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PO Flip Invoice

To create a PO-Flip Invoice

1. Select the PO Invoice link under
the Create Invoice section in the
navigation menu on the left.

2. For PO Invoice select a PO
number.

3. Click on the Create Invoice
button and then choose
Standard Invoice
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PO Flip Invoice - Header

Tax
Invoice is automatically pre-populated with the ahloct e G @
PO data. Complete all fields marked with an = invoce reader it

asterisk and add tax as applicable.

Shipping Documents
SUMMARY

o™
1. Enter an Invoice # which is your unique o, e order: PO_30 Amount Details ]

number for invoice identification. T invoies = {é} Special Handling
# Invoice Date: 18 Sep 2013 EH
*Supplier Tax 1D 123456730 Discount

The Invoice Date* will auto-populate.

Remit To TEST3 EI

Ukraine
TESTZ3

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

Payment Term

Buyer{customer) Department

( Add to Header v \

Additional Reference Documents and Dates

J

4. Tax and Shipping can be entered at either ot Republic \CDWW
the Header or Line level by selecting the -
approp”ate rad|0 button TAX @ Header level tax Line level tax
5. You can also add some additional o . X
. . . . # Category: o, axable Amount:
information to the Header of the invoice such e VATLUAT .
as: Location: Tax Amount:
Description: AT e ctail:
+ Special Handling Sxemet Detal
Date Of Pre-Payment: fzed Date Of Supply:
. Pa.yment Term Law Reference: Triangular Transactior
« Comment
« Attachment** SHIPPING @ Header level shipping Line level shipping
. Sh|pp|ng Documents Ship From: lI:EFJ\SUD|:||i|:rEna|.l|ement ~TEST Ship To:
rague
A . . Czech Republic
6. Then Scroll down to the Line items section i Deliver To:

to select the line items being invoiced.

Note: Support of Addt’| Reference Documents & *Buyers can allow suppliers to create future dates on invoices submitted
Dates is applicable for CSC customers only

**Attachment file size should not exceed 40MB.
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PO Flip Invoice — Line Items

Line Items section shows the line

items from the Purchase Order. GOODS 2 Line Items 2 Included O 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, _ o o R @
. ) ) , MNo Include Part £ Description Quantity
click on the line item’s Green " v Tect 118 st
a est- est item 100

check mark to exclude it from the I:I
invoice OR click the check box on
the left of the item and click Delete Line Item Actions « | Delete Add Item
to remove the line item from the
invoice. You can generate another

20 o d Test-1179 test itern 100

InVOICG Iater to bl” for that |tem GOODS 2Lineltems 2 Included 0 Previously Invoiced
. . . . Insert Line Item Options <
3' SeIeCt the Ilne Item to WhICh ta‘X IS Tax Category: VAT " iflo Discount @ Add to Included Lines
to be applied using the Line Item # o 5T/ - R o
chec_kbo>.<. T(_) apply the same ta_x to S~ — - - oo
multiple line items select those line Stndard ToxSlectons
items to be taxed at the desired cart 3 o quanty Wit uniterie oo
rate. Test-1179 11 100 62 10.00E0R 1,000.006UR
4. To configure additional Tax Options o
. . Line ltem Actions v  Delete Add Item Withholding Tax
within the Tax Category tool, use S
. . Turn on Error Dump e —
the Configure Tax Menu option. He/Show XL Conrs T Hans 4
5. Check Tax Category and use the e (28 B0 ED

drop down to select from the
displayed options. Click Add to
Included Lines. (see Slide 14 for
additional details)
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PO Flip Invoice — Additional Tax Options & Line ltem
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 Item.

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.
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No Include Part # Description Quantity Unit Unit Price Subtotal
20 o Test-1179 test item 100 ce2 10.00EUR 1,000.00EUR
TAX * Category: 0% VAT / VAT Taxable Amount: 1,000.00EUR Remove
_ Rate(%:): 0
Locatl.on.: Tax Amount: 0.00EUR
Description: VAT Exempt Detail: E|
Date Of Pre-Payment: Sta_"ld?rd Tax Selections Date Of Supply: 18 Sep 2013 [z
Law Reference: FAT Triangular Transaction
Line Item Actions * | Delete Add Item _i:
Configure Tax I Concel | ST
Q5T
Tax Category Rate X
e To remove
et = = . e withholding Tax . . =T
al “ VA - | Update [l Save [l Exit |
VAT =] 19 % VAT Other Tax a taX Ilne Item,
AT =l o1 . AT H Configure Tax Menu I .
N click Remove.
SIS Corcel]
GOODS 2Lline Items 2 Included 0 Previously Invoiced
Insert Line Item Options
Tax Category:| VAT Special Handling Discount Add to Included Lines
4' Sh I pplng * If I I n e | evel S h I p p I n g No. Include Part £ Description Quantity Unit Unit Price Subtatal
ha.S been Selected at the I|ne Ievel , 10 7 Test-1178 test tem 100 ce2 10.00E0R 1,000.00EUR
enter Shippi ng Cost to the SHIPPING Ship From: E::E::upplierEnaIJIement- TEST Ship To: “ﬁ%
. . H Czech Republic Czech Republic
appllcable Ilne Ite mS. Deliver To: Buyer Department
SHIPPING COST *Shipping Amount: 0.00EUR Shipping Date: m




PO Flip Invoice — Detalil Line ltems

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

LINE ITEMS

Insert Line Item Options

D Tax Category:

Shipping Documents

9 Line Items 9 Included 0 Previously Invoiced

Special Handling Discount

Add to Included Lines
O no. Include Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 v d IMATERIAL VCT12303 Victor Technology Desktop Calculator - 12-Digit; Two-Color Print/Display 50 EA $99.95 USD £4,997.50 USD
SHIP NOTICE DETAILS Ship Notice #: 123-456 Ship Matice Line #: 1
Crpéate Invoice E=
ling Ttedt Actions ] [
Edit
Add \ Line Item Actions *
Tax
Tt . Part #: VCT12303
I ] O UMENTS ili .
ppRing Units a Auxiliary Part 1D: EA
Special Handling Unit Price: $99.95 USD
X Subtotal: $4,997.50 USD
Discount
=

Comments Description: Victor Technology Desktop Calculator - 12-Digit; Two-Color Print/Display
Attachment

SHIP NOTICE DETAILS Ship Motice #: 123-456 Ship Motice Line #: 1

Inspection Date:
SHIPPING Ship From: KK DG Sherpa LLC - TEST Ship To: Los Gatos View/Edit
Los Gatos, CA Addresses

SHIPPING COST *+Shipping Amount:

ACCOUNTING REFERENCE Reference ID:

Pittsburgh, PA
United States

$0.00 USD

United States

Deliver To: Test User - sshah

Los Gatos
Shipping Date: m
Description:
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PO Flip Invoice — Line Item Shipping
NOTE: Slide applicable only for Collaborative Supply Chain (CSC) customers

6. If line level shipping has been selected and CSC enabled, enter Retail Details, Shipping

Document Information and Informational Pricing related to the line item.

3 Line Items

3 Included 0O Previously Invoiced

GOODS
Insert Line Item Options Y| retail Detail Tax Cat :
stal betans LA [Add to Included Lines
¥| Shipping Documents Discount Special Handling ¥| Informational Pricing
Mo. Include Part# Description Customer Part # Quantity Unit Unit Price Subtotal
1 o AXA4A518 BULLNOSE SHELVES 4 PK 100 PK $31.20 USD £3,120.00 USD
RETAIL DETAILS Product EAN/UPC: Color: Code: Remove
European Waste Catalog Size: Code:
1D
) Grade: Code:
Promotion Deal 1D:
) . Quality: Code:
Promaotion Vanant I1D:
SHIPPING Packing Slip 1D: Delivery Note ID: Remove
DOCUMENTS . . . .
Packing Slip Date: sz Delivery Mote Line #:
Delivery Note Date: issi
INFORMATIONAL Retail Amount: Information Price: Remove
PRICING

Unit Price Excluding Tax:

Information Price
Excluding Tax:
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PO Flip Invoice — Line Item Comments

7. To add comments at the line items select Line Items, 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 O

Insert Line Item Options

Tax Category: VAT Special Handling Discount
Mo Include Part # Description Quantity
10 o Test-1178 test item 100
20 W Test-1179 test item 100
Line Item Actions «| Delete Add Item

Edit

urn o
idE-"El Add
Special Handling

Discount

Comments

Attachment

COMMENTS Eemaove
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PO Flip Invoice — With Allowances and Charges

If Allowances and
Charges are
included in the
PO, these will
convert to the
Invoice at either
Invoice Header or
Lined Item Level
based on where
the information is
on PO

SUMMARY

Purchase Order:
!

Supplier Tax ID:

Remit To:

Header

POTLCTS15008

18 May 2015 =

14sN Supplier 8

Amount Due:

$5,381,330.00 USD

A"OW&ﬂ ce
Regime:
g SHIPPING o el shipping ") Line level shipping
Ship From 14sN Supplier 8 Ship To: Santa Clara
United States Deliver To: Rashmi

Start Date:

16 Apr 2014

Description:

End

TS 2 Line Items 2 Inclu Apr 2014 =
Charge:
Insert Line Item Options
Tax Category: [ shipping
Documents Handling Discount
O No. Include Part # Description Customer Part = Quantity Unit  Unit Price Subtota!
o1 v MATERIAL | update-Part-0001 update-Clock 3 DZ  $800,000.00 USD $2,400,000.00 USD
ALLOWANCES A
Service Code: Description: y Add
AnD CHARGES PLioN: [LineTtemaliowanceDescripti] 424
. End Date: (17 apr2014 =
Start Date: (16 apr 2014 kit
Allowance: 600,00 USD
Service Code: Description: [ ineltemChargeDescriptiont
End Date: |17 apr2014
Start Date: (16 apr 2014 =
Charge: $800.00 USD
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