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Introduction

The purpose of this document is to provide generic information for suppliers to setup and manage their Standard Account.

This document is specific to Standard Account suppliers only.

Standard Account is an email based method of responding to your Buyer’s Purchase Orders.

The available selections are based on the transaction rules set by your Buyer, where a button or selection is greyed out or does not appear as described indicates that your

Buyer has chosen that this process is not available, for example Invoicing cannot occur unless an Order Confirmation has been completed.

Guide Key

@ * This indicates an Instructional steps
ﬁ/ * An additional step is indicated by
Note: Functionality specific notes
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General Information

All actions must begin with the Email containing the purchase order, including invoicing

Contract Invoicing can be performed using Standard Account, the Buyer maintains the catalog and pricing

Ensure all set up processes have been completed and that the email address Purchase Orders are being sent is current

When the invitation email is sent from your Buyer ensure that an account is not created by someone other than your businesses System Administrator

Once an Invoice has been sent it cannot be recalled, where there is an error contact the Buyer Requester and ask for the Invoice to be rejected in the Buyer Ordering

system or ERP, then follow the Edit and Resubmit invoice process



Unit of Measure

The Units of Measure (UOM) provide suppliers with the information about the required materials or Services requested by your Buyer. When entering or selecting a

UOM, it must be Upper Case, for example, hours must be HRS not hrs.

Code Name
11 Fixed Rate
A9 Rate
DAY Day
EA Each
IE Person
LH Labour Hour
MIN Minute
MON Month
oT Overtime hour
RH Running or operating hour
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Standard Account Dashboard

» The Dashboard /Homepage for Standard Accounts users is limited

+ Greyed out tabs, sections or selections cannot be accessed

* Use the Dashboard to resend the Purchase Order Email, set up your Ariba Network, create users, assign permissions and maintain routing information
* Real time invoice status notifications

« Email notification and online download provide access to invoices for local archiving



Standard Account Dashboard — General Information

» The Dashboard shows information about Purchase Orders from you Buyer.

* A Buyer sets up a Standard Account and the amount of information shown on a Standard Account Dashboard is determined by the set up from the Buyers Ordering

System or ERP
» Support accessed using a Standard Account can only access the Help Centre via Email

* The Dashboard/Homepage is restricted for Standard Account users, some may see the Inbox, Outbox, Catalogs and Reports tabs but these will be greyed out.
Standard Account users can use the Dashboard to resend a Standard Account email, set up routing information, accessing Company Profile information and the Supplier

Information Portal.

Examples of Standard Account Dashboards

Ariba Network s e @EEm Ariba Network ‘ ; S € e Cener 4

Orders, Invoices and Payments
Purchase Order by Amount

There is no data to show on charts

SAP Ariba /\

Orders, Invoices and Payments All Customers - Last 14 days Now we're mobile

Chack it out

Orders o Confrm ~ Orders that Need
tent

Tasks

Update Profil Information View more CF

How do | submit an invoice from a
Standard account?

SAP Ariba /\\

4P as e Tew of e (L] ccumentabon 3 Suppent
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Sections of the Dashboard — Example 1

l) Tabs Ari b d [\ etwor k o = Company Settings v

2) Company Settings

3) Trends displays —
» Purchase Order by

Purchase Order by Amount Last 12 months
Volume o
» Purchase Order by
Amount s
+ Outstanding Invoice sk ﬁ Purchase Order by Volume
$2.0% D=t Purchase Order by Amount

4) Orders Invoices and
Payments

Outstanding Invoices

$1.4K

$0
Feb 2017 Mar 2017 Apr 2017 May 2017 Jun 2017 Jul 2017 Aug 2017 Sep 2017 Oct 2017 Mov 2017 Dec 2017 Jan 2018

5) More....for display selection

: Orders, Invoices and Payments ™ 4 All Customers Last 50 Documents Now we're mobile
6) Upgrade from Light account Y ﬁ
i ! 4 Check it out
Optlon 1 2 0 0 0 L2 1] N / ﬂ
MNew Purchase Orders that Need Invoices Rejected Payments Pinned Documents More. | 3 -
Orders Attention Received 8

7) Number of Documents to
display section

Action

Amount Invoiced

Customer

Order Number

Date |}

Tasks

4200957039 & Name of Buyer TEST New $468.80 AUD 2 Jun 2017 $0.00 AUD Selectv

8) Select Button to resend
emails

Update Profile Informafion m
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Sections of the Dashboard — Example 2

1) Home Tab Ariba Network , = <& Help Center ﬁ o

Learn More
External Document +
2) Upgrade from Standard
Account Option

3 | need help accessing a sourcing
event

training?

3) Company Settings Orders, Invoices and Payments Yo i All Customers Last 14 days Now we're mobile. =) Does Ariba offer fue webimar

Check it out.

~2 Introducing New Supplier Account

Pinned Documents

4) Ol‘deI’S |nVOIC€S and PaymentS 0 [TT) * Names on Ariba Network

More...
»a Why can't1ind an event?

5) Help Centre

Customer tatus Amount ~2 Where do | find my Ariba Network 1D

Tasks “ (ANID) number?

6) Search and Help Pane

" +3 What is an Ariba Network error
Update Profile Information B (ANERR), and haw do | resolve the
issue?

7) Access Standard Account level
Support Options

~2. How do | process an order in my
" Ariba Network Standard account?

+o How do | submit an invoice from a

SAP Ariba/_;\\ " Standard account?

& 1996—2018 Ariba, Inc_ All rights reserved »< Why does a pending task on my
Enablement Tasks tab not go away?

~2 Where do | find a purchase order in a
* Standard account?

~3 How do | accept a customer's trading
relationship request / invitation?

2 M dn | narficinate in mr hnvers

View more [F

How do | submit an invoice from a
Standard account?

l:u Documentation O Suppunﬁ
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Setting the Orders, Invoices and Payments Display (i available)

Note: There is a maximum of
four tiles that can be displayed.

From the Dashboard
1. Click on More....

» Screen displays the Tiles
available box

2. Click on Manage Default
Tiles

» Screen displays Manage
Action Tiles on the Home
Dashboard

3. Click on Remove to allow
space for new tiles

4. Click on Select of the tile that
you

» Select the required tiles

5. Click on Done

© 2019 SAP Ariba. All rights reserved.

Orders, Invoices and Payments

1

MNew Purchase

Orders

4200957039 &

0
New Early Payment
Offers

0

Payments Received

0

Orders with Service
Lines

2

Orders that Need

Attention

Invoices Rejected Payments

Received

Name of Buyer

1

Invoices Pending
Payment

0

Pinned Documents

1 0
Invoices Pending Payments that Need
Approval Attention
2 3
Orders to Confirm Orders to Ship

@ k- Manage Default Tiles

Pinned Documents

D O m O L2 1]
More

P sl |

$468.80 AUD 2 Jun 2017

Manage Action Tiles on the Home Dashboard

Available Tiles
Name

Payments Received

Payments that Need Attention
Orders to Ship Select

Pinned Documents

Invoices Pending Payment
MNew Early Payment Offers Select
Orders with Service Lines Select
Orders to Confirm Select
Invoices Pending Approval Select

Maximum 4 tiles allowed per dashb=ard.

4

All Customers Last 50 Documents

mount Invoiced Action

$0.00 AUD Select »

5] -
Restore Defaults

Selected Tiles

Name

i New Purchase Orders Remove
i1 Orders that Need Attention Remove
I Invoices Rejected Remove
i Orders to Invoice Remove

®




Orders, Invoices and Payments — Resend Purchase Order Email

» Screen returns to the
Dashboard

» The tiles selected are now
display

Clicking on Select within the
tiles will display the Send me
a copy to take action
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Orders, Invoices and Payments

1

Mew Purchase

Orders

Order Number
4200476213
4200957040
4200957039 ¢

4200957024

2
Orders that Need
Attention
Customer
MName of Buyer
Mame of Buyer

Name of Buyer

x Name of Buyer

0

Invoices Rejected

4

Orders to Invoice

Status

0

Pinned Documents

Confirmed

Changed

Mew

Partially Invoiced

LR 1]
More...

Amount
$8,000.00 AUD
$468.80 AUD
$468.80 AUD

$2,653.50 AUD

Date
27 Sep 2017
2 Jun 2017

2 Jun 2017

30 May 2017

All Customers

Last 50 Documents

Amount Invoiced Action
$0.00 AUD Select
$0.00 AUD Select
$0.00 AUD Select

$1,769.00 AUD Select

QOrders, Invoices and Payments

1
Mew Purchase
Orders

Order Number
4200476213
4200957040
4200957039 &

4200957024

2
Orders that Need
Attention

Customer

Mame of Buyer
Mame of Buyer
Mame of Buyer

Mame of Buyer

0

Invoices Rejected

4

Orders to Invoice

0

Pinned Documents

Status
Confirmed
Changed
New

Partially Invoiced

ane
More_.

Amount
$5,000.00 AUD
$468.80 AUD
$468.80 AUD

$2,653.50 AUD

Date

27 Sep 2017
2 Jun 2017
2 Jun 2017

30 May 2017

All Customers

Amount Invoiced Action

§0.00 AUD Select

Send me a copy to take action

$0.00 AUD Select

$1.769.00 AUD Select

Last 50 Documents -




Drop Down Box — Company Settings

1. Click on Company Settings Ariba Network

NBOX

» The drop down box is

ANID:
displayed, the main selections ‘
user within Standard Account Company F’mﬁle*
are:
Account Settings
1) Company Profile
Customer Relationships ﬁ
2) Customer Relationships ﬁ )
Users I5d"
3) Users Mofifications
4) Electronic Order Routing Application Subscriptions
: : : View All
5) Electronic Invoice Routing
Metwork Settings

Electronic Order Ro uting\ﬁ'
Electronic Invoice Ro uting\ﬁ/

Accelerated Payments
Remittances
Metwork Motifications

View All
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Setting Up, Maintaining & Creating
Standard Account Users



Users— General Information

There is a limited range of Account Settings that a supplier can use within the User’s selection. Supplier can Enable assignment of orders to users with limited access to
the Ariba Network. However, in order to perform this assignment of tasks Roles must be created first, then Users created. Only your organisation Ariba Network System

Administrator will have the Users selection in the drop down box and can create roles and users.

Account Settings

Customer Relationships Users Notifications Application Subscriptions

Manage Users

Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and phone number.

Usemame t Email Address First Name Last Name Ariba Discovery Contact Role Assigned Customer Assigned

o items
Create User

Manage Assignments for Users with Limited Access

Enable assignment of orders to users with limited access to Ariba Network

Manage User Roles

Create and manage roles for your account. *fou can view or edit the details of a role. The Administrator role can be viewed, but cannot be modified

Role
Name Actions
Administrator Details

L Create Role

© 2019 SAP Ariba. All rights reserved.




Creating and Assigning Roles

Manage User Roles

» From the Account Settings
page accessed via Company

Creale and manage roles for your account. You can view or edit the details of a role. The Administrator role can be viewed, bui cannot be modified

q Rol
Settings, then Users o .
Name Actions
Administrator Details

1- C“Ck On Create ROIe L Create Role @

» Screen displays the Create )
Role Ariba Network

Create Role ‘
2. Enter the Name Of the rOIe * Indicates a required field @

you are creating

New Role Information

3. Select all the relevant Mome:r|_2xden @
Permissions for the role

Description
Note: As you are working within -
i Permissions
a Standard Account there will be _
Each role must have at least one permission

a num ber Of permlSSIOnS that Upgrade your Ariba Network, light account to a full-use account to enable all permissions.
cannot be selected and are Page 1 v »
greyed Out Permission Descripfion

\/ Order Assignment for Users with Limited Access User can assign an order to a user with limited access te Ariba Network A
4 C ||Ck Save \,/ Contact Administration @ Maintain information for account contact personnel

\,/ Goods Receipt Report Administration Access to Reporting, and Goods Receipt report type

Role
Note: Screen adds the role to Name Actons
the list, repeat for other roles if m JU—— m

required e
B PP s s i B f B s QPR — L [ ceserae |

RS N Y W

Details

Details Edit Delete
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Creating Users

> From the Account Settings anage Users

page accessed Vla Com pany Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and phone number.
Settings, then Users

Usemame Email Address First Name Last Name Ariba Discovery Contact Role Assigned Customer Assigned
1. Click on Create User o ftems
. Create User @
» Screen displays the Create ‘
User
2. Enter a Username for the Create User m Cancel
user

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new user account.

3. Enter the Email Address of New User Information

the user
R Username:* | Test@ABCcompany.com @
4. Enter their First Name
@ Email Address:* | jane.doe@ABCcompany.com
5. Enter their Last Name
First Name: *|| Jane @
> Scroll down to Role @ Last Name-* | Doe
ASS|gnment

This user is the Ariba Discovery Contact ®

Limited access ““

Country Area Mumber

Office Phone: AUSB1 ~
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Creating Users cont.

6. Select the Role for the User Role Assignment

Name Descriplion
Note: The roles that you have v Orders @
created will be displayed, only A
can only be one System
Administrator so the selection will Assign to Customer (@) All Customers
not appear Select Customers

Customer Assignment

By entering this personal data, you acknowledge that you have authority to allow transfer of this personal data to Ariba for processing in the Ariba systems (hosted in various data centers globally) in accordance with the Ariba Privacy Statement, the service agreement
7 C“Ck on DO ne between your company and Ariba, and applicable law, and, if applicable, that any personal data from Russian citizens has been stored by your organization in a separate data repository residing within the Russian federation.

Note: Remembering that a User Do |

name has to be in an emalil

format but not necessarily the @
actual email, you may get the CONFIRM DOMAIN

Confirm Domain message: The domain you specified does not match your company’s domain. Do you still want to use it?

1) Click on Yes bid -

» Screen displays the User in
the list

Manage Users

Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and phone number.

N

Usemame 1 Email Address First Name Last Name Ariba Discovery Role Assigned Customer Assigned
Test@ABCcompany.com jane.doe@ABCcompany.com Jane Doe No Orders Al
L ‘ Edit ‘ ‘ Delete | ‘ Add to Contact List ‘ ‘ Remove from Contact List | ‘ Make Administrator | ' ‘ Create User ‘
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Enable Assignment of Order of Users

> From the Account Settings Manage Users

page accessed Vla Com pany Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and phone number.
Settlngs’ then Users \/ Usemame t Email Address First Name Last Name Ariba Discovery Contact Role Assigned Customer Assigned
\/ Test@ABCcompany.com jane. doe@ABCcompany.com Jane Doe Mo QOrders All
1. Click on Enable assignment
Of Ol’del’S tO users Wlth @ ‘ Edit ‘ ‘ Delete ‘ ‘ Add to Contact List ‘ ‘ Remove from Contact List ‘ ‘ Make Administrator ‘ ' ‘ Create User

limited access to Ariba Manage Assignments for Users with Limited Access

Network _
\/ Enable assignment of orders to users with limited access to Ariba Network. ‘%
2. Click on the relevant user ! User Roles
Creaw—mtd manage reles for your account. You can view or edit the details of a role. The Administrator role can be viewed, but cannot be medified
3. Click on Save Role
: . . Name Actions
Note: A green ribbon indicates O -
that the information or changes
Orders Details Edit Delete

entered have been successful.

4. Click on Close

. o

» Screen displays the
Dashboard

Account Settings Save

m ~ Your profile has been successfully updated @

Customer Relationships Users Notifications Application Subscriptions

Manage Users

Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and phone number
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Customer Relationships — Supplier Information Portal to Access the
Supplier Education Materials for your Buyer

Customer relationships is the selection that allows Suppliers to access the Buyers Supplier Education Materials Portal. The Supplier Information Portal is accessed to
locate the Supplier Education Materials Portal and contain Reference Documents from your buyer and the Transaction Rules assigned by you Buyer for transacting using

the Ariba Network.

Be aware that unless otherwise specified the documents contained within the portal are for Full Use Accounts. Although the process once you have opened you emailed

Purchase Order is similar you do not have the ability to access other processes or tabs, these will all be greyed out

Welcome to the Supplier Education Materials Portal

for Suppliers

‘Welcome to the Supplier Education Materials Portal for ~ Name of Buyer Supplierslll This portal provides information for all suppliers that are conducting business with Name of Buyer  :via the Ariba Network (AN).

Click on the link to access the information that you are looking for.

Introduction Clips

Administration @ )
= ion to the Ariba Network Clip (MP4) Integration
—_—r i Guide =

09090 i i i = =
3838 ADay in the life of 8 Supplier (MP4)

Administration Training Clip (MP4
A Day in the Life of Accounts Payable (MP4)

Standard Account

s Functionality DEE ON24 Session Recordings
Standard Account Self Help Portal
General Funcfionality Guide There are currently no sessions available
Standard Account Information Pack

General Functionality Clip (MP4)
Standard Account Generic Guide

General Guides

Reference Guides e
BUYER Specific Guides General Info. Training Clip (MP4
Quick Start Guide E Generic Infro. Ship Notice & Invoices (MP4)
I b o A e oS P e s s P A e B e ita B g
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Accessing the Supplier Information Portal

» From the Dashboard
1. Click on Company Settings

2. Select Customer
Relationships

» Screen displays Account
Settings

3. Click on Supplier
Information Portal

» System message is
displayed

© 2019 SAP Ariba. All rights reserved.

Company Settings v !

ANID:

Ariba Network

Company Profile

Account Settings

Customer Relationships @
Purchase Order by Amount Last 12 months
o s s — a ghls .
o /—"" ~ - P A & s . = . ﬁ_!-‘ ‘4 ﬁ,’.‘ﬁ“%ﬂ ) ‘f" _/ F N
Account Settings Save
Customer Relationships Users Notifications Application Subscriptions
Current Relationships Potential Relationships

| prgfet to siceiye relationship rgeuasts agfallewa., g de P m—— e N PRV _“!‘\M _.M.‘LJ""‘H

Current

Customer Relationship Type Approved Date { Routing Type

Trading Supplier Information Portal @J May 2017 Default

L




Accessing the Supplier Information Portal cont.

» The Supplier Information

1)

2)

3)

Portal is displayed

Portal Content — Displays
the link to access the
Supplier Education Materials
Portal and other information
required from your Buyer

Reference Documents —
Information specific to
transacting with your Buyer,
documents are uploaded by
your Buyer

Transaction Rules — Lists
the parameters for how
processes should work and

based on what the Buyer has

set up in the Ariba Network

© 2019 SAP Ariba. All rights reserved.

Ariba Network

Supplier Information Portal of Name of Buyer

Paortal Content Reference Documents Transaction Rules

Welcome to Name of Buyer Information Portal

To access the Ariba Network Supplier Education Materials Portal for  Name of Buyer Suppliers —-Click Here

SAP Ariba

«

Help Center

Buyer master data makes supplier
integration faster and easier

2] How do | find my customer's
© reference document?

How do | accept a customer's trading
relationship request / invitation™?

What is a frading relationship?

How do | add a new customer?

»3 How do | update expired profile

information?

o) How do | view my customer's

invoicing / transaction rules?




Accessing the Supplier Education Materials Portal

> The SL_lppI_ier Information Portal Content Reference Documents Transaction Rules
Portal is displayed
1. Click on Click Here Welcome to Name of Buyer Information Portal
» The Supplier Education To access the Ariba Network Supplier Education Materials Portal for Name of Buyer Suppliers - Click Here @

Materials Portal is displayed

2. Click on the link of the

. . . -
information yOU reqUIre Welcome to the Supplier Education Materials Portal
‘ for  Name of Buyer Suppliers

Note: You Supplier Education

Mate nals Portal may not IOOk aS Welcome to the Supplier Education Materials Portal for Name of Buyer Suppliersill This portal provides information for all suppliers that are conducting business with  Name of Buyer  via the Ariba Network (AN).

the one shown

Click on the link to access the information that you are looking for.

Introduction Clips

Administration @ )
= ion 1o the Ariba Network Clip (MP4) Integration
—_ Administration Guide =

Q99 i i
288 A Day in the life of a Supplier (MP4)

Administration Training Clip (MP4 = =
ADay in the Life of Accounts Payable (MP4)

Standard Account

¥ Functionality DEEI ON24 Session Recordings

Standard Account Self Help Porial

General Funcfionality Guide There are currently no sessions available
Standard Account Information Pack

General Funclionality Clip (MP4]

Standard Account Generic Guide

General Guides

Reference Guides S
BUYER Speciﬁc Guides General Info. Training Clip (MP4
Quick Start Guide ! ! Generic Infro.Ship Nofice & Invoices (MP4)
AL P ST e TSI P S B W W I — AT R et g e pin g B g an /
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Reference Documents Tab

> The qupl_ler Information Portal Content Reference Documents Transaction Rules
Portal is displayed

1. Click on the Reference @ Welcome to Name of Buyer Information Portal

Documents tab
To access the Ariba Network Supplier Education Materials Portal for Name of Buyer Suppliers —Click Here

» Screen displays Reference

Documents
2. Documents are displayed ]
when you Buyer adds Ariba Network
documents
Note: Suppliers may receive an Supplier Information Portal of Name of Buyer

email indicating that a document

Portal Content Reference Documents Transaction Rules
has been uploaded when the
Buyer selects the applicable
option
MName t Created Buyer Comments

Mo items @
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Transaction Rules Tab

> The SL_Jppl_ier Information Portal Content Reference Documents Transaction Rules @
Portal is displayed

1. Click on the Transaction Welcome to Name of Buyer Information Portal
Rules tab

To access the Ariba Network Supplier Education Materials Portal for Name of Buyer Suppliers —Click Here

» Screen displays transaction
Rules

Note: The transaction rules Ariba Network

cannot be changed and are ) )
. Supplier Information Portal of
based on the settings selected This is an exam P le ONLY

by your Buyer

Portal Content Reference Documents Transaction Rules

Attachment Filename Rule

Do not allow these characters in filename of attachments: ~TI@#S A& (Y=<, P {0

Order Confirmation and Ship Notice Rules

No

Allow suppliers to confirm an order multiple times. (i)
Confirm only once at the line-item level. (i)

Allow suppliers to send order confirmations for material orders. (i) Yes
Allow suppliers to send order confirmations for material orders at the line-item level. (i) Yes
Allow suppliers to reject quantities for material orders at the line-item level in order confirmations. (i) Partially
Allow suppliers to send order confirmations for service orders. (i) No
Allow suppliers to send order confirmations for service orders at the line-item level. (i) No
r..r"..ﬁ__.,j-,r_*_""' F g S SO YV S W I N STy v - {‘._.I P Y |
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Entering information for Electronic Order Routing

> From the Account Settings Network Settings Save

page accessed via Company
Settings then EIeCtron | c Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement
Order Routing

* Indicates a required field

. . Capabilities Preferences
1. Enter the required Email e

Address using a comma to New Orders
separate the email addresses

Document Type Routing Method Options
NOteS: Email address:| jane@abccompany.com, jehn@abccompany.com| @ ©
1) The SyStem AdmInIStratorS Attach cXML document in the email message
email will a|ready be d|5p|ayed Catalog Orders without Attachments Email v

J Include document in the email message

Leave attachments online and do not include them with email message. This applies to all orders with
2) Only Up to 3 Separate email attachments that have the routing method "Same as new catalog orders without attachments™.
addresses can be entered , ,
Current Routing method for new orders: Email

Catalog Orders with Attachments Same as new catalog orders without attachments ~ ~~
Attachments will b2 included in the order.

3) Use a Distribution email if
there are more than three or a Non-Catalog Orders without @ Same as new catalog orders without attachments  ~ Current Routing method for new orders: Email

) i ) Attachments
team will received the email

) Current Routing method for new orders: Email
MNon-Catalog Orders with Attachments (i) Same as new catalog orders without attachments -~

4) Remember if you appear in Atischments wil be ncluded n the orcer
the Distribution List and are
entered to receive an email
you will received the Purchase
Orders more than once

5) Email is the only selection
available
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Entering information for Electronic Order Routing cont.

. . New Orders
2. Click on Include document in

the email message (|f Document Type Routing Method Options
required)

Email address:‘ jane@abccompany.com, john@abccompany.com

Note: Leave the other New Order
types as Same as new Catalog orders Catalog Orders without Attachments Email v
without attachments (this is a default)

Attach cXML document in the email message
,/ Include document in the email message

Leave 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”.

> Scroll down to Notifications

. . Notifications
3. Confirm or enter To email

addresses for Order (the Type Send notifications when... To email addresses (one require
System Administrator should — Send a notification when orders are undeliverable.
already be entered) Order @ « janedoe@abccompany.com
Send a notification when a new collaboration request against an existing order is received.
. . _J Send a nofification when purchase order inquiries are received.
4. Confirm or enter To email burchase Order Inquiny m @ .| janedoe@abccompany.com
addresses for Pu rChase Send a notification when purchase order inquiries are undeliverable.
Order |nqu 18Y% Time Sheet L Send a nofification when time sheets are undeliverable. @ .| janedoe@abccompany.com
5. Confirm or enter To email
addresses for Time Sheet Extended Profile Settings and Information
Note: There is no requirement to o Eelluttsd prmibs Lt ufitey

tick any of the associated boxes

Close

6. Click on Save Network Settings ol [ o | @ G |

7 Clle DO ne + Your profile has been successfully updated. @

© 2019 SAP Ariba. All rights reserved.




- P

Entering information for Invoice Routing

- You can select Electronic
Invoice routing from the
Dashboard, click on company
settings, select Electronic
Invoice Routing

1. Confirm or enter To email
addresses for Invoice
Failure (the System
Administrator should already
be entered)

2. Confirm or enter To email
addresses for Invoice
Statue Change

3. Confirm or enter To email
addresses for Invoice
Created Automatically

Note: Actions will a tick indicate
you have selected the option

The sending method for invoices
is defaulted to Online and should
not be changed

© 2019 SAP Ariba. All rights reserved.

Network Settings Save
Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement
Network Settings Save
Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement
General Tax Invoicing and Archiving

Capabilities & Preferences

Sending Method

Document Type Routing Method Options
Invoices Online  ~ Return to this site to create invoices
Customer Invoices Online  ~ Save in my online inbox
Notifications
Type Send notifications when... To email addresses (on

Invoice Failure m J Send a nofification when invoices are undeliverable or rejected. @ .| janedoe@abccompany.com

J Send a nofification when inveice statuses change.

Invoice Status Change + | janedoe@abccompany.com

" Send a notification when an invoice is created automatically on behalf of your company. f
Invoice Created Automatically ¥ ¥ pany @ . Janedee@abccompany.com
W N A Pk e N g T sttt st o - pmnitn _.‘,.,/ . A W F

Close

Close

@
T

m

F o - o




Entering information for Invoice Routing cont.

4. Click Send notification Network Settings Close

when invoices

un d el |Verab I e or I‘ej eCted Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement @
n Selecting thlS Option ensures General Tax Invoicing and Archiving
that an email will be sent Capabilities & Preferences

when an invoice has been

. Sending Method
rejected by the Buyer

Document Type Routing Method Options
5. CI'Ck on Save Invoices Online  ~ Return to this site to create invoices
6_ C||Ck on Close Customer Invoices Online -~ Save in my online inbox
Notifications
Type Send notifications when. .. To email addresses (one required)
Invoice Failure @ v Send a nofification when invoices are undeliverable or rejected. . janedoe@abccompany.com

Send a nofification when invoice statuses change.

Invoice Status Change «  janedoe@abccompany.com

Send a nofification when an invoice is created automatically on behalf of your company. . ;
Invoice Created Automatically Y ¥ pany . lanedoe@abccompany.com

B N B e I eI et e S SRR e e T

Network Settings Close

+  Your profile has been successfully updated. @ X
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Adding your ABN — Using Company Profile

From the Dashboard Ariba Network Upgrade from light account 2

1. Click on Company Settings aJ Q.

Company Profile

2. Select Company Profile

3. Click on the Business Tab Company Profile
Basic (3) Business (2) @ ng (3) Contacts Certifications (1) Additional Documents
4. Scroll down to Tax
Information * Indicates 2 required field Public Profile Completeness
_ , =l
. Business Information
5. Enter your ABN into the TAX .
ID Tax Information @
) Tax Classification no value v
6. Enter your ABN into the Vat o
|d Taxation Type (no value) e
Tax ID 12345678901 (i) Do not enter dashes
7. CIle On Save State Tax Id Do not enter dashes
Regional Tax Id Do not enter dashes
8. Click on Close vaie. [ommeront @
VAT Registered
ﬂ Enterlng yOUI' ABN Wl” Supplier GST Registration Number: (i
alleviate the need to enter
your.ABN when completing Company Profile Close
Invoices
v Your profile has been successfully updated. @ @
Basic (3) Business (2] Marketina (3) Contacts Certifications (1) Additional Documents

© 2019 SAP Ariba. All rights reserved.




Adding your ABN — Using Electronic Invoice Routing

Company Profile

From the Dashboard

1. Click on Company Settings Account Setiings
Customer Relationships
2. Select Electronic Invoice Notifications
RO Utl n g Application Subscriptions
Ordery ey al
. L Network Settings Save -Close
3. Click on the Tax Invoicing Orderby \_+vork Sefings -
an d ArC h |V| n g tab ng Invoici Electronic Accelerated Settlement @
Electronic Order Routing
Invoice Payments
@ Electronic Invoice Routing Routin
4. Enter your ABN Number - o
5. CI|Ck on Save General Tax Invoicing and Archiving @

Tax Infarmation

6. Click on Close

Tax Classification (no value) hd
\ Entel‘lng yOUf ABN Wl” Taxation Type: {no value) v
o a"eVIate the need to enter » 4 ABN Number 123456789 (i) Do not enter dashes
your ABN when completing .
InVOlceS State Tax ID: 123456789 Do not enter dashes
Regional Tax ID' 123456789 Do not enter dashes

Vat ID: 123456789

VAT Registered
S oot —rd™ A P e P g g _’},&‘*“’I-_w“i’rrﬂ

]

Network Settings

~  Your profile has been successfully updated @
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Transacting Setup

« Standard Account is an email process account only
* All Purchase Orders are sent from the Buyer to the Supplier using email

+ The email address entered during the setup process is the account that your Buyer will continue to send all Purchase Orders to



Initial Purchase Order Email from your Buyer

» An email will be sent to the
email address from your
Buyer

1. Click Process Order
» This will take you to the one-

off registration process, follow
the prompts

© 2019 SAP Ariba. All rights reserved.

R 'Strat  Labs" <ordersender-prod@ansmtp.ariba.com>

Strat Labs sent a new Purchase Order PO4193

n If there are problems with how this message is displayed, click here to vew it in a web browser

Fa
PO4193.htm
| i N
You can reply to this message Ariba Network or other Ariba doud services will send your reply to the appropriate mess. BEE NecC clent(s) and link it to its cor respond nig document. SAP Ariba stores WO =
contact informatlon [emall and name) according to the policy at https://service.ariba.com/w/collab-platform/common/tou/en/MessagingPolicy.html. By replying to this message, you're accepting the
terms in the policy
SAP Ariba/\ ]
Strat Labs sent a new order
Your customer sends their orders through Ariba Network. You'll gat a FREE Ariba Network standard account to process this order. If you have an
account, you can use it and log in now.
@ I




Ariba Standard Account Setup — Once off Process

» You need to Sign Up for a free Ariba Network

Standard Account before the
purchase order can be

actioned Join your customer on Ariba Network!

1. Click on Sign Up m O

> If you already have a
Standard Account click on Log
in

Already have an account? Log in

2 E

» Screen displays the Register
Company Information name

Strengthen relationships Connect faster Reach more customers worldwide
Coliaborate with your customer on the Excnange documents electronicaily Sngn up with Ariba Discovery and
same secure network and streamline communications increase sales leads

Ariba Network light account is Free
Learn more
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Adding Standard Account Company Information

1. Enter your Company Name Register
2. Click on the drop down arrow

and select the Country Company information

3. Enter the Address

* indicates a required fekd
4. Enter the City (Suburb)
Company Name:* | ABC Company

5. Click on the drop down arrow < ountre* | Australi
and select the State Country* | Australia
6. Enter the Postcode Address* 1123 ABC Drive

» Scroll down to User Account
Information

City *| Somewheretwon

State*] Stgte v @

Zip*]1234

Q0 O04LQ
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Adding User Account Information — Once off Process

> The account that is being User account information
created is your businesses

Ariba Network Administrator
account. Only the

Administrator can create new
users Mame:* | John Smith
1. Enter your first and last Email:#| test @gmail.com @

Name
‘f Use my email as my username @

2. Enter your Email address
Usemame: *

my username Password: * | ssessees

4. Enter a Password | ‘@

5. Re-enter your password

: Language: | English vy @
6. Confirm the correct language A
is displayed

3. Click on Use my email as @

: : Email orders to:* | test mail.com
7. Confirm or enter Email @9 @

orders to

8. Click on Register

© 2019 SAP Ariba. All rights reserved.




Standard Account — Accept Terms of Use and Register

Note: After you Standard O
Account is registered’ all future J I have read and agree to the Terms of Us
Purchase Orders will be sent to | J ‘l have read and agree to the SAP Ariba Privacy Statement

your designated user account
email @ @
==
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...
Upgrade From Standard Account to Full Account — Learn More
Button

> The Upgrade from stancard T RRREEEEEE

Account to full account — learn | Cese
more Button provides
Suppliers with a list of the Upgrade to realize the full value of Ariba Network! @
benefits LIGHT ACCOUNT FULL-USE ACCOUNT
Y t t rade
» To upgrade to a Full Account FULFILLMENT S
i R d t iled ord i
C“Ck on Upgrade to learn feg?ﬁl%ns lh(z)ate;;etlilr%:ugtrn)r?‘l[esrugng Skip the emails. Get and manage
about any fees or Charges v requests, like order confirmations, v orders and invoices all on Ariba
% Orders and invoices ship notices and invoices Network
and What prOCGSS y0U are Check invoice status and create Use CSV uploads to manage large
required to fO"OW  non-PO itnvoices, if supported by ¥ documents.
your customer
Publish catalogs that detail your
Note: Upgrading to a full = Cotalogs ¥ products and services
i ’ Integrate with your backend
Account may incur fee’s. % Inegrtin . egrats it your peckend

Please make yourself aware of —
Access to long-term invoice
fees and ChargeS before fil Legal Archive J arcl}i\;ing (regional restrictions
. apply.
upgrading
. Get reports to track transactions
{8 Reporting ¥ and sales activities

1. Click on Close to return to
the Dashboard @ Support Help Center

v Help Center, phone, chat, and web
form

% Fees Free Based on usage

By th th ith .
SELLING y ine way, you can use these witn any accoun

3 Ariba Discovery + Join our business matchmaking service to get high quality sales leads. Fees

may apply
s Sourcing, Contract  Attract potential customers with your profile and get invited to auctions and
“ Management other events.
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View/Edit Addresses

* View/Edit Addresses should be used when good or services are provided from a different location than that shown on documents going back to the buyer



Configuring Remittance Addresses

1. From the Dashboard click on Ariba Network @

Company Settings

INBOX OUTBOX CATALOGS REPORTS ANID:
2. Select Company Profile

Company Profile

selection is not available ask your
businesses Ariba Network
System Administrator to add

Additional Company Addresses 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

4. Click on Edit

Customer Relationships

Purchase Order by Amount Last 12 mx

Additional Company Addresses @
5. Click on Create

Address Name 1 Address ID VAT ID TaxID 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.

6. Enter the Address Name Configure Supplier Addresses Served by This Account m Close

* Indicates a required fisld

7. Enter the Address 1

Address Name

8. Enter the City Address Name | Retall Solutions @
Address ID: o
9. Enter the Postal Code -
VAT ID:
10. Select the correct Country S
11.Click on Save Address
. . . -« 1 Kangaroo Way
> The entered information is et @
dlsplayed Address 2:
Cit}": « | Melbourne @
» Repeat to add more >
addresses (if required) state
Postal Code:*| 3000 @
> All addresses entered will be Ny > @
displayed — b/
Additional Company Addresses
Address Name t Address ID VAT ID TaxID Address Country Legal Profile Status™*
- - Melbourne
Retail Solutions 1 Kangaroo Way Australia - @
L, ‘ Edit ‘ ‘ Delete ‘ | ‘ Create ‘ -
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Standard Invoice — Configuring Remittance Addresses cont.

12. Click on Save

Note: A Green ribbon indicates
that the changes have been
saved successfully, where the
ribbon is red, locate the error and
correct

13.Click on Close

» Screen returns to the
Dashboard

Additional Company Addresses Example of Multiple Entries
Address Name 1 AddressID  VATID  TaxID  Address Country Legal Profile Status**
Brackets are Us 1 Wombat St Sy
Retail Solutions 1 Kangaroo Way K‘Eﬁ'?;ﬂ;”e
L Edit Delete Create

Company Profile “ Close
</ Your profile has been successfully updated. @ @X

Basic Business Marketing (2) Contacts Certifications (1) Additional Documents
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Purchase Order

The Purchase Order (PO) is the source document for the order and all subsequent documents are created from the PO screen

A PO is a commercial document issued by a Buyer to a seller, indicating types, quantities, and agreed prices for products or services the seller will provide to the Buyer.
Receiving an Order from your Buyer constitutes an offer to buy products or services

Any field with an * is a mandatory field and a value is required to be entered
A Standard Account Supplier will always receive their PO via email.
If you misplace your Standard Account email you can resend from the Dashboard

You Ariba Network will only display the last 50 documents, documents exceeding this will “drop” off the screen and can only be opened from the original email send
from



View Purchase Order Details — Header Level

The Purchase Order Header Purchase Order: 4505955966\*' m

displays the:
v Create QOrder Confirmation w || %l Create Service Sheet | = Create Invoice v Hide | Print Download PDF Export cXML | Download CSV Resend ﬁ
1) Purchase Order Number. '
. Order Detail Order Histo ﬁ
2) Order History. VP
From: To: ) Purchase Order
’ E ' (New)
£ P!JrChase DU S (.Status Name and Address ﬁ Name and Address >N 4505955966
will change as the order is Details of the Buyer ~ Jeg Details of the Supplier Amount $34 50 USD
actioned. E.g. Once an invoice geg-elvmg the Purchase
is created the Order Status will Phone: raer
say Invoiced). ‘ :
Payment Terms "{ 4 Routing Status: Sent
4) From and To information Comments
Contact Information
Supplier Address . ; Buyer Headquarter Address
5) Payment Terms Address Details of ﬁ Buyer Corporate
the Supplier providing Headquarters or
6) Supplier and Buyer contact the Goods Head Office Address
information Ehmoali';_ Contact Information of
_ Fax + Supplier ‘
7) Other Information Other Information ™ 4
View more » . { \
8) Ship_ To, Bill To and Deliver To Ship All ltems To Bill To Deliver To
details.

. Name and Address of the . ! L
Mame of the Business and Address of Buyer/Business being Billed for the Name and Business function within a Buyer

where the Material/s or Service/s are - - : ! where the goods or services are to be
9) g(:(;leerto close the Purchase {0 be shipped or provided to Material or Service being provided delivered o provided

> Scroll down to Line Items
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View Purchase Order Details — Line Item Level

1) Show Item Details, to open
further information on all line
items at once

2) Details, to open further
information for one line item
at a time

3) Click Done to return to the
Inbox

Reviewing a Purchase Order

Each Purchase Order that comes
into the system should be reviewed
to:

- ldentify the items requested

. Determine whether the items
are in stock

- Validate the information
contained within the PO

+  Review the shipping address

. Ensure that the details of items
in the order are correct

«  Check fields required by the
business and any Comments

© 2019 SAP Ariba. All rights reserved.

Show ltem Details o= ﬁ

Line ltems
Line # Part # / Description Type Qty (Unit) Need By Unit Price Subtotal
1 Mot Available Material 50 (EA) (0 6 Sep 2019 $10.00 AUD $500.00 AUD Details ﬁ
Test

Order submitted on: Monday 5 Aug 2019 12:50 PM GMT+10:00

Sub-total: $500.00 AUD

¥ Create Order Confirmation « & Create Ship Notice = Create Invoice » Hide | Print Export cXML | Download CSV Resend

% ,
N /




View Purchase Order Details — Line Item Level Show Iltem Detalls

| When reviewing a Purchase
= Order use Show Item Details
to identify any comments or
further information from your
Buyer

> To see all Line Items details
click on

Show ltem Details

» To hide all line item details
click on

Hide ltem Details

» To see specific line item
details click on

Details

» To hide specific line item
details click on

Summary

Line ltems
Line # Part # / Description Type
1 Mot Available Material
Test
Status

50 Unconfirmed

Other Information
Req. Line No.: 1

Requester: Carl Ayers
PR No.: PR12177
Classification Domain:  unspsc

Classification Code: 43191501

Order submitted on: Monday 5 Aug 2019 12:50 PM GMT+10:00

Qty (Unit)
50 (EA) (0

¥ Create Order Confirmation % Create Ship Motice

=i| Create Invoice

Hide Item Details s

MNeed By Unit Price Subtotal

6 Sep 2019 $10.00 AUD $500.00 AUD Summary

Sub-total: $500.00 AUD

Print Export cXML | Download CSV Resend
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Order History

Use Order History to identify: Purchase Order: APO253 “
- Who created a document
. What occurred with the Order Defail | Order History ﬁ
document "
«  The date and time stamps of Purchase Order: APO253 From Customer.
the VariOUS processes that Order Status: New Routing Status: Sent

Submitted On: 1 Sep 2017 10:45:01 PM GMT+10:00
have affected a document

. . . Histo
«  Line Item level information v
Status Comments Changed By Date and Time
The order was queued. PropogationProcessor-128558079 1 Sep 2017 10:45:12 PM
Email order was sent to ANPODispatcher-125579032 1 Sep 2017 10:45:57 PM
Sent Email order was sent to OrderDispatcher - Email 1 Sep 2017 10:45:57 PM
Line ltems
Line # Part # / Description Qty (Unit) Price Subtotal
1 2772882 20 (EA) $40.00 AUD $800.00 AUD
Wireless keyboard
Status

20 Unconfirmed

Sub-total: $800.00 AUD
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Accessing a Purchase Order

Wed 17/01/2018 10:35 AM

> You will receive a Purchase TEST" <ordersender-prod@ansmtp.ariba.com>
Order Vla emall from through TEST sent a new Purchase Order 4200957717
the Ariba Network .

o If there are problems with how this message is displayed, click here to view it in a web browser,

Locate and open the email € o .
1. Click on Continue to access SAP Ariba /\\

the order or click on Process

Order - TEST sent a new order

Your customer sent you this order through Ariba Network.

Note: You cannot access the
Purchase Order via the Ariba

Network ONLY via the email @ﬁ

» Accessing the order will allow

Process order

yOU tO perform the requlred To access the Order: Continue
taS kS y for exam ple and O rder This purchase order was delivered by Ariba Network. For more infarmation about Ariba snd Ariba Networlk, visit http://www.ariba.com.
Confirmation, a Ship Notice or o To: burchase Order
I . Speciality Supply Co-TEST (New)
1 somewhere Drive
nVOICe Delaware, DE 19808 4200957717
United States Amount: $17,137.01 USD
Phone: 65 6776 5652 Version: 1
Phone: +61 Fax: 65 6776 9630
Fax: +61()

Email: vend14t@gmail.com

Contact Information

Supplier Address

Contact Name:: Speciality Supply Co.
1 Somewhere Drive

Delaware, DE 19808
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Re-sending a Lost Purchase Order through the Ariba Network

Ariba Network B compysuis [0

» Log onto you Ariba Network
Standard Account, from the NBOX  OUTBOX  CATALOGS  REPORTS Greate v
Dashboard/Homepage e

Purchase Order by Amount Last 12 months

1. Click on the number of

documents to display, select e
Last 50 Documents s
Purchase Order by Volume
$4.2K
2. Locate the required - Purchase Order by Amount
PU rC h ase Ord er foae Qutstanding Invoices
Z:g 2017 Mar 2017 Apr 2017 May 2017 Jun 2017 Jul 2017 Aug 2017 Sep 2017 Oct 2017 Mov 2017 Dec 2017 Jan 2018

3. Click on Select

Last 24 hours

4. Select Send me a copy to

Orders, Invoices and Payments All Cy o Last 14 days + I Now we mobile.

k A 0 0 0 0 0 . Last 7 days
ta e aCtlo n New Purchase Orders that Need Invoices Rejected Orders to Invoice Pinned Documents More
Orders Attention . « Last 14 days

Last 31 days

Tdans

» Screen displays a system
confirmation message

Last 50 Documents

Update Profile Information m

Orders, Invoices and Payments All Customers Last 50 Documents Now we'
Check it
1 2 0 4 D L L
Mew Purchase Orders that Need Invoices Rejected Orders to Invoice Pinned Documents More
Orders Attention pp St
Order Numbe Customer Status Amount Date Amount Invoiced Action
4200957039 & Mame of Buyer New $468.80 AUD 2 Jun 2017 $0.00 AL Select Tasks

Send me a copy to take action |,
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Re-sending a Lost Purchase Order through the Ariba Network cont.

5. Click on Resend

» Screen displays the
Dashboard/Homepage

6. Click on your User Name
SEND ME A COPY TO TAKE ACTION

7. Select Logout

Email the document to

> The PurChase order W|” be ou can change this email address in My Account

sent to the email address/es
entered into Order Routing @

Ariba Network = | E Hosout @}

My Account

My Community Profile
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Order Confirmation

+ Some Buyers require an Order Confirmation prior to either Shipping or Invoicing or even both
* Locate the email with the Purchase Order you require
There are 3 types of Order Confirmation; a Confirmation can be created to either confirm, update or reject the order:
1) Confirm Entire Order: used to confirm all line item details of the order

2) Update Line Item: used to advise your Buyer there is incorrect information on the Purchase Order, this
includes price updates, unit of measure queries, backorders, line item rejections and need by date updates

3) Reject Entire Order: used to reject the order if it cannot be fulfilled

Note where an Order Confirmation is optional it may not be responded to by your Buyer



Order Confirmation — General Information

» A Purchase Order is your document of truth and cannot be adjusted or changed, some Buyers use the Order Confirmation process to trigger a Change Purchase Order,

other Buyer require the Supplier to contact the requester to change or adjust the Purchase Order and send to your Standard Account email

» To determine whether a Buyer requires an Order Confirmation is primarily based on what tabs are inactive or active, see the tables below:

Is it Active Is it Active What does this mean

YES NO

Name of Action

Create Order Confirmation (

Ship Notice (
Create Invoice (

You are Required to
Create an Order
Confirmation

Name of Action Is it Active
YES
Create Order Confirmation (

Ship Notice

Create Invoice (
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Name of Action Is it Active Is it Active What does this mean
YES NO
Create Order Confirmation .(

_ _ An Order Confirmation
Ship Notice f is NOT required
Create Invoice f

Is it Active What does this mean
NO
An Order Confirmation is
( NOT required




Creating an Order Confirmation - Overview

=

With the Purchase Order Open
Click Create Order Confirmation.

Drop down box displays
available options:
*  Confirm Entire Order
*  Update Line Item
* Reject Entire Order

Make the applicable selection

Complete all fields with an
asterisks at header level

Enter the required information for
items being confirmed

Click on Next and review, then
Submit

Order status shows Confirmed or
partially confirmed. Partially
confirmed remains until all items
have been confirmed
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Purchase Order: 4200000012

B Create Order Confirmation mShip Notice

= Create Invoice | Hide | Print

Confirm Entire Order

|  Export cXML Download CSV | Resend

To:

Header fields

. :r Histo

Update Line ltems (&7
Reject Entire Order

From:

Confirming PO

1 Confirm Entire R

Order v Order Confirmation Header
Review Order Confirmation # | |

Confirmation

Associated Purchase Order # 4200000012
Customer:

Supplier Reference:

SHIPPING AND TAX INFORMATION
Est Shipping Date:*
Est. Delivery Date:*

Comments:

Est Shipping Cof

Est. Tax Cos

* Indicates required field

Line ltems
Line#  Par#/Description Qty (Uni)
1 3772967 3(EA)

Ergonomic Chair
Current Order Status

Y 3 Unconfirmed
Confirm: Backorder:
Attachments:
Name Size (bytes)

Browse.. Add Attachment

The total size of all attachments cannot
exceed 10MB

b Confirm All

Purchase Order

Update Line Items fields

Unit Price Subtotal Tax

$200.00 AUD $600.00 AUD $60.00 AUD

Content Type

No items

[~ |




Order Confirmation Update Line Level — General Information

Order Confirmation-Update Line Level is used when there are variations to the items requested by your Buyer such as short supply and rather than waiting until all the

goods are available to create an order confirmation, this process allows suppliers to provide the goods that are available. An Order Confirmation in Partially Confirmed

Status can have multiple Order Confirmations until all items within the purchase order have been confirmed.

Also use Order Confirmation—Update Line Items when there is a price discrepancy on the purchase order received from your Buyer on an item/s as only your Buyer can

permanently change a purchase order and may send a Change Order with the new Unit Price.

The total quantity for each line item in the required variations must not exceed the total amount

requested by your Buyer.

Part # / Description Qty (Unit) Need By Unit Price Subtotal Tax

YDCTLG-0 13 Sep 2017 $1.00 AUD $100.00 AUD 00 AUD
Current Order Status

100 Unconfirmed

[ )
Confirm: Backorderj Reject © 6

Example only of variations

When confirming at Line Item Level you are providing confirmation on the items requested in the purchase order

1) Use Confirm where a portion of the goods requested are being confirmed

2) When the items requested need to be backordered before supply can occur use Backorder

3) Where full supply on one item within the purchase order can occur but you are not confirming other lines use Confirm

4) To reject either the full amount of a line item or the full amount of an item but not the entire purchase order use Reject

If you have a line item with a Backorder or Rejection quantity, you must provide further information using the Details button.

Details Li}

Where you have a unit pricing variation, you will need to enter the “different” unit price into Details for review by your Buyer.
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Ship Notice

* The Ship Notice is the delivery information and is sent to Your Buyer to advise them of the ship date for the materials.
* The Ship Notice is an optional document for transacting with your Buyer
« 2 methods for creating a Ship Notice

1. Full Ship Notice

2. Partial Ship Notice



Ship Notice — General Information

* A Ship Notice advises the Buyer of the goods that have been sent based on the Purchase Order
* In some instances a Buyer receipts goods into their Ordering System or ERP before invoicing can occur

» To determine whether a Buyer requires a Ship Notice is primarily based on what tabs are inactive or active, see the tables below:

Name of Action Is it Active Is it Active What does this mean Name of Action Is it Active Is it Active What does this mean
YES NO YES NO
Create Order Confirmation ( Create Order Confirmation .(
) , You are Required to ) ] An Ship Notice is NOT
Ship Notice ( Create a Ship Notice Ship Notice ( required

Create Invoice ( Create Invoice f

Name of Action Is it Active Is it Active What does this mean
YES NO
Create Order Confirmation (
_ _ You are Required to
Ship Notice ( Create a Ship Notice

Create Invoice (
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Creating a Ship Notice - Overview

> W|th the Purchase Order Open Purchase Order: 4200000012 Create Ship Notice Headel‘ fle|dS

* Indicates required field

SHIP FROM DELIVER TO
|; Invoice Update Address Update Address

» Screen displays Create Ship

1. Click Create Ship Notice.

v Create Order Confirmation + [ w Create Ship Notice

NOtlce v Ship Notice Header
» Complete all fields with an TRACKING
asterisks at header level >
Invoice # Service Level:

Requested Defivery Date:

» Enter the Ship Qty for each StipNota Ty | Selc v

Order |tem Actual Shipping Date: * =]
Actual Delivery Date:* =]
» For perishable items enter the Frme "
Batch ID and Expiry Sttt "
» Click on Next and review Order Items Order Items fields
Order # ltem Part # / Description Gustomer Part # aty Unit Need By Ship By Unit Price Subtotal
> CIle on Smelt 4200000012 10 1007305 20 EA 14 Aug 2018 $23.00 AUD 54600 AUD  Remove
BRUSH,WIRE,BLR TUBE,3/8IN DIA CNDR CLEAN
. Shipment Status
» Order status shows Confirmed ottt Due Q. 20 £
or -partlally copflrmeq. Pa_lrtlally Confimation Statss
Shlpped remains until all items Total Confirmed Quantity: 0 EA Total Backordered Quantity: 0 EA
have been Shlpped Line Ship Qty Batch ID Production Date Expiry Date
1 20 Add Details

Add Ship Notice Line
L Add Order Line ltem
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Invoice

All orders received via the Ariba Network require an invoice to be created in the Ariba Network
The Invoice# refers to your internal invoice number
Partial invoicing is allowed, however you will need to keep the email containing the Purchase Order

The Ariba Network uses Balance Tracking

Shipping Cost added at Line level will not cause GST to be calculated for shipping. If the order has multiple lines the shipping cost can be added to one line or split over

the all lines. (The Cost does NOT need to be split up over the lines)

The Invoice number you provide to your Buyer is the number from out of your ordering system, ERP, excel spreadsheet or other invoice number generation process and

each Invoice number must be unique

Refer to Slide 78 for information about Contract Invoicing



Invoicing— General Information

* Only Invoices that have been rejected can be Edited and Resubmitted
* Invoices cannot be recalled or adjusted once sent
» Refer to your Purchase Order when Invoices are rejected to ensure that any previously required documents (for example Order Confirmation) have been actioned

+ GST may be added at Header or Line level, some Buyer require all Taxes to be added at Line item Level, some Buyers will trigger the taxes to be added based on the

information on the Purchase Order
« Balance Tracking occurs on both the value of the Purchase Order and the Quantity
» Purchase Order values are shown GST exclusive
* You cannot invoice for a total greater than that shown on the Purchase Order
» Only add shipping where it is not already included as part of the cost price of the goods requested by your Buyer

* The date the invoice is created is when payment terms commence, payment terms are agreed between you and the Buyer and if shown on the Purchase Order are

based on the agreed terms

* You cannot add costs or charges unless previously agreed with your buyer or if an Order Confirmation was mandatory and was included, for example Shipping Costs
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Begin the Invoice

> Locate and open the email Purchase Order: APO253 “
with the Purchase Order you

wish to Invoice
v Create Order Confirmation w || Create Srm Hide | Print Export cXML | Download CSV | Resend

» Screen displays the Standard Invoice @
Purchase Order Order Detail Order History Cradit Mema
. . Line-ltem Credit Memo

1. Click Create Invoice From: To: Purchase Order

(New)
. APO253

2. Select Standard Invoice. Amount. $800.00 AUD

Version: 1

» Screen displays Create e
Invoice

» The transaction rules in place
by your Buyer will determine
what selections are available
in the drop down list
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Standard Invoice — Header Level

1. Enter the Invoice # Create Invoice Update Save Exit Next
2. Check or enter the Invoice

Date ¥ |nvoice Header * Indicates required field Add to Header
3. Select either Header level Summary View/Edit Addresses

Tax or Line Level Tax Purchase Order: APO253 Subtotal: $800.00 AUD

ivoice &+ [ meorraaee 0 Total Tax:  $0.00 AUD

If all items on the Invoice have the - Total g‘r"tn"fa_'ssmg'u”nﬁ: %33:33 iﬂg
same tax rate select Header Level Invoice Date:* | 23 Oct 2017 @ Total Net Amount: $800.00 AUD
Tax, however if there are items on Amount Due: $800.00 AUD
the Invoice that attract different Supplier Tax 1D:
levels of tax then select Line level Remit To:
tax
4. Select Line level shipping Bill To-

(only if shipping is going to be

added)

Note: Your Buyer’s transaction rules
will determine whether you can add Tax @

tax at Header or Line level
m Header level tax (i) ® ' Line level tax (1) @

» Remember that anything with an
asterisks is a required field and
Header level shipping (0 ®  Line level shipping (1) @

Shippin
must be completed PP
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Adding Shipping at Header Level

Note: Only add shipping where it is a

Shipping
tOta| Charge agalnSt the purChase @ Header level shipping () @ evel shipping (0
order and it is not already included

Ship From: Ship To: View/Edit Addresses

» With the Invoice open pe Create Invoice @ Update ‘ Save ‘ | Exit |@‘

1. Select Header level shipping

Shipping Cost

Payment Term ¥ Invoice Header @*.‘nd.-ca:as required field Add to Header +

5 v main ot hlatdorm(days) ™ F Vo - . - et
2. Click on Add to Header S — e B S e i

Summary Shipping Tax
Purchase Order: 0000220925 Subtotal: $499.00 AUD Shipping Documents @
3. Select Shipping Cost inoce | 5854661 Amount Dus: 843900 AUD Special Handing s
Invoice Date:* | 26 Nov 2018 Special Handling Tax
> The Shlpplng cost Sectlon Wl” Servica Doscrigion Additional Reference Documents and Dates
Comment
open Supplier Tax [D:* | 12345678 Attachment

. . Bt T b TP A B | g AL e . et e b g Vo
4. Enter the Shipping Amount

Shipping

5. Click on Update

o

@ Header level shipping (0 Line level shipping (i)

» Click again on Add To Header Ship From Ship To: View/Edit Addresses
6. Click on Shipping Tax Delivertor
. . . ) Shipping Cost

» The Shipping Tax section will be

displayed Shipping Amount | §34.67 AUD Shipping Date: Remove

T
Shipping Tax o

7. Confirm or select the correct tax Category-* 10% GST/ Inclusive [ 0%GST/Free Taxable Amount: | §34.67 AUD Remove

Ca.tegory 0% GST/ Exempt Tax Rate Type:

Location: ¢ 10% GST/ Inclusive Rate(%): 10

> The total for the tax rate selected Desciiption: - Inclusive | [ Amount §34TAUD

iS dlsplayed Regime: N Exempt Detail: | (no value) ~
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Adding an Attachment to Header Level

Supplier VAT

» With the Invoice displayed

Supplier VAT/Tax ID: | TestABN

e ©

1. Click on Add to Header

2. Select Attachment Shipping Tax
U Shipping Documents 1 Line Items, 1 Included, 0 Previously Fully Invoiced
R A Special Handlin:
» The Attachments section will P ¢
open Ing Special Handling Tax
Additional Reference Documents and Dates ST/ Free v Shipping Documents Special Handling Discount Add to Included Lines
3 Cl k B Comment
" art 7 escription ustomer Part uanti nit nit Price ubtota
ICK On rowse Attachment # Descripti C Part # Quantity Uni Unit Pri Subtotal

4. Select the file required from

Attachments
your computer and select
Open The total size of all attachments cannot exceed 10MB Remove

Browse... ‘ Add Attachment
5. Click on Add Attachment
Name Size (bytes) Content Type
» The selected document is
added 281043_Search_R_blue.png 26685 image/png
Note: Repeat Until a” \Pﬁir/—guide.pdf 3599778 application/pdf
attachments are added up to a Nare Do modfied | Tope Sie
maximum of 10MB - I vy e S
- Microso 245KB
M Microsoft Word D... 452 KB

M Microsoft Word D...

> To delete a document: Micrssort v

241KB
. = 2/ 488 KB
1) Click on the document Add 10 Header 0 Y 5
2) CIICk On Delete | Open | Cancel
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Adding Shipping at Header Level

Note: Only add shipping where it is a Shipping
tOta| Charge agalnSt the purChase @ Header level shipping () @avel shipping (i)
order and it is not already included

Ship From: Ship To: View/Edit Addresses

» With the Invoice open pe Create Invoice @ Update ‘ Save ‘ | Exit |@‘

1. Select Header level shipping

Shipping Cost

Payment Term ¥ Invoice Header @*.‘nd.-ca:as required field Add to Header +

5 v main ot hlatdorm(days) ™ F Vo - . - et
2. Click on Add to Header S — e B S e i

Summary Shipping Tax
Purchase Order: 0000220925 Subtotal: $499.00 AUD Shipping Documents @
3. Select Shipping Cost inoce | 5854661 Amount Dus: 843900 AUD Special Handing s
Invoice Date:* | 26 Nov 2018 Special Handling Tax
> The Shlpplng cost Sectlon Wl” Servica Doscrigion Additional Reference Documents and Dates
Comment
open Supplier Tax [D:* | 12345678 Attachment

. . Bt T b TP A B | g AL e . et e b g Vo
4. Enter the Shipping Amount

Shipping

5. Click on Update

o

@ Header level shipping (0 Line level shipping (i)

» Click again on Add To Header Ship From Ship To: View/Edit Addresses
6. Click on Shipping Tax Delivertor
. . . ) Shipping Cost

» The Shipping Tax section will be

displayed Shipping Amount | §34.67 AUD Shipping Date: Remove

T
Shipping Tax o

7. Confirm or select the correct tax Category-* 10% GST/ Inclusive [ 0%GST/Free Taxable Amount: | §34.67 AUD Remove

Ca.tegory 0% GST/ Exempt Tax Rate Type:

Location: ¢ 10% GST/ Inclusive Rate(%): 10

> The total for the tax rate selected Desciiption: - Inclusive | [ Amount §34TAUD

iS dlsplayed Regime: N Exempt Detail: | (no value) ~
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Standard Invoice — Line Level (including add Shipping)

3.

Click in Tax Category (only
where line level tax was
selected in the header)

Select the Tax Rate from the
drop down box

Click on Add to Included Lines

» A Tax section will open for each

Line Item (only for line item tax)

Confirm or enter the Quantity
that will be invoiced

Confirm or update the Unit Price
(only if applicable and
authorisation has been obtained
from your Buyer)

Tax level for the Line Iltem

Add Shipping (if required)

Repeat for all line items, click
Next
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Line ltems

Insert Line Item Options

L

J Tax Category: 10% GST
No. Include Type
1 (aC)] MATERIAL
Tax @ Category:*
Location:
Description:
Regime:
Ship From:
Shipping

Shipping Cost

Shipping Amount:*

Line ltem Actions » ‘ ‘

Delete

Part #

2772882

10% GST

In Melboume
Australia

50.00 AUD

7

N @ ipping Documents Special Handling

Description Quantity

Wireless keyboard @ 20

Rate(%):

Tax Amount:

Ship To:

Deliver To:

Shipping Date:

Taxable Amount

1 Line ltems, 1 Included, 0 Previously Fully Invoiced

@ Add to Included Lines

Discount

Unit Price

Unit
EA @ $40.00 AUD
£800.00 AUD
10
$80.00 AUD
Update Save Exit

Subtotal

5500.00 AUD

Remove

View/Edit
Addresses

8




Standard Invoice — Add Tax at Line Level

1. Click in Tax Category Line ltems 1 Line Items, 1 Included, 0 Previously Fully Invoiced
2. Select the Tax Rate from the Insert Line Item Options @
drOp down box \/ Tax Category: | 0% GST / Exempt @ Taves nts Special Handling Discount Add 10 Included Lines
3. C_“Ck on Add to InC|Uded No. Include Type Part # Desq 0% GST/ Free Customer Part # Quantity Unit Unit Price Subtotal
Lines 0% GST / Exempt @
1 @ MATERIAL 3772899 Blac! 100 X $4.99 AUD $499.00 AUD
. . 10% GST [ Inclusive
» A Tax section will open for
each Line Item Tax Category:* 0% GST/Exempt 4 @ Taxable Amount: | $499.00 AUD Remove
X X Rate(%): 0
4. Confirm or enter the Quantity Location: Tax Amount: $0.00 AUD
Description: Exempt Exempt Detail: | (no value) ~
5. Confirm or Select the correct Regime: v
tax Category
. H H L Line ltem Actions ‘ ‘ Delete ‘ ‘ | Add
6. Repeat for all line items, click
Next @
> Refer to Slide 70, Finalise an Update Save Exit m
Invoice
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Adding an Attachment at Line Level

1 Line Items, 1 Included, 0 Previously Fully Invoiced

» Screen displays Line Items Line ltems

Insert Line Item Options

1_ C“Ck on the L|ne that requ"'es q,/ Tax Category: 0% GST / Exempt s Shipping Documents Special Handling Discount

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

B o B J (] MATERIAL 3772899 Black Whiteboard Markers 100 BX $4.99 AUD $499.00 AUD

2. Click on Line Item Actions
Tax Category'* 0% GST / Exempt b Taxable Amount | $499.00 AUD Remove
3. Select Attachment Rate(%): 0
Location Tax Amount:  $0.00 AUD

. Description: Exempt Exempt Detail (no value) ~

4. Click on Browse Regine >

5. Select the file from your L @j |

computer and click on Open Edi - — -
ame ate modified ype Ize
0% Doc3.docx 6 Vicrosoft Word D... 405K
. had E oction P
6. Click on Add Attachment Tox € Docsdocx M MicosotWordD.. 2458
M= Docé.docx 5 PM Microsoft Word D... 452 KB
Shipping Documents A% DocT.docx M Microsoft Word D.. 241KB
> The attachment iS added Special Handling H%‘ Doc.docx Microsoft Word D... 433 KB
Discount | (AnFies e v
omments Open Cancel
> To delete an attachment:; SA—m== @ —
. fma ttachment e
1) Click on the attachment SAP NS sty erms of Use

2) C“Ck on Delete The total size of all attachments cannot exceed 10MB m W4_ @ Remove

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

H Attachments
displayed : .
N 2 281043_Search_R_blue.png 26685 image/png

N 2 ¢
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Adding Country Tax Rates for Effective Invoicing (erform only if required)

5.

Use only where your country’s
tax code does not default in the
list and Configure Tax menu is
available for selection

Click on Create

Select the tax type that most
represents your requirements

Enter the Rate %, this is the
percentage rate that will auto-
populated when the tax type is
selected

Add a Tax Description

To add more than one type of
tax rate

Click on OK

Note: The Taxes list is updated with
the created tax and will appear in
the drop down list until removed
using the configure tax menu and
then delete function

Configure Tax

= Tax Category

Create @

Configure Tax

Ly Other
Sales Tax
VAT
GST
Use Tax
PST
QsT
HST

Withholding Tax

Configure Tax

* Tax Category

* Tax Category
() Sales Tax v

Create

“ Cance‘

* Rate Tax Description

@ No items

Category:* Sales Tax

Location:
Regime:

* Rate Tax Description
% "
@ V-

D' Header level shipping (i)

* Rate Tax Description @

GST v 0 % Australian GST Exempt
[ ] GST v 10 % Australian GST Inclusive
Ly ‘ Delete ‘ | ‘ Create ‘

Line level shippin

Taxes
\ y 0% GST/ Australian GST ..

10% GST/ Australian GST ...
Standard Tax Selections

Sales

VAT

GST

HST

PST

QsT

Usage
Withholding Tax
Other Tax

Configure Tax Menu

Cancel
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Finalise Standard Invoice

> Review the Invoice.

1. Click Submit

2. Click on Exit

> Screen returns to the
Purchase Order the Order
Status has changed to
Partially/Invoiced

3. Click on Done

» Screen displays the Orders
and Releases

© SAP Ariba. All rights reserved.

Create Invoice

‘ Previous ‘ ‘ Save ‘ Exit

Confirm and submit this document. It will be electronically signed according to the compliance map and your customer's invoice rules. This transaction qualifies as Cross-Border trade. The document’s O ig country is: Australia

destination country is

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.

Standard Invoice / Tax Invoice

Invoice # : INV7TT8996
Invoice Date : Monday 23 Oct 2017 12:56 PM GMT+11:00
Original Purchase Order : APO253

REMIT TO: BILL TO:

Postal Address:
Somewhere

In Melbourne 2020
Awustralia

Invoice INV778996 has been submitted.
Purchase Order: APO253

» _Print a2 comu of the invaice

»| Exit invoice creation.

=i Create Invoice w| Hide | Print

v Create Order Confirmation + | |® Create Ship Motice

@ Order Detail Order History

From:

Export cXML Download CSV | Resend

To:

Subtotal : $800.00 AUD

Total Tax : $80.00 AUD

Total Shipping : $0.00 AUD

Total Gross Amount : $880.00 AUD

Total Net Amount : $880.00 AUD

Amount Due $880.00 AUD

SUPPLIER:

ABN number

Postal Address:
Somewhere

In Melbourne 2020
Australia

of

N

Purchase Order
(Invoiced)

APO253

Amount: $800.00 AUD
Version: 1




Standard Invoice — Using View/Edit Addresses

Shipping

» With the Create Invoice
screen displayed

@ Header level shipping (0 Line level shipping (1)

Ship From Ship To: View/Edit Addresses

1. Click the required View/Edit Deliver 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 i
Select v View/Edit Addresses
Supplier:  Test Supplier
2. Complete all fields with an e
Email:
ASte rl S kS Bill From testsupplier_4 - TEST View/Edit Addresses
Dunedoo
Australia
VIEW/EDIT ADDRESSES VIEW/EDIT ADDRESSES
" [noleates requied feld = Indlicates required field
Ship From Ship To
Name: testsupplier_4 - TEST Name: Bill From
Department Department I
Name Name Name: = testsupplier_4 - TEST
Address 1 1 Wallaby Pl Address 1: | Pl tr 241
allaby Place ilnizerstr Department Name:
Address 2 Address 2
Address 1 1 Wallaby Place
City.  Dunedoo City 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] A4
Deliver To: This selection will refresh the page content

“ ancel
[ o |
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Standard Invoice — Changing Remit To

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
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Supplier Reference:

Payment Note:

Customer: 0 i
Test Supplier v 0 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
Supplier Retail Solutions . Dresden 14
Australia
Melbourne Email-
Australia
Bill From: View/Edit Addresses
Dunedoo
Australia



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 if 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”

Always locate and open the original Purchase Order Email, new Purchase Order emails will not be sent for remaining quantities that are outstanding



Completing a Partial Invoice

» Locate and Open the
Purchase Order, Partially
Invoiced will be displayed

Note: All previous documents

are displayed under Related

Documents

1. Click on Create Invoice

2. Select Standard Invoice

»  Screen displays the Invoice

3. Enter the Invoice Number

4. Confirm or enter the
Supplier Tax ID

»  Scroll down to Line ltems

Purchase Order: 0000220714

v Create Order Confirmation + Hn Create Ship Notice

= Create Invoice | Hﬂt

Order Detail

Co ments . .

Create Invoice

v Invoice Header

Summary

Purchase Order:

Invoice #: ¥
Invoice Date:*
Service Description:

Supplier Tax ID:*

Remit To

Bill To:

Shipping

Order History

0000220714
2333324442

26 Nov 2018

12345678

114 VICTORIA STREET ~

Standard Invoice @

Line-ltem Credit Memo

__Nownload PDF Export cXML | Download CSV | Resend

Line-ltem Debit Memo

Purchase Order
(Partially Invoiced)
0000220714
Amount: $499.50 AUD

Version: 1
Routing Status: Acknowledged
Related Documents: = 714p2
Izl RC867 \ 4

e ™ B e P F N BB it r-;_.p-_‘.-;.__’r e T , . 'q__.,- P , somtd. AP et P e U, , -

‘ Update | | Save | ‘ Exit ‘ Next

* Indicates required field Add to Header v

Subtotal: $399.60 AUD
Total Tax: $0.00 AUD
Amount Due: $399.60 AUD

View/Edit Addresses

®
©

. --vnldn;.r“'“‘--v*""‘) P it il —t o J’*‘; 5”'*"»~W':ﬁ‘:f“ﬂﬂ(fﬁ_“&.%f’ ...J"“““p'_
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Commence Partial Invoice — Header Level

1. Enter the Invoice # Create Invoice Update Save Exit Next
2. Check or enter the Invoice

Date ¥ |nvoice Header * Indicates required field Add to Header
3. Select either Header level Summary View/Edit Addresses

Tax or Line Level Tax Purchase Order: APO253 Subtotal: $800.00 AUD

ivoice &+ [ meorraaee 0 Total Tax:  $0.00 AUD

If all items on the Invoice have the - Total g‘r"tn"fa_'ssmg'u”nﬁ: %33:33 iﬂg
same tax rate select Header Level Invoice Date:* | 23 Oct 2017 @ Total Net Amount: $800.00 AUD
Tax, however if there are items on Amount Due: $800.00 AUD
the Invoice that attract different Supplier Tax 1D:
levels of tax then select Line level Remit To:
tax
4. Select Line level shipping Bill To-

(only if shipping is going to be

added)

Note: Your Buyer’s transaction rules
will determine whether you can add Tax @

tax at Header or Line level
m Header level tax (i) ® ' Line level tax (1) @

» Remember that anything with an
asterisks is a required field and
Header level shipping (0 ®  Line level shipping (1) @

Shippin
must be completed PP
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Completing a Partial Invoice — Line Level

3 Line ltems, 2 Included, 1 Previously Fully Invoiced

» Complete the header Details Line Items

as per standard invoice:

> |nV0ice Number Insert Line [tem Options
> Tax Rate Tax Category: GST W Shipping Documents Special Handling Discount Add to Included Lines
»  Shipping
> Attachments (|f No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
required) 1 @ MATERIAL ltem Partno1 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 Part # Description Customer Pari # Quantity Unit Unit Price Subtotal
will be_dls_played in the 2 ﬁ © MATERIAL ltem Partno2 ltem Description Line 2 1 o EA $2,000.00 AUD 50 AUD
2 czguan.tlté/. field h h Excluded line items cannot be modified. 7
) 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) Slide the Include from Classification Domain:  unspsc Code: | 48102102 Remove
green to grey
Line ltem Actions ‘ | Delete

» Complete line items details
by indicating the correct
quantities for invoicing

3. Click on Update
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Update

Save




Completing a Partial Invoice — Line level cont.

4. Click on Next

»  Screen displays Create
Invoice

5. Click on Submit
6. Click on Exit

»  Screen displays the

Purchase Order with either:

Invoiced as all items
have been invoiced that
were on the original
Purchase Order

Or

Partially Invoiced as
there are still items that
have not yet been
invoiced against the
original Purchase Order

Line ltems

Insert Line ltem Options

Tax Category: = GST

No. Include Type Part #

1 @ MATERIAL Item Partno1
Classification Domain:  unspsc

No. Include Type Part #

3 )] MATERIAL Item Partno3
Classification Domain: | unspsc

Line ltem Actions + | | Delete

Create Invoice

2 Line ltems, 2 Included, O Previously Fully Invoiced

$1,500.00 AUD

$2,000.00 AUD

Unit Price

Unit Price

Add to Included Lines

Subtotal

$1,500.00 AUD

Subtotal

$2,000.00 AUD

AV Shipping Documents Special Handling Discount
Description Customer Part # Quantity Unit
Item Description Line 1 1 EA

Remove
Code: | 48102102
Description Customer Part # Quantity Unit
ltem Description Line 3 1 EA
Remove
Code: | 48102102
‘ Update ‘ ‘

Save

Confinm amd submit this document. It will not be electronically signed sccording 1o the compliance map and your cusiomenrs imiaice rules. The document’s saEginating cour

documaent's destination country is:

I you want your mvoices 1o e stoned in the Ariba bong temm document archiving, you can subscribe to an archiving servios, Hote that you will slso be able 1o archive old irvonS25000 you subscribe o

the archiving service.
Standard Invoice [/ Tax Invoice

erecice Mumber - TESTEE009

Oviginal Purchase Orcer - 37000295909

Thursday 4 lan 2013 1145 AM GMT«11:00
Total G

Subitotal

Talal

Aamic

Tax

Ampaunt Dug

53,500,000 ALD

235000 ALD
$3,850.00 AUD
33.850.00 AUD
$3,850.00 ALD

The

Invoice TEST660009 has been submitted.

+ Print a_roo of the inmice
» Exit invoice creation.

Purchase Order
(Invoiced)
0000220677
Amount: 358 97 AUD
Version: 1

Purchase Order
(Partially Invoiced)
0000220714
Amount: $495.50 AUD
Version: 1
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Contract Invoice

Contract Invoices are created in the Ariba Network against Contracts that are in place between you and your Buyer

The catalog items contained within the Contract are uploaded and updated by your Buyer

Contracted services are typically where the supplier is performing recurring tasks as defined in a master agreement, where agreed pricing terms and rates exist and

invoices are submitted at regular intervals (i.e. monthly).

Please also note the following when creating invoices:
* The Tax rate and category must be selected for each invoice
* Taxes can be added at the header level or at line level

« Partial invoicing is allowed



Contract Invoicing — General Information

» All Contract Invoices display a zero value until you have added the required lines for invoicing
« Catalogs containing the contract items is maintained by the Buyer, where there is incorrect pricing or units of measure contact the requester

* The information contained within this guide may differ slightly in terms of fields that are required for completion, refer to the Supplier Education Materials Portal for

information about Contract Invoicing (if this is your Buyer process) remembering that you access invoicing from the Dashboard or homepage
* You may or may not receive separate Purchase Orders when invoicing against a contract
* The total value of the contract is not displayed or shown

« Some Buyers will have Blanket Purchase Orders as part of their Contract process
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Begin a Contract Invoice

» Log onto your Ariba Network Ariba Network $f  Company Setiings v

» The Dashboard or CSV Documents v

Homepage is displayed

PO Invoice
. Orders and Releases ~ | All Customers ~v | Order Number
1. Click on the Create Non-PO Invoice
. Purchase Order by Amount Last 12 months R —
2. Select Contract Invoice. @
£300K

» Screen displays Create oo Credit Memo

Contract Invoice: Select Purchase Order by Vi

Customer $180K Catalog

Purchase Order by A1
$120K

—a PP U i WY ."__/-—'—“"" " 2 e SR S q_ff:"""""*ﬂlf'oiggs____/" r s
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Begin Contract Invoice

1. Click on Select Create Contract Invoice: Select Contract Prev Next Cancel
> Screen displays the Choose Enter the information requested in the fields below. Required fields are indicated with an asterisk (*). Click Next to continue creat@nvuice.
value for Contract
. Contract: ™ (no value) | select | o
2. Select the contract required
and click Select Invoice # * | 99877-1a @
> The contract number selected Invoice Date: ~ | 29 Aug 2013
= dlsplayed Sold To Email:
3. Enter the Invoice Number Payment Terms:
4. Enter the Invoice Date Purchasing Unit: | (no value) Choose Value for Contract
5. Click on Next Ship From: ° Vil | [searn
D t Title Effective Date Expiration Date Status
> Scregn dlsplays Create BPO179 (CW2220988) BPO Ankita Cycle 2 Wed, 17 Jul, 2019 Thu, 16 Jul, 2020 Open
Invoice header
BP0249 (CW2221249) Test Blanket Tue, 23 Jul, 2019 Thu, 16 Jul, 2020 Open
C237-V3 (CW2221194) Contract Based Supplier Level Maon, 22 Jul, 2019 Fri, 31 Jul, 2020 Open Select @
C254 (CW2221271) Supplier Level Attemp 2 Wed, 24 Jul, 2019 Fri, 31 Jul, 2020 Open
C285-V5 (CW2221513) Test Contract - csv Wed, 31 Jul, 2019 Sat, 1 Aug, 2020 Open
c287 (CW2221534) CSV Testing Contract Thu, 1 Aug, 2019 Sun, 2 Aug, 2020 Open
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Contract Invoice — Header Level

o The information entered into Create Invoice Update Save Exit m

= the previous screen is auto-

populated
Neier ThevEle ol e Cania Invoice Header ndicates required field Add to Header
Invoice is zero, this is due to the
items of the contract have not yet Summary
Invoice & 99877-1a ° A Total Tax: 30.00 AUD
g g Invoice Date: 21 Aug 2019 Total Gross Amount: $0.00 AUD
1. Enter or confirm the Supplier voiee bate ’ Total Net Amount:  $0.00 AUD
Tax ID (this is your ABN) Service Description: Amount Due: $0.00 AUD
. Sold To Email:
» All taxes are required to be Payment Terms:
entered at Line item level by
your Buyer it To y View/Edit Addresses
» Scroll down to Line Item Bill To:
Level
Supplier Tax ID-* | 123456739 O Australia
Additional Fields
Information Only. Mo action is required from the customer.
Supplier Account 1D #
"‘""L", - _—— h."“- ﬂ ‘/ n"u J‘ J _.---—.—-h-‘-" "-—"r e R ' _.__'I—A,.-_L" Pp——
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Contract Invoice — Add Line Items

1- CIICk Add |temS Line ltems 0 Line Items, 0 Included, 0 Previously Fully Invoiced
g Insert Line Item Options
» Screen displays Create Contract e .
Invoice: Add Contract Item

MNo. Nao. Include Type Part # Description .
Create Contract Invoice: Add Contract ltem

Cancel

@ Contract:  C237V3 @

» All items that are part of the

Contract will be displayed L P

2 Enter the Qty based on the unit Browse By Category All Categories v Search by part # supplier name, or keyword v G
of measure Offce Products
18 item(s) found View: = ==z Sort by: Relevance
3' CIICk on Add Item | Add ltem | | Compare ltems

Note: The number of items added

. $7.20 AUD / each
appears in the cart

- Supplier:
Supplier Part #: - ADVISOR Qty: 1
> Repeat Steps 2 and 3 until all Available in. T Day(s)
items and their totals are added Name badge -

to the cart
$7.20 AUD / each

q . Supplier:
4. Click Done Supplier Part #: BADGE004 @ Qty: 114 ‘

Available in: 7 Day(s)

Name badge - @
» Use View to change the view
" — $7.20 AUD / each

> L|St Supplier.
Supplier Part # BADGE006 Qty: 67

. Ll Available in: 7 Day(s)
» Grid 1

Name badge -
‘“--_-,,-m‘ Py J.A.._‘M““‘—_' A Y e r‘- Y = W Y
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Contract Invoice — Add Line Iltems cont.

» Screen displays Line Items Line ltems
with all the items added from
the selection of Contract Insert Line ltem Options
ltems Tax Category:  10% GST/ Tax Inclusive W Shipping Documents Special Handling Discount Add to Included Lines
The items are d|sp|ayed with the: No. Include Type Part # Description CustomerPar\l* Ouantit;ﬁ!nit \\_ﬁUnit Price \_ﬁSuhtotal
1) Qu_antlty 1 @ MATERIAL BADGE004 Name badge 114 EA (D $7.20 AUD 582080 AUD
2) Unit of Measure Pin
3) Unit Price Ship From: Ship To: View/Edit
Add
4) Subtotal Shipping resses
Deliver To:
5. Add Shipping where required
(Only add Shlpp_lng at line level Shipping Cost Shipping Amount* | $0.00 AUD @ Shipping Date:
when shipping is not part of
the total COSt) Mo. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
2 ) MATERIAL BADGE00G MName badge 67 EA @ $7.20 AUD 548240 AUD
Magnetic
Ship From: Ship To: View/Edit
Addresses
Shipping
Deliver To- . .
Shipping Cost Shipping Amount* | §0.00 AUD Shipping Date:
Line ltem Actions » || ‘ Add ltems | ‘ Change ltems
Update Save Exit Mext
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Contract Invoice — Line Level Tax

» All taxes must be added at
Line item Level when
transacting with your Buyer
using the Ariba Network

1. Click Tax Category

2. Select the applicable tax
value from the drop down list

Note: A Tax section will open for
each item added onto the
Contract Invoice

> |f there are Items that are GST
o exclusive only change that
=" gpecific line, apply the tax rate
that relates to the majority of
the items in the invoice.

» Go to Slide ??, Finalising a
Contract Invoice
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Line Items

Insert Line Item Options

s/ Tax Category: | 10% GST / Tax Inclusive

@ Include Type Part #

2,

[ Taxes

10% GST / Tax Inclusive

Descript
0% GST / Tax Exclusive
1 & MATERIAL BADGEN04 Name by
Pin
Tax Category:*  10% GST/ Tax Inclusive hd

m Location:

Description: Tax Inclusive

Regime:
Ship From:
Shipping
Shipping Cost Shipping Amount: *
No. Include Type Part #
2 @ MATERIAL BADGEDO6
Tax

Category:*  10% GST / Tax Inclusive

$0.00 AUD

Description
Name badge

Magnetic

Special Handling Discount @ Add to Included Lines

Customer Part # Quantity Unit Unit Price Subtotal
20 - 114 EA (© $7.20 AUD 5520.80 AUD
Remove
Taxable Amount: | $820.30 AUD
Rate(%): 10
Tax Amount  $32.08 AUD
Exempt Detail: | (no value) ~
Ship To: View/Edit
Addresses
Deliver To:
Shipping Date:
Customer Part # Quantity Unit Unit Price Subtotal
67 EA (D $7.20 AUD 5482 40 AUD

A o Taxable Amount | $482.40 AUD Remove
¥

Rate(%):

V 10
W . o, A“'.»l-“-,....--"" ‘j’.d-m," P N Ju.amn—d: M.Q_-_j_r"—L O SR - -,- o~ o




Contract Invoice — Change Item

> You have identified that you have ' L= "
either entered the incorrect total
or line item and need to correct

Line ltem Actions v ||‘ Add ltems | Change ltems. J

1. Click on Change Item @
‘ Update ‘ ‘ Save ‘ ‘ Exit ‘ “

» Screen displays Create Contract

Invoice: Change ltems Create Contract Invoice: Change ltems ‘ Add Item m
2. To update an amount, click in the Click the Show Details link to expand the line item view for all line items to show additional defails (such as supplier part number, commadity code, and full description), or click tr@e next to M @Wore
Qty field for the item you wish to \
change Show Details
Line Items =
3. Update the Unit of Measure (only @
where it is incorrect and required) No. t Supplier Part# Description Contract Qty Unit @ Price Amount
1) Click on the Unit Down 1 BADGE004  Namebadge- Yes 114 cach v\ﬁ%mn AUD $82080 AUD
Arrow for the item : P More
2) Click on Select to choose 2 BADGE006  Namebadge Yes 67 Choose Value for Unit of Measure $720AUD S$48240AUD
the required Unit of Name v | [ sern] More
Measure ‘ Update Amount l @ Symbol 1 Name
{no value) ~
4. Click on Update Amount B bunde
BG bag IE‘
5. To add another item, click on Add 80 bote ﬁ
Item, add the items e box )
ca
Note: The price cannot be changed et carton
as itis based on the Contract Terms PR pai
R ream .

6. When all changes have been
actioned, click on Done
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Finalising a Contract Invoice

» Screen displays Line Item

Ship From: Ship To: View/Edit
Level B o Adlc?rgsses
Shipping
: Deliver To:
1. Click on Next
. . Shipping Cost Shipping Amount* | $0.00 AUD Shipping Date:
> Review the Contract Invoice ’
L . .
NOte: Use PreViOUS to return to Line Item Actions v ” ‘ Add ltems ‘ ‘ Change ltems 0
Line Items to make changes if il
you have identified an error ‘ Update | ‘ Save ‘ ‘ it ‘ fexd
2. Click Submit Create Invoice m Previous Save Exit Invoice 99877-1a has been submitted.
- . = + Print a_comenf tha inuaics
3. Click on Exit Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of in@ he document's - Exit invoice creation. @

originating country is:Australia. The document’s destination country 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

» Screen displays the screen to archive old invoices once you subscribe to the archiving service.
where the selection for

. . Standard Invoice [/ Tax Invoice
contract invoices was made

Invoice Number: 99877-1a Subtotal: $1,303.20 AUD
Invoice Date: Wednesday 21 Aug 2019 3:30 AM GMT-07:00 Total Tax: $130.32 AUD
Contract Number: C237 Total Shipping: $0.00 AUD
Total Gross Amount: £1,433.52 AUD
Total Net Amount: £1,433.52 AUD
Amount Due: $1,433.52 AUD
REMIT TO: BILL TO: SUPPLIER:

..,"-'_"'““"“J‘M_' PV T R n——-»-f LR e S " - "'"qv“‘—“——-‘-—,—“ P 4
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Line Item Credit Memo

Line Item Credit Memos can be sent to your Buyer via the Ariba Network and do not need to be sent via a separate email

A Line Item Credit Memo is raised against an Invoice

A Line Item Credit Memo can be raised for Quantity Adjustments and Prices Adjustments, this is dependant on the Transaction Rules set by your Buyer
Please also note the following when creating a Line Item Credit Memo:

Credits are supported against specific line items from a previously submitted invoice

Credits can be for full or partial amounts



Line Item Credit Memo- General Information

« Line Item Credit Memos are against an Invoice, Standard Account users can access the required Invoice by locating and accessing the email with the Purchase Order to

identify the Invoice
» Credits can occur on quantity or price adjustment, although this is determined by you Buyer, some buyers may only allow for quantity Line Item Credit Memos

» Credits should not be used to adjust Invoice totals due to an error or invoice rejection. For errors contact the requester and request the invoice be rejected and use the

Edit and Resubmit process for reject Invoices but locating and opening the Rejected Invoice email (refer to Slide 97, Edit and Resubmit)
» All Taxes are applied based on the original Invoice created
» Default Shipping and other additions will be auto-populated based on the original Invoice
» Price Adjustment Line Item Credit Memos may not be available for transacting with all Buyers

* When using Price Adjustment, the unit price should be the actual price reduction not the correct unit price, the Unit Price entered will be deducted from the invoice, for

example the original unit price was $35.00, but the Unit price should have been $34.98 — multiply the quantity by $0.02 not $34.98
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Begin the Line Item Credit Memo — Via a Purchase Order

»  Locate and open the email Purchase Order:{4900006347 @ m
with the Purchase Order

1. Locate the Invoice that + Create Order Confirmation + %] Create Ship Notice =i Create Invoice Hide | Print Download PDF | Download CSV
requires a Credit in Related
Documents Crder Detail Order History

2. Click to open the required

|nV0ice From: To: Purchase Order
(Invoiced)
Buyer Information Supplier Information 4900006347
»  The Invoice is displayed ﬁ;ﬂrzil:)l'll_lt; 258:640_00 AUD

3. Click on Create Line-ltem

Credit Memo
Payment Terms ' Routing Status: Acknowledged
> The Create Line Item NET D Related Documentsf & RC 1674
. . . = 987654
Credit Memo is displayed Comments @
Comment Type: Terms and Condition . N
B s ; T T T gy Wy PN

» Referto Slide 91 for
Quantity Adjustment Line

ltem Credit Memo process Invoice: 987654 ES
> Refer to Sllde 94 for Pl’lce Create Line-ltem Credit Memo L@s Invoice Print Export cXML

Adjustment Line Item

. Detail Scheduled Payments Remittance History
Credit Memo process

Standard Invoice / Tax Invoice




Line Item Credit Memo — Header Level — Quantity Adjustment

> The Invoice is displayed Create Line-Iltem Credit Memo Update Save Exit Next

1. Select Quantity Adjustment

2. Enter a Credit Memo # Credit Memo Type @
®  Quantity Adjustment (1) Price Adjustment (1)
3. Confirm the Credit Memo Date
4. Confirm or enter the Supplier v Invoice Header @ * Indicaes roquied Tl | Addto Header v
Tax ID
Summary
» Complete all fields with an Subiotal: $.8,640.00 AUD View/Edit Add
_ . o ubtotal: ,640. iew/Edit resses
Asterisks Credit Memo #:* CRN33387 @ Total Tax  5.864.00 AUD
Credit M Date:* [ 12 Sen 2019 . Total Gross Amount  $-9,504.00 AUD
. i . redit Memo Date: ep = Total Net Amount:  $-9,504.00 AUD
> All other information in the @ Amount Due: $-9,504.00 AUD
Summary, Tax, Shipping, Special Original Invoice No: 987654
Handling, DiSCOUﬂt, and Criginal Invoice Date: 8 Aug 2019
Additional Fields should default Suppier Tax -+ [ 123050709 @
Note: All totals are shown as a Remit To '

Negative and tax must be added at
Line item level

Bill To: Comment
> Scroll down to locate Reason for

Credit memo Reason for Credit Memo:* | Wrong Colour

Goods Damaged inside carton
5. Enter the Reason for Credit

Memo Default Credit Memo

Comment Text:
» Scroll down to Line items
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Finalising a Line Item Credit Memo — Quantity Adjustment

» Line Items is displayed

1. Locate and update the
Quantity of the credit for
each item

2. Remove items that are not
required for credit using the
Include Slide bar

3. Click on Update once all
items have been actioned
based on the Credit

4. Click on Next
» Screen displays the

Confirm Line-ltem Credit
Memo

Line Items

Insert Line ltem Options

Tax Category:

No. Include Type

1 o MATERIAL
Tax

MNo. Include Type

2 ® MATERIAL
Tax

10% GST/ Tax Inclusive

Part #

Category:* GST
Location:
Description:  Tax Inclusive

Regime:

Part #

Category:* GST

Location:

Description:  Tax Inclusive

Regime:
Line ltem Actions v | | Delete
No. Include Type Part #
2 © MATERIAL

hve

Description

Test ltem

Description

Test ltem

Description

Test ltem

Special Handling

Customer Part #

Taxable Amount:

Discount

Quantity

-600

$-4,320.00 AU

Rate(%): 10

Tax Amount:

Exempt Detail:

Customer Part #

Taxable Amount:

Rate(%):
Tax Amount:

Exempt Detail:

$-432.00 AUD

(no value)

Ouaitity

-600

$-4.320.00 AUD

10
$-432.00 AUD

(no value) ~

Customer Part #

2 Line ltems, 2 Included, 0 Previously Fully Invoiced

Add to Included Lines

Unit Unit Price Subtotal

EA @ §7.20 AUD £-4,320.00 AUD
Remove

Unit Unit Price Subtotal

EA @ §7.20 AUD £-4,320.00 AUD

Remove

3,

Update ‘ Save ‘ ‘ Exit ‘ Next
Quantity Unit Unit Price Subtotal
0 EA (D $7.20 AUD $0 AUD

Excluded line items cannof be modified.
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Finalising a Line Item Credit Memo — Quantity Adjustment cont.

5. Click on Submit Create Line-ltem Credit Memo Previous ‘ Save ‘ ‘ Exit ‘

5 o Confirm and submit the line-item credit memo. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:Australia. The documen’ ‘ion country is:Australia.
6 . C ||Ck on EX |t 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 ar. rvice.
Line-ltem Credit Memo
Note: There is no requirement
. . (Original Invoice No: 987654)
to print the Credit Memo or send
Credit Memo Number: CRN99987 Subtotal: §.4,320.00 AUD
a copy to your Buyer Gredit Memo Date: Thursday 12 Sep 2019 8:48 AM GMT+10:00 Total Tax $-432.00 AUD
Criginal Invoice Number: 987654 Total Gross Amount: §-4,752.00 AUD
) . Original Invoice Date: Thursday & Aug 2019 2:16 PM GMT+10:00 Total Net Amount: §-4,752.00 AUD
7. Click on Done or Previous Original Purchase Order: 4900006347 Amount Due- $.4,752.00 AUD

» Screen displays the Invoice
the Line Item Credit Memo

was actioned from it aconva oo e
- Exit invoiéé creation. @
Previous — Returns to the —
=" Purchase Order

Invoice CRN99987 has been submitted.

Invoice: 987654 oo [N
o Done — Returns to Email
R - / Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice ‘ Print Export cXML ’

Detail Scheduled Payments Remittance History

Standard Invoice [/ Tax Invoice

© 2019 SAP Ariba. All rights reserved.




Line Item Credit Memo — Header Level — Price Adjustment

> Line ltem Credit Memo is

1.

displayed

Select Price Adjustment

» Screen message displays

2. Select Yes

=,

4.

Enter a Credit Memo #
Confirm the Credit Memo Date

Confirm or enter the Supplier
Tax ID

Complete all fields with an
Asterisks

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

> Scroll to locate Reason for

Credit Memo
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Create Line-ltem Credit Memo ‘ Update ‘ ‘ Save ‘ ‘ Exit ‘ “
Credit Memo Type
Quantity Adjustment (1) ® price Adjustment ()
CREDIT MEMO TYPE
If you change the credit memo type, the Line ltems section will be reloaded. Do you want to continue anyway?
Yes @ Mo
Create Line-ltem Credit Memo ‘ Update ‘ ‘ Save ‘ ‘ Exit ‘ Next

Credit Memo Type

Quantity Adjustment () ® ' Price Adjustment ()

v Invoice Header

* |ndicates required field Add to Header +

N

Summary

Subtotal: $-8,640.00 AUD

Total Tax $-864.00 AUD

Total Gross Amount  $-9,504.00 AUD
Total Net Amount  $-9,504.00 AUD
Amount Due:  $-9,504.00 AUD

Credit Memo #* | CRN9987 View/Edit Addresses

©®
®

Credit Memo Date:* || 12 Sep 2019

Remit To ~

Original Invoice No: 987654
Original Invoice Date: 8 Aug 2019

Supplier Tax 1D-* | 123456759




Finalising a Line Item Credit Memo — Price Adjustment

6. Enter the Reason for the Credit
Memo specifically in relation to
price adjustments

» Scroll down to Line Iltems

7. Locate and update the Quantity
of the credit for each item

8. Locate and update the Unit
Price for line item that
requires a Price Adjustment

Note: The unit price should be the
actual price reduction not the correct
unit price, the Unit Price entered will
be deducted from the invoice

9. Remove items that are not
required for credit using the
Include Slide bar

10. Click on Update once all items
have been actioned based on
the Credit

11. Click on Next

» Screen displays the Confirm
Line-ltem Credit Memo
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Comment

Reason for Credit Memo:*  Decrease in manufacturing of parts

Default Credit Memo
Comment Text:

Add to Header

Line Items

Insert Line ltem Options

6

2 Line Items, 1 Included, O Previously Fully Invoiced

Tax Category: 10% GST/ Tax Inclusive Shipping Documents. Special Handling Discount Add to Included Lines
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 @ MATERIAL Test 500 EA G $-7.20 AUD $-4.320.00 AUD
Tax
Category:* st i Taxable Amount: 5 @ | @ e
Rate(®%): 10 -
Location: Tax Amount:  $-432.00 AUD
Description:  Tax Inclusive Exempt Detail: (no value) ~
Regime: A
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
2 © @_RIAL Test 0 EA (@ $-7.20 AUD $0 AUD
Excluded fine ifems cannof bes ed.
L Line ltem Actions ‘ | Delete ‘ @ @
Update ‘ Save ‘ ‘ Exit ‘ m




Finalising a Line Item Credit Memo — Price Adjustment cont.

12. Click on Submit Create Line-ltem Credit Memo ‘ Save ‘ ‘ Exit ‘

13 C“Ck on EXlt Confirm and submit the line-item credit memo. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:Australia. | 1ent’s destination country 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 invoices once you subsc\ /(e archiving service.

) ) Line-ltem Credit Memo
Note: There is no requirement

to print the Credit Memo or send (Original Invoice No: 937654)
a copy to your Buyer Credit Memo Number: CRN9987 Subtotal- $.4.320.00 AUD
Credit Memo Date: Thursday 12 Sep 2019 9:25 AM GMT+10:00 Total Tax: F-432.00 AUD

14.Click on Done or Previous Invoice CRN9987 has been submitted.

» Screen displays the Invoice

7 ] +_Print a copy of the invoics
the Line Item Credit Memo ~Exit imvoica creafion. @
was actioned from \
 Previous — Returns to the Invoice: 987654 - ooe [

A y
= Purchase Order
Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice ‘ Print Download PDF v Export cXML

o Done — Returns to Emaill

Detail Scheduled Payments Remittance History

Standard Invoice / Tax Invoice
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Edit and Re-Submit Invoices

Invoices that are rejected by your Buyer and have been rejected
Invoices can be rejected due to:
* Missing information - for example a required attachment
* Incorrect information
« Added information to invoice — freight added but was not provided on the Order Confirmation

* Requested by the Supplier due to Invoicing errors



Open and Review Rejected Invoice

» Locate and Open the email Invoice: 117655-A @ m

indicating that an Invoice
has been rejected Edit Create Line-ltem Credit Memo Copy This Invoice Print Download PDF v Export cXML

1. Open the Invoice Detail Scheduled Payments History

> The Rejection Reason is Rejected Invoice:
dlsplayed Reasons:

ROG: Incorrect Quantities

2, C||Ck on Ed it and Resu bm it Comment: please resubmit with adjusted quantity (Sarah Mingon, 2013-08-07T21:29:48-07:00)Line item: Line Number:1 Part Number:Not Available Description:Test Exc) Received Quantity The invoice
item's quantity, 25, is greater than the order item's received guantity, 0. Part Number Not Available Descriotion Test Exceptions: PO Received Quantity Variance The invoice
» The Invoice is displayed Edit & Resubmit @
» Correct errors, these will Standard Invoice / Tax Invoice
usually have a red error Status - $250.00 AUD
message, refer to the relevant Invoice: Rejected Total Tax: $25.00 AUD
Invoicing Slide. Routing: Acknowdedged Total Gross Amount $275.00 AUD
Invoice Number: 117655-A Total Net Amount: $275.00 AUD
Invoice Date: Thursday & Aug 2019 1:53 PM GMT+10:00 Amount Due- $275.00 AUD
» Finalise Original Purchase Order: 4900006264

Submission Method: Online
Origin:  Supplier
Source Document:  Order
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Support

Support Type

Help Centre
For all your support needs

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

Ariba Network Training Request

Description

Types of Support available:
1. User Community
2. Ask guestions or view documentation
3. Email

On the Home screen

Click on Company Settings

Click on Customer Relationships
Click on Supplier Information Portal

S L e b

E: an.sellertraining.aus@sap.com
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