FUJFILM

Value from Innovation

This guide supports the supplier workflow for responding to Fujifilm Business Innovation Purchase Orders including Ariba account User setup and Notifications
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ARIBA Network Dashboard

SAP  Dusiness Netwrt - Lsecder Scmnes G et sess

Login to Business

Network

Workbench screen

Network
Dashboard
Tiles (filtered by
dates)

9 0.0 <0
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Editing the Filters for the Workbench Dashboard / Workbench Tiles

Select
Workbench,
then select a
Tile to edit the
date filter

Edit Filter by
date and

expand the
date range,
then select

Apply
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Selecting an issued Purchase Order

Workbench
Orders to invoice Orders
Last 31 gays Save fiter
Orders (1)
) Edit filter | Save filter |  Last 365 days

Order Number m(‘iustomm

FB-PO-123

Select PO
to take
action

14 April 2023

Fujifitm Business Innovation

0

Rejected invoices

Save fifter

0.0

Remittances

Last 31 days

Amount

$25,960.00 AUD

0.0;

Early payment offers

Next 90 cays

Date 4

Jan 16, 2023

0.0,

Scheduled payments

Nex 90 days

Order Status

Partially Invoiced

FUJIFILM

Value from Innovation

474 Customize

0 0

Invoices Pinned documents
(a5t 31 B3ys
Resend Failed Orders (& it}
Amount Invoiced Actions
$480.00 AUD
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Viewing the Purchase Order Screen

SAP  Business Network Standsrd Acc

ot Gt e wccou

Purchase Order: FB-PO.123 Task 2. After PO Confirmation, create a

ship notice upon delivery of goods or
services using a reference such as POD,

Consignment, Customer Acceptance
document or (proforma) Invoice that
Fujifilm can validate and create a Goods

Receipt

Task 1. If new / e p—

PO, review PO

cons | FUJHFILM

Create order

. ) FUSFUM Basiness innovation Almaralia Nonth Ryde (FBAU-NT-MACZOQOPARK. L 0C)
Confirmation » st R

AR PRRE

Purchane Order

~N
™

FB-PO-1

Task 3. After Fujifilm has created a Goods
receipt, the function for Create Invoice
becomes available

Tramgon Terms twrTTation

=N Detiver Tu
AL M FLIFILM Busress inovates: Acsrate Nonh Ryde (FRAU-NT MAC GRS L0C) ]
8 ¢ hartium Romd
MACOUAE PSRN 211
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Task 1: To Create an Order Confirmation.

Click on “Create order Confirmation” from the PO screen, then select from “Confirm entire order, line item or amend order”.

Purchase Order: FB-PO 133/

Confirming PO

Step 1 Input your own
Confiem Entire reference against this PO
( ) Order (eg Supplier Order
O —— Py N PEEORN Number in your ERP
Caonfrmatior system) and
Step 2 confirm dates

services will start

v Order Confirmation Header

Shipping and Tax Information

PR s Step 3 Not
e Size (bytes ytent Type mandatory, however
tert you may add any
relevant document if
required
[ Choose Fila | No tile choser ] Add Aftachs
Once inputted, select “Next” which will take you to a Summary page for your review, before selecting “Submit”.
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Task 2: A) To Create Ship Notice.
Click on “Create Ship Notice” from the PO screen.

Purchase Order: FB-PO-123

v Ship Notice Header

SHIPPING TRACKING

Select

L .[ itec* | 29 Mar 2023 _]

Step 1 Input your own reference as the

Packing Slip ID (eg Supplier Order
Number in your ERP system or

consignment note or other reference)
and
Step 2 confirm date service was

delivered
Step 3 Add any supporting document to

validate the service delivery; eg POD,
ATTACHMENTS
Customer Acceptance etc

Name

THé TOLal Si28 O ail alfachiments cannot exceed 100ME h
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= |
Order Items
Order # Line No. Part # | Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax
2 Not Available 9160  EA  5Dec2022 I Remove
er/of
Shipment Status
Total Item Due Quantity: 2,469.5 EA
Confirmation Status
Total Confirmed Quantity: 9,160 EA Total Backordered Quantity: 0 EA
Line Ship Qty Supplier Batch ID Country of Origin Production Date Expiry Date
" ’ 295.0q ‘ ‘ ‘ - Select Country - v “ E8| Add
A J Details
[ Add Ship Notice Line ]
Step 4 Based on the partial delivery or full
L Add Order Line Item ] delivery Input the shipping quantity for this
Ship Notice
[ S - |

In this example, the PO has a total value of
9160 units — however this ship notice is for
partial delivery of 295 units hence 295 is

inputted in this ship notice.

If the PO is amount based instead of quantity
based, then input the monetary value ($) of

this shipment notice (exclusive of the Tax
amount)
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Delivery Terms Description: -- Shipping Contract Number: - 1

Transport Terms Description Shipping Instructions
ADDITIONAL FIELDS

Additional information not provided.

Order Items Hide Item Details
Order # Line No. Part # / Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax
FB-PO- 2 A
123 2 Not Available 9,160 EA 5 Dec 2022 $1.00 AUD $9.160.00 AUD $916.00 AUD
EPS
SHIPMENT STATUS
v 1. ShipQty: 295.00EA (U Hide Details

No detail information provided.

Additional Information

Step 5 Once you have filled in
all mandatory data for the
Ship Notice, please review
the summary screen, then
select “Submit”
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Task 2: B) Editing a Ship Notice prior to Creating an Invoice
Important: A Ship Notice cannot be edited if an Invoice has already been issued against it.

SAP Business Network Standard Account Gt enterprise acoount
Purchase Order: FB-PO-123 m
‘- Create Ovder Confwmation v \ Create Ship Notice ‘ Create Invoice » 2 [
Order Detall Order Histoty

FUJIFILM

To: Purchase Order
FUJIFILM Business Innovation Australia North Ryde (FBAU-NT- F‘B;(SL’IB‘ -
MACQPARK-LOC) Amount: $25,960 00 AUD
8 Khartoum Road Version: 2 {Pravious Version)
MACQUARSE PARK 2113 Australia
Australla Phone | R
Fax | Track Order !
emod I
Payment Terms |
NET 30
Comments
Comment Type
Subma

Comment Body

Comment Date

2022-11-297T20:06.08-08.00

Step 1 Head to the Purchase
Order screen and look for the
Related Documents section.
Select a document or select
More for the entire list
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Step 2 Select the
Ship Notice

document number
to edit

Related Documents

FUJIFILM

Value from Innovation

Page| 1 v »
Document Number Dote Type
ML 10 Mar 2043 L7590 ¥ AU Hecept s
RC29:2 18 Mar 2023 240 PM AEDT Recept
ARBAZ2 15 Mar 2023 4:35 PM AEDT Ship Notice
ARGALS 6429 #4630 0441 648 15 Mar 2023 4:32 PM AEDT Ship Notice
[ ARGaT3 > 15 Mar 2023 4.31 PM AEDT Ship Notce ]

15 Mar

ARG342 15 Mar

ARBAE: 15 Mar

0BS0 73594 25 Jan 2023 12200 PM AEDT

14 April 2023

2023 4:28 PM AEDT

2023 425 PM AEDT

2023 4:12 PM AREDT

Ship Notice
Ship Notice
Ship Notce

Irvwoxe

| Pv'“""“""
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Step 3 Once the Ship
Notice is selected, then

Ship Notice: AR6537

m | Flrk.ll e ‘

select Edit and proceed
to edit the Ship Notice

ncE Eon
Detad History
SHIP FROM DELIVER TO
FBAL-NHQ-LOC
(R1s)

Postal Address
Fostat Address

FBAU-NHG-LOC
Level 2. 8 Kharmoum Road
N 2093 8 Khartoumn Road

Australia Macguarie Park 2113
Australia
Address ID: 3924963

SHIPPING
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Task 3: To Create an Invoice

Select receipts 1o be invorced n e

Receipt List

g

Selecting Create Invoice
will show the Receipts
that are available for the
Invoice creation
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Important Step

1: Input the
Standerd Accouy "*—

FUJFILM

Value from Innovation
Invoice number

in exact same
Create Invoice

format as your
Supplier Tax
Invoice

¥ nvoice Heade!

Sy
Patiuse Omer  M-2010)

Wbt 40 M0

Aot Ove 3279 85 ALD
-

FUISUN Buaress rron o Aciltabie feorn
Bptie (FRAL-NT MACTIER LOC)

le
APd Fams

Payret Yo

Agatone Fedi
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CAP Dusinems Netaord AN AT T Gt e OO

Create Invoice

Important Step 2:
v iwolce Mesder

Input the Invoice
Date to be the

Tautveery
y same as your own !
yow  FEPO.12) BAMAL B354 50 AL
Tax Invoice 279 95 ALD

-
I
d 0
Thepry
.
| e npng

I

ragre e

AdSsone Petts
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SAP Business Network Staretant Accour | G S

Create invoice
Important Step 3:
Select “Add to

v Invaice Header
Header” then
Sureary select
w Ot FEP0.113 ot 33450 AUD “Attachment” to "
Ao D 27898 ALO be able to upload .

your own Tax

: -
x —— Invoice further
down the screen
|
]

FU A M Suarest mnowanon Ausraia Narm
Feyie (FBAL-NT-MACOIANN A0OC)

shyorg

FRAL G LOC
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Important Step 4:
To upload, Select
“Choose File” and
follow the

Atachments

Attachment

Choa'g File | Mo file o prompts

Add to Header v

Line ltems
Insert Line item Options
Ta 0% GS hipping Documen pecial Handiing D rt
No Include Type Fart 2 Descrption

14 April 2023
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1 Line Items, 1 Included, O Previously Fully Invoice

Add to Included Lines

Customer Part # Quantity Unit Unit Price Subtotal
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Important Step 5:

FUJIFILM
t is correctl
Category s correctly value from Innovation
selected and that the
. 1 Line Items, 1 Included, O Prey ly Fully Invoiced
Line Items Quantlty I'EﬂECtS the In s nciude: reviously Fully Invoice
ex GST amount for
Insert Line Item Options e 1
= the Invoice line
\/ Tax Category 0% GST Shipping Documients pecial Handling Discount Add to Included Lines
No. Include Type Part ¢ Description Customer Part Quantity Unit Unit Price Subtotal
2 = MATERIAL Not Avallable EPS/IOCCY | 254 EA $1.00 AUD $254,50 AUD
Receipt Details caipt RC202 i 1
as o i ) sable Amount | $254.50 AUD -
Locath Rate e
Rat 10
Regim Amount | $25.45 AUl
| Exempt Dotai (no value) v
L e
Line Item AC

tions v ‘ ’ Delete “ Reset Tax from PO ‘

Update ’ | Save

m

14 April 2023
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Create Invwoice

Prevesu

Corfem and Subiest (e 0DCament. it wil /ot he Hecrarvealy sgred ScTording 10 the (ourries of orgn and destingson of wisice. The SOCHMEnTT's ONEneIng (ounmy s ALSTEla The SoCuments Jeslinaton Tty S Ausiaie
# you wast your Bveices 1D be stosed I P Arilia g W SoOumant MTNMVING i Ca0 BarTDe 15 &0 Behhing seevice. Nate That you Al alsh be abde B arehive Gl Fvalces ONCE pi SUBSCIRE 10 the BNVING Service

Tax invoice

Ieecs Miatisn GO0

» Dow Mundey £3 Mar 2008 12

Ongmna My s Ot MHPOLD)

MY e

Frali A

Acshaiia

Tae D of Scppier N

Ponie Scx¥omn

Austrdie

SHIPPING INFORMATION

14 April 2023

2PN GHT-11 .

Arsoun Due

hesto
PUAPLM Dusrest Fravadon Aumtinli orth Wyge (PRAU HT-MACGRARK L OC)

Postal Astrees (Oetalt
0 Chartaum Moed
MACOUARE Pake J11)
Austals

Adctend (D PRTERSL

CusTOMER
FLUFRA Busrens immcuaton Auttisie Aot Wpds (TRAL NT-AACOMRN LOC

Pustal “abwny

N S rancumm fosd
MACOUARE PARK 2
A sk

Adcvess 1D MTIESL

8754 0 AL
22501 MIC

M ae

[erLies
Pomtal Axtient
L |

bumale

FUJIFILM
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Important Step 6:
Review the Summary
screen, ensure the
Tax Invoice is
attached and then
select Submit
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Additional Settings Guide for initial Supplier Account and User Setup

1. Creating a Role (to manage the Purchase Orders and invoices)
Using the Ariba Administrator account, select the “Initials” at the Top Right menu, then select “Settings” from the drop

down. \

Test Test

- My Account

Lk User IDs

Contact Admunistrator

3 O Swtch to Test Account

o o
Test

B day t 31 day
Company Profile

jrofile Download app 3

We are now Back 1o Classic View
mobile

Logout
[% 1A LCns e —

Page | 20
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Select Users.

My Account
ACCOUNT SETTINGS Link User 1Ds
Customer Relationships Contact Administrator
D Users 'b Switch to Test Account
o ivorce Notifications
| Test
Pl days Account Hierarchy ANID! AND1679410305
Standard sz

Application Subscriptions
Company Profile
Account Registration
Service Subscriptions
NETWORK SETTINGS
profile Settings >
Electronic Order Routing

Elactronic Invaice Routing Back 1o Classic View

Accelerated Payments
Logout

1 50/0 Remittances r.
Complsted "
Data Deietion Criteria Rule

Page | 21
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Select Manage Roles, then select the + button.

FUJIFILM

Value from Innovation

Customer Relationships Users Notifications Account Hierarchy Application Subscriptions Account Registration AP! management

Manage Roles Manage Users Manage User Authentication

Roles (1)

Create and manage rotes for your account. You can edit the role and add users (o 2 raie. The Administrator role can be viewed, but cannot be modified

Filters

Permession

Sclect petrmission assigned v

(o

14 April 2023
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To Create a Role; add a Name and Description, then check the boxes on multiple pages to allocate permissions

Once completed, Select the “Save” button. You have now created a Role.
[Create Raole

* Inchcates a required feld

New Role Information

Name:* | |
Description
Bach rcie MuST Nares 31 AREIT ONE POTTTERLLN
Lipgrade your Ariba Network . standart scciurt 11 an sntmpriee acoount 20 sratss all purminsons

Page 1 v| »
Permissaon Description
AP Dml}mm Access Access to AP development using the SAP Ariba developer portal
count Hietsrchy Admenstration Manage your accounts to link and sgn on to a child sccount
Cheld Account Access Sign on to access & child accognt

LD R P CRSES, P

Page | 23
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2. Create Users to act against Customer Purchase orders
e Select Manage Users, then Select the + button to create a user.

Manage Roles ManaUsers Manags User Authentication

Roles (1)

Create and manage roles for your account. You can edit the role and add users 10 a role. The Administrator role can bayiewed, but cannot be modified

Filters
Permission

Select permission assigned v

=R -

Role Name Users Assigned Actions

Page | 24
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Input the New user information

e Input data for the four mandatory fields, then select the Role to allocate, then save by selecting “Done”.

FCreate User

New User Information

Role Assignment

Name Description

Select Save once you have finished with the Create user Screen.
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3. Set the Notifications to be informed of activities

o Select the Initials from the Top Right menu, select “Settings” then Select “Notifications”.

D

10 Ivoice

31 days

profile

3

15%

Compisted

14 April 2023

ACCOUNT SETTINGS
Customer Relationships
Users

Notifications

Account Hierarchy

Application Subscriptions
Account Registration
NETWORK SETTINGS
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments

Remittances

Data Deletion Criteria Rule

T

My Accoum

Link User IDs
Adminestrator

Switch to Test Account

Test

ANID! AND1679410305
Standaed &
Company Profile

Service Subscriptions

Settings
Back 10 Classic View

Logout

7

//////

FUJIFILM

Value from Innovation
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You can add up to 3 email addresses (separated only by a comma after the last email address), then ‘Save’ your changes.

FTrading Relationship Requests
Supplier Enablement Activity and Task
Reminder

Other Notifications

Network Service

Certification Expiration Notifications

Reminder of Unconfirmed Orders

Other Notifications

Password Reset Notifications

Domain Registration Notifications

T T E— J

IJ Send a notification when a supplier enablement activity is assigned or a task is overdue.

Send a notification in advance of planned network downtime, unplanned downtime, and new
releases.

Send a notification when company certification information has expired. Examples of

]

and Veteran-Owned Business.

7 Send reminders of unconfirmed orders. This notification depends upon a customer rule.

‘z Send other important notifications to this email address when they do not belong to a specific
notification category.

Send password reset notification to this email address when users reset the password.

‘V Send a notification when a new user registers with samﬁdomain.

e Jesap.com

P TJasap.com |

company certifications include, Small and Disadvantaged Business, Minority-Owned Business,

L Josapcom |

L Jesspcom |

o Joswcom |

p{ __Jesap.com ]

pd—————J@sap.com \

14 April 2023
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4. Set the Electronic Order Routing Workflow
e Again, select the Initials, then select ‘Settings’ then ‘Electronic Order Routing’.

TEOT oW

X2 eab St com
My Accoum
ACCOUNT SETTINGS Link User IDs
Customer Refationships Contact Adownistrator
Users Swatch 1o Test Account
Notificasions 1
Test
Accournd Hierarchy ANID: AND1675310308
Otandard accoum

Application Subscriptions
Company Profile

Account Registration —
Service Subscr 5
TWOEK SETTINGS
Settings >
L | Electrone Order Rout
Electrome Invoice ﬂmmng Back to Classic View

Accelerated Payments
Logout

Remittances v

Page | 28
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Scroll down to the “New Orders” section and add up to 3 email addresses (separated only by a comma) to receive
notifications of new purchase orders, then “Save” your changes.

New Orders
Document Type Routing Method Options
)
Email addresk: | 2021test@test.com
| Attach eXML document in the email message
Catalog Orders without Email 5] J Include document in the email message
Attachments -
Leave attachments online and do not include them with email message. This

[,} - applies 1o all orders with attachments that have [he routing method "Same as new
catalog orders without attachments™

[ ] Attach PDF document in the amail message

Catalog Orders with Current Routing method for new orders: Email

Same as new catalog orders without attachments v |
Attachments

L 2 A Anachmants will be included i the order

Non-Catalog Orders without

i) Same a5 new catalog orders without attachments Current Routing method for new orders: Email
Anachments { ]

Current Routing method for new orders: Email

Non-Catalog Orders with @®
Antachments

Note: Additional email addresses must also be a user in the Ariba account to act in the Ariba Platform.

Page | 29
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5. Set the Electronic Invoice Routing Workflow

J Again, select the Initials, then select ‘Settings’ then “Electronic Invoice Routing”.

21t fvest com
My Accoun

ACCOUNT SETTINGS Link User IDs

Customer Refationships Caontact Adowstrator

Users Svatch 10 Test Acoount

Notificabons
Test

Account Herarchy AMID ANT1875310308

Application Subscriptions

Company Protile
Account Registration

Service Subscriptions
NETWORK SETTINGS
Sottings > . —

Electrone Order Routing

o]

Electromic Invoice Routing

Back to Classic View

Accelerated Payments
Logout

Remittances »

Qata Delation Critena Rule
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Add up to 3 email addresses (separated only by a comma) to receive notifications of Invoice activity then “Save” your
changes.

Invoices | Online | RETI (0 TS Site 10 Create MVolces
Customer Invoices Online v Save in my online inbox
Notifications
Type Send notifications when To email addresses (one required)
J‘ Send a natification when invoices are undeliverable or rejected / ' \
Invoice Failure v | o P |@sapcom

Send a notification when invoice statuses change. =
e v .| e com

J Send a notification when an invoice is created automatically on behaif of your company.

Invoice Created Automatically \ . pa———— J@sap.com )
Extended Profile Settings and Information
' Do you provide invoices to customers through Ariba Network? &
Yes
Page | 31
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6. Select the “Network Notifications” workflow

Again, select the Initials, then select ‘Settings’ then “Network Notifications”.
r TestrTest . |

207 1test itest
My Account
ACCTOUNT SETTINGS Link User IDs
Customer Relabonships Contact Administrator
Users Switch to Test Account
Notifications
Account Herarchy ANID: ANO1579410300
Application Subscriptions

Company Profile
Account Registration

Service Subscriptions

NETWORK SETTINGS
. . Settings
Electronic Order Routing
Electronic Invoice Routing Back to Claésic View

Accelerated Payments

Remittances ’ " . |

Data Deletion Criteria Rule
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Add up to 3 email addresses (separated only by a comma) to receive notifications of Order activity then “Save” your
changes.

Make sure the following checkboxes are ticked for Order and Purchase Order Inquiry.
[Eccount Settings

T

Customer Retationships Users Notifications Account Herarchy Application Subscriptions Account Registration APt management
Generat Discovery Saourcing & Contracts Messzging

Enter up 10 theee comimi-separated emall addresses por fiald. Ensure that you have anvy requited user consents before asding email addresses for senang notificatons
The Prefermed Language configured by the acoount admnistrator controls the language used in these notifications

Electronic Order Routing

Type Send notficstans when b emall addvesses (pne reQuired)

J Send a nutification when orders are undelverabile

s N —

J nd a natification when a new collabaration request aganst an existing omder & recelved

Send notificabon for new purchase orders 10 suppbess

o

Send notifcabon 19 supplers when pwrchase orders are changed

J Serld 8 notification when purchase arder inquires are receved

Purchase Order Inqury i ° a:‘:@mp cam

J Senld a notifcation when puechase arder InQuires are undeliverable

Sand & NOLECATON when time sheets arm undeliverabis

Time Sheet . nl:h»up cam
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Add up to 3 email addresses (separated only by a comma) to receive notifications of Receipt activity then “Save” your
changes.

Make sure the following checkboxes are ticked for Receipts.

Receipt

Type Send notifice! o To amail oddresses (one required)

Send|a natification when & new 1eceipt iy recenwveod :n
Recept ] o P 33ap.com

[
Broadcast Status Update Request

Type Send notifications whery To email addresses (one mguied)
Send a notification when a Sroadcast Status Update Reguest is received. 4:"’
Beosdcost o P sap.com
Accelerated Payments
Tyne Send notifications when To email sddresses {one requred)
Send a notification when your buyer intiates an early payment on a specific invaice . p:}@ SA0.Com
Buyer-initistea Early Payment Offers
Send a notification when your buyer proposes a new 8arly paynsent teomn Tor mvosces. Once you accept the buyer
Earty Payment Otlers T will apply the payrnent term to haher yendor master . 9:03“0 com
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