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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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Contracts

A Contract Order manages the expenditure and payments of contracted services between Metro Trains and the supplier

Contracted services are typically where the supplier is performing recurring tasks as defined in a contract (i.e. Master Services Agreement), where agreed pricing (i.e.

Schedule of Rates) & payment terms exist and invoices are submitted at intervals based on the trading terms in place with Metro Trains (i.e. monthly)
A contract will have a “C” prefix, for example C12345
When a Blanket Purchase Order (BPO) has a BPO prefix, for example BPO998

There may be instances where Purchase Orders are sent to release funds or have an invoiced created against them directly

Ensure that Unit of Measure is correct



Locating and Reviewing a Contract

A rl ba N etWO I’k Company Seitings Jen Wiilliams «

- CATALOGS REPORTS MESSAGES External Document »  CSV Documents » Create v
Orders and Releases Early Payments Scheduled Payments Remittances Contracts @LS More.. ﬁ

Contracts Orders and Releases

Early Payments
View and create invoices for contracts

Scheduled Payments
View contracts @ Remittances

Create contract invoices Inquiries

View contract invoices ~ Contracts ﬁ

Motifications
Receipts

Pending Queue
SAP Ariba

View Contracts: Select Customer “ Back to Inbox

Select a customer from the list below and click Next to continue the process. If the customer is not in the list displayed, you can search for them by entering the name in l@)mer Mame entry field.

Customer Name: Search

[ ) Metro Trains Melbourne Pty Ltd - TEST
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Contracts General Information

Ariba Network i Company Settings v Help Center 3

€~ Go back to Select Customer

Contracts

You have created or been given edit access to the contracts listed below. Click an ID to display the associated contract details.

ID ' | Search | ﬁ ﬁ ﬁ

1D Term Type Supplier Title Expiration Date 1 Invoiceable Status
BPOG1 ﬁtem Level MTM Test Full Supplier 01 (CW5995) BPO no release Yes Open A

BPOGE-V2 Item Level MTM Test Full Supplier 01 (CW6121) TESE BPO receiving type 1211-1 Yes Open

C40 Supplier Level MTM Test Full Supplier 01 (CW5894) cw parent2 Yes Open

Ca Supplier Level MTM Test Full Supplier 01 (CW5898) cw parent 3 Yes Open

) C43 Supplier Level MTM Test Full Supplier 01 (CW5907) CW MSA Yes Open
CT1-v7 [tem Level MTM Test Full Supplier 01 (CW6148) Milestone test Yes Processed v
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View Contract Detalls

Contracts

You have created or been given edit access to the centracts listed below. Click an ID to display the associated contract details.

D hd | ‘ | Search
D Supplier Title Expiration Date Status
BPOG1 Item Level MTM Test Full Supplier 01 (CW5995) BPO no release Yes Open A
£Ad MTM Test Full Supplier 01 (CW5898) cw parent 3 Yes Cpen
» C43 MTM Test Full Supplier 01 N5307) CW MSA Yes Open
CA-vy MTM Test Full Supplier 01 (CW6148) Milestone test Yes Processed
v
4= Go back to Select Customer
C41 - (CW5898) cw parent 3 Status: Open

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired action(s)

Contract Workspace | ‘ Print |
Summary Pricing Terms
Definitions

€ Go back to Select Customer

C41 - (CW5898) cw parent 3 Status: Open

swan.si

Supplier Level

Contract T - ) . ) .
nlract These are the details of the request you selected. Depending on its status. you can edit, change, copy, cancel, or submit the request for approval

s Blanket Purchase Order: No You may also print the details of the request. Review your request and take the desired action(s).

Master Agreement ~ - i
Contract Workspace Print
Fri, 16 Nov, 2018
Yes -
Summary Pricing Terms
MTM Test Full Supplier 01
MTM Test Full Supplier Location
No Supplier Level Pricing Terms
Yes
Default inv No ld T Supp on Pricing Summary
Allo ppliers to ad il No 1 MTM Test Full Supplier 01 Supplier pricing terms for this contract Mo Discount

19 SAP Ariba. All rights reserved.




View BPO Detalls

© 2019 SAP Ariba. All rights reserved.

€ Go back to Select Customer

Contracts

You have created or been given edit access to the contracts listed below. Click an ID to display the associated contract details

0 v ‘ ‘ Search

D Term Type Supplier
BPO61 ftem |~ MTM Test Full Supplier 01
BPOG68-V2 te MTM Test Full Supplier 01

Supj MTM TgatSain® njier 01

€ Go back to Select Customer

Title
(CW5995) BPO no release
(CW6121) TESE BPO receiving type 1211-1

(CW5894) ew parent2

BPO68-V2 - (CW6121) TESE BPO receiving type 1211-1

Expiration Date 1

Status

Open o

Open

Opan,

Status: Open

These are the details of the request you selected. Depending on its status, you can edit, change, copy. cancel, or submit the request for approval. You may also print the details of the request

Contract Workspace ‘ ‘ Print

Summary Pricing Terms

Definitions

Physical Location

Related Contract ID

Contact
Confract T

Blanket Purchase Order

w

ce from Supplier

Hide Unit P

Hide Amount from Supplier

swan.si

Item Level

Contract Wi

Print

No

Standalone Agreement Summary Pricing Terms

Tue, 11 Dac, 2018
Materials and Services

ves Id t Description
MTM Test Full Supplier 01

1 Guest Chairs
MTM Test Full Supplier Location

BPOB8-V2 - (CW6121) TESE BPO receiving type 1211-1

Yes
These are the details of the request you selected. Depending on its status, you can edit, change. copy, cancel, or submit the request for approval.
copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired action{s)

Pricing Summary

$60.00 AUD Mo Discount

Contractible Fac

Status: Open




Contract Summary Tab

C26-V3 - (CW5842) S2 S3 T-M, Fix Fee, Recurring Fee Status: Open

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. Review your request and take the desired  More

N

Contract Workspace ‘ ‘ Print ‘

Summary erms

Definitions

ocation

Contract ID

Contact  Helena Zhang
Contract Type: Item Level

Is Blanket Purch No

Standalone Agreement

Wed, 14 Nov, 2018

Thu, 14 Nov, 2018

No (i

MTM Test Full Supplier 01

Supplier Location.  MTM Test Full Supplier Location

? Yes

No
Currency:  Australian Dollar
$0.00 AUD

Amount S

Reconciled Amount:  $0.00 AUD

Header A utes

Name 1 Value

ReferencelD CR26-V3
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Contract Pricing Terms Tab

C26-V3 - (CW5842) S2 S3 T-M, Fix Fee, Recurring Fee Status: Open

These are the details of the request you selected. Depending on its status, you can edit, or submit the request for approval. You may also print the details of the request. Review your request and take the desired  More

Contract Workspace Print

Summary Pricing Terms @

Materials and Services e
Id T Description Pricing Summary Contractible Factors  Active
1 Services $300.00 AUD Negotiated Price Yes Detail @

Fixed and Recurring Fees i

Id t Description Amount Billing Date  Unit Maximum Quantity Active

2 Fixed fee $100.00 AUD Eg:fgC‘lS Yes

3 Recurring fee $200.00 AUD ;\]Oef;ﬁ g month 2 Yes
Costs and Expenses n

Id 1 Description Maximum Amount Active

4 Cost and expense term. $10,000.00 AUD Yes
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Contract Pricing Terms Tab cont.

© 2019 SAP Ariba. All rights reserved.

4 Go back to Select Customer

Contract Term Details

o K3

These are the details of the term you selected. Details may include the description, limits, discount, accounting, and comments.

Description

Full Description
Commodity Code
Partitioned Commodity Code
Unit of Measure
Megotiated Price
supplie
Conta
Supplier Part Numbe
Supplier Auxiliary Part ID

Pricing and Discounts

Services
» Business administration services
No mapping provided
hour
$300.00 AUD
MTM Test Full Supplier 01

ct: * MTM Test Full Supplier Location

SPN1114

If a discount applies to this item, select the discount type and enter the appropriate value. To apply multiple discount rates, select tiered pricing.



BPO Summary Tab

BPO68-V2 - (CW6121) TESE BPO receiving type 1211-1 Status: Open

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. *Review your request and take the desired More

Contract Workspace ‘ ‘ Print ‘

Summary Terms

Definitions

swan.si ﬁ
Iltem Level

Yes

Is Blanket Purchz
Is Collaborative Invoicing: No
Hierarchical Type: Standalone Agreement

Tue, 11 Dec, 2018

Yes
MTM Test Full Supplier 01

MTHM Test Full Supplier Location

Release No (i
Allow invoicing against contract?  Yes

Default invoice requester from contract? No

Allow suppliers to add non-c s fo invoice? No
Allow supplier to edit invoice unit price? No
Allc er to enter invoice act No
Al /ing against Yes
Currency:  Australian Dollar

Reconciled Amount.  $0.00 AUD

Name 1 Value
ReferencelD CR68-V2 ﬁ

Header Attributes

© 2019 SAP Ariba. All rights reserved.




BPO Detalls Pricing Terms Tab

Ar| ba Netwo rk I3 Company Settings ¥ Help Center »
= Go back to Select Customer
BPO61 - (CW5995) BPO no release Status: Open

These are the details of the request you selected. Depending on its status, - submit the request for approval. You may also print the details of the request. Review your request and take the desired More

Contract Workspace Print

Summary Pricing Terms @

Materials and Services =
Id 1 Description Pri :ing Smmar;\: Contractible Factors Active
1 BPQO Mon release item $2,000.00 AUD Negotiated Price Yes Detail @
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BPO Detalils Tab

Contract Term Details

These are the details of the term you selected. Details may include the description, limits, discount, accounting, and comments.

Description

Full Description:  BPO Non release item

Office Equipment and Accessories and Supplies

Partitioned No mapping provided
each
$2,000.00 AUD
Hide Unit Price from Supplier
Hide Amount from Supplier

MTM Test Full Supplier 01

t-+ MTM Test Full Supplier Location
Supplier Part Number: 2222222

Supplier Auxiliary Part 1D

Pricing and Discounts

© 2019 SAP Ariba. All rights reserved.




Contract Invoice

- Contract Invoices are created in the Ariba Network against Contract Orders
- Blanket Purchase Orders are considered contract and will appear with a BPO Prefix, however are handled the same way as Contracts
«  Whena Contract Order is published the supplier will be advised by Metro Trains what the Contract Order number is which will look like C12345

- 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



Begin a Contract Invoice

Ariba Network ST

UTBox CATALOGS  REPORTS  Exiernal Documenty CSV Documents v

PO Invoice

Orders and Releases Early Payments Scheduled Payments Contracts ﬁotifications Receipts More

Contracts Non-PO Invoice

\iew and create invoices for contracts Contract Invoice @
View contracts

Create coniract invoices ﬁ Service Entry Sheet
View contract invoices

Credit Memo

Catalog
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Customer Contract Selection

Create Contract Invoice: Select Customer m Cance

Select a customer from the list below and click Next to continue the process. If the customer is not in the list displayed, you can search for them by entering the nam@ Customer Name  Maore

Custnmer Name: Search

] Metro Trains Melbourne Pty Lid - TEST

Create Contract Invoice: Select Contract Next

Enter the information requested in the fields below. Required ‘E‘: are indicated with an asterisk (*). Click Next to continue creating the invoice.

Contract * (no valug||[ select ]

P * iy
nvoice Date: Choose Value for Contract
Payment Terms:  (no value)
D t Title Effective Date Expiration Date Status
Ship From:  barbs : melbourne
~
Bill To (no value) C126-V2 (CWTT0T) Maintenance Service (Milestone) Fri, 29 Mar, 2019 Meon, 30 Mar, 2020 Open
C151-V3 (CW8045) Contract Guide Thu, 9 May, 2019 Fri, 17 May, 2019 Open Select @
C19 (CW5805) Test BPO 1113-01 Tue, 13 Nov, 2018 Sun, 1 Dec, 2019 Open
C24-v2 (CW5833) Services - Milestone Basis - Master Wed. 14 Nov, 2018 Thu, 14 Nov, 2019 Open
< ' >

© 2019 SAP Ariba. All rights reserved.




Contract Invoice — Select Contract

© 2019 SAP Ariba. All rights reserved.

Create Contract Invoice: Select Contract Prev m

Enter the information requested in the fields below. Required fields are indicated with an asterisk (*). Click Next to continue creating the invoice.

Contract: ™ C151-V3 [ =elect ]
W

nvoice #

nvoice Date: ™ = @

Payment Terms: Next Month End

Ship From:  barbs - melbourne Ship To ino value)
Ship To (no v )

Bill To METRO HEAD OFFICE

Cancel




Contract Invoice - Header

¥ Invoice Header o
Tax
Summary Shipping Documents
C151-v3 Subtotal: $0.00 AUD Special Handling
876-1a Total Tax: $0.00 AUD
13 May 2019 0 nt $0.00 AUD Discount
tal Amount without $0.00 AUD

Allowance
Total Net Amount  $0.00 AUD

Sold To Ema . Charge
Payment Terms: Next Month End Amount Due:  $0.00 AUD

Additional Reference Documents and Dates

A A Bill To: METRO HEAD OFFICE Comment

Remit To AAA v
Attachment
Melbourne VIC o

Supplier Tax ID: | 123456789

@ Header level tax Line level tax

Category:* 10% GST/ Standard GST Taxable Amount | $0.00 AUD Remove

Tax Rate Type

10

Description: Standard GST £0.00 AUD

(no value) ~~

S e A A— T f‘ il — F . o ,_.‘ i b s
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Contract Invoice — Add Attachment

_reate Invoice

ﬂ ] Add to Header =

Shipping Documents

v |nvoice Header

Special Handling

Summary

Subtotal: $0.00 USD

C10R-\V5
INV555344-21 | < 50,00 USD
23 Oct 2017 tal A thout $0.00 USD Allowance
. i _ - Charge
V095 - Within 90 Days Due Net Amount Due:  $0.00 USD wharg
Additional Reference Documents and Dates
Comment

@ Attachment
Attachments @
The total siz § Ha i 1 | 10 @ Remaove

Browse

© 2019 SAP Ariba. All rights reserved.




Contract Invoice — Add Line ltems

. 0 Line Items, 0 Included, O Previously Fully Invoiced
Line ltems

Insert Line ltem Options

0% GST /! GST Exempt Discount Add to Included Lines

w
=

No Mo Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price

No item selected

Add ltems

I ‘ Update ‘ ‘

Save
Create Contract Invoice: Add Contract ltem
Contract:  C151-V3
Browse By Category Office Products
] Catalog Home [ Office Products Miscellaneous Office Products
Filter By
Q 1 item(s) found View: = Sort by: Relevance ~
Contract

C151-V3 [setect] Contract Guide ltem

© MTM Test Full Supplier 01
art #: 110223432
Awvailable in: 0 Day(s)

$50.00 AUD

A - @
© 2019 SAP Ariba. All rights reserved.




Contract Invoice — Add Line Items cont...

No. nclude Type Part # Description Quantity Unit Unit Price Subtota
1 @ MATERIAL 110223432 Contract Guide ltem 3 EA $50.00 AUD £150.00 AUD
Ship From: barbs : melbourne Ship To:  LEVEL 1 ROOM 101 FLINDERS ST STATION View/Edit
Shipping Melbourne VIC Addresses
Awustralia Deliver To:  LEVEL 1 ROOM 101 FLINDERS ST STATION
Shipping Cost Shipping Amount:* | $0.00 AUD Shipping Date =
No. nclude Type Part # Description Quantity Unit Unit Price Subtotal
2 @ MATERIAL C151-3_Milestoneltem phasel 1 EA $1,000.00 AUD $1,000.00 AUD
Ship From: barbs : melbourne Ship To:  LEVEL 1 ROOM 101 FLINDERS ST STATION View/Edit
Shipping Melbourne VIC Addresses
Awustralia Deliver To:  LEVEL 1 ROOM 101 FLINDERS ST STATION
Shipping Cost Shipping Amount:* § $0.00 AUD @ Shipping Date =
No. nclude Type Part # Description Quantity Unit Unit Price Subtotal
3 @ MATERIAL 110223432 Contract Guide ltem 3 EA $50.00 AUD $150.00 AUD
Ship From: barbs : melbourne Ship To:  LEVEL 1 ROOM 101 FLINDERS ST STATION View/Edit
Shipping Melbourne VIC Addresses
Awustralia Deliver To:  LEVEL 1 ROOM 101 FLINDERS ST STATION
Shipping Cost Shipping Amount:* | $0.00 AUD Shipping Date =
Line ltem Actions ‘ ‘ Add ltems ‘ ‘ Change ltems
‘ Update ‘ | Save ‘ ‘ Ex

Example of Contract Invoice with Header Level Tax selected

© 2019 SAP Ariba. All rights reserved.




Contract Invoice — Add Line Level Tax

© 2019 SAP Ariba. All rights reserved.

Line Items

Insert Line ltem Options

s
&

0% GST / GST Exempt

ype Part #
1 ] MATERIAL C151-1_Milestoneltem
Ship From: barbs : melbourne
Shippi
pping melbourne
Australia

Shipping Cost

pping Amount:* | 50 00 AUD

No nclude Type Part #
2 = MATERIAL 110223432
Ship From: barbs : melbourne
Sheinpi

3 Line ltems, 3 Included, 0 Previously Fully Invoiced

Special Handling Discount
Taxes

0% GST/ GST Exempt Customer Part # Quantity Unit
10% GST/ Standard GST

1 EA

Unit Price

$1,000.00 AUD

Ship To:  LEVEL 1 ROOM 101 FLINDERS ST STATION

Melbourne VIC
Australia

LEVEL 1 ROOM 101 FLINDERS ST STATION

wn

Customer Part # Quantity Unit

Contract Guide ltem 4 EA

Ship To

LEVEL 1 ROOM 101 FLINDERS ST STATION
Melbourne VIC

$50.00 AUD

Subtotal

$1,000.00 AUD

View/Edit
Addresses

$200.00 AUD

View/Edit
Addressas




Contract Invoice — Add Line Level Tax cont.

© 2019 SAP Ariba. All rights reserved.

L

Line ltems

Insert Line ltem Options

J Tax Category

No. nclude
1 @
Tax
Shipping

Shipping Cost

10% GST / Standard GST Shipping D

ype Part #

MATERIAL C151-1_Milestoneltem

kickoff

* 10% GST/ Standard GST

Standard GST

Ship From

barbs : melbourne

melbourne
Australia

Shipping Amount:* | $0 00 AUD

I nclude Type Part #
2 ] MATERIAL 110223432 Contract Guide ltem
Tax Category*  10% GST/ Standard GST
Standard GST
Hepp g oM
Line ltem Actions ‘ ‘ Add ltems ‘ ‘ Chang

Special Handling

Part #

Exempt Deta

3 Line ltems, 3 Included, O Previously Fully Invoiced

ount

@
o

Quantity Unit Unit

$1,000.00 AUD

$1,000.00 AUD
10
$100.00 AUD

(no value) ~~

LEVEL 1 ROOM 101 FLINDERS ST STATION
Melbourne VIC

Australia

LEVEL 1 ROOM 101 FLINDERS ST STATION

=

Quantity Unit Unit Price

4 EA $50.00 AUD
$200.00 AUD

10
$20.00 AUD

(no value) -~
4 b A R — e b e

51,000.00 AUD

Remove

View/Edit
Addresses

$200.00 AUD

Remove

TN




Contract Invoice — Change or Update Line ltems

b -
Change ltems

Line ltem Act

[ 2]
]
[}

‘ Update ‘ ‘

Create Contract Invoice: Change ltems

additional details (such as supplier part number, commeodity code, and full description), or click the triangle next to More to 1 line item separately. To update the accounting information and common fie!

Click the Show Details link to expand the line item view for all line items to show
Show Details

Line ltems
No. T Supplier Part # Description Contract Qty Unit Price Amount
1 C151-1_Milestoneltern kickoff AUD » More
2 110223432 Contract Guide ltem each $50.00 AUD $200.00 AUD > More
3 C151-2_Milestoneltem kickoff AUD > More
Delete Update Amount

© 2019 SAP Ariba. All rights reserved.




Contract Invoice — Catalog General Information

Create Contract Invoice: Add Contract ltem

Co C151-v3
Rrowse By Category Catalog Search by part #, supplier name, or keyword
Apparel and Luggage and Person..
B ibnemlo) i View: =
Office Products > Office Products ' ‘

sare ltems

Contract Guide ltem

S MTM Test Full Supplier 01
art # 110223432
Available in- 0 Day(s)

Miscellaneous Office Products

$50.00 AUD

avfa_ |
Example Browse by Category

supplier name,

§ item(s) found

Sort by Relevance

5 item(s) found View:

$108.00 AUD

Adjustable
MTM Test Full Supplier 01 “Pricing
DESKSSIKEA
10 Day(s) Pricing Details
¥l P

SKARSTA Desk Siv'Stand White Lever to Adjust height

Guest Chairs
MTM Test Full Supplier
# 10001001

Example Pricing Information

Q e 5

Search by part #, supplier name, or keyword

View Sort by Relevance ~

Add Item |

| Compare ltems

ackof
MTM Test Full Supplier

1-1_Milestoneltem

0 Day(s)

$50.00 AUD §1,000.00 AUD
kickoff phase3

C151-2_Milestoneliem toneltem

0 Day(s) 0 Day(s)

§1,000.00 AUD

Example Grid View

© 2019 SAP Ariba. All rights reserved.

$50.00 AUD

i |

Contract Guide Item

MTM Test Full Supplier 01
art # 110223432

ailable in: 0 Day(s)

$1,000.00 AUD

MTM Test Full Supplier 01
art # C151-1_Milestoneltem

$2,000.00 AUD

MTM Test Full Supplier 01

Part # C151-2_Milestoneltem Qty

Example List View




Finalise a Contract Invoice

© 2019 SAP Ariba. All rights reserved.

Create Invoice

[72)
a
@

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. 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

Tax Invoice

Invoice Number. 876-1a

nvoice Date: Monday 13 May 2019 6:35 PM GMT-07:00

Contract Number: C151-V3

REMIT TO:

MTM Test Full Supplier 01-TEST

Ariba Network

Invoice INV12345-12 has been submitted.

= Print a copy of the invoice
Exit invoice creation.

BILL TO:

METRO HEAD OFFICE

Subtotal:

Total Tax:

Total Shipping:

Total Gross Amount:
Total Amount without Tax:
Total Net Amount:
Amount Due:

SUPPLIER:

METROXXXX

=nt's destination country is:Australia.
cribe to the archiving service.

$1,300.00 AUD
$130.00 AUD
$0.00 AUD
$1.430.00 AUD
$1,300.00 AUD
$1,430.00 AUD
$1,430.00 AUD



Locating Contract Invoices

Contract Invoices can be viewed only from the Outbox
Only draft contract invoices are shown in Contracts > View contract Invoices
When Contract Invoices are created from the Contracts screen “Contract” will be displayed in the Outbox under Reference.

Contract Invoices created using the “Create” button displays the contract number



Locate Contract Invoices — Outbox

© 2019 SAP Ariba. All rights reserved.

Ariba Network

HOME INBOX

Invoices Order Confirmations Ship Notices

Invoices
» Search Filters

Invoices (100+)

C6654a
AN_INV_BPO119
TC126

876-1a
868899978
765-1a

12346

REPORTS

Service Sheets

MESSAGES

Drafts

Reference T@

Contract

Contract

Contract

Contract

C48-V3-R97

MTM236

MTM236

W
)2 ¢

Online

Online

Online

Online

Online

Online

Online

No

No

No

22 Apr 2019
25 Mar 2019
18 Apr 2019
14 May 2019
29 Mar 2019
11 Apr 2019

1 Apr 2019

Company Settings v

Extemnal Document»  CSV Documents v

5134.80
5120.00
52,200.00
51,430.00
5605.00
5391.60

52,640.00

AUD

AUD

AUD

AUD

AUD

AUD

AUD

Page 1

Sent
Sent
Sent
Sent
Sent
Sent

Sent

Create v




Contract Invoice — History Tab

Invoice: AN_INV_BPO119 ﬁ“

‘ Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice ‘ Cancel ‘ Download PDF | Export cXML
ﬁDetail Scheduled Payments History @
m e AN_INV_BPO119 To: Metro Trains Melbourne Pty Ltd - TEST

: Sent Routing Status: Acknowledged
Jn: 25 Mar 2019 8:26:05 PM GMT+11:00

- MTM Full

History ﬁ

Date and Time

Status Comments C
The invoice was successfully received MTM Test Full Supplier 01-TEST 25 Mar 2019 8:26:14 PM
Acknowledged Supplier 25 Mar 2019 8:26:45 PM
Comments from Metro Trains Melbourne Pty Ltd - TEST: OK PropogationProcessor-125002048 25 Mar 2019 5:26:46 PM
The inveoice status has been successfully updated to Processing by Metro Trains Melbourne Pty Ltd - TEST. PropogationProcessor-125006062 25 Mar 2019 8:28:18 PM
Create Line-ltem Credit Memo ‘ ‘ Copy This Invoice Cancel Download PDF Export cXML

© 2019 SAP Ariba. All rights reserved.




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
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

Ariba Network

HOME INBOX

Invoices Order Confirmations

Invoices

» Search Filters

Invoices (100+)

C112v2Test
MTMT748
876-1a

427802579

© 2019 SAP Ariba. All rights reserved.

REPORTS MESSAGES

Ship Notices Service Sheets Drafts

Metro Trains Melbourne Pty Lid -
Metro Trains Melbourne Pty Ltd -
Metro Trains Melbourne Pty Ltd -

Metro Trains Melbourne Pty Lid -

Contract

MTM748

Contract

MTMES0

cXML

cXML

Online

Online

External Document v

15 May 2019
15 May 2019
14 May 2019

7 May 2019

Company Settings v

CSV Documents v

5132.00
5118.80
51,430.00

58,800.00

Page

AUD
AUD
AUD

AUD

Create v

Sent

Sent

Sent

Sent

» =




Routing Status

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

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
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Contract Line Iltem 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 accessed via the OUTBOX



Begin the Line Item Credit Memo

A I’I ba N etwo rk Company Settings v
HOME INBOX - @ REPORTS MESSAGES Extemnal Document»  CSV Documents » Create v
Invoices Order Confirmations Ship Notices Service Sheets Drafts
Invoices

» Search Filters

Invoices (100+) Page 1 v » =
C112v2Test @ Metro Trains Melbourne Pty Lid - Contract cXML 15 May 2019 5132.00 AUD Sent
MTM748 Metro Trains Melbourne Pty Ltd - MTM743 cXML 15 May 2019 §118.80 AUD Sent
876-1a Metro Trains Melbourne Pty Lid - Contract Online 14 May 2019 5$1,430.00 AUD Sent
427502579 Metro Trains Melboume Pty Lid - MTMESD Online T May 2019 $8,800.00 AUD Sent
Invoice: C112v2Test m

Cancel  Print

Create Line-ltem Credit Memo

Export cXML

Detall Scheduled Payments History

Standard Invoice
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Line Item Credit Memo — Header Level — Quantity Adjustment

Create Line-ltem Credit Memo | Update H Save ||

m
®

Credit Memo Type

You are creating a Credit Memo with Quantity Adjustment

¥ Invoice Header *r

Summary

Subtotal: $-120.00 AUD

View/Edit Addresses

Credit Memo #* CN334

15 May 2019

$-120.00 AUD

C112v2Test Total Net Amount:  $-132.00 AUD
Amount Due:  $-132.00 AUD

15 May 2019
Supplier Tax IO 123456789
Remit To AAA W

Bill To:  Ariba - PIT

Header level tax ® Line level tax

Shipping

®  Header level shipping (i Line level shipping

S, MMt Bt Suphliat™1 TFOT gt g B o Sindi Mgt tas Vel o bl BB Iy o ET T T i e

Comment
Attachments

Goods damaged inside carton The total size of all attachments canno

Browse.

aymentFlag

Shipping Tax

Allowance
L
Charge

Ins Attachment

© 2019 SAP Ariba. All rights reserved.




Finalise Line Item Credit Memo

© 2019 SAP Ariba. All rights reserved.

Line Items

Insert Line Item Options

Tax Cat

0% GST/ GST Exempt

Include ype

1 ® MATERIAL

Create Line-ltem Credit Memo

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 docume
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

Line-Item Credit Memo

(Original Invoice No: 6657-1a)

CN16
‘ednesday 17 Apr 2019 4:55 PM GMT+10-00
6657-1a
Tuesday 1€
r. MTM485

Invoice: 6657-1a

REMIT TO:

y This Invoic

Create Line-item C

Detail Scheduled Payments History

Tax Invoice

Status

Routing

Sent

Acknowledged

Cancel

Print

Shipping

Tot

Air Conditionaing installation or maintenance or Repairs

Subtotal

Export cXML

scount

nt | $-120.00 AUD

(%) 10
nt $-12.00 AUD

Taxable /

R
T

Exempt (no value) ~

n country is:Australia
ce.

$-34.00 AUD
$-3.40 AUD
$-37.40 AUD

Subtotal
Total Tax:
Amount:

1 Line ltems, 1 Included, O Previously Fully Invoiced
Add to Included Lines
Unit Unit Price Subtotal
EA $120.00 AUD 5-120.00 AUD
Remove

Invoice CN16 has been submitted.

- Print a copv of the invoice.
+ Exit invoice creation

§7,390.76 AUD
$739.08 AUD
$8,129.84 AUD




Support

Types of Support available:

Help Centre

For all your support needs e

2. Ask questions or view documentation
Note: Support Centre Options are based on your account type and all 3. EmaillLive Chat
4

options may not be available
Request a call back

On the Home screen
Click on Company Settings

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

Ariba Network Training Request

Click on Customer Relationships
Click on Supplier Information Portal

e &> W N B

an.sellertraining.aus@sap.com
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