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Section 1: Ariba Network Overview

What is Ariba Government of
Network? Albertaon Ariba
Network
What is Ariba Network? Supported Documents
Introduction to Standard Not Supported Documents
Account
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What is the Ariba Network?

The Government of Alberta selected Ariba Network as the electronic transaction provider for our modern One Government eXperience
(1GX) system. You are invited to join Ariba Network and discover an easier, faster and more cost-effective way to do business with us.
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Introducing Ariba Network, Standard Account

The Government of Alberta is introducing One Government eXperience (1GX), a modern business support system that
uses Ariba Network, Standard Account via interactive email for procurement. It also uses the capabilities of new
technology to make it easier, faster and more cost-effective to do business together. There is never a cost for an
Ariba Network Standard Account and no transaction fees when doing business with the Government of
Alberta.

What is Standard Account?
Standard Account on Ariba Network via interactive email gives you a quick and easy NO COST, NO FEES way to
do business with the Government of Alberta. A Standard Account is free but fees may apply for other customers.

What does this mean for you?

Whether you supply goods, services or construction, transacting on Ariba Network via a NO COST, NO FEES Standard
Account with the Government of Alberta makes it easier to bid, fulfill orders, receive payment, and more!

What are the benefits?
enables you to quickly transact with the Government of Alberta
at NO COST and NO FEES, improve customer retention, and get paid faster. The
Government of Alberta also offersa NO COST, NO FEES Enterprise Account.
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Review Government of Alberta Specifications
Supported Documents

Purchase Order Confirmations

Apply againstan entire PO or specific line items

Advance Shipment Notices

Apply against PO whenitems are shipped

Detail Invoices

Apply against a single purchase order referencing aline item
Partial Invoices

Apply against specific line items from a single purchase order
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Service Entry Sheets

Apply against a single purchase order referencing a line item
Servicelnvoices

Invoices that require service line item details

Line Level Creditinvoices/CreditMemos

Line level credits; quantity adjustments

Header Level Credit Memos

Credit Memos applied against entire invoices




Review Government of Alberta Specifications
NOT Supported Documents

Summary or Consolidated Invoices

Apply against multiple purchase orders; not accepted by Government of Alberta

Invoicing for Purchasing Cards (P-Cards)

An invoice for an order placed using a purchasing card; not accepted by Government of Alberta
Duplicate Invoices

A new and unique invoice number must be provided for each invoice; Government of Alberta will reject duplicate invoice numbers unless
resubmitting a corrected invoice that previously had a failed status on Ariba Network

Paper Invoices

Paperinvoices won'’t be accepted by the Government of Alberta from suppliers enabled in Ariba Network; submit invoices in Ariba Network
Non-PO Invoices

Apply againsta PO not processed through Ariba Network; not accepted by Government of Alberta

BPO Invoices

Invoices against a blanket purchase order; not accepted by Government of Alberta

Contract Invoices

Apply against contracts; not accepted by Government of Alberta
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Section 2: Set Up Your Account

JAN

Basic Account
Configurations

g

Accept Invitation

Complete Profile

Email Notifications
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Advanced Account
Configuration

Roles and Users

Overview of the Standard

Account Dashboard
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Receive Interactive Email Order from Government of Alberta

Clickthe buttonin the PO notification (interactive email)
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<Buyer Name> sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network standard account to process this order. If you have an account, you can use it and log in now.

Process order
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Sign up for Standard Account

Selectthe option to create a new Standard Account
-OR- useyour existing Standard Account by clicking on

% Join your customer on Ariba Network!

Already have an account? Log in

Reach more customers worldwide

Sign up with Ariba Discovery and
increase sales leads.
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Connect faster
Exchange documents electronically
and streamline communications.

Strengthen relationships
Collaborate with your customer on the
same secure network.

Ariba Network standard account is Free
Learn more
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Configure Account, Accept Terms of Use, and Register

@ Review your Company information @ Enter your User account information
ICompany information User account information |
I
F Nar N
* ABC Enterprises
*  United States [USA] v
. | ‘/ Use my email as my username wn %
123 Pittsburgh Street '(P'_ o
Line 2 C 8
S 3
Line 3
*  Pittsburgh
ar ge: English ~
te:*  Pennsylvania %
v 15222 ers to:* . john.smith.@sap.com

@ Accept and click on

I have read and agree to the Terms of Use

I have read and agree to the SAP Ariba Privacy Statement

LA

Please note that after your standard account is registered, future PO’s will be sent to your designated user account email
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Government of Alberta Specific Account Configuration

VAT ID / TAX ID — select Company Settings in the top right corner, go to Company Profile and select the Business tab. In the
section Financial Information enter your Vat ID / TaxID. (optional).

Remittance Address —select Company Settings in the top right corner and go to Remittances. In the EFT/Check
Remittances section select Create and complete all required fields marked by an asterisk. (optional)
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Currency —The currency that Ariba Network uses in the service subscription area of your accountis controlled by your
organization’s location, which you specify in User Account Navigator > My Account > Preferences. (optional)
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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.

FITSupplier4QA NETWORK SETTINGS 2

ANID: AN01458807003-T
Electronic Order Routing (
Re

Company Profile
Electronic Invoice Routing

Click on Notifications under Company M rccoumsermcs e ramns I
Settingsicon. g O e

Users

2
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Network Notifications

@ Notifications Audit Logs
s

Network Notifications can be accessed
from here as well, or you may switch to
the Network tab when in Notifications.

UNOJJY

Account Registration

General Network Discovery Sourcing & Contracts Messaging

You can enterupto 3 email addresses i @
per notification type. You must separate  econcowerwtine
each address witha comma but include VT —

Order

MNiiisupplicrd.coe@outiook.

NO spaces between the emails | sepseretetonsi e e
p - Send notificati fe @

J Send tificati vhen
Purchase Order Inquiry . fitsuppliera.coe@outiook.c

tion when
Time Sheet fcation wiher + fitsupplierd.coe@outlook.c
Pending Queue send a notification when items delivered through pending queue are not acknowledged . fsupplierd.cos@outlook.o
Order Confirmtion Failure Send a notification when order confirmations are undeliverable. . fsuppler cos@outiook.c
J Send a notification when collaboration requests are received .| fitsupplierd.coe@outiook.c

Collaboration Request

Service Sheet
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Set Up User Accounts
Roles and Permission Detalils

Administrator
There can only be one administrator per ANID (Ariba Supplier Account)
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 users and assigns roles/permissions to users of the account
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User
Up to 250 user accounts can exist per ANID (Ariba Supplier Account)
Can have different roles/permissions, which correspond to the user’s actual job responsibilities
Can access all or only specific customers assigned by Administrator
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Set Up User Accounts

Create Roles and Users (Administrator Only)

Click on the Userstab on the
Company Settings icon menu.
The Users page will load.

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

Add Permissionsto 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 info.

Selectarole in the Role Assignment section and
Click on Done.

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L

Customer Relationships Users Notifications Account Hierarchy

Manage Users

Users
Usemame 1 Email Address

rebecca novotny@sap.com rebecca.novotny@sap.com

First Name

Rebecca Novotny

LastName

Ariba Discovery Cor

Na

Ly ‘ Edit H Delete ||

Manage User Roles @

Role
Mame
Administrator

All Access

Actions
Details

Details Edit Delete

FITSupplier4QA
ANID: AN01458807003-T

Company Profile
ACCOUNT SETTINGS
Customer Relationships
Users

Notifications

Application Subscriptions
Account Registration

View All

NETWORK SETTINGS

Electronic Order Routing

Electronic Invoice Routing

Accelerated Payments

Remittances

Network Motifications

Audit Logs

View All
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Set Up User Accounts
Modifying User Accounts (Administrator Only)

Click on the Userstab. ‘
Account Settings
Click on Edit for the selected user.
Customer Relationships Users Notifications Account Hierarchy

Click on the Reset Password Button to reset —_—
the password of the user. Menage sers
Other options: oo

Delete User Usermame t Email Address

. ebec .com rebecca.novotny@sap.com Rebecca Naovotny No All Access
Add to Contact List
) L | Edit H/ Delete Tr to Contact List ‘ | Remaove from Contact List || ake Administrator ||‘ Create User

Remove from Contact List

Make Administrator
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First Mame Last Name Ariba Discovery Contact Role Assigned

Edit User

fiew user information, revise role assignments, or reset user passwords. Ariba recommends only using the reset password functicnality
Password on the Ariba log in page if they forget their password. When lick Reset P Ari esets the nd se

Selected User Information

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

This useris the —ri@s::-: very Contg
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Overview of the Standard Account Dashboard

The Dashboard/Homepageis restricted for Standard Account users with the Inbox, Outbox, Catalogs and Reports tabs greyed out. Standard
Account users can use the Dashboard to resend a Standard Account purchase order, set up routing information, access Company Profile
information and access the Supplier Information Portal.

Tabs

Upgrade — Click here
to Upgrade to an
Enterprise Account

Company Settings
icon

Help Centre
Select button to

resend Purchase
Orders

SAP Ariba Network ~

Standard Account

Home @
@

Orders, Invoices and Payments

3 3 0
New Purchase Orders to Invoice Orders that Need
Orders Attention

9000003957 Government of Alberta - TEST
9000003955 Government of Alberta - TEST
9000003951 Government of Alberta - TEST

E- ¥ © 2019 SAP SE or an SAP affiliate company. All rights reserved.

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L

New

New

New

Upgrade = TEST MODE

Messages

0

Invoices Rejected

$500.00 CAD

$200.00 CAD

$240.00 CAD

0

Pinned Documents

30 Mar 2020

30 Mar 2020

30 Mar 2020

All Customers

LL L]
More...

$0.00 CcAD

$0.00 CAD

$0.00 CAD

® s0

Documents ~ Create v

Enable ."I c

Tabs Trends Refresh
Last 14 days Now we're mobile.

Check it out.

& App Store

Action
Select Tasks
Select
@pdale Profile Information @
Select

SAP Ariba Privacy Statement  Security Disclosure  Terms of Use

& Messages

= Does Ariba offer live webinar training?

'] pocumentation

p Center e

| need help accessing a sourcing
event

dnes
Junooddy

Why can't | find an event?

Where do | find my Ariba Network 1D
(ANID) number?

What is an Ariba Network error
(ANERR), and how do | resolve the
issue?

How do | submit an invoice from a
Standard account?

How do | process an order in my Ariba
Network Standard account?

View more [

How do | submit an invoice from a
Standard account?

{3} support



Section 3: Purchase Order Management

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L

Purchase Order
Management

View Purchase Orders

Respond to Purchase
Orders

ERS Purchase Orders

Retrieve Purchase Orders
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Purchase Orders
Viewing and Responding to Purchase Orders

Purchase Orders cannot be viewed directly in the Dashboard when using a Standard Account. They will be sent directly to the email address
for your account and must be accessed through that email. When viewing the order, you will have several action buttons that will allow you

to respondto the Purchase Order:
Click “Process Order” to view the Purchase Orderin the SAP Ariba Dashboard. Once you click the process order button, you will be

taken to the PO details page where you can create an order confirmation, ship notice, and invoice.
If there are questions aboutthe PO, click “Post message” to send a message to the buyer.

Classification Domain:unspsc
Classification Code: 53

U

Req. Line No.: 1 Oc
Requester: Pritam Ghosh a a
PR No.: PROE1T Do I
= Q

v »n

(0]

Incoterms Information

Incoterm Code:

Incoterm Location:

Order submitted on: Monday 30 Mar 2020 8:50 AM GMT-06:00
Received by Ariba Network on: Monday 30 Mar 2020 8:50 AM GMT-06:00
This Purchase Order was sent by Government of Alberta - TEST AN01422170924-T and Sub-total: $ 200.00 CAD

delivered by Ariba Network.
Questions or comments for your customer? @ Post message Process order

About this email
If you have any questions, contact Government of Alberta - TEST. If you're not the correct person to receive this email, forward it to the appropnate person in your company.
Note: All transactions relating to your customer's purchase orders are solely between you and your customer and are subject to the terms of your existing agreement(s) with your customer. Ariba is not an agent for your customer, and is not responsible for
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Purchase Orders
SAP Ariba Purchase Orders

When viewing the Purchase Order in SAP Ariba, you will have several action buttons that will allow you to respond to the Purchase Order:

Click “Create Order Confirmation” to confirm the order (note: this is an optional feature for Government of Alberta Suppliers)
Click Create Ship Notice to create a ship notice (note: thisis an optional feature for Government of Alberta Suppliers)
Click “Create Invoice” to submit an Invoice againstthe Purchase Order (note: invoice submission through SAP Aribais requiredfor all

Purchase Orders submitted through SAP Ariba.)

Purchase Order: 9000003957
-
@ @ © 05
a o
et 55
v Create Order Confirmation ®| Create Ship Notice =1 Create Invoice Print Download PDF Download CSV Resend o g
Order Detail Order History
From: To: Purchase Order
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Purchase Orders
Resending a Purchase Order email

Sometimes you may need to resend a copy of a purchase order to your email to take action if the PO email was deleted or sent to an
incorrect address. To have the PO email resent:

Click “Select” beside the Purchase Order you would like to view
Select “Send me a copy to take action” to send the Purchase Order to the email address set up in your SAP Ariba Account.
This will resend the PO email so you can click the Process Order button and create the invoice.

[T E] [RIL-=T]

Orders, Invoices and Payments All Customers Last 14 days Now we're mobile.
o
- ) Of=
Check it out. | B | =iyel
3 3 0 0 0 - - 23
] ] H : SETIT ok LM D
New Purchase Orders to Invoice Orders thalt Need Invoices Rejected Pinned Documents More.... .
Orders Attention O
A::tio-@
9000003957 B Government of Alberta - TEST New $500.00 CAD 30 Mar 2020 $0.00 CAD Select v Tasks
9000003955 Government of Alberta - TEST New $200.00 CAD 30 Mar 2020 $0.00 CAD Send me a copy to take action ,
wpaure - renee INfOrmation m
9000003951 Government of Alberta - TEST New $240.00 CAD 30 Mar 2020 $0.00 CAD Select @

-
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Section 4: Other Documents

' ' Advanced Shi i
Order Conflr_matlons Notices (ASNSJ Service Entry Sheet
(OC) (optional) (optional) (required)

Confirm Entire Order Create Ship Notice Locate a Service PO

Update Line ltems Delivery Terms and Auto-Generate Service Sheet
Transportation Details Check Status
Detalls
Submit Ship Notice and
Status
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Create Order Confirmation (optional)
Confirm Entire Order

Confirming PO - “

Enter Confirmation Number which is any DE: iR — : @

number you use to identify the order (@) R o [ ] @
Conflrmatlon . 20150415_PO1

Ariba, Inc. - TEST

This slide explains how to Confirm Entire Order.

If you specify Est. Shipping Date or Est.
Delivery Date information, it is applied for all line @
|te ms. Est. Delvery Date Est. Tax Cost

Comments:

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 confirmationis sentto the Once the order confirmation is submitted,
Government of Alberta. the Order Status will display as Confirmed.
When viewing documents online, links to all
related documents are displayed.

Click Done to returnto the Inbox.

Sjuswnoog
1{yl0
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Create Order Confirmation (optional)
Update Line ltems

SelectUpdate Line ltems, to set the status of each line item. Purchase Order: 20150415_PO2
Fill in the requested information (the same as for Confirm All
Optlon) v Create Qrder Confirmation ﬂ W Create Ship Mot :eH- Create Invoice
. . . . Caonfirm Entire Order .
Scroll down to view the line items and choose among possible Update Line tems @H'Sww
Va|UeS' Reject Entire Order
From:
Confirm —You received the PO and will send the ordered Sandbox Buyer - Test
items. 15000 Praha
. Czech Republic
Backorder— ltems are backordered. Once they are available
in stock, generate another order confirmation to set them to Confiming FO
confirm. @
1) Updateltem Status v QOrger Confirmation Header
Note: If your customeris allowing Supplier Network Collaboration @ Biraen [ S
(SNC), your Order Confirmation must be initiated within Ariba. | e S
2
SHIPPING AND TAX INFORMATION ;r
Enter shipping and tax information at the line item level n
Line Items
Confirm Backorder: Reject. 0]

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L



Confirm Order (optional)
Update Line Items - Backorder

Enter the quantity backorderedin the Backorder Line tems
data entry field. - o o
Click Details to enter Comments and Estimated Com P e 9 S0 0
Shipping and Delivery Dates for the backordered R @
items on the Status Details page.
Click OK whendone.
Note: If using several statuses for a line item, the
sum of the quantities for the statuses should equal o |
the line item quantity.
Click Next.
Est Delivery Date: | 18 Nov 2015 = 8
c
© :
@
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Confirm Order (optional)
Update Line ltems

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 Government of Alberta.

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

Generate another order confirmation to set them to
confirmif needed.

Click Done to return to the PO.

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L

Purchase Order: 20150415_PO2

g v||!:5.'-'.%f'.".:':i

H Create Invoice v| Hide | Print

Order Detail Order History

From:

Sandbox Buyer - Test
Radlicka

15000 Praha

Czech Republic

Download PDF

ExportcXML | Download CSV | Resend

To:

Ariba_TestSuppiler - TEST
Radlicka 3201/14

150 00 Praha s

Czech Republic

Phone:

Fax

Email: Klaus.puschel@sap.com

Deliver To

(5

Purchase Order
(Partially Confirmed)
20150415 PO2

Amount: 29500 EUR

Sjuswnoog




Create Ship Notice (optional)

Create Ship Notice using your Ariba account once items
were shipped. Ariba Network

Multiple ship qotlceg per purchase order might be sent. Click Surchase Order- 20150415 PO2
the Create Ship Notice button. - @

Fill out the requested information on the Shipping PO form. . o | _
The Packing Slip ID is any number you use to identify the 7 Create Draer Conirmaten ~ = Create Invoice v| Hide | Fn
Ship Notice. Choose Carrier Name and then Tracking # and | Create a ship natice for the purchase order
Shlpplng Method will appear. Order Detail Order History

NOTE: Suppliers are REQUIRED to provide an

Actual or Estimated Shipping Date on all Ship Notices Create Ship Notice
Enter Ship From information by et et o
c_Ilcklng on Updatg Address.. Any I @ o
field with an asteriskis required. | o %
Check if Deliverto information is Pranas =
COI’I’GCt C“Ck OK Czech Republic

Radlicka

1®
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Create Ship Notice (optional)
Delivery Terms and Transportation Details (optional)

Delivery terms and other transportationdetails can be included on - catior Neame: P—
all advance ship notices to support a broader range of shipping retomred Camone
information collaboration.

Default Carriers

Airbomne Express
DHL
@ FedEx
UPsS
US Postal Service

Other

Collected By Customer

+ DELIVERY AND TRANSPORT INFORMATION Delivery Condition

Delivery Terms Delivered at Terminal Despatch Condition

Sjuswnoog

Transport Condition

Delivery Terms Description
Incoterms
Transport Terms Description
Ex Works

Free Carrier
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Create Ship Notice (optional)
Details (optional)

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

Click Nextto proceed to review your
Ship Notice.

20150415_P0O2 2 GOODS_02

Pro Mechanical Pencil Black Barrel, (
Shipment Status

Total lterm Due Quantity: 10 BX

Confirmation Status

Total Confirmed Quantity. 0 BX

mm Line Width (package 12 each)

Total Backordered Cluantity. 0 BX

Line Ship Gty
20150415_P02 2 GOODS_02 10 BX 18 Nov 2015 25.00 EUR 250.00 EUR Remove
Pro Mechanical Pencil Black Barrel, 0.5mm Line Width (package 12 each,
Shipment Status
Total Item Due Quantity: 10 BX
Confirmation Status
Total Confirmed Quantity: 0 BX Total Backordered Quantity
L Ship Gt Batch ID Production Date Expiry Date
! kL = = Details

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L
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Submit Ship Notice (optional)

After reviewing your Ship Notice, click Submit to send Ship Notice to “
Government of Alberta. Ship Notices provide improved 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 from by clicking the link
under the Related Documents from the PO View.

Purchase Order

(2: (Shipped)
20150415 _PQO2
Amount: 29500 EUR

Routing Status: Acknowledged
Related Documents: & Ship_TEST

v 312

Sjuswnoog
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Auto-Generate a Service Entry Sheet
Create a Service Sheet from an Invoice

For customers who allow automatically generated service sheets, you can create service invoices for each service line on a service order,
and the corresponding service sheets are automatically generated and sent to the Government of Alberta.

To create an auto-generated Service Sheet

Click on Create Invoice and select WARNING! o
Standard Invoice. '

. s+ This customer requires service sheets for service orders. When you create an invoice without first
Review the POp-Up message on your ) creating a service sheet, Ariba creates a service sheet for you. The invoice is sent after the
screen, alerting you of the auto-generation customer approves the service sheet.

(See ”ght) Don't show me this message again
Click the X to proceed with invoice creation
and submission.

Once theinvoice is approved, the service
sheet will automatically generate and be
sent to Government of Alberta for approval.

Note: If clicking the box to not show the warning message again,
please be aware that service sheets will continue to auto-generate
for customers with this option enabled during invoice creation.

Sjuswnoog
1{yl0

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L



Section 5: Invoice Methods

=

Invoice
Information

Invoice Methods

Government of Alberta
Specifications

Government of Alberta
Invoice Rules
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Government of Alberta Invoice Requirements

Suppliers can enter Credit Memos at the header level or line item level

Suppliers cannot reject entire Purchase Orders and must Update their Purchase Order at the Line
ltem Level

Suppliers are required to provide an Actual or Estimated Shipping Date on all Advance Ship Notices

Suppliers are required to provide a Reason for every Credit Memo

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L



Review Government of Alberta Invoice Rules

FITSupplier4QA NETWORK SETTINGS

Electronic Order Routing

These rules determine what you can enter when you create invoices.

Company Profile
Electronic Invoice Routing

Loginto your Ariba Network account via supplier.ariba.com

Accelerated Payments

Customer Relationships

Selectthe Company Settings icon dropdown menu and under Account - @
Settings, click Customer Relationships.

Remittances

Network Notifications

Notifications

Audit Logs
A list of customers is displayed. Click the name of Government of Application Subscriptions ey, o
Alberta (Government of Alberta). ‘
L e Reject
Scroll down to the Invoice Setup section and view the General Invoice @
Current
RU|eS' Customer

jUnitOrg - 5WQzy9VD565589b21009590920

Click Done when finished.

Invoice Setup @
Ge i s
Wwoices 1o this accoun

Allow suppliers to send invoices with a contract reference. G

z < < =z z < =
z R B z B B B
13 13 13 8

Require suppliers to create an order confirmation for the PO before creating an invoice

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L



Invoice via PO Flip

Header
Invoice is automatically pre-populated with the PO data. Complete all fields v Invoice Header
marked with an asterisk and add tax as applicable.
Summary
Purchase Order: 1084497223 @
Click Create Invoice- Standard Invoice on the PO details page. woice # | INV_ 1084497223
Enter an Invoice #which is your unique number for invoice identification. ivolce Dale* 15 Apr 2016 =
The Invoice Date will auto-populate. RemitTo | DEFAULTVALUE @
You can also add some additional information to the Header of the = _ ]
invoice such as: Special Handling, Payment Term, Comment, Attachment, @) Header level tax © Line level tax ©

Shipping Documents.

Shipping

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

® Header level shipping @© Line level shipping (0

Note: Attachmentfile size should not exceed 40MB.

* Indic required field Add to Header v
Tax
Shipping Cost

Shipping Documents

Special Handling

Allowance

Charge
Additional Reference Documents and Dates

Comment

Attachment

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L



Invoice via PO Flip

Line ltems

Line ltems section shows the line items from the Purchase Order. -:;;uamn-_.,-@ Unit Unit Price
Review or update Quantity for each line item you are invoicing. 10 BX 25.00 EUR
If you wish to exclude a line item from the invoice, click on the line item’s

green slider. You can also exclude the line item by clicking the check box to
the left and CIicking ‘Delete’. 2 é MATERIAL ~ GOODS 02

Note: You can generate anotherinvoice later to bill for the excluded item.

Pricing Details Price Unit:* | B

Unit Conversion:* | 1

o ][]

b Line Item Actions v
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Invoice via PO Flip

Detall Line Items

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

ZLine ems, 2 Included. U Previously Invoiced

Shipping

Praha 5

Czech Republic

Deliver To:

3 Line ltems
L) aloto A
Line ltem Actions Delete Add v Insert Line ltem Options
Edit Tax Catego Shipping Documents Special Handling Discount
Add @ No include  Type Part# Customer Part# Quantit Unit Unit Price Subtotal
Tumn on k W/ @ MATERIAL ~ GOODS_01  Copy Paper White, A3, 80gsm (ream 500 sheets 5 EA YT 250 EUR
Hide/Shc Shipping Documents
Create Invoice
Quantiv+ | 5 Part# GOODS_01
Unit:  EA
Unit Price:* | 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 plion: | This field specifies that 1 Box is equivaler
Inspection Date: =]
Ship From:  Ariba_TestSuppiler - TEST Ship To:  Sandbox Buyer - Test
Praha

Czech Republic
Cristian Mihalache
2nd Floor, 5l Team

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L




Invoice via PO Flip
Line tem Comments

Toadd comments at the line items select Line 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’ Ling ltem ACons ‘ ‘ Delete ‘ ‘ Add

Edit

Add

Turn on
Hide/shi
Shipping Documents

Special Handling ‘

Pricing Details

Discount
Allowance
SAP . Charge
Comments @
Data Po of Use
Attachment

Remove

Comments @
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Invoice via PO Flip
Review, Save, or Submitto Customer

Review yourinvoice for accuracy from the Review
page. Scroll down the page to view all line item
details and invoice totals.

If no changes are needed, click Submitto send the
invoice to Government of Alberta.

If changes are needed, click Previous toreturnto

previous screens and make corrections before
submitting.

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L

Create Invoice

Update

L,
j
D
m

Create Invoice

I Please correct the following errors and resubmit

¥ |nvoice Header

Summary

Purchase PO80001005
Order:

Invoice #:* | |

| Required field

nvoice* 22 Apr 2016

Date:

Remit To 333 MAIN ST

Manitoba MB
Canada
Bank
Account:
Bill To:

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




Section 6: Ariba Network Help Resources

—L
y 4 N
Customer Support Supplier Additional
Information Portal Resources
Customer Support Training and Resources Upgrade to an Enterprise

Account

EAQ

Useful Links and
Webinars
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Customer Support

Supplier Support During Deployment
SAP Ariba Global Customer Support

Ariba Network Registration or Configuration Support
Support available through the Help

Email SAP Ariba Enablement Team at : _
GOA Enablement@ariba.com Center section of your account. Click on the
_ _ _ _ Support button to create a Service Request

Registration/ Account Configuration with Customer Support.

Supplier Fees
General Ariba Network Questions
Government of Alberta Enablement Business Support

Email Government of Alberta Enablement Team at
1GXSupplierHelp@agov.ab.ca

Call 1GX Supplier Helpdesk at 780-643-0150

Business-Related Questions

Government of Alberta Supplier Information Portal

Find your supplier information portal HERE

dieH
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FAQ (1/2)

Q: What is Standard Account capability on Ariba Network?

A: Ariba Network, Standard Account capability is a new, fast, free way to automate business with any customer. Support for most transaction types helps
maximize efficiency and meet buyer compliance requirements. There is no need to upgrade, unless you are ready for advanced capabilities such
as support for catalogues, back-end integration or to manage larger document volumes through online access

Q: How can | access this new capability?
A: The Government of Alberta will start the onboarding process by sending the supplier a purchase order document via email. Once the PO email is
received, follow the ‘Process Order’ button to create a new account or link to an existing Standard Account.

Q: What document types are supported for this free account?

A: Suppliers transact unlimited documents such as orders, order confirmation (OC), advance ship notices (ASN), and service entry sheets (SES),
PO-invoices using PO-Flip (convert orders into an e-invoice with the simple click of a button), non-PO invoices and credit memos, invoice status
notifications, payment proposals, and remittance details.

Q: What if | have already signed up for Ariba Network? Can | switch to Standard Account?

A: If you are already using Ariba Network with another customer, we recommend that you continue using this transaction method. There is no direct way to
change an Ariba Network subscription (Enterprise account) to a Standard Account but we suggest you discuss your circumstances with either the
Government of Alberta Supplier Enablement lead at 1GXSupplierHelp@gov.ab.ca, or Ariba rep at GoA_Enablement@ariba.com.

Q: Am I required to register on Ariba Network to use Standard Account?
A: Yes , you must register on Ariba Network to use a free Standard Account. This free account is not the same as the Enterprise Ariba Network account.

You only need to upgrade to an enterprise account on Ariba Network when you determine that you desire the additional functionality.

dieH
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.
FAQ (2/2)

Q: How do | invoice a purchase order if | lose the email notification?
A: If you misplace a purchase order (PO) email notification, you have the following options:

* Resend the PO email: Log in to your Ariba Network Standard Account. In the PO list on the home dashboard of your account, click
Select > Send me a copy to take action in the Action column next to the PO.

* Reguest a manual copy of the PO from Government of Alberta: After you have a copy of the PO, you can create and submit a non-PO invoice.

Q: How do | create documents against purchase orders from the Government of Alberta?

A: To process a purchase order, you need to click the Process Order button in the purchase order email notification.
After you register or log in to your Ariba Network Standard Account, you are taken to the purchase order details page, where you can
create documents like order confirmations, ship notices, and invoices against the purchase order.

Q: How do | add purchase orders to my existing Ariba Network Account?
A: If you've previously registered a Standard Account or enterprise account on Ariba Network to transact with a different customer, you
have the option to add the transactions with your new customer to your existing account.

To add your new purchase orders to your existing account:
1. In the purchase order email notification, click Process order and then click Log in on the Standard Account landing page.
2. Log in with the administrator username and password for the existing account.

Q: What should | do if my registration confirmation link is expired?
A: If the confirmation link expired immediately after receiving the email, please log in to your account

directly at hitps:/supplier.ariba.com

If the confirmation is accepted, you will be able to view your account. If you are unable to access your account, you can request to
resend the confirmation email.

dieH
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https://supplier-2.ariba.com

Training & Resources
Government of Alberta Supplier Information Portal

Selectthe Company
Settingsicon Menuin the
top right corner and then
click the Customer
Relationships link.

Selectthe buyer name to
view transactional rules:
The Government of Alberta
Invoice Rules determine
what you can enter when
you create invoices.

Select Supplier Information
Portal to view documents
provided by your buyer.

Account Settings

Customer Relationships Users Motifications Account Hierarchy

Current Relationships Potential Relationships
| prefer to receive relationship requests as follows:

® Automatically accept all relationship requests Manually review all relationship re

Pending
Customer
o oo ][
Current
Customer
Ariba Inc. @ @ Supplier Information Portal
Pouliot Industries
Ly

FITSupplier4QA
ANID: AND1458807003-T

Company Profile
ACCOUNT SETTINGS
Customer Relationships
Users @
Notifications

Application Subscriptions
Account Registration

View All

NETWORK SETTINGS

Electronic Order Routing

Electronic Invoice Routing

Accelerated Payments

Remittances

MNetwork Notifications

Audit Logs

View All

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L
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Standard Account vs. Enterprise Account on Ariba Network

Features Standard Account Enterprise Account
Access Through email notifications Online dashboard

Company Profile

Purchase Order, Order confirmation (full & partial),
Ship Notice, Service Entry Sheet, (Non-PO) Invoice,

Credit Memo

Electronic Catalogs X

Invoice status Email notifications Outbox with easy access from any browser

Legal Archive Email notification and online download * Long-term invoice archiving for global compliance (Regional

restrictions apply)
» Capability to mass download invoices for local archiving
Ariba Support Online Help Center  Support via phone, chat, or email
* Direct access to enablement experts for onboarding assistance

» Technical support for configuration and integration assistance
* Online educational training courses

x

Integration

Reporting X

Multiple customer relationships

Multi users

Mobile App
Ariba Discovery Fees Tray apply 10 Tespond o feads. 7 Fees may apply to respond to leads.

Click here for more information. Click here for more information.
Fees FREE Fees may apply, See complete detalils.

NO COST, NO FEES to transact with the
Government of Alberta

dieH
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Upgrade to Realize the Full Value of Ariba Network

Note: Upgradingyouraccountto Enterpriseis NO COST, NO FEESwhen transacting withthe Government of Alberta. (Fees may

apply if transacting with other customers).

File Edit View History Bookmarks Tools Help

= Ariba Network Admin X

<« c @

@ Getting Started E Ariba Network Admin Fro

© & https://admin.snv.ariba.com:8443/Supplier.aw/1250 |0 N = r&awssk=gr_128Tv&dard=1

Google Chrome @ Saf@guaradggy Ariba Network Provider

SAP Ariba Network v  Standard Acc unt | Upgrade =~ TE TMoDE

Home Messages Doct

Orders, Invoices and Payments All Customers Last 14 days Now we're mobil
Check it out.
3 3 0 0 0
New Purchase Orders to Invoice Orders thall Need Invoices Rejected Pinned Documents More.... .‘ Rep S(E;r"‘e
Orders Attention
Action
9000003957 B Government of Alberta - TEST New $500.00 CAD 30 Mar 2020 $0.00 CAD Select Tasks
9000003955 R Government of Alberta - TEST New $200.00 CAD 30 Mar 2020 $0.00 CAD Select X
Update Profile Infor
9000003951 R Government of Alberta - TEST New $240.00 CAD 30 Mar 2020 $0.00 CAD Select

E- Dy © 2019 SAP SE or an SAP affiliate company. All rights reserved. SAP Ariba Privacy Statement ~ Se

© 2019 SAP SE oran SAP affiliate Company. Allrightsreserved. L

FULFILLMENT

% Orders and invoices

=f Catalogs

¥ Integration

(@ Legal Archive

(@ Reporting

@ support

% Fees

SELLING

3 Ariba Discovery

" Sourcing, Contract
© Management

STANDARD ACCOUNT

Your current account

v Respond to emailed orders using
features that your customer

requests, like order confirmations,

ship notices and invoices

v Check invoice status and create
non-PO invoices, if supported by
your customer

Help Center

Free

Upgrade to realize the full value of Ariba Network!

ENTERPRISE ACCOUNT

v Skip the emails. Get and manage
orders and invoices all on Ariba
Network.

v Use CSV uploads to manage large
documents.

v Publish catalogs that detail your
products and services

v Integrate with your backend
systems through CXML or EDI

v Access to long-term invoice
archiving (regional restrictions
apply)

v Get reports to track transactions
and sales activities

v Help Center, phone, chat, and web
form

Based on usage

By the way, you can use these with any account.

 Join our business matchmaking service to get high quality sales leads. Fees

may apply

« Attract potential customers with your profile and get invited to auctions and

other events.

Learn more about all the features of Ariba Network.
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Supplier Help Resources

The Help Center will provide assistance while using your Standard Account:
Click the Help Center link at the bottom of your interactive email

Whenlogged into your Standard Account, click the Help Center link in the upper
right corner to expand the panel and gain accessto relevant help topics

The Ariba Network, Standard Account support page will provide access to:
- A summary of Standard Account features

A quick tutorial on how to reply and respond to Government of Alberta
Side-by-side comparison of Standard account and Enterprise account
The Supplier Success Session Portal to register for an upcoming live demo
A pre-recorded overview and demo of Standard Account

For questions for the Government of Alberta, please contact the Government of Alberta’s
Supplier Management Team at 1GXSupplierHelp@agov.ab.ca

dieH
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Useful Links and Webinars Available

Links Webinars

Ariba Network Hot Issues and FAQOs Supplier Success Sessions

Ariba Cloud Statistics and Network Notification Created by Ariba Network Customer Support
Example topics:

Detailed information and latest notifications about

product issues and planned downtime — if any — Introduction to Ariba Network
during a given day Registration
SAP AribaDiscovery Invoicing

Using the help center
300on Thursdays
Information sessions on Supplier best practices
Example Sessions:

Uncover Advanced Functionality to Maximize
Value

Introduction to Supplier Electronic Integration
Roadmap to Your Ariba Network Subscription
Live Demonstrations
Understand SAP Ariba’s solutions
Example Demos:
PunchOut for e-Commerce managers

Ariba Network Overview

Support Center

Learning Center

Creating electronic catalogs
Integrating with your customers through cXML
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https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://my.ariba.com/30-on-Thursdays-Webinar-Series_Registration-Page.html
https://www.ariba.com/resources/live-demos
https://connect.ariba.com/anfaq.htm
http://trust.ariba.com/
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/selling-on-ariba-network/sap-ariba-discovery
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/fulfillment-on-ariba-network
https://uex.ariba.com/?q=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=support-center
https://uex.ariba.com/?q=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=learning-center

AP Ariba /\\

Thank you.



