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ABSTRACT

In this packet, you will find
instructions on how to:
Establish an SAP Business
Network connection, set up
your Company Profile
including Remittance and
TaxID information, confirm a
Purchase Order (PO), submit
aninvoice against a Purchase
Order (PO), Create a Non-PO
Invoice, create Ship Notice
and create Credit Memos.
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Supplier Operations
Enablement Teams



Table of Contents

L =] ol 1 4T N 2
Access the SAP Business Network through Interactive Email...........ccoeeeuiiirieniiiieeciirecccerreeecsreeenceerenee e e eenens 5
LOBIN OF REEISTON ..ccuiiueiiiiiiieeiiiieiiiteiiieiiinitieeetenneienssrensisrnsssresssrsnssrenssssnssssnsssssssssansssenssssnssssnssssnnsssnnnss 6
Configure Account Settings (AdMINIStIators)......cccccciiiiuieiriinierienecerreneeerrennseerrennsseseennsssseennssssesnsssssssnssssnens 7
Configure UsSers aNA ROIES ........ccceuiiiieeiiiieceiiireieeeireneneesrenenesrenessssrenssessrensssssrensssssrensssssrensssssnennssssnennns 7
CrEate USEIS . cuuuiiiuiiiieiiiiiiiiiiiiiieiitiiitiieieaiteeeteeeieteeitteeseteasiteeseteasstassstsssetessstessereassstssssessseresssrenseransanes 9
Configure Network Settings (AdmINISErators) ......ccccceiieeieeiiennieriiennieritennierttensierteenssereessssessesnssessessssesssnnnnens 12
CoNfigUre TAX ID/VAT ID...cciiiiiiiiiiiiieieieieeeeeeeeeeeeeeeeeeeeeeeeeseseeeseseseeeseseseseseseeeseeseeseseeeesseseseseseseseeesesesssseen 12
CoNFiGUIE REMITEANCES.....cccuuiiiiieeeeiiiiceerereeer et e eeenaeeeseennssaeeensssssennsssssesnsssssenasssasennsssssenssssssennnsssnennns 13
Accessing Purchase Orders (using interactive @mail) .......cceuerrieuiiiiiieiiiiercerrecerree e rren e s e e e e s e nnneenens 15
Accessing Purchase Orders (using your Ariba Business Network Portal)........cccceucerreencireeencceneeenceneennneenees 16
CONTFIFMING OFOEIS ..ceuieeiieiiiriiiriiereeereeereeereaserenseeensseresserensersasssensesenssesassssassesenssssnsesenssssnssssnnsenannes 17
Creating Ship NOTICE ... ivu ittt reeereaeeeeneeernserenserenserensesensesensssrassssassersnsssensesenssssnssssnnsenannes 18
Creating Invoice from @ PUICRAase OFdEr ........ceueiieeiiieniiiieiereniitneteeeierenerenserensessnsessnsseressssessessnsessnsesensassnne 20
Creating @ Credit IMIBMO ... ... i e ccrreeeestreeeeeseeeneeseeansessernssessennssessesnssessennsssssesnsssseennsssnsennssennennnnnns 26
Click Create Line-item Credit IMemMO ........ccciiiiiiiiiiiiiiiiiiiiiiiiineeer e e e s e e e s e e s s s e e s esaseassesens 26
Creating a Non-PO Invoice (Standard ACCOUNL).......cciieeueiiieenieiiiienierieeneiereeensestennssesseenssessesnssessennssessennnnnns 29
HOME SCre@n/WOIKDENCR .......coiveieiieeiiiiieeeeiiee e ceeseeeeessseaaeessseeesssssssssssesessssssssssssseseesssnsssssssnsseeesssnnnnnns 36
Help and SUPPOLt........coe et eerreeeeesreneneesreneseseenssssssennsssseenssssssenssssssensssssnenssssssenasssssennsnnsnnnnnn 38

1|Page



G

Welcome to E & J Gallo Winery/G3 Enterprises, Inc.

E & J Gallo Winery/G3 Enterprises, Inc. uses the SAP Business Network (Ariba Network) platform
for efficiency, visibility, networking, and reliability in the way we transact with suppliers. Our
Supplier Operations teams, in conjunction with SAP, will be working with you to establish a
business relationship with your company through the SAP Business Network.

Please review the information below regarding supplier account options for digital collaboration
with E & J Gallo Winery/G3 Enterprises, Inc. through the SAP Business Network. We look forward
to leveraging this business connection for our work together in the future.

If you already transact on the SAP Business Network (Ariba Network):

Provide the Supplier Operations Team with the ANID and your Network Administrator’s Email.
Once verified, SAP Business Network Suppliers may use their existing credentials to establish their
connection. Please accept the terms of use, complete your company information including
remittance ID, and remember to select save.

E & J Gallo Winery Supplier Operations: SupplierSuccess@ejgallo.com
G3 Enterprises, Inc. Supplier Operations: SupplierSuccess@G3enterprises.com

If you are new to the SAP Business Network:
Our Supplier Operations Team can establish a relationship through a Penny Flip Purchase Order
via the Network. Contact the Supplier Operations Team to provide a Penny Flip Purchase Order.
Once received, please create a username and password. This will create a FREE Standard Account.
Additional links are below to help guide you.

Find your Remittance ID in the Welcome Email or Penny Flip Purchase Order sent to help
complete the configuration of your Ariba Account.

SAP Business Network Account Types
There are two supplier account types:
e Standard Account
e Enterprise Account
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Standard Account: Basic functionality, free for suppliers

Standard accounts allow suppliers to process purchase orders and submit invoices to
customers for free. With a standard account, suppliers can review, process, and invoice against
purchase orders. For a full list of standard account capabilities, Click Here

Help in setting up your account using your Purchase Order from E & J Gallo Winery/G3 Enterprises
watch this short video, Click Process first PO

Enterprise Account: Advanced capabilities

Enterprise accounts provide everything the standard account offers, including priority
customer support from SAP Ariba, unlimited document history, and the ability to run reports.
Please note, enterprise accounts may have subscription and transactions fees associated with
them. To find out more about enterprise account fees, please visit

SAP Business Network Fee and Pricing Structure

The option to upgrade to an enterprise account can be done at any time.

Note: Completing this process prior to receiving a normal Purchase Order and/or invoicing is
required to prevent any problems in the future with your account.

Learn more about SAP Ariba.

Standard Account Supplier Summit: Training Video

Welcome to your SAP Ariba Standard Account

For more information on SAP Ariba and the SAP Business Network, please check out:

e SAPHelp Portal: SAP Business Network for Suppliers

e New tothe SAP Business Network: Supplier Training Page

e SAP Business Network for Suppliers: Frequently Asked Questions.

e Best Practice Webinars are available on demand to All suppliers, regardless of their type of
account on the SAP Business Network.

Cheers!

E & J Gallo Winery/G3 Enterprises, Inc. Operations Teams

G

SAP Ariba

Inquiries for your account on the SAP Business Network contact SAP Ariba Customer Support: SAP Ariba Supplier Enablement
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https://protect-us.mimecast.com/s/vXlmCn5JkguoBkoRHmBEmm?domain=che01.safelinks.protection.outlook.com
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
https://protect-us.mimecast.com/s/ttyLCXDVlrFPEnRpsk2de7?domain=event.on24.com
https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/
https://help.sap.com/viewer/product/ARIBA_NETWORK_SUPPLIERS
https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing/ariba-network-faq
https://my.ariba.com/scc-best-practice-webinars
https://connectsupport.ariba.com/sites/Company?ANID=AN01094186902NAM&h=2DrxBrUXfocDDaKlhz7gSQ&Enablement-Inquiry

Onboarding Process Flow

Configure Account,

Receive Interactive Signup for SAP GBI S 21

Email Business
Network Account

Use, Set up Transact with Us
Remittance, and
Company Profile.
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Access the SAP Business Network through Interactive Email
Purchase Orders from E & ) Gallo Winery/G3 Enterprises, Inc. provide an Interactive Email to access
the SAP Business Network. This allows suppliers to establish a relationship over the SAP

Business Network with E & J Gallo Winery/G3 Enterprises, Inc.

Click the Process Order button on the new order notification (interactive Email) to get started

A new purchase order from
is waiting for your response on SAP Business
Network

advance o your support. Electronic Purchase Orders and

S wilth us, and were exciled
) ON this &-commernce joumey. We ook forward 10 our

S relatiorshin. Please contact us s

CLUCK Frocess orgder 10 register and connect

Process order

Purchase order details
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Login or Register

Use your existing account by entering in your username and password and clicking Log in.

E!:‘ Business Network

Create a free company account to connect with
your customers on SAP Business Network

Company information @

Company (legal) name *

‘ Enter company legal name ‘

Country/Region *

Supplier Login

‘ United States [ USA] e ‘

Address line 1 *

Address line 2

|User Name

Password Address line 3
\C |
Forgot Username or Password
State *
= 2
Mew to SAP Business Network? Zip*
Register Mow or Learm More ‘ ‘

New to SAP Business Network click Register Now to create a free account.
If an existing account already exists for your company, you may be prompted with this screen.

Connect with on Ariba
Network to collaborate

We found existing accounts based on the information in
the invite, Please review

€
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Congratulations! You are now connected to E. & J. Gallo Winery/G3 Enterprises, Inc. on the

SAP Business Network.

Please follow the steps below to finalize your account configuration. Once complete, transact
with E. & J. Gallo Winery/G3 Enterprises, Inc. using this account.

Only the Administrator can create roles and set up additional users. There can only be one

Admin on the account.

If you have reached this screen and you are not sure who the Admin is on the account, you can

contact the Admin from here.

Once logged into the account.
Click on the Company Initials bubble, on the top right.

Click Contact Administrator

Contact Your Account Administrator

The account administrator role is assigned to the individual at your organization who is responsible
for setting configuration options, managing customer relationships, subscribing to services, and
maintaining the account over time. The account administrator also serves as your primary point of
contact if you need help resetting your password, changing your permissions, or if you have any
other questions or problems

Account Administrator Information

Name: Supplier Operations
Email Addre iooliersuccess@eigal om

Click on the Company Initials bubble, on the top right.
Click Settings

Under Account Settings select Users

stom)

@ sG

My Account

Link User IDs

Switch Account

ACCOUNT SETTINGS

Customer Relationships

Users

Motifications

Account Hierarchy
Application Subscriptions
Account Registration

NETWORK SETTINGS

SupplierSuccess G3en...

SupplierSuccess@g3enterprises.com

Contact Administrator

~

My Account

Link User IDs

Contact Administrator
Switch To Test 1D

EJ Gallo Winery
Standard account
Company Profile

Service Subscriptions

Settings

>I
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In the Manage Roles section, to create a new role click the Plus symbol.
The Plus symbol is the Create Role button.

Role Mame

Administrator

Users Assigned

Manage Roles Manage Users Manage User Authentication
Roles (1)
Create and manage roles for your account. You can edit the role and add users to a role. The Adm
Filters
Permi

Testsupplier@test.com

Actions

+

Create Role

Note:

e Roles must be created before a User can be added.
e Onceroles are created, additional users can be assigned to the same role.

e Administrator will be the only role defaulted as already setup.

o You do have the option to change the Admin later once other users are
created. Contact Ariba Support to change the Admin.

Role Info:

Enter Role Name

(enter a name that makes sense to your
organization, e.g. Order Owners, AR.,

etc.)

Enter brief Description of the role.

Create Role
* Indicates a required field

New Role Information

Name:* |

Description:

Permissions

Each role must have at least one permission
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Add Permissions to the Role by checking the proper boxes accessible from the list.

Note:

e Those permissions
grayed out are not
available for a
Standard account.

Review the Role Reference on SAP
Ariba:

Business Role Reference

Click save to create the role

New Role Information

Permissions

OO OKHOR

Assign Users (0)

Email Address

m rofile
d update company pr form
First Name Last Name Role Assigned
No

In the Manage Users section, to create a
new role click the Plus symbol. The Plus

symbol is the Create User button.

Account Settings

Customer Relationships Users Notifications Account Hierarchy Application Subscription:

Manage Roles Manage Users age User Auth
Users (o

E imited Net
Filter
Users ( trib ti
[ semane v [+
=
Filtered

U Email Addres: irst N L iba Di

+ o=
=m
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Complete all required fields marked with an Asterix (*). Enter all relevant information about
the user including name and business contact info.

Note:
e Username must be in Email format
e ARole mustbe created first to display any Role Assignments to choose from

Create User m Cancel

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a
temporary password to the address provided for the new user account. The account information entered here
will not be modifiable after you click Done. However, you can modify role assignments at any time.

New User Information

Username:

Email Address:*

First Name:* ‘

Last Name:* ‘
J ‘ Do not allow the user to resend invoices to the buyer's account. N2
‘ ‘ This user is the Ariba Discovery Contact w
‘ ‘ Limited access
Country Area Number

ice Pt A

Office Phone ‘ USKT ‘ ‘ ‘
Role Assignment
Name Description

‘ Supplier Success G3

Choose the Role to be assigned to the User.

Click the Box next to the Name

Click Done
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The User will now display.

=m -
Filtered Results (1) + g o=
Username Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned Actions

s@ejgallo.com suppliersuccess@ejgallo.com Supplier Suceess No Test AlL(0) Actions v

L ‘ Add to Contact List ‘ ‘ Remove from Contact List

Continue to add users as need per the steps above.
Once complete, Click Save

Note:
e Searchisactivated once users are created.
e The Address Bookicon (nextto theplus symbol) is activated once users are created.
e The Administrator will not display as a user.
o If you are the defaulted Admin and that is not correct, please add the
additional User before requesting a change. Contact SAP Ariba
Support to change the Admin. SAP Ariba Supplier Enablement

Clicks Close to return to the Home Screen
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Some features and options may only be available for Administrators. If you have reached this
screen and you are not sure who the Admin is on the account, you can contact the Admin from
here:

Click on the Company Initials bubble, on the top right. ®| s

Click Contact Administrator SupplierSuccess G3en...

SupplierSuccess@g3enterprises.com

=7~

Contact Your Account Administrator My Account

The account administrator role is assigned to the individual at your organization who is responsible Link User IDs
for setting configuration options, managing customer relationships, subscribing to services, and
maintaining the account over time. The account administrator also serves as your primary point of
contact if you need help resetting your password, changing your permissions, or if you have any
other questions or problems

Contact Administrator

Switch Account >

Account Administrator Information

Name: Supplier Operations

Email Address: subpliersuccess@eigallo.com
Operation Test
My Account
From the Home Screen | Account seTTinGs Link User IDs

Customer Relationships Contact Administrator

Switch To Test ID

Click on the Company Initials bubble, on the top right

Users

Notifications

CI'Ck Settings Account Hierarchy

Standard account

Application Subscriptions Company Profile
Under Network Settings select Electronic Invoice Routing ot Regiteton Service Subscriptions
NETWORK SETTINGS

Logout U
Electronic Order Routing

| Electronic Invoice Routing I

Remittances

Data Deletion Criteria

Network Notifications

Audit Logs
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Click the Tax Invoicing and Archiving tab.

Under Tax Information, enter your Tax ID or Vat ID (whichever is applicable)

Network Settings

General I Tax Invoicing and Archiving I

Tax Information

Tax Classification:

State Tax ID:

Tax Clearance Number

Tax Clearance Expiry Date:

Taxation Type:

Tax ID:

Regional Tax ID:

Vat ID:

VAT Registration Document:

Tax Clearance Document:

Exempt from Backup Withholding: |

Electronic Order Routing Electronic Invoice Routing Settlement Data Deletion Criteria

(no value)

(no value) h%

KOO () Do not enter dashes

Do not enter dashes

D VAT Registered

<No document>
Upload

D Tax Clearance

<No document>

Upload
JYes (_JNo

— =

Toinvoice, you will be required to setup your Remittance ID.

Your remittance ID is a 10-digit number assigned by E & J Gallo Winery/G3 Enterprises, Inc.
Please find your Remittance ID referenced in the ‘Welcome to E & J Gallo/G3 Enterprises, Inc.’
Email or contact your Supplier Success representative to request your Remittance ID.

Click the Settlements tab

Under EFT/Check
Remittances, Click Create

Network Settings

Electronic Order Routing Electronic Invoice Routing

* Indicates a required field

EFT/Check Remittances

Address 1 City

=l

|
Settlement Data Deletion Criteria

State Country/Region Default

No items

[ Create
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Enter the remittance address

information. Remittance Address
Address 1:* ‘
Select the option to make this the Address 2: |
default address pacess 3 | |
|

City:*
Under Customer EJ Gallo/G3 State:
Enterprises, Inc., Inc enter the | ]
Rem]ttance |D Country/Regjon:*

Alzbama [US-AL] v|

United States [USA] v |

Contact: Select contact

]

@ Make this address default

I:‘ Factoring Service (1)

Enter the ten-digit number.

Your remittance ID is a 10-digit number assigned by E & J Gallo Winery/G3 Enterprises, Inc.

Create Remittance Address / Payment Info n Cancel I
preferred payment method for the new address. Then, er ion for custom: payment methods you support. Review your information carefully

» Do not enter personal bank account information. Enter only corporate bank details.

* Indicates a required field

Remittance Address

*| Alabama [US-AL] v ‘

* | United States [USA] v
Select contact v/
Make this address default
Factoring Service (i

Remittance 1D Assignment

Customer 1 Remittance ID

E&J Gallo Winery/G3 Enterprises, Inc. R1 TEST

Click OK

Click SAVE

Note: “REMITTANCE ID” IS REQUIRED TO TRANSACT SUCCESSFULLY!
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Purchase Order are sent via email.

G

The interactive Process Order link gains you access to the Purchase Order details on the
SAP Business Network to view, confirm, and invoice.

Key Point for Acting on Purchase
Order:

Purchase Orders Interactive Emails
may be forwarded; however, any
recipient MUST BE SETUP AS A USER
within your account.

Click “Process Order” order
button as displayed to login to
the SAP Business Network.

A new purchase order from
is waiting for your response on SAP Business
Network

Purchase order details

PO202107131836030 $ 400.00 USD

Learn more
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Once you have logged into the Business Network Portal you can access all Purchase

Orders sent to this account from your Dashboard by clicking the orders tile.

SAP

Home Enablement

Support the people of Ukraine. Update the categories and service locations in your Marketing profile and enable the Support Ukraine toggle to match buyer postings for urgently-needed humanitarian aid for

Business Network ~ Standard Account

Get enterprise account = Test Mode

Workbench

Ukraine. Learn More | Update Profile

Overview

0

Catalogs

Getting started

I

0

0

Orders

Last 31 days

0

Orders to invoice

Last 31 days

@
New orders Items to confirm
Last 31 days Last 31 days
My \Nidgetg E&J Gallo Winery/G3 Ent... v % Customize

Purchase orders

Last 3 months v Invoice aging

Activity feed

By default, the access tiles are set to the last 31 days.
If you do not see the purchase order you are looking for, click “Edit filters” to widen your

search criteria date.

Al v

Messages

More v

® (8

Create v § ooo

1

Invoices

Last 31 days

0006

More

Viewall 4§48

Orders (10)

Vv Edit filter
Customers Order numbers Creation date Order status
Select or type selections a8 Type selection Last 365 days v ‘ Include v ‘ Select or type .. @
®) Partial match Exact match
Company codes Purchasing organizations Customer locations Order type
Select or type selections © Select or type selections © Type selection ‘ ‘ All v ‘
[] Show hidden orders only
Routing status Min amount ~ Max amount ~ Currency
‘ All v ‘ ‘ usb . 4
Apply \ Cancel
(=
Order Number Customer Amount Date Order Status Amount Invoiced Actions
8000066379 E&J Gallo Winery/G3 Enterprises, Inc. R1 TEST $2,750.00 USD Oct 19, 2021 Invoiced $2,750.00 USD
$2,750.00 USD Oct 19, 2021 Invoiced $2,750.00 USD

8000066376

E&J Gallo Winery/G3 Enterprises, Inc. R1 TEST

Click on the purchase order number to view the Purchase Order details.
Note: Order confirmation is required before you can invoice.
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. . . Purchase Order: 8000000079
Click Create Order Confirmation

Create Order Confirmation Create Ship Notice ‘ ‘ Create Invoice v

There are three options, select the
one the matches the best scenario.

Confirm Entire Order

Update Line Iltems story

Reject Entire Order

e Confirm Entire Order |
(Most commonly used option)
Everything on the PO can be E&] Gallo Winery
confirmed as it is displayed. -

Confirming PO [ Exit [ m
Enter Est. Shipping Date m—
Order ) v Order Confirmation Header
Select Next = e
Review Confirmation @ &t Cusamer: E8 Galo WieryG3 Enrpise, o, R TEST
Click Submit | '

Shipping and Tax Information

e Update Line Items
Confirming by Line Item allows for QTY confirmation changes, Line-ltem rejection,
Backorder, Date changes and allows additional notes and attachments to be provided.
This section does not allow for price changes.

If additional details on the Purchase Order should be changed by the buyer. Communicate
the changes needed to the buyer at time of order confirmation. Changes to the order will
need to be completed before invoicing.

e Reject Entire Order
Only use this option if the entire Purchase Order cannot be fulfilled. A new order will need
to be created to replace the rejection.
Do Not use Reject Entire Order if partial Purchase Order can be confirmed. Select Update
Line Items instead at order confirmation.
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test tem 2

Current Order Status

®) 1 Unconfimed

Corfim: [ | Backorder

Attachments;
Nam e (bytes)
Choose File | No fil Add Attachment
The total s 10t exceed 100ME

“ (o o

22 Apr 2022

$5,000.00 USD

$5,000.00 USD

(o o

$418.75 USD

Confirming PO

Note: A Ship Notice is not required.

Click Create Ship Notice

If this tab is not enabled that means the order is not yet confirmed, PO must be confirmed

first.

Purchase Order: 8000000075

E&J Gallo Winery
From:
E & J Gallo Winery BW-CA-4213

C
5354

To:
TEST GEORGIA PACIFIC PULP ACCT AN

Purchase Order

8000000075
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Complete all required fields marked with an
Asterix (*).

Review Purchase Order line items
If the order is only partially fulfilled, update the
Ship Qty for each Line Item.

v Ship Notice Header

SHIPPING

Packing Slip ID:*

Select

v

Order Items

Order # Item Part # | Description Customer Part # Oty Unit Need By Ship By
t Available 1,0 EA 25 Mar 2021
Enter a description for this iten

Shipment Status
Total Item Due Quantity: 1,000 EA
Confirmation Status
antity: 1,000 EA Total Backordered Quantity: 0 EA
Supplier Batch ID

Line Ship Gty Production Date

Expiry Date

Click Next

Click Submit

19 |Page




Once you have confirmed your order, you can now create an invoice

Click Create Invoice
If this tab is not enabled that means the order is not yet confirmed, PO must be confirmed first.

Choose Standard Invoice

Purchase Order: 8000000079

Create Order Confirmation ] ‘ Create Ship Notice Create Invoice v

Standard Invoice

Order Detail Order History Line-ltem Credit Memo

Line-ltem Debit Memo

E&) Gallo Winery

Supplier Tax ID/VAT and Remittance Information should be completed on the company profile
before creating invoices.

See section to review and update.

Note: Thisisa REMIT-TO reminder, not an error message (error messages will display in Red).

REMIT-TO ID IS REQUIRED. SELECT THE VIEW/EDIT ADDRESS LINK TO
ADD FOR THIS INVOICE. TO CORRECT PERMANENTLY GO TO YOUR
COMPANY SETTINGS AND UPDATE THE REMIT-TO ID.
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Invoice Header Section

G

Complete all required fields marked with an Asterix (*).

¥ Invoice Header

Summary

Remit To 123 Test Ave Vv

Test, CA
United States

To: G3 Enterprises, Inc

MODESTO, CA

United States

Subtotal: $10,000.00 USD
Total Tax $0.00 USD

t: $10 00 USD

Amount Due: $10,000.00 USD

Enter Invoice number

Invoice number length must be less than or equal to 16 characters/numbers. Format can
include uppercase letters, lowercase letters, numbers and only these special characters:

Tax Section

Choose tax at Line level
e Line Level Taxes only accepted- NO Header Level Taxes

a u

e Taxingatindividual Line-ltem Level (these instructions are at Line level below)

P
Tax v/

Header level tax (i)

Line level tax

3
1

oy
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Shipping From/To Section

Ship from and Ship to information will default from the Purchase Order.

Additional Fields Section

Additional Fields

Payment Note ‘

Supplier IPE‘JS Choos No value View/Edit Addresses
MODESTO, CA
United States
Email
Bill From ZE‘E View/Edit Addresses
MODESTO , CA
United States
Click from the drop down under Choose A
Address Customer. whoose ACAIess | No value D
G3 Enterprises, Inc.
. . Grigsby Label
Choose from the Customer list displayed _— ik
from the drop down or “Search more” } ] ‘SRR R
to VieW more Collopack Solutions
GALLO GLASS COMPANY

Note: The Customer, email address, and Tax ID are required fields for submitting invoices to
E & J Gallo Winery/ G3 Enterprises, Inc.
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Additional Options: Add to Header

Click Add to Header to view the list of options.

e Example 1:

Choose “Attachment” to add detailed invoice or other

reference documents to this invoice.
Click choose file

Attachments

The total size of all attachments cannot exceed 100MB
" Choose File | No file chosen Add Attachment ’

THE VIEW/EDIT ADDRESS LINK TO
T PERMANENTLY GO TO YOUR
THE REMIT-TO ID

REMIT-TO ID IS REQUIRED. SE
ADD FOR THIS INVOICE. TO CO
COMPANY SETTINGS AND UP

Add to Header

Choose the file from your computer

Add to Header v

Shipping Cost
Shipping Documents
Special Handling
Allowance

Charge

Additional Reference Documents and Dates

Comment

Attachment

“Add Attachment”
The attachment will be shown on your screen.

Attachments

attachments cannot exceed 100MB

The total size of all atta
7m} No file chosen ’ Add Attachment

022300000016569352021030900058.pdf

L 1 Delete ‘

Content Type

application/pdf

e Example 2:

Choose “Shipping Cost” to add shipping/freight cost to this Invoice

Scroll to the header section to area added, enter shipping amount

Shipping Cost

Shipping Amount

Shipping Date

[

Remove
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Additional Options- Line-Item Section

Click Line-Item Actions to view the list of options.

Note: Do not add Line-Item Actions for
— items for any other item on the list except
:/ 1 @ MATERIAL Not Available for Tax.

No. Include Type Part #

r

Line Item Actions v ’ ‘ Delete Add

Tax

Shipping Documents
If no further actions are needed to add to this invoice, Spacl Tering
Pricing Details
Discount
Invoicing Entire order Ak

Charge

Comments

Attachment

For Partial Invoicing

Select the line item you do not want to submit an invoice against and select the green toggle button
under include

Select the line item being invoiced against by checking the box on the left side of the Line Item.

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
V| 1 @ MATERIAL Not Available Testing PO amount tolerance 1 EA $5,000.00 USD $0.00 USD
2 ®© MATERIAL Not Available PO amount tolerance 0 EA $5,000.00 USD $0 USD

Excluded line items cannot be modified.

L [ Line Item Actions v ‘l Delete

Click Next
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Review Invoice

Create Invoice [ Previous ] [ Save l

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United States. The
document's destination country is:United States.

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 to archive old invoices once you
subscribe to the archiving service.

Standard Invoice

Invoice Number: 123456789 Subtotal: $1,000.00 USD

Invoice Date: Friday 2 Apr 2021 3:08 PM GMT-07:00 Total Tax: $0.00 USD

Original Purchase Order: 8000000077 Total Gross Amount: $1,000.00 USD
Total Amount without Tax $1,000.00 USD

Total Net Amount: $1,000.00 USD

Amount Due: $1,000.00 USD

Click Submit

Print or Exit

Invoice 1235 has been submitted.

+ Print a copy of the invoice.
« Exit invoice creation.
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Note: Credit Memos can only be created against previous online submitted invoices.
For standard account, you will need to resend a copy of the original invoice email to create a
credit memo.

Login to your SAP Ariba Portal:
https://service.ariba.com/

From your Workbench, choose the invoice tile.

Workbench
New orders Items to confirm Orders Orders to invoice Invoices Pinned documents
Last 31 day Last 365 days Last 31 days

Expand Edit Filter to 365 Days and/or search by number

Click on the invoice you would like to submit a credit memo against.

Invaices (3)

> Edit filter | Save filter Last 365 days

ype roice Customer Reference SOICe _ Submission Method Origin Invoiced Date Amount Routing Status T Invoice Status

Number Document

E&J Gallo Winery/G3

tandard Invoice asddf Enterprises, Inc. R1 8000074621 Order Online supplier Mar 14, 2022 $0.01 USD Acknowledged Sent
TEST
E&J Gallo Winery/G3

tandard Invoice 123234 Enterprises, Inc. R1 Non-PO Online supplier May 18, 2022 $787.50 USD Acknowledged Sent
TEST
E&J Gallo Winery/G3

tandard Invoice Enterprises, Inc. R1 8000061559 Order Online supplier Apr 29, 2022 $1,572.84 USD Sent Sent
TEST

Click Create Line-item Credit Memo

Invoice: 98745 m

Create Line-ltem Credit Memo W ( Copy This Invoice Cance Print Download PDF » Export cXML
L



https://service.ariba.com/
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Complete all required fields marked with an Asterix (*).

¥ Invoice Header

Test, CA
United States
BillTo: E. & J. GALLO WINERY

MODESTO, CA
United States

If there are any header level
tax or shipping costs, review and update according to your credit. Only online submitted invoice
charges can be modified and credited.

Input the quantity you are submitting a credit for with a negative quantity for each line item.

Click Update

Line Items 1 Line Items, 1 Included, O Previously Fully Invoiced

Insert Line Item Options

Add to Inctuded Lines

Scroll up to review total credit amount
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Enter Reason for Credit MEMO

Comment

Reason for Credit Memo:* | did not get items

N

Default Credit Memo
Comment Text:

N

Click Next

Credit Memo Type
You are creating a Credit Memo with Quantity Adjustment

¥ Invoice Header * Indicates required field Add 1o Header v

Summary
Credit Memo #:* | 123475 BT B EATOSE View/Edit Addresses
p- Total Gross Amount: $-5.41 USD
Credit Memo Date:* | 5 Apr 2021 m Total Amount without Tax:  $-5.00 USD
T :

Original Invaice No; 98745

Original Invoice Date: 31 Mar 2021

Verify information
Click Submit

Create Line-Item Credit Memo Previous |“| swe | [ ea |

Confirm and submit the line-item credit memo. It will not be electronically signed W 10 the of origin and of invoice. The country States. The
document’s destination country is:United States,

If you want your invoices to be stored in the Ariba long you can toan service. Note that you will also be able to archive old invoices once you subscribe to the
archiving senvice.

Line-Item Credit Memo

(Criginal Invoice No; 98745)

Credit Memo Number: 123475 Subtotal: $-5.00 USD
Credit Memo Date: Monday 5 Apr 2021 1:11 PM GMT-07:00 Total Tax: $0,41USO
Original Invoice Number: 98745 Total Gross Amount: $-5.41 USD
Original Invoice Dato; Wednesday 31 Mar 2021 3:46 PM GMT-07:00 Total Amount without Tax; $-5.00USD
Total Net Amount: $-5.41US0

Amount Due: $-541UsD




Login to your Ariba Portal:

https://service.ariba.com/ @ cw >
Click Create Drop-down Button in Top Right Documents ~ Create -
Select Non-PO Invoice CREATE

MNon-PQ Invoice

— ]

Choose the applicable Customer from Drop-down Menu
If the Customer E & J Gallo Winery/G3 Enterprises Inc. is not available, please contact Supplier
Operations.

Create Non-PO Invoice m | et
Select Standard Invoice
For a trading relationship already on Ariba Network
CI ic k Next Customer: ‘ E&J Gallo Winery/G3 Enterprises, Inc. R1 TEST
Type of Invoice: (@) standard Invoice
T

For a new trading relationship

You can create a non-PO invoice for a buying organization with whom you want to establish a trading relationship and transact on Ariba Network. To  Moref

| Invoice New Customer (Requires Customer Code)

Supplier Tax ID/VAT and Remittance Information should be completed on the company profile
before creating invoices.

See Confiqure Network Settings section to review and update.

Note: Thisisa REMIT-TO reminder, not an error message (error messages will display in Red).

REMIT-TO ID IS REQUIRED. SELECT THE VIEW/EDIT ADDRESS LINK TO
ADD FOR THIS INVOICE. TO CORRECT PERMANENTLY GO TO YOUR
COMPANY SETTINGS AND UPDATE THE REMIT-TO ID.
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Invoice Header Section

Complete all required fields marked with an Asterix (*).

¥ Invoice Header

Summary

$10,000.00 USD

$0.00 USD
$10.000.00 USD
0.000.00 USD

otal Net Amount: $10,000.00 USD
Amount Due: $10,000.00 USD

rvice Descrip
Remit To 123 Test Ave Vv
Test. CA
United States
BillTo: G3 Enterprises, Inc.

MODESTO, CA
United States

Enter Invoice number
Invoice number length must be less than or equal to 16 characters/numbers. Format can

include uppercase letters, lowercase letters, numbers and only these special characters: “- “
Click Choose Address Bill To
Additional Fields Section
Additional Fields

Supplier Account ID # ‘ ‘

Customer Reference: l ‘

Supplier Reference l ‘

Payment Note: \ ‘
Supplier: PENNY PO- DO NOT INVOICE-TEST Chioss Atdiess ‘ T < ‘
MODESTO, CA Customer

United States

Email; ’ ‘

Bill From: PENNY PO- DO NOT INVOICE-TEST

MODESTO, CA
United States

‘ Tax paid through a Tax Representative

Supplier VAT

Supplier VAT/Tax ID:*

REMIT-TO ID IS REQUIRED. SELECT THE VIEW/EDIT ADDRESS LINK TO ADD FOR THIS INVOICE. TO CORRECT PERMANENTLY GO TO YOUR
COMPANY SETTINGS AND UPDATE THE REMIT-TO ID.
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Click from the drop down under Choose Address Customer.

Choose Address Mo value

Customel
HEom GALLO GLASS COMPANY

E. & J. GALLO WINERY
Emaif:
G3 Enterprises, Inc.
Collopack Solutions

Grigsby Label

e
i, Search more

Choose from the Customer list displayed from the drop down or “Search more” to view
more.

Note: The customer address and email are required fields for submitting invoices to E & J Gallo

Winery/ G3 Enterprises, Inc.
Enter the email address of your buyer. Non-PO Invoices submitted without buyer email may

be subject to rejection.
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Additional Options: Add to Header

G

Click Add to Header to view the list of options.

Example 1:

Choose Attachment to add detailed invoice or other
reference documents to this invoice.

Click Choose File

Attachments

Choose File | No file chosen

REMIT-TO ID IS REQUIRED. SE
ADD FOR THIS INVOICE. TO COR
COMPANY SETTINGS AND UP

Add to Header

Add Attachment

THE VIEW/EDIT ADDRESS LINK TO
T PERMANENTLY GO TO YOUR
THE REMIT-TO ID

Add to Header v

Shipping Cost

Shipping Documents

Special Handling

Allowance

Charge

Additional Reference Documents and Dates
Comment

Attachment

Choose file from your computer Add

attachment

The attachment will be shown on your screen.

Attachments

Add Attachment

‘‘‘‘‘‘

Note: Attach a PDF copy of the invoice to help resolve any issues with information, amounts,
or contacts in SAP Ariba.

Example 2:

Choose Shipping Cost to add shipping/freight cost to this invoice

Scroll to the header section to area added, enter shipping amount

Shipping Cost

Shipping Amr

Shipping Date

Remove
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Other Information:

Order Information

Customer Order # } ‘ Contract Number: ‘
Sales Order # ‘ ‘ Sales Order Date ‘ :
DO NOT USE THIS SECTION

If you have a “Customer Order #” (Purchase order #), please exit and submit invoice against the PO in
your workbench. * If this section is used for Non-PO invoices, your invoice will be rejected
Line-ltem Section

Start to add your line items

Click Add

Choose “Add Material” (if you are invoicing a Service, please also use “material”)

K U Line ltems, U Inctuded, U Freviously Fully invoiced
Line Items

Insert Line Item Options

Tax Category: - Discount Add to Included Lines

No. No. Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price Subtotal

Line Item Actions v ‘ | Delete ’ m

Add Material

No item selected

New blank line item will display

Line Items

insert Une item Options

No Include Type Par & Description Customer Part » Quantity Unit unit Price
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Example: Line Item added

No Include Type Part & Description Customer Part & Quantity Unit Unit Price
@ MATERIAL Test Items foe TEST 10 EA 50.00
e Entertheline number (1,2, etc.)
e Enter Line-Item Description
e Enter Quantity
e Enter Unit (Unit of measure would be “EA”- each)
e Enter Unit Price
Continue to add additional line items, as necessary.
No. Include Type Pan Description Customer Part 2 Guantit Uni Unk Pric
> MATERIAL Test Items for TEST EA | | s$s000 uso
® MATERIAL ANOTHER iTEM 5 EA 200.00
ltem A v De Add » »
{ Update i |
Edit
Additional Options- Line-Item Section Add
Tax

Click Line-ltem Actions to view the list of options.

No. Include Type Part #
,/ 1 @ MATERIAL Not Available
Line Item Actions w ’ ‘ Delete

Note: ONLY TAX should be entered at Line-Iltem Level
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If no further actions are needed to add to this invoice,
Click Next

Review Create Invoice
Click Submit

Create Invoice [ Previous ] [ Save ]I Subm I

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United States. The
document’s destination country is:United States.

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 to archive old invoices once you
subscribe to the archiving service.

Standard Invoice

Invoice Number: 123456789 Subtotal: $1,000.00 USD

Invoice Date: Friday 2 Apr 2021 3:08 PM GMT-07:00 Total Tax: $0.00 USD

Original Purchase Order: 8000000077 Total Gross Amount: $1,000.00 USD
Total Amount without Tax: $1,000.00 USD

Total Net Amount: $1,000.00 USD

Amount Due: $1,000.00 USD

Invoice 1235 has been submitted.

» Print a copy of the invoice.
= Exit invoice creation.
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From your Home screen you have access to view the Overview, Getting started, and My Widgets

SAP Business Network v Standard Account | (et enterprise account  TEST MODE

My widgets  esJ Gallo Winery/G3 Ent.. v

Purchase orders Last 3 months v Invoice aging Activity feed = All v

$82.3 $2.36 @

8000074827 $10.000.00 USD
$80K - 52 5K

-
8( )7481. $5.0 usD
$375.00 USD
W E5J Galio Winery/G3 Enterprises. Inc. R1 TEST @ Sex @ Reected W Approved

Order received

Company profile On-time payment rate  Last 12 months ~ Paid invoices Last 12 months v Payment days late

ths v

15%
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From your Workbench:

Use Customers drop down to select E&J Gallo Winery/G3 Enterprises to transact on invoices or

purchase orders.

Workbench

0 0 18 0

3

0

Pinned documents

New orders Items to confirm Orders Orders to invoice Invaices
Last 31 days Last 31 days Last 365 days Last 31 days Last 365 days
Invoices (3)
v Edit filter
Customers Invoice number Order number Creation date Invoice status
Select or type selections ] | | Type selsction | | Type selection ‘ Last 365 days ‘ All ~ |
(®) Partial match () Exact match Last 24 hours
Invoice type Routing status Payment net due date Last 7 days To country
‘ All v | | All v | None v ‘ Last 14 days Select or type selections i |
Status change date Min amount  Max amount  Currency External invoice number Last 31 days Submitted by

None ~ | | H H uUsb v ‘ | Type selection

‘ Last 90 days

If the item is older than 31 days, choose edit filters

Workbench

0 0

Items to confirm

18

Orders

New orders

Last 31 days Last 31 days Last 365 days

Last 365 days

‘ All

Custom date range

0

Orders to invoice

Last 31 days

Last 365 days

3

Invoices

0

Pinned documents

4 Cos

Click the creation date you would like to choose and click apply
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Workbench 474 Customize

*You may also save the filter creation date, choose save filter, update the creation date, and click
save

You can also configure your dashboard default tiles

New to the SAP Business Network: \Welcome to your SAP Ariba Standard Account

SAP Business Network Account Support: SAP Ariba Supplier Enablement
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https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/
https://connectsupport.ariba.com/sites/Company?ANID=AN01094186902NAM&h=2DrxBrUXfocDDaKlhz7gSQ&Enablement-Inquiry

