] (D -
Line Items [
Open Cancel

© 2019 SAP Ariba. All rights reserved.



Standard Invoice — Line Level

Click in Tax Category Line Items o e e

Insert Line ltem Options

Select the Tax Rate from the Retail Details o |Tax Category. | 10% GST/ GST V
drop down box

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Click on Add to Included 1 @ MATERIAL VALVE SOLENOID;110V:SCREW TERS ~ 20110023 2 BX $56.05AUD $112.10 AUD
Lines N _
Pricing Details Price Unit:  BX Price Unit Quantity: 1.0
Unit Conversion: 1 Description:
» A Tax section will open for Tax femove
. Category:* 10% GST/ GST N : =
eaCh Llne |tem gory Taxable Amount: | $112.10 Al
Rate(%): 10
. . Location: Tax Amount:  $11.21 AU P~
Confirm or enter the Quantity . - N
Description: GST empt Detail: | (no value)
Regime: A
Confirm or Select the correct
tax Category MNo. Include Type Part # Description Customer Part # Quanjtity Unit Unit Price Subtotal
2 (€] MATERIAL CABLE:7M-QUICK DISCONNECTION 20110028 1 EA $40.43 AUD $40.43 AUD
Repeat for all line items, click . ) o o )
Pricing Details Price Unit: EA Price Unit Quantity: 1.0
Next Unit Conversion: 1 Description:
Tax . Remove
. . .. Category *  10% GST/ GST v .
Refer to Slide 13, Finalising Taxable Amount: | $40.43 AUD
1 Rate(%): 10
an |nVOIC8 Location Tax Amount:  $4.04 AUD
Description: GST Exempt Detail: | (novalue) ~
L . :
Line ltem Actions v Delete @

Update Save Exit Mext ‘

© 2019 SAP Ariba. All rights reserved.




Adding an Attachment at Line Level

1 Line ltems, 1 Included, 0 Previously Fully Invoiced

Screen displays Line Iltems Line ltems

Insert Line Item Options

C||Ck on the L|ne that requ|res \/ Tax Calegory: (% GST / Exempt (Vs Shipping Documents Special Handling Discount

the Attachment
Mo Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal

5 a . J @ MATERIAL 3772899 Black Whiteboard Markers 100 BX $4.99 AUD $499.00 AUD

Click on Line Item Actions \ ,
Tax Category * 0% GST/ Exempt v Taxable Amount: | $499.00 AUD Remove
Select Attachment Rate(%): 0
Location Tax Amount:  $0.00 AUD

. Description: Exempt Exempt Detail | (novalue)

Click on Browse Regime v

Select the file from your @j [ e |

computer and click on Open

Edit
Name Date modified Type Size
Add 1 Doc3.docx /00/2016 2:19 Microsoft Word D... 405 KB
. Docd.docx Microsoft Word D... 56 KB
Click on Add Attachment Tox Docs docx fordD..  245KB
Doc6.docx ford D.. 452 KB
Shipping Documents f| Doc7.docx Word D... 241 KB
The attachment is added Special Handiing 8 0octdoe oD

Discount - ‘ [ Files () -

Comments Open
O Jerms of Use

To delete an attachment: SA|

famal Attachment I

1) Click on the attachment e s

B © 1996-2018 Ariba, Inc. All rights reserved. 6
2) Click on Delete
The total size of all attachments cannot exceed 10MB Remove
S

Note: You can add multiple R ‘
attachments up to a maximum of Name Size (bytes) Content Type

10 M B Attachments
\\ 4 281043 _Search_R_blue.png 26685 image/png

—~

=l

© 2019 SAP Ariba. All rights reserved.



Finalise Standard Invoice

> Review the Invoice.

Create Invoice Previous Save Exit

1. C“Ck Su b mit Confirm and submit this document. 0

Standard Invoice [/ Tax Invoice

2. Click on Exit

Note: Screen returns to the Invoice Number - 887-1 Subtotal - $152.53 USD
Invoice Date - Monday 3 Dec 2018 8:35 AM GMT+11:00 Total Tax: $1525UsD
Purchase Order the _C)rder Status Original Purchase Order - 3000962717 Amount Due : $167.78 USD
has changed to Partially/Invoiced
REMIT TO: BILL TO: SUPPLIER:
3. Click on Done
Rio Test Supplier AU U.5. Zorax Inc Rio Test Supplier AU

» Screen displays the Orders _ grialfidiess, o A JJ"““ - MH—MaIW.S}QW‘ T s i st 2RISR Pt o pome mad  ginen geenmes.
and Releases

Invoice 887-1 has been submitted. Purchase Order: 3000962717 | oore |

. . . ‘ ¢ Create Order Confirmation v ‘ ‘ ®| Create Ship Motice ‘ ‘ = Create Invoice v Hide | Print Download PDF | Download CSV | Resend
= Print a copy of the invoice. \
+ Exit invoice creation. —

Order Detail Order History

From: To: Purchase Order

U.S. 2orax Inc Rio Test Supplier AU (Invoiced)
Test Address AU 3000962717
Brisbane 4000 \ / Amount: $152.53 AUD
Australia = Version: 1
Buyer ABN:  Goods PO Phone
Payment Terms ' Routing Status: Acknowledged
0.00% 0 Related Documents: = 887-1
Payable immediately Due net v Test Conf
“ Test Conf
Comments.

© 2019 SAP Ariba. All rights reserved.




Standard Invoice — History Tab

Use the Invoice History to Purchase Order: 3000962717 | oo |
identify:
Order Detall | Order History
Who created a document
What occurred with the Purchase Order: 3000962717 From Customer: Rio Tinto - TEST
document St . 97 Moy 2015 3.46.02 PV GMT#11.00 rouing Status Acknovleded
The date and time stamps of History
the various processes that Status Comments Changed By Date and Time
have affected a document The order was queued. PropogationPracessor-128435075 27 Nov 2018 3:46:44 PM
Line Item level information Sent The HTML order was sent to the supplier's Inbox. ANPODispalcher-128481025 27 Nov 2018 3:46:54 P
Confimed Test Conf 27 Nov 2018 3:58:12 PM
Confirmed Test Conf 27 Nov 2018 4:16:24 P
Line Items
Line # Pan# Customer Part # Revision Level Qty (Unit Need By Price Subiotal  Customer Location
1 20110023 2.0 (BX) 30 Nov 2018 $56.05 AUD $112.10 AUD

Description: VALVE,SOLENOID;110V;SCREW TERMINALS
Status
2 Invoiced Amount: $112.10 AUD

(Comments: Price changed, Scheduled delivery date changed ; Confirmed Part Number: 3115232 ; Estimated Shipment Date: 3 Dec 2018 ; Estimated Delivery Date: 3 Dec 2018 ; Confirmed Unit Price:
1 Confirmed With Changes 563.97 USD )

1 Confirmed With Changes  (Comments: price & date ; Estimated Shipment Date: 30 Nov 2018 ; Estimated Delivery Date: 30 Nov 2018 | Confirmed Unit Price: $65.974UD )

Control Keys
Ship Notice: allowed

Invoice: is not ERS Unit Price Editable:
2 20110028 1.0 (EA) 30 Nov 2018 540.43 AUD $40.43 AUD

Description: CABLE;7M;QUICK DISCONNECTION CABLE
| '&"-‘ '_‘_"—““~r——‘f‘rA’__’&‘m}“th*-"“‘,." _J-b“,‘“ e oatl™ Pt ’,‘uﬁ.—mﬂjrw

© 2019 SAP Ariba. All rights reserved.




Routing Status

The routing status identifies the journey of documents (order confirmation, ship notices & invoices) through the Ariba Network between Rio Tinto and the Supplier.

Status Level Definition

Accepted Ariba accepted the purchase order from your customer or from the catalog tester
Order Queued Ariba Queued the purchase order from cXML processing
Sent Ariba successfully converted the purchase order from cXML to EDI and has forwarded it to your VAN

in an interchange

Acknowledged Ariba received a positive functional acknowledgment from you

Failed Ariba could not route the purchase order and it lists the reason for the failure. The supplier needs to
resend the purchase order after correcting the issue. Contact Help Centre for further assistance

© 2019 SAP Ariba. All rights reserved.




Order Status Descriptions

=

New Initial state. This is a new purchase order

Changed Existing purchase order has been Canceled or replaced (obsoleted) by this subsequent (changed) purchase order
Confirmed All sub-quantities are confirmed

Failed Ariba experienced a problem routing the order to the supplier. Suppliers can resend failed orders

Shipped Final state. All sub quantities are shipped. A line item or sub-quantity that is shipped cannot be updated again
Invoiced All ordered quantities have been invoiced

Partially Confirmed Some of the ordered quantities have been confirmed

Partially Shipped Some of the ordered quantities have been shipped

Partially Invoiced Some of the ordered gquantities have been invoiced

Partially Rejected Some or the ordered quantities have been rejected

Obsoleted Purchase order that has been replaced by a subsequent (changed) order

Returned When a goods on a Purchase Order are returned from Rio Tinto

Rejected A Purchase Order Confirmation that has been Rejected by Rio Tinto

© 2019 SAP Ariba. All rights reserved.




Invoice Status

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

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



Locating the Invoice Status

1. Click the Outbox tab on
the Dashboard

» Screen displays Invoices

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

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

© 2019 SAP Ariba. All rights reserved.

Ariba Supply Chain Collaboration

HOME INBOX

REPORTS

UPLOAD/DOWNLOAD

MESSAGES

Invoices Order Confirmations Ship ﬁoiices Service Sheets Extended Collaboration Product Replenishment Drafts
Invoices
» Search Filters
Invoices (100+)
Type Invoice # Customer Reference Submit Method Submitted By Crigin Self Billing  Date
standard - 76HG_INV_01 Roar™® 3023204284 Online Supplier Supplier Mo 30 Nov 2018
Standard - Arg_COMP_001 Roar™® 3120856437 Online Supplier Supplier Mo 22 Nov 2018
ﬁm‘;g’d A56TTTT ?iE"STTi““’ © 3023205900  Online Supplier Supplier Mo 8 Aug 2018
Standard - yGinvoice Roar™® 3023202365 Online Supplier Supplier Mo 14 Sep 2017
Standard - 999686745-1 Roar™® 3120856510 Online Supplier Supplier Mo 30 Nov 2018
Standard - jnvoicet23 Roar™® 3023206321 Online Supplier Supplier Mo 26 Nov 2018
Line-
tem DEBITMEMOTEST123  HOTIMO- 3553505870 Online Supplier Supplier Mo 7 Aug 2018

Debit

TEST
I Y e S

i s S o D

',f"‘ e

Company Settings v

Amount
527.50
$110.00
52,842.40
51,662.41
§2,621.86

586.00

555.00

CSV Documents «

AUD

AUD

AUD

AUD

AUD

AUD

AUD

Page

Routing Status (@
Acknowledged
Acknowledged
Acknowledged
Acknowledged

Acknowledged

Acknowledged

Acknowledged

Help Center »

Create »

v »

Invoice Status (i) 1
Approved
Approved
Approved
Approved

Sent

Rejected

Sent

POV RN g SR L P - g — W




Partial Invoicing

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

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



Locating and Opening a Partial Invoice using Inbox or Search

From the Inbox

Select the applicable
Invoice with a Partially
Invoiced status

»  Screen displays the Invoice

Note: Use Order Status to sort
invoices by Partially Invoiced
Status

Using Search:

1) Click on Search Filters

2) Select the required Date
Range

3) Click on Order status
and select Partially
Invoiced

4) Click on Search, the
results are displayed

3. Click on the required
purchase order

Ariba Supply Chain Collaboration

CATALOGS REPORTS

Extended Collaboration

Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments Remittances
Orders and Releases
Orders and Releases tems to Confirm Items to Ship Return ltems
N 4
¥ Search Filters ~
Customer: All Customers v Min. Amount:
Order Number: @ Max. Amount:
@ Partial number Exact number Order Status:
Buyer Location Code: @ View:
Invoice Number @
Show orders by: (@ Creation Date \\ﬁ;‘y Date
b\ 4
Date Range: Last 31 days ~ & %

2 Nov 2018 - 3 Dec 2018

Orders and Releases (1)

ype Order Number Ver Customer

Order 3120856437 Rio Tinto - TEST

UPLOAD/DOWNLOAD

MESSAGES

Ship To Address Amount

Tom Price Mine Site
Tom Price, WA
Australia

$30,000.00 AUD

Number of Results: 100

Date

12 Nov 2018

+H Company Settings v

CSV Documents »

More...

Minimum
Maximum

Partially Invoiced v P

All except hidden orders

Search only blanket purchase orders

Search only scheduling agreement releases or scheduling agreemergs
View all active \ﬁ/

Search only service purchase orders

h ‘ Save Preferences ‘ ‘ Reset ‘

b
@‘-.mmrt Invoiced

$100.00 AUD

Order Status | Revision Actions

Partially Invoiced Original Actions

PSRV SN S S PO J’L&Wﬁ," B gt B s ot s i B
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Completing a Partial Invoice — Header Level

» The Purchase Order is
displayed

Note: All previous documents
are displayed under Related
Documents
Click on Create Invoice
Select Standard Invoice
Screen displays the Invoice

Enter the Invoice Number

Confirm or enter the
Supplier Tax ID

Scroll down to Supplier
VAT/Tax ID

© 2019 SAP Ariba. All rights reserved.

Purchase Order: 3000962651

Dé | Download PDF Export XML | Downlead CSV | Resend

v Create Order Confirmation

Order Detail Order History

From:
Pilbara Iron Co Serv P/IL

Payment Terms i
0.000% 30
within 30 days Due net

Comments

e e A e T

Create Invoice

v Invoice Header

Summary

Purchase Order: 3000962651
Invoice #*§ 776-2

Invoice Date:*] 3 Dec 2018
Service Description:
Supplier Tax ID:* | 123456789

Remit To MTU e

Standard Invoice
Line-ltem Credit Memo

Line-ltem Debit Memo

0

To:

Rio Test Supplier AU
Test Address AU
Brisbane 4000
Australia

Subtotal: $2,589,600.00 AUD
Total Tax: 50.00 AUD
Amount Due: $2,589,600.00 AUD

Purchase Order m

(Partially Invoiced)
3000962651

Amount: $2,600,000.00 AUD
Version: 1

Routing Status: Acknowledged
Related Documents: = Arb_inv_01.03
=1 Arb_inv_01.02
= Arb_inv_01.1
More(1) »

Update ‘ ‘ Save ‘ ‘ Exit ‘ Next

* Indicates required field Add to Header «

View/Edit Addresses



Completing a Partial Invoice — Header Level cont.

Confirm or enter the Supplier
VAT/Tax ID

Add Attachment (if required),
Refer to Slide 10, Adding an
Attachment to Header Level

Scroll down to Line Items

Select Tax Category

Select the correct Tax rate

Click on Add to Included
Lines

A Tax section will open for
each Line item

Confirm or update the
Quantity

Click on Update
Review the totals
Click on Next

Screen displays Confirm
Invoice

Tax paid through a Tax Representative

Supplier VAT

Supplier VAT/Tax 1D:*| 123456789

= 15

Add to Header =

Line ltems

Insert Line ltem Optinn\s'

Retail Details \/ Tax Category: 10% GST/ GST Add to Included Lines
Shipping Documents Special Handling Discount Informational Pricing
MNo. Include Type Part # Description Customer Part # Quantity mUnit Unit Price Subtotal
1 @ MATERIAL VALVE,SHUTTLE:HAGGDRVES 523-11966-0 20009797 500 A 47 $2,600.00 AUD $1,300,000.00 AUD
Pricing Details Price Unit: EA Price Unit Quantity: 1.0
Unit Conversion: 1
Tax Category* 10% GST/GST v Taxable Amount | $1,300,000.00 AUD Remove
Rate(%). 10
Location: Tax Amount:  $130,000.00 AUD
Description: GST Exempt Detail: | (no value)
Excluded line items cannot be modified.
2 @ MATERIAL CABLE;7TM:QUICK DISCONNECTION CABLE 20110028 0 EA 540.43 USD S0 USD
Excluded line items cannot be modified.
Line ltem Actions ‘ ‘ Delete @ @
Update ‘ ‘ Save ‘ ‘ Exit ‘ Next

© 2019 SAP Ariba. All rights reserved.



Completing a Partial Invoice Multiple Line Level Purchase Orders

3 Line ltems, 2 Included, 1 Previously Fully Invoiced

» Complete the header Details Line ltems
as per standard invoice:
Invoice Number Insert Line Item Options
Tax Rate Tax Category:  GST A Shipping Documents Special Handling Discount Add to Included Lines
Shipping
Attachments (|f No. Include Type Description Customer Part # Quantity Unit
required) 1 @ MATERIAL ltem Description Line 1 \ﬁ/ 1 EA $1,500.00 AUD $1,500.00 AUD
Scroll down to Line items Remove
Classification Domain: | unspsc Code: | 48102102
1) Only OUtStanding totals No. Include Type Description Customer Part # Quantity Unit
will be_dls_played in the N ®© MATERIAL ltem Description Line 2 X o EA $2,000.00 AUD
> (Z?uan_tltg_ field h h gcu'ﬁ?e items cannot be modified.
) ero indicates that the No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
total on the Purchase
Order has been fU”y 3 @ MATERIAL Item Partno3 Item Description Line 3 2 EA $2,000.00 AUD $4.,000.00 AUD
invoiced
3) Use Delete to remove Classification Domain: | unspsc Code: 48102102 Remove
zero quantity items
. . . Line ltem Actions Delete ‘\ﬁ/
» Complete line items details al
by indicating the correct @
guantities for invoicing s
Update Save Exit Mext

3. Click on Update
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Finalising a Partial Invoice

2 Line ltems, 2 Included, 0 Previously Fully Invoiced

Line ltems Invoice TEST660009 has been submitted.

1. Click on Next

>  Screen displays Create nsert Lne liem Options

- g - q » Print f thao i i
. Tax Category: | GST v Shipping Documents Special Handling Discount Add to Included Lines E;llr; i:\;?;: cr:‘reah:;::“mcr
Invoice .

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Click on Submit 1 @ MATERIAL ltem Parno1 ltem Descriptian Line 1 1 EA 51,500.00 AUD $1,500.00 AUD
Click on Exit Classification Domain: | unspsc Code: | 48102102 Remave
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Screen d isplays the 3 @ MATERIAL Item Partno3 Item Description Line 3 1 EA $2,000.00 AUD $2,000.00 AUD
Purchase Order with either:
Classification Domain: | unspsc Code- | 48102102 Remove
InVOICEd aS a" Items L Line ltem Actions = | | Delete
have been invoiced that
were on the original
Purchase Order =
‘ Update ‘ ‘ Save ‘ ‘ Exit ‘ Next
Or ) - lp
Creata |n1.rﬂ|ce Presicus Save m (] ur[:hﬂse Drder
. . - ' ' (Invoiced)
Partially Invoiced as Confinm and submis this document, 1 will 5ot be electranically signed according 1o the compliance mag and your customars invoice rules, The document's originating cwre .The Q0000220677
HITEH doo s destination isz
there are sti ” items that Irwumn:liwu’r :mhrmwa:ﬂm in the Ariba long tenm document archiving, you can subscribe 1o an archiving service, Note that you will sleo be able 1o archive old invo S nes you subseribe to Amount: $59.97 AUD
have not yet been o avchiving servics. Version: 1
invoiced on the original Standard Invoice [/ Tax Invoice
Purchase Order Purchase Order
Iervoice Mumbser - TESTEE0009 Subitotal $3,500.00 AUD . .
rvoicn Date - Thuesday 4 Jan 2018 11:45 AM GMTe11:00 Total Tax S350000 AUD (Partially Invoiced)
Oiviginal Puechase Order - 3700029909 Total Gross Ameount 53850000 AUD 0000220714
Talal Mot Amodinl 53 850000 AUD Amount: $4995[|. AUD
Amount Dup $3,850.00 AUD

Version: 1
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Scheduled Payments

Scheduled Payments provides Suppliers with a graph indicating the progress of their invoice to payment

- The information is based on the terms agreed with Rio Tinto Limited



Locating Scheduled Payments

Company Settings

From the Inbox Ariba Supply Chain Collaboration

CATALOGS REPORTS UPLOAD/DOWNLOAD MESSAGES CSV Documents » Create »
Select Scheduled
Paym ents Orders and Releases Extended Collaboration Time & Expense Sheets Early Payments Scheduled Payments Remittances More..v @
Scheduled Payments Orders and Releases
Screen displays Scheduled Extended Collaboration
Payments » Search Filters Time & Expense Sheets
Early Payments
SEIGCt the Invoice payment (1 3) v Scheduled Payments @ =
proposal for an invoice by Remittances
C||Ck|ng on the Reference Payment Proposal Customer Reference Method Scheduled Payment Date Notfications lemaining  Amount Due Status Early Pay Status
300055205958352018001 Rio Tinto - TEST ARB_COMP_001 15 Jan 2019 R 43 Days  $110.00 AUD Scheduled Not Eligible
eceipts
Screen dlSplayS the invoice 300053213851942018001 Rio Tinto - TEST ARB_NON_004 15 Jan 2019 Pending Queue 43 Days  $110.00 AUD Scheduled Not Eligible
300053213851932018001 Rio Tinto - TEST ARB_NON_003 15 Jan 2019 Product Activity 43 Days  $110.00 AUD Scheduled Not Eligible
Click on the Scheduled 300053213851922018001 Rio Tinto - TEST ARB_NON_002 15 Jan 2019 Inquiries 43 Days  $110.00 AUD Scheduled Not Eligible
Payments tab
300053213851952018001 Rio Tinto - TEST ARB_NON_001 15 Jan 2019 43 Days  $110.00 AUD Scheduled Not Eligible
: 300053213851972018001 Rio Tinto - TEST ARB_NON_021 15 Jan 2019 43 Days  $110.00 AUD Scheduled Not Eligible
Click on the Payment - Y ¢
P roposa| 300055205958422018001 Rio Tinto - TEST ZCHG_INV_01 15 Jan 2019 43Days  $27.50 AUD Scheduled Not Eligible
105019200176492017001 Rio Tinto - TEST 1304 1 12 Jan 2019 40 Days  $48.75 AUD On Hold Not Eligible

Screen displays Scheduled
Payments
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Scheduled Payments Display

Screen displays the Scheduled Payment: 300053213851942018001 m\
Payment information, A [Srsradl o
|nC|Ud|ng: Detail Payment History History L.
> payment Proposal Payment Information
» Original Amount
o 0 Invoice ID: ARB_NON_004

» Discount Amount (if PAYMENT PROPOSAL

applicable) 300053213851942018001 (Scheduled)

Original Amount: $110.00 AUD

> Settlement Date Discount Amount: (50.00 AUD)
» Visual representation Amount Due: $110.00 AUD
> Number of days before Settlement on 15 Jan 2019

maturit
y Payment Timeline

1. Click on Done

» Screen returns to Scheduled

Payments Invoice Approved Original Due Date
Payment Proposal Received 15 Jan 2019
24 Nov 2018

Additional Information

Organization Unit: 3000
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Line Item Credit Memo

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

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

* Credits can be for full or partial amounts

Line Item Credit Memos are access via the OUTBOX




Begin the Line Item Credit Memo

Company Settings v

1. Click the Outbox tab on Ariba Supply Chain Collaboration
the Dashboard
HOME INBOX B3 REPORTS UPLOAD/DOWNLOAD MESSAGES CSV Documents v Create »
> Screen dlSpIayS |nVOiceS Invoices Order Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts

Invoices

2. Click on the Invoice#

» Search Filters
Click on Create Line-ltem

. Invoices (100+) Page 1 v P OE
Credit Memo
Type Customer Reference Submit Method Submitted By Origin Self Billing Date { Amount Routing Status @ Invoice Status (&
Screen displays Create Standard 111232323 RoTinto~ 3023206131 Online Supplier Supplier  No 3Dec 2018 $27451 AUD  Acknowledged Sent
Line-ltem Credit Memo it\f‘;‘ézrd 7762 ‘STT'"“" 3000962651  Online Supplier Supplier Mo 3 Dec 2018 §1430,00000 AUD  Acknowledged Sent
ﬁmﬂg’d 8871 & ’T‘iE"STTi"“" 3000962717 Online Supplier Supplier Mo 3 Dec 2018 $167.78 USD  Acknowledged Sent

. Standgrd P Rﬂfﬁ?'rwuaﬁga‘g‘,,nnﬁry onnesSunnlier __,,.auh\ie_r/“ AON0R0IE e GB1554630 AUD, . Acknowledgeds, . Senlmeasnttonn,

Invoice: 776-2 [ oo |
Create Line-ltem Credit Memo {@.inehem Debit Memo ‘ ‘ Copy This Invoice ‘ Print Download PDF Export cXML

Detail Scheduled Payments History

Standard Invoice / Tax Invoice

Create Line-ltem Credit Memo ‘ Update ‘ ‘ Save ‘ ‘ Exit ‘ “

Credit Memo Type @
'

®  Quantity Adjustment (i) Price Adjustment (i)




Line Item Credit Memo — Header Level — Quantity Adjustment

Confirm or select Quantity
Adjustment

Enter a Credit Memo #
Confirm the Credit Memo Date

Confirm or enter the Supplier
Tax ID

Scroll down to locate Supplier
VAT/Tax ID

Confirm or enter the Supplier
VAT/Tax ID

> All other information in the
Summary, Tax, Shipping,
Special Handling, Discount, and
Additional Fields should default

7. Enter the Reason for Credit
Memo

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

> Scroll down to Line Items

Create Line-ltem Credit Memo

Credit Memo Type

v Invoice Header

Summary

Credit Memo #* | CR0099-1

Credit Memo Date:*| 3 Dec 2018

Original Invoice No:  776-2
Criginal Invoice Date: 3 Dec 2018

Supplier Tax 1D:* || 123456789
Remit To MTU '
Perth WA

Shipping

@ Header level shipping ()

Ship From: Rio Test Supplier Al

Brisbane
Australia

® ' Quantity Adjustment () o:e Adjustment (1)

(2
©

213

Line level shipping (1)

Supplier VAT 6

Supplier VAT/Tax ID:*} 123456789

Reason for Credit Memo:* | Goods Damaged During Transit

Comment

Default Credit Memo
Comment Text:

‘ Update ‘ ‘ Save ‘ ‘ Exit ‘ Next

* [ndicates required field Add to Header «

Subtotal: $-1,300,000.00 AUD View/Edit Addresses
Total Tax:  $-130,000.00 AUD
Amount Due:  $-1,430,000.00 AUD N

S585
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Finalising a Line Item Credit Memo — Line Level -Quantity Adjustment

To add an Attachment (if

required), click on Add to
Header

Select Attachment, refer Slide
10, Adding an Attachment to
Header level

> Scroll down to Line Iltems

> Tax information is auto-populated

4.

based on the original invoice

Confirm the Unit Quantity and
enter the amount if it is different
to the one displayed (Ensure
there is a negative symbol in
front of the total)

Click Update

Note: Slide the Include button from
green to grey to exclude items not
being credited =

@

Click Next

Screen displays Create Line-ltem
Credit Memo review

Refer to Slide 34, Finalising a
Line Item Credit memo

© 2019 SAP Ariba. All rights reserved.

Insert Line ltem Options

o Add to Header Shipping Cost

Shipping Tax

Line ltems Amount Details

Special Handling

Shipping Documents

No. Include Type Part #
1 @ MATERIAL
Pricing Details ~ Price Unit: EA

Unit Conversion: 1

Tax Category-*  GST
Location:
Description: GST
Regime:
Line ltem Actions ‘ ‘ Delete

Attachment
\ ax Category:  10% GST/GST

Special Handling Informational Pricing

VALVE,SHUTTLE;HAGGDRVES 523-11966-0

Customer Part #

Price Unit Quantity: 1.0 9

Description:

Taxable Amount:

Rate(%):
Tax Amount:

Exempt Detail:

1 Line Items, 1 Included, 0 Previously Fully Invoiced

Add to Included Lines

Subtotal

$-1,300,000.00 AUD

Remove

Quantity Unit Unit Price
500 EA $2,600.00 AUD
$-1,300,000.00 AUD
10
$-130,000.00 AUD
(no value) ~
Update ‘ Save ‘ ‘




Line Item Credit Memo — Header Level — Price Adjustment

Confirm or select Quantity Create Line-ltem Credit Memo g || oo ‘ Exit Next
Adjustment

Credit Memo Type
CREDIT MEMO TYPE

Screen message displays

Quantity Adjustment (i) @ Price Adjustment (i) | '

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

¥ Invoice Header L@j sired field Add to Header

Select Yes

Enter a Credit Memo #

Summary
. q . Subtotal: $-1,300,000.00 AUD . "
Confirm the Credit Memo Date Credit Memo # | PAB553433 6 Total Tax:  $-130,000.00 AUD m View/Edit Addresses
S Amount Due: $-1,430,000.00 AUD &~
. . Credit Memo Date:*|| 3 Dec 2018
Confirm or enter the Supplier
Tax ID Original Invoice No:  776-2 o

Original Invoice Date: 3 Dec 2018

Note: All totals are shown as a Supplier Tax ID:*| 123456789 6
Negative and tax must be added at

ine i RemitTo | MTU
Line item level emit To v

Tax paid through a Tax Representative

Scroll down to locate Supplier

VAT/Tax ID Supplier VAT
Supplier VAT/Tax ID-*} 123456789 @
» Confirm or enter the Supplier
VAT/Tax ID Comment o
Reason for Credit Memo=* Price change based on re-negotiated pricing with manufacturer
> Enter a Reason for Credit Memo 6
Default Credit Memo o
- Add Attachment (if required), refer e
to Slide 10, Adding an
Attachment to Header Level fddio Header = @
Line ltems o 1 Line ltems, 1 Included, 0 Previously Fully Invoiced

Scroll down to Line items

S bw“.‘_,-—-m teend® i B st W\A‘f R U e e S W
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Finalising a Line Item Credit Memo — Price Adjustment

1 Line ltems, 1 Included, 0 Previously Fully Invoiced

Line items is displayed

Line Items
10. Enter the Quantity for the Insert Line Item Options
Price Adjustment Retall Detalls Tax Category:  10% GST/ GST v Add to Included Lines
. Shipping Documents Special Handling Discount Informational Pricing
11 En_ter the updated U_n It No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Price, this can be either an
o 1 @ MATERIAL VALVE,SHUTTLE;HAGGDRVES 523-11966-0 250 EA 5.2 569.00 AUI $-642,250.00 AUD
increase or decrease m :

. Pricing Details S Price Unit: EA Price Unit Quantity: 1.0 @
12 C“Ck on Upd a.te Unit Conversion- 1 Description: N~ 4 /

> Screen displays updated ™ Category:* | GST v Taxable Amount. | $.642.25000 AUD Remove
Rate(%) 10
totals Location: T ot §-64225 00 AUD
Description: GST Exempt Detail: | (no value)
Note: Slide the Include button Regime: >

from green to grey to exclude

itemS not being Credited Include L Line tem Actions + ‘ ‘ Delete @ @
®

13.Click on Next “ Save H Exit ‘ o

» Go to Slide 34, Finalising a
Line Item Credit Memo
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Finalising a Line Item Credit Memo

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

1. Clle SU b m |t Confirm and submit the line-item credit memo. 0

Line-ltem Credit Memo

Note: The Rio Tinto does not
require a paper invoice, however

(Original Invoice No: 776-2)

8 R i - PAB553433 : -642,250.00 AUD
|f yOU requ"-e for yOU records Credit M.emo Mumber : Subtotal : $

. . Credit Memo Date : Monday 3 Dec 2018 5:17 PM GMT+11:00 Total Tax : $-64,225 00 AUD
Click on Print. Original Invoice Number : 776-2 Amount Due - $.706,475.00 AUD

Original Invoice Date : Monday 3 Dec 2018 10:37 AM GMT+11:00
Original Purchase Order : 3000962651
Has Price Adjustment : Yes

2. Click on Exit

> Screen returns to the Invoice REMIT TO: BILL TO: SUPPLIER:

. s RinTot® unpif A N et BT Do e - a AT, e wwr‘*w‘*’*‘ﬂ.j“
3. Click on Done

>  Screen returns to the Invoice PA5553433 has been submitted.
Outbox

+ Print a copy of the invoice.
+ Exit invoice creation. 9
Invoice: 776-2  Done |
Create Line-ltem Credit Memo ‘ ‘ Create Line-ltem Debit Memo ‘ ‘ Copy This Invoice ‘ Print Download PDF Export cXML 6

Detail Scheduled Payments History

Standard Invoice [/ Tax Invoice
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Line Item Debit Memo

A Debit memo can only be created from an Invoice

Debit note acts as the source document that the Supplier has initiated a reverse credit memo due to early payment or as part of a remanufacturing process at Line Item

level
Debit memos are created as price adjustments

Totals are shown as a positive



Locate and Begin a Line Item Debit Memo — via Outbox

Company Settings

From the Dashboard or Ariba Supply Chain Collaboration

Homepage
HOME INBOX REPORTS UPLOAD/DOWNLOAD MESSAGES CSV Documents » Create v
CI|Ck on OUtbOX Invoices Order Confirmations Ship Noﬁcesr 7 Service Sheets Extended Collaboratiorn Product Replenishment Drafts
Invoices
I h licabl L1 4
Se e_Ctt e_app_ cable ¥ Search Filters "
Invoice with either a Sent —~
or Approved StatUS Customer: | All Customers v | Add more Min. Amount:
Invoice Number: 0] Max. Amount:
> Screen d|Sp|ayS the InVOICe ® Partial number Exact number el ftes
c Order Number: @ . S %
Note: Use Order Status to sort e Hmber Status: | Approved vﬁ
alphabe“ca”y Date Range: Last 24 hours ~ ﬁ/ Type: All o
. =S e A0 Sent ited from the Customey’s System.
USIng SearCh Failed th Invoice Addenﬁ\ﬂ/
1) Click on Search Filters Rejected ~
2) Se|eCt the required Date Number of Res  Approved he ‘ Save Preferences ‘ ‘ Reset ‘
Range Paid
3) Click on Order status Canceled 5
Invoices (100+) age 1 » =
and Select Sent or Pending Approval R4
Approved Type Invoice # Customer Reference Submit Method Origin Self Billing Date Amount Routing Status (&) Invoice Status Of 4
4) Click on Search, the ﬁm‘;gm 111232323 E‘E"Sﬁ”“" 3023206131 Online Supplier  No 3 Dec 2018 527451 AUD  Acknowledged Sent
reSUIts are dlsplayed ﬁt\?;‘cj::[d 776-2 ts-.li.imo B 3000962651 Online Supplier No 3 Dec2018 $1,430,000.00 AUD Acknowledged Sent m
Standard o Tinto - ' .
. . . 3886776-1 % 3120856436 Online Supplier No 30 Mov 2018 §15,546.30 AUD Acknowledged Sent
3. Select the required Invoice Invoice TEST
andard  7EgTsssasasas  NOM®T 312085643  Online Supplier  No 29 Nov 2018 $39.45370 AUD  Acknowledged Sent
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Creating a Line Item Debit Memo — Purchase Order — Header Level

» The Invoice is displayed

1. Click on Create Line-ltem
Debit Memo

Screen displays Create Line-
Item Debit Memo

Enter the Debit Memo
number

Confirm or enter the Debit
Memo Date

Confirm or enter the
Supplier Tax ID

Scroll down to locate
Supplier VAT

Invoice: 776-2

Create Line-ltem Credit Memo

Detail Scheduled Payments History

Standard Invoice / Tax Invoice

Status

Invoice:

Routing:

Invoice Number :

Invoice Date :

Criginal Purchase Order :
Submission Method :
Origin :

Source Document

Rt Create Line-ltem Debit Memo

o @@ ji, Debit Memo Type

Sent

Acknowledged

776-2

Monday 3 Dec 2018 10:37 AM GMT+11:00
3000962651

Online

Supplier

Order

You are creating a Debit Memo with Price Adjustment

v Invoice Header

Summary
Debit Memo #* § PP0O09
Debit Memo Date:* | 4 Dec 2018

Original Invoice No:  776-2
Original Invoice Date: 3 Dec 2018

Supplier Tax ID:* | 123456789

Remit To MTU '

2
4

"©

Create Line-ltem Debit Memo |:0 This Invoice Print ‘ Download PDF Export cXML

Subtotal : $1,300,000.00 AUD
Total Tax : $130,000.00 AUD

Amount Due $1,430,000.00 AUD

N

‘ Update ‘ ‘ Exit

* Indicates required field Add to Header «

Subtotal: $1,300,000.00 AUD View/Edit Addresses
Total Tax:  $130,000.00 AUD

Amount Due:  $1,430,000.00 AUD
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Creating a Line Item Debit Memo — Header Level

9.

Confirm or enter the
Supplier VAT/Tax ID

Add Attachment (if
required), refer to Slide 10,
Adding an Attachment

Enter the Quantity

The quantity is the actual
debit quantity for the Debit
Memo

Update or enter the Unit
Price of the adjustment

Click on Update

10. Confirm the Subtotal

Note: Slide the Include button from
green to grey to exclude items not
being credited

11. Click on Next

Line Item Debit Memo

© 2019 SAP Ariba. All rights reserved.

Include
&

» Screen displays Confirm Create

Supplier VAT

Supplier VAT/Tax ID:*} 123456789 6
Add to Header » @

Line ltems

Insert Line ltem Options

Retail Details Tax Category:  10% GST/GST v
Shipping Documents Special Handling Discount Informational Pricing
No. Include Type Part # Description
1 @ MATERIAL VALVE SHUTTLE:HAGGDRVES 523-11966-0
Pricing Details %" Price Unit: EA

Unit Conversion: 1
Tax c -
ategory:*  GST 4
Location:

Description:  GST
Regime: %

L

Line ltem Actions v ‘ ‘ Delete

Customer Part #

Price Unit Quantity:
Description:

Taxable Amount:

Rate(%):
Tax Amount:

Exempt Detail:

Quantity Unit
20 EA
1.0

$5,000.00 AUD

10
$500.00 AUD

(no value) ~

1 Line Items, 1 Included, O Previously Fully Invoiced

Add to Included Lines

Unit Price Subtotal
$250.00 AUD $5,000.00 AUD
Remove

s - |




Finalising a Line item Debit Memo

> Create Line-ltem Debit Memo
is displayed

> Review the Line Item Debit

Create Line-ltem Debit Memo

Confirm and submit the line-item debit memo.

Line-ltem Debit Memo / Tax Invoice

1

Exit

Memo (Original Invoice No: 776-2)
. . Debit Memo Number : PP009 Subtotal $5,000.00 AUD
1. Click on Submit Debit Memo Date - Tuesday 4 Dec 2018 9:05 AM GMT+11:00 Total Tax - $500.00 AUD
Y
Original Invoice Number : 776-2 Amount Due : $5,500.00 AUD
a Original Invoice Date : Monday 3 Dec 2018 10:37 AM GMT+11.00
2. Select Exit Original Purchase Order - 3000962651
Has Price Adjustment : Yes
> Screen dlsplays the InVOICe REMIT TO: BILL TO: SUPPLIER:

. “‘_‘-.)‘W‘A—»——» . r,__, J‘LM"#’-‘_-#’“JJ"‘ — "‘-&L_.__‘_‘Mr-_,’ﬂ__’ s _L)ym'-—-'—""““‘-"“-*"—u_-
3. Click on Done

. . Invoice PP009 has been submitted.
» Screen displays Invoices

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

Invoice: 776-2 oo |
Create Line-ltem Credit Memo ‘ ‘ Create Line-ltem Debit Memo ‘ ‘ Copy This Invoice ‘ Print Download PDF « Export cXML 9
Detail Scheduled Payments History

Standard Invoice / Tax Invoice
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Remittance

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

The Remittance is an informational document only and does not require any action

New Remittances can be viewed from the Inbox area under Remittances



Locating Remittances

Company Settings v

Ariba Supply Chain Collaboration

From the Inbox

CATALOGS  REPORTS  UPLOAD/DOWNLOAD  MESSAGES CSV Documents v Create v

Select Remittances

© 2019 SAP Ariba. All ri

ts reserved.

Orders and Releases Extended Collaboration Time & Expense Sheets  Early Payments Scheduled Payments Remittances
If Remittances is not Orders and Releases ¥ Orders and Releases
d Isplayed . Extended Collaboration
1) CI|Ck on MO re Orders and Releases ltems to Confirm Items to Ship Return ltems . Time & Expense Sheets
2) Select Remittances Early Payments
» Search Filters Scheduled Payments
. - XN 4
Screen d|Sp|ayS Remittances ﬁ
H Notifications b
Remittances Orders and Releases (100+) Page 1 v » =
Receipts
Select the remlttance Type Order Number |} Ver Customer Ship To Address Pending Queue nt Date Amount Invoiced Actions
2 a 2 ¥ Order Status: Received (32 Product Activi
required by clicking on the i S y
) Tom Price Mine Site Inquiries
Tran saction # Order 3100245845 6 Rio Tinto - TEST Tom Price, WA & D 30 Oct 2017 $0.00 AUD Actions
Australia
CENTURION TRANSPORT CO P/L
. . Order 3023206321 2 Rio Tinto - TEST HAZELMERE, WA 580.00 AUD 26 Nov 2018 $0.00 AUD Actions
Note: The Transaction # is
o o Orders and Releases Extended Collaboration Time & Expense Sheets Early Payments Scheduled Payments Remittances More___
generated by the Rio Tinto P—
Remittances
> reen ment link .
S_C een docume . t to » Search Filters
display the Remittance
Advice details Remittances (3) =
Transaction # t Customer Payment Date Account 1D Method Reference Number Gross Adjustment MNet Status Routing Status
300020202685742017 Din Tinto - TEST 23 Jun 2017 ACH 2020268574 $25,305.45 AUD $0.00 AUD $25,305.45 AUD Canceled Sent
300020202685962017 ito - TEST 16 Jul 2017 ACH 2020268596 $220.00 AUD $0.00 AUD $220.00 AUD Canceled Sent
300020202685982017 Rio Tinto - TEST 16 Jul 2017 ACH 2020268598 $220.00 AUD $0.00 AUD $220.00 AUD Paid Sent




Locating Remittances cont.

»  From the Remittance
Advice page you can:

* Print a copy of the
Remittance

Export the
Remittance to
cXML

4. When finished click on To
Search Results

> The Remittances screen is
displayed

Remittance Advice: 300020202685982017 (Paid)

Print ExportcXML  Download CSV

Detail History

From To

Rio Tinto - TEST Rio Test Supplier AU
PAYER: Pilbara Iron Co Serv P/L (Show Payee Details)
(Show Payer Details)

Payment Detail

Payment Method: ACH
Reference Number: 2020268598 ()

Related Payment: 300020202685952017 O]

Identified Differences: None
ADDITIONAL INFORMATION
Line Items (1)

Line # Payable Reference Gross Amount Discount Withholding Tax

1 Invoice: 3023186773INV3 $220.00 AUD $0.00 AUD

ADDITIONAL INFORMATION

originallnvoiceNo: 3023186773INV3 buyerlnvoicelD: 5520595730 fiscalYear: 2017 Company Code: 3000 Delivery note: 3023186773DN1

To Search Results

REMITTANCE ADVICE
300020202685982017 (Paid)
Gross Amount: §220.00 AUD
Withholding Tax: ($0.00 AUD)

Amount Paid: $220.00 AUD

Estimated Settlement on 16 Jul 2017

Routing Status: Sent
Transaction Date: 16 Jul 2017

Net Amount Paid Scheduled Payment

$220.00 AUD

Gross Amount: $220.00 AUD
Withholding Tax: ($0.00 AUD)
Adjustment: ($0.00 AUD)

Amount Paid: $220.00 AUD




Recelpts

* The Receipts tab listed all goods or services receipted by Rio Tinto

* Invoicing cannot be performed from this selection, use Inbox and search for Received items for invoicing



Locating and Opening a Recelpt

From the Dashboard or Ariba Supply Chain Collaboration . Company Setings v

Homepage

CATALOGS REPORTS UPLOAD/DOWNLOAD MESSAGES CSV Documents v Create v

Orders and Releases Extended Collaboration Time & Expense Sheets Early Payments Scheduled Payments Remittances More_~

Click the Inbox tab

+ Ord d Rel

Orders and Releases foers and neleases
Extended Collaboration

CI'Ck (0]4] Rece' p‘ts Orders and Releases Items to Confirm Items to Ship Return ltems Time & Expense Sheets

Early Payments

The Receipts screen is » Search Filters Scheduled Payments
dISplayed Remittances
Notifications
Orders and Releases (100+) Page | 1 v~ ®» =
Receipts
SeleCt the Recel pt Type Order Number } Ver Customer Ship To Address Pending Queue Nt - Amount Invoiced Actions
N um ber ¥ Order Status: Received (32) Product Activity
Tom Price Mine Site Inquiries
Order 3100245845 [ Rio Tinto - TEST Tom Price, WA D 30 Oct 2017 50.00 AUD Actions
. . . Australia
> The reCelpt IS dlsplayed CENTURION TRANSPORT €0 Pl
Orders and Releases Extended Collaboration Time & Expense Sheets Early Payments  Remittances Receipts More.. .~
Receipts
» Search Filters
Receipts (500+) Page 1 v ®» =
Receipt Number Reference Customer Date 1 Routing Status

=] 300052091971752017 3023194077 Rio Tinto - TEST 12 Jul 2017 4:36:28 PM Sent

E 300052091876612017 3023194079 Rio Tinto - TEST 12 Jul 2017 4:36:28 PM Sent

£ 300052091837062017 3023194079 Rio Tinto - TEST 12 Jul 2017 4:36:29 PM Sent

El 300052092010372017 3023194079 Rio Tinto - TEST 12 Jul 2017 4:36:29 PM Sent
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Receipts

Review the Receipt

Receipts do not have any
associated processes, they
are for information only

Use the History Tab to
identify further information

Click on Done, to return to
the Receipts screen
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Receipt: 300052091834382017

Print | Export cXML

Detail History

From:
Rio Tinto - TEST
152 5t Georges Terrace

Perth WA 6000
Australia
Item Order Line Number Part # Customer Part # Batch #

Purchase Order: 3023194078 (Closed For Receiving)

1 1 20000430

Description:

Receipt received on: Saturday & Jul 2017 10:00 PM GMT+10:00
Received by Ariba Network on: Wednesday 12 Jul 2017 4:36 PM GMT+10:00

Print | Export cXML

To:

Rio Test Supplier AU
Test Address AU
Brisbane 4000
Awustralia

Customer Batch #

Packing Slip ID

3023194078_1

O

Receipt:
Receipt# 300052091834382017
Receipt Date: 8 Jul 2017
Routing Status: Sent
Related Documents: | 3023194078
Qty (Unit) Delivery Address Type Unit Rate Amount Status
1.0EA Not Specified Received
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Invoicing for Success

Addresses should only be changed when the information is incorrect or is displayed with a central address rather than a state or regional location

The Ariba Network allows suppliers to update/edit addresses for:
1) Shipping
2) Supplier Address and Customer Address
3) Bill From



Standard Invoice — Configuring Remittance Addresses

Company Settings v

1. From the Dashboard click on
Company Settings

Ariba Network 0

INBOX OUTBOX CATALOGS REPORTS

2. Select Company Profile

Company Profile

Orders and Releases v D[EIEEI=E ~ | Order Number Q Account Settings

Customer Relationships

Note: If the Company Profile
selection is not available ask your
businesses Ariba Network

e Purchase Order bv Amount Last 12 m
System Administrator to add
Additional Company Addresses : .
pany Ariba Network

3. Select the Basic tab, scroll _

down to Additional Company Profile “ Close

Company Addresses @

Basic 55 Marketing (2) Contacts Certifications (1) Additional Documents

. Click on Edit
Additional Company Addresses @
. Click on Create

Address Name 1 Address 1D VAT ID Tax ID Address Country Legal Profile Status™*
Screen displays Configure
Supplier Addresses Served

by This Account Create @

No items
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Standard Invoice — Configuring Remittance Addresses cont.

Enter the Address Name Configure Supplier Addresses Served by This Account “ Close

* Indicates a required field

Enter the Address 1

Address Name

Enter the Clty Address Name:* | Retail Solutions @
Enter the Postal Code foes
VAT ID:
10. Select the correct Country Tax i

11.Click on Save Address

. . . -« 1 Kangaroo Way

> The entered information is padress T 0
disp|ayed Address 2

City-+ | Melbourne @

Repeat to add more

addresses (if required) State:
Postal Code;*| 3000 @

A.II addresses entered will be N prerrs - @

displayed ) A ¥ >

Additional Company Addresses

AddressName 1 AddressID  VATID  TaxID  Address Country Legal Profile Status™
Retail Solutions 1 Kangaroo Way eoume m
L ‘ Edit | ‘ Delete ‘ | ‘ Create |
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Standard Invoice — Configuring Remittance Addresses cont.

12. Click on Save Additional Company Addresses Examp|e of |\/|u|tip|e Entries
ASliERElEC el AddressName 1 AddressID  VATID  TaxID  Address Country Legal Profile Status=*
that the changes have been
saved successfully, where the Brackets are Us 1 Wombat St Sy
ribbon is red, locate the error and _ ) Melbourne
correct Retail Solutions 1 Kangaroo Way Australia
: Edit Delete Create
13.Click on Close b

> Screen returns to the

Dashboard Company Profile m Close
+/ Your profile has been successfully updated. @ @X

Basic Business Marketing (2) Contacts Certifications (1) Additional Documents
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Standard Invoice — Using View/Edit Addresses

. . Shipping
With the Create Invoice o - _ -
. Header level shipping (i) Line level shipping (1)
screen displayed
Ship From: testsupplier 4 - TEST Ship To: View/Edit Addresses
Dunedoo

Click the required View/Edit Austala Detwver To
Addresses

Additional Fields

Information Only. No action is required from the customer.

Each View/Edit Address
displays different required
fields

Supplier Reference:

Payment Note:

Customer. ! i
Select v View/Edit Addresses
Supplier:  Test Supplier
Complete all fields with an ——
Email:
Asteris kS Bill From testsupplier_4 - TEST View/Edit Addresses
Dunedoo
Australia
VIEW/EDIT ADDRESSES VIEW/EDIT ADDRESSES
* Indicates required field * Indicates required fieid
Ship From Ship To
Name: testsupplier_4 - TEST Name Bill From
Department Department 1
’ Name: i Name: Name:* testsupplier_4 - TEST
Address - | 1 Wallaby Place Address 10 Pilnizerstr. 241
Depariment Name
Address 2. Address 2.
Address 1 1 Wallaby Place
City' | Dunedoo Clly | Dresden
Address 2:
State: State 14
Postal Code: | 2000 Postal Code: 1069 City: | Dunedoo
Country: | Australia [AUS] v Country: | Australia [AUS] v State:
This selection will refresh the page content. This selection will refresh the page content. Postal Code: 2000
Email
Country Australia [AUS] v
Deliver To. This selection will refresh the page content.

“ aneel
[ o |
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Standard Invoice — Using View/Edit Addresses

1. Click the Down Arrow Additional Fields

Information Only. No action is required from the customer.

2. Select the applicable address

Supplier Account ID #:

Note: the selected information is Customer Reference:
displayed

Supplier Reference:

Payment Note:

Test Supplier @ Customer View/Edit Addresses
Supplier Dresden 14
' Select... Australia
Brackets are Us Email:

Bill From: Retail Solutions @ View/Edit Addresses

Test Supplier

Customer: ) i
Retail Solutions ~ m View/Edit Addresses

Dresden 14

Supplier: Retail Solutions _
Australia

Melbourne Email-
Australia

Bill From: testsupplier_4 - TEST View/Edit Addresses

Dunedoo
Australia
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Support

Support Type

Help Centre
For all your support needs

Note: Support Centre Options are based on your account type and all
options may not be available

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

Ariba Network Training Request

Description

Types of Support available:

m > w n P

1.

2
3.
4

User Community
Ask questions or view documentation
Email/Live Chat

Request a call back

On the Home screen

Click on Company Settings

Click on Customer Relationships

Click on Supplier Information Portal

an.sellertraining.aus@sap.com



mailto:an.sellertraining.aus@sap.com

