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Introduction

Procure-to-Pay Process

This document contains the requirements and training for your organization
to create and submit invoices on-line to Atmus via the Ariba Network.

Atmus requires suppliers enabled on Ariba Network to submit electronic
invoices through Ariba Network.

Note: Suppliers uploading CSV Invoices or utilizing cXML or EDI
technologies should refer to the specification documents available on the
Atmus Supplier Information Portal.

© 2014 - 2015 Ariba - an SAP company. All rights reserved.



Invoice Practices
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Atmus project specifics:

SUPPORTED

Purchase Order Confirmations Apply
against a whole PO or line items

Advance Shipment Notices
Apply against PO when items are shipped

Detail Invoices
Apply against a single purchase
order referencing a line item

Partial Invoices
Apply against specific line items from a
single purchase order

Service Invoices
Invoices that require service line item details

Contract Invoices
Apply against contracts

Credit Invoices
Item level credits; price/quantity adjustments

© 2014 - 2015 Ariba - an SAP company. All rights reserved.

NOT SUPPORTED

Summary or Consolidated Invoices
Apply against multiple purchase orders;
not accepted by Atmus

Header Level Credit Memos
The Header Level Credit Memo feature is
not supported by Atmus

Non-PO Invoices

Apply against a PO not received through the
Ariba Network. These invoices are not
accepted by Atmus

Public



Before You Begin Invoicing
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Customer Invoice Rules

tor v Feedback

EMEASupplierEnablement ¥
AND1011755460, Basic Package

L
Enter a short description to reach 45%>

Company Profile

Service Subscriptions

Alerts and Messages

Account Settings

Customer: Eind out if your exis

I ‘ (] relationship ra—

Order Number: Si or Data Re  Notifications

[ 1 A ratainead hevnnd 18 R POy m——

Current

Customer

proved Date 4 Routing Type

Ariba, Inc. - TEST 17 Apr 2013 Default Actions ¥

L Reject \ Invoice Setup
— General Invoice Rules

Allow suppliers to send invoices to this account.

Yes

Ignore country-based invoice rules.

Allow suppliers to send invoices with service information. | No

Require line-item credit memo to reference another invoice. No

Allow suppliers to send invoice attachments. Yes
Your procurement application can download invoice attachments (MIME multipart messages). No

Allow suppliers to send non-PO invoices. |

Require suppliers to create an order confirmation for the PO before creating an invoice. | i No



Electronic Invoice Routing and notifications

Click on Electronic Invoice
Routing at Administration
Navigator.

Choose one of the following
Invoice routing methods

Online

CXML Network Settings
EDI Electronic Order Routing nic In utin
Configure Notifications to N
emails (the same way as s . <ol
in Order Routing). Sendi
Document Type Routing Method
Invoices Online ~
XML
catl =
Invoice Failure 7] Send a notification when invoices
rejected.
Invoice Status 7] Send a notification when invoice s
Change

EMEASupplierEnablement ¥
AN01011755460, Basic Package
Enter a short description to reach 45%=>
Company Profile
Service Subscriptions
Account Settings
Customer Relationships
ations
Account Hierarchy
Network Settings
ted P nts Elecronic Grder-Rouling
l Ele outing l
t (otificati

Options

Return to this site to create invoices

email addresses (on
are undeliverable or test@ariba.com

tatuses change. test@ariba.com

© 2014 - 2015 Ariba - an SAP company. All rights reserved.
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Account configuration and Invoice Archival

In the Electronic Invoice Routing
section, set Invoice Archival to
export invoices to your system for
legal compliance:

1.

Select frequency (Weekly,
Biweekly or Monthly), choose
Archive Immediately to archive
without waiting 30 days, and
click Start.

If you want Ariba to deliver
automatically archived zip files to
you, also enter an Archive
Delivery URL (otherwise you
can download invoices from your
Outbox, section Archived
Invoices).

Invoice Archival

Biweekly
Monthly

| Archive Immediately

Stop Update Frequency Requeue

Bl  Set Start Time

The next archive file will be available on 12/05/2013

Archive Delivery

URL: i Save Delivery URL

<Buyer project specific tasks>

VAT ID / TAX ID — select your company name in the top right
corner, go to Company Profile and select tab Business. In the
section Financial Information enter your Vat ID / Tax ID.

Remittance address — select your company name in the top right
corner and go to Remittances. In the EFT/Check Remittances section
select Create and complete all required fields marked by an asterisk.

Payment methods — select your company name in the top right
corner and go to Remittances. In the EFT/Check Remittances section
select Create/Edit. In the Payment methods section choose one of
the following options: ACH, Check, Credit card or Wire. Complete the
details. The Remittance ID will be communicated to you by your
buyer.

Test account creation (testing is required for integrated and
catalog suppliers) - to create a test account, select your name in top
right corner and choose “Switch to Test ID.”

Currency The currency that Ariba Network uses in the service
subscription area of your account is controlled by your organization’s
location, which you specify in User Account Navigator > My
Account > Preferences

© 2014 - 2015 Ariba - an SAP company. All rights reserved.
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Creating Invoices
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PO Flip Invoice

Quick Links Home Inbox Outbox Catalogs Enableme
view: [Estza hour= | @ Orders and Releases Time & Expense Sheets Earl

& Orders and

::m-s Orders and Releases

Changed (0) Orders and Releases Items to Ship
Failed (D)
Partially Confirmed (0) » Search Filters
Partially Shipped (0)
Partially Invoiced (0)

inquiries (0) T Order Number Customer Inquines

Failed (0)
Rejected (0)

1, Collaboration - [Create Order Confirmation v | [Create Ship Notice |

Response Needed (0)

./ Manage

Time & Expense
Sheets

/ create 1nvoice
PO Invoice
lon-| nvoice

Contract Invoice purﬂ:h'“ Ordal‘: MQETESTj'

/ Early Payment
Terms
=1 Croote Invose | Hde | Prnt ™ |

ot (ZCreste Order Confrmation <)
Proposed Offers ‘Skandard Inveics
s v [ oriero-ioi WEESIE

Receivable Sales
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PO Flip Invoice - Header

Invoice is automatically pre-populated with the

PO

data. Complete all fields marked with an

asterisk and add tax as applicable.

1.

6.

Enter an Invoice # which is your unique
number for invoice identification.

The Invoice Date* will auto-populate.

Select Remit-To address from the drop down
box if you have entered more than one.

. Tax and Shipping can be entered at either

the Header or Line level by selecting the
appropriate radio button.

You can also add some additional
information to the Header of the invoice such
as.

Special Handling

Payment Term

Comment

Attachment**

Shipping Documents

Then Scroll down to the Line items section
to select the line items being invoiced.

Note: Support of Addt’| Reference Documents &
Dates is applicable for CSC customers only

**Attachment file size should not exceed 40MB.

¥ Invoice Header

Shipping Docum

Amount Details

Add to Header v \

ants
fn

\

Special Handling

Payment Term

onal Reter

"
ence U

ocuments and Dates

J

1—/\—|
SUMMARY 1 '>
Purchase Order: PO-30 Vs
®INVOICE =7 A
* Invoice Date: 18 Sep 2013 m < 2 >
* Supplier Tax ID: 123456789 = Discount
Remit To TEST3 |_, -
Ukraine ( 3 >
TEST3 | ‘
= Ad
Buyer(customer) Department Adaitio
Prague
Czech Republic \ Commeant
TAX @ Header level tax Line level tax
* Category: 0% VAT / VAT
Location:
Description: VAT -

Date Of Pre-Payment:

Law Reference:

_dh
N

v

™

SHIPPING

@ Header level shipping

Line level shipping

Ship From:

EMEASupplierEnablement - TEST
Prague
Czech Republic

Taxable Amount:
Rate(%):

Tax Amount:
Exempt Detail:
Date Of Supply:

Triangular Transactior

Ship To:

Deliver To:

*Buyers can allow suppliers to create future dates on invoices submitted

© 2014 - 2015 Ariba - an SAP company. All rights reserved.
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PO Flip Invoice — Line ltems

Line Items section shows the line

items from the Purchase Order. GOODS 2 Line Items 2 Included 0 Previously
1. Review or Update Quantity for Insert Line Item Options

each line item you are inVOiCing- Tax Category: VAT Special Handling Discount &
2. Ifline item should not be invoiced, G oy o cmiic 9 1ﬁ>

. H E 3 . L l_\

click on the line item’s Qreen —= /] €F teun et tem =

check mark to exclude it from the \ =

: : H 2 v Test-1179 tes

invoice OR click the check box on . at EX SEm 100

the left of the item and click Delete Line Item Actions v | Delete Add Ttem

to remove the line item from the
invoice. You can generate another
invoice later to bill for that item. i

-
. . . . Insert Line Item Options % \ >
3. SeleCt the Ilne Item tO WhICh taX 1S Tax Category: VAT ]a,“E_ - iflg Discount < 5 J'/

i ) N

to be applied using the Line ltem #
checkbox. To apply the same tax to
multiple line items select those line
items to be taxed at the desired < >
rate. v

4. To configure additional Tax Options

2Lline Items 2 Included 0 Previously Invoiced

Add to Included Lines

Part ¢ 984 VA AT Juantit Unit Init Price Subtotat

e i 100 62 10.00EUR 1,000.00EUR
Standard Tax Selections

Pan # - Quantity Unit Unit Price Subtotal

Test-1179 HS 100 62 10.00EUR 1,000.00EUR

Add Item

within the Tax Category tool, use the S
Configure Tax Menu option. 4 >
5. Check Tax Category and use vet) [0 E0 ED

the drop down to select from the
displayed options. Click Add to
Included Lines. (see Slide 14
for additional details)

© 2014 - 2015 Ariba - an SAP company. All rights reserved.



PO Flip Invoice — Additional Tax Options & Line

Item Shipping

To configure additional tax options click Configure Tax Menu under the Tax Category drop down. Create new

tax categories and as needed.

1. To apply different tax rates to each line item select the Line ltem.

2. Click Line Item Actions > Add > Tax. Upon refresh, the Tax fields will display for each selected line item.

3. Within each line item, select Category, then either populate the Rate(%) or Tax Amount. Click Update.

NO Include Part #
20 Test-1179
* Category:

Location:

Description: VAT

Date Of Pre-Payment:

Law Reference:

Line Item Actions v Delete Add Item
Configure Ta: o EEE3
T VAT
VAT - 15 % VAT
T

LS Cancel]

4. Shipping: If line level shipping
has been selected at the line
level, enter shipping cost to the
applicable line items.

© 2014 - 2015 Ariba - an SAP company. All rights reserved.

test item

Taxes

0% VAT / VAT

Subtotal
100 Cc62 10.00EUR 1,000.00EUR

Taxable Amount: 1,000.00EUR emo

Rate(%): 0

Tax Amount: 0.00EUR

Exempt Detail: L‘

Standard Tax Selections Date Of Supply: 18 Sep 2013
Triangular Transaction
To remove
1 1 =TI Update ave 2
a tax line item, e

click Remove.

GO0DS

Insert Line Item Options

Tax Category: VAT

2Line Items 2 Included 0 Prewiously Invoiced

Speoal Handling Discount
10 Test-1178 testitem 100 C62 10,00EUR
SHIPPING Ship From EMEASupplierEnablement - TEST Ship To:
Prague Prague
Czech Republic Czech Republic
Deliver To Buyer Department
SHIPFING ST Shipping Amount: 0.00EUR Shipping Date:

Add to Induded Lines

1,000.00EUR

Public




PO Flip Invoice — Detail Line ltems

5. Additional information can be viewed at the Line ltem Level by editing a Line ltem

LINE ITEMS

Insert Line Item Options

9 Lne Items 9 Included O Previously Invoiced

["] Tax Category: ¥| Shipping Documents ] Special Handling | Discount Add to Included Lines
[ ne Include Part # ption Customer Part Quantity Unit  Unit Price Subtotal
ml 4 MATERIAL VCT12303 Victor Technology Desktop Calculator - 12-Digit; Two-Coler Print/Display 50 EA $89.95 USD $4,997.50 USD
SHIP NOTICE DETAILS Ship Notice #: 123-456 Ship Notice Line #:
Cpéate Invoice (‘Cance
line Tte® Actions v ] [
Edit
T \ Line Item Actions
Tax
R 50 Part #: VCT12303
Shipping Documents = Auxiliary Part 1D: EA
Special Handling : $99.95 USD
Subtotal: $4,997.50 USD
Discount
Comments - ;
Description: Victor Technology Desktop Calculator - 12-Digit; Two-Color Print/Display
Attachment
SHIP NOTICE DETAILS Ship Notice =: 123-456 Ship Notice Line =:
Inspection Date:
SHIPPING Ship From: KK DG Sherpa LLC - TEST Ship To: Los Gatos
Los Gatos, CA Addresses
Pittsburgh, PA United States
United States Deliver To: Test User - sshah
Los Gatos
SHIPPING COST * Shipping Amount: £0.00 USD Shipping Da i
ACCOUNTING REFERENCE Reference ID: Descniption:

© 2014 - 2015 Ariba - an SAP compa

y. All rights reserved.




PO Flip Invoice — Line Item Comments

7. To add comments at the line items select Line ltems, then click at Line Item Actions >Add >
Comments.

8. Upon refresh, the Comments field will display. Enter applicable Comments in this field.
9. Click Next.

GOODS 2 Line Items 2 Included 0

Insert Line Item Options

Tax Category:| VAT Special Handling Discount
No Include Part # Description Quantity
10 v Test-1178 test item 100
20 v Test-1179 test item 100
Line Item Actions « Delete Add Item
Edit
urn of
ide/Sh Add
ecial Ha
—%  Discount
-+ iments
Attachment
COMMENTS

Remove

2015 Ariba - an SAP company. All rights reserved.



PO Flip Invoice — With Allowances and Charges

If Allowances and
Charges are
included in the

PO, these will Header

con\{ert to the Allowance e
Invoice at either = -
Invoice Header or ana

Lined ltem Level Charges

based on where
the information is
on PO

LINE ITEMS

| ERIAL I 3 I
I n A4 I\J\VI\J 1
LLLLLLLLLL Description: = - Jd
AND CHARGES LineltemAllowanceDescriptio Tax
Allowance™
$600.00 USD
h -
arges.-. o m
ccccccc usD

© 2014 - 2015 Ariba - an SAP company. All rights reserved.



Contract Invoice

To create a Contract Invoice:
1. Select Contract Invoice under
Create on the navigation menu.
(not depicted in this slide)

: : Create Contract Invoice: Select Customer L g
2' SeIeCt Atmus In the CUStomer IISt' Select a customer from the list below and click Next to continue the process. If the custon
Complete invoice entry with all #H?
. . . * Customer Name: Search < 2
fields marked with asterisk (*). LS
Customer 1
—
Ariba, Inc.
INV737
Ariba, Inc. GSO Sandbox SAP
[REmentcotatonl
Ariba, Inc. GSO Sandbox_PS
wInvoice Header
GSO EIPP(Generic)
Supplier Invoice #:+ o GSO EIPP(SAR)
asing Unit: * I Of Seb Sussman GSO Integrated
Supplier: * SU_INTERNAL2203835 (OND PROD Test Supplier) Supplier Contact:  Test Loc [ sell
]
Company Code:
Contract:  (no value) [ select ] ~ t (no value) [ sele
i Jn L I Cancel
3/
My Labels:  Apply Label -’
Shipping - Entire Invoice
Ship From: |Test Location Flan
Header Actions =|*
Line Items Show Details FERT|
No. Description Contract Qty U P
No items
Line Item Actions ="

© 2014 - 2015 Ariba - an SAP company. All rights reserved.
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Contract Invoice

There is an option to
add Tax, Shipping,
Special Handling,
Discount, Comments
and Attachments to
Contract Invoices.

To add Line items
to the Invoice:

1. Choose from Non-
catalog or Catalog
options.

2. Enter required
fields marked with
an asterisk (*).

3. Update Total.

4. Click on Submit
button to submit
the invoice.

Header Actions ="

Add Header Actions =
Line Items
Line Items
No. No. Description
Comment
Attact ¢ Line Item Actionsj] ="
; i achme
Line Item Action achmen e | Y -
A 3
Line Items
No. Description Contract Qty Unit Pricy
1 Test Item 5 Yes 1 each $88)
Reference Date: * Wed, 18 Sep, 2013 T Catalog Item
C odity C Paper products Purch Org 3000 (IDES USA)
=
Supplier Part Number hhh < 2 ; ine Item Te
Supplie il rt 1 v
Shipping - by Line Item
Ship From: Test Location Plant: * | 3600 (Wichita
Subtotal:  $88.00 USD
Deliver To: *
Total Tax: $0.00 USD
Total: 88.00 USD
Line Item Actions =" —~N— $
‘ 3 > Update Total
N
=
14,6 B
T

© 2014 - 2015 Ariba - an SAP company. All rights reserved.



CSV Invoices Upload

1 Pending Tasks

Action Required to Complete
Enablement Tasks »

' Profile Completeness

] 35%

Enter a short
description to reach
45% >

Quick Links

E Purchase Orders
New (0)

Changed (0)

Failed (0)

Partially Confirmed (0)
Partially Shipped (0)
Partially Inveoiced (0)

@ Invoices

Failed (0)
Rejected (0)

=%
../ Manage
Time & Expense Sheets

i Create
PO Invoice
Non-PO Invoice

CSV Invoice

Contract Invoice

Purchase Orders
Order Confirmations
Ship Notices
Invoices

Payments

More...

Customer:
Order Number:

a
Date Range:

Exact Match

Customer

S

Purchase Order Status

Custome 1of1
New Changed Confirme

0 1]

(=]

Customer

Early Payments

Customer

Customers: 1 of 1

Buyer-Initiated

Import CSV Invoice

# Customer: Ariba, Inc.

#*CSV invoice file path:

Import CSV Invoice

Ariba - an SAP company. All ri

reserved.
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Copy this Invoice Feature
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“Copy This Invoice”

Suppliers can copy an existing invoice to use as a basis for a new invoice. The copy includes
all fields except the invoice date, invoice number, exchange rate, and attachments. The
supplier can edit and submit the new invoice without having to reenter a lot of information. This
feature applies to standard invoices and contract-based invoices. Invoices can be copied
regardless of status.

Common uses for this feature include:
» Submitting invoices for a balance due
» Submitting corrected invoices in cases where the first attempt was rejected

Enabling This Feature
This is an out-of-the-box feature available to all customers. It requires no action to configure it.

Limitations

You cannot copy the following:

« Summary invoices (invoices that refer to multiple purchase orders)

» Credit memos and line-level credit memos

» Self-signed invoices (invoices that are digitally signed by the supplier)
* Invoices with 1000 or more invoice lines

© 2014 - 2015 Ariba - an SAP company. All rights reserved. Public



How to Copy this Invoice

To copy an existing invoice in
order to create a new invoice : Outhos

1) On Ariba Network, go to .

the Outbox. Invoices
2) Either » Starch Flters
« Select the radio button for the

invoice you want to copy, and
click Copy.

OR . . .
« Open the invoice you want to . o o o s
copy, and on the Detail tab, click
Copy This Invoice

Invoice: I551954

[ Create Line-Item Credit Memo] i Copy This Irwoice]l Print | Export cXML | Register for Auction

3) Enter an invoice number.
4) For VAT lines, make sure the
date of supply at the line level
is correct.

Standard Invoice

5) Edit the Other fiG'dS aS Invoice #: 1551954
Invoice Date: Friday 14 Nov 2014 11:15 PM GMT-07:00
necessary Original Purchase Order:

6) Click Next, review the invoice,
and save or submit it.

© 2014 - 2015 Ariba - an SAP company. All rights reserved.



Modifying Invoices
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PO Flip Invoice — Review, Save, Submit

Review your invoice for accuracy from Create Invoice USTI Urdate I Save BN Exit|
the Review page . Scroll down the page
to view all line item details and invoice Create Invoice — In case of
'[O'[a|S & Please correct the following errors and resubmit any errors, you

* Indicates required field will get a

notification in red

If no changes are needed, click Submit < Invoice Header where information
to send the invoice to Atmus. should be
SUMMARY corrected.
. - Purchase Order: PO-30
If changes are needed, click Previous « Invoice #:
a & Required field

to retur.n to previous screens and make trveice Date: — —
corrections before Sme|tt|ng. * Supplier Tax ID: 123456789

Remit To TEST3 [+
Alternatively, Save your invoice at Home Inbox | Outbox | Catalogs Reports
anytlme durlng |nVO|Ce Creat|0n to Invoices Order Confirmations Ship Notices Archived Invoices] Drafts
work on it later. Drafts

This page displays documents you saved in draft state. You can edit them and submit them, which removes them from §

You may resume working on the
invoice by selecting it from fovosces
Outbox>Drafts on your Home page. invelee =

Test 123 Ariba, Inc. - TEST PO-30 13 Sey

Edit Delete View Content

You can keep draft invoices for
up to 7 days.

© 2014 - 2015 Ariba - an SAP company. All rights reserved. Public



Cancel, Edit and Resubmit Invoices

Click the Outbox tab.

In the Invoice # column,
click a link to view
details of the invoice.

1. Click Cancel. The
status of the invoice
changes to “Canceled.”

2. Click the Invoice # for
the failed, canceled, or
rejected invoice that you
want to resubmit and click
Edit.

Click Submit on the
Review page to send the
invoice.

Home Inbox jOutbox Catalogs Reports
Invoices Order Confirmations Ship Notices Archived Invoices Drafts
Invoices

» Search Filters

Invoices Total: 1
ustomer Reference ubmit Method ] C Y
Eval23 Ariba, Inc. - TEST P0123456 Online Supplier Purchase Order 25 Jul 2013
Create Line-Item Credit Memo Edit Create Non-PO Invoice Create Contract Invoice
Invoice: Eval23
Create Line-Item Credit Memo JCancel | Pnnt Export cXML CANCEL INVOICE?

Are you sure you want to cancel this invoice?

Standard Invoice

No

Yes

» Search Filters

Invoices

Home Inbox Outbox Catalogs Reports
Invoices orucrLr_lan irmatibns  Ship Notices
Invoices

Customer
Ariba, Inc. - TEST

= Ariba, Inc. - TEST
Ariba, Inc. - TEST

Ariba, Inc. - TEST

Ariba, Inc. - TEST

cm Ariba, Inc. - TEST

L INV21 Ariba, Inc. - TEST

Create Line-ltem Credit Mamm

Archived Invoices Drafts
Total: 7

R Submit Method Origin Source Doc Date 4

E Supplier i3 Sep 2013
PO Supplier 13 Sep 2013
PO-18 Online Supplier Purchase Order 13 Sep 2013
PO-18 Supplier 13 Sep 2013
PO-18 Supplier 13 Sep 2013
PO-11 Online Supplier Purchase Order 9 Sep 2013
PO- Online Supplier Purchase Order 9 Sep 2013

Create Non-FO Invoice Create Contract Invoice

Amount Routing Status ice Status
2,420.00 EUR  Failed rejected
2,420.00 EUR  Obsoleted Rejected
2,420.00 EUR  Sent Sent

2,420.00 EUR  Obsoleted Rejected

2,420.00 EUR

-50.35 EUR

2,380.00 EUR

Obsoleted

Sent

Sent

Rejected

Sent

Sent

© 2014 - 2015 Ariba - an SAP company. All rights reserved.
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Document Status, Searches
and Reports
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Check Invoice Status

If you configured your Invoice Notifications as noted earlier in this presentation, you will receive

emails regarding invoice status.
You can also check invoice status from the Outbox.

ROUTING STATUS
Reflects the status of the transmission of the invoice to
Atmus via the Ariba Network.

Obsoleted — You canceled the invoice

Failed — Invoice failed Atmus invoicing rules.

Atmus will not receive this invoice

Queued — Ariba Network received the invoice but has not
processed it

Sent — Ariba Network sent the invoice to a queue. The
invoice is awaiting pickup by the customer

Acknowledged — Atmus invoicing application has
acknowledged the receipt of the invoice

INVOICE STATUS
Reflects the status of Atmus’ action on the Invoice.

Sent — The invoice is sent to Atmus but they have not
yet verified the invoice against purchase orders and
receipts

Cancelled — Atmus approved the invoice cancellation
Paid — Atmus paid the invoice or is in the process of
issuing payment. This status applies only if Atmus

uses invoices to trigger payment

Approved — Atmus has verified the invoice against

the purchase orders or contracts and receipts and
approved if for payment

Rejected — Atmus has rejected the invoice or the
invoice failed validation by Ariba Network. If Atmus
accepts invoice or approves it for payment, invoice status
updated to Sent (invoice accepted) or Approved (invoice
approved for payment)

Failed — Ariba Network experienced a problem routing
the invoice

© 2014 - 2015 Ariba - an SAP company. All rights reserved.
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Check Payment status of an Invoice

To check the status of an invoice, please contact Atmus Accounts Payable.

Contact information for each regional Accounts Payable Department can be found
on the Atmus Supplier Portal.

Click the Supplier Payments tab, then select Contact Accounts Payable under
Key Links.

Signin | Contact Us | Heilp

Cummins Supplier Portal

*Invoicing for Indirect PO's

Invoicing for Direct B Frint
> B

Products -

invoice Status Contact Accounts Payable |

Ehilippines
Singapore
us

© 2014 - 2015 Ariba - an SAP company. All rights reserved.



Check Invoice History

Access any invoice.

» Click on the History tab to
view status details and invoice
history. Invoice: 120813456

° History and StatUS com ments Create Line-Item Credit Memo Eancel Exrrt cXML

for the invoice are displayed.

Invoice: 120813456 To:

* TransaCtlon hIStor.y Ca:n be used é{ljevcc\;‘lc\ridsgz'uz:ﬂba Network On: TZEn»:uQ 2013 11:29:46 AM GMT+02:00 Routing Status:
In problem determlnatlon for Submitted By: EMEA Administrator

failed or rejected transactions.

*  When you are done reviewing
the history, click Done.

History

EMEASupplierEnablement -

The invoice was successfully received. 12 Aug 2013 11:30:43 AM

TEST
Digital signature is requested for this document with From country CZ and To country CH PropogationDispatcher-621512 12 Aug 2013 11:30:456 AM
This document has been digitally signed. PropogationDispatcher-621512 12 Aug 2013 11:30:48 AM
This document has been digitally verified. PropogationDispatcher-621512 12 Aug 2013 11:30:51 AM
The invoice status has been successfully updated to by Ariba, Inc. - TEST. Description:The document was added to the pending queue for _— N N .
PropogationProcessor-632220 12 Aug 2013 11:30:55 AM
download.
Sent Supplier 12 Aug 2013 11:30:55 AM

Create Line-Item Credit Memo Cancel Export cxXML

© 2014 - 2015 Ariba - an SAP company. All rights reserved.



Search for invoice - Quick Search and Refined Search

QUICK SEARCH
1. From the Home Tab,
2. Select Invoices in the

-
S P

Home Inbox Outbox Catalogs Reports

Profile Completeness

RENECY

Purchase Orders Customer:
Document type to search, o Ordar Confiemation b
Enter a short Ship Notices Invoice Number: v A
description to reach
3. SeleCt Atm us from s Invoices <l_\/_2 Date Range:
Customer Drop . Payments < ] P Last2ehous[
down menu. viow: [T G Bactvach (D
4. Enter Document # , if [+ T ——— » :
known. New (0) B o e
d—ar‘g?d (@ [ ™™ Ariba, Inc. - TEST 1] 1] 1]
5. Select Date Range, up to ik
90 days for Invoices.
Bme Gliek w Catalogs Reports REFINED SEARCH
Invoices Order Co;l_f){[qatic:ns Ship Notices Archived Invoices Drafts A”OWS a reflned SearCh Of
— < Invoices within up to 90 last days.
nvoices = .
Click the arrow to expand
p Search Filters .
1. Search Filters from Outbox
r—;n-.e Inbox Ou.tbcx c-ﬂtﬁ.)\:j Reports . - (InVOiceS).
Invoices 2 Enter the Criteria tO bUild the
desired search filter.
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Search for invoice - Reports

Invoice reports provide information on invoices you have
sent to customers for tracking invoices over time or
overall invoice volume for a period of time. ARIBA | NETWORK

Failed Invoice reports provide details on failed
and rejected invoices. These reports are useful for
troubleshooting invoices that fail to route correctly.
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Reports Can be Created by Administrator or = REDE} } Enter a title and description for this report. Check the Time Zone and Language settings. You can set the Time Zon
User with appropriate permissions. _—

2] Criteria Title:

1. Click the Reports tab from the menu at the top of
the page.

2. Click Create. Fill in required Information. Select an e Sy
Invoice report type — Failed Invoice or Invoice. 2 ; o

Language: T

A

3- CliCk Next *Report Type: Selt = < 3 >

Select

Select (and higher) members may choose Faled e oce . il
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Manual or Scheduled report. Set scheduling information Purchaze Order

ol
Tax Book

if Scheduled report is selected. i

After specifying Customer and Created Date in @ e
Criteria click Submit. @ ctaen

You can view and download the report in CSV format ‘
when its status is Processed. )

For more detailed instructions on generating reports,
refer to the Ariba Network Transactions Guide found
on the HELP page of your account.
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