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Introduction

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

step instructions, procedures and hints to facilitate a smooth flow of procurement between Metro Trains and supplier.
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Invoilice

- All orders received via the Ariba Network require an invoice to be created in the Ariba Network
- Allinvoices must be created from a Purchase Order sent from Metro Trains
- The Invoice# refers to your internal invoice number

- Partial invoicing is allowed

- 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)



Invoicing - General Information

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

The Order Number displayed is generated by the Buyers system.

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

Ariba Network

HOME

Orders and Releases

OUTBOX

Early Payments

Orders and Releases

Orders and Releases

» Search Filters

CATALOGS

ltems to Confirm

Orders and Releases (10)

Order

Order

Order

Order

Order
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MTM189

MTM183

MTM182

MTM180

MTM178

Scheduled Payments

REPORTS MESSAGES

Remittances

ltems to Ship

Metro Trains Melbourne Pty Ltd - TEST

Metro Trains Melbourne Pty Ltd - TEST

Metro Trains Melbourne Pty Ltd - TEST

Metro Trains Melbourne Pty Ltd - TEST

Metro Trains Melbourne Pty Ltd - TEST

Inquiries

Contracts Nofifications

MIDDENDORP - PAKENHAM
Melbourne, VIC

Australia

COLLINS ST/FINANCE DEPARTMENT
Melbourne, VIC

Australia

COLLINS ST/FINANCE DEPARTMENT
Melbourne, VIC

Australia

NORTH MELBOURNE MAINTENANCE
Melbourne, VIC

Australia

CRANBOURNE DRIVER DEPOT
Melbourne, VIC

Ayattalia

Receipts More...

$120.00 AUD

$70.00 AUD

$35.00 AUD

$450.00 AUD

$45.00 AUD

External Document »

25 Mar 2019

22 Mar 2019

22 Mar 2019

22 Mar 2019

22 Mar 2019

Company Settings v

CSV Documents »

Invoiced

Invoiced

Invoiced

Invoiced

Invoiced

$220.00

$105.00

$70.00

$600.00

$90.00

Create v

AUD

AUD

AUD

AUD

AUD

Actions

Actions

Actions

Actions

Actions

Actions




Routing Status

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

Status Level Definition

Accepted Ariba accepted the purchase order from your customer

Order Queued Ariba Queued the purchase order from cXML processing

Sent Ariba successfully converted the purchase order from cXML

Acknowledged Ariba received a positive functional acknowledgment from you

Failed Ariba could not route the purchase order and it lists the reason for the failure. The supplier needs to

resend the purchase order after correcting the issue. Contact Help Centre for further assistance
Approved Metro Trains has reviewed the invoice and it has been approved for payment

Paid The Invoice has been paid by Metro Trains
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Order Status Descriptions

=

New Initial state. This is a new purchase order

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

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

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

Partially Confirmed Some of the ordered quantities have been confirmed

Partially Shipped Some of the ordered quantities have been shipped

Partially Invoiced Some of the ordered quantities have been invoiced

Partially Rejected Some or the ordered quantities have been rejected

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

Returned When a goods on a Purchase Order are returned from Metro Trains

Rejected A Purchase Order Confirmation that has been Rejected by Metro Trains
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Locating Received Purchase Orders — Inbox and using Search

A ri ba N et‘u'V r == Company Settings v

HOME 0 CATALOGS REPORTS MESSAGES Extemnal Document v  CSV Documents v Create v

The Dashboard or Homepage
is displayed

Orders and Releases Early Payments Scheduled Payments Remittances Inquiries Contfracts Notifications Receipts More..

Click on Inbox
Orders and Releases

2. Click on Order Status to sort

Orders and Releases ltems to Confirm ltems to Ship
To Use Search Filters: v Search Filters\\*/

1) CI'Ck on SeaI'C h Customer | All Customers " Min. Amount: | Minimum

Filters 5 Max. A
Order Number- @ ax. Amount: | Maxi

2) Select the Date e e
Rang e requ”.ed @ FPartial number Exact number Contractor:

3) Se|eCt the Rece'ved Buyer Location Code: ® Order Status: | Received w \ﬁ/
or Par“a”y Rece|ved Invoice Number: @ View: | All except hidden orders
Order Status Show orders by: | @ Creation Date Ivquiry Date Search only blanket purchase orders

4) Click on Search Date Range: | Last 14 days A 4 Search only scheduling agreement releases or scheduling agreements

15 Mar 2019 - 28 Mar 2019 -

Search only service purchase orders \\ﬁ,
» Received Purchase Orders »

are dISp|ayed Number of Results: 100 W

Orders and Releases (19)

Type Order Number Ver Customer Ship To Address Amount Date Order Status 1 @ Invoiced  Actions
BASEMENT OF SOUTHERN CROSS STATION .

Order MTM216 1 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $15,000.00 AUD 27 Mar 2019 Received £0.00 AUD Actions
Australia
BASEMENT OF SOUTHERN CROSS STATION

Order MTM215 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $10,000.00 AUD 27 Mar 2019 Received $0.00 AUD Actions
Australia
BASEMENT OF SOUTHERN CROSS STATION

Order MTM213 1 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $11,000.00 AUD 27 Mar 2019 Received £0.00 AUD Actions
Australia
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Open and Begin the Invoice

: d| i==  Company Settings v
1. Click Inbox tab on the Ariba Network
Dashboard. 0 CATALOGS  REPORTS  MESSAGES Extemnal Documenty  CSV Documents v Create v
. Orders and Releases Early Payments Scheduled Payments Remittances Inquiries Contracts Nofifications Receipts More
Screen displays Orders and
Orders and Releases
Releases
Orders and Releases Iltems to Confirm ltems to Ship
Open the Received
Purchase Order you wish to » Search Filters m
Invoice Orders and Releases (19) =
. . Type Order Number Ver Customer Ship To Address Amount Date Order Status t  Amount Invoiced Actions
NOte Use the SearCh fl lter Of BASEMENT OF SOUTHERN CROSS ST.
CI|Ck on Order Status to Sort and Order MTM216 1 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $15,000.00 AUD 27 Mar 2019 Received %000 AUD Actions
Australia y
locate Received Purchase Orders BASEMENT OF SOUTHERN CROSS ST = _
Order MTM215 1 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $10,000.00 AUD 27 Mar 2019 Received $0.00 AUD Actions
Awustralia
o BASEMENT OF SOUTHERN CROSS ST.
» Screen displays the Order | MTM213 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $11,00000 AUD 27 Mar 2019 Received $000 AUD  Actions
Australia
Purchase Order - BASEMENT OF SOUTHERN CROSS ST
Order MTM212 1 Metro Trains Melbourne Pty Ltd - TEST Melboume, VIC $150.00 AUD 27 Mar 2019 Received $0.00 AUD Actions
Awstralia
A A ICT DEPARTMENT - 700 COLLINS ST
CIICk Create |nVO Ice Order MTM205 1 Metro Trains Melbourne Pty Ltd - TEST Melboume, VIC $60.00 AUD 27 Mar 2019 Received $0.00 AUD Actions
Aunstralia
Select Standard Invoice. Purchase Order: MTM213 “
Screen displays Create @
. ¥ Create Order Confirmation « Hw Create Ship Notice HixSrint —_L_Download PDF Export XML | Download CSV | Resend
Invoice
Standard Invoice
Order Detail Order History Credit Memo
Line-ltem Credit Memo
From: To: Purchase Order
METRO HEAD OFFICE MTM Test Full Supplier 01-TEST (Received)
METRO HEAD OFFICE AAA Swansten MTM213
MFTR(O TRAINS MFI BOURNE PTY | TN melbourne 3306 Amount: $11.000.00 AUD
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Standard Invoice — Header Level including Tax Level Selection

Enter the Invoice #

Check or enter the Invoice
Date*

Scroll to display the Tax section

The available tax levels are:

> Header Level tax — use
this when all items on the
Invoice are at one tax
rate

Line level tax — use this
when there are different
tax rates of items on the
invoice, refer Slide
Select the Header Level Tax

Click on Category

Select the applicable tax
percentage

Scroll down to Line ltems

Create Invoice

v Invoice Header

Summary

Purchase Order: MTM213 Subtotal:
Total Tax:

Total Gross Amount:
Total Amount without
Tax:

Total Net Amount:

Amount Due:

Invoice #* | 6RB4-INVa o
Invoice Date:* | 28 Mar 2019 N

L2

Service Description:

Supplier Tax 1D:
Remit To AAL 4
Bill To: METRO HEAD OFFICE

Tax (1)

6 @ Header level tax (D

Category:* | 0% GST/ GST Exempt

Line level tax ()

Q Taxes

0% GST/ GST Exempt

Location:
Description:  GST Exempt 10% GST / Standard GST Rate(%):
Tax Amount:
Regime: N
Exempt Detail:

@ Taxable Amount:

Tax Rate Type:

‘ Update ‘ ‘

Save ‘ |

$11,000.00 AUD
$0.00 AUD
$11.000.00 AUD '}

$11,000.00 AUD

$11,000.00 AUD
$11,000.00 AUD

$11,000.00 AUD

0
$0.00 AUD

(no value) ~

* Indicates required field ‘ Add to Header v ‘

View/Edit Addresses

Remaove
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Standard Invoice — Add Line Level Tax

Line ltems is displayed

Add Line Level Tax after adding
all items to the Invoice

Click on Tax Category

Select the applicable tax rate
from the drop down list

Click on Add to Included Lines

A tax section will open for each
item on the Invoice

Change the tax rates only for
items with a different tax rate
then that selected in Insert Line
Item Options

To change a tax rate on a
specific line:
1) Click on Category
2) Select the rate required
for that line item

To Finalise the Invoice, refer to
Slide 14, Standard Invoice —
Finalise Invoice

Line ltems

Insert Line ltem Optinn‘s =

J Tax Category: Special Handling

10% GST/ Standard GST ¥ 'faxgs

0% GST/ GST Exempt

No. Include Type Part # er Part #
10% GST / Standard GST
1 @ MATERIAL RAIL3 Rai's
5 d
Tax Category:*  10% GST/ Standard GST v\ﬁ
= ~
Location:
Description: Standard GST
Regime: A%
No. Include Type Part # Description Customer Part #
2 @ MATERIAL RAIL2 Rail 2
Tax - g %
Category:*  10% GST/ Standard GST
Location:

Description: Standard GST
Regime: W

Discount

Quantity

1

Taxable Amount:

Rate(%):
Tax Amount:

Exempt Detail:

Quantity

50

Taxable Amount:

Rate(%):
Tax Amount:

Exempt Detail:

Unit
EA
£20.53 AUD
10
§2.05 AUD
(no value) ~
Unit
EA
$1,129.00 AUD
10
$112.90 AUD

(novalue) ~~

2 Line Items, 2 Include@eviously Fully Invoiced

Add to Included Lines

Unit Price Subtotal

$20.53 AUD $20.53 AUD
Remove

Unit Price Subtotal

52258 AUD $1,129.00 AUD

Remaove

rI‘JJ-’J.——,J‘J.M**"-’J‘~J'J‘"J‘*J“““%J.J*- M-Mmm_’nﬂ"'“
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Standard Invoice - Line Level

» Line items is displayed Line Items
1. Confirm or enter the Quantity Insert Line Item Options
,/ Tax Category: 10% GST / Standard GST N Shipping Documents Special Handling Discount Add to Included Lines

2. Click on Update

No. Include Type Part # Description Quantity Unit Unit Price Subtotal
> Review the totals 1 @ ﬂ MATERIAL RAIL3 Rail 3 1 EA $20.53 AUD $20.53 AUD
» Invoices cannot be sent with a T - Remove

ax Category:*  10% GST / Standard GST hd Taxable Amounf | $20.53 AUD

zero quantity. To exclude and

; : Ratefzaes 10
item from the Invoice: oeation Tax A P IN2 05 AUD
1) Click on Include to

. Description:  Standard GST Exempt D-G@#¥” (no value) ~
slide to exclude Regime: v
Repeat until all items have No. Include Type Part # Description Quagtity Unit Unit Price Subtotal
been reviewed and updated 2 @ MATERIAL RAIL2 Rail 2 2 EA $22.58 AUD §564 50 AUD
where required
- fax Category* 10% GST/ Standard GST v Taxable Amount. | $564.50 AUD Remove
Go to Slide 14, Standard e e '
H H - A Rate(%): 10
Invoice - Finalise Invoice Location: Tax Amount  $56.45 AUD
Description: Standard GST Exempt Detail: | (no value) ~
Regime: %

L ‘ Line tem Actions v H Delete ‘ @
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Standard Invoice — Finalise Invoice

MNO. Inciuae Iype Farn # Lescrpuon uuanuty unit unmit Frice 2UDTIOTEl
Screen displays Line Items 2 @ MATERIAL RAIL2 Rail 2 25 EA $22 58 AUD $564 50 AUD
Cl ICk on NeXt Tax Category:*  10% GST/ Standard GST v Taxable Amount. | $564.50 AUD Remove
Rate(%): 10
Screen displays Create Location: Tex Amount: §56.45 AUD
Invoice Description: Standard GST Exempt Detail. | (no value) ~
Regime: '

Click on Submit
L Line tem Actions ‘ ‘ Delete o

Click on Exit —
= i -
Ol’del’ Create Invoice Previous Save Exit

Note: The Pu rChase Order W| || Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination g country is:Australia. The document's des ountry is:Australia.
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving servicochive old invoices once you subscribe to th! yuing service.
have an updated Order Status, -

either Partially Invoiced or
Invoiced

Screen displays the Purchase

Tax Invoice

Invoice Number: 11123233 Subtotal: $585.03 AUD
Invoice Date: Monday 17 Jun 2019 9:32 AM GMT+10:00 Total Tax: $58.50 AUD
Original Purchase Order: MTM857 Total Gross Amount: $643.53 AUD

4. C|ICk0n Done ”"-— _-J I W PN N s J . -) s B b ra 3"‘""0u”wr_‘=\¥f JWMAUQ e

» Screen displays the screen Invoice 11123233 has been submitted. | |Purchase Order: MTM857 ___Done__|
the invoice was selected from
Primracepyreive e e | v Create Order Confirmation v H w) Create Ship Notice H i Create Invoice v Hide | Print. | Download PDF | ExportcXML | Resend

« Exit invoice creatio

Order Detail Order History
Purchase Order

From: To: Purchase Order (Invoiced)

METRO HEAD OFFICE MTM Test Full Supplier 01-TEST (Partially Invoiced)

700 Colins Street AAA Swansten MTM857 MTM21 3

Docklands melbourne 3306 Amount: $1,149.53 AUD \ y/ Amount: 511,000.00 AUD

PN ) g s Attt RIS e e P it g e i P L e ghd et g

Version: 1
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Standard Invoice — History Tab

Use the Invoice History to Purchase Order: MTM213 m
identify:

Order Detail Order History
Who created a document
What occurred with the Purchase Order MTM213 From Cusiomer: Metro Trains Melbourne Pty Ltd - TEST

Order Status: Invoiced Routing Status: Acknowledged
dOCU ment Submitted On: 27 Mar 2019 12:42:47 PM GMT+11:00
The date and time stamps of History
the various processes that Status Comments Changed By Date and Time
have affected a document .
The order was queued. PropogationProcessor-125003053 27 Mar 2019 12:42:50 PM

Line Item level information Email order was sent to mtmtestful @163.com. ANPODispatcher-125013022 27 Mar 2019 12:42:51 PM

Sent Email order was sent to mtmtestfull@163.com. OrderDispatcher - Email 27 Mar 2019 12:42:51 PM

Received RC500 Metro Trains Melbourne Pty Ltd - TEST 27 Mar 2019 12:51:17 PM

Received quantity 1 for line item 1. PropogationProcessor-124996081 27 Mar 2019 12:51:17 PM
Line Items
Line # Part # / Description Customer Part # Qty (Unit) Need By Price Subtotal
1 Mot Available 1 (EA) 4 Apr 2019 $11,000.00 AUD $11,000.00 AUD
popcorn for training
Status
1 Invoiced Amount: $11,000.00 AUD

1 Unconfirmed

1 Received

Sub-total: $11,000.00 AUD
Total Invoiced: $11,000.00 AUD
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Invoice Status

The status of the Invoice will change as it progresses through Metro Trains approval process

There are 4 Invoice Statuses:
Sent — you have sent the invoice to Metro Trains
Approved — Metro Trains has reviewed the Invoice and it has been approved for payment
Paid — The invoice has been paid or is in the process of payment
Rejected — The invoice has been rejected, open the invoice and review rejection reason
Canceled — The invoice has been cancelled by Metro Trains



Locating the Invoice Status

A ri ba N et"kNO I k = Company Settings v

1. Click the Outbox tab on
the Dashboard

HOME INBOX p REPORTS MESSAGES Extemal Document v  CSV Documents v Create v

» Screen displays Invoices

Invoices Order Confirmations Ship Notices Service Sheets Drafts

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

» Search Filters
Status column

The Invoice Statuses are: Invoices (100+) Page |1 v » =
° Sent Invoice # Customer Reference Submit Method Self Billing Date | Amount Invoice Status @ @
’ Ap%roved =1 mtm171-002cr Metro Trains Melbourne Pty Ltd - TEST MTM171 Online Mo 25 Mar 2019 5-264.00 AUD Sent 1
.
FR)Z; eCted = MTM171-002 Metro Trains Melbourne Pty Ltd - TEST MTM171 Online No 25 Mar 2019 §792.00 AUD Rejected
Can Cel ed =l MTM181-001 Metro Trains Melbourne Pty Ltd - TEST MTM181 Online Mo 25 Mar 2019 $880.00 AUD Paid
=1 CR168 Metro Trains Melbourne Pty Ltd - TEST MTM168 Online No 25 Mar 2019 32200 AUD Approved
=1 MTM Metro Trains Melbourne Pty Ltd - TEST MTM174 Online Mo 25 Mar 2019 $36.00 AUD Sent
=1 MTM176-001 Metro Trains Melbourne Pty Ltd - TEST MTM176 Online No 25 Mar 2019 §200.00 AUD Canceled
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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 as long as it does not exceed the quantity requested

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”



Locating and Opening a Partial Invoice — Search Filter and Inbox

Ari N \ rk FH Company Settings v
1. From the Inbox ba Netwo
CATALOGS REPORTS MESSAGES Extemnal Document v  CSV Documents v Create v
» Using Search Filter: — J
. Early Payments Scheduled Payments Remittances Inquiries
1) Click on Search e e
Filters Orders and Releases
2) Click on Order Status
and SeleCt Partial |y Orders and Releases Items to Confirm Items to Ship
Invoiced ¥ Search Filters\‘_ﬁ_/
3) Click on Search :
Customer: | All Customers v Min. Amount | Minimum
2 C“Ck n the requ”,ed Order Number: @ Max. Amount | Maximum
Pu I’Chase Ord er @ Partial number Exact number BriEEED

. ) o [N 4
Buyer Location Code: Lt Order Status: | Partially Invoiced v ﬁ

Invoice Number: W View: | All except hidden orders  ~

Show orders by @ Creation Date Inquiry Date SrEheal i e arEs

Date Range: | Last 31days
18 Mar 2019 - 17 Apr 2019

Search only scheduling agreement releases or scheduling agreements
Search only service purchase orders

r

Number of Results: 100 N ﬁ._Reset

Orders and Releases (17)

ype Order Number Ver Customer Amount Date | Amount Invoiced Actions
¥ Order Status: Partially Invoiced (17)
Order MTM565 1 Metro Trains Melbourne Pty Ltd - TEST $500.00 AUD 17 Apr 2019 5200.00 AUD Actions
Order MTM485 Metro Trains Melbourne Pty Ltd - TEST $10,000.00 AUD 15 Apr 2019 $7,356.76  AUD Actions
Order MTM334 1 Metro Trains Melbourne Pty Ltd - TEST 520.00 AUD 9 Apr 2019 51946 AUD Actions

© 2019 SAP Ariba. All rights reserved.




Begin a Partial Invoice - Header Level

The Purchase Order is
displayed with a Partially
Invoiced order status

Note: All previous documents are
displayed under Related Documents

1. Click on Create Invoice
2. Select Standard Invoice
> Screen displays the Invoice

Note: All previous document are
shown in Related Documents

3. Enter the Invoice number, this is
the number that you provide to
Metro Trains

4. Confirm the Invoice Date

Select the applicable tax level:
» Header Level Tax — All
items on the invoice are
one tax rate

Line Level Tax — The
majority of items is one
rate and other some items
are at a different tax rate

© 2019 SAP Ariba. All rights reserved.

Purchase Order: MTM278

Standard Invoice

v Create Order Confirmation Hla Create Ship Notice

Order Detail Order History

Credit Memo

Line-ltem Credit Memo
From:
METRO HEAD OFFICE
METRO HEAD OFFICE
METRO TRAINS MELBOURNE PTY LTD
LEVEL 17, 700 COLLINS STREET DOCKLANDS VIC 3008

M M E‘TRO (PLEASE SIGN IN AT RECEPTION ON LEVEL 16)
Melbourne VIC 3008

Australia

Payment Terms '/
NET 0

Create Invoice

v Invoice Header

Summary

Purchase Order: MTM278
Invoice #*

S
0

Invoice Date* 17 Apr 2019
Service Description:

Supplier Tax 1D: | 123456789

Tax (0

®  Header level tax (D Line level tax (1)

Category"*  10% GST / Standard GST A

Location:

Description:  Standard GST
Regime: N

Gad PDF | ExportcXML | Download CSV | Resend

To: Purchase Order

MTM Test Full Supplier 01-TEST (Partially Invoiced)

AAA Swansten MTM278 \ /‘
melbourne 3306 Amount: $300.00 AUD " —
Australia Version: 1

Phone

Fax
Email: mimtestfull@163.com

Routing Status: Acknowledged
Related Documents: = 8887-i
=1 INV20190408 \N 4

‘ Update ‘ ‘ Save ‘ ‘ Exit

Add to Header

* Indicafes required field

Subtotal: $180.00 AUD View/Edit Addresses

Total Taxx  $18.00 AUD

Total Gross Amount:  $198.00 AUD

Total Amount without  $180.00 AUD
Tax:

Total Net Amount:  $198.00 AUD

Amount Due: $198.00 AUD

Taxable Amount:  $180.00 AUD

Remove

Tax Rate Type:

Rate(%): 10
Tax Amount:  $18.00 AUD

Exempt Detail: ~ (no value) ~



Completing a Partial Invoice

» Complete the header Details
as per standard invoice:
Invoice Number

Tax Rate

Shipping
Attachments (if

required)

Scroll down to Line items

1) Only outstanding totals
will be displayed in the
Quantity field

2) Zero indicates that the
total on the Purchase
Order has been fully
invoiced

3) Use Delete to remove
zero quantity items

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

1. Click on Update

© 2019 SAP Ariba. All rights reserved.

Line ltems

Insert Line Item Options

3 Line Items, 2 Included, 1 Previously Fully Invoiced

Tax Category:  GST N Shipping Documents Special Handling Discount Add to Included Lines

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

1 @ MATERIAL Item Partno1 Item Description Line 1 \ﬁ/ 1 EA $1.500.00 AUD $1,500.00 AUD
e e ) Remove

Classification Domain: | unspsc Code: | 48102102
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
N & MATERIAL Item Partno2 ltem Description Line 2 A < 4 0 EA $2,000.00 AUD 50 AUD
Excf\tf x ine items cannot be modified.

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

3 @ MATERIAL Item Partno3 Item Description Line 3 2 EA $2,000.00 AUD ‘$4,000.00 AUD
Remove

Classification Domain: | unspsc

Delete \ﬁ/

~

Line ltem Actions

Code: | 48102102

O

Update

Save

Exit Next




Completing a Partial Invoice cont.

Click on Next

Line It 2 Line ltems, 2 Included, 0 Previously Fully Invoiced
ine fems Invoice TEST660009 has been submitted.

Screen displays Create fnsert Line ltem Options

o . ) . »_Drint a_caov of tha inunir
|nV0 | ce Tax Category: = GST 4 Shipping Documents Special Handling Discount Add to Included Lines . Exit in\raic.:é creation. 6

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Click on Submit 1 @ MATERIAL ltem Partno1 ltem Description Line 1 1 EA $1,500.00 AUD $1,500.00 AUD
Click on Exit Classification Domain: | unspsc Code: | 48102102 Remove
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Screen d Isplays the 3 @ MATERIAL Item Partno3 ltem Description Line 3 1 EA $2,000.00 AUD $2,000.00 AUD
Purchase Order with either: .
Classification Domain:  unspsc Code: | 48102102 smove
Invoiced as all items b :
Line ltem Actions + Delete

have been invoiced that

were on the original e

Purchase Order

‘ Update ‘ ‘ Save ‘ ‘ Exit ‘
Or ) :
Create Invoice Presicus Save m Exit
Partl al Iy Invo I C ed as Comfirm anid submit this document, Itwill not Mﬂmbﬂl‘!ﬂ“’ %Fﬂﬂﬂ &ccordln-g 1o the compliancs map and youar Cusioamers invoicd rules. The document’s mighulng ﬁl}lll'l'e . Tha
HTIH document’s destination country is:
there are Stl ” Ite mS that Iyt want your invoioes o be stoned in the Ariba kong term document archiving, you can subscribe 1o an archiving servics, Note that you will also b abhe 1o archive old imo, ot L] subiscribe 10
the archiving service.

have not yet been
invoiced on the original
Purchase Order

Standard Invoice / Tax Invoice

Irrvaion Mumbser - TESTEEH009 Subitatal £3,500.00 AUD

i i Dale - Thursday 4 lan 2018 1745 AM GMT #1100 Tailal Tax S350.00 AUD

Ovigaral Purchase Order - 3700029509 Tofal Gress Amount 33850000 AUD
Tolal Mat Amount $3.850000 AUD

Amount Due £3,850.00 AUD
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Edit and Re-Submit Invoices

- Invoices that are rejected by Metro Trains will display as 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



Locating Rejected Invoices — Outbox and Search Filters

The Dashboard or Ariba Network = CompenySefingey
Homepage is dISp|ayed Ao ile [CIHIEE - 0 RELGRIS HIESHAGES External Document v CSV Documents v Create »
. Invoices Order Confirmations Ship Notices Service Sheets Drafts
Click on Outbox
Invoices
n n 3 %
. N 7~
Click on Invoice Status - Fmersﬁ
Using Search Filter: Customer: | All Customers M Min Amount
Invoice Number: Q) Max. Amount:
1 lick on rch
) C ck on Searc @ Partial number Exact number External Invoice Number:
Filters ..
2) Click on Status and Order fumber - Contractor:
select REJeCted Date Range: | Last 90 days v Status: | Rejected o \\ﬁ/
3) Click on Search, 29 Dec 2018 - 28 Mar 2019
2 . Show Only Invoices Submitted from the Customer's Systam.
screen dlSp|ayS the Supplier Reference: 1O, Y v
rejected purchase Show only Invoices with Invoice Addendums.\\ﬁ/
X 4
orders s
3. Select the required Invoice
Invoices (27) Page 1 v » =
Invoice # Customer Reference Submit Method Self Billing Date | Amount Invoice Status i)
=) AN_INV_BPO119_02 Metro Trains Melbourne Pty Ltd - TEST Contract Online Mo 26 Mar 2019 £200.00 AUD Rejected @
=1 MTM182-001 Metro Trains Melbourne Pty Ltd - TEST MTM182 Online No 25 Mar 2019 §77.00 AUD Rejected
=) MTM139_INV Metro Trains Melbourne Pty Ltd - TEST MTM139 Online No 19 Mar 2019 $3,520.00 AUD Rejected
=1l T124 7 Metro Trains Melbourne Pty Ltd - TEST MTM124 cXML Mo 14 Mar 2019 5110.00 AUD Rejected
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Open and Review Rejected Invoice

> The Rejected Invoice is Invoice: MTM139_INV “

displayed
Edit Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice ‘ Print Download PDF Export cXML

» Screen displays the Invoice

Detail Scheduled Payments History
1. Read the reason for the : : O
. . Rejected Invoice: N~ 4
Rejection Reasons:

INV-38: The invoice was successfully received.

. . . INWV-54: Comments from Metro Trains Melbourne Pty Lid - TEST: OK

Click on Edit & Resubmit DOC-1:

INV-35: The invoice status has been successfully updated to Processing by Metro Trains Melbourne Pty Ltd - TEST. Description:Header Level Exceptions: PO Payment Terms mismatched
0)) * are either unrecognized (adhoc) or are different from the purchase order's payment terms of Net 30 ((0%/30, 0, 0)) .

INV-35: The invoice status has been successfully updated to Rejected by Metro Trains Melbourne Pty Ltd - TEST. Description:Header Level Exceptions: PO Payment Terms mismatched

Screen dlsplays the invoice * are either unrecognized (adhoc) or are different from the purchase order's payment terms of Net 30 ((0%/30, 0, 0)) .

Header Level Exceptions: PO Payment Terms mismatched The invoice's payment terms, ((0%/30, 0, 0)) * ({(0%/30, 0, 0)) * are either unrecognized (adhoc) or are different from the purchase order's

Edit & Resubmit

Tax Im@

Status Subtotal: $3,200.00 AUD

Invoice: Rejected Total Tax: $320.00 AUD

Routing: Acknowledged Total Gross Amount: $3,520.00 AUD

Invoice Number: MTM139_INV Total Amount without Tax: $3,200.00 AUD

Invoice Date: Tuesday 19 Mar 2019 4:24 PM GMT+11:00 Total Net Amount: $3,5620.00 AUD

Original Purchase Order: MTM139 Amount Due: $3,520.00 AUD

Submission Method: Online
Origin: Supplier
Source Document: Order

REMIT TO: BILL TO: SUPPLIER:
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Edit and Resubmit and Invoice cont.

Note: The Invoice number, Edit Invoice EEE - Catogory:* | GST v
purchase order number and e s
other information is auto- v Invoice Header * Indicates required field Addto H- P b Input-(Non-capital Expt) GST
— esc"ptlon 1 Tax 11.00%gstInput-{Mon-capital Expt) GST does not match any buyer configured tax entries in the tax summary.
populated Regime: v
Summa . .
N Examples of an invoice
Purchase Order: 4501475005 Subtotal: $60.00 AUD

d View/Edit Addresses
> Scroll through the Invoice rol AT $020 D Summary errors
and CorreCt the |dent|f|ed m Invoice Date-* | 24 Jul 2017 AmountDT::: $78.20 AUD Purchase Order: MTM139
errors

£ Invoice #+* | MTM139_INV
Supplier Tax ID: | 12345678912 =

lnvoice or Credit Memo £ already exists.

T e (P [

Remit To:

Potential errors include:
* The addition of Freight that Edit Invoice s | T
was not on the Order

Conflrmatlon :f::xﬁ::ﬂm‘::m.:‘:rfummm MTMJMa:mwl:;:unm:hﬁ-ﬁnm:::;m.m:x:;mhﬂmm;hmmlmmtyh:-::‘h‘-l::m T
Incorrect quantities Standard Inwoice | Tax Involce
entered
Incorrect price displayed e s foi T S
sl Purchacia Order . BSOIATS005 sl Ehargs $0.00 AU
ol Aeamant: wishedt T i L0 Ol ALD
Click on Next r— - $43.10 400
Review the Invoice, then Invoice: INV4501475005 | Done |
CIICk on Su b m It Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice Print  Download PDF  Export cXML 6
CI|Ck on Done Detail Scheduled Payments History
The screen Wl” dISp|ay the Canceled Invoice:
O utbox Only failed or rejected invoices can be edited

Standard Invoice / Tax Invoice
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Edit and Resubmit History Tab

. . Invoice: MTM139_INV
Click on the History tab for nvoiee - | o |
more InfOI’matlon Edit Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice ‘ ‘ Download PDF Export cXML
Click on Details tab Detail Scheduled Payments History
1 1 1 Invoice: MTM139_INV To: Metro Trains Melboume Pty Lid - TEST
CIICk on Ed It an d Res u b m It Invoice Status: Rejected Routing Status: Acknowledged

Received By Ariba Network On: 19 Mar 2019 4:24:09 PM GMT+11:00
Submitted By: MTM Full

The screen displays the

Invoice .
History
Status Comments Changed By Date and Time

L . MTM Test Full Supplier 01- 19 Mar 2019

The invoice was successfully received. TEST 42438 PM
. . PropegationProcessor- 19 Mar 2019

Comments from Metro Trains Melbourne Pty Ltd - TEST: OK 125032051 42453 PM
. 19 Mar 2019

Acknowledged Supplier 42453 PM
The invoice status has been successfully updated to Processing by Metro Trains Melbourne Pty Ltd - TEST. Description:Header Level Exceptions: PO Payment Terms mismatched The PropegationProcessor- 19 Mar 2019

invoice's payment terms, {(0%/30, 0, 0)) * ({0%/30, 0, 0)) * are either unrecognized {adhoc) or are different from the purchase order's payment terms of Net 30 ((0%/30, 0, 0)) . 125004065 4:25:16 PM
The invoice status has been successfully updated to Rejected by Metro Trains Melbourne Pty Ltd - TEST. Description:Header Level Exceptions: PO Payment Terms mismatched The invoice’s PropogationProcessor- 19 Mar 2019

payment terms, ((0%/30, 0, 0)) * ((0%/30, 0, 0}) * are either unrecognized (adhoc) or are different from the purchase order’s payment terms of Net 30 ((0%/30, 0, 0)) . 125014052 4:36:17 PM
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Credit Memo

- Credit Memos are actioned against a purchase order

«  Credit Memos allow suppliers to create credit adjustments, Line Iltem Credit memos are for credits
- Credit Memos are accessed via a Purchase Order in the INBOX
+  Credit Memos can be created for:

» Overcharged Subtotal on an Invoice

* Adjustment to the tax invoiced

* Adjustment to the Shipping Cost

* Adjustment for Special Handling of goods



Locate the Purchase Order for the Credit Memo

L EEE Company Seitings v
From the Dashboard Ariba Network —

/Homepage

CATALOGS REPORTS MESSAI Extemal Document v CSV Documents v Create v

Orders and Releases Early Payments. Scheduled Payments RemittanceContracts Notifications Receipts More...

Click on Inbox
Orders and Releases

The Orders and Releases Orders and Releases Items to Confirm Items to Ship

screen is displayed
¥ Search Filters*

Locate the Purchase order

.. . Customer: | All Customers v Min. Amount: | Minimum
requiring the adjustment
2 Order Number: @ Max. A t i
and click on the Order > Amount | Maximum
N um b er @ Partial number Exact number Contractor
- N /:‘ <
Bvenbocationlor ey &€ Order Status: | Invoiced v \ﬁ/
i Y H - N = ~l
TO use Seal’Ch Fl|te|'S Invoice Number: D] View | All except hidden orders
. Show orders by: @ Creation Date Inquiry Date Search only blanket purchase orders
1) CIICk on SearCh Dale Range. | Lasl 31 days v Search only scheduling agreement rel or scheduling agreements
FI Iters (B 2D Ak)= T R 20 Search only service purchase orders
2) Click Order Status ﬁ
and Se|eCt e|ther imber of Results: 100 ~ P eset
Invoiced or Partiall
. y Orders and Releases (46) Page 1 v » =
Invoiced
H Type Order Number Ver Customer Ship To Address Amount Date | Amount Invoiced Actions
3) Clickon Search " ’ .
w  Order Status: Invoiced (46)
. COLLINS ST/ FINANCE DEPARTMENT
> Screen d|Sp|ayS the Order MTM501 1 Metro Trains Melbourne F Melbourne, VIC $100.00 AUD 16 Apr 2019 $400.00 AUD Actions
Australia
Pu rchase Ord er COLLINS ST/ FINANCE DEPARTMENT
Order MTM495 Metro Trains Melbourne F Melbourne, VIC $10,000.00 AUD 15 Apr 2019 $15,000.00 AUD Actions
Australia
T COLLINS ST/ FINANCE DEPARTMENT
Order MTM481 1 Metro Trains Melbourne F Melbourne, VIC $500.00 AUD 15 Apr 2019 $500.00 AUD Actions
Australia
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Credit Memo — Header Level

> The Purchase Order is Purchase Order: MTM495 m
displayed
Click on Create Invoice v Create Order Confirmation  ||w Create Ship Notice H0'n'nt | Download PDF | ExportcXML | Download C5V | Resend
Standard Invoice
Select Credit Memo Order Detail Order History Credit Memo e
Line-ltem Credit Memo -
Screen displays Create From: To: Purchase Order
. METRO HEAD OFFICE MTM Test Full Supplier 01-TEST (Invoiced)
Credit Memo Level 16 AAA Swansten MTM495
700 Collins Street R"f:t’;l;i;“e 3306 Amount: $10,000.00 AUD
. Docklands Version: 1
Enter the Credit Memo M ME‘TRO Melbourne VIC 3008 Eh""ei eeen
. o H ax.
Number, this is the number P61 (306) 103791 Email mimtestiull@163.com
you provide to Metro Trains
. . Payment Terms "{ Routing Status: Acknowledged
Confirm the Credit Memo NET 0 Related Documents: = MTM495/1
Date ¥ RCT23
. Create Credit Memo m Exit
Note: ONLY tick the
Information Only box if the
expectation is that this is only for Header Information
Metro Trains information m ol o ol
* [ndicates required fiel
prpOSGS Iﬁrfbrmation Only. Mo action is required from the customer.
Credit Memo Number+ | CN55432 N\ "/ / q
iai - MTM495
> Scroll down to locate the e Original PO#:
Comments field Credit Memo Date: * P = ! Customer Reference:

Supplier Account 1D #: Supplier Reference:
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Credit Memo — Header Level cont.

Enter Comments for the
Adjustment against the Shipping inadvertently added to invoice
Purchase Order Comments: *

Scroll down to Adjustment

Determine the type of Default Credit Memo Comment Text:
adjustment required

Refer to Slide 32, Credit-
Memo Adjustments — Adjustment @
SUthta| Adjustment in SLIBtﬁtal: (Amount must be Negative. )
Refer to Slide 33, Credit Adjustment in Tax
Memo- AdIUStmentS — Create Tax Category Tax Rate Taxable Amt Tax Location Description
Charge and Charges
Adjustment in Charges
Refer to S“de 34, Create Service Code Charge Amount Description Start Date End Date

Credit Memo Tax Adjustment

Adjustment in Special Handling: (Amount must be negative.)

Adjustment in Shipping: (Amount must be negative )

Attachments

The total size of all attachments cannot exceed 10MB

Browse. .. Add Attachment
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...
Credit Memo — Adjustments — Subtotal

Determine the type of Adjustment o
adjustment you require and il
add the relevant

information _ )
Adjustment in Tax Create Tax v

Adjustment in Subtotal: (Amount must be Negative.)

Taxable Amt Tax Location Description

For Subtotal adjustments: Tax Category Tax Rate

Adjustment in Charges Create Charge

1. Enter the value of the credit
memo intO the correct Service Code Charge Amount Description Start Date
Adjustment type
(remember it must be a
negative figure)

End Date

Adjustment in Special Handling: (Amount must be negative.)

Adjustment in Shipping: (Amount must be negative.)

» For Adjustment of tax refer
Slide 34, only credit tax on
shipping if tax was added to
the shipping cost.

Attachments

The total size of all attachments cannot exceed 10MB

Browse... Add Attachment
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Credit Memo — Adjustments — Create Charge and Charges

For Subtotal Adjustment:

1. Enter the total adjustment into
the Adjustment in Subtotal

For Adjustment — Create Charge:

1) Click on Create Charge,
the Charges section
opens

2) Click on Select Charge
type and select the
applicable charge

3) Enter the Charge
Amount

4) Enter a Description

For Adjustment in Charges:

2. Enter atotal into either Special
Handling or Shipping

3. Add Attachment (if required)
Note: Add any further adjustments,
more than one adjustment for the
same Purchase Order /Invoice can
be entered

4. Click on Next

© 2019 SAP Ariba. All rights reserved.

Adjustment

Adjustment in Subtotal: 3476 (Amount must be Negative.)

Adjustment in Tax
Tax Category ~ 'Tax Rate Taxable Amt Tax Location Description

Adjustment in Charges Create Charge
Service Code Charge Amount Description Start Date End Date

Bt B st oo, g petn g PP g pmmttne e g B A o et tsm, o suttn. ool
Adjustment in Charges

'3 > y
h Create Charge
Service Code Charge Amount Description
N / N .
- Select Charge Type - ' B 4 N 4

~
Access Charge - - -

Start Date End Date
- y
1

AccountNumberCorrectionCharge

AcidBattery

Tax Rate Taxable Amt Tax Location Description
AdditionalPackaging
Adjustment

Q, Search more

(Amount must be neaative.)

Create Charge

Adjustment in Charges

Service Code Charge Amount Description Start Date End Date

{Amount must be negative )
(Amount must be negative.) -

Attachments
The total size of all attachments cannot exceed 10MB e
Add Attachment -

Adjustment in Special Handling:

Adjustment in Shipping:




Create Credit Memo Tax Adjustment

Click on Create Tax Adjustment
Adjustment in Subtotal: (Amount must be Negative.) o
Select the tax rate -
Adjustment in Tax
The taX amou nt for Tax Category Tax Rate Taxable Amt Tax Location Description Exempt Detail Date of Supply Configure Tax Menu I
adjustment will be calculated oo 0 Avsiralian GST Inclusive v Taxes
based on the Taxable e 10% GST / Australian GST _._

amount

: 0% GST [ Australian GST ...
Adjustment in Special Handling: (Amount must be negative.) :

Other Tax
Enter the affected taxable Adjustment in Shipping: (Amount must be negative.)

amount

=]
Provide the Exempt Detail

level from the drop down list

Adjustment

CIICk on NEXt Adjustment in Subtotal: (Amount must be Negative.)

. ; ; Create Tax v
Screen displays Create Adjustmentin Tax

Credit Memo Tax Category Tax Rate Taxable Amt Tax Location Description Exempt Detail Date of Supply

GST 10 % Australian GST Inclusive "
e 5498 Exempt e

(Amount must be negative.)

Adjustment in Special Handling:

Adjustment in Shipping: (Amount must be negative.) 6
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Finalise a Credit Memo

> Review the information Create Credit Memo Previous

1 . C||Ck (0]g] Su b m |t Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document’s originating country is:Australia. The document's de! zountry 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 subscribe to 1! wing service.
. . Credit Memo
2. Click on Exit
i Credit Memo Number: CN55432 Subtotal: $-14.56 AUD
> Screen displays the Purchase
p y Credit Memo Date: Wednesday 17 Apr 2019 5:31 PM GMT+10:00 Total Tax: $0.00 AUD
Order Original Purchase Order: MTM495 Total Gross Amount: §-14.56 AUD
Total Amount without Tax: $-14.56 AUD
. Total Net Amount: $-14.56 AUD
3. Click Done Amount Due: $-14.56 AUD
» Screen displays Orders and Invoice CN55432 has been submitted.

Releases

Dicied o cosa, of o too .ot
g RE=iRaCe

- e K
« Exit invoice creation. @

Purchase Order: MTM495 | Done |

v Create Order Confirmation + || Create Ship Notice || =i Create Invoice | Hide | Print- | Download PDF | ExportcXML | Download CSV | Resend @
Order Detail Order History
From: To: Purchase Order
METRO HEAD OFFICE MTM Test Full Supplier 01-TEST (Invoiced)
Level 16 AAA Swansten MTM495
700 Collins Strest melbourne 3306 Amount: $10,000.00 AUD
Docklands Australia Version: 1

iim m M 5 T[?(-) Melbourne VIC 3008 ETSHGZ

© 2019 SAP Ariba. All rights reserved.




—.. Ol - |

Line Item Credit Memo

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

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

» Credits can be for full or partial amounts

Line Item Credit Memos are access via the OUTBOX



Begin the Line Item Credit Memo

1. ClICk the OUtbOX tab on A rl ba N etWOI’k == Company Settings v Jen Wiilliams »
the Dashboard
HOME INBOX - GS REPORTS MESSAGES External Document »  CSV Documents
» Screen displays Invoices
Invoices Order Confirmations Ship Notices Service Sheets Drafts

2. Click on the Invoice# Invoices

Click on Create Line-ltem » Search Filters

Credit Memo

Invoices (100+) Page 1 v~ » =
Screen dlSplayS Create Invoice # Reference Submit Method Date | Amount Invoice Status (&)

Line-ltem Credit Memo
¥ Customer: Metro Trains Melbourne Pty Ltd - TEST (100)

=] MTM287a MTM287 Online 16 Apr 2019 $1.100.00 AUD Sent
=] T765-1a MTM334 Online 16 Apr 2019 $28.20 AUD Sent
=] 6657-1a @ MTM485 Online 16 Apr 2019 $6.129.84 AUD Sent
=] MTM501/1 MTM501 Online 16 Apr 2019 5440.00 AUD Sent
=] MTM479 MTM479 Online 15 Apr 2019 511.500.00 AUD Sent
=1 MTM463_an001 MTM463 Online 12 Apr 2019 5108.00 AUD Sent

Invoice: 6657-1a BEn
Create Line-ltem Credit Memo [@ Invoice Cancel  Print Download PDF Export cXML

Detail Scheduled Payments History

ﬁx.lnvuice,‘____y _a ) AP S DI S PN e OV
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Line Item Credit Memo — Header Level — Quantity Adjustment

1. Enter a Credit Memo #

2. Confirm the Credit Memo Date

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

> Scroll down to Comments

3. Enter the Reason for Credit
Memo

Note: All totals are shown as a
Negative including tax

Add Attachment if required:

1) Click on Add to Header

2) Select Attachment

3) Click on Browse, locate
the document, click
open

4) Click on Add
Attachment

> Scroll down to Line ltems

Create Line-ltem Credit Memo Update Save Exit Next

Credit Memo Type

You are creating a Credit Memo with Quantity Adjustment

* [ndicates required field Add to Header

¥ Invoice Header

Summary

Credit Memo #* | CN16 View/Edit Addresses

Subtotal: $-7,390.76 AUD
/ Total Tax:  $-739.08 AUD
- Total Gross Amount  $-8,129.84 AUD
e Total Amount without $-7,390.76 AUD N
Tax:
o Total Net Amount:  $-8,129.84 AUD
Amount Due: $-8,129.34 AUD

Credit Memo Date:* | 17 Apr2019

Original Invoice No:  6657-1a
Original Invoice Date: 16 Apr 2019

Supplier Tax ID: | 123456789

b aadl T AAA D S it T A g efr““‘u-" W P SN WOtV NP SV

Comment
Attachments
\\ 4 \\ 4
Reason for Credit Memo:*  Goods damaged inside carton The total size of all attachments cannot exceed 10MB = .
o) N

> ~
Add Attachment

Default Credit Memo
Comment Text:

exclusivePaymentFlag

/4

Shipping Tax

exclusivePaymentFlag

Add to Header +

Allowance

Charge
X y
Ins Attachment ~
N

~
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Finalising a Line Item Credit Memo - Line Level

. ; 4 Line Items, 1 Included, 0 Previously Fully
> Scroll down to Line ltems Line Items
> Tax information is auto- R e
DODU|ated based on the Tax Category: 0% GST/ GST Exempt v Shipping Documents Special Handling Discount Add to Included Lines
original invoice either at
Header Level or Line level
Ao Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Locate and confirm the v 1 Not Available  WELL DRILLING LABOUR HIRE AddUpdate v
Quantity that requires the
Cred It No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 ] MATERIAL 11232 Hose o -1 EA 534.00 AUD $-34.00 AUD
Slide the Include button from =
@ SERVICE DEMO0023 Demaolition services 0 HUR 350000 AUD 50 AUD
green to grey to exclude .,
items not being Credited - Excluded fine items cannof be modified.

® CE PLUMMRO1 Plumbing Maintenance or Repairs 0 HUR $150.00 AUD 50 AUD

Click Update

Excluded fine iterns cannof be modified.

Click Next L Line Item Actions v | ‘ Delete ‘ e 6

Screen displays Create
Line-ltem Credit Memo
review

‘ Update Save Exit Mext

Refer to Slide 40, Finalising
a Line Item Credit memo
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Finalising a Line Item Credit Memo

> Review the Invoice Create Line-Item Crecit Memo N - [ = ]

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 documenf tion country is:Australia.
1 CI | Ck Su b m |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: The Metro Trains does
not require a paper invoice,

(Original Invoice No: 6657-1a)

. . Credit Memo Number: CN16 Subtotal $-34.00 AUD
however if you require for you Gredit Memo Date: Wednesday 17 Apr 2019 4:55 PM GMT+10:00 Total Tax $-3.40 AUD
. . Original Invoice Number: 6657-1a Total Gross Amount §-37.40 AUD
records Click on Print. Original Invoice Date Tuesday 16 Apr 2019 1:36 PM GMT+10:00 Total Amount without Tax $-34.00 AUD
Original Purchase Order: MTM485 Total Net Amount: $-37.40 AUD
. . Amount Due $-37.40 AUD

2. Click on Exit

REMIT TO: BILL TO: SUPPLIER:

. -~ Pl s g g Bl P i P st g el L RS e TR ol ”~
> Screen returns to the Invoice > - " 2

Invoice CN16 has been submitted.
3. Clickon Done

s Dirint o comi of tha inurnics
+ Exit invoice creation.
»  Screen returns to the (O
Outbox _
Invoice: 6657-1a m
Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice ‘ Cancel  Print Download PDF + Export cXML @
Detail Scheduled Payments History

Tax Invoice

Status Subtotal: $7,390.76 AUD
Invoice: Sent Total Tax: £739.08 AUD
Routing: Acknowledged Total Gross Amount: $8,129.84 AUD
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Recelpts

* The Receipts tab listed all goods or services receipted by Metro Trains

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



Locating and Opening a Recelpt

A r| b 3 N et‘\_NO rk Company Settings » Help Center »

- O CATALOGS REPORTS MESSAGES Extemal Document v  CSV Documents Create

Orders and Releases Earl} VPayments Scheduled Payments Remittances Inquiries | Receipts | More_ v \\*

From the Dashboard or
Homepage

Click the Inbox tab

Click on Receipts Receipts Orders and Releases
Early Payments
The Receipts screen is » Search Filters Scheduled Payments
dlsplayed Remittances
Select the Receipt Receipts (157) Inquiries Page | 1 v » =
Contracts
Number Receipt Mumber Reference Customer Routing Status
_ Notifications
» The receipt is dlsplayed = RC286 BPOT77-R5 Metro Trains Melboumne 7 Receipts Y gy A Sent
. . . = RC285 @ C48-V3-R83 Metro Trains Melboumne Pending Queue T 21AM Sent
» If receipts is not displayed: - - )
= RC143 C48-V3-R30 Metro Trains Melbourne 16 Feb 2019 10:42:40 AM Sent
1) Click on More = RC226 C48-V3-R63 Metro Trains Melbourne 20 Feb 2019 8:30:06 PM Sent
2) Select Receipts from E RC298 C48-V3-RET Metro Trains Melbourne 23 Feb 2019 9:07:57 PM Sent
the drop down list -
o __,...R(“’,m...» e N .248#3&9 . _n-af"' Trains Melpmime gesstos .}raumm-ﬁ:_;gw __‘r*agm! _ F —
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Review a Recelpt

Review the Receipt Receipt: RC226

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

Use the History Tab to
identify further information

Print | Export cXML

Detail History

From:

Metro Trains Melbourne Pty Ltd - TEST
210 Sixth Avenue

Pittsburgh , PA 15222

To:

MTM Test Full Supplier 01-TEST
AAA Swansten

melbourne 3306

Receipt:

Receipt No.: RC226
Receipt Date: 2 Jan 2019

Click on Done, to return to United States Australia
c Phone:
the Receipts screen Fo
Routing Status: Sent
Related Documents: [ C48-V3-R63
ltem Order Line Number Part # / Description Batch # Customer Batch # Qty (Unit) Delivery Address Type Unit Rate Amount Status
Purchase Order: C48-V3-R63
1 1 receipt test 1EA Not Specified Received 20.00 AUD 20.00 AUD

Print | Export cXML

© 2019 SAP Ariba. All rights reserved.




Scheduled Payments

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

- The information is based on the terms agreed with Metro Trains



Locating Scheduled Payments

From the dashboard or
Homepage

Ariba Network S Help Genter »

0 CATALOGS REPORTS MESSAGES External Docu ﬂ v CSV Documents Create »

Orders and Releases Early Payments Scheduled Payments @ances Inquiries Motifications Receipts More.__ L . N
- Orders and Releases ) P f

Click on Inbox

Select Scheduled Scheduled Payments .
Paym ents Collaboration Requests

» Search Filters Time & Expense Sheets

. Early P

Screen displays Scheduled arly Payments
Payments v Scheduled Payments

Scheduled Payments (3) Remittances i
SeIeCt the inVOice payment Payment Proposal Customer Reference Method Scheduled Payment Date Inquiries ue Status Early Pay Status

i i Contracts

proposal for an invoice by PAY180419-898 Metro Trains Melbourne Pty Ltd - TEST 180419 Check 31 May 2019 JD Scheduled Mot Eligible
clicking on the Reference Notifications

PAYMTM595-900 Trains Melbourne Pty Ltd - TEST MTM595 Check 31 May 2019 Receipts D Scheduled Naot Eligible
Screen disp|ays the invoice PAYservice(1-425 Metro Trains Melbourne Pty Ltd - TEST service01 Check 30 Apr 2019 Pending Queue JD Scheduled Not Eligible

If scheduled payments is

not displayed:
Click on More
Select Scheduled
Payments from the
dropdown list, the
list of scheduled
payments will be
displayed.

“*Walues are estimates only
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Scheduled Payments Display

Screen displays the Scheduled Payment: PAYMTM595-900  Done |
Payment information,

including: Print  Export cXML o

> Payment Proposa| Detail Payment History History
» Original Amount
» Discount Amount (if Payment Information
applicable)
Scheduled Payment Date: 31 May 2019 PAYMENT PROPOSAL
i Settlement Date Payment Method: Check PAYMTM595-900 (Scheduled)
Visual representation Invoice ID- MTM595 Original Amount $237.60 AUD
» Number of days before Discount Amount: (50.00 AUD)
maturity Amount Due: $237.60 AUD
Payment Timeline Settlement on 31 May 2019

1. Click on Done

0 43
« Screen returns to Scheduled
Payments
Invoice Cregted Original Due Date
$216.00 AUD 31 May 2019
18 Apr 2019

9

Invoice Approved
Payment Pjoposal Received
18 Apr 201

9

Additional Information
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Remittance

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

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

New Remittances can be viewed from the Inbox area under Remittances



Locating Remittances

From the Inbox

Select Remittances

If Remittances is not
displayed:

1) Click on More

2) Select Remittances

Screen displays
Remittances

Select the remittance
required by clicking on the
Transaction#

Note: The Transaction # is
generated by the Metro Trains

>  Screen document link to
display the Remittance
Advice details

© 2019 SAP Ariba. All rights reserved.

Ariba Network

CATALOGS REPORTS

Orders and Releases Early Payments Scheduled Payments
Remittances
» Search Filters
Remittances (2)
Transaction # 1 Customer Payment Date

1403798074 @‘ Trains Melbourne Pty Ltd - 55 15049
1403798075 'T'Eg? Trains Melbourne Pty Ltd - o5 10 50149

MESSAGES

Remittances

Extemnal Docupent »

@ Contracts Notifications Receipts
Account ID Method Reference Gross Discount
ACH 63001 $168.00 AUD S0.00 AUD
********** 1001 ACH 653001 $168.00 AUD 50.00 AUD

More...

Company Settings v

/, = '\l X y/
Urders and Releases | 4

Collaboration Requests
Time & Expense Sheets
Early Payments
Scheduled Payments

/ Remittances
Inquiries
Contracts

Notifications
Wet

Receipts
Pending Queue (0 AUD
50.00 AUD $168.00 AUD

CSV Documents v

Help Center »»

Create v

Status Routing Status
Paid Sent
Paid Sent




Open a Remittance

> From the Remittance Remittance Advice: 1403798075 (Paid)
Advice page you can:
« Print a copy of the Print  Export cXML  Download CSV o
Remittance N
Detail History
Export the
Remittance to From To
cXML Metro Trains Melbourne Pty Ltd MTM Test Full Supplier I]1-T!EST REMITTANCE ADVICE
PAYER: Metro Trains Melbourne I PAYEE: MTM Test Full Supplier 01-TEST 1403798075 (Paid)
{Show Payer Details) (Show Payee Details)

1. When finished click on To Gross Amount: £168.00 AUD

SEE R EIIES Withholding Tax: ($0.00 AUD)
N\ METRO

_ . Amount Paid: $168.00 AUD
> T_he Remittances screen is Estimated Settlement on 22 Jan 2019
displayed

Payment Detail

Payment Method: ACH Routing Status: Sent

Reference Number. 63001 () Transaction Date: 21 Jan 2019
Related Payment: 1403798075 (@

|dentified Differences: Mone

ADDITIONAL INFORMATION

Line ltems (1)
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Invoicing for Success

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

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



Standard Invoice — Configuring Remittance Addresses

Company Settings v

1. From the Dashboard click on
Company Settings

Ariba Network @

INBOX OUTBOX CATALOGS REPORTS

2. Select Company Profile

Company Profile

Orders and Releases v | NEEIEE | Order Number Q Account Settings

Customer Relationships

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

= Purchase Order by Amount Last 12 my
System Administrator to add
Additional Company Addr " .
dditional Company Addresses Ariba Network
3. Select the Basic tab, scroll _
down to Additional Company Profile “ Close
Company Addresses : @ o S -
Basic /35 Marketing (2) Contacts Certifications (1) Additional Documents

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

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

by This Account | Creae | @

No items
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Standard Invoice — Configuring Remittance Addresses cont.

Enter the Address Name Configure Supplier Addresses Served by This Account m| Close
* Indicates a required field m
Enter the Address 1 Address Name 1 1
Enter the Clty Address Name:*| Retail Solutions @
Enter the Postal Code padess D
VAT ID:
10. Select the correct Country T D

11.Click on Save Address

. . . -« 1 Kangaroo Way

The entered information is padess 9
disp|ayed Address 2:
City-+ Melbourne @
» Repeat to add more ¥

addresses (if required) State
Postal Code:*| 3000 \~F
> All addresses entered will be N v @
displayed ] -
Additional Company Addresses
AddressName T AddressID  VATID  TaxID  Address Country Legal Profile Status™*
Retail Solutions 1 Kangaroo Way :ﬁé?;?ize - o
L ‘ Edit | | Delete ‘| ‘ Create ‘
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Standard Invoice — Configuring Remittance Addresses cont.

12. Click on Save Additional Company Addresses Exam p|e of Multi p|e Entries

Meies o e e lelseis Address Name t Address ID VAT ID TaxID Address Country Legal Profile Status™*

that the changes have been

saved successfully, where the Brackets are Us 1 Wombat St Syaney

ribbon is red, locate the error and Melbourne

correct Retail Solutions 1 Kangaroo Way Australia

. Edit Delete Create
13.Click on Close L
» Screen returns to the
Dashboard Company Profile “ Close

+/ Your profile has been successfully updated. @ @X
Basic Business Marketing (2) Contacts Certifications (1) Additional Documents
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Standard Invoice — Using View/Edit Addresses

. . Shipping
With the Create Invoice = L _ R
. Header level shipping () Line level shipping (i)
screen displayed
Ship From testsupplier_4 - TEST Ship To View/Edit Addresses
Dunedoo

Click the required View/Edit Austalia Defiver To
Addresses

Additional Fields

Information Only. No action is required from the customer.

Each View/Edit Address
displays different required
fields

Supplier Reference:

Payment Note:

Customer i
Select v View/Edit Addresses
Supplier:  Test Supplier .
Complete all fields with an ’ " e
Email
ASterISkS Bill From: testsupplier 4 - TEST View/Edit Addresses
Dunedoo
Australia
VIEW/EDIT ADDRESSES VIEW/EDIT ADDRESSES
* Indicates required field « Indlcates required i
Ship From Ship To
Name: testsupplier_4 - TEST Name: Bill From
Department Department T
’ Name: i Name: Name:* testsupplier_4 - TEST
Address - | 1 Wallaby Place Address 10 Pilnizerstr. 241
Depariment Name
Address 2. Address 2.
Address 1 1 Wallaby Place
City' | Dunedoo Clly | Dresden
Address 2:
State: State 14
Postal Code: | 2000 Postal Code: 1069 City: | Dunedoo
Country: | Australia [AUS] v Country: | Australia [AUS] v State:
This selection will refresh the page content. This selection will refresh the page content. Postal Code: 2000
Email
Country Australia [AUS] v
Deliver To. This selection will refresh the page content.

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

1. Click the Down Arrow Additional Fields

Information Only. No action is required from the customer.

2. Select the applicable address

Supplier Account ID #:

Note: the selected information is Customer Reference:
displayed

Supplier Reference:

Payment Note:

Test Supplier 0 Customer. View/Edit Addresses
Supplier: Dresden 14
) Select... Australia
Brackets are Us Email:

Bill From: Retail Solutions @ View/Edit Addresses

Test Supplier

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

Dresden 14

Supplier: Retail Solutions -
Australia

Melbourne Email-
Australia

Bill From: testsupplier_4 - TEST View/Edit Addresses

Dunedoo
Australia
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Support

Support Type

Help Centre
For all your support needs

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

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

Ariba Network Training Request

Description

Types of Support available:

m »> wo N P

1.

2
3.
4

User Community

Ask questions or view documentation
Email/Live Chat

Request a call back

On the Home screen

Click on Company Settings

Click on Customer Relationships

Click on Supplier Information Portal

an.sellertraining.aus@sap.com
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