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Using This Guide

The purpose of this guide is to help suppliers understand
the business processes required by First Data. This button will take you

back to the previous page

This button will take you to
the next step

You may navigate this guide by:

S <>

v

Clicking the buttons in the toolbar

This button will return you to
the beginning of the section,

Clicking the hyperlinks on the pages — Hyperlinks may

be words or shapes within the graphics or skip back between sections
. The HOME button will return
Using the bookmark panel to the left you to the Guide Contents page

If you need additional help, you will find a help button at the bottom of each
page that will assist you in finding the appropriate support contact.

/ Tabs in the lower left corner link out to our Community Support pages. Look
for these to answer your most common questions.
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SECTION 1: Ariba Network Overview

What is Ariba First Data
Network? Message

Supplier Value Fee Schedule
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What is Ariba Network?

First Data has selected Ariba Network as their electronic transaction provider. As a preferred supplier,
you have been invited by your customer to join Ariba Network and start transacting electronically with
them.

Customer Supplier
Advance Invoices
Shipment ]
Notices !!-!|
Purchase Catalogs -> e
Order
zz: I Confirmations m ﬁ E
e <+
L] E_okw; RDS mﬂ:ﬁ.“ Ariba
. maximo Purchase Discovery -
Orders
tawsen - ainfos Ariba Network [ csv |

Open. Smart. Simple.

ORACLE PeopleSoft

2+ million $850B >60%

Trading Partners In Annual  Global 2000 use the Network
Commerce

65+ million 190 60+ million

Annual Invoices Countries Annual Purchase Orders
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First Data Message
First Data.

We are writing to inform you of changes that First Data is implementing to improve our procurement processes.
These changes will simplify your experience with First Data by automating transactions including Purchase
Orders, invoice reconciliation, and invoice payment.

To assist with this initiative, we partnered with SAP Ariba to enable suppliers to transact electronically through
Ariba® Network. As a preferred First Data supplier, you have been selected to transition with us to Ariba Network
and eliminate the hassle of manual, paper-based transactions.

Joining Ariba Network through First Data will streamline your processes and provide the following advantages:

e Real-time P.O. and Invoice Delivery for quicker fulfilment, identification of discrepancies, and payment status
visibility

e Visibility to other buying organizations provided by Ariba Network

e Invoice Status Visibility allowing you to view invoice acceptance by First Data and expected payment dates

e Reduction in administrative expenses for items such as postage, printing, and mailroom handling

e Simple set-up through Internet-based tools

Thank you in advance for your cooperation and assistance in implementing these important improvements. We
look forward to continuing our relationship during this transition and beyond.

Note:

Participation is important for seamless business transactions with First Data. Once Ariba Network is operational, it
is expected that transactions will be processed on the network.
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SAP Ariba Can Help You...

Collaborate immediately with all trading partners?

Immediate access to online invoice creation tool
Automation and catalog posting for your buyers in <8 weeks

Turn paper into efficient electronic transactions?

75% faster deal closure
75% order processing productivity gains via cXML
80% increase in order accuracy through PunchOut

Catch errors and correct them — before they even happen?
64% reduction in manual intervention

Track invoice and payment status online in real time and accelerate receivables?

62% decrease in late payments
68% improvement in reconciling payments

See opportunities you're missing and have the ability to trade globally?
15% increase in customer retention
30% growth in existing accounts
35% growth in new business
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Supplier Fee Schedule

Please select your currency:
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Supplier Fee Schedule - USD

5 and more documents? More than $50K? Usage
NO NO FREE
YES NO FREE
NO YES FREE
YES YES CHARGEABLE

FREE for all suppliers to join and begin transacting
No surcharges for suppliers with multiple divisions or business units
Documents are considered Purchase Orders and Invoices

Transaction Fees

Billed every quarter

0.155% of transaction volume
Capped at $20,000/year (per Relationship)

Subscription Fees

Billed once a year

Examples
Volume Subscription Transaction Total Annual
60 documents | $35K Standard - $0 $0 $0
4 documents | $500K Standard - $0 $0 $0
60 documents | $500K Silver - $750 $775 $1525

Annual Document Count Subscription|  Annual
Across All Customer Fees
Relationships

5 to 24 documents Bronze $50
25 to 99 documents Silver $750
100 to 499 documents Gold $2,250
500 and more documents Platinum $5,500
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SECTION 2: Set Up Your Account

Advanced Account
Configuration

Basic Account ELIEIERINEN S

Configuration

Accept Invitation Enablement Tasks Customer Relationships

Profile Completion Purchase Order Routing Roles and Users

Email Notifications Invoice Notifications Enhanced User Account
Tax Details Functionality
Remittances Multi-Orgs

Test Accounts
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Accept Your Invitation

The invitation is also referred to as the Trading Relationship Request, or TRR. This e-mail contains
information about transacting electronically with your customer.

Click the link in the emailed letter to proceed to the landing page.

See http://www.ariba.com/supplier/suppliernetwark/ for more information about the Ariba Network
capabilities.

WHAT DO I DO IF I HAVE QUESTIONS
For general and freguently asked questions about the Ariba Network, click here.
View additional information about ANQA testing account, Inc. in the Supplier Information Portal After

you have established the trading relationship, you can continue to access ANQA testing account,
Inc.'s supplier information portal from your Ariba Network account.

For specific questions related to your Ariba Network trading relationship with ANQA testing account,
Inc., click here to submit your questions directly to them.

ACTION REQUIRED

If you are the account administrator or if you want to register a new account on the Ariba Network,
proceed to click the following link. Reaqistering and/or setting up the trading relationship with ANQA
testing account, Inc. takes anly a few minutes. There is no charge to register, and basic membership
is free. Potential fees may apply based on transaction velumes.

2 Click here to proceed
webis will inform us that youbdve started the activation process)

NOTES:

#  This invitation link allows you to create a new Ariba Network account or use an existing
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Select One...
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Ariba Network

Welcome to Ariba® Network

SMO Buyer has invited you to join Ariba Network

New User

Are you new to the Ariba Network? If you do not have an account and would
like to participate, click Register Now. By signing up with the Ariba Network,
you will establish a trading relationship with your requesting customer. Your
new account will also be visible to other buying organizations on the Ariba
Network

| have further questions for my requesting customer

Help Center »»

Existing User

If you already have an Ariba Commerce Cloud or Ariba Discovery account,
enter your existing username and password and click Confirm to log in to the
Ariba Network.

Username: | |

Password:
Forgot Password?

When you confirm your existing username and password, Ariba will send a
notification to your requesting customer, inferming them that you already have
an Ariba Network account and that you have accepted their trading relationship
request.

© 2016 SAP SE or an SAP affiliate company. All rights reserved.




Register as New User

Select Register Now

Enter all fields marked required [y

with an asterisk (*) including:
Your company information
Product & Service categories

Type in a keyword, select the
category, and click on Add. For
more precise matches, use the
Browse option.

Sales territories

User information

Accept the Terms of Use by
checking the box.

Click Continue to proceed to
your home screen.

Enter Your Ariba Commerce Cloud Information

Enter basic company information

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Accept Relationship as Existing User

Log in using your current Ariba username and password in order to accept the relationship with your

customer.

Existing User
If you already have an Ariba Commerce Cloud or Ariba Discovery account, enter your existing username and
password and click Confirm to log in to the Ariba Network.

Username |

Password Forgot Password?

onfirm
When you confirm your existing username and password, Ariba will send a notification to your requesting customer,
informing them that you already have an Ariba Network account and that you have accepted their trading relationship
reguest.
Trouble Logging In? More Than One Account?
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Complete Your Profile

1<

Select Company Profile from
the Company Settings
dropdown menu.

Complete all suggested fields
within the tabs to best
represent your company.

Fill the Public Profile
Completeness meter to
100% by filling in the
information listed below it.

Note: The more complete a
profile, the higher the likelihood of
Increasing business with existing
and prospective customers.

Company Setfings v

SMO Supplier 1
ANID: AN01022404640
Standard Package

Company Profile

Service Subscriptions

Account S Ariba Network

Basic (3)

Overview

Address

Business (2)

‘! JohnDoev

Company Profile

* Indicates a required field

Company Name:*

Other names, if a

ny:

Networkld:

Short Description:

Website:

Public Profile:

Address 2

Address 3:

Country-*

Marketing (3 Contacts

SMO Supplier 1

AN01022404640 (3

Certifications (

Characters left

Additional Documents

100

hitp:idiscovery ariba.com/profile/AN01022404640 | Customize URL

* 21 Jump Street

ty=*  Cleveland
2+ | Ohio v

44114

United States [USA]

Public Profile Completeness
Short Description

Website

Annual Revenue
Certifications

D-U-N-S Number

Business Type

Industries

Company Description

Company Logo

Share Your Public Profile

Click here to get your Ariba badge.

View Public Profile

Profile Visibility Settings

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Configure Your Email Notifications

The Network Notifications section indicates which system notifications you would like to receive and
allows you to designate which email addresses you would like to send them to.

. P . ] - . »
Click on Notifications under Account Settings Company Settings v __ %
. @ jUnitOrg - L\V8b&fbt...
Company Settings. ANID: AN02003380348
Customer Relationships Users Notifications Account Hierarchy Standard Package
Network Notifications can be — Company Profile
General Netwaork Discovery Sourcing & Contracts ) o
accessed from here as We", or Semvice Subscriptions
. Enter up to three comma-separated email addresses per field.
you m ay SWItCh to th e N etWOrk The Preferred Language configured by the account administrator controls the language used in these notificati Account Settings
tab When In NOtIfI cations. Electronic Order Routing Customer Relationships
. Users
You can enter up to 3 email
J Send a notification when orders are undeliveral] patifications @
addresses per notification Order _ _ _ + | junk@phoerix.aba.con
Send a notification when a new callaboration i Account Hierarchy ved.

type . YOU m USt Separate eaCh Send a notification when purchase arder inquir| /jzy Al

. Purchase Order Inquiry ) ) # | junk@phoenix.ariba.com
add ress W|th a comma but Send a notification when purchase order inquir| oo Settings
. Send a notification when t heet d
Include NO Spaces between Time Sheet end a notification when time sheets are unde  iunk@phoenix arba cor
the emal IS . Pending Quevs Send a natification when items delivered through pending queue are not acknowleged. .. unk@phoenix aiba.cor]

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Configure Your Enablement Tasks

From your home screen, select the Enablement Tab

Click on the Enablement Tasks are pending link Tasks

Select necessary pending tasks for completion 2

_ _ 1 Enablement Tasks are pending
Choose one of the following routing methods for

Electronic Order Routing and Electronic
Invoice Routing: Update Profile Information m
Online, cXML, EDI, Email, Fax or cXML pending | Enablement Tasks

gueue (available for Order routing only) and

Conflgure e'mall notlflcatlons View details of all pending tasks and complete them. Click the associated link to complete a task
(3)
Activity Name Date Due Total Tasks My Pending Tasks
>  Account 26 Feb 2016 4 0
>  Purchase Order 1 Apr 2016 2 0

Metwork Settings

Note: There may be times you see a pending task for
your customer. This will not go away until your customer

Capabilities & Preferences

completes it.

Notifications

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Select Electronic Order Routing Method

Click on the Tasks link to configure
your account.

Choose one of the following

routing methods: Network Settings E==
On I i n e Ehectronic Order Routing Electronic Invoice Routing
CXM L Capabilities Preferences
EDI External System Integration
Email S
Non-Catalog Orders with Part Numbers
Fax Brocess non-catalog orders as catalog orders i part numbers are enterad manually
cXML pending queue s Sens
(available for Order routing only) g e

Configure e-mail notifications.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Route Your Purchase Orders
Method Details

Online (Default): Orders are received within your AN account, but notifications are not
sent out.

Email (Recommended): Email notifications are sent out, and can include a copy of the
PO, when orders are received within your AN Account.

Fax: Notifications of new orders are sent via Facsimile, and can include a copy of the PO
as well as a cover sheet.

cXML/EDI: Allows you to integrate your ERP system directly with Ariba Network for
transacting with your customer. Please contact EDEnablement@ariba.com to be
connected with a Seller Integrator who will provide more information on configuration.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer
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Select Electronic Order Routing Method
Notifications

Select “Same as new catalog Chenge/Cancel Ouders

orders without attachments” for @

Change Orders and Other ey
Document Types to automatically
have the settings duplicated or you

may set according to your siacmants @
preference. Non-Catalog Orders with ; Sam a2 e Cataiop ocders wilhout llachemants

Attachments

Catalog Orders with Attachments Same as new catalog orders without attachments

Specify a method and a user for Offier Document Types
sending Order Response
Documents (Confirmations and Ship Blaniet Purchase Orders
Notices). Time Sheets

Order Status Request @ Online

Order Response Documents Online

Notifications

‘/ Send a notification when orders are undeliverable.
Order
Send a nolification when a new collaboration request against an existing order is received
Send a nolification when purchase order inquiries are receved
Purchase Order Inquiry
Send a notification when purchase order inquiries are undeliverable

Send a notification when time sheets are undeliverable
Time Sheet

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Select Electronic Invoice Routing Method

Methods and Tax Details

1<

Select Electronic Invoice Routing.

Choose one of the following methods for
Electronic Invoice Routing: Online; cXML;
EDI. It is recommended to configure
Notifications to email (the same way as in
Order Routing).

Click on Tax Invoicing for Tax Information
and Archiving sub-tab to enter Tax Id, VAT
Id and other supporting data.

Electronic Order Routing

Electronic Invoice Routing Accelerated Payments

General Tax Invoicing and Archiving @

Capabilities & Preferences

Sending Method
Document Type

Invoices

Customer Invoices

Routing Method

online

Online
cXML
EDI

Tax Classification:

Taxation Type:

®

Regional Tax Id:

Vat Id:

VAT Registration Document:

Tax Id:

State Tax Id:

- |

VAT Registered
<No document>

~ (P

Company Settingsv ™

jUnitOrg - LV8b&fbt...
ANID: AN0O2003380348
Standard Package

Company Profile

Semnice Subscriptions

Account Settings

Customer Relationships
Users

Motifications

Account Hierarchy

View All

Network Settings

Electronic Order Routing
Electronic Invoice Routing

Accelerated Payments

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

Customer




Configure Your Remittance Information

From the Company Settings
dropdown menu, select click on
Remittances

Click Create to create new company
remittance information, or Edit, if
you need to change existing
information.

Complete all required fields marked
by an asterisk (*) in the EFT/Check
Remittances section.

Select one of your Remittance
Addresses as a default if you have
more than one. If needed, assign
Remittance IDs for this address for
each of your customers. Clients may
ask you to assign IDs to your
addresses so they can refer to the
addresses uniquely. Each client can
assign different IDs.

Network Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

* Indicates a required field
EFT/Check Remittances

Address T City

Company Settingsv
jUnitOrg - LV8bafbt...

ANID: AN02003380348
Standard Package

Company Profile

State Senvice Subscriptions

Account Settings

Create Remittance Address / Payment Info

Add a remittance address. Indicate your preferred payment method for the new address. Then, enter information

itto send you payments.

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

Indicates s required field

Remittance Address

Customer Relationships
Users

MNotifications

Account Hierarchy

View All

Metwork Settings

Country:* - United Kingdom [GBR]
Contact Select contact

Make this address default

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances @
MNetwork Motifications

View All

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Review Your Relationships

Current and Potential

1<

Click on the Customer
Relationships link in the
Administration Navigator.

Choose to accept customer
relationships either automatically or
manually.

In the Pending Section, you can
Approve or Reject pending
relationship requests. In the Current
Section, you can review your
current customers’ profiles and
information portals. You can also
review rejected customers in the
Rejected Section.

Find Potential customers in
Potential Relationships tab.

Account Settings

Customer Relationships Users

Motifications

Account Hierarchy

Current Relationships Potential Relationships @

| prefer to receive relationship requests as follows:

® Automatically accept all relationship requests

Pending
Customer

| || e |
Current

Customer

JUnitOrg -

5WQzy9VD565589b21009590920
L
Rejected
Customer

Manually review all relationship requests

Reque

25 Nov 2015

Rejected Date |

Company Settingsv
jUnitOrg - LV8bafbt...
ANID: AN0O2003380348
Standard Package

Company Profile

Senvice Subscriptions

Account Settings

Customer Relationships @

Users

ested Date }

Notifications
Account Hierarchy
Approved Date View All

Metwork Settings

Electronic Order Routing

Electronic Invoice Routing

Accelerated Payments

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Understand Roles for Users

Administrator

Automatically linked to the username and login entered during registration
Responsible for account set-up/configuration and management

Primary point of contact for users with questions or problems.
Creates roles for the account

User

Can have different roles, which correspond to the user’s actual job responsibilities
Responsible for updating personal user information

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Create Roles and Users

<< >

Click on the Users tab on the
Administration Navigator.
The Users page will load.

Click on the Create Role
button in the Manage Roles
section and type in the Name
and a Description for the
Role.

Add Permissions to the Role
that correspond to the user’s
actual job responsibilities by
checking the proper boxes and
click save to create the role.

To create a user, click on Create User button and add all relevant information about
the user including name and contact infomation.

Select a role in the Role Assignment section and click on Done. You can add up to

Customer Relationships Users Motifications Account Hierarchy
—
Manage Users
Users
Username Email Address First Name Last Name Ariba Discovery Cop
rebecca novotny@sap.com rebecca.novotny@sap.com Rebecca MNovotny No
L Edit H Delete || Add to Contact List H Remove from Contact List H ake Administrato ||| Create Use
Manage User Roles @
Role
Mame

Administrator

All Access

Actions
Details

Details Edit Delete

250 users to your Ariba Network account.

Company Settingsv %

jUnitOrg - LV8bafbt...
ANID: AN02003380348
Standard Package

Company Profile

Semvice Subscriptions
Account Settings

Customer Relationships
Users @
Motifications

Account Hierarchy

View All
Metwork Settings

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

MNetwork Motifications

View All

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Modifying Users

Click on the Users tab.

Click on Edit for the selected
user.

Click on the Reset Password
Button to reset the password of
the user if necessary.

Other options:
Delete User
Add to Contact List
Remove from Contact List
Make Administrator

Account Settings

®

Customer Relationships Users Notifications Account Hierarchy

Manage Users

Users
Username t Email Address FirstMame LastName Ariba Discovery Contact Role Assigned
rebecca.no) 2 ap.com 4 rebecca.novotny@sap.com Rebecca Novotny Mo All Access
L | Edit TI/ Delste \I—r Add to Contact List ‘ Remove from Contact List | | ake Administrato | || Create User
Edit User
View user information, revise role assignments, or reset user passwords. Ariba recommends only using the reset password functionality
Password on the Ariba log in page if they forget their password. When you click Reset Password, Ariba resets the password and sends

Selected User Information

ca.novotny@sap.com
ca.novotny@sap.com

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Enhanced User Account Functionality

Click on your name in top right corner, to access the User Account JU-LV8D8MI565580dt.. v

Navigator. It enables you to:

Quickly access your personal user account information and settings

Link your multiple user accounts

Switch to your test account

Note: After your multiple user accounts are
linked, the User Account Navigator displays
the multiple accounts.

Click on My Account to view your user
settings.

Click Complete or update all required fields
marked by an asterisk. Note: If you change
username or password, remember to use it
at your next login.

Hide personal information if necessary by
checking the box in the Contact
Information Preferences section.

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

Logout

My Account

My Community Profile

My Account Switch To

jU-LV8bebt565589df100950...

Account Settings
ndicates a required field Switch To Test 1D

Link User IDs

Account Information S
Contact Administrator

Username: *  Aribasup@s.c W
Change Password @
Email Address " junk@phoenix arioa.com

FirstMame: ™ JU-LVBDBMDIS65589dM1009590921

Middle Name

LastMName:* | lastName
Business Role Business Owner
Security
Secret Question Whatis the last name of your first boss?

eertomnc | ®

Confirm Secret ANswer®  ssssssssss

Customer



Consolidate Your Bills Through a Multi-Org

Multi-Org Consolidated Invoice

Branch 1 **Parent Account

Branch 1 Parent « Customer X
Account
ANID 1 * Customer Z _
Branch 2 1 Master Anniversary Date
SAP Ariba — e CustomerY
e Customer Z 1 service invoice per
Branch 3 qguarter for all customers

e CustomerY

e Customer Z

Branch 4

* No chargeable relationship

Ariba offers invoice consolidation and synchronization for customers with several accounts

Fees will be invoiced only to the parent account with the payment cycle synchronized for the entire
group.

The parent account will receive one single invoice every three months for all customer relationships and
for all linked accounts.

This consolidation is related only to invoices issued by Ariba to the supplier, the business operations of
each account are still independent.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Participate in a Multi-Org
Guidelines

The supplier needs to designate a Parent ANID under which the invoice will be viewed.
The selection of the parent ANID determines the currency of the Multtorg invoice and the billing dates.
The supplier should also have confirmed list of child ANID’s to be included on the invoice.
A Multi-Org is NOT:
A way to merge accounts.
A way to get a discount on Transaction Fees.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Structure Your Multi-Org

Register all accounts which will be included in the Multi-Org.
Create a list of all ANIDs and designate the parent account.

Wait until the first ANID becomes chargeable.
Contact Customer Support through the Help Center and inform them of your need for the Multi Org.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer




Link Accounts Via an Account Hierarchy

Linkage between individual accounts for account management purposes

The administrator of the Parent account can log into the child account and take the following actions:
Change settings on the child account and complete the company profile

Publish catalogs
Check the status of payment for the Ariba invoice and pay the invoice
Upgrade to a higher Subscription package

The administrator of the Parent account cannot take following actions:
View buyers on the Child account
Create any documents (PO confirmations, Ship Notices, Invoices)

Run Reports

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer




Create an Account Hierarchy

1<

Open the Account Administration
Menu and go to Account
Hierarchy.

To add child accounts click Link
Accounts.

The Network will detect if there is an
existing account with corresponding
information.

On the next page either log in as an
Administrator or send a request
through an online form as a Not
Administrator.

Once the request is confirmed by a
child account administrator, the
name of the linked account is
displayed on the Account
Hierarchy page.

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

Account Settings

Customer Relationships

Users

Account Status:

@

Notifications

Account Hierarchy

No Linked Accounts

If your company has multiple accounts, you can link i
manage.

Link Accounts

Company Settingsv %

jUnitOrg - LV8bafbt...
ANID: AN02003380348
Standard Package

Company Profile

Semvice Subscriptions
Account Settings

Customer Relationships
sers
MNotifications

Account Hierarchy @

View All
Metwork Settings

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

MNetwork Motifications

View All

Customer




Set Up a Test Account

To set up your Test Account, you need to be on the tabular view of JU-LVBDSMI5B5589d... v
your Ariba Network Production Account. Logout

My Account

Click your name in top right corner and then select Switch to
Test ID. The Switch To Test Account button is only available to

My Community Profile

the account Administrator. The administrator can create test Switch To
account usernames for all other users needing access to the test U LVBDST{56558947100959..
account.

Switch To Test ID@

Click OK when the Ariba Network displays a warning indicating
You are about to switch to Test Mode.

Link User IDs

Contact Administrator

Create a Username and Password for your test account and
click OK. You will be transferred to your test account.

Create Test Account

You are aboutto create a new accountin the Ta.s: Wode. The trading relationship with the

Your Test account should be configured to match your

Usemame:*  test-Aribasup@s.c

Production account. This will ensure the testing results are S
consistent with what will result in Production. Once you have set SN v
up your test account, you are ready to receive a test purchase

Ol’der mmx  Company Settings

Note: Test account transactions are free of charge.

CSV Documents «
The Network will always display which mode you are logged into,
(Production or Test). Your Test account ID has the suffix “-T”
appended to your Ariba Network ID (ANID).

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



SECTION 3: Purchase Order Management

View Purchase Orders Purchase Order Detail Create PDF of PO

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Manage POs
View Purchase Orders

Click on Inbox tab to manage Ariba Network
your Purchase Orders. 0
INBOX OUTBOX

CATALOGS REPORTS

Inbox is presented as a list of the

Purchase Orders received by Q

First Data.
Click the link on the Order

Number column to view the

. Orders and Releases
purchase order details. ——
Search filters allows you to - @
search using multiple criteria. @ @:
Click the arrow next to Search o aweewo  amwems SR e —— "
Filters to display the query
fields. Enter your criteria and v

click Search.
Toggle the Table v Search Fiers
Options Menu to g ===
VieW WayS Of ® Partal riar | Exaa pusbor A e - + Type
organizing your o - I

Inbox

Show / Hide Columns

+ Order Number

Ver

09 - m )  Customer

Can'’t Find Your PO?

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer
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Manage POs
Purchase Order Detall

View the details of your order.

The order header includes the Purchase Order: PO72547 @
order date and information about

the buylﬂg Ol’gan|zat|on and ¥ Create Order Confirmation Hn Create Ship I-Jc'iceH- Create Invoice | Hide Print Download PDF Export cXML Download CSV Resend
supplier.

Note: You can always Resend a Line ftems

PO which was not sent to your T o

email address, cXML or EDI

properly clicking Resend button. Lo e

and delivered by Ariba Network.

Additional options: Export cXML to
save a copy of the cXML source
information Order History for

) Create Ship Mot :e||- Create Invoice v | Hide | Print Download PDF Export cXML Download CSV | Resend

diagnosing problems and for
auditing total value.

Line Items section describes the ordered items. Each line describes a quantity of items First Data
wants to purchase. Set the status of each line item by sending order confirmations clicking Create
Order Confirmation. At the bottom of the purchase order is the Sub-Total.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Manage POs
Create PDF of PO

Select “Download PDF”
as shown.

Note: If the document
exceeds 1000 lines or is larger
than 1MB size, details are not
shown in the Ul. Therefore the
detail is not included in the
PDF generated.

Purchase Order: 20150415_P0O2

)

¢ Create Order Confirmation « || #l Create Ship '.:::eH =] Create Invoice w| Hide | Print Download PDF ExportcXML | Download CSV | Resend
_,2 Save As @
(. )~(m Desktop » v | 44 ||| Search Desktop ol
L
File name: 20150415_P02.pdf -
Save as type: |Ad0beAcrobat Document (*.pdf) -
¥ Browse Folders Save l | Cancel
Do you want to open or save 20150415_PO2.pdf from service.ariba.com? Open Save |¥

Customer
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SECTION 4: Other Documents

Advanced Ship

Order Confirmations

Notices
(©C) (ASN)
Confirm Entire Order Create Ship Notice
Reject Entire Order Delivery Terms and

Transportation Details

Update Line Items

Details

Submit Ship Notice and
Status

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Create Order Confirmation
Confirm Entire Order

This slide explains how to Confirm Entire Order.

From the PO view, click the Create Order
Confirmation button and select to: Confirm
Entire Order.

Enter Confirmation Number, which is any
number you use to identify the order
confirmation.

If you specify Est. Shipping Date or Est.
Delivery Date information, it is applied for all
line items.

You can group related line items or kit goods
so that they can be processed as a unit.

Click Next when finished.

Review the order confirmation and click
Submit.

Your order confirmation is sent to First
Data.

Trouble With Your OC?

Confirming PO

%J

Note: If your customer is allowing Supplier Network
Collaboration (SNC), your Order Confirmation must be
initiated within Ariba.

Once the order confirmation is submitted, the Order
Status will display as Confirmed.

When viewing documents online, links to all related
documents are displayed.

Click Done to return to the Inbox.

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Create Order Confirmation
Reject Entire Order

From the PO view, click the Create Order Ariba Network

Confirmation button and select Reject Entire Order.
Purchase Order: 20150415_P0O2

| EECETCHO G TR IR B | W Create Ship Motice | | =) Create Invoice

Select a reason for rejecting the order in case your Conirm Entire Order
buyer requires detail. Updats Lins koms 2 HISIOY

Reject Entire Order @
From:

Sandbox Buyer - Test

Radlicka
15000 Praha

Enter the Order Confirmation Number and any
relevant comments.

Czech Republic

Confirmation #: | |
REJECT ENTIRE ORDER ) ( : )
Rejection Reason Please Select
Order Confirmation Mumber. — Please Select

Duplicate Order

Confirmation # | |
Incorrect Delivery Date

Incorrect Description

Comments Incorrect Price

Incorrect Quantity

Incorrect Stack/Part Number

Incorrect Supplier Code Used
Incorrect UOM

Mot our Product Line

Unable to Supply ltem(s)

Reject Order

Other

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Create Order Confirmation
Update Line Items

From the PO view, click the Create Order Confirmation
button and select Update Line Items to set the status of
each line item.

Fill in the requested information (the same as for Confirm All
option).
Scroll down to view the line items and choose among
possible values:

Confirm — You received the PO and will send the ordered items.

Backorder — Items are backordered. Once they are available in
stock, generate another order confirmation to set them to confirm.

Reject — Enter a reason why these items are rejected in the
Comments field by clicking the Details button.

Note: If your customer is allowing Supplier Network
Collaboration (SNC), your Order Confirmation must be initiated
within Ariba.

Purchase Order: 20150415_PO2

Confirm Entire Order

Update Line ltems @ RELT

Reject Entire Order
From:
Sandbox Buyer - Test

Radlicka
15000 Praha

Czech Republic

Confirming PO

@

1) Update hem S1as  »  Order Confimation Header

() R e

SHIPPING AND TAX INFORMATION

Enter shipping and tas infarmatis

00 a8 the ling e bl

Line ltams

Copy Papsr White, A3, B0gsm {ream 500 sheets]

CURRENT ORDER STATUS

@ 10 Unceafirmad

Confirm. Backorder

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Confirm Order

Update Line Items - Backorder

Enter the quantity
backordered in the
Backorder data entry field.

Click Details to enter
Comments and Estimated
Shipping and Delivery Dates
for the backordered items on
the Status Details page.

Click OK when done.

Note: If using several
statuses for a line item, the
sum of the quantities for the
statuses should equal the line
item quantity.

Click Next.

Line ltems

Line # Part # / Description Qty (Unit

1

GOODS_01 10 (EA)

Copy Paper White, A3, 80gsm (ream 500 sheets)
CURRENT ORDER STATUS

® 10 Unconfirmed

Confirm: Backorder: D

Unit Price Subtotal

450 EUR 4500 EUR

®

GOODS M 10

1 Backerdered

18 Nov 2013

4.30 EUR 45.00 EUR

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Confirm Order
Update Line Items - Price Change

Enter the quantity in the p—
Confirm data entry field. [ e 00 s
Click Details to enter the ©) @
details regarding the price S ;
change.

lte Part # / Description Qty Unit MNeed By
Enter the new price in the Unit 1 coopsot _ 10 A 18 Nov 2013
Price field on the Status e s S e
Details page for the line item. o Teentmed
Enter a Comment regarding Fst. Shipping Date: | | =
the price Change. Est Delivery Date: | 18 Nov 2015 =
ltem substitutions for the i i ®
requested part can also be Price Unt Quantiy:* | 1
communicated using the Unit Corversion:* | 1
Supplier Part field. Price Unit-* | EA

Supplier Part GOODS_01 @

Update the Description as
needed and click OK when S
done.

Customer
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Confirm Order
Update Line Items - Reject

Enter the quantlty In Line ltems
the ReJ eCt data entry :mé: e Gty (Unit] Need By ] 'r“iilpliié _Su ntotal
field to reject item. - A v 2015 5 .

Copy Paper White, A3, 80gsm (ream 500 sheets)

CURRENT ORDER STATUS

Click the Details button @) 1ouncontimed @ @
to enter a reason for the Confim Backorder -
rejection in the [ owme ]
Comments field on the
Status Details page. “ oo " o

New Order Status: 1 Rejected

Click OK when done. renm—
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Confirm Order
Submit Confirmation

Continue to update the status for
each line item on the purchase
order. Once finished, click Next to
proceed to the review page.

Review the order confirmation and
click Submit. Your order
confirmation is sent to First Data.

The Order Status will display as
Partially Confirmed if items were
backordered or not fully confirmed.

Click Done to return to the Inbox.

Deliver To

Purchase Order
(Partially Confirmed) @
20150415 _PO2

Amount: 295.00 EUR

Routing Status: Acknowledged
Related Documents: # 312

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Create Ship Notice

account once items were shipped. Ariba Network
Multiple ship notices per purchase Purchase Order: 20150415 PO2

order might be sent. Click the Create
Ship Notice button. @

Fill out the requested information on v Create Order Confirmation v =i Create Invoice | Hide | Print

the Shipping PO form.

| Create a ship notice for the purchase arder

Order Detail Order History
The Packing Slip ID is any number
you use to identify the Ship Notice.
Choose Carrier Name and then Create Ship Notice
Tracking # and Shipping Method will
appeatr.

* Indicates required field
SHIP FROM @

Ariba_TestSuppiler - TEST Update Address

Note: Gross Volume and Gross
Weight are optional fields when
Collaborative Supply Chain (CSC) is
enabled

Praha 5

Czech Republic

Enter Ship From information by
clicking on Update Address. Any
field with an asterisk is required.

Praha 5

Check if Deliver to information is
correct. Click OK.

1®
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Create Ship Notice
Delivery Terms and Transportation Details

Delivery terms and other transportation details can be
included on all advance ship notices to support a
broader range of shipping information collaboration.

Carrier Name: Manage Carrier

Service Level: Preferred Carriers

Default Carners

Airbomne Express
DHL

FedEx

UPS

US Postal Service

Other

Collected By Customer
+ DELIVERY AND TRANSPORT INFORMATION Delivery Condition

Delivery Terms Delivered at Terminal Despatch Condition

Transport Condition
Delivery Terms Description
Incoterms
Transport Terms Description
Ex Works

Free Carrier

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Create Ship Notice
Details

1<

Scroll down to view line
item information and
update the quantity
shipped for each line item.

Click Next to proceed to
review your Ship Notice.

20150415_P0O2 2 GOODS_02

[14]
[l
(%]
i)
L
o
]
[Kx}
o
o
[a1]
o
[}
[ ]

Shipment Status

Total Itern Due Cluantity: 10 BX

Confirmation Status

Total Confirmed Quantity: 0 BX

mim Line Width (package 12 each)

Total Backordered Quantity. 0 BX

Line Ship Gty
20150415_PO2 2 GOODS_02 10 BX 18 Nov 2015 25.00 EUR 250.00 EUR Remove
Pro Mechanical Pencil & Width (package 12 each,
Shipment Status
Total ltem Due Quantity: 10 BX
Confirmation Status
Total Confirmed Quantity. 0 BX Total Backordered Quantity. 0 BX
Line Ship Qty Batch ID Production Date Expiry Date
. Add
! o = Details

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Submit Ship Notice

After reviewing your Ship Notice, click Submit to send Ship

Notice to First Data. Ship Notices provide improved @m
communications to help avoid unnecessary calls to order
support department.

After submitting your Ship Notice, the Order Status will be
updated to Shipped. Submitted Ship Notices can be viewed @: :jsul:itr::r;;i? o
from Outbox or by clicking the link under the Related '

20150415_PO2
i Amount: 295.00 EUR
Documents from the PO View. mount 2

Click Done to return to the Home page.

Routing Status: Acknowledged
Related Documents: & Ship_TEST

¥ 312

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



SECTION 5: Invoice Methods

Invoice Information Invoice Methods Invoice Management

Customer Specifications PO Flip Search for Invoice
Invoice Rules Against a Good Receipt Check Invoice Status
Allowances and Charges Non-PO Invoices Invoice History
Contract Invoices Modifying Invoices
CSV Invoices Invoice Archival
Credit Invoices/Credit
Memos
Copy Invoices

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Review First Data Specifications

Tax Data: Can be entered at the Header or Line Level
Shipping Data: Can be entered at Header or Line Level

Supported Documents Not Supported Documents
Purchase Orders Consolidated Invoices
Order Confirmations (optional) P-Card Invoices
Advanced Ship Notices Blanket Purchase Orders
(optional) BPO Invoices
Invoices

Duplicate Invoices
Partial Invoices

Non-PO Invoices
Contract Invoices
CSV Invoices

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Review First Data Invoice Rules

1<

These rules determine what you can create invoices.

Login to your Ariba Network account via
supplier.ariba.com

Select the Company Settings dropdown menu
and under Account Settings, click Customer
Relationships.

A list of your Customers is displayed. Click the
name of your customer (First Data)

Scroll down to the Invoice Setup section and

Company Settings v z jU-LVEbafbt565589d

jUnitOrg - LV8b&fht...
ANID: AN0Z2003380348
Standard Package
Company Profile

Service Subscriptions

L: Account Settings

Customer Relationships @

Users

Current

Customer

First Data Corporation @
.

view the General Invoice Rules.

If First Data enabled Country-Based Invoice
Rules then you will be able to choose your
Country in Originating Country of Invoice from the
drop down menu

Invaoice Setup

Click Done when finished.

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Review Invoice Allowances and Charges

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

Header Allowance and Charges

Line level Allowance and Charges

Eummmary

sa Order: 201E041E_FOr

o= Dmec® | 45 Agr 2046

it oo Ariba_TestBuppiler - TE ST

= VAT

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Invoice via PO Flip

To create a PO-Flip invoice (or an invoice derived from a PO that
you received via Ariba Network):

CSV Documents «

PO Invoice @

Mon-PO Invaoice

From the home screen within your Ariba Network account, Q
select the Create dropdown menu and select PO Invoice.

For PO Invoice select a PO number. omersandaaeases
Click on the Create Invoice button and then choose Standard Ortersandcesses [ Mem=b ot
Invoice. b Search Fiters
Invoice is automatically pre-populated with the PO data. Orders and Releases (2)
Complete all fields marked with an asterisk and add tax as sancy
applicable. Review your invoice for accuracy on the Review N ——
page. If no changes are needed, click Submit to send the | v Rr—
invoice to First Data.

Orders and Releases (2) Create Invoice

1Please correct the following errors and resubmit
Sandbox Buyer
Order  20151016_KPBPOA Ariba, Inc. - TEST Praha
Czech Republic| ¥ Invoice Header
Sandbox Buyer
®  Oder 20150415 PO1 Ariba, Inc. - TEST Praha

Czech Republic
Summary

Ly Purchase Order: 20150415_PO1
1 @ Invoice #:*

Standard Invoice
I Required field
Credit Memo Invoice Date”* 17 Apr 2016 =]

Line-ltem Credit Memo Remit To: Ariba_TestSuppiler - TEST

Can'’t Find Your PO?

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer
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Invoice via PO Flip
Header

Invoice is automatically pre-populated with the PO data.
Complete all fields marked with an asterisk and add tax as
applicable.

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

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

Note: Attachment file size should not exceed 10MB.

¥ |nvoice Header

Summary

Purchase Order: 1084497223

nvoice #:*

Invoice Date:*

@ Remit To

INV_1084497223

15 Apr 2016

DEFAULT VALUE

Tax

@ Header level tax

Line level tax (O

Shipping

®  Header level shipping @

Line level shipping (D

Shipping Cosl

Shipping Documants

Special Handling

Add lo Header v

@

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Invoice via PO Flip

Line Items

Line Items section shows the line items from the Purchase Order. -:1uamn«,-@ Unit Unit Price
Review or update Quantity for each line item you are invoicing. 10 BX 25.00 EUR
Click on the line item’s Green slider to exclude it from the N e e _—
invoice, if line item should not be invoiced OR check the check 2 ™  MATERAL  GOODS.02
box on the left of the item and click Delete to remove the line @

item from the invoice. You can generate another invoice later to

bill for that item. Pricing Details Price Unit+ B
Select the line item to which tax is to be applied using the Line Y [ wnotemacions + | [ oo | |[ ]
Iltem # checkbox. To apply the same tax to multiple line items
select those line items to be taxed at the desired rate. @ o e e s

v 2 @ MATERIAL GOODS_D2

To configure additional Tax Options within the Tax Category tool,
use the Configure Tax Menu option.

Check Tax Category and use the drop down to select from the
displayed options. Click Add to Included Lines.

Add to Included Lines

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Invoice via PO Flip
Additional Tax Options & Line Item Shipping

To configure additional tax options click Configure Tax n
Menu under the Tax Category drop down. Create new PR i tee—— @
tax categories and as needed. i Standard ToxSlctons
Select Line Level Tax to apply different tax rates vaT
to each line item. . @
Click Line Item Actions > Add > Tax. o
Upon refresh, the Tax fields will display B usage
for each selected line item. s —
Click Remove to remove a tax line item, if not il s Lin level sPPIT  Confiure Tax Menu
necessary.
Select Category within each line item, then either

populate the rate (%) or tax amount and click
u pd ate. Configure Tax @ “

Enter shipping cost to the applicable line items if .
line level shipping has been selected. -
m  Ariba_TestSuppller - TEST p T S:a.r:fj.box Buyer - Test ':.:'.-;:\-jl..‘.-l
Shipping Praha § <. ,< , e

1 2nd Fioor, 51 Team

Shipping Cost =lppeng A i 0.00 EUR @
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Invoice via PO Flip

Detall Line

Items

1<

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

2 LineTtems, 2 Included. 0 Previously Tnvoice

Line ltem Actions ¥ ‘

Inspection D

Line Items
Insert Line item Options
Tax Categor Shipping Documents Special Handling Discount Edlt
Ni Include Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal Add
v 1 @ MATERIAL GOODS_01 Copy Paper White, A3, 80gsm (ream 500 sheets) 5 EA 0.50 EUR 2.50 EUR Turn on E
Hide/She Shipping Documents
v Invoice ltem
# S
Quantity: = Part# GOODS_01
Unit EA
UnitPricez* | 1.00 EUR
Subtotal:  5.00 EUR
. CopyPaperWhite, A3, 80gsm (ream 500 sheets)
Description Description:
Pricing Details Price Unit PCE Price Unit Quantity: 2
Unit Conversion:* | 4 This field specifies that 1 Box is equivaler

Sandbox Buyer - Test

Ship From:  Ariba_TestSuppiler - TEST Ship Ta:
Praha
Shippin Praha 5
pping Czech Republic
Czech Republic Deliver To Cristian Mihalache
~ 2ndFloor, 8l Team

Customer

All rights reserved.
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Invoice via PO Flip
Line Item Comments

To add comments at the line items selectLine Items, then click at Line Item Actions >Add >
Comments.

Upon refresh or Update, the Comments field will display. Enter applicable Comments in this field.
Click Next.

L> ‘ Line [tem AClons

Edit

Add

Turn on
Hide/Shi
Shipping Documents
Special Handling ‘ pdate ‘ | Save ‘ ‘ Exit ‘ “

Pricing Details

Discount
Allowance
SAP, Charge
Comments
Data Pg fU
Attachment

Remove

Comments @

Having Problems?

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Review, Save, or Submit Invoice
PO-Flip Invoice

Review your invoice for accuracy from Create Invoice

the Review page. Scroll down the
page to view all line item details and
invoice totals.

1 Please correct the following errors and resubmit

¥ |nvoice Header

If no changes are needed, click
Submit to send the invoice to Nielsen.

If changes are needed, click Previous
to return to previous screens and
make corrections before submitting.

Alternatively, Save your invoice at
anytime during invoice creation to
work on it later.

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

Summary

Purchase POS0001005
Order:

Invoice #:* | |

| Required fizld

nvoice® | 22 Apr 2016

Date:

Remit To 333 MAIN ST

Manitoba MB
Canada
Bank
Account:
Bill To:

Note: In the
even of errors,
there will be a
notification in red
where
information must
be corrected

Create Invoice Update

| Exit

Ariba Network

. . HOME INBOX CATALOGS EMABLEMENT TASKS REPORTS
You can keep draft invoices for up to 7
d ays . Invoices Crder Confirmations Ship Notices Drafts e
Drafts

Customer
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Invoice via PO Flip
Against Goods Receipt

You are required to include on|y Select the Receipt(s) that will be invoiced
received quantities on invoices. @
. “ ” Receipt Number T Customer Date Routing Status

CIICk the INBOX tab' GRN.GRNFlip.01 Buyer Ruiz 29 Oct 2014 3:50:28 PM Sent
GRN.GRNFlip.02 Buyer Ruiz 29 Oct 2014 3:51:38 PM Sent
Select the Purchase Order
. . - . Next -!M'
you wish to invoice against.
Select the |tem(S) from the GOODS 3 Line Items 3 Included 0 Previously Invoiced
Receipt List that you would Insert Line Item Options
Ilke to Involce_ Tax Category: @ (] Special Handling [] piscount
[0 WNeo. Include| Receipt # Receipt Line # Part # Drescription Quantity Unit Original Price  Unit Price Subtotal
. . . D 1 . 4 GRN.GRNFlip.01 1 MN1G0INSTLL MN160INSTLL 8 EA $400.00 USD  $3,200.00 USD
The InVOIce IS nOW pre- 11 . GRN.GRNFlip.02 1 N160INSTLL N160INSTLL 2 EA $400.00 USD  $800.00 USD
pOpUIa‘ted Wlth the Items 1 2 o GRN.GRNFlip.02| 2 TTTLFCTHOZ  TTTLRFCTHO3 20 EA $100.00 USD  $2,000.00 USD
within the Goods Receipt. e

You now have the ability to
select the items to include
and/or modify the Quantities
on the invoice
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Invoice Without a Purchase Order
Non-PO Invoice

To create an invoice without a PO: Ariba Network
Select Outbox on the Na_V|ga‘t|0n HOME INBOX CATALOGS REPORTS
M enu. Invoices Order Confirmations Ship Notices Drafts
Invoices
Select Create Non-PO Invoice. » Search Filters
Invoi 1
Select your Customer from the neotees (1
dropdown menu' = INV_20150415 Ariba, Inc. - TEST 20150415_PO1 Online Supplier Order 15 Apr 2016
. L Create Line-ltem Credit Memo Edit Copy Create Non-PO Invoice 2
Select Standard Invoice. | 1 Il (D
If you need to invoice a new customer _
click Invoice New Customer. Create Non-PO Invoice
Note: Your customer must For a trading relationship already on Ariba Network
generate a code for you to create
. . Customer Ariba, Inc. - TEST 3
non-PO invoices.
Type of Invoice: | @ standard Invoice
CI|Ck Next Credit Memo

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Invoice Without a Purchase Order
Non-PO Invoice

Complete all required fields marked —
with an asterisk (*). —

Complete at least 1 of the Order | -_ i gt

Information fields. @ s

If your customer disables the rule you
are not required to enter info in Order
Information section. @
Note: Add a customer Email address to
have the document properly routed to

the right approver. s (3

Use Add Item or Add Service Item
button to add the details of the item(s)
being invoiced.

Note: Be certain to provide complete
details of the items or services
prOV|ded . Line ltems 1 Lin Hems, 1 Included, O Previously Invoiced

Add Tax and Shipping as appropriate. i S @ L
Click Next to continue.

Review, Save or Submit as Standard
Invoice. ;

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Invoice Against Contracts

CSV Documents »

To create a Contract Invoice:

PO Invoice

From the home screen within your

Non-PO Invoice

Ariba Network account, select the
Contract Invoice
Create dropdown menu and
1 Credit Memo
SeleCt Contra‘Ct InVOICe' Create Contract Invoice: Select Customer t
. Select a customer from the list below and click Next to continue the process. If the customer is not in the list displayed, you can search for them Time & Expense Sheets
Select First Data from the
Customer list. Cusamer e | [ s | Catalog
Complete invoice entry with all usiona-test (2)
fields marked with asterisk (*).
NV40547 m

@

* Invoice Header

" Mo valoe b t  Cheistopher Mart

act (o vahss) | sedect

Shippng - Entire lmvoce

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer




Invoice Against Contracts

There is an option to add Tax, Shipping, Add

Special Handling, Discount, Comments e
and Attachments to Contract Invoices at

the Header Level. Click Header Actions
and selecting the required option to add to I @)
your invoice. o]

To add Line items to the Invoice: - o @ ..
Choose from Non-catalog or ' "‘ ' Zadh s
Catalog options. T I

Supplier Part Number:  hhh Line Item Text:

Enter required fields marked with an S A e
aStenSk (*) . Shipping - by Line Ttem

Ship From: Test Location Plant: * | 3600 (Wichita

Deliver To: *
Update TOtal . Line Item Actions [E*

. . . Subtotal: $88.00 USD

Click on Submit button to submit the Total Tax:  $0.00 USD
invoice. Total:  $38.00 USD

@ Update Total

@ &= o

No Items Appearing?
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Invoice via CSV
Download Template

1<

Access a customer’s CSV file template, by going

to CVS Documents and choosing CSV
Templates under Download.

Select the correct template by finding First Data
on the drop down menu, checking the radio
button for Invoice, and clicking Download.

Company Settings v B John Doe v Help Center >

CSV Documents v Create »

Upload

Order Confirmation CSV

Ship Notice C3V

Inwoice G5V

Download
Purchase Order by

1 C3V Templates

Download CSV Templates

0 ey of your customers e custom CSW lamplates, o Cuslom Templates section appaars bilow, B 36, selec & asslomsr hom Ee gulldaven mans, s then dowrload the custom teplabes, Otherwise,
dabes

of your cuslamers
davmicad the stardand berrplal

Custom Templates
Customer

Standard Templates

Order Confrmation

Shis Notice

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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Invoice via CSV
Upload Completed CSV

A”ba Network = Company Settings v
POpUIate the template INBOX QUTBOX CATALOGS ENABLEMENT TASKS REPORTS CSV Documents v
and upload it from ot
CSV DOCU ments > Orders and Releases All Customers Order Con csy
. rder Confirmation
Upload > Invoice ey
Purchase Order by Amount Last 12 months . Ship Notice
C SV £190K Invoice CSV
CSV files are oo
processed by Ariba CSV Templates
Network and
forwarded to the
customer in the form .
of XML message Import CSV Invoice
For more information, Customer: *
please read the CSV @ Download CSY Templates
Upload Guide CSV invoice file path: Erowse._.
p
available from the
. . Import CSV Invoice
Supplier Information
Portal.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Credit Invoices/Credit Memo

To create a credit memo against an Invoice,

Select the OUTBOX tab. Ariba Network
Select your previously created invoice. mokes  Order Confmations. _ Snipholkes  Drals
Invoices

Click the button on the Invoice screen » Search Filters
for Create Line-ltem Credit Memo.

Invoices (1) @
Complete Information in the form of = INV_20150415 Ariba, Inc_ - TEST 20150415_PO1 Online Supplier Qrder 15 Apr 2016
Credit Memo (the amount and taxes will i [orseimemmomrn ][ e | [ am | | [ onstoneo s
automatically be negative). Make sure (3)

that all required fields marked with
asterisks are filled in.

Click Next.
Review Credit Memo.

Click Submit.

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Copy an Invoice

Copy Invoice Feature:

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

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



How to Copy an Invoice

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

Select the OUTBOX Tab HOME INBOX CATALOGS REPORTS
Elthel‘ SeIeCt the radlo button for the Invoices Order Confirmations Ship Notices Drafts
invoice you want to copy, and click Copy. Invoices
OR Open the invoice you want to copy. » Search Filters
On the Detail tab, click Copy This
Invoice. Invoices (1)
Enter an Invoice Number . :
] ) = INV_20150415 A:EaST'm 20150415 _PO1 Online Supplier  Order
For VAT lines, make sure the date of
Supply at the Ilne |eve| |S COFI’eCt L Create Line-ltem Credit Memo ‘ ‘ Edit ‘ \7/\-:':;_. ‘ ‘ Create Non-PO Invoice
2/

Edit the other fields as necessary.

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

Invoice: INV_20150415 @ “

Create Line-ltem Credit Memo Copy This Invoice Cancel Print Download PDF  Export cXML

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer




Search for Invoice (Quick & Refined)

Quick Search:

From the Home Tab, Select
Invoices in the Document type to INBOX  OUTBOX  CATALOGS REPORTS

search. 0 9 e
Select F”‘St Data from Customer Invoices All Customers Q
Drop down menu.

Enter Document #, if known. HOME INBOX CATALOGS REPORTS

Select Date Range, up to 90 days
for Invoices and Click Search.

Invoices Order Confirmations Ship Notices Drafts

Invoices

. . e » Search Filters
Refined Search: Allows a refined

search of Invoices within up to 90 last

dayS Invoices
' ¥ Search Filters

Expand the Search Filters from
O utbox (I nvolces) pag e . Invoice Number: @ @ Max. Amoun

@ Partial number Exact number External Invoice Number:
Enter the criteria to build the
d eSi red SearC h fi Ite r- Lo ?aﬂ;f Last24 thJTS - Show Only Invoices Submitted from the Customer's System
C I ICk Sear C h . Supplier Reference: @ S ' @

Number of Results | 100 Search

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer




Check Invoice Status

Check 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 by selecting the invoice link.

Routing Status
Reflects the status of the transmission of the invoice to First Data via the Ariba Network.
Obsoleted — You canceled the invoice
Failed — Invoice failed First Data invoicing rules. First Data 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 — First Data invoicing application has acknowledged the receipt of the invoice

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Check Invoice Status

Invoice Status
Reflects the status of First Data’s action on the Invoice.

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

Cancelled — First Data approved the invoice cancellation

Paid — First Data paid the invoice / in the process of issuing payment. Only if First Data uses invoices to trigger
payment.

Approved — First Data has verified the invoice against the purchase orders or contracts and receipts and approved if
for payment

Rejected — First Data has rejected the invoice or the invoice failed validation by Ariba Network. If First Data 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

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer




Check Invoice History

Access any invoice: Invoice: INV_20150415
Click on the History
. Create Line-ltem Credit Memo Copy This Invoice Cancel Print Download PDF  Export cXML
tab to view status
details and invoice Detail Scheduled Payments History@

history.

Standard Invoice

History and status
comments for the
invoice are displayed.

Invoice: INV_20150415 @ “

Transaction history

can be used in problem | comnmmcnio J] coorece | o ommtrr oo

determination for failed Dotall | Scheduled Payments | History

or rejected
transactions. Recenea By Aoa Netvork O 15 Apr 2016 2:4755 PH GMT10200 ‘

Submitted By Klaus Pischel

When you are done ristory (@)
reviewing the history, Ghanged By pate and Time Stack Trace
H Wi _ 15 Apr 2016 2:47°57
CI I Ck DO n e . The invoice was successfully received Ariba_TestSuppiler - TEST oM
This document has been digitally signed PropogationDispaicher- 15 Apr 2016 2:48:01
; 128491053 PM

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer




Cancel, Edit, and Resubmit Invoice

Click the Outbox tab. Ariba Network B Comery ey [ semvoer  hopGonter >
HOME  INAoX CATALOGS  ENABLEMENTTASKS  REPORTS T Create v

In the Invoice # column, click e S ——

a link to view details of the Invoices

invoice. > Search Fiers

Click the Invoice # for the e () N

failed, canceled, or rejected B xowss  wobgw  PODSSE  Onke cos s o

invoice that you want to S xziMs  SMOBwer  NenPO  Onlie 9 5ep 2015 $3%93 USD  Sem et

resubmit and click Edit. s [ vt o e coiom | [ @\ o || [ omaeronpo

Click Cancel. The status of
the invoice changes to
Canceled.

Invoice: XYZ123456

Copy This Invoice Cancel Print Download PDF  Export cXML

Click Submit on the Review _ _
. . Detail Scheduled Payments History .
page to send the invoice. Cancel Invmce?@

Are you sure you want to cancel this invoice?

Mo

‘ Yes ‘

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Invoice Archival

Configuring invoice archiving allows you to specify the frequency,
immediacy, and delivery of zipped invoice archives. If you wish to
utilize it, please follow these steps:

From the Company Settings dropdown menu, select
Electronic Invoice Routing

Select the tab Tax Invoicing and Archiving

Scroll down to Invoice Archival and select the link for
Configure Invoice Archival

Select frequency (Twice Daily, Daily, 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).

Note: After Archive Immediately started you can either Stop it
or Update Frequency any time.

You may navigate back to the Tax Invoicing and Archiving
screen in order to subscribe to Long-Term Document
Archiving for an integrated archiving solution. (More details
within the Terms and Policies link.)

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

Invoice Archival

Ariba Metwork can archive your inveices in zip format. The

ay peried, then additionally select the Archive Immediately
Configure Invoice Archival @

Invoice Archival

Twice Daily

Daily

® Weekly
Biweekly
Monthly

Archiving Start Time:| 11 | 0 An'® Py EtwenTo

+f Archive Immediately

@ Send archived invoice files to the pending queue for download.

Send archived invoice files to the Archive Delivery URL.

Archive Delivery URL:

Long-Term Document Archiving

®

Enable long-term invoice archiving. See the terms and policies for the optional document archiving

Customer




Ariba Network Help Resources

Supplier Information

Customer Support Portal

Helpful Links
Troubleshoot Invoice

Questions

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Customer Support

Supplier Support During Deployment

(X X

Ariba Network Registration or Configuration Support
» Registration » Supplier Fees

» Account Configuration e« General Ariba Network questions

First Data Enablement Business Process Support
» Business-Related Questions

First Data Supplier Information Portal
* How to Find the Supplier Information Portal

Supplier Support Post Go-Live

©

Global Customer Support
Click the icon to the left to find the appropriate support line.

© 2016 SAP SE or an SAP affiliate company. All rights reserved.

Other Help
» Useful Links

+ Standard Documentation

Online Help

» Help Center

* Ariba Exchange User
Community

Confidential



mailto:SupplierEnablement@firstdata.com
https://support.ariba.com/AUC_Support_Tab/Contact_Support/?product=Ariba+Network&locale=en&persona=&visibility=&ANID=
mailto:FDEnablement@ariba.com
https://uex.ariba.com/learning-center?a_lang=en#product-documentation
https://uex.ariba.com/support-center?a_fenb=is&collapsed_by_user=isInSituCollapsed:false|windowWidth:0|windowHeight:0&appUrl=https://service.ariba.com/Supplier.aw/front&ctxtTags=Misc:Register,page:ariba/network/service/common/suapplication/SUPHome,app:ariba.network.service.apps.supplier.Application,domainObject:Account,activity:Login&a_src_page=insitufront&a_src_areainsitu=&a_lang=en
https://uex.ariba.com/?a_lang=en

Training & Resources
First Data Supplier Information Portal

From within your Ariba Network account: Account Settings Company Settings v _ &
jUnitOrg - LV8bafbt...
Customer Relationships Users Motifications Account Hierarchy ANID: AN02003380348

Standard Package

From the Company Settings

Current Relationships Paotential Relationships Company Profile
dropdown menu, select Customer . S Skt
i . | prefer to receive relationship requests as follows: WMEMCEIDSCRRIGNS
Relationships I . R
®  Automatically accept all relationship requests Manually review all relationship rd | Account Settings

Select the buyer name (First Data) S 1@

to view transactional rules.

The Customer Invoice Rules
determine what you can enter when
you create invoices.

Pending Users
Customer Notifications

Account Hierarchy

‘ ‘ View All

L, Approve Re
Click on Supplier Information Network Settings
Portal next to First Data to view Current o O ot
documents provided by your buyer. E—

Electronic Invoice Routing

Afib = i i i [
ripa Inc. @ @ Supplier Information Portal Accelerated Payments

Pouliot Industries i i
Remittances

MNetwork Motifications

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer



Useful Links

Useful Links

Ariba Supplier Pricing page - http://www.ariba.com/suppliermembership

Ariba Network Hot Issues and FAQs - htips://connect.ariba.com/anfag.htm

Ariba Cloud Statistics — http://trust.ariba.com

Detailed information and latest notifications about product issues and planned downtime
- if any - during a given day

Ariba Discovery - http://www.ariba.com/solutions/discovery-for-suppliers.cfm

Ariba Network Notifications - http://netstat.ariba.com

Information about downtime, new releases and new features

© 2016 SAP SE or an SAP affiliate company. All rights reserved. Customer


http://www.ariba.com/suppliermembership
https://connect.ariba.com/anfaq.htm
http://trust.ariba.com/
http://www.ariba.com/solutions/discovery-for-suppliers.cfm
http://netstat.ariba.com/

Troubleshoot Your Invoice Issues

© 2016 SAP SE or an SAP affiliate company. All rights reserved. ﬂ Customer


https://uex.ariba.com/node/1598
https://uex.ariba.com/node/1598
https://uex.ariba.com/node/3211
https://uex.ariba.com/node/3211
https://uex.ariba.com/node/1805
https://uex.ariba.com/node/1805
https://uex.ariba.com/node/1039
https://uex.ariba.com/node/1039
https://uex.ariba.com/node/815
https://uex.ariba.com/node/815
https://uex.ariba.com/node/1281
https://uex.ariba.com/node/1281
https://uex.ariba.com/node/1559
https://uex.ariba.com/node/1559

Thank you for joining the
Ariba Network!

SAP Ariba

© 2016 SAP SE or an SAP affiliate company. All rights reserved.
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