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W i I I
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.
Refer to the Invoice Guide for information to create an invoice for a Service Order.
* There are two types of Purchase Order:
* Material Orders - refer to the Material Order Guide

« Service Orders - information contained within this guide Guide Key

ERS — Evaluated Receipt Settlement + This indicates an Instructional steps

RCTI — Recipient Created Tax Invoices + An additional step is indicated by

Where a selection on a screen is greyed out, this indicates that the process is not required for * Note: Functionality specific notes

-

POreQ

transacting with Metro Trains. Information: other useful information
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Inbox — Orders and Releases

Company Settings v

Ariba Network

HOME OUTBOX CATALOGS REPORTS MESSAGES External Document « CSV Documents »
Orders and Releases Early Payments Scheduled Payments Remittances Inquiries Contracts Notifications Receipts More...
Orders and Releases
Orders an . .
The Ver. Is the version number of e AT S i The Amount Invoiced
the order. 1 = the original order, 2 = el valiEel e is the total amount
invoiced to date
» Search changed order and so on purchase order
mders and Releases (13) J\ /l J\ /L J\ /l =
Actions
Order  MTM155 1 Metro Trains Melbourne Pty Ltd - TEST elbourne, VIC 52000 AUD 19 Mar 2019 New $000 AUD Actions
St Swanston
Order MTM143 1 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC 527.00 AUD 18 Mar 2019 Mew $0.00 AUD Actions
Australia
Order  MTM151 1 Metro Trains Melbourne Pty Ltd - TEST elbourne, VIC §12000 AUD 19 Mar 2019 New 5000 AUD Actions
Authorised Officers Area
QOrder MTM181 1 Metra Trains Melbourne Pty Ltd - TEST Melbourne, VIC $1,000.00 AUD 22 Mar 2019 Partially Invoiced £300.00 AUD Actions
Australia
Order  MTMATA 1 Metro Trains Melbourne Pty Ltd - TEST K'i?;‘l‘i;”e' vic $50,000.00 AUD 20 Mar 2019 Partially Invoiced 578000 AUD  Actions
Order MTM169 1 Metro Trains Melboumne Pty Ltd - TEST EL?;?:)[G;”E' vic $30,710.00 AUD 20 Mar 2019 Obs/ d $0.00 AUD Actions
St ston
Order V166 1 Metro Trains Melbourne Pty Ltd - TEST M e VIC $100.00 AUD 20 Mar 2019 Bec $0.00 AUD Actions
Ausl [a
The Order 1 Metro Trains Melbourne Pty Ltd -1 The Ship To Address $10000000AUD  20Mar| TheOrder Statusis k00000 AUD  Actions
. AT the current status of
Number is the 1 Metro Trains Melboume Py Ltd -1 INdicates where the $10000000 AU 20marl g Ca S S 5000 AUD  Actions
buyers Purchase goods are to be e d I-g- _ d
Order Number delivered onfirmed, Invoice
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Using Search Preferences

Use Search Preferences to
make identifying information
required for you specific user
requirements

» Only one order number or prefix
can be entered and set at a time

Log onto your Ariba Network

Click on your User Name
Select My Account

Scroll Down to Preferences
Select Allow me to Save
Filter Preferences in the
Inbox/Outbox

5. Click on Save

Note: A green ribbon indicates that
any changes have been saved

6. Click on Close

> Screen returns to the screen
you were previously on

My Account

Account

Settings
——

* Indicates a required field

Lugu[rf )

My Account

My Community Profile

Switch To

s I o B B PP it B s e st tin, Ottt pITNTE o . 0 oo, gpmrrominin,

Preferences e

Preferred Language: | English v @

Preferred Timezone:* | AET v @

Default Currency:* Australian Dollar Select Currency ®
0 Allow Me to Save Filter Preferences in the Inbox/Outbox

Contact Information

Ariba Network User Name

My Account
v Your profile has been successfully updated. m
n\\ //
Account
Settings

——
* Indicates a required field

- - . — .
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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

Acknowledged Ariba received a positive functional acknowledgment from you

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

resend the purchase order after correcting the issue. Contact Help Centre for further assistance

© 2019 SAP Ariba. All rights reserved. 6




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

© 2019 SAP Ariba. All rights reserved. 7




Locating a Service Purchase Order using Search Filters

From the Dashboard or Ariba Network ST SR
Homepage - o CATALOGS REPORTS MESSAGES External Document v  CSV Documents » Create v
. Orders and Rel ¥ Pa i ii ;
ClICk onin bOX ers and Releases Early Payments Scheduled Payments Remittances Inquiries Contracts Receipts More...
Orders and Releases
Screen displays Orders and _
Releases Orders and Releases ltems to Confirm ltems to Ship
w Search Filters

Click on Search Filters Customer: | All Customers A Min. Amount: | Minimum

. Order Number: o 4 Max. Amount | Maximum
Screen displays the search \ = :

o ® Partial number Exact number Contractor

filter options

Select the customer from the

drop down or leave All
Customers displayed

Select Search only service
purchase orders

Buyer Location Code:

Invoice Number:
Show orders by: @ Creation Date

Date Range: | Last 31 days ~

Inquiry Date

27 Feb 2019 - 29 Mar 2019

Order Status: | All

W

View: | All except hidden orders

'

Search only blanket purchase orders

Search only scheduling agreement releases or scheduling agreements

@

J Search only service purchase orders

Number of Results: 100 v
Choose the Number of ord 4 Rel (19)
rders and Releases =
Results from the drop down w 6
. " \ /
list Type Order Number Ver Customer Ship To Address Amount Date t O atus Amoun- S ced Actions
St.Swanston
. Order C48-V3-R97 1 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $500.00 AUD 27 Feb 2019 MNew $0.00 AUD Actions
Click on Search Australia
St.Swanston
. . Order C48-V3-R98 1 Metro Trains Melbourne Pty Ltd - TEST Melbourne, VIC $150.00 AUD 27 Feb 2019 MNew $0.00 AUD Actions
Screen displays the results in Australia
O d d R I ad hoc ship to address
raers and releases Order  MTMS3 1 Metro Trains Melbourne Pty Ltd - TEST melbourne 5100,000.00 AUD 7 Mar 2019 Partially Invoiced $0.00 Actions

. -f ‘—J‘A . '-A.--“""“““"""“""“r o ﬁf”mﬁ‘w-m#m MM‘
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Service Order

The Service Order (PO) is the source document for the order and with a Service Type

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.

A Service PO shows the total value of the Purchase Order for the entire order at Header level, where there are multiple Line Items each line item will display a

total value.

- Note that “EA” is the only Unit of Measure that can be used when creating Service Invoices.



View Service Order Detalls — Header Level

The Purchase Order Header
displays the:

1)
2)

3)

Purchase Order Number

Order History

Purchase Order Status (Status
will change as the order is
actioned. E.g. Once an invoice
is created the Order Status will
say Invoiced).

Payment Terms
Comments
Contract number
Other Information

Ship All ltems To, Bill To and
Deliver To details

Routing Status, Effective Date
and Expiration Date of the
contracted services

Done, to return to selection
screen

© 2019 SAP Ariba. All rights reserved.

Purchase Order: c4s-v3-R98W*/

=~
[v Create Order Confirmation v‘ 4 Create Service Sheet Hide | Print - | Download PDF | ExportcXML | Download CSV | Resend

Order Detail Order Histnry\ﬁ/

|
From: T
iba - o: Purchase Order
VIETRO Ariba - PIT MTM Test Full Supplier 01-TEST \ﬁ/{l\lew}

AA.;?J Swans;gga FN C48-V3-R98
melbourne Amount: $150.00 AUD
Australia Version: 1
Phone: .

Payment Terms \\ y A /Routing Status: Sent

NET 30 =

= c
Comments
Comment Typ/ ms and Conditions

Body:This Purchase Order is issued in accordance with the contract specified in the Contract ID section above, and shall be read exclusively in conjunction with the terms and conditions of that contract. However,
... View more »

Contract # "N y
C48-V3

L2l
Other Information

\ﬁ FORWARD INVOICES TO: Metro Trains Accounts Payable, Locked Bag 32019 Collins St East Vic, 8003 or by email to metroaccounts. payable@metrotrains.com.au
Inveicing Te nd 1/. The Purchase Order Number MUST appear on all Invoices, Packing slips, Packages an ndence.

Conditions of Purchase:  2/. Please Note that you much supply a valid tax invoice for the goods ordered on this Purchas ers.
3/. All Prices are GST Exclusive. A
4/. Latest version of Metro's General Conditions of Purchase came into effect on 15 May 2018,

Ship All ltems To Bill To Deliver To \

""tW\M"“‘_MMW‘AMf .~ xrw __’",-‘\‘-’ .;_.‘._"-#_’




View Service Order Details — Line Item Level Show Item Detalls

When reviewing a Purchase Line ltems \ﬁ/ Hide ltem Detalls &
Order use Show Item Details Line # Part # / Description T Qty (Unit) Need By Unit Price Subotal T o
to identify any comments or v 10 4] Senvice 18 Jan 2019 $601.75 AUD $60.18AUD  Summary \ﬁ/
further information from Metro L.
Trains
Status
. : 1.0 Unconfirmed
To see all Line Items details e
click on Tax _ -
Tax Category Tax Rate (%) Taxable Amount Tax Amount  Tax Location Description Exempt Detail
Show ltem Details GsT 10 $601.75 AUD $60.18 AUD
To hide all line item details Schedule Lines
click on Schedule Line # Delivery Date Ship Date Quantity (Unit)
_ 1 18 Jan 2019 12:00 PM AEDT 1.0 (C62)
Hide Item Details
Generic Service
To see specific line item Other Information
detalls CI|Ck on Expected Value for Unplanned Spend: $0.00 AUD
Classification Domain:  UNSPSC
m Classification Code: 72141700
. - . . Line # Part # / Description Type Qty (Unit) Need By Unit Price Subtotal Tax
To h'_de s_pecmc line item 1000100010 Senvice 1.0 (WEE) $29.75 AUD $29.75 AUD $2.98 AUD Summary
details click on
Tax Category Tax Rate (%) Taxable Amount Tax Amount Tax Location Description Exempt Detail
Anything is blue can be GST 10 529.75 AUD $2.98 AUD
clicked on to provide further Generic Service
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Service Invoice

- A Service Invoice is a claim for the services carried out and is sent to Metro Trains for approval

- All service invoices require an attachment of supporting documentation (e.g. signed time sheet, invoice, service report)
- All taxes are at Header Level and will display for each item

- There is no prefix that will identify a Service Purchase Order over a Material Purchase Order

- All Service Order Invoices display a zero dollar value until the specific charges for the services being invoiced have been added to the Invoice by the Supplier based on

the services catalog added by the Supplier and then accepted by Metro Trains

Note that “EA” is the only Unit of Measure that can be used when creating Service Invoices.



Locate and Open the Service Order to Invoice

A ri b d N et\NO I k HH Company Settings v

o CATALOGS REPORTS MESSAGES External Document v CSV Documents v Create v

» From the Dashboard or
Homepage

Orders and Releases Early Paﬁﬁ’lents Scheduled Payments Remittances Inquiries Contracts Notifications Receipts More. .

Click Inbox
Orders and Releases
Screen displays the Orders
and Releases

Orders and Releases Items to Confirm ltems to Ship

: » Search Filters
Use Search Filters to sort

for all Service Orders, refer Orders and Releases (19) =
to Sllde 9’ Locatlng a Type Order Number Ver Ship To Address Amount Date | Order Status Amount Invoiced Actions
SerVICe PurChase Orders ¥ Customer: Metro Trains Melbourne Pty Ltd - TEST (19)
using Search Filters COLLINS ST/ FINANCE DEPARTMENT
Order  MTMBT0 1 Melboume, VIC 5100,000.00 AUD 3 May 2019 New §3,20000 AUD  Actions
Australia
: COLLINS ST/ FINANCE DEPARTMENT
Click the Order Number to Order | MTM564 ~ Melbourne, VIC $100.00 AUD 17 Apr2019 New 550000 AUD  Actions
Australia
open the order LEVEL 1 ROOM 101 FLINDERS ST STATION
Order  MTM553 1 Melboume, VIC $100,000.00 AUD 17 Apr2019 New $33000 AUD  Actions
Australia
: COLLINS ST/ FINANCE DEPARTMENT
Screen displays the Order  MTM499 1 Melbourne, VIC $500.00 AUD 16 Apr2019 New $26424 AUD  Actions
Australia
Purchase Order COLLINS ST/ FINANCE DEPARTMENT
- *’*Mwwumf“ ﬂ',’fﬂw A 2080, Pl Inoicad AP-ST,25875 4 A ”‘AJ
Click Create Invoice Purchase Order; MTM564 [ oone |
Dl’Op dOWn bOX dISp|ayS ¥ Create Order Confirmation v | % Create Service Sheet H@m _Download PDF | ExportcXML | Download CSV | Resend
available options Sandard mvice Q
Order Detail Order History Credit Memo A 4
Select Standard Invoice Line-ltem Credit Memo
From: To: Purchase Order
METRO HEAD OFFICE MTM Test Full Supplier 01-TEST (New)
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Creating a Service Order Invoice — Header Level

Screen displays the Create Create Invoice Update Save Exit m
Invoice

. Enter the Invoice Number,

this is the number you provide v Invoice Header * Indicates required field Add to Header v
to Metro Trains and comes for
your ordering system or ERP

Summary

2. Confirm the Invoice Date Purchase Order:  MTM564 Subtotal: $0.00 AUD View/Edit Addresses

Invoice # *| 75-1 / Total Tax: $0.00 AUD

: i @@ Total Gross Amount $0.00 AUD '\
> Scroll to display the Tax s Total Amount without $0.00 AUD
section Invoice Date: (i) *| 6 May 2019 I 9 Tax
N4 Total Met Amount  $0.00 AUD
Service Description: Amount Due: $0.00 AUD

Note: Service Invoice totals
display as zero until items have Supplier Tax 1D: | 123456789

been added at Line Item level . s s . ™ an , s b .

» To add Tax at Header Level —
Refer to Slide 16, Creating a
Service Invoice — Header Level
tax

» To add tax at Line item Level
Refer to Slice 26, Creating a
Service Invoice — Line Level
tax

© 2019 SAP Ariba. All rights reserved.



Creating a Service Order Invoice — Header Level Tax

» Screen displays the Tax Section Tax (0
» The available tax levels are: @) Headar lovel tax @ or‘i“e reveltax 2
Category-*| 0% GST/GST Exempt 9 : Remove
> Header Level tax — use p \ &= 4 Taxes Taxable Amount. | $0.00 AUD

this when all items on the sion 0% GST / GST Exemp ete Type:

Invoice are at one tax o ¥ nate%) 0

rate Description: GST Exempt 10% GST/ Standard GST Tax Amount $0.00 AUD

Regime: %
Exempt Detail: | (no value) ~
Line level tax — use this
when there are different Y ay L SSSE N  V o el S N

tax rates of items on the

invoice
Select Header level tax
Click Category
Select the required tax rate that
needs to be applied to the entire
invoice from the drop down list
Note: You cannot have bot header

and line level tax on the same
invoice

© 2019 SAP Ariba. All rights reserved.



Creating a Service Order Invoice — Add Attachment Header Level

Screen displays the Create
Invoice

Click on Add to Header Either at
the top of the page or just before
Line Items)

Select Attachment

An Attachment section will open,
you may need to scroll down to
locate it

Click on Browse

Locate the required document
and click Open

Click on Add Attachment
> The Attachmentis added
Note: Multiple attachments can be
added, however their combined
value must not exceed 100MB and

must be PDF

> Scroll down to Line items

melbourne
Australia

Supplier VAT

Supplier VAT/T, Tax
/,‘ Shipping Cost
e—— >

Add to Header 77 Shipping Documents

Special Handling
Discount

Line ltems Allowance
Charge
Insert Line Item Options Additional Reference Documents and Dates

1 Comment
S

0 Line Items, 0 Included, 0 Previously Fully Invoiced

Add to Included Lines

v Disc
Attachment 9
No. MNo. Include Type Part\\w»»v—// Description Quantity Unit Unit Unit Price Subtotal
1 hlat Asrailahla EN b nramme AL b
Attachments
The total size of all attachments cannot exceed 100MB m /,‘ “»\ /V Remove
A" "4 N~ -
BEEET | Add Attachment
Name Size (bytes) Content Type
Headphone order.docx 77500 application/vnd.openxmiformats-officedocument. wordprocessingml. decument

:
Add to Header v

Line Items

Insert Line Item Options

UMJJHMW}A\” "*a”""""‘tv“
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Adding Line Items selections

: : : 0 Line Items, 0 Included, O Previously Fully Invoiced
Screen displays Line Items with Line ltems vy

the Tax section opened for each

Insert Line Item Options

There are no Line ltems z,:ldded TaxCategory’ | 0% GST/ GST Exempt " Discount 1o neloded Lins
to the Service Order Invoice
. . MNo. MNo. Include Type Part # Description Customer Part # Quanti Unit Unit Unit Price Subtotal
Suppliers need to add the items e ’ &
using: 1 Mot Available gardening Add/Update
> Add Contract/Catalog ltems
. Add Contracthatang b Line ltem Actions ‘ | Delete g

uploaded by the Supplier
and accepted by the Buyer

— Refer Slide 18 Add Labor Service

Add General Service

Add General Service — for Add Material Next
services that are charged at
a total rate rather than
specific — Refer Slide 23

Add Labour Service -

When specific rates such as
per hour, per day or per
week for example, need to
be added — Refer Slide 24

Note: The value of the Invoice must
not exceed the total value of Service
Order. The total value is shown on
the Purchase Order

Add Material — for when
materials are used in the
process of providing a
service — Refer Slide 26

» Multiple and different
combinations of services or
materials can be added to a
Service Invoice

© 2019 SAP Ariba. All rights reserved.



Create Service Order Invoice — Line Items Add Contract/Catalog Items

0 Line Items, 0 Included, 0 Previously Fully Invoiced

> Line Items for the Service
Invoice is displayed:

Line Items

Insert Line ltem Options

Click on Add/Update Tax Category: 0% GST/ GST Exempt v Discount | Addtoincuded Lines |
No. No. Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price btotal
Select Add Contract/Catalog
i te ms 1 Mot Available catering for e-gate Add/Update + L
Add Contract/Catalog ltems
Line ltem Actions ‘ ‘ Delete Add General Service A 4 |

Screen displays any catalog
items that have been added Add Labor Service

and approved [ vpame | [ s Adamaei

There are two view types,
1) C||Ck On E fOf a Ilst Create Service Sheet: Add ltem m

VI eW Part No: Not Available, Description: 50 k prawns
2) : I IC k 0 n fo r a Browse By Category Gatalog | Search by part #, supplier name, or keyword ~Q ! [
column view
70item(s) found View: 1= i \ ark
Vie 2 :
. 8 7 ®MN0 2! Create Service Sheet: Add Item cancel
» Refer to the Catalog Guide on b 1 ¢
. < = | Guest Table Part No. Not Avallable, Descripton: 50 k pravms
the Supplier Education T o Tt
Supplier Part # 100050 — "
aten a| S 0rta| vaiablein 1Day(e) Browse By Category Catalog v | Search by part #, supplier name, or keyword Q B
p White Table Uncategorized ltoms I
70 item(s) found view, 1= 32 Sortby Relevance
| m 120 page Notebook Add to Cart Compare tems Viewing: 20 items ~ 1
Supplier: MTM Test Full Supplier 01
tadhes <
Supplier Part# A4NB01205 R //
Available in: 5 Day(s) Gues! Table 120 page Notebook
= Supplier: MTM Test Full Supgiier Supplier: MTM Test Full Supplier 01
— S tebook 1 2552
Y e Y. ot o SR NolobOL 1) B | N s, S e Supplier Part # 100050 Supplier Part # AINB01205
Available in: 1 Day(s) Avalablein: 5 Day(s)

$27.00 AUD / each

oo G- o
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Create Service Order Invoice — Line Items Add Contract/Catalog Items cont.

» The items in the catalog are

displayed Create Service Sheet: Add ltem 0 m

1. Locate the item that you wish Browse By Category ~ Management and .. ~ | Search by part # supplier name, or keyword v Q| ‘ ! +
to add to the Invoice

Catalog Home / Management and Business Professionals and Administrative Services

Filter By
2. Enter the Qty for the item that Search witin resuls Q 4tem(s) found View: 1= |3 N
you need to add Keyword ‘ Add to Cart | | Compare ltems
H0uc (1)
. A ; ; d3257 (1)
Note: Any q_uant|t|e_s appearing in Stembution (1) 76 x 76 x 10 RSA Test Office Fumiture Purchases
the Qty against an item indicates #1071 (1) [ | Stewler MTM Test FullSpplr [a] | oePrend
. o furniture (1) Supplier Part # CR85-143142213-Aribal | Supplier: MTM Test Full Supplier
that there is a minimum order See More A::r;:,; i::“l]Day(s) fbosintema Suppler Part# SPN111601
Category Available in: 0 Day(s)
3. Click on Add to Cart Miscellaneous ... (1) $200.00 AUD / each

Miscellaneous ... (1) $100.00 AUD / each

Miscellaneous ... (2) aty: 2
Note: The cart quantity is o]

increased with each item added m 9 9

. 76 x 76 x 10 RSA (Front) (310UC for Tensorex) non-catalog item o i
> Repeat for a” Other items that E Supplier: MTM Test Full Supplier El Supplier MTM Test Full Supplier 01
are requwed to be added Supplier Part # CR85-143142212-Aribalnternal Supplier Part # cce
Available in- 0 Day(s) Awvailable in: 0 Day(s)
4. Click on Done
$100.00 AUD / each $100.00 AUD / each

. Qty: 1 o Cal Qty: 1 o Ca
> Screen returns to the Invoice
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Create Service Order Invoice — Line Items Add Contract/Catalog Items cont.

» Screen displays the items
selected into the Invoice

» Confirm the information is
correct

» Where there is an error select
the Line Item and click on
Delete and re-enter the correct
information

Note: To exclude an item from

the Invoice, slide [} to =g to

exclude

» If Line Level Tax was selected,
refer to Slide 26, Creating a
Service Invoice — Line Level
Tax

> To Finalise the Invoice, refer to
Slide 28 — Finalising a Service
Invoice

© 2019 SAP Ariba. All rights reserved.

Line ltems

Insert Line ltem Options

Tax Category: 0% GST/ GST Exempt v Discount
No. Include Type Part # Description
1 Mot gardening
v
Available
1 @ SERVICE ABC_123 Business Cards
Service Period Service Start Date:
No. Include Type Part # Description
2 @ SERVICE PLUMMRO1 Plumbing Maintenance or Repairs
Service Period Service Start Date:
No. Include Type Part # Description
3 @ SERVICE EXTP0023 Exterior Painting Services, Prices per Square
Service Period Service Start Date:
No. Include Type Part # Description
4 @ SERVICE DEMOD0028 Demolition services (prices determinded k
Service Period Service Start Date:
L

Line ltem Actions + ‘ ‘

Delete

4 Line Items, 4 Included, 0 Previously Fully

| Add to Included Lines ‘

Add/Update «

Customer Part # Quantity Unit Unit Price Subtotal
1 EA $27.00 AUD $27.00 AUD

Service End Date:
Customer Part # Quantity Unit Unit Price Subtotal
4 HUR $150.00 AUD $600.00 AUD

Service End Date:
Customer Part # Quantity Unit Unit Price Subtotal
3 HUR $12.00 AUD $36.00 AUD

Service End Date:
Customer Part # Quantity Unit Unit Price Subtotal
2 HUR 5500.00 AUD $1,000.00 AUD

Service End Date:
‘ Update ‘ ‘ Save ‘ ‘ Exit




Catalog Lines - Add Further Information

> There may be occasions where Enter liem Information

further |nf0rmat|0n IS reqUIred Product Description: Business Cards 9
as part of adding items to a

Service Invoice

U Examples of Enter Item
e 2700 AU Information Screens

Complete all fields with an SupplierPait b ABC123
asterisks entering the Ak o
information required ndieds* || G
Company Namz: * Part No: Not Available, Description: gardening
Once CompIEtEd CIICk On Ad d URL:" Browse By Category Catalog v Search by part #, supplier name, or keyword vQ ‘! +
Email Addregs:

Screen returns to the Add Er (neeaeediems add |

Fax Numbgr:
Ca.talog |temS Screen S . Product Description: | Floor cleaning services, Pric 9
Available in: 3 Day(s) "\:‘7 ///"
[\[e] (=K Anyth|ng | blue can be First and Last Narfe: ™ Price: $10.00 AUD -
selected to provide further o *

Supplier Part# FLOORQ75
. . —
information ot ” Edging Perormell * o
Direct Phote: * End Datf:" [l o

. Visits per Mont; -* | No Choice ~

Title or Positién
Mulching Performe -*
Title {if necessany): ™
Pruning Performel}: *
Title (if necessany): ™

Start Datff:
o
Translati¢n Weeding Performel}: *
S S
Commeodity Code:  Office supplies Commaodity Code:  Building and Construction and Maintenance Services
Supplier.  MTM Test Full Supplier 01 Supplier:  MTM Test Full Supplier 01

Unit of Measure:  hour
Unit of Measure:  each
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Create Service Order Invoice — Line Items Add General Service

Line Items for the Service Invoice is
displayed:

Click on Add/Update
Select Add General Service

Screen displays the general service
information fields

If available, enter the Part #
Enter Description of the service
Enter the Quantity

Enter the Unit of measure

Enter the Unit Price

Click on Update

The Subtotal is calculated and
displayed

If Line Level Tax was selected, refer
to Slide 27, Creating a Service
Invoice — Line Level Tax

To Finalise the Invoice, refer to
Slide 28 — Finalising a Service
Invoice

© 2019 SAP Ariba. All rights reserved.

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

Insert Line [tem Options

TaxCategory” 0% GST/ GST Exempt i Discount Add to Included Lines
No. No. Include Type Part # Description Customer Part # Quantity Unit Unit Unit FﬁcO‘Suhtotal
1 Not Available catering for e-gate Add/Update v 4

Add Contract/Catalog ltems

b Line ltem Actions » ‘ ‘ Delete Add General Service 9
\ = 4

Add Labor Service

Update sav. ML m

Line Items
Insert Line lem Options
Tax Category- 0% GST/ GST Exampt v C=ccun
Moo Include Type Part # Deescription Customer Part # Quantity Uit Uit Price Subinéal
hd 1 Mot Available gardening AddUpdate v
Mo Include Type Part # Deescription Customer Part # Quantity Uit Unit Price Subtotal
1 @ SERVICE I Pruning I I Hedge Sheping I I 85 I I Hrs I I 576.08 ALUD I $500.37 AUD
Service Period Service Start Dal = Service End Dis =
A\~ 4 A "4 — A 4 A" 4
Line ltem Actions | | Deelete




Create Service Order Invoice — Line Items Add Labor Service

> Line Items for the Service 0 Line ltems, 0 Included, 0 Previously Fully Invoiced
Invoice is displayed:

Line Items

Insert Line Item Options

1. ClICk On Ad d/Update Tax Categor}r; 0% GST/GST Exempt A Discount

Add to Included Lines

2. SeIeCt Add Labor SerVice No. No. Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price Subtotal

. 1 Not Available catering for e-gate Add/Update
> Screen displays the labor pate L
service information fields L Add Contract/Catalog ftems

Line ltem Actions ‘ ‘ Delete Add General Service

Add Labor Service e
Update sav. At M

L 4 1 Mot Available gardening AddfUpdsie +
1 & SERVICE
HamE
*Term “Rate *Unit

Time Sheet Number:

Contractor Mame: Supervisor MName:

© 2019 SAP Ariba. All rights reserved.




Create Service Order Invoice — Line Items Add Labor Service cont.

Screen displays the labor service
information fields

If available, enter the Part #
Enter Description of the service
Enter the Quantity
Enter the Term
Enter the Rate
Enter the Unit of measure
Enter the Service Start Date
. Enter the Service End Date
. Click on Update

The Subtotal is calculated and
displayed

If Line Level Tax was selected,
refer to Slide 27, Creating a
Service Invoice — Line Level Tax

To Finalise the Invoice, refer to
Slide 28 — Finalising a Service
Invoice

© 2019 SAP Ariba. All rights reserved.

Line ltems
Insert Line ltem Options
Tax Category: 0% G5T ¢ GST Exempt
Mo. Include Type Pari#
A 1 Mot Available
Mo. Include Type Pari#
1 o] SERVICE I Mowing
Rate
*“Tem “Rate *Unit | )
Q y
I tdanthiy II$134.?9 AUD Il HUR I o

¥

Service Pericd

@Tme EMGO
7/ l Conlratiﬁnk,,e./l \\\,, /

Contractor ldenfifier: | {no value) W

Job Description:

Description
‘gardening

Description

I Flll Mowsr Service

Sarvice Start Date: *I 1 Apr 2018

Line ltem Actions | | Delete

Add fo Included Lines
Quantity Unit Price Subtotal

Quantity Unit Price Sublotal
$471.77 AUD

15/

[i]




Create Service Order Invoice - Line Items Add Materials

Line Items for the Service Invoice is
displayed:

Click on Add/Update
Select Add Material

Screen displays the materials
information fields

If available, enter the Part #
Enter Description of the service
Enter the Quantity

Enter the Unit of Measure
Enter the Unit Price

Click on Update

The Subtotal is calculated and
displayed

If Line Level Tax was selected, refer
to Slide 26, Creating a Service
Invoice — Line Level Tax

To Finalise the Invoice, refer to
Slide 28 — Finalising a Service
Invoice
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Line Items

Insert Line Item Options

Tax Category: 0% GST/ GST Exempt v Discount
Mo. No. Include Type Part # Description Customer Part #
1 Not Available catering for e-gate
Line ltem Actions v ‘ ‘ Delete
Line ltems
Insert Lime ltem Options
Tax Category: 0% GST / GET Exampt W Discount
Mo. Include Type Part # Description Customer Part #
R4 1 Mot Avsilable gardening
Mo Include Type Part # Description Customer Part #
Ca e
Service Period Service Start Dt ) = { )
A 4 A " 4
Line ltem Actions » | | Delete |

0 Line Items, O Included, 0 Previously Fully Invoiced

| Add to Included Lines ‘

Quantity Unit Unit Unit Price Subtotal

Add/Update )
/

Add Contract/Catalog ltems

Add General Service

Add Labor Service
‘ Update | ‘ Savl Adld I'r'latenal | | 9‘
[ Add to Included Lines
Quantity Unit Unit Frice Subiotsl
Quantity Unit Unit Price Subtotal
las | [He= | | sreeAUD | $500.37 AUD




Create Service Order Invoice — Add Line Level Tax

Line ltems

Insert Line ltem Optioﬁg

» Line Items is displayed

@Taxes

Add to Included Lines

> Add Line Level Tax after addlng Tax Category: I 10% GST/ Standard GST
all items to the Invoice . . . -
No. Include Type Part # Description 0% GST/ GST Exempt pr Part # Quantity Unit Unit Price Subtotal
Click on Tax Categ ory v 1 Not Available Painting 10% GST/ Standard GST
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Select the appllcable_ tax rate 1 @ SERVICE DESKSSIKEA SKARSTA Desk Sit/Stand, White,Lever to 1 EA $108.00 AUD $108.00 AUD
from the drop down list
Service Period Service Start Date: Service End Date: =]
Click on Add to Included Lines 814
Tax Category:* 0% GST/GST Exempt 2 | Taxable Amount | $108.00 AUD
q . . R
A tax section will open for each _ e
. . Location: Tax Rate Type:
item on the Invoice ' Batel®) 10
Description: Standard GST Tax Ai::;(un%; $10.80 AUD
Regime:
Change the tax rates Only for came v Exempt Detail: | (novalue) ~
items Wlth =l dlffe rgnt tax rate_ No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
then that selected in Insert Line
ltem Opth ns 2 @ SERVICE DESKSSIKEA SKARSTA Desk Sit/Stand White,Lever to 12 EA $108.00 AUD $1,296.00 AUD
Service Period Service Start Date: Service End Date: Bl
To change a tax rate on a
specific line: Tax Category:* 10% GST/ Standard GST i Taxable Amount | $1,296.00 AUD
1) Click on Category — Remove
a . I{ 3
2) Select the rate required Location: e e
. . . Rate(%): 10
for that line item Description:  Standard GST Tax A?::J(un%: $129.60 AUD
Regime: A4
Exempt Detail: | (no value) ~/
To Finalise the Invoice, refer to
Sllde 28 — Finalising a Service No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Invoice 3 @ SERVICE CANINKPO1 Canon IF'?ZGU Advanced Range Inkjet Pri EA $31.50 AUD $63.00 AUD
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Finalising a Service Order Invoice

With all services and materials
added

Line Items 1 Line Items, 1 Included, 0 Previously Fully Invoiced

Insert Line Item Options

Click on Next 0% GET / GET Exempt

Tax Categorny:

b Shipping Documents Special Handling Discount | Add to Included Lines ‘

Screen displays the Invoice B I W e Y PR SPW i N _

Review then click Submit

I-’ | Line hem Acfions | | Delete |
Click on Exit o

| (= = ]
Screen displays the Purchase
Order with an order status of Create Invoice EiE ”“

Invoiced or Partially Invoiced

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 destination country is: i
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.
Tax Invoice
Invoice Mumber: 37-b Subtotal: $98.58 AUD
Invaice Date: Monday & May 2019 8:22 PM GMT+10:00 Total T $1§:.:; :33
Original Purchase Order: MTMETD Total Gross Amount: 5
Totsl Amount without Tae: 58888 ALUD
Tatal Met Amount: $108.55 ALUD
Amount Due: $108.55 AUD
REMIT TO: BILL TO: SUPPLIER:
MTM Test Full Supplier 01-TEST METRO HEAD OFFICE METROXCOOL
Invoice 133776-TT has been submitted. Purchase Order Purchase Order
(Invoiced) (Partially Invoiced)
. Pri Lt . 3 -
nfa.copv.otibeinuoic Amount: $3,.600.70 AUD Amount: $3.600.70 AUD
'+ Exit invoice creation. | \ / Version: 1 Version: 1
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Service Orders Partially Invoiced

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

- A Purchase Order is not fully invoiced until all services on the Purchase Order have been provided

Order Status:
« Sent: sent to the buyer
* Approved: can be invoiced
* Invoiced: has been Invoiced
» Failed: has been rejected



Locating and Opening a Partial Invoice using Inbox or Search

CATALOGS REPORTS MESSAGES External Document v CSV Documents v Create v

From the Inbox

Orders and Releases Early Payments Scheduled Payments Remittances Inquiries Contracts Notifications Receipts Mare...

Select the applicable
Purchase Order with a Orders and Releases
Partially Invoiced status

Orders and Releases ltems to Confirm ltems to Ship
I I \\ //
>  Screen displays the Invoice v Search Eilters ﬁ\
. Customer: | All Customers v Min. Amount: | Minimum
Note: Use Order Status to sort
. . . . ﬁ .
invoices by Partially Invoiced Order Number v Max. Amount: | Maximum
Status @ Partial number Exact number BrTiEas
Buyer Location Code: © Order Status Partially Invoiced A \\ﬁ/
USI ng SearCh: ooz s Gl © View: | All except hidden orders  ~r [
1) Click on Search Filters Show adors b (@) Groatior D S
. ow orders by: reation Date nquiry Date
2) CI|Ck on Order status Search only blanket purchase orders
and select Partial Iy Date Range: | Last31days v Search only scheduling agreement releases or scheduling agreements
Invoiced 6 Apr 2019 - 6 May 2019 \\ﬁ/ J Search only service purchase orders
3) Select Search only = ﬁ
Service purchase Number of Results: 100 v | ,\Resel
arders Orders and Releases (7) =
4) Click on Search, the
I"eSUItS are dlsplayed Type Order Number Ver Ship To Address Amount Date } Order Status \N y Amount Invoiced Actions
COLLINS ST/ FINANCE DEPARTMENT
> The Purchase Order |S Order MTMBT0 1 g'lelbotljme: viC $100,000.00 AUD 3 May 2019 Partially Invoiced $3,200.00 AUD Actions
ustralia
dIS Ia ed LEVEL 1 ROOM 101 FLINDERS ST STATION
p y Order MTM553 - Melboumne, VIC $100,000.00 AUD 17 Apr 2019 Partially Invoiced $330.00 AUD Actions
/ Australia
h COLLINS ST/ FINANCE DEPARTMENT
Order MTM499 1 Melbourne, VIC $500.00 AUD 16 Apr 2019 Partially Invoiced $26424 AUD Actions
Australia

. . o ) CqLLINSSTFINANCE DEPAB; ME}-. -, ,"0 ; J") ) . . 'Ar )
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Invoicing a Partial Invoice — Header Level

> The Purchase Order is Purchase Order: MTM670 | pone
displayed
NOteE All previous documents ¢ Create Order Confirmation v | %l Create Service Sheet [Ro ReEE CYN TN Fo Print - | Download PDF | Resend
are displayed under Related -
Documents _ _ Standard Invoice 9
Order Detail Order History Credit Memo -
N'ote: Purchase Qrder Stat.us is Line-tem Credit Memo
displayed as Partially Invoiced From: o Purchase Order
METRO HEAD OFFICE MTM Test Full Supplier 01-TEST m (Partially Invoiced)
Click on Create Invoice Level 16 AAA Swansten —  MTM670
700 Collins Street melbourne 3306 Amount: $100,000.00 AUD
. Docklands Australia Version: 1
Select Standard Invoice MELI—RO Melbourne VIC 3008 Phone:
Australia Eax: i mimiestiull@163
. . . mail: mtmtestful .com
Screen displays the Invoice Phone: 61 (396) 103791
Payment Terms '/ Routing Status: Acknowledged
MNext Month End m Related Documents: = mtm670/1test
A" "4 = TEST_FIELD RELEASE1
Comments
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Invoicing a Partial Invoice — Header Level cont.

Screen displays the Create Create Invoice Update Save Exit m
Invoice ]
Enter the Invoice Number,
this is the number you provide v Invoice Header * Indicates required field Add to Header v
to Metro Trains and comes for
your ordering system or ERP Summary :l
2. Confirm the Invoice Date Purchase Order:  MTM564 Subtotal: $0.00 AUD View/Edit Addresses
Invoice % 761 Total Tax: $0.00 AUD
’ -ia y Total Gross Amount:  $0.00 AUD
» Scroll to Tax o Total Amount without  $0.00 AUD
Invoice Date: () *| 6 May 2019 I 9 Tax:
N\ — 4 Total Net Amount:  $0.00 AUD
Select the Header Level Tax Service Description: Amount Due: $0.00 AUD
Click on Category Supplier Tax 1D: | 123456789
Select the applicable tax Voam Bt

percentage

> Scroll down to Line ltems m @ Header level tax () Qle level tax ()
A y e

Categan,r:*l 0% GST/ GST Exempt 0 Taxes Taxable Amount: | $0.00 AUD Remove

Location: 0% GST/ GST Exempt Tax Rate Type:
O Y-
Description:  GST Exempt 10% GST / Standard GST Taxii:i(uﬁ gn.uu AUD
Regime: v
‘ Exempt Detail: | (no value) ~
At P W oF S N W ¥ W e SRR D™ rmnan T
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Adding Line Items selections

: : : 0 Line Items, 0 Included, O Previously Fully Invoiced
Screen displays Line Items with Line ltems vy

the Tax section opened for each

Insert Line Item Options

There are no Line ltems z,:ldded TaxCategory’ | 0% GST/ GST Exempt " Discount 1o neloded Lins
to the Service Order Invoice
. . MNo. MNo. Include Type Part # Description Customer Part # Quanti Unit Unit Unit Price Subtotal
Suppliers need to add the items e ’ &
using: 1 Mot Available gardening Add/Update
> Add Contract/Catalog ltems
. Add Contracthatang b Line ltem Actions ‘ | Delete g

uploaded by the Supplier
and accepted by the Buyer

— Refer Slide 19 Add Labor Service

Add General Service

Add General Service — for Add Material Next
services that are charged at
a total rate rather than
specific — Refer Slide 23

Add Labour Service -

When specific rates such as
per hour, per day or per
week for example, need to
be added — Refer Slide 24

Note: The value of the Invoice must
not exceed the total value of Service
Order. The total value is shown on
the Purchase Order

Add Material — for when
materials are used in the
process of providing a
service — Refer Slide 26

» Multiple and different
combinations of services or
materials can be added to a
Service Invoice
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Finalising a Service Order Invoice

With all services and materials Line ltems 1 Line ltems, 1 Included, 0 Previously Fully Invoiced
added

Insert Line Item Options

CI |Ck On Next Tex Cabagony: 0% GST ! GST Exempt b Shipping Documents Special Handling Discount | Add to Included Lines ‘

Screen displays the Invoice TR Y T T W T el N PRV Spaneuouy Sy a5

Review then click Submit

I-D | Line hem Acfions | | Delete |
Click on Exit o

(= = ] =
Screen displays the Purchase
Order with an order status of Create Invoice EiE |E

Invoiced or Partially Invoiced

Confirm and submit this document. It will not be i signed ing to the ies of origin and destination of invoice. The inating country is ia. The ination country is: i
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 invoi Once you ibe to the iving service.
Tax Invoice
Imvoice Mumber: 87-b Ellbtolali Qgggiﬂg
Invoice Date: Mendsy § May 2019 8:22 PM GMT+10:00 Total Tasx: $1oa-55 o
Original Purchase Order: MTMETO Total Gross Amount: z
Total Amount without Tace §08.82 ALUD
Total Met Amount: $108.55 AUD
Amount Due: $108.55 AUD

REMIT TO: BILL TO: SUPPLIER:
MTM Test Full Supplier 01-TEST METRO HEAD OFFICE METROXOCO!
Invoice 133776-TT has been submitted. Purchase Order Purchase Order
(Invoiced) (Partially Invoiced)
) 4200089487 4200089487
" Amount: $3,600.70 AUD Amount: $3,600.70 AUD
/A Version: 1 Version: 1
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Recelpts

* The Receipts tab listed all services receipted by Metro Trains

* Invoicing cannot be performed from this selection



Locating and Opening a Receipt

From the Dashboard or Ariba Network 3 Company Setiings v

Homepage
0 CATALOGS REPORTS MESSAGES External D! f+~ CSVDocuments v Create
Click the Inbox tab Orders and Releases Sched‘lr.;l!erapaymenls I Remittances Inquiries Notifications Receipts More_+¥ y
Click on Receipts Receipts Orders and Releases
Early Payments
The Receipts screen is > Search Filters Scheduled Payments
displayed Remittances
. Receipts (197) Inquiries 1 v » m
Select the Receipt Number Contracts
Receipt Number Reference Customer Date t Routing Status
Motifications

The receipt is displayed

RC286 BPOTT7-R5 Metro Trains Melbourne Pty Ltd - TEST 18 Feb 20197 ) N > Sent
+ Receipts dl

RC285 C48-V3-R83 Metro Trains Melbourne Pty Ltd - TEST 18 Feb 20197 S Sent

Pending Queue

If Receipts is not displayed:

RC226 o C48-V3-R63 Metro Trains Melbourne Pty Ltd - TEST 20 Feb 2018 7:30:06 PM Sent

B
B

1) C||Ck on More B RC143 \ "C4S—V3—R3I) Metro Trains Melbourne Pty Ltd - TEST 18 Feb 2019 9:42:40 AM Sent
2) Select Receipts =
B

RC298 48-V3.R37 Metro Trains Melbourne Pty Ltd - TEST 3 Feb 2019 8:07:57 PM Sent
: : b R R Tl
Review the Receipt e b Bt _ i _..}—-’ N et
Receipt: RC143 [ Dore |

Receipts do not have any

associated processes, they Print | Export cXML 6
are for information only Detail History \ 4
From: To: Receipt: _Receipt No- RC143
Metro Trains Melbourne Pty Ltd - TEST MTM Test Full Supplier 01-TEST Receipt Date: 18 Feb 2019

Use the History Tab to

identify further information Routing Status:  Sent
Related Documents: ] C48-V3-R30

ltem Order Line Number Part # / Description Customer Part # Batch # Customer Batch # Qty (Unit) Delivery Address Type Unit Rate Amount Status

Click on Done, to return to

. Purchase Order: C48-V3-R30 (Closed For Receiving)
the Receipts screen

S1
1 1 T_Shirt 1EA Not Specified Received 15.00 AUD 15.00 AUD
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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 »

1. From the Dashboard click on
Company Settings

Ariba Network O

INBOX OUTBOX CATALOGS REPORTS

2. Select Company Profile

Company Profile

Orders and Releases v | EERNEE ~ | Order Number Q Account Settings

Customer Relationships

Note: If the 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

. Click on Edit J

Purchase Order by Amount Last 12 me

Additional Company Addresses @
. Click on Create -

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

by This Account Create @

No items
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Standard Invoice — Configuring Remittance Addresses cont.

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

* Indicates a required field

Enter the Address 1

Address Name

Enter the Clty Address Name:*| Retail Solutions @
\O
Enter the Postal Code padress
VAT ID:
10. Select the correct Country -

11.Click on Save Address

Address 1-+ 1 Kangaroo Way

» The entered information is
dISplayed Address 2:

City:* Melbourne

Repeat to add more

addresses (if required) st
Postal Code:*| 3000 \~ 4
All addresses entered will be county | At 1203 o @
displayed -
Additional Company Addresses
AddressName T AddressID  VATID  TaxID  Address Country Legal Profile Status**
Retail Solutions 1 Kangaroo Way Efsl?rc;lﬁrane - m
N’
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
moatteth': ;r:ﬁgegbhbsvllgggstes Address Name 1 Address ID VAT ID TaxID Address Country Legal Profile Status™
saved successfully, where the Brackets are Us 1 Wombat St Syaey -

ribbon is red, locate the error and

correct Retail Solutions 1 Kangaroo Way k"ﬁ;?&ge

13. Click on Close L, Edit Delete Create

> Screen returns to the

Dashboard Company Profile “ Close
v Your profile has been successfully updated. @ @X

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

. . Shipping
With the Create Invoice o " , .
. Header level shipping (1) Line level shipping (1)
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

Supplier Reference:

f. Id Payment Note:
elds Customer: i
Select .. v View/Edit Addresses
Supplier.  Test Supplier
Complete all fields with an —
Emalil:
ASterI Sks Bill From: testsupplier 4 - TEST View/Edit Addresses
Dunedoo
Australia
VIEW/EDIT ADDRESSES VIEW/EDIT ADDRESSES
" ndeates requred el « Indicates required field
Ship From Ship To
Name: testsupplier_4 - TEST Name: / Bill From
Department Depariment o
’ Name: " Name: Name:* testsupplier_4 - TEST
Address 1° | 1 Wallaby Place Address 1: | Pilnizerstr. 241
Depariment 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] v
Deliver To: This selection will refresh the page content.

“ cancel
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 v o Customer View/Edit Addresses
Supplier: ml 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 i
Australia

Melbourne Email-
Australia

Bill From: testsupplier_4 - TEST View/Edit Addresses

Dunedoo
Australia

© 2019 SAP Ariba. All rights reserved.



Types of Support available:
Help Centre

For all your support needs 1. User Community

2. Ask questions or view documentation
3. Email/Live Chat
4. Requesta call back

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

On the Home screen

Supplier Information Portal . Click on Company Settings
(Location of Training Guide/s and Video/s) _ Click on Customer Relationships

Click on Supplier Information Portal

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