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How to View Invoice
Details/Status & Payment
Status on the Ariba
Network (AN)
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STEP 1: Viewing Invoices from the Ariba Workbench Tab

e To search for an Invoice, log into your Ariba Network Account.
e Go to the Workbench tab at the top of the page

SAP Business Network ¥~ Standard Account | Get enterprise account

Home Enablement Workbench

(i) Support the people of Ukraine. Update t
Ukraine. Learn More | Update Profile

W/

STEP 2: Accessing Invoices from the Invoice Tile

e Select the Invoices option

“0.0. "0.0..

Orders Rejected invoices Remittances Earty payment offers More

0.0, 0 1 0 0

cheduled payments Orders 10 invoice Involces Pinned documents Enablement Tasks

e You will see a list of all Invoices (for the last 31 days) that have been submitted over the
Ariba Network to DXC along with the Invoice Details / Status.

e If you do not see the Invoice Number you are looking for you can adjust the Edit Filters
to search for specific Invoice Details.
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Back to classic view is now
accessible from the user setting

Invoices

Invoices (1

Invoice Source .
v Customer Reference iR Submission Method  Origin Date Amount  Routing Status Invoice Status Self Biltir  Act

Technology SRS . . 2022 2875 Acknowledg
Services LLC - TEST Orde: Online supplier  Feb 8, 2022 $22875USD  Acknowledged

STEP 3: Searching for Invoice #s Using the Partial Match Search Options

e To view the Edit Filters, select the arrow next to Search Filters. And the Edit Filters
parameters will be displayed.

e Under the Partial number section You can search for a series of invoices by entering the
Invoice #, Order # (PO), and a Creation date (invoice date) (up to last 365 days). And
then select the blue Apply Button

Inveices (1)

v Edit filter

Order number Creation date Invoice status

Last 31 days v All v

Apply Cancel

STEP 4: Searching for an Invoice # Using the Exact Match Option

e If you are searching for a specific Invoice #, select the Option Exact Match.
e Then enter the Invoice # and select the blue Apply button. And the Invoice Details will
be displayed

e You can view the Invoice Details or by selecting on the Invoice # you can access the
Invoice Details.
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Invoices (1)

v Edit filter
Customers Invoice number
= L
Partislmatch  (8) Exact match
Type L"‘:::;ir Customer Reference Ezléﬁwm Submission Method Origin Date Amount Routing Status
Standard lwoica 147852 DXC Technology G100006079  Order Online supplier  Feb 8, 2022 $22875USD  Acknowledged

STEP 5: How to Extract an Invoice Detail & Status Report

To extract a report with Invoice details, you select Export option.

Invoices (553)

> Editfilter | Save filter

Last 365 da

Services LLC - TEST

Se
Type Invoice Number Customer Reference R Submission Method  Origin Invoiced Date 4 Amount  Routing Status
Standard Invoice POFFGSAPOSOLNEW DXC Technology G1000 Order Paperinvoice supplier  Aug 12, 2022 $1999.00USD  Acknowdedged
¢ Sarvices LLC - TEST g
X - DXC Technology B i
Standard Invoice: L100009656INV Sarvices LLC - TEST L100009656 Order Paperinvoice supplier Aug 5, 2022 $2,823.00 USD Acknowledged
R DXC Technology -
? FFGSAPOS 005137 . i
Standard Invoice POFFGSAPOSOLNW o 610000513 Order Paperinvoice supplier  Jul27, 2022 $999.00USD  Acknowledged
y . DXC Technology S ’ —
Standard Invoice 1G100006973 Services LLC - TEST G100006973 Order Paperinvoice supplier Jul 19, 2022 $32,584.00 USD Acknowledged
DXC Technaloj
Standard Invoice 1100009554 i 1100008554 Order Paperlnvoice supplier  Jul 18, 2022 $16,119.29USD  Acknowdedged
. ) DXC Technology ; . " 2 Si
" 1000955 109555 . . i A
Standard Invoice 1100009555 b 1100009555 Orde Paperinvoice supplier  Jul 18, 2022 $16,119.29 USD cknowledged
AEDE DXC Technology . .

Line-item Credit Memo NPO-SAMEDA] b Hon-PO Paperinvoice supplier  Jul 15,2022 $255000USD  Acknowledged
Standard | HPO-SAMEDATE DXC Technology Mon-PO Paperl T Jul 15, 2022 $2950.00 USD  Acknowdedged
tandard Invoice z E o on- aperinvoice supplier  Jul 15, ! cknavdedger
Line-Item Credit Mema POITX2-FOCM DXC Technology L100009067  Order Paperinvoice supplier  Jul15, 2022 $7,4000 USD  Acknowdedged
. HEroEn Services LLC - TEST e P PRl g : o

- DXC Technology :
Line-ltem Credit Memao ITXINONPO-FOCM ool TeST Non-PO Paperinvoice supplier Jul 15, 2022 $7,318.90 USD Acknovdedged
- DXC Technology minanncats A - waaa naan s3mmesnnien A

An Excel Extract Report of the data

1661432405390 dex - Excel

is pulled.

SAP Ariba /\

Results

Type Invoice Number Customer Reference Source Document ‘Submission Method Origin Invoiced Date Amount Routing Status

.

Standard ks POFFGRAPUSOINW  DXCTechnalogySenices LLC G100005137 onder sopplr 12 A 2022063000 M 195900 UsD Adknowledaed

Sandard v 1100009656 DXC Technology Senvices LLC 1100009656 Onder soppir 05 Aug 2022063000 M 223,00 Acknowledged
Test

Stndad mice [r— OXC Technology Services LLC G100005137 onter per 2742022063000 4w 999,00 US0 Acknwedged
Test

Standard lnvoice 16100006973 DXC Technology Services LLC 6100006973 Order Paperinvoice supplier 19 Jul 2022 06:30:00 AM 32,584.00 USD Acknowledged
Test

Standard nvocn 1100003554 res s 18002022 06:30:00 AM 1611929 USD Acknowldged

Pagelayout Formulas Data Revew View Developer Help PowerPivot SAP Analytis Cloud
cat S G A A P~ thwaptea G < B B [vema Bad Good Neutral
81 u-@ oA~ B e acomer ~ | §+ % 9 s inpon Note 5

DXC Technology Services LLC 1100009554

STEP 6a: Checking Invoice Routing Status
e Failed-Invoice failed DXC Invoicing rules. DXC will not receive this invoice
e Queued-Ariba Network received the invoice but has not processed it.
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Approved

Sent

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Invoice Status

Approved

Sent

Approved

Approved

Approved

()
Self Billir  Actions.
No
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Actions

Comments 1= Share

Self Biling



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

Acknowledged-DXC invoicing application has acknowledged the receipt of the invoice.

STEP 6b: Checking Invoice Status

**Reflects the status of DXC’s action on the invoice.

Sent-The invoice is sent to DXC but they have not yet verified the invoice against the
purchase order and receipts.

Paid-DXC paid the invoice / in the process of issuing payment. Only if DXC uses invoices
to trigger payment

Approved-DXC has verified the invoice against the purchase order or contract and
receipts, and approved if for payment

Rejected-DXC has rejected the invoice or the invoice failed validation by the Ariba
Network. If DXC accepts the invoice or approvers 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

STEP 7: Viewing Invoice Details

X
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To view the Invoice Details, click on the Invoice # (in blue text).
From this screen, you can do the following.

Create a Line-ltem Credit Memo

Copy the Invoice

Download a copy via PDF

Export to cXML

View the Invoice Details (under the Detail Tab).

0O O O O O

History -View all of historic details of the invoice including:
o submission date
o final approval date/time
o Approval/Rejection Comments from DXC



Invoice: G100001764MAR24

[ Create Line-Item Credit Mema ] [ Copy This Invoice ] Print [ Download PDF » Export cXML

Detail  Scheduled Payments  History

Standard Invoice

Status Subtotat: $27,980.00 USD

Invaice: Approved Total Tax $0.00 USD

Routing: Acknowledgad Total Special Handling $0.00 USD

Invoice Number: G100001764MAR24 Total Shipping $0.00 USD
Invoice Date: Wednesday 24 Mar 2021 3:30 AM GMT-07:00 Total Charges: $0.00 USD

Original Purchase Order: G100001764 Total Discount Amount $0.00 USD
Submission Methad: Paper Invoice Amount Due $27,960.00 USD

Origin: Supplier
Saurce Document: Order

&

[ - e—na—— Enterprise Account  TesT mone

Invoice: TESTOG00FOPO-1

[ (Create Line-Item Cradit Memo II Copy This Invoice I [ Download POF I Export XML

Detsil  Scheduled Payments History

I - TESTOG00FOPO-1
voice Status: Approved
By Ariba Network On: 26 Aug 2021 6:01:10 PM GMT-04:00
Submitted By: Contact 200025452

History

Staws Comments
The invoice was successfully received,
Comments from DXC Technolngy Services LLC - TEST: OK

Acknowledged
The invoice status has been successfully updated to Processing by DXC Technology Services LLE - TEST. Description
The invoice status has been successfully updated to Approved by DXC Technology Services LLE - TEST. Description

Creste Line-Item Credit Memo I l Copy This Invoice I [ Download POF ¥ Export XML

Business Notwork = | Standard A

SAP

Upgrade |  TesTmooe

classic view is now
essible from the user setting

Enablement  Werkbench Catalogs

icon.

0 1 0 0.0..  “0.0.. ["0.0. 3
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STEP 8: How to Check Invoice Payment Statuses

DXCs Ariba Network application does not support or allow suppliers to view Invoice Payment Status on
the Ariba Network. To obtain payment status for an invoice, please contact DXC AP by logging a
ServiceNow ticket at DXC ACCOUNTS PAYABLE

Email Notification Regarding Invoice Status and Payment

e DXCs Ariba Network system will also send an email notification to a supplier when an invoice is
approved/rejected on the Ariba Network system.

e When payment is made to a supplier, a Remittance Notification email will be sent with payment
details (i.e. invoice #, amount, etc)

NOTE: Both notification emials are sent to the Supplier Email ID that DXC has on file for that specific
supplier.

If your company is not currently receiving these notifications or if the Ariba Notiifcations are being sent
to an incorrect email, please contact dxc.supplierenablement@dxc.com and provide the below details
so that DXC can have the correct email id setup in order to properly route these notifications.

e Legal Entity Name / Address
e Email ID where DXC should send Invoice / Remittance Notification Emails
e Most recent DXC PO issued to your company?
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https://dxchr.service-now.com/asc
mailto:dxc.supplierenablement@dxc.com

