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Introduction

The purpose of this document is to provide the information suppliers need to effectively transact with Co-operative Bulk Handling Ltd (CBH) via the Ariba Network. This

document provides step by step instructions, procedures and hints to facilitate a smooth flow of procurement between CBH and supplier.
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- 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
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Invoilce

- All orders received via the Ariba Network require an invoice to be created in the Ariba Network
«  The Invoice# refers to your internal invoice number

- Partial invoicing is allowed

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, only received purchase orders can be invoiced.
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.

SAP~ Ariba Network ~  Enterprise Account  TESTMODE & @ BC

Home Inbox Outbox W Catalogs Reports Documents w Create v

Orders and Releases

Orders and Releases ltems to Confirm Items to Ship Return ltems

» Search Filters

Orders and Releases (100+) Page | 1 v » B
Type Order Number e Custome Amount Date } Order Status Settlement Amount Invoiced Revision Actions
Order 4500450585 Co-operative Bulk Handling Ltd - TEST $375.00 AUD 29 Apr 2020 Changed Invoice $0.00 AUD Changed Actions
Order 4500450586 Co-operative Bulk Handling Ltd - TEST $1.648.00 AUD 29 Apr 2020 Changed Invoice $0.00 AUD Changed Actions
Order 4500450586 Co-operative Bulk Handling Ltd - TEST $1,648.00 AUD 29 Apr 2020 Obsoleted Invoice $0.00 AUD Changed Actions m
Order 4500450586 Co-operative Bulk Handling Ltd - TEST $1,050.50 AUD 29 Apr 2020 Obsoleted Invoice $0.00 AUD Changed Actions
Order 4500450586 Co-operative Bulk Handling Ltd - TEST $1,648.00 AUD 29 Apr 2020 Obsoleted Invoice $0.00 AUD Changed Actions
Order 4500450586 Co-operative Bulk Handling Ltd - TEST $1.648.00 AUD 29 Apr 2020 Obsoleted Invoice $0.00 AUD Changed Actions
Order 4500450586 Co-operative Bulk Handling Ltd - TEST $1,648.00 AUD 29 Apr 2020 Obsoleted Invaoice $0.00 AUD Original Actions
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Routing Status

The status identifies the journey of documents (order confirmation, ship notices & invoices) through the Ariba Network between CBH 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 CBH has reviewed the invoice and it has been approved for payment

Paid The Invoice has been paid by CBH
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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 CBH

Rejected A Purchase Order Confirmation that has been Rejected by CBH
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Unit of Measure

The Units of Measure (UOM) provide suppliers with the information about the required materials or Services requested by CBH. When entering or selecting a UOM, it
must be Upper Case, for example, hours must be HRS not hrs.

DAY Day
EA Each
H Hour
MIN Minute
MON Month
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Locating Received Purchase Orders — Inbox and using Search

The Dashboard or Homepage Home | nbox v | ¢ Catzlogs  Reports Documents v Create v/
is displayed ‘

Orders and Releases

Click on Inbox

Orders and Releases Items to Confirm Items to Ship Return ltems
2. Click on a column to sort
\\*/v Search Filters
To Use Search Filters: Customer: | Al Gustomers v Min. Amount: | Miimum
1) C“Ck on SearC h Order Number: ® Max. Amount: | Maximum
FI Iters @ Partial number Exact number Order Status: | Confirmed ~ \\ y:
2) Select the Date _ - P
o Buyer Location Code: & View: | All except hidden orders ~
Range required _
. Invoice Number: ® Search only blanket purchase orders
3) Select the Confirmed
Show orders by: (@) Creation Date Inquiry Date Search only scheduling agreement releases or scheduling agreements
Order Status \
. Date Range: | Last 14 days N y Search only service purchase orders
4) C“Ck on SearCh 22 Apr 2020 - 5 May 2020 N Search only pinned orders \\ﬁ/

» Received Purchase Orders Number of Results: | 100 v

are displayed
Orders and Releases (7) @ ==

Type Order Number Ver Customer Amount Date | Order Status Settlement Amount Invoiced Revision Actions

Order 4500450584 Co-operative Bulk Handling Ltd - TEST £2.00 AUD 29 Apr 2020 Confirmed Invoice $0.00 AUD Original Actions
Order 4500450581 Co-operative Bulk Handling Ltd - TEST $130.00 AUD 24 Apr 2020 Confirmed Invoice $0.00 AUD Original Actions
Order 4500450580 Co-operative Bulk Handling Ltd - TEST $130.00 AUD 24 Apr 2020 Confirmed Invoice $0.00 AUD Original Actions

s reserved.




Open and Begin the Invoice

1. Click Inbox tab on the

DaShboard Horme [ B o £ Catalogs Reports Documents Creale W
» Screen displays Orders and Orders and Releases

Releases Orders and Releases lterms o Conlirm ltems ta Ship Requm liems
2. Open the Received » Search Filters m

Purchase Order you wish to -

invoice

Orders and Releases (100+) Page 1 w » |

Note: Use the Search filter of S _ e —— P—
click on Order status to sort and
locate Received Purchase Orders Order 4500450585 Co-operative Bulk Handling Ltd - TEST $375.00 AUD 29 Agr 2020 Changed Inveoice 5000 AUD Changed Actions
> Screen displays the o = 9 R LT SERmAn A chee ckea 000 AUD  Changed  Actions

Pu rChase Order Order 4500450584 Co-operative Bulk Handling Lid - TEST £1.842.00 ALD 29 Apr J020 Obsoleted Invegice 2000 ALUD Changed Actions

Click Create Invoice

Select Standard Invoice. Purchase Order: 4500450581 @
_ Hide et Download PDF

9 Apr 2040

& Create Invoice v 10 Export cXML | Download CSV Resend

Screen dlsplays Create ¥ Create Order Confirmation v Wi Create Ship Notice
|nVO | Ce Order Detail Order History

Standard Invoice

Line-Item Credit Memo

Line-Item Debit Memo

X CBHcroup

-
-
-
e
——,

© 2020 SAP Ariba. All rights reserved.




Standard Invoice — Line Level

Create Invoice

1. Enter the Invoice #

¥ Invoice Header

2. Check or enter the Invoice summary

Purchase Order: _EP1591

Subtotal:

$110.00 AUD

x. Total T 50.00 AUD
Date* Invoice #° | INV-EP1591 el Gross Amount. $110.00 AUD
mount without  $110.00 AUD
Invoice Date:* | 5 Aug 2019 = NG T::
tA it $110.00 AUD
g Service Description: IU"TE‘:JT!‘ $110.00 AUD
Note: CBH doesn’t allow tax to be
Supplier Tax 1D: 123456789

added at header level

Remit To
Click View/Edit Addresses to enter Remit To ID on this invoice
only or enter and save it in your remittance information

. . Sydney

3. Confirm or enter the Quantity s
Screen displays review Create M0 O o @ @ ottt © m
Invoice shipping

@ Header level shipping () Line level shipping (2

Line ltems

4. Click on Next and Submit

Insert Line Item Options

Add to Header »

* Indicates required fleld

‘iew/EdAddress;

Invoice 5554-INVa has been submitted.

(5

Expeat XML

= Print a conv of the invoice.
+ Exit invoice creation.

Purchase Order: EP1591

O ==
Rerierd

* Cavale Ovder Confemation « || & Cowate Ship Molics n = Hide | Priml Domsdead POF Diomsdead 5V

P B B B i L i, o A o g P P W

‘/ Tax Category: GST v Shipping Documentis Special Handling Discount
Screen message d Isplays No. Include Type Part# Description Qusiomer Part # Quanuty unit UnCPnce’ Suptotar m
1 @ MATERIAL NA Floor Cleaners 1 EA §110.00 AUD $110.00 AUD e P‘u c hﬂEE Order T
5 ’ CIICk on EX It Tax Category:* ST v Taxable Amount | §110.00 AUD remee - o En;t:‘:ﬁeg ]1
Location Rate(%) | 10 )
Screen displays the purchase Order o i Ao, | 37300 0D Amount. $11,000.00 AUD
escription: VE'S\’Q“. 1
Regime o7 Exempt Detail (no value) v
NOte: The PurChase Order Status Line ltem Aclions + ‘ | Delele H Reset Tax from PO
has changed to Invoiced
e | [ [ o |[) ‘&)
6. Click on Done —
Create Invoice m Exit
NOte: I n Add itlonal fields tO add Confirm and submit this d It will not be el y signed ding to the ies of origin and ion of invoice. The d: 's originating country is:A lia. The d s ination country is:A lia.
If you want your invoices to be stored in the Ariba long term ing, you can ibe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.

delivery reference for Materials

Tax Invoice

Invoice Number: 5554-INVa

© 2020 SAP Ariba. All rights reserved.

$11,000.00 AUD

€4.400.00.ALIND

Subtotal




Standard Invoice — History Tab

Use the Invoice History to Purchase Order: EP1591 “
identify:
‘ Order Detail Crder Histo
> Who created a document ’ "
What OCCUI'I'ed Wlth the I'l"m:'-l‘-;‘:.r" Order :Ejlﬂ'elld From Cusiomer
Ovder Status. hinwos Routing Stabes
document Submitted On: 27 Mar 2019 12:42:47 PM GMT+11:00 Routing Stakus: Acknowledged
The date and time stamps of History
the various processes that Satus Comments Changed By Date and Time
have affected a document
Thie order was quewed PrepogationProcessor-1250003053 27 Mar 2019 12:42:50 PM
Line Item level information Email arder was sent to ANPODispatcher-125013022 27 Mar 2019 12:42 51 PM
Sent Email ordir was sent ta OrderDispatchaer - Email 27 Mar 2019 12:42:51 PM
Recaived RC50D 27 Mar 2019 125117 PM
Receivad quantity 1 for ling item 1 PropagationProcessor-124996081 27 Mar 2019 125117 PM
Line Items
Line # Pant # | Description Customer Part # City (Uniit) Meed By Price Subtotal
1 Mot Avallable 1(EA) 4 Apr 2019 $11,000.00 AUD 511,000.00 AUD
popcom for training
Status
1 Invoiced Amount: $11.000.00 ALD
1 Uneconfirrmied
1 Recaied

Sub-total: 311.000.00 AUD
Total Invoiced: 5 11.000.00 AUD
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Invoice Status

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

There are 4 Invoice Statuses:
Sent — you have sent the invoice to CBH
Approved — CBH 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 CBH



Locating the Invoice Status

1. Click the Outbox tab on Ariba Network

the Dashboard

e oo - 1::.: EPORTS = External Document » ¢ Documents

Invoices Order Confirmations Ship Notices Service Sheats Dvalfts

» Screen displays Invoices

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

» Search Filters

Status column @

The Invoice Statuses are: Invaices (100+) Page 1 v » =
*  Sent
. ,Sp%roved = Nv-EF1591  Co-operative Bulk Handling Ltd - TEST Online Mo 25 Mar 2019 §26400 AUD Sent
RZ}eC ted = Co-operative Bulk Handling Ltd - TEST Online o 25 Mar 2013 579200 AUD | Rejected
Canceled =i Co-operative Bulk Handling Ltd - TEST Oniline No 25 Mar 2019 $680.00 AUD | Paid
e Co-operative Bulk Handling Ltd - TEST Online Mo 25 Mar 2019 2200 AUD Approved
= Co-operative Bulk Handling Ltd - TEST Online Mo 25 Mar 2019 $36.00 AUD Sent
= Co-operative Bulk Handling Ltd - TEST Online Mo 25 Mar 2019 S20000 AUD Canceled

© 2020 SAP Ariba. All rights reserved.
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Partial Invoicing

Partial Invoicing can only occur when a Partially Received Purchase Order has been received

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

1. From the Inbox

» Using Search Filter:
1) Click on Search
Filters
2) Click on Order Statu

and select Partially
Invoiced
3) Click on Search

2. Click on the required
Purchase Order

© 2020 SAP Ariba. All rights reserved.

Home Inbox v [¢

Orders and Releases

Orders and Releases

¥ Search Filters

All Customers

Customer:

Order Number:

@ Partial number

Buyer Location Code:
Invoice Number:

Show orders by:

Date Range:

Items to Confirm

@ Creation Date

Catalogs Reports

Items to Ship Return ltems

~ Min. Amount:
® Max. Amount:
Exact number Order Status:
@ View:
0]

Inquiry Date

Last 14 days ~

22 Apr 2020 - 5 May 2020

Orders and Releases (3)
Type Order Number

Order 4500450578
Order 4500450576

Order 4500450573

Customer Ordering Address Amount Date |

CBH Rec Integrated 003
West Perth, WA
Australia

CBH Rec Integrated 003
West Perth, WA
Australia

CBH Rec Integrated 003
West Perth, WA
Australia

Co-operative Bulk Handling Ltd - TEST $50.00 AUD 22 Apr 2020

Co-operative Bulk Handling Ltd - TEST $3,000.00 AUD 22 Apr 2020

Co-operative Bulk Handling Ltd - TEST $50.00 AUD 22 Apr 2020

Documents v  Create v

Minimum
Maximum

Partially Invoiced

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

Search only pinned orders

Number of Results: 100

Order Status Settlement Amount Invoiced Revision Actions
Partially Invoiced Invoice $20.00 AUD Original Actions
Partially Invoiced Invoice $400.00 AUD Original Actions
Partially Invoiced Invoice $1.00 AUD Original Actions



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
Select Standard Invoice
Screen displays the Invoice
Enter the Invoice number, this is
the number that you provide to

CBH

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

© 2020 SAP Ariba. All rights reserved.

Purchase Order: 4500450578

¥ Create Order Confirmation v ® Create Ship Notice & Create Invoice v Hide | Print ~ﬂ download PDF | Resend

Standard Invoice

Order Detail Order History

Line-ltem Credit Memo

Line-ltem Dehit Memo

aet e,
-
L " 2

Save ‘ ‘ Exit ‘ Next

Create Invoice ‘ Update ‘ ‘
¥ Invoice Header
Summary
Purchase Order: 4500450578
urehase brder Subtotal: §180.00 AUD
Invoice #:* Total Tax:  $18.00 AUD
o Total Gross Amount  $198.00 AUD
Invoice Date-*| 17 Apr 2019 Total Amount WI‘;"Z;L: $150.00 AUD
} » \ Total Net Amount  $198.00 AUD
Service Description: - Amount Due: $198.00 AUD
Supplier Tax ID- | 123456789
Tax (0
®  Header level tax () Line level tax (0
Taxable Amount: | §180.00 AUD
Category-*  10% GST/ Standard GST v
Tax Rate Type:
Location: Rate(%): 10
Description: Standard GST TaxAmount. - §18.00 AUD
Regime: v Exempt Detail: | (no value) ~

* Indicates required field Add to Header «

View/Edit Addresses

Remove



Completing a Partial Invoice

3 Line ltems, 2 Included, 1 Previously Fully Invoiced

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

1. Click on Update

© 2020 SAP Ariba. All rights reserved.




Completing a Partial Invoice cont.

ClICk on Next 2 Line ltems, 2 Included, 0 Previously Fully Invoiced

Line ltems Invoice TEST660009 has been submitted.

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

Screen displays Create nsertLine tem Options 9

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal .
Click on Submit 1 @ MATERIAL ltem Parno1 ltem Descriptian Line 1 1 EA 51,500.00 AUD $1,500.00 AUD
Click on Exit Classification Domain: | unspsc Code: | 48102102 Remave
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Screen d isplays the 3 @ MATERIAL Item Partno3 Item Description Line 3 1 EA $2,000.00 AUD $2,000.00 AUD
Purchase Order with either:
Classification Domain: | unspsc Code- | 48102102 Remove

InVOICEd aS a" Items L Line ltem Actions = | | Delete

have been invoiced that

were on the original /

Purchase Order -

‘ Update ‘ ‘ Save ‘ ‘ Exit ‘ Next
Or ) :
Create Invoice Previcus Save m Exit
Partial ly Invoiced as Confinm and submin this documant, It will not be electronically signed according 1o the compliance magp and your customenrs irvoice rules, The documant’s odginating country i . The
T doo r's destination try sz \ y

there are still items that Irwum@iwu’r :mi-euu::';n a:nm in the Ariba long tenm document archiving, you can subscribe 1o an archiving service, Note that you will sleo be able 1o archive old invoices oo you subseribe o

have not yet been o avchiving servics.

3 g 3R Standard Invoice [/ Tax Invoice

invoiced on the original

Purchase Order

Irvoice Numbser . TESTEE0009 Subtotal $3,500.00 AUD

F i Dale - Thissday 4 Jan 2018 1145 AM GMT&11:00 Tastal Tas Z350000 AUD

Ovbgrial Purchase Owcker - 3T00029909 Total Gioes Aamoaint 53850000 AUD
Total Mat Amigint 33850000 AUD

Amount Dup $3,850.00 AUD
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+ 1) Method 1 (CBH Preferred) - Create the Invoice first; the invoice will be held until the service is completed and approved by CBH and then released. Once the invoice is
released to CBH, your Ariba account will create an Auto-Flipped Service Sheet

—... Ol

Service Invoicing

Please Refer to the Service Order Guide on the Supplier Information Portal.

- There are 2 methods to begin the payment process for Service Orders, 1. Create the invoice first or 2. Create the Service Sheet first

+ 2) Method 2 - Create the Service Sheet first; the Service Sheet will be submitted to the buyer for review. Once the Service Sheet has been approved an Invoice will need to be
manually created in Ariba. If a Service Sheet is created before an Invoice, this process must be followed for the entire life of the order (any subsequent claims against the order).



Edit and Re-Submit Invoices

- Invoices that are rejected by CBH 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



Open and Review Rejected Invoice

» The Rejected Invoice is Invoice: MTM139_INV

displayed
Edn Create Line-Rem Crodit Menx Copy This Invoice Primt Download PDF « Expont eXML
» Screen displays the Invoice
Detail Scheduied Payments History
1. Read the reason for the 0
: ; Rejected Invoice: )|
Rejection Ragins

INV-38: The Invoice was successiully received

. . . INV-54: Comments

Click on Edit & Resubmit DOC-1

INV-35: The invoice status has been successiully updated to Processing by TEST. Description Header Level Exceptions: PO Payment Terms mismaiched
0)) * are either unrecognized (aghoc) or are different from the purchase order's payment ferms of Net 30 ((0%/30, 0, 0))

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

Screen displays the invoice

© 2020 SAP Ariba. All rights reserved.

* 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 & Resubma

i)

Status Subtotal $3,200.00 AUD
woice: Rejected Total Tax $320.00 AUD
ing Acknowledged $3.520.00 AUD
Involc MTM139_INV $3.200,00 AUD
v Tuesday 19 Mar 2019 424 PM GMT+11.00 Total Net Amount $3.520.00 AUD
Original Purchase MTM139 Amount Due $3,520.00 AUD

Submission Method Online

Supplier
DUNT Order
REMIT TO: BILL TO: SUPPLIER:



Edit and Resubmit and Invoice cont.

Note: The Invoice number, Edit Invoice | Update ‘ | Exit ‘ Category:*| GST v
purchase order number and

- 0 . Location:
Oth erl nfO rm atl onis aUtO = ¥ Invoice Header * Indicates required field Add to r@J Input-{Non-capital Expt) GST
populated

Des Cnptlnn 1Tax 11.00%gst Input-{Non-capital Expt) GST does not match any buyer configured tax entries in the tax summary.

S Regime: N
ummary . .
- Purchase Order: 4501475005 Subtotal: $60.00 AUD View/Edit Addresses EX am p I es Of an I n VO I C e
> Scroll through the Invoice oot S errors
and CorreCt the Ide ntlfled m Invoice Date:* | 24 Jul 2017 Amount I;rj;( $78.20 AUD Purchase Order: MTM139

errors

2 Invoice #*  MTM139_INV
Supplier Tax 1D: | 12345678912 -

nvoice or Credit Memo # already exists.

o pmna gt 19 g |

Remit To:
Potential errors include:

*  The addition of Freight that Edit Invoice P——— .
was not on the Order

Conflrmatlon ;ﬂ“w:umg;wmh::cl;u:m-::rnrhmu-mdn-u:u::dmaw.mw";;:.unM:M"r:cﬁnm:;:;mlm:m:;mhﬂmm;hm:::;;mtyh:-::‘hmmvewm
Incorrect quantities Standard Involce | Tax Involce
entered
Incorrect price displayed i oo AR s s a0
el Purchana Order  SUMTSHOS casl Charge $0.00 AU
Tl Pmamant wihut T o 70 0 AUD
Click on Next n.mqnu:..r su'm:Im:l
Review the Invoice, then Invaice: EP1591 [ o |
CIICk On SmeIt . Create Line-Bem Croedit Momo I Copy This brwoice . Print  Deanload POF  Export XML @
Click on Done Detsd | Scheduled Paymants  Hislory
The screen will display the Canceled Invoice:
(@]0]10]0) ¢ Oocly Sl o Piiechind vl cn bk b

Standard Invoice 7 Tax Invoice
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Edit and Resubmit History Tab

Click on the History tab for Invoice: MTM139_INV [ oone |
more information - T
Edit Crgatn Ling-Nam Credt Mama Gy Thiss Iewcica Doranigad POF Expor XML
CIICk on Detal l S tab Detanl Scheduled Payments History 0
Click on Edit and Resubmit inveice: MTMI39_INV o
. » Siabus  Rejecied Rouling Sials: Ackeomdedged
acivied E Onc 19 Mar 2009 42409 PM GMT+11:00
- v NITM Full
The screen displays the
Invoice
History
SEatus Cx ey Changed By Oate anid Tiena
— MITM T Fudll Supplier 01- 19 Mar 2013
Tha imepice was sucopssiully recshad TEST 47533 PM
PropogationProcessor 19 Mar 2019
Cammants bem 125033051 42453 PU
. 19 Mar 2019
Acknowledged Supplier 42853 BM
This ifrveoice S0EIUS had basien SucoEabally updated b Processing by . Deseription Hebder Livel Exceplions: PO Paymeal Temd mamaichid Tha PropagalionFrocsiaa- 19 Mai 2019
invoice’s paymaent terms, ((09%30, 0, 07) ® ([I%30, 0, 0) * ane either unrecognized (sdhoc) or ane d¥enent from the purchase onrder's payment terms of Met 30 {09730, 0, 0)) 126004065 4 2816 PM
The imeoice status has been sucossiully updated to Rejecied by Description: Header Lewel Exceplions. PO Payment Terms mismatched The imcice’s FPropogationProcessor- 19 Mar 2013
payment terms, ({05730, 0, 07) * ((0%30, 0. ) * are either unrecognized (adhoc) or ane different from the purchase order’s payment terms of Met 30 ((0%30, 0, 0)) 1260714052 453617 PM

ts reserved.
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Line Item Credit Memo

Line Item Credit Memo’s are against an Invoice
Line Iltem 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 Ariba Network #  Help Center »
the Dashboard
HOME INBOX - S REPORTS MESSAGES Bxtemal Document v  CSV Documents » Create v
» Screen displays Invoices
Invoices Crder Confirmations Ship Motices Service Sheets Drafts

2. Click on the Invoice# Invoices

Click on Create Line-ltem oarch i

. »

Credit Memo sarch Filters

Screen displays Create Invoices (1) =

Line-ltem Credit Memo _ - B _ i

Invoice # Customer Reference Submit Method Origin Self Biling Source Doc Date Amount Routing Status (i) Invoice Status (D
=1 EIF\:!;_EN EF1581 Online Supplier Mo Qrder 5 Aug 2019 311000 AUD Acknowledged Sent

Invoice: INV - EP1591 m
Create Line-ltem Credit Memo :Z@Ite-ﬁ Debit Memo ‘ ‘ Copy This Invoice ‘ Print ‘ Download PDF Export cXML

Detail Scheduled Payments History

Standard Inveice / Tax Invoice

Status Subtotal:  $110.00 AUD

nvoice: Sent Total Tax: 50.00 AUD

Routing: Acknowledged Total Gross Amount: $110.00 AUD

Invoice Number: INV - EP1591 Total Amount without Tax:  $110.00 AUD

nvoice Date: Monday 5 Aug 2019 10:52 AM GMT+10:00 Total Met Amount:  $110.00 AUD

Original Purchase Order: EP1591 Amount Due:  $110.00 AUD

Submission Method: Online
Qrigin:  Supplier
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Line Item Credit Memo — Header Level — Quantity Adjustment

1. Enter a Credit Memo # . .
Create Line-ltem Credit Memo Update Save Exit
2. Confirm the Credit Memo Date Credit Memo Type
> All other information in the @ Quantity Adjustment (&) Price Adjustment (i)
Summary, Tax, Shipping, _ _ _
Special Handling, Discount, and v Invoice Header * Indicates required fieid | fddto Header ~ |
Additional Fields should default Summary
) . Subtotal: $-110.00 AUD View/Edit Addresses
- Credit Memo = 0 Total Tax:  $0.00 AUD
> Scroll down to Comments = Total Gross Amount:  $-110.00 AUD )
Credit Memo Date:* | 5 Aug 2019 : @ Total Amount without  §-110.00 AUD
. Tax:
3. Enter the Reason for Credit Original Invoice No: INV - EP1501 - Total Net Amount:  $-110.00 AUD

Memo Amount Due:  $-110.00 AUD

Criginal Invoice Date: 5 Aug 2019

Note: All totals are shown as a Supplier Tax [D- | 123456789

Negative including tax

oo g, g2 T I g it g WA i e it A

Add Attachment if required:
1) Click on Add to Header
2) Select Attachment

- Comment
3) Click on Browse, locate frtachments 3 o 2
the document, click Reason for Credil Memo.* | Goods damaged inside carton e The total size of all attachments cannot exceed 10MB ) © 3 4

- |

open
4) Click on Add O Comment Text

Att ac h men t exclusivePaymentFlag

exclusivePaymentFlag ﬁ/
» Scroll down to Line Items p—

Allowance
L

Charge
3 y/
Ins Attachment ”
o=

~
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Finalising a Line Item Credit Memo — Line Level

> Scroll down to Line Items

» Tax information is auto-
populated based on the original
invoice either at Header Level or
Line level

Locate and confirm the
Quantity that requires the credit

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

]

Click Update

Click Next

Screen displays Create Line-
Item Credit Memo review

Refer to Slide 43, Finalising a
Line Item Credit memo
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Line ltems

Insert Line Item Options

4 Line Items, 1 Included, O Previously Fully

Tax Category: 0% GST/ GST Exempt v Shipping Decuments Special Handling Discount Add to Included Lines

mslo. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal

v 1 o Mot Available WELL DRILLING LABOUR HIRE Add/Update v
MNo. Include: Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 @ MATERIAL 11232 Hose o 1 EA $34.00 AUD $-34.00 AUD
®© SERVICE DEMO0028 Demalition services o 0 HUR $500.00 AUD 50 AUD

Excluded line ifems cannof be modified.

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

(O] CE

Excluded line iterns cannof be modified.

L Line ltem Actions | ‘ Delete

‘ Update

Save

Exit




Finalising a Line Item Credit Memo

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

1 . Clle SU b m |t Confirm and submit the line-item credit memo. It will not be electronically signed according to the countries of origin and destinatio 0 ce. The document's originating country
is:Australia. The document's destination country is:Australia.

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices
once you subscribe to the archiving service.

Note: The CBH does not
require a paper invoice, however

Ling-ltem Credit Memo

if you require for you records (Original Invoice No: INV - EP1591)
Click on Print. Credit Memo Number 123123123 Subtotal: $-110.00 AUD
Credit Memo Date: Monday 5 Aug 2019 2:46 PM GMT+10:00 Total Tax: £0.00 AUD
Original Invoice Number: 1NV - EP1591 Total Gross Amount: £-110.00 AUD
i i Original Invoice Date: Monday 5 Aug 2019 10:52 AM GMT+10:00 Total Amount without Tax: §-110.00 AUD
2. Click on Exit Original Purchase Order: EP1591 Total Net Amount: §-110.00 AUD
Amount Due: $-110.00 AUD

> Screen returns to the Invoice

. Invoice CN16 has been submitted.
3. Click on Done

» Print a conv of the invnice
>  Screen returns to the - Exit invoice creation. 9
Outbox .
Invoice: INV - EP1591 m
Create Line-ltem Credit Memo Create Line-ltem Debit Memo uDu This Invoice Print Download PODF « EKDDH c¥ML 6
Detail Scheduled Payments History

Standard Invoice [/ Tax Invoice

Status Subtotal: 5110.00 AUD
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New Scheduled Payments can be viewed from the Inbox area under Scheduled Payments or for specific invoices in the Outbox - Invoice, under the Scheduled
Payments tab.

.. Ol

Scheduled Payments

Scheduled Payments provides Suppliers with information on the progress of their invoice to payment

- The information is based on the terms agreed with CBH



Scheduled payment statuses

Ariba Network shows the document status for each scheduled payment and early payment. The following routing statuses for scheduled payments:

Scheduled The payment is scheduled for a given date.

On Hold The payment is on hold. The customer intends to remit the payment.

Paid The payment transaction was remitted.

Failed The payment transaction failed.

Cancelled The payment transaction was cancelled. Your customers can retry
cancelled transactions.

Available A credit amount is available. No scheduled date is given for a credit.

Applied An available credit was applied toward a payment. You'll see a payment

date after the credit is applied
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Locating Scheduled Payments

» From the dashboard or

Ariba Network S Help Genter »
Homepage

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

Orders and Releases Early Payments Scheduled Payments @ances Inquiries Motifications Receipts More.__ LA S .
— Orders and Releases ) P f

Scheduled Payments b

Click on Inbox

Select Scheduled
Payments

Collaboration Requests

. Time & Expense Sheets
» Search Filters

Early Payments

» Screen displays Scheduled

Payments v Scheduled Payments
Scheduled Payments (3) Remittances i
SeleCt the InVOI(_:e payment Payment Proposal Customer Reference Method  Scheduled Payment Date Inquiries ue Status Early Pay Status
proposal for an invoice by Contracts 3
. . 43006922242020001CBHITE? (C~-aperative Bulk Handling Ltd - TEST 4300692224 Check 31 May 2019 o JD Scheduled Not Eligible
clicking on the Reference . P g Notifications
43006922242020001CBH1TE2 | § jerative Bulk Handling Ltd - TEST 4300692210  Check 31 May 2019 Receipts JD  Scheduled Not Eligible
» Screen displays the invoice s3006922242020001CBH1TE2  CO-Operative Bulk Handling Ltd - TEST 4300049777 Check 30 Apr 2019 Pending Queue D Scheduled Not Eligible

> If scheduled payments is
not displayed:

1) Click on More

2) Select Scheduled
Payments from the
dropdown list, the
list of scheduled
payments will be
displayed.
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Scheduled Payments Display

» Screen displays the Scheduled Payment: 43006922372020001CBH1TE2 m
Payment information,

including: Print  Export XML 0

> Payment Proposal Detail Payment History History
» Original Amount
» DiscountAmount (if Payment Information
applicable)
» Settlement Date Scheduled Payment Date: 31 May 2019 PAYMENT PROPOSAL
. . P t Method: Check Scheduled
> Visual representation T voice ID: 4300692210 4300692237202 ehectied)
Original Amount: $237.60 AUD
» Number of days before Discount Amount: (80.00 AUD)
maturity Amount Due: $237.60 AUD
Payment Timeline Settlement on 31 May 2019
1. Click on Done

» Screen returns to Scheduled
Payments

Invoice Crepted
$216.00 AUD
18 Apr 2019)

9

Invoice Approved
Payment Pjoposal Received
18 Apr 201

9

Original Due Date
31 May 2019

Additional Information
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Invoicing for Success

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

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



Standard Invoice — Configuring Remittance Addresses

Company Settings v

1. From the Dashboard click on
Company Settings

Ariba Network 0

INBOX OUTBOX CATALOGS REPORTS

2. Se|eCt Company PrOf”e Company Profile

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

Customer Relationships

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

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

3. Select the Basic tab, scroll _

down to Additional Company Profile “ Close

Company Addresses @

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

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

Address Name 1 Address 1D VAT ID Tax ID Address Country Legal Profile Status™*

Screen displays Configure
Supplier Addresses Served

by This Account Create @

No items
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Standard Invoice — Configuring Remittance Addresses cont.

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

11.Click on Save Address

i i i -+ 1 Kangaroo Way
The entered information is Address 1:

diSpIayed Address 2: o

City-+ | Melbourne

Repeat to add more

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

A.II addresses entered will be N prerrs - @

displayed ) &’

Additional Company Addresses

AddressName 1 AddressID  VATID  TaxID  Address Country Legal Profile Status™
Retail Solutions 1 Kangaroo Way eoume o
\\1 7-//.'
L ‘ Edit | ‘ Delete ‘ | ‘ Create |
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Standard Invoice — Configuring Remittance Addresses cont.

12. Click on Save Additional Company Addresses Examp|e of |\/|u|tip|e Entries

ASliERElEC el Address Name t  AddressID  VATID  TaxID  Address Country Legal Profile Status™

that the changes have been

saved successfully, where the Brackets are Us 1 Wombat St 2&2;}3‘;;61

ribbon is red, locate the error and _ ) Melbourne

correct Retail Solutions 1 Kangaroo Way Australia

: Edit Delete Create
13.Click on Close b
» Screen returns to the
Dashboard Company Profile m Close

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

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

Click the required View/Edit Austala Detwver To
Addresses

Additional Fields

Information Only. No action is required from the customer.

Each View/Edit Address
displays different required
fields

Supplier Reference:

Payment Note:

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

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

1. Click the Down Arrow Additional Fields

Information Only. No action is required from the customer.

2. Select the applicable address

Supplier Account ID #:

Note: the selected information is Customer Reference:
displayed

Supplier Reference:

Payment Note:

Customer: . )
Test Supplier @ View/Edit Addresses
Dresden 14

Supplier:
PP 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

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

Ariba Network Training Request

Types of Support available:

= B [

E:

1. User Community

2. Ask questions or view documentation
3. Email/Live Chat

4. Request a call back

On the Home screen

Click on Company Settings

Click on Customer Relationships
Click on Supplier Information Portal

an.sellertraining.aus@sap.com



mailto:an.sellertraining.aus@sap.com

