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Ford/Ariba User Support Guide - Introduction

This guide is intended to educate Ford Aurora (SAP Ariba) users on resolution of issues
encountered when using the system; some that prevent Ford from paying suppliers on
time. This document will guide users to the specific issue causing their particular
problem and explain the steps to fix that problem themselves. If these directions do not
clear the problem, the guide will also provide a direct link to any detailed training
available on the Ariba website for this particular issue. Finally, if that fails, the appropriate
Help Desk link is also provided.

Introduction

\—The document has 4 parts:
@ Introduction — The purpose and design of the Guide Page 1
\
@ Index — Listing of the top payment issues by category Page 3

|
@ Flowchart — Where the top payment issues occur in Aurora Page 4

4
@ “1 Pagers” — Guide to resolve issues. Example below Pages 5 - 92
4

How Do We Upgrade Our Standard / Light
Ariba Account To Enterprise / Full?

Audience: All Suppliers

Document Purpose
= This decument will help suppliers upgrade their account from Standard {Light Enabled)
- account to Enterprise (Full Enabled) account
Issue causing the
ccer »
payment difficulty —_— -
Upgrade From Standard To Enterprise Account
Instructions to complete each step of the
Steps needed to fix 3 || Step 1: Login — Upgrade fix. Screenshots included where applicable
the issue Step 2: Enterprise Account — Upgrade |

AL Log in to your Ariba
Metwork Standard account
and click Upgrade -

Stqaz:Em-'pdsel.lmradafrcmStunh

A. Click on “Upgrade™ How To Upgrade from Standard Account

from the top of your
Standard account screen —
‘ If this guide, nor the Ariba training solve ! = . = ===

A

the issue, please reach out to Help Desk Enterprise Account” select option to upgradd
Tvote. wiick on “Learn more” to read the difference bffween
Standard and Enterprise accounts

If needed, link to extensive and detailed
training on the Ariba website for this issue

heck thflbox to agree the terms and

conditiondland elick on upgrade Race flags indicate the end

of guidance for this issue

‘ Back to Index button + Clicl{HereYo Confaet Ariba Support

Process flow button | o 5 Page 7
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SETTING UP YOUR ARIBA STANDARD / LIGHT ACCOUNT Supplier

| Got My First PO Via E-mail. How Do | Set Up My Standard/Light Account?

How Do We Upgrade Our Standard/Light Ariba Account To Enterprise / Full?

How Do | Update Or Change The Main Address For My ANID?

How Do | Add Multiple 5 Digit GSDB Addresses Under 1 ANID To Invoice Correctly? Page 5 - 13
| Don’t Know The ANID On My Account. How Do | Find This?

Ariba Is Sending Me Too Many E-mails. How Do | Tailor The Ones | Get?
How Do | Accept Ariba’'s TRR To Set Up My Account?

YOUR ARIBA ADMINISTRATOR & WHAT THEY CAN DO Supplier

| Don’t Know Who The Ariba Administrator For My Account Is. How Do | Find This?
How Does My Company Change Who The Ariba Administrator Is?

How Do | Add My E-mail To Get Notifications From Ariba?

How Does Our Ariba Admin Add Me As An Account User?

Page 14 - 22

How Does Our Ariba Admin Assign Me A Specific Role?

How Does Our Ariba Admin Create A Custom Role For Me?

How Do | Add GST And Other Tax Or Financial Information?

My Ariba Account Is Set Up Correctly But GSDB |Is Causing Errors. How Do | Update GSDB?

VIEWING PURCHASE ORDERS ON THE ARIBA NETWORK Supplier
» | Can See My Latest PO's On The AN But Not The Older Ones Page 23 - 26
» How Do | Register My Account And Submit Invoices With (Or Without) the PO E-mail?
» | Lost The PO E-mail. How Do | Resend It?
* I'm Invoicing And Being Asked If This Is Direct Pay. How Can | Tell?
RECEIVING GOODS / SERVICES IN ARIBA Requisitioner

Steps For Requisitioners To Receive Goods/Services Page 27 - 36

SUBMITTING & TRACKING AN INVOICE ON THE ARIBA NETWORK Supplier

How Do | Create An Invoice From A Standard/Light Account?
How Do | Upload A Mexico CFEDI Invoice file?

My Invoice Failed Due To “Invalid Address”. | Need To Update My Remit Address
What Fields Do | Use To Add VAT To An Invoice? Page 37 - 50

How Do | Find The Status Of The Invoice | Submitted In Ariba

My Invoice Is Rejected. How Do | Find Out Why?

CLEARING INVOICE EXCEPTIONS NOT RELATED TO TAXES TO GET PAID Requisitioner & Supplier

» How to Submit a Backdated Rejected Invoice with the Original Date?
* My Invoice Was Rejected With Exception “PO Received Quantity Variance”
* My Invoice Was Rejected With Exception “Quantity Variance”

SUBMITTING TAXES ON INVOICES / CLEARING TAX INVOICE EXCEPTIONS Supplier

SETTING UP YOUR ACCOUNT TO RECEIVE & WORK COLLABORATION REQUESTS Supplier

My Invoice Was Rejected With Exception “Under Price Variance”

My Invoice Was Rejected With Exception “PO Received Line Amount Variance” page 55 - 64
My Invoice Was Rejected With Exception “Invalid Invoice Date”

My Invoice Was Rejected With Exception “Invalid Invoice Date (Original)”

How Can | Tell Which “Tax Type” To Select On My Invoice?

My Invoice Was Rejected With Exception “W9 Error”

My Invoice Was Rejected With Exception “Invalid Tax Point Date”

My Invoice Was Rejected With Exception “Invalid India GST Invoice Number”

My Invoice Was Rejected With Exception “Tax Variance” Page 65 - 80
My Invoice Was Rejected With Exception “Missing Withholding Tax”

How Do | Set Myself Or Others Up To Work On Collaboration Requests?

How Do | See Collaboration Requests And Assign Them To People In My Company?

How Do | Respond To A Collaboration Request Or Request More Details?

How Do | See Which “Status” My Collaboration Request Is In?

How Do | Revise A Proposal to Collaboration Request?

How Do | Withdraw A Proposal to Collaboration Request?

How Do | Decline To Quote A Collaboration Request? Page 81 - 94
How Do | Set Myself Up To Receive Collaboration Request E-mail Updates?

How Do | Respond To A RFP Event

ADDITIONAL TRAINING RESOURCES & SUPPORT Supplier

How Can | Get Help And Support? Who Do | Contact? Page 95 - 101
How Do | Use Ariba’s Help Center? (Question Search, View Documents & Contact Ariba) 9

How Do | Use The Ariba Exchange User Community? A
How Do | Find And Use The Extra Resources Enterprise / Full Suppliers Get? _ﬁ
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List Of Quick Reference/Support Gundes> How do | accept Ariba’s TRR to set up my account?

How do | update GSDB?

How do we upgrade our Standard/Light Ariba account to Enterprise/Full?

How do | add multiple 5-digit GSDB addresses under 1 ANID to Invoice correctly?

| don’t know the ANID on my account. How do I find this?

[ ]
[ ]
[ ]
[ How do | update or change the main address for my ANID? ]
[ ]
[ ]
Process Flow [ ]

Ariba is sending me too many e-mails. How do | tailor the ones | get?

| can see my latest POs on the AN but not the older ones

I lost the PO e-mail. How do | resend it?

Suppliers with Enterprise/Fully
Enabled Accounts link their Ford
GSDB code to their preferred ANID
Ariba Account

How do we upgrade our Standard/Light Ariba account to Enterprise / Full?
How do | see Collaboration requests and assign them to people in my company?
How do I respond to a Collaboration Request or ask for more details?

How do | set myself or others up so | can work on Collaborative Requests?
How do | see which of the many “Status’s” my Collaborative Request is in?
How do | Revise a Collaborative Request?

How do | Withdraw a Collaborative Request?

Buyer review & approve PR followed

How do | Decline a Proposal for a Collaboration Request?
by Buyer Mgmt. approval

How do | set myself up to receive Collaboration Request e-mail updates?

Receiving Goods/Services

_}

~

Suppliers with Standard/Light enabled
Account link their Ford GSDB code to
their preferred ANID Ariba account
(New/Existing)

How do | register my account and submit invoices with (or w/out) the PO e-mail?

I’'m Invoicing and being asked if this is Direct Pay. How can I tell?

How do | create an invoice from my Standard/Light Account?

My Invoice Failed due to “Invalid Address” so | need to update my remit address

What fields do | use to add VAT to an Invoice?

How do | find the status of my invoice | submitted in Ariba

4

If My invoice is rejected, how do | find out why?

. . . My Invoice was rejected with a “PO received quality variance exception”
Supplier delivers Goods/Services to y ! auaTly P

1
1
1
1
1
L
1
1
1
1
1
Requisitioner 1
1
1
1
1
1
1
1
1
1
1
1

My Invoice was rejected with a “Quantity variance exception”

My Invoice was rejected with an “Under Price variance exception”

[ )
[ )
[ )
[ )
[ )
[ )
[ )
[ )
[ )
[ )
[ )
[ My Invoice was rejected with an “PO received line amount variance exception” ]
[ )
[ )
| .
[ )
[ )
[ )
[ )
[ )
[ ]
[ ]

4

My Invoice was rejected with an “Invalid Invoice Date exception”

e o o e o o o e e e e e e e o e =

My Invoice was rejected with an “Invalid Invoice Date (Original) exception”

How to Submit a Backdated Rejected Invoice with the Original Date?

S

Supplier submits Invoice via Ariba My Invoice was rejected with a “W9 Error exception

Network

How can I tell which “Tax Type” to select on my Invoice?

My Invoice was rejected with an “Invalid Tax Point Date exception”

My Invoice was rejected with an “Invalid India GST Invoice Number exception”

Invoice flows through Ford’s Ariba My Invoice was rejected with a “Tax Variance exception”

My Invoice was rejected with a “Missing Withholding Tax exception”

How Do | Upload a Mexico CFDI Invoice file?

1
oy
o
o
o

Account & Tax Engine (Vertex) B :' |
o
o
o
1
I
1
I

> /
) ) [ How does my company change who the Ariba Administrator is?
Invoice Approved & Paid <
[ I don’t know the Ariba Administrator for my account. How do I find this? ]
Ariba Support QRG . ___ ’ [ How do | add my e-mail, so | get notifications from Ariba? ]
s N . -
How can | get help and support or Contact [ How can my company’s Ariba Admin add me as a user of our account? ]
- - - — >
How do | use Ariba’s Help Center/Contact Ariba? [ How does our Ariba Admin assign me a specific Role? ]
) ) [ How does our Ariba Admin create a custom role for me? ]
How do | use Ariba Exchange User Community?
§ i i [ How do | add GST and other tax and financial information? ]
How do | find and use the extra resources Enterprise / Full suppliers
get? ~[ How do | respond to an RFP Event? L

Back to Index



| Got My First PO Via E-mail.

How Do | Set Up My Standard/Light Account?

OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers set up standard (light enabled) Ariba network account

How Can | Set Up My Account When | Receive An Initial Purchase Order
Notification?

Fix
Step 1: Email Notification — Process Order

Step 2: Register or Use Existing account
Step 3: Setting up New Account

Step 1: Email Notification — Process Order

A. When a PO is raised, an
email notification is sent from
Ford Motor Company
(ordersender-
prod@ansmtpl.ariba.com)
to the confirmed contact
containing a link

@ ‘ord Motor Company - TEST sent a new order

8 Mssage from your customer Ford Motor Company - TEST

B. You must click on the s sl
“Process Order” link within
the emaill

C. If you are creating a new
account, please bypass the
“review accounts” button by
clicking “x” in the top right

WS Poteniial exiSing Sooo unts.

We have noticed that there may already be an Ariba Network account registered by yo

Fleasa neviiny betore you Create a nenw account

s
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| Got My First PO Via E-mail.
How Do | Set Up My Standard/Light Account?

A. You will be routed to log in or sign up for Ariba network
B. If you are setting up a new account, click on “Sign Up” _

C. If you are setting up an existing Ariba account, click on em O | Searchyour compury
“Log in” and enter your current Ariba credentials. Already have ’"’“““""W‘"G
—

Note: Only the current Administrator can set up your existing account for Ford

Step 3: Setting Up New Account

Once you click sign up, you need to fill in required details

A. The username must be in an email format and must be unique

B. Complete other required information and click register

C. If your company already has an existing Ariba account, you will be asked to review
accounts

D. You can not bypass the screen select “Review accounts”

Join your customer on Ariba Network!

Note: If you already have an Ariba
account with other buyers, the system
admin will need to set up this account

Usar acoount information

AP it Privecy Stalemed

—t — to transact with Ford. Please forward
I’"“_' — I the PO email to your system admin.
The admin will sign in with their
B existing Ariba credentials from the PO
e link. This will allow them to link the

PO to the existing account.

. i Potential existing accounts

‘W harve noticed that thers may already be an Ariba Network account registered by your comgpany.

Please review before you oreate a new account. Q
— II

Review duplicate Account

We noticed that your company may already regisier an Asiba Network account, please review the match results betow, then:
= You can log in the account you are associated with
= Or, you can view the profile and conact the account administl n there

» Or, ¥ there is no match, you canfContinue Account Creation enqil!w progress your registration

» Or, you can Go back to previous page

E. If the company already has an Ariba admin, the admin will have to go through the email,
and click on log in with their credentials, but if you want to continue to create the account,
please click “Continue Account Creation”

o » Access Ariba Support docs here
Additional Support » Contact Supplier Enablement mailbox éﬁ
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https://help.sap.com/docs/ARIBA_NETWORK

How Do We Upgrade Our Standard / Light
Ariba Account To Enterprise / Full?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers upgrade their account from Standard (Light Enabled)
account to Enterprise (Full Enabled) account

Issue
Upgrade From Standard To Enterprise Account

Fix
Step 1: Login — Upgrade
Step 2: Enterprise Account — Upgrade

Step 1: Login — Upgrade

SAP  Business Network v Standerd Account | Upgiade | e

¢ Back o classicvew

A. Log in to your Ariba
Network Standard account
and click Up gra de Home  Worktench Messages

Step 2: Enterprise Account — Upgrade from Standard

How To Upgrade from Standard Account To Enterprise Account

A. Click on “Upgrade”
from the top of your

Standard account
screen
B. Under “Enterprise Account” select option to upgrade s et
Note: Click on “Learn more” to read the difference — .
between Standard and Enterprise accounts e S
By thes wary, you cam use Tass with any sccount

. Note: Typically, there is a fee based on the
number of transactions you exchange with a
customers AN however, Ford made substantial

ety e oW investment to limit supplier impact and will cover

b (i Sonann. AND MABTIEOUIND 1) bt 4 MY it & 4 Mt s g 1 P

o ..:...‘“":"*"”"""'G 100% of fees related to Ford transactions.

' Er C. Check the box to agree the terms and
conditions and click on upgrade

o » Access Ariba Support docs here
Additional Support » Click here to use Ariba’s Help CenterM?ﬁ

"N page?
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How Do | Update Or Change The
Main Address For My ANID?

OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers update/add additional address in Ariba Network

Issue
Update / Add Additional Supplier Addresses

Fix
Step 1: Important Information
Step 2: Update / Change Addresses

Step 1: Important Information — Understanding Addresses On PO

Note: Bill From and Supplier Address will default from the Supplier Ariba Network Company
Profile address.

A. Supplier AN Account profile — This address will be the Supplier Address and Bill From
on the Invoice. The same will be defaulted in Bill From Country field in P2P

This address comes

from Supplier Ariba
. account profile

From: e Ta: Purchase Order

FORD MOTOR COMPANY, A DELAWARE CORPORATION Ford Supplier Integration TEST SUPPLIER {New)
ONE AMERICAN ROAD 15575 Lundy Fhwy P0O17635
DEARBORN , MI 48126 Dearbom , Ml 48126 Amount: $550,000.00 USD
United States United States Version: 1
Phone; +1 (313) 3221816
Fa
Email: SFordB0@Ford.com

B. Supplier Company Profile — This address doesn't come from the supplier company
profile. It comes from the PO.

e. | | 1 i L

~ Seller Entity: Ford Supplier Integration TEST Detroit
Ooc 1
02194 - WAYNE ASSEMBLY PLANT This address comes
1000 Joy Road
Dietroit , M| 48228 from the Purchase Order

United States
Address |D: Ford Suppleer Integration TEST Detroit

Page 8



How Do | Update Or Change The Main Address For
My ANID?

Step 2: Update/Change Address

Note: When doing a PO flip, make sure the address in the additional fields section is the
same address as what was sent on the PO.

A. The default address is your Ariba profile address, and this may not be the same as your
PO address. Note: If this doesn’t match the PO, the invoice will get rejected!

Additional Fields

Information Only. Mo action is required from the customer.

Supplier Account 1D # Sendce Start Date: E
Customer Reference: Service End Date: E
Supglier Reference: ThIS IS A”ba
| Profile address
Payment Mote:
\  —
| i . - ) ;
°Suppliir: F;Jnl Supplier Integration TEST = Customer: FORD MOTOR COMPANY. A DELAWARE ,,__.l View/Edit Addresses
-— Diearbaorn , M DEARBORN , MI
I United States United States
Email:

B. To change this address, click “View/Edit Addresses” and select the correct address from
the dropdown

MIEVWTEDIT ADDRESSES
* lndicales reqguired el
Supplict Customer
PR e —— e Hame: FORD MOTOR COMPANY, A DELAWARE
O ord Suppler Imegration TEST SUPPLIER] CORPORATION
Depanmment Name Depanmem Name:
Address 1:* | 1555 Lundy parowvey Email:
Address 2: OMNE AMERICAN ROAD

DEARBORN , MI 48126

Address 3: United States

City:* | Dearbam

State:* | Michigan [US-MI] w
Tip® | 4BLZ6
Coumtry:* | United States [USA] .

This selection will refresh the page content
“ :{:umcl

Note: If the address does not pop up, you will need to review your company settings and add
the additional address.

o » Access Ariba Support docs here
Additional Support 4EGreseses Supplier Enablement mailbox w
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How Do | Add Multiple 5 Digit GSDB Addresses
Under 1 ANID To Invoice Correctly?

OVERVIEW Audience: All Suppliers

Document Purpose

Issue

= This document will help suppliers set up profile for additional address

Add Additional Supplier Address In Ariba Network

Fix

Step 1: Login and Add additional address

Login to supplier

account and click on

Orders and Releases

E

Home  inbox ~  Outbox ~  Catalogs  Repors  Messages

I Ford Supplier Integr...

Step 1: Login — Company Profile
A e Q“

ectronic Order Rauting

NE
ANO10E1 9598677
iy Profile I
SETTINGS

ectronic Invoice Rauting

Additional Support

the n am e | n Iti al S Orders and Releases Items to Confirm Items to Ship Retum Items e Accelerated Payments
B . Se|eCt “CO m p an y » Search Filters Users N:j::mmim
- ”y Notfieations Audit Logs
Pro flle Orders and Releases (39) Applcation Subscriptions View All =
C. Click Create option C——— A B
b Order Statws: lnvoiced (4)
under Additional
Company A d d resses Canfigure Supplier Addresses Served by This Account
:ﬁm "::_x - P — Address Name
N e
- ares iy Lt
Additional Company Addresses e Wt J5H)
- s | Unke Sats V4]
D. Add additional address information and Q—
(N
click “save”

» Access Ariba Support docs here

» Contact Supplier Enablement mailbox

s

Back to Index Process Flow
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| Don’t Know the ANID On My Account.

How Do | Find This?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document is a step by step guide to help suppliers locate ANID on Ariba Network

Issue
Find ANID In Ariba Network

Fix
Step 1: Locate the ANID

Step 1: Locate the ANID

AP Businss Network v Ertepiecrount TESTMODE € Batktodassicvien

A Login tO Ariba NetWOI’k and Home  Opportnies v Wodenh  Orders v Fufilment v nvoices v Cadogs  Reports v Messages

KinKiebe
click on Name Initials i To “ -
My Aooount
B. ANID appears bEIOW your Ordersand Releases v Alustomers ) v Badmich v Odermmber l -
Organization Name w \ﬁ’ (1l ’_ .

Contact Adminstetor

Overview  Geting Starte
0 1 O ] 0 UsD 1 l 051999867
Refected imoices Orders Remitinces New odess Orders toimoice
Company Profie
Last 31 days Last 31 days
Setings )
My Widge{s Mlatoness v #} Customize Logat

o » Access Ariba Support docs here
Additional Support » Click here to use Ariba’s Help Center ?ﬁ
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https://help.sap.com/docs/ARIBA_NETWORK

Ariba Is Sending Me Too Many E-mails.

How Do | Tailor The Ones | Get?
OVERVIEW Audience: All Suppliers

Document Purpose

= This page will help suppliers unsubscribe from Ariba Network Email notifications

Issue

Unsubscribe From Ariba Network Email Notifications
Fix
Step 1: Login - Notifications

Step 1: Login to Ariba Network - Notifications

Login to Ariba Network and click on Name Initials

Click Settings and then Notifications

Select the General tab, uncheck box for each notification type you do not want to receive
Click Save when you are finished

0w

SAP  Busvessework v e count TESTMORE ¢ Bk (I
Home  Oportmiis v Worbendh  Orsv  Flment v Inoos v P G s v Dlsags H

SAP Business Network ~ Enterprise Account  TEST MODE € Back to classic view

Home Opportunities Workbench Orders v Fulfilment v Invoices v Payments v Catalogs Reports v~ Messages Kim Klebe

2 T ¥ SFordB0@Ford.com
& _
== My Account
Orders and Releases Vv All customers Vv Exact match Vv Order number
ACCOUNT SETTINGS
’ & Link User IDs
J A W . 1'4 m_ Customer Relationships

Contact Administrator

Overview  Getting started Users
Notifications Ford Supplier Integration
$ TEST SUPPLIER
a ® us Application Subscriptions ANID 06199
remi kay

Rejected invoices Orders Remittances New orders Account Registration

Last 31 days Last 31 days Last 31 days Last 31 days NETWORK SETTINGS
Electronic Order Routing

i All customers v 474 Customize Electronic Invoice Routing Logout
y widgets B

- » Access Ariba Support docs here :
Additional Support » Click here to use Ariba’s Help Center éﬁ
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https://help.sap.com/docs/ARIBA_NETWORK

How Do | Accept Ariba’s TRR to
Set Up My Account?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document is a step by step guide to help suppliers act on a TRR

Issue

Accept a Trading Relationship Request (TRR)
Fix

Step 1: Login & Account Settings

Step 1: View Collaboration Request & Revise

GAP Business Network ~ Enterprise Account  TEST MODE & Back to classic view

A. Login to Ariba
Network and click on
Name Initials

Home  Opporiunites v Workbench  Orders v Fulfliment v Invoices v Paymens v Catalogs ~ Repors v Messages

Business Network ~ Enterprise Account  TEST MODE € Back to classic view

w

Select Settl n g s an d Home  Opportunities v Workbench  Orders v Fulfilment v Invoices v Payments v Catalogs  Repors v Messages —
— E ¥V I -r- SFordB0@Ford.com
Customer . [ =N

. - = My Account
Relationship

Orders and Releases VAl customers Vv Exactmatch v Order number
ACCOUNT SETTINGS
Link User IDs

’ » ‘ !
y \‘Y (idey Customer Relationships
i ’ Contact Administrator

Overview  Getting started Users

U n d er th e C u r r e n t ‘ Notifications Ford Supplier Integration
relationships tab, ) 0 1 ‘0.0 1 P il
se I ect A utomat | C al | y Rejected invoices Orders Remittances New orders Account Registration f

NETWORK SETTINGS

Electronic Order Routing

relationship

O

—company Profile

My widgets All customers v 4 Customize Electronic Invoice Routing Logout
I SAP Ariba Network Enterprise Account [©)
Account Settings
Customer Relationships Manage Users Notifications Account Hierarchy Application Subscriptions Account Registration
@@/ Current Relationships Potential Relationships
| prefer to receive relationship requests as follows:
@ Automatically accept all relationship requests Manually review all relationship requests
Current (1) Pending (0) Rejected (0)

Current Customers

‘e » Access Ariba Support docs here
Additional SuPport » Click here to use Ariba’s Help Center éﬁ
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| Don’t Know Who The Ariba Administrator For My
Account Is. How Do | Find This?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers determine who their Ariba administrator is and establish
contact

Issue
Determine Who Your Ariba Admin Is and Establish Contact

Fix

Step 1: Search for Company
Step 2: Access Supplier Profile Page
Step 3: Contact Admin — Email Notification

Step 1: Search for Company

SAP Ariba

Access the Ariba Network login page

A. Click on the Search option as highlighted Supplier Login

B. Populate all relevant information and click Search bser Name

Password

[0 e weserrame and passivon il o sofared was nol o

Hawing trouble logging in?

New to Ariba?
Register Now or Learn Maore

e Is your company registered?
‘1‘___‘ Search

!

Search your company

Company name Corporate email f domain Country

] | [2]

Tax F VAT ID Ariba Metwork (D (ANID) DUMS Mao.

[ | |

|: Cancel ?ﬁ
Page 14




| Don’t Know Who The Ariba Administrator For My
Account Is. How Do | Find This?
Step 2: Access the Supplier Profile Page

A. Under the Action Heading, click “...”. The supplier profile page will pop up with Ariba
admin details

10 search results found l

\ 4
Suppber nama Couriry Siatn CLBE Suppller BNID Count of retationships. Ao
FORD STEEL LLC 11 ™ . ANIL001 TR 29T 2 oag ’I\_,«'
Ford Tool & Gage Corp. 11 Wi " ANDODP9GE1A1 3 oae
FORD BACON & DAVISLLE  USA LA . ANMOMESIM? ]
Ford dudio-Video Sysistrongs LS4 oK - AN(L035246178 1

¥

Ford (1] ™ " An(L04414001 3 1

Step 3: Contact Admin — Email Notification

A. Click on Contact Admin which will trigger an email notification to the Ariba Admin

Supplier profile

| Conlact Adrin er.-mn‘u:l

Loz Upadwsasd: 15 Wew 2119

Greives Test fiems-
Filtsburgh , PA Ao
Uniled Staftas RATING 2:
RATING 3:
RATING 4

Transacting Relatianships 1 (0

Basic Infarmalion Rederences (0]

Year Fourded: Mot Specified
Employees:  Mod Specified
i" Reveria:  Mod Specified
Stock Ticer: Mot Specified
Legal Name: Mot Specified
Type of Onganization:
{ Slate al Incorporation: - Mol Specified

L Details
Sales Territories Commadities Indusiries
+ Pittshurgh - Pennsybvania (United States) + Pot blankets Mot Speciked

Additional Network Infarmation

Make sure you are logged in to your Ariba Network |

AN lo[ileYa - IS 010 ele) a8 | > Access Ariba Support docs here
pport § % Aa

- » Click here to use Ariba’s Help Center
7\ page 15



https://help.sap.com/docs/ARIBA_NETWORK

How Does My Company Change Who The Ariba
Administrator Is?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers change their Ariba administrator in Ariba Network

Issue

Change Ariba Administrator In Ariba Network

Fix
Step 1: Login — User Settings
Step 2: Make Administrator

Step 1: Login — Company Account Settings

SAP  Business Network e Te oe

A. Login to Ariba Network and
click on Settings

B. Click on Users to view
manage user screen

My widgets i customers +

Note: Only the current Supplier Ariba admin can make changes and
delegate roles to other users (located under user manage screen)
For more information please click here

esema me Email Address FirstName ~ LastName  Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned ANAccess  Actions

—

E Tsfordg0@ford.com SFord80@ford.com Kim Klebe No Sub Admin All(2) Yes Actions ¥
|:| cfrank683@ford.com cfrank68@ford.com Cathy Franklin No Sub Admin All(4) Yes \ y
|:| fordtraining@sap.com smita.dey01@sap.com smita dey No User 1 All(4) Yes I T
|:| test ppli d.com libus hik p.com Ford Test Supplier 4 No User 1 All(4) Yes Actions v

L) [ Add to Contact List ] Remove from Contact List

C. Select the user you'd like to edit
D. Click Make Administrator to complete action
o » Access Ariba Support docs here A
Additional Support > Contact Supplier Enablement mailbox% ?ﬁ
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How Do | Add My E-mail To Get
Notifications From Ariba?

OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers configure notifications & add additional email ID’s in AN

Configure Notifications & Add Additional Email Id’s

Step 1: Login — Company Settings
Step 2: Notifications

Step 1: Login — Company Account Settings

A. Login to Ariba Network and click on Name [ REEEtEEEEREETE
Initials

bme  Oppotmis v Woided  Ouesv  Fulmatv iy Pamers v

B. Select Settings and Notifications E——

Step 2: Notifications

A. Under Notifications, select Network tab
B. Check the box for each notification type you want under Electronic Order Routing

C. Enter up to three email ID’s, comma separated, per field & click Save

+ | mich_sales_suppont@praxair.com

. Gerri_Jeflery@praxair com
Pending Queve . Gern_eflery@praxait com

Order Confirmation Failure + Gem_Jeftery@praxair com

Catalog Subscriptions

{ okt
/| Send a notfication when a customer subscribes lo my catalog or when my procurement cusiomer sends status updates on catalogs, including
Gion catalog err + Germ_Jeflery@praxair com

Make sure you are logged in to your Ariba Network |
Additional Support > Access Ariba Support docs here § ;

> Contact Supplier Enablement mailbox éﬁ
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How Does Our Ariba Admin
Add Me As An Account User?

OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers add additional/New users in Ariba Network

Add Additional / New Users In Ariba Network

Step 1: Login — Name Initials
Step 2: Company Profile

Step 1: Login — Company Account Settings

If you're the administrator for your company's account, you can create users and assign roles to
perform different activities in your Ariba Network Standard account A

nterprise Ac

A. Login to Ariba Network and click .. oo i s i e s i e e —
on Name Initials —

B. Select Company Profile

Contact Administrator

Ford Supplier Integration
TEST SUPPLIER

C. Under Company Profile goto
Contacts tab and click Create

Contacts

Note: You can add up to 250
ers per ANID

Step 2: Create Contact

A. Be sure to add complete contact
details to the user profile

1 Name
2. Email ID @
3. Phone number o
4. Supplier Address

Create N

nnnnnnnnnnnnnnnnn

B. Click Save

Note: Click here for additional
information and a video demo

o » Access Ariba Support docs here
Additional SuPport » Contact Supplier Enablement mailbox =¥ y ?ﬁ
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How Does Our Ariba Admin

Assign Me A Specific Role?

OVERVIEW

Audience: All Suppliers

Document Purpose

= This document will help suppliers set up new user roles in their Ariba account

Issue

Set Up New User Account In Ariba Network

Fix

Step 1: Add User In Ariba Network
Step 2: Assign Role To User

Step 1: Login — Company Account Settings

If you're the administrator for your company's account, you can create users and assign roles
to perform different activities in your Ariba Network Standard account

A. Add User In Ariba Network

Step 2: Assign Role to User

A. Click on the desired
role under
Companywide
Assignments
section

B. This will route you to
Edit Companywide
Assignment to edit.
Select the added
user as the contact
person and click
Save

Note: Click here for
additional information
and a video demo

Companywide Assignments
Assignment
Accounts Receivable

Accounts Payable

Customer Care Mana%@

Catalog Manager

eBusiness Manager

Marketing Manager

Sales Representative

Sales Order/Operations Manager

Rid/Prannsal Mananer

o[ o ]

Contact Name Actions

Edit Companywide Assignment

To delete a companywide assignment, click Close. Then, click Delete on the Companywide Assignments page.

Contact Type

Customer Care Manager

Q

Contact Person

John Jones

» Access Ariba Support docs here !
» Click here to use Ariba’s Help Center s w

Back to Index Process Flow
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How Does Our Ariba Admin

Create A Custom Role For Me?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers create custom roles in Ariba Network and assign them
to users

Issue

Create Custom Role & Set Up User Account
Fix

Step 1: Login — Company Account Settings
Step 2: Assign Role To User

Step 1: Login — Company Account Settings

A. Login to Ariba Network and click T e

Kim Kieoe

B. Select Company Profile

A. Under the Contacts tab click Create ” D@
under Companywide Assignments R

B. This will route you to Create e
Companywide Assignments. Enter -— e
the custom role title - —

C. Select user from the dropdown

D. Click Save

Note: Only the account admin can create
custom roles and assign users. You can \;'
create a maximum of 10 custom roles
Create Companywide Assignment @mn Close |
Click here for additional infOrmation  osssnss comsanse antcts. vou can st s iomaton at an .

and a video demo Contact Type Contact Person

[ —
Custom Color M| @ I John Jones ve
A} -

Make sure you are logged in to your Ariba Network

Ao [ [IA I I RSUIoNo Lo a8 | > Access Ariba Support docs here ea

» Click here to use Ariba’s Help Center
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How Do | Add GST and Other Tax
or Financial Information?

Audience: All Suppliers

Document Purpose

= This document will help suppliers located in India to enable GST in Ariba network.
Issue
Enable GST For Suppliers Located In India

Fix

Step 1: Login — Company Profile
Step 2: Add Address & Financial Information

Step 1: Login — Company Profile

A. Login to Ariba Network and click on ,
Name Initials o Mo v e v o
B. Select Company Profile

Step 2: Add Address & Financial Information

A. Under Additional Company Addresses, click Create
B. Enter company name in the Address Name field Additional Company Addresses
C. Check the Set Up Legal Profile box to be enabled
. Address Name 1 Address ID VAT ID Tax ID
D. Select Supplier Type from drop down
E. Enter GSTN ID value in field. Click “Save” e =
Headquarters HQ HU12345678 12345678
Hindustan Supplies 002
Configure Supplier Addresses Served by This Account India Office Supplies -
= Indicates a required field (Main)
Addrass Name @ L | | .

Address

SCHENKER INDIA PVT LTD 42 NORTH PHASE INDL ESTATE
CrHENNA

Tamil Nadu 800032

Incia

Supplier Type: Full GST Enabled

GSTN ID: Full GST Enabled

Composite Scheme Enabled

GST Exempt

o
Make sure you are logged in to your Ariba Network |

Additional Support > Access Ariba Support docs here % A i

» Contact Supplier Enablement mailbox
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My Ariba Account Is Set Up Correctly But GSDB Is

OVERVIEW

Causing Errors. How Do | Update GSDB?

Audience: All Suppliers

Document Purpose

= This document will help suppliers take next action to update their GSDB code

Update GSDB Supplier Code

Scenario 1. Registered GSDB Supplier
Scenario 2: Not Registered GSDB Supplier

Scenario 1: Registered Supplier

Please follow the below instructions if the supplier is GSDB Online registered

» The supplier must raise a GSDB Online request
» Enter your Ford buyers email address to send them the request for review and approval

» If banking information changes are required, the supplier needs to update this data. The
token holder can input their changes under the bank details tab without any Ford
involvement. It may take up to 6 hours to see changes in the system.

Scenario 2: Not Registered Supplier

Please follow below instructions if the supplier is not GSDB Online registered

» To register for Covisint / Ford Supplier Portal / GSDB Online, contact GSDBWEB@Ford.com
for detailed instructions

» The Ford buyer can raise a GSDB change request on behalf of the supplier and send to
them to input the data changes.

» The supplier needs to send the request back to the buyer for review and obtain management
approvals (if required). Otherwise, submit the request to the GSDB team.

Ao lolTilelg = IRSTTo]efo]g@P | > Contact Mailbox GSDBOL @ford.com

A
Page 22
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| Can See My Latest PO’s On The Ariba Network
But Not The Older Ones

OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers expand search criteria to locate PO’s

Unable To View Purchase Orders In Ariba Network

Step 1: Navigate to the Workbench
Step 2: Expand Search Criteria

Step 1: Navigate to the Workbench

A. Login to Ariba network, you may use the Search option on the homepage, click on the
Orders/New Orders tile, or click Workbench

To view purchase orders over 14 days old, expand your search criteria
A. Select Edit filter then edit Creation date as highlighted and click on down arrow to expand

date range..... PP

rrrrr

‘Orders’ tile of the workbench
. » Access Ariba Support docs here
Additional Support » Contact Supplier Enablement mailbo ?ﬁ

Pags 25



https://help.sap.com/docs/ARIBA_NETWORK

How Do | Register My Account and Submit Invoices
Or Without) the PO E-mail?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers find their PO link and initiate the invoice process in
Ariba Network

Issue

| Cannot Find The PO Link To Invoice From
Fix

Step 1: Email Notification

Step 2: Register Or Use Existing Account

Step 3: Purchase Order Flip To Invoice
Step 4: What To Do If You Have Not Received Email Notification

Step 1: Email Notification

A. When a Purchase order is raised, an email notification is trigged

B. Emalil notification is sent to the Ford Buyer confirmed contact from Ford Motor Company
ordersender-prod@ansmtpl.ariba.com containing a link

C. You must click on the ‘Process Order’ link within the email

Step 2: Register or Use Existing Account

—
A. Once you click the link to process order, select one from Join your customer on Ariba Network!
below options =

Step 3: PO Flip to Invoice

A. Existing users can login to their AN account and view the PO
B. Proceed with Purchase Order Flip To Invoice/Submit Invoice steps in Ariba Network
C. If you are new user, please Register and complete all registration processes

Step 4: What To Do If You Have Not Received Email Notifications

A. First, check junk/spam folders for PO notification Note: We recommend adding

B. If you do not find the notification email, please contact  ,qgijtional users to cover for vacation
the mailbox to check who your Ford confirmed contactis ;- Additional users can be added

C. If required, we can resend the trading relationship

- by your Account Administrator.
request (TRR) to activate the account

Explained in more detail here

o » Access Ariba Support docs here
Additional Support » Contact Supplier Enablement mailboxm ?ﬁ
T4
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| Lost The PO E-mail. How Do | Resend It?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers resend a purchase order email to themselves

Issue

‘ Lost PO Email

Step 1: Ariba Network - Login
Step 2: Locate & Resend Purchase Order

Step 1: Ariba Network — Login

A. Make sure you log in to your Ariba network standard account
B. If you are not yet a registered user, then please follow reqistration process
C. Navigate to the Workbench I ——— e

Upgeda)

A. Click Edit Filter choose Exact Match and enter the Ford PO Number in Order Number
field and click Apply

174 Customize@®
1 1 o 0.0.. 1 O
>
New oraers oraers Rejectsa invoices Reminances Orcters to Involce Invoices [
1)
Oircler numbers
(o =
Apply | o

B. Click the three dots (...) and select Send me a copy to take action.

New orders (1)
> Editfilter | Save filter | [PO212818) [New

uuuuuuuuuuu Customer Amount Date 4

PO212818 Ford Motor Company - TEST $1,000.00 USD Oct 4, 2021

o » Access Ariba Support docs here
» Contact Supplier Enablement mailbox | 'QW.B
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I’'m Invoicing And Being Asked If This Is Direct Pay.
How Can | Tell?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers determine if Direct Pay Permit (DPP) clause is
indicated

Issue

Determine If Direct Pay Permit (DPP) Clause Is Indicated

Fix

Step 1: Review Clauses Section On PO’s For BU 5001
Step 2: Invoice Action Or Request DPP Certificate

Step 1: Review Clauses Section on PO’s for BU 5001

Ford Motor Company (BU 5001) is a Direct Pay Permit holder in several states.

Direct Pay Permit (DPP’s) allow suppliers to invoice without sales tax; DPP businesses will
determine proper tax due and report directly to tax jurisdictions

» Review Clauses section on BU5001 PQO'’s for Direct Pay Permit note

Step 2: Register or Use Existing Account

» If yes, do not add sales tax to invoice

» Request Direct Pay Permit certificate from Ford as necessary

Please contact support teams for additional information

Additional Support

» Contact the appropriate mailbox

Enablement: SFORD80@Ford.com
* Tax Team: otcariba@ford.com

» Access Ariba Support docs here

s
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Receive Against a Purchase Order

OVERVIEW Audience: Preparers & Receiving Group

Document Purpose

The purpose of this QRG is to provide detail on who can receive in Aurora as well as the
steps needed to receive against a Purchase Order, approve a receipt, or complete a receipt
adjustment.

Receiving activity should not begin in Aurora until goods/services are delivered to Ford

Topic 1 Who Receives? (Process not used in Europe)

Topic 2: Receive Against a Purchase Order

Topic 3: Partial Receiving / Multiple Receipts for Same PO
Topic 4: Receipt Adjustment (Cancel or Withdraw an Error)
Topic 52 Manually Add Receipt Approver

Topic 6: Receipt Approver Actions

Topic 1: Who Receives?

Aurora generates system notifications to all eligible receivers To Do Lists

A. Receiving task will be automatically assigned The ID listed at top denotes Preparer
simultaneously to the Preparer, Receiving Group :
(by OpLoc) and Dock Receiver (if applicable). Submied | e ™ Approved

1009100 Receive

Any one of these people may complete the receipt to
remove from all To Do lists.

B. For the Requestor/ “On Behalf Of” to
complete receiving task, they must be added to
the Receiving Group via APS Request.

3 RECEIPT APPROVER ! 8
C. A Receipt Approver is not required by the — o

system however, some businesses may choose

H

to use this field. The Receipt Approver can only
be changed via amendment and is added in PS5 o
parallel to the Receiver. Recommend manually HIOERI00 Rpeion

adding approver instead (Topic 5)

D. If thereis a Dock Receiver, they can receive on only quantity-based PO’s. Quantity-based
PO’s containing amount-based lines will not be able to be received by Dock Receiver.
s
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Receive Against a Purchase Order

Topic 2: Receive Against a Purchase Order

on the Aurora Dashboard. If you do not see it there, click “Manage”

———

>
Prepackaged Reports 7

A. Eligible receivers should find receipt notifications in their To Do Lista

My To Do

Select “Receive” from the dropdown menu

Enter your PO number (including the prefix) into the Order ID field s

nne
Purchase Orders
Y

Select “Search” ( S

J
Reconcile Invoice

m o O W

Enter the Packing Slip / Delivery Notice.
This field is freeform and may be a:

* Receipt Number « Software / License #

Report Search Filters

4 Go To Dashboard

* Invoice Number* < Other unique
number / reference

F. n Click “Accept All” only if all goods / services

Receiving Steps

Search for and then salect requests for which to receive or verify items. To search, sal|

f
OrderID l PO19814|
|

have been received and the PO should be paid 1) Sokect Ronuest

in full. Once selected, the Amount Accepted field | ) wwnwn  searcn Resuns

will fill in automatically with the order total. ® i souh et s
G. If you have only partially received the goods / (2 st

services, enter the quantity / amount accepted ®-
or rejected and the date received.
Note: If you have multiple line items, be sure you receive on the correct line.

H. Click “Update Totals” for the amount to be updated in the Amount Accepted box
*Access the Invoice PDF through the Order ID; see Appendix A for instruction

Faor a recaipt. indicate thy gnt or quantity to sccept or reject for each line item, and the date recefved. If you reject receipt Bne items, you must provide comments to explain Maore
Accept Al
@ Selact Receipt

2 Recsive Order ID:  PD1782 Date:  Thu, 2 May, 2018
Crder Title:  Water Testing for Bacteria Processing Status:  Receiving
@ Additional Info Pac e Motice: n .
scking Slip/beiivery Hofies: Type 234792 in the Packing
. MyLsbels: Apply Labelor (D Slip/Deliver Notice field. Then
@ e press Enter.

All amounts are gross amounts and include any taxes, charges and discount appled on the ine tem.

Line Items - Receive by Amount =
Mo. T Amount Description  Supplier Part Mumber Prewv. Accepied Prev. Rejected  Amt Accepted Amt Rejected Totsl Received Date Recs
Wiater
55,300.00 Testing e —
Lo for 50.00 USD 50.00 USD USDr 5000 UsD 50.00 USD u, 2 N
Bacteria

4
I Update Totals H
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Receive Against a Purchase Order

Updats Totals
P

Close Order: (@) Yes

Comments:

Receiving - Done

POTTER - Water Testing for Bacteria a5 cesn woevec

Seact prome oS M

gt 1o Avca Byer o page

¥ou sucsessiuly receves e seemes tems Cortnue receeng o L X Tt ome &

If you have used all the funds, you
can select “Yes” to close PO.
Otherwise, select “No” if it is a
partial payment. Note: If this is the last
invoice you’re paying on a Project PO,
and you still have remaining funds,
Amend the PR to reduce the total value of
PR and return unused funds to the
Project.

Enter any required comments

. Attach any supporting documents

(i.e. invoice or packing slip)

Click “Submit”

Note: If the entire amount was not
received against, a new RC will be
generated in ‘Composing’ status to

¢You have successfully received the selected items receive remaining amount

If no receipt approver was added, payment will now be scheduled from invoice date

Topic 3: Partial Receiving / Multiple Receipts for Same PO

A. Eligible receivers should find receipt notifications in their
To Do List on the Aurora Dashboard. If you do not see it
there, click “Manage” in the top right corner

Manage v

My To Do

-
Prepac«aged Reports |7

Public Reports

nne

Purchase Orders

B. Select “Receive” from the dropdown menu

Receive

€ Go To Dashboard Reconcile Invoice

- Report Search Filters
Receiving Steps =

Search for and then select requests for which to receive or verify items. To search, sel

C. Enter your PO number (including the
) s Order D v%@ prefix) into the Order ID field
@ Select Receipt
@ Receive

Search Results

Enter search criteria above

D. Select “Search”

i
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Receive Against a Purchase Order

Receiving Steps

@ Select Request
@ Select Receipt

@ Additional Info
15

Receipt RC9507: PO19100868 - Light Bulbs for Michigan Assembly

For a recelpt, indicate the amount or quantity to accept or reject for each line item, and the date received. If you reject receipt line items, you must provide comments to explain your action

Accept All

Order ID:  PO19100868

Order Title: _Light Bulbs for Michigan Assembly

Packing Slip/Delivery Notice: | 59237

Line Items - Receive by Quantity

No. t Quanty  Full Description Unit Supplier Part Number Prev. Accepted

1 100 Light Bulbs. each

Update Totals

Close Order Yes @ No G

Comments - Entire Receipt

Comment ts:

96

Date:  Thu, 4 Apr, 2019

Processing Status: Receiving

Prev. Rejected Accepted

4

Rejected

104

Total Received Date Received

Receipt Number

Invoice Number*
*See Appendix A to access the Invoice PDF through the Order ID
F. Enter the quantity / amount to be accepted or rejected (partial receipt)

Software / License #

E. Enter the Packing Slip / Delivery Notice. This field is freeform and may be a:

Other unique number / reference

G. Enter the date of the adjustment, not the original receipt date

H. If this completes your order, select “Yes” to Close the Order. You will not be able to receive
against this unless the order is re-opened. If you intend to invoice further, select “No”.

I.  Click “Submit”. Note: If the entire amount was not received against, a new RC will be
generated in ‘Composing’ status to receive remaining amount

Receipts can be viewed on the Receipts tab of the Purchase

P0O19100868 - Light Bulbs for Michigan Assembly

Summary Approval Flow Receipts Invoices History
Receipts

ReceiptID 1 Title

RC9505 Light Bulbs for Michigan Assembly

RC9506 Light Bulbs for Michigan Assembly

RC9507 Light Bulbs for Michigan Assembly

Order ID

P019100868

PO19100868

P019100868

Order Title
Light Bulbs for Michigan Assembly
Light Bulbs for Michigan Assembly

Light Bulbs for Michigan Assembly

These are the detals 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 detalls of the request. Review your request and take the desired action(s)

Date
Thu, 4 Apr, 2019
Thu, 4 Apr, 2019

Thu, 4 Apr, 2019

Status.
Approved
Approved

Approved

Status: Received

Back to Index Process Flow

s
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Receive Against a Purchase Order

Topic 4: Receipt Adjustment (Cancel or Withdraw an Error)

A. Eligible receivers should find receipt notifications in their ‘
To Do List on the Aurora Dashboard. If you do not see it '““9*'{3 St
My To Do

there, click “Manage” in the top right corner

'S
Prepac«aged Reports Ep

Public Reports

L, nne o "
B. Select “Receive” from the dropdown menu P, Ot
Receive
€= Go To Dashboard g
Reconcile Invoice
Receiving Steps Report Search Filters

, , C. Enter your PO number (including the
Search for and then select requests for which to receive or verify items. To search, sel

prefix) into the Order ID field. If it
(7) sooaramon VW doesn’t come up, change radio button
to “All”

@ Select Receipt Search Results
Enter soarch critera above D. Select “Search”. In the event the PO
(3) Ressie was full received/closed, you will click
“‘Reopen” before advancing

In the next section, each column (accepted or rejected) must add up to O to back out the
error. If you “reject” the number previously “accepted”, you are doubling the total.

Receipt RC10425: PO17100 - Lighting Fixtures for Michigan Assembly Prey w

Far a receipt. indicate the amount or quantity to accept or reject for =ach line item, and the date received. If you rejo8

Submit Exit

line items. you must provide  More

E. Enter the same packing
slip / delivery notice

and date received as

entered on the previous o

recelpt Crder Title:  Lighting Fixtures for Michigan Assembly Processing Status:  Receiving
F. Enter the quantity

accepted as a negative
number in the accepted Line Items - Receive by Quantity

fleld (If “Accept A”” was Unit Supplier Part Number  Prev. Accepted  Frev. Rejected  Accepted Rejected Total Received Date Received

SeIeCted1 enter —x to i esch 1013308337 48 1 49 50 Tue, 7 May, 2018 =

reverse) ) G ’
G. Enter the quantity

rejected as a negative Closeorier () ves @)No m

number in the rejected

field EXAMPLE Accepted Rejected
H. Click “No” on Close Receipt #1

Order to allow for future .

. Receipt #2
receiving

|. Click “Next”
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Receive Against a Purchase Order

Topic 4: Receipt Adjustment (Cancel or Withdraw an Error) cont.

Receiving Steps Receipt RC10425: PO17100 - Lighting Fixtures for Michigan Assembly Prev

Summary ‘ ‘ Exit |

Enter additional information about this item. You may be asked to add asset data for certain types of items, or rejection com you are rejecting the item.

Line ltem Mo.: 1
Select Reguest
Quantity: 50
Select Receipt Full Deseription:  FIXTURE,LED,INDOOR, TASK LINEAR, STANDARD EFFICIENCY: LITHONIA LIGHTING-DIV.ACUITY BRANDS
Selest Receipf
#CLXLO610000LMSEFWDLMVOLTGZ1050

sceive Frev. Accepted: 40

Accepted: -3

Additional Info

Rejected: 3

olelo @ 0

Date Received: Tue, 7 May, 2018

Send email to Purchasi

Summary

Rejection Reason:

ng
I Return By: Replacement cm“

You will be guided to the Additional Info tab if you have rejected any quantity / amount.
Be sure there is a rejected quantity / amount if you are on this tab, not an attempt to cancel an
accepted quantity / amount. If this is an error, click “Previous” at the top.

Type “3 lighting fixtures
were the wrong model".

Then press Enter.

J. Leave Email unchecked (not used by Ford) and enter a Rejection Reason
K. Select Return By method

L. Click “Next” to review the Summary and click “Submit”

v/ You have successfully adjusted your receipt

s
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Receive Against a Purchase Order
Topic 5: Manually Add Receipt Approver

PR20102943 - PR Amendment — Test #2 A Receipt Approver may only be

- CHANGED by Amendment. To avoid this,
;l bypass entering a Receipt Approver on
the PR and instead manually add them to

B

Summary History . .
the approval flow at the time the RC is
Title: Receiving Screen Shots for Training - Janine TEST #2 created ° Th IS 1S th € O n |y m et h Od to
Purchasing Unit.  North America place an approver in serial.
ERP Reference 10 __NDEL_PR20102943
Summary Orders Amendments Receipts History
Receipts
B eceipt ID 1 Title Order ID Order Title Date Status
RC15250 PR Amendment - Test #2 P0O20805 PR Amendment - Test #2 Composing
RC15251 PR Amendment - Test #2 P0O20806 PR Amendment - Test #2 Composing

A. From the PR screen, click on the
Summary Approval Flow Receipts Tab

B. Click the RC hyperlink to view the
Summary and access the Approval
Flow

Smoker,Janine JD
50010200 Receive

C. From the RC Summary screen,
click on the Approval Flow Tab

Submitted Approved
D. Click the node where you want to

enter the Receipt Approver
V| ClinesmithRobinR. L. | | Note: The Receipt Approver will
appear in serial when they are

manually added

E. Click “Add Serial Approver”. A
¥ | Smoker,Janine JD X pop-up window will appear to search
Add Serial Approver

50010200 Receive for an approver by name, CDSID, or
email.

. Move Approver
Submitted : .

F. After clicking ‘OK’, the added

Approver is displayed in the approval
M RECEIPT APPROVER M flow
s
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Receive Against a Purchase Order

Topic 6: Receipt Approver

A. If areceipt approver was included
v “ v on the PR, approval of the receipt is
a e | required by the approver designated.
You will see this on the Approval
Submitted Approved

Flow tab in parallel to receivers.

Note: If Receipt Approver creates

the receipt, the Preparer/Dock
Chitiyala Praneetha P. (Mul Req) . . .
Receiver will concur or edit the

v 91009100 Dock -
91009100 Receive I’ecelpt

ToDo v
D Dae | from Stats Tile Requred Action
RCI6123 N Myl Reg £ Compostng testing With tRCRipt apprower - News flow Receve _I
PR20102946 67302020 NARIBAZZ D Subsined ReTest Enor Message for OTY>7 digits-Colaboeation phase hoprore
RCIBIZA V22029 Nl Req & suearines 145ting with eeosipt approver - New flow Rppreve
ROt 0 w281 NALROHS 7 Corpmimg Do Recerig gpeCi0 Peceie I
RCIEL7 G20 NARIBAZ2 & Approed Copy of Scensrin 12 Desitop Receives-RE Receie
RC16100 262020 NARIBA22  Composing oprowe
seseren cnenan uasisa B frreian

B. The Receipt Approver will see a receipt item (RCxxx) on their To Do List with action ‘Receive’
simultaneous to the Preparer / Receiving Group. Select the RC hyperlink to access.

RC16123 - testing with receipt approver - New flow C. Click “Edit” to change existing receipt details (e.g.
Preparer / Receiving Group enters “Receive All” when
lrethe detis of e reques you selected. Depencing on ks s, You cn ek, change. cop, cand only a partial receipt should have been entered)
- If adjustments need to be made, see Topic 4 —
. iz e Receipt Adjustments

If “Approve” is selected, you may enter comments on
T | [ the email to be added to the receipt in Aurora.

Ford’s guidance is not to “Deny” receipts, but to “Edit”
them instead.

RECEIPT APPROVER

D. If “Approve” was selected, the approval box
Subemma Rpprenad containing the approver will turn green and reflect
their Approved action.

I i
" ?-“"‘;f;”; — If the Receiver box is also green, the receipt now
ER00 Desk .
A s moves to Approved status. If not, the Receiver box

must first action the receipt.

Whichever role accesses the RC first will enter the receipt, the other will concur
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Receive Against a Purchase Order

PO1S10118 - 2TE2KNAMIOEH FSM_FCAPS XD Suppon Slatus: Receiving
Thessa s the detalls of the reques! you seiecied Depsading on s st you can sa. chanpe oopy. cancel o submill the rqeest for sppeswsl Yow may aln prnt fie detals of the sequest. Fleviews your raguest and (ake the desired actons
e (]
Serer ¥ Fgproval Flow Herripis revices Hisigry
/‘ CHEES m
e ¥ 1 Iresiin Dt Suprsl Supphan Conlict Habri ol
RS TN Fri, 13 Jul, J0vE | Supplier Name | | Supglier G508 Code | Facanciing 162 017 16 S0

A. Click the PO number from the “Receive” tab to access the PO data (shown above)
B. Click the Invoices tab to view all invoices received from the Supplier

C. Click the Invoice number hyperlink to open and view the details of the invoice

Appeoval Flow Hmlsrarcn Hslory

) SRAART MOBILITY, LLS

FOAFS - FORD MOTOR ITEK CENTER EAST
THESD LLUNDY PRWYITER CTRILAST
DEARSORN M 48126

e jThr———
Haarl Saa

Omiline.

Gagpplar

o Choin F [}

4473 - FOR SMAAT RIOBLITY, LLC

Aapdy Lats

D. Capture the Supplier Invoice Number and
E. the Invoice Summary Amount to complete the receipt

F. If you require a PDF of the Invoice, click the paperclip icon to access attachments

Header Information » OI _;QI I BAGT 01T 15 LD Chetsls I
. B - AT S DY

(&)

e

Back to Index Process Flow
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Receive Against a Purchase Order

oz I
INV393604-1-39558 Status: Reconciling
= details of he request you seleck ending onits ststus, you can edit, change, copy, cancal, or submit the request for sppraval. You may sisa s of the request your request snd acionis).
mmmmm ry  ApprovsiFowl]  Reference  Whistory
Orders m
|
Order ID T Title Supplier Total Recefved Total Inveiced Total Reconciled Totel Ordered  Status.
PO1021706 d. 18 Sep, 2010 Wind Tunnel 8 Acoustic Data System Electricsl Installstion CENTERLINE ELECTRIC INC $08,000.00 USD $02,000.00 USD ‘80800000 USD  Received

Receipis (2, m
Dt Order ID Order Title Date Stafus.
RC26428 @ Tunnel & Acoustc Date System Electricsl Installebon POt 708 Wind Tunnel 8 Acoustic Data System Electrical Installation Man, 4 Nov, 2018 Approve

RC30254 Wiind Tunnel & Acoustic Dats System Electrics! Instslstion FO18217068 Wind Tunnel & Acoustic Data System Eleciricsl Instsllstion Wed, 8 Nov, 2019 Aparoved

-
Date Created ‘Supplier Status ‘Summary
IR303604-1-30658 Tue. 12 Nov, 2010 CENTERLINE ELECTRIC INC Recondiling §74,175.00 USD
Payment Requesis m
let Due Date Scheduled Discount Amourt To Pay Transaction Payment Method Status
021 ™ 20, 0.00 U 5 rocessing

A. From the Purchase Order, click the “Invoice Number” to access the invoice data — note
the Invoice number in the top left corner

Click the Reference tab to view all documents related to this invoice
Note the status of the Invoice in the top right corner

View any related Purchase Orders in the Orders section

View any related Receipts in the Receipts section

View any Items in Reconciliation in the Reconciliation section

G m mo O

View any related Payment Requests in the Payment Requests section
For in depth training content, please review Module 17 — Receiving & IR

To participate in a formal training session, sign up for our monthly WebEx
course (2 hours) through MyLearning@Ford using Course ID 17945.

‘M End of Quick Reference Guide

» Submit an IT Connect HelpDesk Tlcket %
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How Do | Create An Invoice From A

Standard / Light Account?

OVERVIEW

Document Purpose

Issue

= This document will help suppliers with standard (light enabled) account create Invoice

Audience: All Suppliers

Invoice From A Standard (Light Enabled) Account

Fix

Step 1.
Step 2:
Step 3:
Step 4:
Step 5:
Step 6:

Create Invoice

Enter Invoice Details
Edit Line Item Details
Add Additional Details
Review And Submit

Email Notification — Process Order

Open the email notification
received for the Purchase order

A. Click the “Process Order” link
from the PO emaiil

Purchase Order: PO2017-06-05VV001ID01

Order Detail ~ Order History

From: To:

Customer ACMEVVO01 Inc
Buyer ABC (S) 2000 Street ABC
n Soldto Str 50 14000 Maded
80001 Muenchen
Spain

Iy  Gemany Phens:
Emait Contact Fax
Phone: +1 (610) 4816648 Email vinoth visanathan@sap.com

Address 1D s0ldTo123

& st Torms |
v L 10NET 30
Other Information

Terms and Conditions
Websrte: _hetp iivawa buyenoo comiermConditions cfm

Step 1: Email Notification — Process Order

[

Q Ford Motor Company - TEST™ <ordersender-prod@ansmtp.ariba.com
. -

mpary - TEST sant
e gt 2

Ford Motor Company - TEST sent a new order

v || W Croate | 4 Croat QA Download PDF | Download CSV | Resend

Step 2: Create Invoice

Purchase Order

(Confrmed)
P0O2017-06-05VV001ID01
Amcunt. 45000 EUR

A. Click the Create Invoice tile

B. Select “Create Standard
Invoice” from the drop down

Back to Index

s
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How Do | Create An Invoice From A

Standard / Light Account?
Step 3: Enter Invoice Details

Enter below details/fields under Invoice Header

v Invoice Header
A. Invoice number summary
B. Invoice date — may be backdated maximum 10 days Purchase Order. 1084497223
C. For amount-based PO'’s, only amount value can be Invoice #°* | INV_1084497223
Updated. Invoice Date:* 15 Apr 2016
D. For Quantity based PO’s, only Quantity field can be RemitTo | DEFAULTVALUE
updated

Note: Enter any remaining fields that have * as most fields are carried over from the purchase order

Step 4: Edit Line Item Details

. 2 Line ltems, 2 Included, 0 Previously Invoiced
Line Items

Insert Line Item Options

Special Handling Discount

Tax Category Shipping Documents
e No. Include Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal
#I v I 1 @ MATERIAL ~ GOODS_01 Copy Paper White, A3, 80gsm (ream 500 sheets) 5 EA 0.50 EUR 250EUR
To edit a line item, follow steps below
o b : )

A. Check the box next to the line item to Line ltem Actions v [ Deleto Add v

be edited and make sure it is p Ed

highlighted with the check box Add

. . . . Ti E

B. Click Line Item Actions, select Edit | jguenc  Shipping Documents

Make necessary changes to invoice and click Done.
Note: In the below example, the PO is a quantity based, so only the quantity can be edited. If the PO
was amount based, the subtotal price to be invoiced could be adjusted.

Create Invoice = I Done
¥ Invoice ltem * Indicates required field Line tem Actions v
Quantity:* | 5 Fart#  GOODS_01
Unit EA
UnitPrice:* 1,00 EUR
Subtotal:  5.00 EUR
N Copy Paper White, A3, 80gsm (ream 500 sheets)
Description Description
Pricing Details Price Unit* | pCE Price Unit Quantity:* | 2
u rsion:* | q Description: | This field specifies that 1 Box is equivaler
nspeciion Date: =
Ship From:  Ariba_TestSuppiler - TEST Ship To.  Sandbox Buyer - Test View/Edit
Praha Addresses
Shippin Praha 5
pping Czech Republic
Czech Republic Deliver To Cristian Mihalache
e 2nd Floor, Sl Team
Back to Index Process Flow Page 38



How Do | Create An Invoice From A
Standard / Light Account?
Step 5: Add Additional Details

To add attachments or comments to a line item, follow steps below

A. Check the box next to the line item to be edited and make sure it is highlighted with the
check box

B. Click Line ltem Actions, select either Comments or Attachments
C. If no further changes are needed, click “Next”.

Line ltem Actions v \I‘ Delete ‘ Add v
LA

Turn on dd
Hide/She
Shipping Documents »; 4

Special Handling ‘ Update H Save “ Exit -] Next

Pricing Details

Discount

Allowance
SAP
E 7€ Apr 2016 1:00:27 AM | Ariba_TestSuppiler - TEST | A
Comments N ‘
Dats P Use
Aftachment

Step 6: Review & Submit

You will be routed to review page, follow below steps

A. Review all details for accuracy, click “Done”

Purchase Order: PO2017-06-05VV001ID01 e'“

v Create Order Confirmation v

w Create Ship Notice ‘-‘ Create Invoice v| | Print Download PDF | Download CSV | Resend

Order Detail Order History

From: To: Purchase Order

Customer ACME.VV001 Inc (Confirmed)

Buyer ABC (S) 2000 Street ABC P02017-06-05VV001ID0O1
% Soldto Str. 50 14000 Madrid Amount: 450.00 EUR

80001 Muenchen

Spain
B Garmany Phone
[} Email: Contact Fax ‘

Phone: +1 (610) 4816648 Email: vinoth visvanathan@sap.com

C} Address ID- soldTo123

& snt Terms !

Routing Status. Acknowledged
b S 10NET 30

Related Documents. ¥ OC D001
Other Information

Terms and Conditions
Website

o » Access Ariba Support docs here
» Contact Supplier Enablement mailbox 1 ?ﬁ
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How do | upload a cXML invoice file (CFDI) as external
document? (Mexican suppliers only)
OVERVIEW Audience: All Suppliers

Document Purpose

= This Quick Reference Guide provides the steps needed to upload the Mexico domestic
suppliers cXML file into ARIBA Network (supplier portal). This includes the overview on
invoice upload process, validations in ARIBA and submission process of the invoice.

Fix

Topic 1: Upload the Invoice (cXML)
Topic 2: Legal Validation

Topic 3: Update PDF

Topic 4: Enrich Document

Topic 5: Review And Submit

Topic 1: Upload the Invoice (cXML)

usiness Nobwork + Enferprie Account THST 00K

. From the Home page, click Name
Initials in the top right corner. Select
External Document from the drop-
down menu

. In the Select External Document
drop-down menu, select CFDI Invoice

. In Upload Document option, click
Choose File to select your cXML file.
Click the Add button

. Click Next

s
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How do | upload a cXML invoice file (CFDI) as external
document? (Mexican suppliers only)
Topic 2: Legal Validation

Compare Supplier VAT ID in cXML file and Ariba Network — must be the same
Compare Buyer VAT ID in cXML file and Ariba Network — must be the same
Ensure Active Trading Relationship between Buyer & Supplier is set in Ariba
All cXML files should be digitally signed by SAT

All cXML files should be in UTF-8 format

aghrwONPE

Following validation of the above steps, Ariba will
Cagr I - |EZ8[ ~ |display a verified document notification

Se verificd e documents cangado. £l resultado se muestra 2 contnuacion.

Validaciones
legales

A. If no further changes are needed, click Next

€l documanto cargads esti validacd ¥ 50 S entuntraren amoes. Continde ot o pisd siguientt

@ Actualizas PDF
(O
@ Enviar documentos CB[gﬂI’CFm
(A) /ﬁ\l
= e e et i et ot ot
If there is a failure in validation, Ariba ;2“‘ e
will display error codes
I,-’_I\l . ok
B. Complete changes with the help of o) skttt Rogee oo nd sk
support desk (5 bioee
W Descargar em
C. Click Next A
i
v

A. The Auto Generated PDF section
will contain a PDF attached which -

Cargar CFDI Anlerir Salr

Ariba has converted from the cXML

uploaded by the supplier o e i S il e s
B. In User Attachment section the 0% [ remmmsores

supplier may attach the invoice in ‘ (2) o “‘@'WM v

PDF (1) L '

C. NeXt @E'.:';:f_n\ ; )

Page 41



Topic 4: Enrich Document

How do | upload a cXML invoice file (CFDI) as external

document? (Mexican suppliers only)

3 | Enrich document lm-U PO171389

/d
@ Submit Docum y.

T Sheet
Salos
MNote

Line Item References

Ling number Line llem referance

tom Key

162102

73152102

(& ]

Deseription

ROK 175892: Descripeitn: MOTOR, RELIANCE ELECTRIC, Modeio: 271621, No.
Sario dol Equipo: NI, No. Salida Clienta: , Serviclo: Rogaracion, Ordan do
Compra: B24 PO18789656, Otras Referancias: USHUA, 30 P01 63213R, STAMP:
FHAS0001

RO¥ 175893: Descripcion: MOTOR, SIN FABRICANTE, Modelo: SIN MODELO
MOTOR, No. Serie del Equipo: NA, Mo, Salida Cliente: , Servicio: Reparacidn,
Orden de Compra: B24 PO18783655, Otras Referencias: UIHUA, 30 PO1
632138, STAMP. FHAS0002

Quantty

1.000000

1.000000

| ?ﬁ{

In this step, more details are
needed to ‘Enrich Document’.

A. Complete Purchase Order field
| B. Complete Line Iltem Reference.
This number implies the PO line
' number for which the supplier
- invoice has been issued

C. Click Next

A. Click “Submit”

submission.

C. Click Exit

B. Upon submitting, a message as the
highlighted will be shown on the
screen. The supplier must check
‘Invoices’ or wait for a confirmation
email to confirm a successful

D. Click OK to confirm

SAP~ Arba Network

Cargar CFOI

o~

o=

Topic 5: Review & Submit

Cargar CFDI

Enriquecer el
documento

@ Emdar documentos

ol

Cuenta Enterprise @

POF relacionado CA 97.p0t

laniv

BOF slacionade CA v

Docaments #vach con beko para validaciones empresarses Vo s restads en s e desaica. [l

SAP” Ariba Network

0 LEsts seguro de Que desed salir?

/e"’\

Cuenta Enterprise

Back to Index Process Flow



How do | upload a cXML invoice file (CFDI) as external
, document? (Mexican suppliers only)
Topic 5: Review & Submit (continued)

Following invoice submission, status of the submitted invoice can be tracked via:
* Invoices (Enterprise suppliers only) OR
« Emalil (Standard account users)

A. Under Invoices, select Invoice from the drop-down menu

B. Find the list of submitted invoices and their invoice status.

An unsuccessful submission alone will have status ‘Failed’ and ‘Rejected’ or
‘Acknowledged’ and ‘Rejected’. In such scenarios supplier must fix the
errors and re-submit the invoice.

SAP’  Busioess Network ~ Erterprise Account  TEST MOCE

~ =
I:@"' _ '
N u

O 0 0.0 0 0 .0

» Contact Supplier Enablement (English)
mailbox
» Contact Supplier Helpdesk

(English/Spanish) mariba@ford.com w
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¢Como cargo una factura cXML (CFDI) como documento
externo? (Sélo proveedores mexicanos)

Perspectiva General Audiencia: Todos Los Proveedores

Propésito del documento

= Esta Guia Rapida de Referencia explica los pasos necesarios para que los proveedores
locales en México carguen su factura cXML en ARIBA Network (portal de proveedores).
Se incluye la descripcion general del proceso de carga de facturas, validaciones en
ARIBAy el proceso de envio de la factura.

Temas

Tema 1: Carga de la factura (cXML)
Tema 2: Validaciones legales

Tema 3: Actualizar PDF

Tema 4. Enriguecer el documento

Tema 5: Enviar documentos y revisarlos

1: Carga de la facture (cXML)

. En Pagina de inicio dar click en el
boton Nombre iniciales de la esquina
superior derecha y seleccionar
Documento externo en el mend
desplegable.

. En el menu desplegable de la seccién
Seleccionar tipo de document
seleccionar Factura CFDI

. Enla seccién Cargar document dar
click en Seleccionar archivo para
seleccionar su factura cXML y
después dar click en Agregar.

. Dar click en Siguiente

s
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¢Como cargo una factura cXML (CFDI) como
documento externo? (Solo proveedores mexicanos)
2: Validaciones legales

Comparar el RFC del proveedor en la factura cXML con el de ARIBA — debe ser el mismo.
Comparar el RFC de Ford en la factura cXML con el de ARIBA — debe ser el mismo.
Asegurarse de que haya una Relacion Comercial Activa entre Ford y el proveedor.
Todas las facturas cXML deben estar digitalmente firmadas por el SAT.

Todas las facturas cXML deben estar en formato UTF-8.

agrwbdPE

Tras la validacion de los pasos anteriores, ARIBA
— .. = . || mostrarauna notificacion de que el documento ha
sido verificado.

CAP  Arba Network . Cutrita Enterprise

Se verificd e documents cangado. £l resultado se muestra 2 contnuacion.

€l documanto cargads esti validacd ¥ 50 S entuntraren amoes. Continde ot o pisd siguientt

A. Si no se necesitan hacer cambios, dar click en
Siguiente

@ Enviar documentos

Cargar CFDI
e )

S |

A )

e e et i et ot ot
Si hubo una falla en la validacion,

ARIBA mostrara el codigo de error ks tiipers Dscicntten
B. Corregir los errores con el soporte -
del equipo de ayuda a proveedores. (2) rascar

C. Dar click en Siguiente 'E'

A. La seccion del PDF generado L T ra—"
automaticamente tendra un PDF . —
adjunto, ya que ARIBA convirtio el | “#° e ] Wl |
cXML que fue cargado por el
proveedor.

1520 pling e permie cang S propa Ractuea POF. D Rrma SRermati, pusde wadr o POF phreradn Maomatcament y oninulil (00 o Suents juda

B. Enla seccién Adjuntos de
usuario el proveedor tiene que
adjuntar su factura en PDF.

C. Dar click en Siguiente.
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¢Como cargo una factura cXML (CFDI) como
documento externo? (Solo proveedores mexicanos)
4: Enriquecer el documento

S e En este paso se necesita afiadir
—d datos adicionales para Enriguecer
O semo T IS ® | el documento
o A. Completar el campo Pedido de
Line Item References C o m p ra
- _ | B. Completar las campos en
o e e e e, Referencias de articulo en linea.
o Mo SN S Dt it B . 0 0 - -
Ftn C. Dar click en Siguiente

ROF 175333, Descripcion: MOTOR, SIN FABRICANTE, Modslo: SIN MODELO
MOTOR, No. Serie del Equipo: NA, Mo, Salida Cliente: , Servicio: Reparacidn,

? Y T1S002 e o Campra: B24 POSTEDES8, Dires Referencis: UIHUA, 3 PO1 000k R
BI21IR, STAWP: FHASX02 e

- |
5: Enviar documentos y revisarlos

A. Dar click en Enviar SAP” AaNetwork - CoertaErsrpee ®

Cargar CFDI

B. Al enviarla se mostrara un mensaje
como el sefalado en la captura de
pantalla. El proveedor debe revisar

@ Actualizar POF

en Facturas o esperar un correo documerto —— ‘}
electrénico de confirmacién para Q) e cocmets

confirmar un envio exitoso.

C. Dar click en Salir

D. Dar click en Aceptar para confirmar | e —‘Lv‘ Besell

Enrqueces ¢
documents
BOF selacionads Vs

V= ) = -

‘ @ E‘-am@ Docaments enwado ton es para validaciones empresariales. Vea ot resuitados o0 Carpeta de salce l
0\ Sl
—F

SAP  Ariba Network Cuenta Enterprise

0 LEsts seguro de Que desed salir?
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¢Cémo cargo una factura cXML (CFDI) como
documento externo? (S6lo proveedores mexicanos)

Después del envio de la factura, el
estado de la factura enviada se puede
rastrear a traves de:

+ Facturas (Sélo cuentas Enterprise) O
« Email (Usuarios con cuenta Standard)

A. En Facturas, seleccionar Facturas
en el menu desplegable.

B. Encontrar la lista de facturas
cargadas y su Estado de factura.

Una carga exitosa individual tendra los
estatus Recepcion confirmaday
Enviado.

Una carga no exitosa individual tendra
los estatus Fallido and Rechazado o
Recepcidén confirmada y Rechazado.
En tales escenarios, el proveedor debe
corregir los errores y volver a enviar la
factura.

0

0

0.0

e

0

%

» Contactar al equipo de habilitacion de
proveedores (English) mailbox

» Contactar al equipo de ayuda a
proveedores (English/Espanol)
mariba@ford.com

Back to Index Process Flow / \

-
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My Invoice Failed Due To “Invalid Address”
| Need To Update My Remit Address
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers work through exceptions triggered due to invalid remit
address

Issue

Update Remit To Address And Avoid Invoice Failure
Fix

Step 1: Login

Step 2: Edit Address “EFT/Check Remittances”

Step 1: Login — Supplier Account
The supplier must update their Remittance Address within their Ariba |

Network account in order to update their invoices

NETWORK SETTINGS

To do this, the supplier needs to follow the steps below: Electinpic Ovder Rouing
A. Login to Ariba Network and click on the gear icon Electronic Invoice Routing
Accelerated Payments
B. Select Remittances e—
~ Remittances

Network Notifications

Audit Logs

View All

Step 2: Edit Address “EFT / Check Remittances”

Network Settings A. Under EFT/Check
Remittances, select the dial
Electronic Order Routing Electronic invoice Routing Accelerated Payments Settlement next to their address
NPT B. Click Edit to update address

EFT/Check Remittances ) _
Note: If supplier updates the zip

e Address 1 code in this section, they should

. E notice the correct zip code in the

: S ‘Remit To” section of the
L I Ed Delete |

e 2 Bl s updated invoices.

4
Stgplier Auto Acceptance Rule

o » Access Ariba Support docs here
Additional Support » Contact Supplier Enablement mailboxm%
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What Fields Do | Use To Add VAT to An Invoice?
OVERVIEW Audience: All Suppliers

Document Purpose

= This document is a step by step guide to help suppliers add VAT to Invoice

Issue
Add VAT to Invoice

Fix
Step 1: Add VAT Details To Invoice

Step 1: Login — Supplier Account

Ariba Metwork - The Supplier populates the "Supplier VAT saction and scroll down bo Ling [fams.

Invoice Creation — Supplier view: Supplier VAT

S & reguine=d Inom sha TLRISEN DO NO

Populate the “Supplier Commercial g V't i Acdrsasey
Ideniifler. (Only apphcable for French The: ‘Customer VATITax ID° is
supphers). [his can be found in the . populated. This s Ford
suppbers local cormmercial regsiry whene VAT Tan 1D requined an the
the supplier 5 regisierad invoice
Tax padd Fwcasgh o Tas Fapreaaniziive

Ripplar VAT

Sapplar VAT Tan I

s
2"l
3
Ta Exchangs Rais 4 Populate the “Supplier Legal
Exchange s fom U5 | g pagg The ‘Tax Exchange Rate' Form. This caplures ihe legal
Dol 1o Eara populated by defaull Mote: Tax form of the Suppbers company
axchangs rale (& prepopulaled Eqg. LTD, BV
s = when e Bal From” base (only apphcable for French

currency differs from Ineoice Siipfers)
Currency

This is typically included as part
of the Company Legal name

A. Supplier VAT / Tax ID - Add Supplier’s VAT registration number
B. Customer VAT / Tax ID - Ford’s (Bill To FNC VAT Registration number)
VAT registration number to be added

» Access Ariba Support docs here |
» Contact otcariba@ford.com

e
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How Do | Find The Status Of The

Invoice | Submitted In Ariba?

OVERVIEW Audience: All Suppliers
Document Purpose
= This document will help suppliers determine the status of an invoice submitted
Issue
Find The Status Of My Invoice | Submitted In Ariba
Fix
Topic 1: Standard Account — View Invoice Status
Topic 2: Enterprise Account — View Invoice Status
Topic 3: Invoice Status definitions
Topic 1: Standard Account — View Invoice Status
For standard account suppliers, the dashboard will allow you to see invoice status
S ) - YQ | 4
‘ 0 0] 1 (@) 1 e
0] 0]
A. From the home page click on Orders to
invoice tile
B. List of Invoices will be display as shown
below with Invoice Status
Orders, Invoices and Payments All Customers Last 14 days
0 0 5 0 13
New Purchase Orders that Need Invoices Rejected Payments Invoices ;A: .
Orders Attention Received -
Invoice # Customer Reference Date | Amount @Ir\-.w‘»: Status
675 & Ford Motor Company 3 Apr 2020 uso Rejected
628 i Ford Motor Company 31 Mar 2020 uso Rejected
479 Ford Motor Company 31 Mar 2020 usD Rejected
542 Ford Motor Company 31 Mar 2020 uso Rejected
389 Y Ford Motor Company 31 Mar 2020 usp Rejected éﬁ
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KAROOO13_CM

KAROOOL3

KAROOD12

NEsTens ¥

WVExtToms &

NExtTen3 ¥

WEsTon2 ¥

How Do | Find The Status Of The
Invoice | Submitted In Ariba?

Business Network ~ Enterprise Account  TEST MODE 4 Back to classic view

me Enablement Opportunities Orders ~ Fulfillment ~ Invoices ~ Payments ~ Catalogs Wore ~

‘Workbench
34 0] 1 0.0.. 1
New orders Orders Rejected invoices Remittances Orders to invoice Invoices
ve filter Last 31 days Last 31 days Last 31 days Save filter Last 31 days
Invoices (3)
> Edit filter Save filtel Last 31 days
NORGREN 2
AUTOMATION By
A sl PO201308 CSV Upload Supplier No Order May $1,00000 USD Acknontedgell Repecred
SOLUTIONS 2020
LLC - TEST o
NORGREN 28
AUTOMATION < - z
PO201308 CSV Upload Supplier  No Order May $1,000.00 USD Acknowtedgel} Rejected
SOLUTIONS 2020
LLC - TEST 2
NORGREN =
AUTOMATION e s
SOLUTIONS PO201308 CSV Upload Supplier Mo Order May $100.00 USD Acknowtedgel) Rejecied
s o
LLC - TEST 2020
ALM 2
ELECTRIC CO PO205%2 Online Suppler Mo Crder May 300000 INR Acknowledgel Pad
PLYD - TEST 2020
ALM 22
ELECTRIC CO PO20547 Online Supplier No Order May 5,000.00 INR Sent Sert
PLTD - TEST 2020
ALM n
ELECTRIC CO PO201300 Online Suppler No Crder May 50,000.00 INR Otscleted Regecred
PLTD. TEST 2020
ALM 22
ELECTRIC CO PO201299 Online Supplier Mo Order May £0,000.00 INR Acknowtedgel} Sert
PLTD - TEST 2020

Rejected

Approved

Paid

Topic 3: Invoice Status Definitions

s patnion

Sent

Your customer has received the invoice but has not approved or rejected it. If your
invoice stays in this status, contact your customer to see what needs to happen
next. One reason your invoice may stay in “Sent” is if the Ford Requisitioner has not
systematically Received the Goods / Services you provided in Ariba.

The invoice failed validation on Ariba Network, or your customer rejected the
invoice. You can edit and resubmit a rejected invoice.

If the invoice doesn't have any errors, your customer receiving process will approve the
invoice for payment. This changes the invoice status to Approved. After an invoice
reaches Approved status, you can't make changes to it. You'll need to send a credit
memo to update if you made a mistake.

Your customer paid the invoice or is in the process of issuing payment.

» Contact Supplier Enablement mailbox w

A page b1
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My Invoice Is Rejected. How Do | Find Out Why?

OVERVIEW Audience: All Suppliers

Document Purpose

= This document will help suppliers understand Invoice rejection reasons & take next action
in Ariba Network

Issue

Identify Invoice Rejection Reason

Topic 1: Enterprise Account — View Rejection Details
Topic 2: Standard Account — View Rejection Details

Topic 1: Enterprise Account — View Rejection Details

SAP BushessNetwok ~  Enerpise Accont. Terme A. Login to your enterprise account and
Home Enablement Opportunities v Workbench Qrders Fulfillment ~ Paymen!é v Catalogs Cli-(:k the InVOIFe tab to Se-e inVOICeS-

B. Click on the rejected invoice (Hyperlink)
C. Rejected reason will display

& This page will be replaced with our new Workbench concept soon. Try the new Workbench

Invoices
» Search Filters

Invoices (12)

Invoice # Customer Reference Submit Method Origin Self Billing Source Doc Date Amount Routing Status ® Invoice Status (1)
Test@123 Ford Motor Company - TEST P0212624 Online Supplier No Order 23Dec 2021 $10,100.00 USD Acknowledged Rejected
invoice @12 Ford Motor Company - TEST P0212624 Online Supplier No Order 23Dec 2021 $1620.00 USD Acknowledged Sent
invoice @123 Ford Motor Comyg P0212624 Online Supplier No Order 23Dec 2021 $50.00 USD Acknowledged Sent
EUINVENTORY_HCM Ford Motor y P021453 Pwmce SUEE lier No (&er 27 Apr lﬂl £-1.100.00 GBP Acmowledﬁed AEEmued
( EUINVENTORY_HCM Ford Motor Cnmpan\; :E‘sT P021458 Paper Invoice Supplier No Order 27 Apr 2021 $1100.00 USD Acknowledged Rejected
:jj:m = — —_— — == == e
NEWGRP2 Ford Motor Comoany - TEST PO21458 Paper Invoice Suoolier No Order 1 Aor 2021 £237534 GBP Acknowledged Sent

Invoice: Test@123 m

[ Copy This Invoice ‘ Print [ Download PDF v Export cXML

Edit I Create Line-ttem Credit Memo

Detall  Scheduled Payments History

Rejected Invoice:
Reasons:
—_— AutoRejection: Special Handling / Shipping Charge ot allowed

Header Level Excepfions: Special Handling | Shipping Charge not allowed Special Handling / Shipping Charge not allowed When you resubmit PO based invoice, select "Resubmit Rejected Invoice” as “Yes™ and give "Original invoice date & Original Date Of Supply” to avoid payment delays

Edit & Resubmit

St Subtotal: $100.00 USD

Invoice: Rejected Total Tax $0.00 USD
Routing: Acknoutedged Total Special Handling: $10,000.00 USD
nvoice Number: Test@123 Total Gross Amount: $10.100.00 USD

s
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SAP Business Network ~ | Standard Account TEST MODE

Upgrade

Workbench

0 0 1 ‘0.0 C

B. Invoice List will be displayed as shown below including Invoice Status

Nrders. Inveices nd Payments

All Customers

Last 14 days

ited States
Prona: 1 {216 S44-1802
Fa: #3 (708} B15-4200
Emad (s g

— e 2 therwin ¢

Comments
Comment Type: T snd Condtion

.
By T Engheh versioe of any Purchirss Gvder wil apply in e evert of any dhsagresment ovet aey anskation. Whive a Purchase Grder has ben Warslioed frim Enghsh b0 anoiber Linguage in oeder for the Furcha

0 0 5 0 13 o
New Purchase Orders that Need Invoices Rejected Payments invoices More
Orders Attention Received e
= e
@ Customer Reference Date | Irsy
675 & Ford Motor Company 3 Apr 2020 usob Rejected
628 i Ford Motor Company 31 Mar 2020 uso Rejected
479 W Ford Motor Company 31 Mar 2020 usD Rejected
542 G Ford Motor Company 31 Mar 2020 uso Rejected
389 I Ford Motor Company 31 Mar 2020 usp Rejected
Access your Purchase Order through PO e-mail notification:
C. Invoices sent against the PO will display as highlighted below
D. Click on the invoice number
Purchase Order; PO172468 “
Ovder Dotad  Oxclen Hislory
v e Purchase Order
&?ﬁ:ﬁ?ﬁm.1 DELAWARE CORPORATION mfﬁm The finc) - TEST ih:ﬁ)‘.ﬁ?m .

srigenithmrwin com, sy m risiegie 2 n.com
arpmerd Torms | Bt A Atk 1
HITES Folsbed Documents: WRITIFTIN0T

i e =

Conta Inkrmation

Sepliew Drtity: 52432 - THE SHERWIN WILLIAME CO
13103 NOATH END 5T
A PARHL . L IET
e Sty
Ao 100 S340

0TI

Back to Index Process Flow
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My Invoice Is Rejected. How Do | Find Out Why?

E. Under details tab, generic details of the invoice can be viewed

Invoice: 50827197620120-2 m

Rograd  Prisl  Expon eXML

Datsil Histoey G
andarn Invoice

Slatues, $502.5 USD
Irvice: Rnjected $0.00USD
Routing: Acknawliciped $5025 USD
g Wurber: SORETI9T620120-2 olal Nat Amour $502 5 USD

abin: Toesday 12 May 7020 12:00 PM GMT+00:00 Aamourl Due $507 5 USD

dei: POATIER

F. Click on History tab to get Reject reason

Based on the rejection reason follow instruction for below reference guide for exceptions

Note: Click the image below to refer to the Index page for below listed reference guide on
Invoice exceptions

Clearing Invoice exceptions not related to Taxes to get paid

 If My invoice is rejected, how do | find out why?

* My Invoice was rejected with a “PO received quantity variance exception”

» My Invoice was rejected with a “Quantity variance exception”

* My Invoice was rejected with an “Under Price variance exception”

* My Invoice was rejected with an “PO received line amount variance exception”
* My Invoice was rejected with an “Invalid Invoice Date exception”

+ My Invoice was rejected with an “Invalid Invoice Date (Original) exception”

Submitting Taxes on Invoices and Clearing Tax Invoice exceptions to get paid

« How can | tell which “Tax Type” to select on my Invoice?

* My Invoice was rejected with a “W9 Error exception”

* My Invoice was rejected with an “Invalid India GST Invoice Number exception”

i : : "

* My Invoice was rejected with a “Missing Withholding Tax exception”

» Contact Supplier Enablement mailbox A
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Overview

Document Purpose

Date without an Error.

How to Submit a Backdated Rejected Invoice with

This Document will help the Supplier to invoice the backdated po with the Original invoice

the Original Date?

Audience: All Suppliers

Date

My PO Has Been Rejected and Now | Need to Backdate it to the Original

Step 2: Set the Date

Step 1: Create an Invoice

1: Create an Invoice

A. Log into your Ariba

Purchase Order: PO212624

[ c

reste Order Confirmation v ] [ Creste Ship Motice ] [ Creste Invoice v 1
—

Network account
. Open a PO

. Select Create
Invoice

2: Set the Date

¥ Invoice Header

Summary

POZ12624

From:
Ford Technologies Limited
Dunton Technical Centre

5515 6EE
United Kingdom

Payment Terms ' ©

A. Enter the invoice date as of Current Date in the Invoice Date field
B. Select the yes from the drop-down menu from Resubmit Rejected Invoice
C. Enter the actual rejected invoice date under Original Invoice Date

 hase Order:
. [
L

ice Dater* | 14 Jan 2022

Supplier Tax ID: ‘

Remit To-  Ford Supplier Integration TEST SUPPLIER

Dearborn , M

United States
BillTo:  Ford Technologies Limited

Additional Support

Order Detail Order History

———
@

To:

Ford Supplier Integration TEST SUPP
15575 Lundy Phuny

Dearborn , M 48126

United States

one: +1 (313) 3221816

Fax:
Email: SFordso@Ford.com

uniteq srates

Supplier VAT

Tax Exchange Rate

Exchange Rate from US™*
Dollar to British Pound -

0.7292 |

Reszubmit Rejected
Invoice g

Add to Header

» Contact Mailbox payariba@ford.com

Process Flow

Back to Index eyt

h and reach out to appropriate teams for Aurora Supplier payment issues
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My Invoice Was Rejected With Exception
“PO Received Quantity Variance”

OVERVIEW Audience: Requisitioners & Suppliers

Document Purpose

= This document will help suppliers understand & seek help related to invoice exceptions &
requisitioner to take next action in Ariba Network

Issue

Invoice Related Error - PO Received Quantity Variance Exception

Fix
Topic 1: View Exception — Quantity Variance (Requisitioner Only)
Topic 2: Contact Help Desk (Supplier Only)

Topic 1: View Exception — Quantity Variance (Requisitioner Only)

This exception is caused when the invoice quantity is greater than the quantity quoted /
entered on the receipt

— A. The details of the error are
QF!(L.!;)H(,-(L\ Line View Approval Flow Reference History displayed in the IR document
- Exceptions Tab

IRINV04052019-10834
B. To view exceptions, select

Invoice ID: INVINV04052019-10834 the “All Exceptions” tab
lnvoice From AVAYA INC on Fri. 05 Apr. 2019

Invoice Type Purchase Order
Purchase Order(s) PO19100886

IRINV04052019-10834

Header Information ¥ e
Assigned To Me (0) "—l' All Exceptions (2 Invoice ID: INVINV04052019-10834

Invoice From: AVAYA INC on Fri, 05 Apr, 2019
There are no exceptions assigned to you on this invoice Invoice Type: Purchase Order
Purchase Order(s). PO19100886

C. Select “View Details” to see
more information Header Information ¥

oo . . Assigned To Me (0) All Exceptions (2)
Note: If the Quantity invoiced is greater

than the quantity booked in the receipt, a PO Received Quantity Variance
‘PO Received Quantity Variance’
exception will appear on the invoice Order - PO19100886

Office Chairs

1 View Details ¥ Referencey & S

s
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My Invoice Was Rejected With Exception
“PO Received Quantity Variance”

Line View Aggroval Fiow Reloar e Pedory

IRINV04052019.10834

D INVINVOIOAN 19 10834

AVAYAINC on Fr 05 Age. OV9

oot iommeten'® Supplier Invoice

| pesTern® ABaictaan amount /quantity

PO Received Quantity Variance »

View Dwtads ¥ Roter v v

Tax Calculation Failed

h-- G :

View Detals v Reteronce ¥ -

D. Check the Quantity against Amount / Quantity
Expected Quantity to identify what Received in
needs to be reconciled Aurora

E. The quantity / amount that the
supplier invoiced for will appear on Note: If you get this exception, you will need to
the ‘Quantity’ or ‘Amount’ line either adjust the receipt or amend the PO to clear
the Invoice Reconciliation.

F. The ‘Expected Quantity’ or the
‘Expected Amount’ is the quantity
or amount that has been received in
Aurora

Topic 2: Contact Help Desk (Supplier Only)

This exception is triggered in two scenarios:

m Receipts Not Booked / Under Booked Supplier Overbilled

Requestor to book the receipts in Aurora 1. Supplier to raise a credit memo
2. Payables should approve the credit
memo to match the invoice

Respective Requisitioner payariba@ford.com

Note: When this exception is triggered, the invoice reconciliation is assigned to the respective
requestor

Additional Support » Contact Mailbox payariba@ford.com M éﬁ

Page 57

For more details, please refer to Module 14 -
Receiving Training
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https://azureford.sharepoint.com/sites/AuroraOCM/P2P%20QRGs/Ford%20Aurora%20P2P%20-%20QRG%20504%20-%20Receive%20Against%20a%20Purchase%20Order.pdf
https://pur.extspt.ford.com/sites/AuroraOCM/P2P%20QRGs/Ford%20Aurora%20P2P%20-%20QRG%20501%20-%20Amend%20a%20Purchase%20Order.pdf
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My Invoice Was Rejected With Exception
“Quantity Variance”

OVERVIEW Audience: Suppliers (EU ONLY)

Document Purpose

= This document will help suppliers understand Invoice related exceptions in Ariba network
providing additional insights to seek help.

Issue
Invoice Related Error - Quantity Variance Exception

Fix
Topic 1. Contact Help Desk (Supplier Only)

Topic 1: Contact Help Desk — Quantity Variance (Supplier Only)

This exception is specific to Europe.

> If there are any exceptions for quantity variance, the invoiced quantity is more than the PO
guantity or available balance in PO

> If there are any relevant credit notes pending with Accounts Payable, the credit note must
first be approved

This exception is triggered in two scenarios:

m Supplier Invoiced Quantity Is Correct Supplier Invoiced Quantity Is Incorrect

Requestor/Buyer should amend the PO Invoice to be rejected and supplier
to reflect the correct quantity should resubmit the invoice with correct
quantity

Respective Requisitioner payariba@ford.com

AelelbiterzlbSialelolg » | > Contact Mailbox payariba@ford.com
i g4
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My Invoice Was Rejected With Exception

“Under Price Variance”
OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers understand Invoice related exceptions in Ariba network
providing additional insights to seek help.

Issue

Invoice Related Error — Under Price Variance Exception
Fix
Topic 1. Contact Help Desk (Supplier Only)

Topic 1: Contact Help Desk — Under Price Variance (Supplier Only)

Note: This exception is triggered only for manually processed invoices.

Under Price Variance Exception is triggered either due to a difference in PO
price and Invoice price

» This exception will be assigned to Buyer for review and the Buyer only will be able to act on
this exception

» When this exception is triggered for an invoice, the invoice is assigned to the PO buyer

This exception is triggered in two scenarios:

Scenario Unit Price Quoted By The Supplier | Unit Price Quoted By The Supplier
Is Correct Is Incorrect
1

Action Buyer to amend the PO with correct . Buyer should reject the invoice
price. Then, the invoice will clear from 2. Supplier should re-submit with
exception correct unit price
3. If the supplier resubmit the invoice
again manually, then payables
should reprocess the invoice

Contact Respective Requisitioner payariba@ford.com

» Access Ariba Support docs here
» Contact Mailbox payariba@ford.com

Additional Support

s
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My Invoice Was Rejected With Exception
“PO Received Line Amount Variance”

OVERVIEW Audience: Requisitioners & Suppliers

Document Purpose

= This document will help suppliers understand & seek help on invoice related exception &
requisitioner to take next action in Ariba Network

Issue

Invoice Related Error — PO Received Line Amount Variance Exception

Topic 1: View Exception (Requisitioner Only)
Topic 2: Contact Help Desk (Supplier Only)

Topic 1: View Exception — Amount Variance (Requisitioner Only)

This exception is caused when the invoice amount is greater than the amount available
on the PO / entered on the receipt

|_F , o AU o A. The details of the error are
CxXceptions ne vView ova elerence slory . .
e_ displayed in the IR document -

& Exceptions Tab
IRINV04052019-10834

B. To view exceptions, select the
“All Exceptions” tab

Invoice 1D INVINV04052019-10834
Invoice From AVAYA INC on Fri, 05 Apr, 2019
Invoice Type Purchase Order

Purchase Order(s) PO19100886 C. Select “View Details” to see
more information
Header Information ¥ e

Assigned To Me (0) —I All Exceptions (2)

IR60392-113556

There are no exceptions assigned to you on this invoic
oice ID INV60392-113556

Invoice From MARXMODA on Fri, 20 Mar, 2020

. . Invoice Type Purchase Order

Note: If you get this exception, | puchase Orderts) PO1946076

you will need to either adjust

the receipt or amend the PO to | Header information ¥

clear the Invoice

T Assigned To Me (0) All Exceptions (3)
Reconciliation.
. PO Line Amount Variance
For more details, please refer
to Module 17 — Receiving & Order - PO1946076
Invoice Reconciliation training Per Marx Moda proposal 60857 dated 12/16/19 - fabricate Lobby decorative accent wall panels

][ View Details ¥ | Referencey & &

s
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My Invoice Was Rejected With Exception

“PO Received Line Amount Variance”

Topic 2: Contact Help Desk (Supplier Only)

Supplier Claims Higher Amount
Than The Receipted Amount

Offset With Other Invoice

No Receipt

The Relevant Credit Note Is
Pending With Accounts
Payable

requestor

Note: If the invoice amount is greater than the amount available on the PO, a
PO Amount Variance’ exception will appear on the invoice

This exception is triggered in four scenarios:

e R

1. If the supplier's claim is Respective Requisitioner
incorrect the Invoice is
rejected

2. If the supplier's claim is
correct - Receipt to be

added

Review the correctness of the
invoice offset with the receipt;
receipt needs to be booked for
the Invoice released
inadvertently; then the new
receipt will be used to release
the pending invoice

Respective Requisitioner

Requisitioner to enter receiptin  Respective Requisitioner

Aurora

Accounts Payable has to payariba@ford.com

approve the Credit Note

Note: When this exception is triggered, the invoice reconciliation is assigned to the respective

» Contact Mailbox payariba@ford.com

Back to Index Process Flow

FEATE

s
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My Invoice Was Rejected With Exception
“Invalid Invoice Date”

OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers understand invoice related exceptions in Ariba Network
providing additional insights to seek help.

Issue
Invoice Related Error — Invalid Invoice Date Exception

Fix
Topic 1. Contact Help Desk (Supplier Only)

Topic 1: Contact Help Desk — Invalid Invoice Date (Supplier Only)
Effective March 2020, This System Issue Was Fixed;

The supplier should send a manual invoice to accounts payable explaining the reason (only
for invoices rejected prior to this fix and yet to be paid)

v Contact Help Desk payariba@ford.com for assistance

Note: You may also contact the requisitioner to have the exception cleared on the PR

Invalid Invoice Date (Original)

Frii A/A/2000 12:0%
M network_accounts@ariba.com <ordersender-prod@ansmtp.ariba.com=
Rejected - Invoice INVALIDINVDATE - to Ford Motor Company - TEST [ANID: ANDU0S33BE770-T) - Motification from Ariba Metwoark

) Ehck e b downlcad picterei. Ta help arotect your grivacy. utlook prevemied aslomatic download ol iome picdenei in thih meiiage

[ Ropiick o ing
gk om0 hoverlons

Yaur customer Ford Motor Company - TEST updated your invoice on Ariba Network.

Wiana can view tha imeoioe 0 your online Outbox (ANID: AROISEEC00542-T)

Country CA

CUELImET Ford Maotor Compary - TEST
Irnvesice it INVALIDINVDATE

Irvoica Status Rejected

| Rejecied Reason: Header Laved Exceptons. Imvalid Invoice Daba (Original Ordered Dale) The date on the invoice is before the oniginal ordened date.—

Farial Amaunt [EE]

AleliilensizlESlilerslel e » | > Contact Mailbox payariba@ford.com
—— -
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My Invoice Was Rejected With Exceptlon
“Invalid Invoice Date i
OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers understand invoice related exceptions in Ariba Network
and take appropriate next action.

Issue

Invoice Related Error — Invalid Invoice Date (Original Order Date)
Fix

Topic 1: Contact Help Desk

Topic 2: Resubmit Invoice

Topic 1: Contact Help Desk — Invalid Invoice Date (Supplier Only)

The invoice is automatically rejected, when the invoice date is prior to the original PO date

» Supplier will receive an automated email message
» Supplier must resubmit the invoice with the invoice date on or after the original PO date

» Please contact payariba@ford.com for further assistance

Invalid Invoice Date (Original)

Fro 2404/2000 12:1%
N network_accounts@ariba.com <ordersender-prod@ansmtp.ariba.com=
Aejected - Invoice INVALIDINVDATE - to Ford Motor Company - TEST (ANID: ANDI0S33BE7T0-T) - Motification from Ariba Network

) Click harw to downlcad pictores. To halp protect your privacy. Qutiook prevenind sviomatic downlosd of some pictores in this message

Four cus tomer Ford Motor Company = TEST updated your inecice on Ariba Network.

You can view fhe irvoice m your online Outbor (ANID: ARG14365099642-T)

Couniry oA

Customar Ford Motor Company - TEST

Irrvoic num s INWALIDINVOATE

Irvoics Status Rejected

Reejecied Reason: Header Level Excepbons. Irvalid Invoice Date (Original Grdered Date) The dale on the inveice is before the ciginel ordered date.—
Farmal Amaunt [NE]

s
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My Invoice Was Rejected With Exceptlon
“Invalid Invoice Date i
Topic 2: Resubmit Invoice
Create Invoice Purchase Order

1. Loginto your Ariba A. Open the PO to see Tax details
Network account

B. Under Order History tab, “Submitted On” date

2. Openthe PO details can be viewed
3. Create Invoice C. Create Invoice
o" Q ” -
Create Invoice™ occurs twice... date should be on or after the PO
section date

SAP Ariba Network Enterprise Account  TEST MoDE @
e Purchase Order: PO20961 “

Sp—
Order Detail Order History e
.

Purchase Order: PO20961 From Customer: Ford Motor Company - DEV
Quder Sranie New Routing Status: Sent
Submitted On: 15 Apr 2020 8:18:38 AM GMT+05:30

History
Status Comments Changed By Date and Time
Update Invoice D. Make sure Invoice Date is same as Submitted On date
Create Invoice ‘ Update ‘ | Save | ‘ Exit ‘ Next

¥ Invoice Header * Indicates required field Add to Header

Summary
Purchase Order: P0O20961 Subtotal: $400.00 USD View/Edit Addresses
Invaice #:* | | Total Tax: ~ $0.00 USD
" Total Gross Amount:  $400.00 USD
Total Net Amount:  $400.00 USD
Invoice Date:* 21 Apr 2020 ur Amount Due:  $400.00 USD

Service Description:

Supplier Tax ID:

Damir Ta: VALK 2. DIIRICAKL INS _ TECT

e » Access Ariba Support docs here
Additional SUpport » Contact Mailbox payariba@ford.com
s
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How Can | Tell Which “Tax Type”
To Select On My Invoice?

OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers select the appropriate tax type during invoice creation

Choose Appropriate Tax Type For Invoice Creation

Step 1: Open PO & Create Invoice
Step 2: Apply Tax details

Topic 1: Open PO & Create Invoice

Create Invoice

Login to your Ariba Network account

A.

B. Openthe PO
C. Create Invoice
D.

Update Invoice header section

Note: The Supplier will populate mandatory fields marked with an asterisk (**’).
Many fields will populate automatically from the PO

Test Mode

Help Center »

Ariba Network

| |Purchase Order: PO18178 |- The selected PO number

v Create Order Conﬂrmatiuri”»»rg'ﬁreate EUTNGIEE &) Create Invoice
Standard Invoice The Supplier can create the:

V7' Print Download PDF Export cXML gwnload | Resend

Order Detail Order History ) ) ‘Standard Invoice’
Line-ltem Credit Memo - 1 .
Line-Item Credit Memo
Line-ltem Debit Memo ‘Line-ltem Debit Memo’
[* Invoice Header Tor - Oude

The Supplier will create the*
Standard Invoice’

Ford TosSupplier 1 - TEST

210 Sixth Ave,
Pittsburgh, PA
v ” United States

S Purchass Ovdes;  POS1TE ?h"“e‘
ax:
v J 12y ErmatyNoReplyAribaCS@aribate
levvoben Dale * 22 My 2018 m ‘Line-ltem Debit Memo’ is not Sent
Ramil To  Ford Tesd Suppliac 1 - TEST The Supplier populates enabled s. Sen
Pittibergh, PA ‘ . 7
Pitsburgh. P Invoice number’ and scroll
BT Foed Wers GmBH down to ‘Supplier VAT section

Kigin
Ty

aip From Foed Teat Sepplisr 1 . TEST

o kg ‘Ship From’ if required w
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Additional Fields

Supplier Account ID #:
Customer Reference:
Supplier Reference:
Payment Note:

GE Germany lo
Supplier: GE Germany log

Berlin

Germany
Tax paid through a Tax Representative

Supplier VAT |

Supplier VAT/Tax ID: DE456789

bb}ﬁﬁ“

How Can | Tell Which “Tax Type”

To Select On M

Topic 2: Apply Tax Details

Information Only. No action is required from the customer.

Service Start Date:

Service End Date:

Populate the ‘Supplier Commercial Ford Werke GmBH

Identifier’. (Only applicable for French
suppliers). This can be found in the

Kaln

Invoice?

View/Edit Addresses

The ‘Customer VAT/TaxID’ is
populated. This is Ford

Supplier Commercial*
|dentifier:

Tax Exchange Rate

Exchange Rate from US*
Dollar to Euro :

Add to Header v

0.8482 Q
N

L . » Germany =
suppliers local commercial registry where VAT/Tax ID required on the
the supplier is registered. invoice
Customer VAT
eCuslumer VAT(Tax ID:*
\ —
T Supplier Legal Form:* e
\

The ‘Tax Exchange Rate’
populated by default. Notfe: Tax
exchange rate is prepopulated

when the ‘Bill From’ base

currency differs from Invoice

B. Enter Customer VAT de

C. Add Supplier legal form

| Line Items

Insert Line Item Options

Tax Category

MATERIAL

@

A. Enter Supplier VAT details

Currency

D. Apply tax exchange Rate

tails E. Include relevantline items

F.

Enter quantity to invoice

The ‘Line Items’ section

L

Line Item Actions ‘ [ Delet

The ‘Quantity’ is an editable by the
Supplier. The Supplier cannot overwrite

Populate the ‘Supplier Legal
Form. This captures the legal
form of the Suppliers company.
E.g.LTD, BV
(only applicable for French
suppliers)

This is typically included as part
ofthe Company Legal name

other fields ofthe invoice as these have to EEEXTREI—=—..
match the PO
A% Shipping Documents Special Handling Discount
Part # Description Customer Part # Quantity Unit Unit Price Subtotal
Not Available Demo_Invoice_AC G 30 EA $650.00 USD $19,500.00 USD
-
The ‘Include’ toggle is used to  ZuEdElad Quantity Unit Unit Price Subtotal
include (or not to include) the 3 EA $700.00 USD $0.00 USD
specific line item on the invoice.
Note: the excluded line items
cannot be modified
=]
Update | | Save ‘ | Exit | “

e

Back to Index Process Flow
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How Can | Tell Which “Tax Type”
To Select On M

Invoice?

Topic 2: Apply Tax Details (continued)

Supplier VAT

Supplier VAT Tax ID:

Add 1o Header
°IE Items
N

Inesert Line e Options

—

\{ Tax Category:  Sales Tax

e_l Shipping Documents Special Handling

Descripiion Customer Part & Craaritiny Linit

asdfasd 1 )

ha. Include Type Pari #
1 3@ MATERIAL Not Available
Tax

Category:®  Sales Tax

Location:

Deseription:

Regime:

Line lem Actions I ‘ Delete

G hd Taxable Amount:
<

Rane{4)

Tax Amount:

Cusstomes VAT

Customer VAT Tax ID:

1 Line ltems, 1 Included, O Previously Fully Inveice

Descount

Unit Price

$1,100,000.00000 USD

$1,100,000.00 USD

Add to Included Lines

Subtotal

$1,100,000.00 USD

Remove

If sales tax is required, please follow steps below:
A. Scroll down to the Insert Line ltem options

Determine if transaction requires tax to be billed on invoice (i.e. DPP)

B. Click the Tax Category checkbox and select Sales Tax from the dropdown

C. Under Category field select Sales Tax (as per your specific country/region)
Example: Domestic transaction of Australia requires GST, EU countries requires VAT, etc.

If no tax required, do not input any values in the Tax Category or Category fields.,

Additional Support

Make sure you are logged in to your Ariba Network

» Access Ariba Support docs here
» Contact otcariba@ford.com

i

s

Back to Index Process Flow
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My Invoice Was Rejected With Exception
“W9 Error”

OVERVIEW Audience: Suppliers

Document Purpose

= This document is a step by step guide to help suppliers clear an EIN Tax exception

Clear EIN Tax Exception

Step 1: Determine Service Type & Request W9

Topic 1: Determine Service Type & Request W9

Show Item Details m

Line Items
Line # Part # Customer Part # Type Retum Revision Level Qty (Unit) Meed By Unit Price Subtotal Tax Customer Location
1 Not Material 1 31 Mar £750,000,00 £750,000.00 £0.00 USD Details
Available Amount- 2021 UsD uso ej
Based —
Line
Line ltems
Description:  Term: 040172020 - 03/31/2021
Prior PO: ADL PO19 125513; Note: Service Indicator = “YES” triggers W-9/1099 review
i synervonizaton, vee vy guensy. most| | Correcting the Service Indicator flag will clear the exception
- Enables synchronization, create by gateway, modify
A. Under Line B. Service o
items, clickon  Indicator is o
H H Task10p ey on e raerprae o veam on Gateway Add on or
Details listed under s N weals By S, R e 6 e,
Other
. St
Informatlon 0 Invoiced Amount: $0.00 USD
» . - 7] 7] 1 Unconfirmed
C. If service indicator = “Yes” and
Tax
1. Supplieris NOT providing a P e e -
service, contact the Buyer e » mpmaome noam
2. Supplier IS providing a G
service, please provide the e dona s il
W9 Req. Line No 1
Qe e Secerne 5. )
U Request a W9 form from the PRNe.  PRIOISILS
supplier because they’re 1099 srcrcmecer il oy
. Incoesms Name Not Applcable
applicable e‘ St Wk T
U] Send the completed W9 form to ~th o
Ann Heckler (Accounts Payable) e i Name, | Warape-Romain 68 €
v

& Tami Lopez (OTC)
U In the Subject line of the email, please include the Supplier's GSDB code — this will help to
expedite the request

Additional Support » Contact Mailbox otcariba@ford.com éﬁ
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My Invoice Was Rejected With Exception
“Invalid Tax Point Date”

OVERVIEW Audience: Suppliers

Document Purpose

= This document is to help suppliers understand Invoice related exceptions in Ariba
network and provide additional insights to seek help.

Issue

Invoice Related Error — Invalid Tax Point Date Exception

Fix

Step 1: View Exception & Contact Helpdesk
Step 2: Resubmit Invoice

Topic 1: View Exception & Contact Helpdesk

The invoice is automatically rejected when the date of supply is after the invoice date

» Supplier will receive automated email message

» Supplier must resubmit the invoice with correct tax point date

v" Contact payariba@ford.com for further assistance

Invalid Tax Point Date

N network_accounts@ariba.com <ordersender-prod@ansmtp.ariba.com>
Rejected - Invoice INVALIDTAXPOINTRE) - to Ford Mator Company - TEST (AMID: ANOI0S33BE770-T) - Matification from Ariba Netwark

) Click bere 1o downinad pitures. Ta belp protest your privacy, Outisok prevenbed auomatc dewnload of ssme pictune is this message.

[x] Mghiociek or g wad
e

Wi cuas LT Fard Miador Company - TEST updated your imvaice an Ariba Netwark

You can view thea iveoice in your onne Cuie; (ANID: ARIALIGEG0G2-T)

Coanny CA

Castnmar Fard Mrior Company - TRST

Irmvpice ramibes INVALIDTAXPOINTRES

Irmvoics Stalus Rejecied

[Fremeere [Ee e Harder Leval Excaptions: Irivaalict Tax Paint Data Data of Supply ('liu_' point data) shauld nat be greates than Invoica Dieieling fem: Line Nurnbar 2 Part Numbar: Descripton Tax
: Exceplions. Tax Calculation Failed Tax cannol be calcubabed Tor Bhis imegion because i mmoics dala does nol mabch a valid Ly, configuralion

Partisl Aot L]

s
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My Invoice Was Rejected With Exception
“Invalid Tax Point Date”
1. Create Invoice 2. Invoice Header

A. Enter Invoice Date

A. Login to your Ariba Network account

B. Openthe PO B. Populate Date of Supply also called
Tax Point Date

_______________________________________________________

i » Tax Point Date should be on or before the
i Invoice Date
» If the Tax Point Date is after the Invoice Date,

C. Create Invoice

D. Update Invoice header section

After completing steps above, follow

. . , the Invoice will be auto rejected with the
instructions to update Tax details

message ‘Invalid Tax Point’ Date

SAP Ariba Network Enterprise Account TEST MODE @

Create Invoice ‘ Update | | Save ‘ | Exit ‘ “

¥ Invoice Header * Indicates required field

Summary

Purchase Order: P0O20961 Subtotal: $400.00 USD view/Edit Addresses
Total Tax: $0.00 USD
Total Gross Amount:  $400.00 USD

Invoice #:* {
Total Net Amount:  $400.00 USD
Invoice Date:* | 21 Apr 2020 Amount Due: $400.00 USD

Service Description:

\/ Tax Category: | 139% HST 4 Shipping Documents Special Handling Discount Add to Included Lines

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 @ MATERIAL Not Available Adhoc test 40 EA $10.00000 USD $400.00 USD
Tax Category. * Y% . Remove
gory:* | V) Taxable Amount: | $400.00 USD
05)-
Location: Rate(%):
Description: Tax Amount:
Regime: v Exempt Detail: (no value)

Date Of Pre-Payment: el Date Of Supply:* 21 Apr 2020 12:00:00 A

Triangular Transaction

Law Reference:

» Contact Mailbox otcariba@ford.com

s
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My Invoice Was Rejected With Exception
“Invalid India GST Invoice Number”

OVERVIEW Audience: Suppliers

Document Purpose

= This document is to help suppliers understand Invoice related exceptions in Ariba
network and provide additional insights to seek help.

Issue

Invoice Related Error — Invalid India GST Invoice Number

Fix

Step 1: View Exception & Contact Helpdesk

Step 2: Process for Invoicing - Invalid India GST Invoice Number

Topic 1: View Exception & Contact Helpdesk

When the supplier has submitted invoices with an Invalid GST number, the invoice will be auto
rejected instantly. Based on the reject notification Supplier must re-submit the invoice.
v" Please contact payariba@ford.com for further assistance

Topic 2: Process for Invoicing - Invalid India GST Invoice Number

Ariba N rk

This is the ‘Home’ page when the
Supplier logs onto the AN

The Supplier can search for Orders .
b}l' Entering the “Order Number’
Purchase Order by Amount

. “
NS0 000E e

. This view also shows a surmmary of I
' the Suppliers ‘Purchase Orders’
received ‘by Amount’ over time

43,0008

4 T
Maw Purchasa Orers to Confimn Deears fo Ship Cndiers Phart Nisind Collabaration Ware
rers Aequests :

All of the “Orders, Inveoices and
= Payments’ relating to the particular

usl 0T Saaiues "ol ale | Admied ALK L o
Fard Woter Company - TEST HMew Undisclosed 17 May 2014 000 GEP Sedect E Supp“er w'" be IIStea fnr mem tu 5e€

Orders and Releases Collabaration Rediiests, MNolifications Receipls Pending Queue

Orders and Releases

The Supplier selects ‘Inbox” page
Orders and Releases ltems to Ship lists all POs received on AN

» Search Filters

The Supplier selects the PO for
which the invoice needs to be

Orders and Releases (100+) created

e Nuar v Casstor migulrie p To Addre Orclering Add ollabaration Request Amount ate |
Ford 0131A - FORD-

[ Orde
Motor WERKE GMBH A =
Q1817 N i !
[ ] Order PO181TE 1 Company KOELN Mol Specified §21,600.00 USD 22 May 2018 Mew
- TEST Garmany

2ag0 11



mailto:payariba@ford.com

My Invoice Was Rejected With Exception
India GST Invoice Number”

“Invalid

Yot 1 v!q ! [NENIEN & Croate Involcn v Print Download POF
Standard Invoice
Order Detail Order History B tecs Cral Mo
| Line-ltem Debit Memo |
From:
Ford Werke GmBH

Buchhaltung D-NXUN-3C6
Heney Ford- Stralle 1
50735 Koin United States
Phane

Germany Fax

Payment Torms !
NET 45

The selected PO number

Email. NoReplyAribaCS@ariba ds

Export cXM| 2 ba-
The Supplier can create the:
‘Standard Invoice’

‘Line-ltem Credit Memo’
‘Line-ltem Debit Memo'

0

The Supplier will create the*
Standard Invoice’

‘Line-Item Debit Memo’ is not

enabled

Invoice Number: No spaces or symbols are
accepted except “-“ and “/”

B. Invoice Date: Invoice date can be back dated up to
10 days

C. Service Description: As per PO or supplier's
discretion

D. Supplier Tax ID: Your Company’s Tax/VAT ID

2. Invoice Header

Note: There are two fields in the
invoicing screen:

» Invoice number field

» Tax invoice number field

If there is any mismatch between
these two fields, the invoice will
be auto rejected instantly

* Invoice Header

Summary
Purchase Ooder:

PO1BITE
129

ico ¥ *

t Dot * 22 My 2018 (3

Ford Test g.upphl 1-TEST

Pitsburgh. PA
United States
Ford Werke GmBH

2

Koiin

Germany

1 Food Test Supplier 1 - TEST

Pitsburgh, PA
United States

The Supplier populate “Invoice
number’ and scroll down to
‘Supplier VAT section

Amount Due:

The Supplier will update the “Ship

Subtotal:  §41,600.00 USD
30,00 USD
521,600.00 USD

From’ if required

o M3A
KOELM

Ship

FORD-WERKE GMEBH

Gemany
Raenas Sodipo
01314 - FORD-WERKE GMBH

Deliver Ta

s
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My Invoice Was Rejected With Exception

“Invalid India GST Invoice Number”

" , O Key four mandatory fields for suppliers
3. Additional Fields operating in India

Additional Fields
Infiormation Onty. No action is required from the customer. '\o(\
Supplier Account 1D #: . 66 Senace Start Date: =]
o
Customer Referénce: \O« Service End Date; 5-
‘\9
Suppler Reference: \:a\
Ve
Payment Note: (\ﬂ
V Customer:  Ford Credit India Private LTD
POBOK 400033 v (\\0‘
Supplier: PO BOX 400033 0«6 ﬁ;ﬁmﬂﬂ
MUMBAI $ India
Maharashira oo Email
India

4. Additional India -l Below 4 fields are mandatory
i O If any field information is missing, the
invoice will be rejected.

1. Supplier GSTIN Your Company’s Tax/VAT ID
2. Customer GSTIN Ford’s GSTIN (as per PO)
3. Tax Invoice Number Same as Invoice Number in the header section
4. Place of Supply Select the Destination State
Additional India Specific Information
Supplier GSTIN: | Z7ARACMT090HLZC Customer GSTIN: | JIAAACMTOR0HLZ!
Tax Invoice Number;  INVPOLT2133 Place of SUPBIY: | Tamil Nadu IN-TH]

s
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My Invoice Was Rejected With Exception

“Invalid India GST Invoice Number”

Back to Index Process Flow

: India Specific (Tax for India)
5. Line ltems : : o .
Tax related information are updated in this section

A. Check the box for Tax Category to be enabled
B. Select correct Taxes for India option (in case of multiple GST, select respective tax type)
C. Press the button Add To Included ltems
D. Input the Tax Rate (tax amount will automatically calculate based on Tax Rate)
E. Input HSN/SAC Code
F.  Click Next
Line [tems o
et L Hem Opstior.

Ql o | TexComgery Jeranciard o Seections.

Addckticnal |l L;#

R Wishholding Tax Beree
L e f — Itgras G5T
S
Line ltems - - B
Ieet Lines e Optisres
\" Lk integeated LET shipping Documenty
1 3. H.;-"UI-L Hcl f‘-a!'.able I;IJI-!-I;N'I:H STATE IGET - 50 EA 100000000 IMR 5.000.00 IN9
Lo 7" Inbegraned GST Q ¢ 500000 INR e
7 fins 58 I
o To dmount: | ETRIEAITS]
sickticnal Frldh, G WEAC Code | CSLD
L
h ......
s
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My Invoice Was Rejected With Exception

“Invalid India GST Invoice Number”

SAP Ariba Network Enterprise Account TESTMODE

Create Invoice

6. Review & Submit

India Specific (Tax for India)
Review all the information and submit

m

Confirm and submit this doct ewill

T

Tax ID of Supplier. 27AAACMT7090H1ZC

BILL FROM:

GMADB - MOVING SYSTEMS INDIA PRIVATE LIMITED - TEST

Postal Address:

PO BOX 400033

MUMBAI

IN-MH 400033

India

GST ID: 27AAACM7080H1ZC

SHIPPING INFORMATION:

SHIP FROM:

GMADB - MOVING SYSTEMS INDIA PRIVATE LIMITED - TEST

Postal Address:

ing to the countries of origi

g g P
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 the archiving service.
Tax Invoice
Invoice Number: INVPO172133 Subitotal: '5,000.00 INR
Invoice Date: Saturday 7 Dec 2019 12:00 PM GMT+05:30 Total Tax: 900.00 INR
Original Purchase Order: PO172133 Amount Due: 5,900.00 INR
REMIT TO: BILL TO: SUPPLIER:
GMADB - MOVING SYSTEMS INDIA PRIVATE LIMITED - TEST Ford Credit India Private LTD PO BOX 400033
Postal Address: Postal Address (Detault): Postal Adcress:
PO BOX 400033 3RD FLR,BLDNG 10C,DLFCYBERCITY PO BOX 400033
MUMBAI DLF PHASE Il MUMBAI
IN-MH 400033 GURGAON IN-MH 400033
India HR 122002 India

India
Address 1D: 4089

CUSTOMER:

Ford Credit India Private LTD

Postal Address:

3RD FLR,BLDNG 10C,DLFCYBERCITY
DLF PHASE Il

GURGAON

HR 122002

India

Address [D: 4089

SHIP TO:

FKARE - FORD INDIA PRIVATE LTD / ASSEMBLY PLANT

Postal Address (Default):

Note: Please refer to Invoicing Module for more information

» Access Ariba Support docs here
» Contact Mailbox otcariba@ford.com

e
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J

How to Find the Remittance Details in Ariba?

Document Purpose
This Document will help the Supplier to find the Remittance details of the submitted invoices.

Where are Remittance details located

Issue

Fix
Step 1: Locate The Remittance
Step 2: Find reference documents

1: Locate the Remittance

A. Login to your Ariba Network account

B. Select the Remittance tile on the workbench

/ )l Y LYy —l N

Overview  Getting started

i1 0 0 0 |{°00. | .e

Collaboration Requests New orders Orders Rejected invoices Remittances More

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days

2: Find the Reference Information

A. Click on the Transaction # to find the reference documents

Remittances (1)

Transaction # Customer Payment Date Accoun t ID Method Reference Number Gross Discoun t Adjustment Net Difference Status Routing
Ford

1406606614 Motor 28 Jul 2021 Wire 1170003 2,000.00 THE 0.00 THE 0.00 THE 2,000.00 THE 210.00 Paid Sent
Company THE
- TEST

Additional Support | > Access Ariba Support docs here

LIS (RIS, LLIEREISNY, -\ rcach out to appropriate teams for Aurora Supplier payment issues
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My Invoice Was Rejected With Exception
“Tax Variance”
OVERVIEW Audience: Suppliers

Document Purpose

= This document is to help suppliers understand Invoice related exceptions in Ariba
network and provide additional insights to seek help.

Issue

Invoice Related Error — Tax Variance

Fix

Step 1: View Exception & Contact Helpdesk

Topic 1: View Exception & Contact Helpdesk

The exception due to Tax Variance means the supplier has claimed more tax value than the
Ford Internal Tax engine has estimated (Vertex).

Assigned To Me () Al Excaplions (1)
Owver Tax Variance.
Note: Tax based on the invoice and Vertex
Ower Tax Variance only. Exceptions will occur if the difference
between Tax on the invoice and Vertex
Ordar - PO1BITS Invoice Lina Na. -1 Gﬂfcufﬂﬁﬂﬂ IS EDGVE' fhf.' 31 Ir']‘fESﬂﬂM
Tax Civebir Ling No. 1 -

J Tax Amount : 50.00 USD

Wiew Details = Reference ¥

The View Details and Reference tabs can
be viewed for each listed exception line
2 item. See the next page for more details

Involce Line Mo
Order Lina

Order - PO181TE
Tax

Wiew Dhetalls = Relerence g

This exception is triggered in two scenarios:

If Supplier Quoted Tax Rate Is Ford global tax team will accept  otcariba@ford.com
Correct the invoice and clear the
exception

If Supplier Quoted Tax Rate Is Ford global tax team reject the otcariba@ford.com
Incorrect invoice and ask the supplier to
re-submit the invoice with

correct tax details '?‘z
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My Invoice Was Rejected With Exception

“Tax Variance”

Owarr Tax Variance .
Tax Variance
Order ; PO1ITS Invoice Line No. - 1 Vax Amount 5475500 eXCGption IS
Owder Line Mo -1 N
Expected Tax Amount S0 00 USD t . d h
r ereda wnen
Hide Detalls & Raference: = & ] h g g d
- the expecte
oo = Mhat 0 Sen ~
IR Line Details = = o
SEts 5 = - 2 tax amount
Raferance Date T, 22 May, 2018 (1 d 0 es n Ot
Coommodity Code COMPUTER MAINFRAMES & DIST. DATA SERVERS
v match the
Matchad To.  Mem 1
Supplier Part Number Mot Available am O u nt fro m
Supplier Aundiliary Part 1D H
. the supplier
TaxPFoinDatel|
Manied Tax Code
Lew Article Code
Tax Polnt Date
Tax Info Details
lax Type. Value Added Tax
Tax Code: DEVNTOO00D
Arcrual
Expected Tax Rate- 0%
Tax Rate: 23%
lamable Total  519.500.00 USD
Expected Tax Amount  S0LD0 USD
Oner Tax Variance
Owder - POIB1TE Ivoice Line Mo, -1 Tax Amaurd $4,465.00 USD
Tax Order Line Ho. -1 Tax Code:  DEVNTO000

Expected Tax Amaunt SJDDL'I usD

View Detais ¥
Select ‘Reference’ o see the ‘Reference

R ) Documents’ linked to this IR: Invoice, PO, All
Reference Documents

e
Mo. T Description ity Uit Price Discount Charges Taxes Gross Amount
1 Demo_lmvolce AC 30 each SE50 00000 SO

523 985 00 USD

Purchase Order

No 1 Description Oty Uit Prica Discount Amaount

1 Demo_lnvoice_AC e sach $650.00000 USD $19.500.00 USD
Involeed Cuantity T Ivwaiced Sumaunt Resconcibed Chamnlity fnciled Amaunt Ruircaiveed Qo ity Recaived Amound
30 £19 500 00 USD '] 000 USD [1] 000 USD

The ‘References’ are used to compare the
differences between the PO and Invoice io
show the origin of the variance

Additional Support
fi'a

Pags 16
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My Invoice Was Rejected With Exception
“Missing Withholding Tax”
OVERVIEW Audience: Suppliers - Canada

Document Purpose

= This document is to help Canada suppliers understand Invoice related exceptions in
Ariba network and provide additional insights to seek help.

Issue

Invoice Related Error — Missing Withholding Tax (Canada Only)
Fix

Topic 1: View Exception & Contact Helpdesk

Topic 2: Process for Invoicing — Adding Withholding Tax

Topic 1: View Exception & Contact Helpdesk

When the supplier misses adding withholding tax, the invoice will be rejected instantly. Based
on the reject notification, the Supplier must resubmit the invoice

» This is applicable only for CANADA suppliers

» Please contact payariba@ford.com for further assistance

Topic 2: Process for Invoicing — Adding Withholding Tax

1. Create Invoice 2. Invoice Header

1. Loginto your Ariba Network account After completing the invoice, follow
instructions to update Tax details
2. Open the PO P
3. Create Invoice A. Check box — Tax category and select
. . from drop down option
4. Update Invoice header section B. Update Tax details
Line |tems S
Insedt Line fem Optons
\ \{ Tax CABEOR: 134 HST Shipping Documents Special Handling Descoumnt Al 1o Included Lines
e~
Mo, Include Type Pari 2 Descnphon Customer Pt # CSuanbhy Unit Linit Price Subtotal
% MATERIAL Mot Aoralable Adhod 1851 ] EA £10.00000 USD £380.00 USD
T Calegony:* | 139 MST eq- ot | $300.,00 USD Riemawe
LGCamn REE 13
Description Tad AMOUNL | $49.40 USD

Regime

s
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My Invoice Was Rejected With Exception

“Missing Withholding Tax”

Lmount | $40040 USD

Taues
139 H5T
Standard Tax Selecions

Sabes
Caeson:® | 13% HET BOUNT | S380.00 LSO
WAT
GST e 12
HST rount: | 49,40 USD
PET
Q5T

UIsige

I Wirthholding Tax I

Crheer Tax

Corifigure Tax Menil

Y A
Al rviiuamins

C. From Regime dropdown option select Withholding Tax

D. Enter the Withholding Tax Rate and then Submit the Invoice

* Widhodding Tas | ; 8000 LS

Q ‘m

51 G000 UrSD

Note: Please refer to Invoicing Module for more information

» Access Ariba Support docs here
» Contact Mailbox otcariba@ford.com
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How Do | Set Myself Or Others Up To Work On

Collaboration Requests?
OVERVIEW Audience: Suppliers

Document Purpose

= This document is to help Ariba Network supplier admins set up Collaborative Request
access

Issue

Set Up Collaboration Request Access For Users
Fix

Topic 1: Create Custom Role

Topic 2: Add Users

Topic 1: Create Custom Role

A. Follow instructions “How Does Our Ariba Admin Create A Custom Role For Me?” to create
below roles as highlighted

Note: Only the account administrator can configure user role access
Permissions

Each role must have at least one permission

Page | 1 voo»

Permission Description

Archive Access View and search archived items A
Customer Administration Manage customer relationships

Catalog Management Set up and manage catalog-related activities

Catalog Account Executive Access to manage price file upload and customer specific catalog upload

Catalog Content Manager Access to manage master content upload, price file upload and customer specific catalog upload

Collaboration Request Access View collaboration requests

Collaboration Request Administration View and administer collaboration requests

Payment Profile Configure your payment profile

Topic 2: Add Users

A. Ensure the proper users have access to Collaboration Requests

B. Follow instructions “How To Set Up User Account in Ariba Network” for existing users in
Ariba network

C. If you need to add new users to Ariba network, follow instructions “How to Add
Additional/New Users in Ariba Network”

‘e » Access Ariba Support docs here
Additional Support > Click here to use Ariba’s Help Center ?ﬁ
 ack to ndexJill Process Flow]
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How Do | See Collaboration Requests And Assign
Them To People In My Company?

OVERVIEW Audience: Suppliers

Document Purpose

= This document is to help suppliers view and navigate Collaboration Requests in Ariba
network

Issue

View Collaboration Requests, Navigate And Assign Roles

Topic 1: View & Navigate
Topic 2: Assign Roles

Topic 1: Create Custom Role

A. Select —
Opportunities  *§
tab Calaborafon Reg

» Search Filters

B. Select

CO | I ab 0 ratl on Collaboration Requests

R eq u eS ts : Request# Tite Customer Recehved Date Purchase Order Amount  Status Assgned To

: PR216991-RIT3 Copy of PO test US Ford Motor Company - TEST 27 Dec 1021 7:38:18 PM Undisclosed Request Recened - Supplier Response Required
. . ] 0! EVB_VBBSE2785 Ford Motor Company - TEST 1 Apr 2021 6:29:55 PM PO21%88 $256 USD Proposal Accepted and Reguest Closed Kim Klebe
C . C I I C k th e I I n k Of ) PRI0105895-R2224 EVB_VB3682092 Ford Motor Compeny - TEST 4 Jan 2021 11:29:29 AM Undisclosed  Request Cancelled by Buyer Kim Kiebe
 ——
the Request -y

number

Topic 2: Assign Roles

The collaboration request can be assigned to another user
A. Select the check box to the left of the request number

B. Select specific user from drop down, click Assign

Collaboration Requests

D Request # Title Customer Received Date Purchase Order Amount  Status Assigned To
M PR216991-R2473 Copy of PO test US Ford Motor Company - TEST 27 Dec 2021 7:38:18 PM Undisclosed ~ Request Received - Supplier Response Required
N ~ D PR212022-R2308 EVB_VB8692785 Ford Motor Company - TEST 1Apr 2021 6:29:55 PM P021988 $256USD  Proposal Accepted and Request Closed Kim Klebe
D PR20105895-R2224 EVB_VB569209 Ford Motor Company - TEST 4 Jan 2021 11:29:29 AM Undisclosed ~ Request Cancelled by Buyer Kim Klebe

none

Kim Klebe

Make sure to login to your Ariba Network

Additional Support > Access Ariba Support docs here
 ack to ndexJill Process Flow]

» Click here to use Ariba’s Help Center éﬁ
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How Do | Respond To A Collaboration Request

Or Request More Details?

OVERVIEW

Document Purpose

appropriate action

Issue

Audience: Suppliers

= This document is to help suppliers work with Collaboration requests and take next

View Collaboration Requests, Navigate And Assign Roles

Fix

Topic 1: View Request & Action
Topic 2: Respond with Proposal
Topic 3: Compose Message & Send

A. Click on the envelope
to view the details of
the Collaboration

Topic 1: View Request & Action

Request
MName Date Submitted Status Qty UOM |
e ka4 Collaboration Request PR216991-R2473 Man, 27 Dec, 2021 Request Received - Response Required
1. Test UK 30 each Ur
This view shows the details of the CR including Description, Quantity & Amount
Collaboration Status - Test Collaboration - J11
) View o status of Pus colaboration reguost View all related documents and send and view Messages
B' CIICk Colaboration Request Last Message (0 massages urread) Sena Massago
Respond to : PRI0OCR2T.R2T oo o sty e
. e Test Colaboraton - J11
submit a ‘o Mon, 11 am 2018
proposal ik —
Current Documents Hide Detals 18
OR ||N.v'\n| Date Sutemtiod Statn Gy uUoMm Price  Tots Actons I
4 Colatoraton Reguest PRECOEZTR27TY Mon, 11 Jun, 2018 Request Recerved - Response Required f‘mwe Respond » I
) 1, Tost - Colab 411 1 each $100.00 USD $100 w0
B. Click Send a ¥ Lie s Dot
Message to S
request details G
or information e il B

Back to Index Process Flow
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Topic 2: Respond With Proposal

A. Click Respond under Actions

Codlaborate: Yes

All Messages

B. Select Respond with Proposal from dropdown

Current Documents Hide Details %
Name 1 Date Submitted Status Qty uUoMm Price Total Actions
s Collaboration Request PRS006627-R273 Mon, 11 Jun, 2018 Reqg Received - Resp Required $100.00 Use Respond «
1. Test - Collab J11 1 each $100.00 USD $10000v>~  Respond
v Line Item Details Send Message

How Do | Respond To A Collaboration Request

Or Request More Details?

Respond With Propasal

B‘

Dedling Request

sal
View

Messages

PR5006627-P162: Test Collaboration - J11

appear once submitted

Review the items you chose to include in your response. Click Include or Exclude next to an item o include it or exclude it from the proposal. More
Based on:  Collaboration Request PR5006627-R273 - Test Collaboration - J11 (current)
Include Or Exclude Items From Your Proposal
Selsction No. 1t Description Qty Unit Price Amount
?
G Included 1 Test - Collab J11 1 each $100.00 USD $100.00 USD
C. Review Included line items Supmit Message
Message: |
D. Click Next G
_ Attachments
E. Enter a message with proposal
Attachments - Entire Proposal
F. Add any attachments if applicable e @
G. Click Submit prov T/ T
H. A confirmation message will Q el At eRORIR. i
firy 2 You submitted Proposal PR5006627-P162 - Test Collaboration - J11 to! - TEST

ltems: 1 Total: $100.00 USD

L

sast Messane (Qessaoes unigad),

Th cand a macsana in the manastar rlick tha Send Messans link and antar uniir mas

s
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How Do | Respond To A Collaboration Request

Or Request More Details?

Topic 3: Compose Message & Send

A. Enter the Subject of your message along with the Message content you would like to send

to the Buyer

screen

Compose Message

B. Click Add to include attachments to your message

C. Click Send to send the message to the buyer (located at the top and bottom of screen)

D. Arecord of all messages related to this document are listed at the bottom portion of the

[

Create a new message that will be posted on the message board.

Lowes! Amount:  §3,900.00 S0
i SRS USD

Q All Messages

Sabject  test
From:  Masmy BBPHE &0 AM)
Refertce: Frogosal PREOJG4E-F158

ol

Y Subject: | |
Message:
Attachm enlsE - I[ Add
Li Hﬂ'n[lldt.l'lglrln R

Proposal Fank: 1013
Suppler Fank. 1013

Sand Message

Additional Support

Note: Multiple messages may be sent throughout the Collaboration Request process

Make sure to login to your Ariba Network
» Access Ariba Support docs here
» Click here to use Ariba’s Help Center

Back to Index Process Flow
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How Do | See Which “Status”
My Collaboration Request Is In?
OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers work with Collaboration requests and respond with a
proposal

Issue

Work With Collaboration Requests — Proposal Status
Fix

Topic 1: View Proposal Status

Topic 1: View Proposal Status

A. Navigate to Opportunities
B. Click on Collaboration Requests
C. View Status of the Collaboration Request

qqqqq

» Search Filters N—

Collaboration Requests
equest # Title Received Date Purchasa Order Amousie Status Assigned To
- 5t E TEST
8 E 85 F st
&

27 Dec 2021 7:38:18 PM Undisclos) R Response Required

1 Apr 2021 6:29:55 PM PO21988 $2.56 Ut P st Clos Kim Klebe

4 Jan 2021 11:20:29 AM Undisclosf Request Cancelled by Buyer Kim Klebe
Potential Collaboration Statuses

1) Request Received: Supplier Response Required - A new Collaboration request is in your Inbox.
The Buyer is awaiting your company’sresponse.

2) Awaiting Response from Buyer: Buyer is reviewing the proposal submitted.

3) Proposal Accepted By Buyer: Buyer has accepted all line items on the proposal submitted.
Note: Proposal Accepted may require additional approval within the buying organization. This
indicates an intent to pursue the proposal but is not finalized.

4) Proposal Rejected By Buyer: Buyer has rejected the entire proposal submitted. The supplier may
choose to resubmit a revised proposal until the request has been closed.

5) Proposal Withdrawn By Supplier: Your company decided to withdraw a proposal submitted.

6) Request Declined By Supplier: Your company declined to submit a proposal to the Buyer’'s request.

7) Request Canceled By Buyer: Buyer has decided to cancel the request. No further action isallowed.

8) Request Closed: The request has been closed through Buyer’s selection of an alternative proposal.
No further action is allowed.

9) Proposal Accepted & RequestClosed: Buyer has accepted your company’s proposal and
therefore closed the request. No further action is allowed.

o » Access Ariba Support docs here |
Additional SUpport > Click here to use Ariba’s Help Center,s ’%‘ﬁ
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How Do | Revise A Proposal to
Collaboration Request?
OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers work with Collaboration requests and revise a
previously submitted proposal

Issue
Revise a Proposal For Collaboration Request

Fix
Topic 1: View Request & Revise

Topic 1: View Request & Revise Proposal

Note: A proposal can be revised only if it has not yet been accepted by the customer.

A. From Opportunities, Select Collaboration Request

B. Click the Request # (Active link)

ho Ord Fulfillment [
» Search Filters
Collaboration Requests
Title Customer Recsived Date Purchase Order Amount  Status Assigned To
] er216991-R2473 Copy of PO test US Ford Motor Company - TEST 27 De< 2021 7:38:18 PM undisclosed  Request Recaived - Supplier Response Required
- = ) EvB_vBBsozTEs Ford Motor Company - TEST 1 Apr 2021 6:29:55 PM PO21388 $256USD  Proposal Accepted and Request Closed Kim Klebe
—
|_' PR20105895-R2224 EVE_VB5692082 Ford Motor Company - TEST 4380 2021 11:26:20 AM Undisclosed  Request Cancellad by Buyer Kim Klebe
L, AssignTo| none Assign
Collaboration Status - Test - Collab 03.05 - Counter Proposal Rank
View the stabes of this collsboration request. View all related documents and sond and view messages O DEEns i
Collaboration Request Last Message (0 messages unread) Send Message i
= To sand & message fo the nequestar, ciick the Sond Message link, and enfer your message. Messages arw shared only
Reforence 10 PREBOGAZE-RITY Bedwioan your cganabon and the buying omgamzaton R
espond w

Collaboration Tile:  Toest - Collaks 9305 - Cownder Propesal
Fak S0 Respand
Foquest Dale:  Moa, 5 Mar, 2015

Roquester  Alinal Send Message

Current Dacuments. Hide Details & Withdraw Proposal
Name 1 Date Submitied Status oty oM Price Total em“ Decline Request
= Proposal PRE0OSE26P158 Man, & Mar, 2018 Proposal Sent - Walting For Responsa £3,500.00 LSO Revize Froposal I
1. Test - Collab 03.05- Counier Propasal 1 each S325.00 USD 53500000 USD ~—— View
el Messages —|
Collsborate:  Yes N
¥ liom Bidding Infa Print
Lowest Amount  $3,500.00 USD Proposal Rank: 1 of 3 Create
Price:  $32500 USD Supples Feank 1al3
Alternativa Proposal

All Messages Send Message

Make sure to login to your Ariba Network

Additional Support > Access Ariba Support docs here A

» Click here to use Ariba’s Help Center

Page 67
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How Do | Withdraw A Proposal to
Collaboration Request?

OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers work with Collaboration requests and withdraw a
previously submitted proposal

Issue

Withdraw a Proposal For Collaboration Request

Fix

Topic 1: View Request & Withdraw
Topic 1: View Request & Withdraw Proposal

A. Goto Opportunities, Select Collaboration

Requests
B. Click the Request # (Active link)
C. Selectthe Respond button

. Enter a Withdraw reason & comment

. Click OK to complete action

Click Withdraw Proposal from dropdown

yment [ Create
» Search Filters
Collaboration Requests -
Current Documents Hide Details 1
Name 1 Date Submitted Status Qty uoMm Price Total Actions
+2 Proposal PR5006426-P158 Mon, 5 Mar, 2018 Proposal Sem - Waiting For Response $3.900.00 USCG Respond v |
1. Test - Collab 03.05- Counter Proposal 12 each $325.00 USD 53900000~ Respond
¥ Line tem Details Send Message
Collaborate.  Yes Withdraw Proposal I
¥ Item Bidding Info A\ e’ Dedline Request
-
Lowest Amount  $3,900.00 USD Proposal Rank 1 0f3 Revise Propossl
Price  $325.00 USD Suppler Rank:  10f3
View
Confirm that you are withdrawing this proposal
Messages
All Messages -
Proposal PR5S006426-P158 - Test - Collab 03.05 - Counter Propesal Rank Print
Subject:  test \
From: Maniy (era2| (\ ) . Create
Reference: Proposal PRS0064 Withdraw Reason (Select a Reason) v

Altarnative Pronasal

Withdraw Comment

Make sure to login to Ariba Network ’

Additional Support > Access Ariba Support docs here
—————————— > Click here to use Ariba’s Help Center ’%ﬁ
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How Do | Decline To Quote

A Collaboration Request?
OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers decline to quote a Collaboration Request

Issue

Decline to Quote a Collaboration Request
Fix

Topic 1: View Request & Decline

Topic 1: View Request & Decline to Quote

A. Goto Opportunities, Select Collaboration ik Decline Request from dropdown
Requests

Click the Request # (Active link) E. Enter a Decline reason & Comment

™

C. Select the Respond button F. Click OK to complete action

——

44444

» Search Filters

Collaboration Requests
Collaboration Status - Test - Collab 03.05 - Counter Proposal Rank

View the status of this collaboration request. View all related documents and send and view messages.

Cotaboration Request Last Message (0 messages unread) Send Message
" To send a message 1o the requester, click the Send Message fink and enter your message. Messages are shared on|
eiD. PR5006426-R274 behvean your rgan@abon and the buying orHENZEHON
the  Test- Collab 03 05 - Counter Proposal
Rank
tDate Mon, 5 Mar, 2018
stew Alina
Current Documents Hide Details %
Name 1 Date Submitted Statss Qy UOM Prica Total hons
\ o
5 Proposal PRS006426-P158 Mon. 5 Mar. 2018 Proposal Sent - Walting For Response $3,900.00 USD "m
1

Respond

Send Message

9 Q Withdraw Proposal
Alina | ' —

sl Decline Request I
Confirm that you will not be submitting any proposals for this request " Revise Proposal

CollaborationThread - Test - Collab 03.05 - Counter Propozal Rank Wiew

Messages
Reason for Decline: | (Select a Reason) Pri
rint

Comment (Select a Reason)

Create
Cannot propose due to pricing constraints.

Mot encugh information
Other

Alernative Proposal

Resources not available
Cancel

Make sure to log in to Ariba Network
Additional Support > Access Ariba Support docs here
FRRRSSREREEE===T | > Click here to use Ariba’s Help Center A:\B
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How Do | Set Myself Up To Receive
Collaboration Request E-mail Updates?

OVERVIEW Audience: Suppliers

Document Purpose

= This document will help suppliers set system notification for collaboration requests

Issue

Set System Notifications For Collaboration Requests (CR)
Fix
Step 1: Log in — Set Network Notifications

Step 1: View Request & Decline to Quote .
The following events will trigger notification . I Lk usr 03

Contact Administra

to an individual user’s email address:
1. A CRis assigned to the user

Notifications Ford Supplier Integration

2. An assigned CR status changes T b TESTSUPPUER

A. Login to Ariba Network and click Settings g ﬂ
B. Select Notifications Eog =

C. Select the Network tab

D. Check the box adjacentto Collaborative Request and enter the email ID where

notifications are to be sent

E. Click Save

" » Access Ariba Support docs here
Additional Support » Contact Supplier Enablement mailbox éﬁ
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How to Respond to a RFP Event

Document Purpose

The purpose is to demonstrate the process of responding to a Request for Proposal (RFP)
Event initiated by Ford Motor Company via the SAP Ariba Network..

Fix
Step 1: Open invitation to participate in RFP Event
Step 2: Access the SAP Ariba system

Step 3: Review RFP Event Details
Step 4: Review and Accept Prerequisites

Step 5: Complete and Submit a Response

Step 1: Open invitation to participate in RFP Event

When invited to participate in a RFP Event as a

Supplier of Ford, you will receive an automated email
notification with the high-level Sourcing Event details telcome hnne Frckie

Ford Motor Company - TEST has registered you on their Ariba Spend Management site and

H A invited you to participate in the following event: QRG03-01 RFP Event. The event starts an
an INKS tO partlcl pate . Thursday, September 21, 2017 at 4:00 PM, Eastern Daylight Time and ends on Friday,
September 22, 2017 at 5:00 PM, Eastern Daylight Time.
H no Click Here to access this event. You must register an the Ariba Commerce Cloud or log in using
. pen email upon receiving Your existing Ariba Commerce Cloud 3CCOUnt USemamme and password before you can access this
event.

NOTE: This link is only valid for 30 days. Make sure to register on the Ariba Commerce Cloud
- H H before the link expires. After you register on the Ariba Commerce Cloud, you can no longer use
2. Review high-level event details

If you have questions about this event, contact Anne Przeklas via telephone at  or via e-mail at
APRZEKLA@ford.com.

3. To view and respond to the event, click “Click o i s et ot it Yo e e
Here” to access this event

password before you can indicate that you do not want to respond to this event.
We look forward to working with you!

Thank You,

= Note: This is a one-time access link. Do not Ford Mator Company - TEST
click until you are prepared to either “Review
Prerequisites” Or “Decline to Respond” Ford Motor Company - TEST sourcing site, N?f\‘;[GLioetfjllzoaoh;“czf& rf‘;:rnéus-u, RFP Event, Realm: ford-T, Message Id:

Step 2: Access the SAP Ariba system

| A. If you have an active account on the Ariba
Network, click “Log In”

= This will direct you to the Supplier Log In
Have a question? Click here to see a Quick Start guide. page tO |nput yOUI’ User Name and Password

Ariba Sourcing

Welcome, s S

Welcome to the Ariba Network. Ford Motor Company - TEST has invited you to a sourcing event. B. If you do NOT have an account on the Ariba
New to the Ariba Network? Sign up to register your user account. | Sign up | NetWork’ CIICk “Sign U p”

B = This will open a blank form to fill-in contact &

Already have an account? ) . ) .
A organization information

= Once complete, click “Submit”

LIS (RIS, LLIEREISNY, -\ rcach out to appropriate teams for Aurora Supplier payment issues



How to Respond to a RFP Event

Step 3: Review RFP Event Details

After logging into Ariba to respond to the event, you will be directed to a page with all
details associated with the event, as well as the next steps to respond.

TIP: Use the countdown in the upper right corner to keep track of the time remaining before
< the RFP Event closes and is no longer accepting responses from suppliers.

Ariba Sourcing

< Go back to Ford Motor Company - TEST Dashboard Desktop File Sync
. ( Time remaining
Event Details & Doc1124666236 - QRG03-01 RFP Event ®© o
1 day 00:19:54
Event Messages § § y N . .
Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate in the event. Some prerequisites may require the owner of the.
Download Tutorials event to review and accept your responses before you can continue with the event. If you decline the terms of the prerequisites, you cannot view the event content or pariicipate in this event.

1. Review Event Details

v Checklist Download Content Review Prerequisites Decline to Respond [J Print Event Information
A B

Event Information (Section20f6) € Prev. | Next » m | v
2. Review and Accept
Prersquisites Name t
¥ 2 EventInformation
3. Submit Response
¥ 21 Buyer Contact Less...[ -

v Event Contents The Buyer listed below should be contacted regarding Terms and Conditions, Pricing, Quantities or other commercial issues.

2.1.1 Buyer Name: Jane Smith

Telephone: 313-248-3668
Al Content g A

E-mail: jane.smith@ford.com

A. To continue in the event, click “Review Prerequisites” and proceed to Step 4: Review
and Accept Prerequisites.

B. To decline to participate at this stage, click “Decline to Respond”

Step 4: Review and Accept Prerequisites

The event prereCIl.“Sltes mUSt be Prerequisites Doc1124666236 - QRG03-01 RFP Event
reviewed and accepted before s P i ot e
submitting a response. | el — , —
To review and accept: I e R T
1. Read carefully through the content am————— - - R
2. To agree, select ”’l accept the R DR N e

terms of this agreement” ol e i
3. Click “OK” and confirm submission —

L=————]e

Note: Once confirmed, you will be able i ol ot
to access the RFP through your Ariba oliEm — |

dashboard or email link to review or
reVISe your proposal + Submit this agresment?

eT—

You will be routed to the event
homepage to input your response.

Back to Index



How to Respond to a RFP Event
Step 5: Complete and Submit a Response

After accepting the prerequisites, you will be asked which line items you would like to bid on.
Bids must be entered by line, and not as a total response. You are now ready to enter your
response on the page that appears with all content associated with the RFP Event.

Console = Doc1124666236 - QRG03-01 RFP Event C") :mc?:; ;gni 5:37

Event Messages

Response History All Content = v
. Name T
¥ Checklist
¥ 1 Standard Terms and Conditions ‘
1. Review Event Details 1.1 QUOTE FIRM PRICE AND DELIVERY FOR GOODS/SERVICES SPECIFIEDIN ACCORDANCE WITH

BUYER'S STANDARD TERMS AND CONDITONS (FGT30, REV. 12/07) AND RELATED SUPPLEMENTS,
‘ COPIES AVAILABLE FROM BUYER OR AT HTTP://FSP.COVISINT.COM
2. Review and Accept

Prerequisites ¥ 2 EwentInformation

| 3. Submit Response ¥ 21 Buyer Contact Less... -

The Buyer listed below should be contacted regarding Terms and Conditions, Pricing, Quantities or other commercial issues.

21.1 Buyer Name: Jane Smith

Telephone: 313-248-3668
w Event Contents . Fax: NA

E-mail: jane.smith@ford.com
I All Content (*) indicates a required field

Standard Terms and
1 C.. ‘Submit Entire Response | Update Totals | | Save ‘ _) Compose Message | _) Excel Import |
v ~

To navigate through the Event Contents, use the menu organized by section on the left
side, OR use the scroll bar on the right side to scan through All Contents

~/ TIP 1: Questions can be asked to Ford at any time using the “Compose Message” button.
* All correspondences will be logged in the Event Messages section in the upper left.

TIP 2: Content can be reviewed & answered offline in Excel and then imported back into the
“ online event by clicking “Excel Import”

Submit Response Details

© Dot GREEOTREF S ©iwwen | 1. Enter quote detalls in the open fields
—= ===l w Allfields marked with (*) are required for
O submission
' gTIP: Responses can be finished at a later
~ time by clicking “Save"
, 2. Once complete & finalized, click “Submit
S o Entire Response”
e e o 3. Click “OK” to confirm submission
| = [ 4. A confirmation message will display on the
- e e homepage, as well as an option to ”Revise
«/ Your response has b ibmitted. Thank you for parti in the event. Response”
= This will remain available up until the RFP
Event close date.

Back to Index



How to Respond to a RFP Event

REFERENCE: Other Key RFP Event Information to Know

All Sourcing Events you have responded to will appear on your homepage dashboard for
viewing and reference. This will be organized by the status of each event, as noted below
with the respective definition of each.

A rl ba S ou I’CI n g EEE Company Settings v Help Center 3>

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, &
service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity.

Events

Title D End Time | Event Type

w¥  Status: Completed (5)

Karfis SP3 Facilities Management RFP November 2017 Doc1168676334 11/13/2017 12:35 AM RFP
Drumb SP3 Facilities Management RFP Movember 2017 Doc1166644560 11/9/2017 4:11 PM RFP
Marriott SP3 Facilities Management RFP November 2017 Doc1165271183 11/8/2017 12:59 PM RFP
QRG-06 Manufacturing Gloves RFP - NA November 2017 Doc1158744684 11/1/2017 11:00 AM RFP
Sullivan SP3 Facilities Management RFP November 2017 Doc1154587120 10/31/2017 3:08 PM RFP

¥  Status: Pending Selection (14)

Siddigi SP3 Facilities Management RFP Movember 2017 Doc1162905582 11/8/2017 3:15 PM RFP

QRG-08 Gloves RFP - MX November 2017 Doc1165309038 11/8/2017 12:00 PM RFP

Status Definitions
= Open: Eventis active and Ford is accepting responses.
= Pending Selection: Event has closed, but Ford has not yet awarded business.

= Completed: Ford has decided to award the event.

Response History

= Review the record of responses submitted, including revisions, with detailed information.

Response History - QRG03-01 RFP Event ﬂ
Click on the Name of a response to see details, including the lots and information submitted. More
Reference Number Submitted For Submitted By Status Submission Time Time Created |
ID766853211 Anne Przeklas Anne Przeklas Accepted 09/21/2017 04:53:30 PM 09/21/2017 04:53:30 PM
ID766853210 Anne Przeklas Anne Przeklas Replaced 09/21/2017 04:51:14 PM 09/21/2017 04:51:15 PM

» Contact Ariba Support here M

Back to Index Process Flow / \
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How Can | Get Help And Support?
Who Do | Contact?
OVERVIEW Audience: Suppliers

Document Purpose

= This document provides instructions and contact details for supplier enablement and
payment issues.

Issue

Seek Help To Fix Payment Issues

Fix

Topic 1: Determine nature / type of payment issue
Topic 2: Contact support team as per your region

Topic 1: Determine Nature / Type Of Payment Issue

Determine Payment issue as per below

A. Supplier Enablement issue

B. Ariba/ AN/ Technical Related Issues

C. Purchasing Application Support: P2P

D. Ariba Helpdesk Support: Must be logged into your account.

Topic 2: Contact Support Team

Ariba/AN/Technical Related Issues | Supplier Enablement Related Issues

- Europe: FordSupplierEnablement@ariba.com | ¢ Worldwide: SFORD80@Ford.com

* North America:
FordNASupplierEnablement@ariba.com

* AP Region: FordEnablementAPJ@ariba.com

+ Tax Team: otcariba@ford.com

Purchasing Application Support: P2P Ariba Helpdesk Support
To Raise A Ticket For Purchasing Application Must Be Logged Into Your Account
Support:

+ If they are a buyer, they can contact their * Help Center: Click here
change agent as they are a SME » For any Invoice related support contact

» IT Connect Instructions and Link any PAYARIBA@ford.com
guestions please let us know at * Please contact HELP1@ford.com for any
AuroraNA@ford.com remittance related issues

+ Additional training, Buyers can request a
buyer clinic training
* For IMG Support contact Auroraap@ford.com

Ao NI{[oTgEIRSTIeNele] g8 | > Contact Ariba Support here g \% A‘E
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How Do | Use Ariba’s Help Center?
Question Search, View Documents & Contact Ariba
OVERVIEW Audience: All Suppliers

Document Purpose

= This document will provide suppliers with instructions and contact details to resolve
supplier enablement and payment issues.

| Navigate Ariba Help Center

Resources

Topic 1: Help Center Navigation

Navigate A: Quick Question Search

Navigate B: View Ariba Documentation
Navigate C: Contact Customer Support
Navigate D: Ariba Exchange User Community

Topic 1: Help Center

Ariba customer support can be reached through the help center within the Ariba Network
account. This panel will be visible on any screen you click on throughout the Network. Within
the help center, suppliers can view product documentation, FAQs, help videos, etc.

» This is a self-service help tool where suppliers can find most of the answers

» If the supplier cannot find the answer to their question, they can also contact Ariba customer

sovortvo e coner | CY ]
Ariba Help Center Icon
Reports  Messages v Create v

A. Login to Ariba account; I |

Suppliers will see the Help Number Q G a O
. #+ | need help accessing a sourcin
box opened to the right-hand , T
. . All Customers Last 14 days Now we're mobile. -
Slde Of thelr Screen *+3 How do | create an invoice?
Check it out.

0

. .
Pinned Documents

«a Why was my invoice or service entry

More.. sheet rejected?

B. If you do not see help box,
CIiCk the “?,’ icon in the Date | Amount Invoiced Action

upper right-hand corner to Tasks| Ariba Help Center e = I needhlp comecing it a

open the help center 0

1 Enablement Tasks are pending

I need help with invoicing

£ I need help with purchase orders

#+a When will my invoice be paid?
Update Profile Information :

View more [F

SAP Ariba Privacy Statement  Security Disclosure  Terms of Use

Top 5 FAQs
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How Do | Use Ariba’s Help Center?

Navigate A — Quick Question Search

Question Search, View Documents & Contact Ariba

>ck it out.

l\;')p Store

ks

nablement Tasks are pending

Gnt Security Disclosure

date Profile Information 35%

Contact Customer Support

Terms of Use

Ariba Documentation

Suppliers can quickly search for support documentation within the Ariba Network.

A. Use Quick question search field to view answers to basic questions (e.g. “How do | view
invoice status” OR “Where do | find the supplier information portal”)

Navigate B — View Ariba Documentation

Suppliers can explore support documentation available within the Exchange User Community

B. The Documentation Icon will open a second window to view available documentation,
FAQ’s, or Videos

Navigate C — Contact Customer Support

If suppliers would like to contact Ariba Customer Support, they can click the support icon.
C. The Support Icon will open a new window where the supplier can request contact.

K Help Center

‘ Search.

*»4 | need help accessing a sourcing

2 How do | create an invoice?

3 Why was my invoice or service entry

»2 | need help with invoicing

»3 | need help connecting with a

»2 | need help with purchase orders

#»2 When will my invoice be paid?
<

event

sheet rejected?

customer

View more 7

Top 5 FAQs

L} support
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How Do | Use Ariba’s Help Center?
Question Search, View Documents & Contact Ariba

The Exchange User
Community contains both
product documentation
and channels to contact
customer support.

D1 To search product
documentation, type
the question in the
search bar at the top

D2 To contact Customer
Support, enter your
question in the “I
need help” field;
Click ‘Start’

D3 If the answer is not
located within the
various help
documents, the click
“Something Else” to
contact customer

support

D4 Choose the ‘Get help
by live chat’ option
OR

D5 Choose ‘Get help by
phone’ to speak with a
live representative

>
Q
D
D
O

Logout

Home | Learning | Support

Support Center

=01,

| Search the product documentation here

Common Troubleshooting Tags

I need help with [

Search invoices

Examples:

Account Reassignment
Options to submit Invoices
Invoice Rejection

Update company information

Standard accounts

The Ariba Exchange User Community page will be displayed. Enter your query for
Customer Support in the ‘I need help with’ field and click the Start button.

View homepage inv

a_. Contact SAP Ariba Customer Support

Your responses to these questions wi
appropriate support channels.

What do you need to do?

Create new invoice

Raise another invoice against PO

Edit and resubmit invoice

Can't find what you are lookin

Choose your communication preferenc

§3F Get help by live chat

Create credit memo

The Contact SAP Ariba Customer Support
section will be displayed. Click the
Something Else button to either begin a chat
or speak to a customer service representative

11 b

Invoice wa: @ ed

Receive payment

To chat with a sUppo
representative, select
the Get help by live chat
option to connect with
an agent via chat

g for?

QS Get help by phone

(X Attend a live webinar

To speak to a support

Estimated wait in minutes: 2
representative, select the
Get help by phone

option to receive a call

| back ‘

s
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Question

How Do | Use Ariba’s Help Center?

Search, View Documents & Contact Ariba

D6 If you choose to ‘Get help by
live chat’, you will need to fill in
contact information and initial
guestion. Click ‘Start Chat’.

D7 If you choose to ‘Get help by
phone’, you will need to
complete a call back form with
your contact information and
initial question. The support
agent working on the case will
research the question and then
call back to discuss their

findings.

SAP Ariba /\\ Customer Support

Thanks for contacting us! To better serve you, please fill out the short form below and click the Start Chat
button in the lower right.

Full Name: |
You can call me: |

Email: |
Phone: | *
Initial Question: contact customer support *
You expressly agree and understand that your data entered into this system will
Enter your be transferred to Ariba, Inc. and the Ariba hosted computer systems (currently
information in a" located primarily in the U.S.), in accordance with the Ariba Privacy Statement
and applicable law.
fields (required).

When done, click "0 lagree

the “Start Chat”
button.

* Required Fields

@ StartChat |

SAP Ariba Phone Support

%(_ Provide the following information, and the next available specialist will call you

Problem Description

Contact Information

Short Description: * | invoice creation

Details: *
) Enter your information in
First Name: ~| | ) ) )
. all fields. Required fields
ast Name: '[ ]
Usor iD: | | are marked with an
Company: | l asterisk (*). When done,
Emai <] ] click the Submit button.
Requested Language: English  Select a different language from the Home tab.
Phone: [ mm +1 - 201-555-0123 | Extension:
Confirm Phone Numnber: 'l:l

* [ My phone number is correct.

[J Do not record this phone call.

Ariba Network 1D:

You ex yeaqgree and L that your data entered into this system will be transferred to Ariba, Inc. and
the Ariba hosted computer systems (currently located primarily in the U.S.), in accordance with the Ariba Privacy

* [ 1 agree

* Required Fields

Statement and applicable law.
@ Submit

Back to Index Process Flow
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https://help.sap.com/docs/ARIBA_NETWORK

How Do | Find And Use The Extra Resources

Enterprise / Full Suppliers Get?
OVERVIEW Audience: Suppliers

Document Purpose

= This document provides instructions to find and use the resources available to Enterprise
/ Full Enabled suppliers.

Issue

Find Training Resources For Enterprise/Full Enabled Account In Ariba
Network

Fix

Topic 1: Training Resources

Topic 1: Training Resources

Supplier Training Supplier Summit Supplier Information
Portal

https://event.on24.com/wcc/  https://service.ariba.com/Su
https://support.ariba.com/Adap 1/1940357/DSFFCED7D48A  pplier.aw/ad/eduPortalDoc?
t/Ariba Network Supplier Trai 5893FF1AB362D5390C17 key=ODQ3Mzd8eTlpdmQ1

ning/ ZDd5NDVmMOXkyNDk50Xqg
2NmE*

Find All Quick Reference Guides Here:

https://azureford.sharepoint.com/sites/AuroraOCM/P2P%200RGs/Forms/Allltems.aspx

Additional Support > Access Ariba Support docs here
s
s



https://supplier.ariba.com/
https://help.sap.com/docs/ARIBA_NETWORK
https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/
https://event.on24.com/wcc/r/1940357/D8FFCED7D48A5893FF1AB362D5390C17
https://service.ariba.com/Supplier.aw/ad/eduPortalDoc?key=ODQ3Mzd8eTlpdmQ1ZDd5NDVmOXkyNDk5OXg2NmE*

@ Additional Support — Mailbox

OVERVIEW Audience: Suppliers

Please contact Supplier Enablement Mailbox for any further
assistance

" Middle East
& Africa

Supplier Enablement
Global Mailbox
SFORD80@Ford.com
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