Ligcht Account Process Step by Step Guide

DISCLAIMER:

This training material is created by Carrier Corporation to help its suppliers register for Light
Account and navigate the dashboard.

SAP® Ariba® is an independent contractor, and is not the agent, representative, or partner of
Carrier Corporation. Carrier Corporation expressly disclaims liability for services, action or
inaction of any kind by Ariba. No content in this training material constitutes an endorsement by
Carrier Corporation of Ariba or their products or services. Carrier Corporation is not responsible
for the accuracy, completeness, or adequacy of any content herein.

What is Light Account?

Light Account is also known as “Interactive Email” which is a no-cost channel for suppliers with
customers procuring via SAP ®Ariba®. This Ariba P2P functionality will deliver purchase orders (PO) via a
system generated email with easy invoice submission, enhanced PO email layout and the ability for
suppliers to view all of their PO’s, invoices and payment status in a single portal. This system generated
PO email is sent via the Ariba Network to suppliers without the need to establish a full Ariba Network
trading relationship with Ariba. Light Account is a free-of-charge option that provides these capabilities:

e Review all orders, invoices and payments in one portal

e Send order confirmations

e Create invoices and submit against orders

e Receive invoice and payment status

e Resend PO copy to your email account for invoice processing

The only prerequisite is an internet connection and a web browser to be able to generate the Order
Confirmation and Invoice submission.

You will be required to register for Light Account when you access the first order.
Light Account setup criteria

All new suppliers who are not fully enabled on the Ariba Network will be set up for Light Account by
default.

You are free to upgrade to a full Ariba Network Account at any time should you decide you need
additional functionality that the Light Account is not able to provide you.



Overview of the Light Account Process

1. Ariba P2P order is created

2. Ariba P2P systematically generates an email with PO details and sends to the supplier email
address on file with Carrier Corporation

3. Supplier receives system generated email with the PO
4. [Optional] Supplier may confirm receipt of the PO (Order Confirmation) through Light Account

5. [Optional] Supplier may submit the Ship To notice through Light Account when they ship the
goods to the receiver

6. Supplier submits the invoice through Light Account

Note: Below conditions should be met to enable supplier for Light Account. (Carrier takes the
responsibility of below)

a. Preferred Order Method (POM) must be set for email

b. Valid Supplier email address must be present in the supplier’s vendor master record

Let’s Get Started!

1) Receive the PO from Carrier

Supplier receives an email when Carrier issues the PO through Light Account. Supplier can review all the
PO information from this email notification:

Carrier Corporation - TEST sent a new Purchase Order PO72206 1 inboxx

"Carrier Corporation - TEST" <ordersender-prod@ansmtp.ariba com> Unsubscribe @ 12:51 AM (8 minutes ago)
tome *

Carrier Corporation - TEST sent a new order

from your Carrier C ion - TEST
Dear Valued Supplier.
This email contains a purchase order issued electronically by Carmier Corporalion via the Ariba Network®. Carrier Corporation would like to purchase from you through SAP Ariba's® Light Account feature
There is no cost to you to transact with Carrier Corporation via the Light Account feature in Ariba.
Click on the process order button ta:
+ Register for Light Account
« Submit electronic invoices

+ Track your purchase orders and invoices

For training on how to set up your Light Account, submit invoices and access your Light Account dashboard, please go to htto/fvww carrier comicarmrier/en/us/suppliers/ to access training material presented by Carrier Corporation

Process order

Please Carrier customer support center at BPMCSC 1@us ibm com or +1-888-858-6347 for any further




For all subsequent orders, supplier receives email like below:

Carrier Corporation - TEST sent a new order

Message from your customer Carrier Corporation - TEST
Dear Valued Supplier

This email contains a purchase order issued electronically by Carrier Corporation via the Ariba Network®. You are receiving this purchase order electronically because you have previously created a Light Account in SAP Ariba® and have agreed to transact with
Cartier Corperation by electronic means.

You can submit elecironic inveices by clicking the process erder bution below.
Also, you can login fo your Ariba account by clicking on hitos /isupplier ariba com to track your purchase orders and invoices.

Should you require additional training on Light Account, please go to nitp:iuwwy carrier s to access training material presented by Carrier Corporation.

Please Carrier customer support center at BPMCSC1@us ibm com o +1-888-858-6347 for any further assistance.

Process order

2) Registration

This is applicable only when supplier receives the first PO through Light Account. This
page will not appear if you have already registered for Light Account.

a. Click on Process Order button in the email. Your default browser will be opened and redirect you to
below screen.

C | & Secure | hitps://service.ariba.com/Supplier.aw/] tawh=rBawssk=F8zgn12Ha&dard=1... ¥ | O [ # |

Ariba Network ik Geriiae:

Join your customer on Ariba Network!

Already have an account? Log in

s @

Strengthen relationships Connect faster Reach more customer
Collaborate with your customer on the Exchange documents electronically worldwide
same secure network and streamline communications. Sign up with Ariba Discovery and

increase sales leads.

Ariba Network Iight account is Free

b. Click on Sign up Button. It will redirect you to the Register page. Most of the data is already
defaulted from Carrier’s vendor master. (Note: If you have already registered on Light Account
before, you can click the log in link and log in with your existing credentials).



Register

Company information

Company Name:* | Light Account Services-TEST

Country* | United States [USA] W

Address* | 8973 SW 212TH LANE

Line 2
Line 3

City* | CUTLER BAY

State* | Florida N

Zip* | 33189-3859

Verify your organization information. If itis incorrect or needs to be updated, you must first
contact Customer Assistance Center at BPMCSC1@us.ibm.com or +1-888-858-6347 to get your
information updated in Carrier’s vendor master before you update your Light Account.

Scroll down to the “User account information”:

vi.

Enter first and last name

Enter your email address

Select the box next to “Use my email as my username” if you want to
use your email as your user name (Recommended)

Choose your password and reenter the password

Leave the language as English

Enter your email ID again in “Email orders to” field




User account information

* Indicates 8 requirg

Ariba Privacy Statement

Mame:* | Surender Busireddy

test2@lightaccount2 com

~/ Use my email a5 my username

Usemame: *

Pas |.|'.Ord: * rrsnanen

(LTI Y

Language: | English v

Email orders to:* | test2@lightaccount? com

e. Scroll down, accept the terms and conditions by checking the box, and click the Register button.

Tell us more about your business »

Ariba will make your company profile, which includes the basic company information, ‘available for new business opportunities to other companies. If you
want to hide your company profile, you can do so anytime by editing the profile visibility settings on the Company Profile page after you have finished your
registration.

By clicking the Register button, you expressly acknowledge and give consent to Ariba for your data entered into this system to be transferred outside the
European Union, Russian Federation or other jurisdiction where you are located to Ariba and the computer systems on which the Ariba services are hosted
(located in various data centers globally), in accordance with the Ariba Privacy Statement, the Terms of Use, and applicable law.

You have the right to access and modify your personal data from within the application, by contacting the Ariba administrater within your organization or
Ariba, Inc. This consent shall be in effect fram the moment it has been granted and may be revoked by prier written notice to Ariba, If you are a Russian
citizen residing within the Russian Federation, You also expressly confirm that any of your personal data entered or modified in the system has previously

been captured by your erganization in a separate data repositery residing within the Russian federation,

J 1 have read and agree to the Terms of Use and the Ariba Privacy Statement




You will receive an email with a Registration Confirmation:

Ariba Network Registration Confirmation Inbax  x

Ariba Commerce Cloud <ordersender-prodi@ansmip anba com>
o me |-

SAP Ariba

Welcome to Ariba Network Light Account
Thank you for registenng for an Ariba Network light account. Here are some info to get you started

Your Account Information

Company name Light Account Services-TEST
samssto I
Aribs Network 1D ANO1056919306-T

usanome I
Signing in

To sign in to your accaunkt, go to Anba.com .

Use the username and password that you created when you registered. (Your password 15 encrypted, so
we cannot show it here.)

Things you can do

When you sign in to Anba Metwork, vou can:

« Respond to any number of emailed orders.

s View up to 20 orders on the home page.
» Get imited access to features that your buyer supports, like order confirmations and ship
notices.
s Check invoice status
s 5et up your company profile to attract potential customers.
s Submit technical questions online.
s« Create user accounts,
HMobile
Download the Anba Suppher Mobile app to your mobile device and manage customer orders and myvoicas
on the go.
Upgrading

Upgrade anytime get full access to features. Learn More .
e ———————————————————————



2b) Light Account registration without PO email

i) Open the URL https://supplier.ariba.com in your browser and click Register Now.

FaTaTs,

8 Secure | hitps://service.ariba.com/Supplier.aw/128500088/awPawh=r8awssk=sYx5h7MK&dard=1

SAP Ari b a y : \ O rde rs & |nV0i'Ces Fowered by Ariba Metwork

Supplier Login

Login
Having trouble logging in?

*lew to Ariba?

MNow or Learn More




ii) Enter the company information and user (Administrator) information and click the Register
button. Please note the company information will not be defaulted automatically here. All

the mandatory fields should be filled manually:

Company information

User account infoermation

Aribz Frivacy Statement

iii) You will receive email notification when the registration is complete.
iv) When you receive PO from Carrier, you can click the Process Order button and use these

credentials to login and process the PO.

Ariba Network
light account is Free

Arasdy have an szcount? Login

& Strengthen relationships
Callabarate with your customer on the same sesure

network.

ff,ﬂ Conneot faster
Exchsnge documenis eleotronicslly snd streamiine
communicstions.
P it o e

Sign ug with Ariba Discovery and mcressa sales lea)
Lesm mare
After registration downfoad the SAP Ariba Supplier spp f

the Apple App Store or Gaogle Play to your mobile devk
=nd managa customer orders on the go.




3) Process the PO

(If you have already registered for Light Account, you will be redirected to this page when you
login. If you are the first-time user, you will be redirected to this page when registration is

complete)

a. Submit order confirmation (Optional):
You can review the PO information and Click on Create Order Confirmation button to confirm
the order.
i Click on: Create Order Confirmation - Confirm Entire Order.

Ariba Network

Purchase Order; PO71256

Vel e =l R ¢ B Create Ship Notice | = Create Invoice » Print Download PDF Download CSY Resend

Caonfirm Entire Order

Update Line ltems 21 History

Reject Entire Order

From: To:
Carrier Corporation, c/o IBM Corporation Light Account Services-TEST
PO Box 9007 8973 SW 212TH LANE
Endicott, NY 13761-9007 CUTLER BAY, FL 33189-3859
United States Urnited States
Phone
Fax
Payment Terms '{
NET 75
Comments

Comment Type: Terms and Conditions




ii. The following fields are optional. If you have additional information you can enter it
below, otherwise simply click on Next button:

v Order Confirmation Header

Confirmation # i |
|

Associated Purchase Order #:  PO72206

Customer: Carrier Corporation - TEST

Supplier Reference ‘

Shipping and Tax Information

Est. Shipping Date: ‘

Est. Shipp

Est. Delivery Date ‘

E‘ Est. |

Comments:

Line Items
Line # Part # / Description
1 "
Mot Available
Cleaning

Current Order Status

7 Confirmed As Is

Qty (Unit)

7

iii. Click on Submit button to send order confirmation to customer. You will receive email
confirmation upon submitting the order confirmation:

Confirmation Update

Confirmation #  Untitled 08/13/2017

Supplier Reference

Current Order Status: 1 Confirmed

b. Submit Invoice:

Line ltems

Ling # Part#/ Description Qty (Unit)

1 Not Available 1
Testitem 1

Unit Price Subtotal

$10,000.00 USD $10,000.00 USD

When you are ready to submit the invoice, you can access the PO email, click on Process Order
button, login with your credentials and follow below steps:
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i Click on: Create Invoice = Standard Invoice.

Ariba Network

Purchase Order: PO71256

® Create Ship i\;n){:ce Prnt Download PDF Download CSV Resend

Standard Invoice

¥ Create Order Confirmation |

Order Detail Order History i R T Maine
From: To: Purchase Or
Carrier Corporation, ¢/o IBM Corporation Light Account Services-TEST (Confirmed)
PO Box 8007 8973 SW 212TH LANE PO71256
Endicott, NY 13761-8007 CUTLER BAY, FL 33189-3859 Amount: $10,
United States United States Version: 1
Phone:
ii. Fill in all the mandatory fields (which are indicated with “*”)

Header: Enter invoice number and invoice date (Today’s date will be defaulted in Invoice Date
field). The invoice date cannot be older than five (5) days

Create Invoice ‘ ecte ‘ ‘ - ‘ ‘ =
v |Invoice Header * Indicates reguired field
Summary
Purchase Order: PO71256 Subtotal: $10,000.00 USD ViewlEdit Addresses
Invoice # * Total Tax $0.00 USD e A

§10,000.00 USD

ofal M nt:  §10,000.00 USD
Invoice Diate: * | 13 Aug 2017 = Amount Due: $10,000.00 USD

Remit To.  Light Account Services-TEST

lick View/Edit Addresses to enter Remit To id on
this invoice only or enter and save it in your
remittance infcrmation

CUTLER BAY, FL
United States
Bill To:  Carrier Corporation, c/o IBM Corporation

Endicott, NY
United States
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Update the remittance Information: Remittance information must match exactly with what you
provided to Carrier Corporation during the initial vendor set-up process. You cannot have a different
remit to address in your Light Account than what Carrier has in its vendor master. If you need to
change your remit to address with Carrier, contact Customer Assistance Center at
BPMCSC1®@us.ibm.com or +1-888-858-6347. (Please note that this step is applicable only when you
submit the invoice for the first time through Light Account. If you have already updated remittance
information and have previously submitted invoices, you can proceed to Tax section).

Summary
Purchase Order: PO71256 Subtotal: $10,000.00 USD View/d
g, o o Total Tax: %0.00 UsSD
Invoice # | invoice123 Total Gross t §10,000.00 USD
Total Met unt:  $10,000.00 USD
Inveice Date: * | 13 Aug 2017 == Amount Due: $10,000.00 USD
Supplier Tax ID:

Remit To:  Light Account Services-TEST
lick View/Edit Addresses to i To id on
this invoice cnly or enter and Save it in your
remittance information

CUTLER BAY. FL
United States
Bill To:  Carrier Corporation, c/o IBM Corporation

Endicott, NY
United States

Click on Create button:

Network Settings “

Payment Profile

EFT/Check Remittances
Address 1 City State Country Default
L = ‘ ‘ Delete ‘ ‘ Create

12



Enter your Remittance Address then check the box “Make this address default” for all invoices.
Enter your Remittance ID (note: if you have other Ariba accounts be sure to select United
Technologies Corporation) and click Save then click OK. DO NOT FILL IN ANY OTHER
INFORMATION SUCH AS BANKING INFO. THE PAYMENT METHOD IS DEFAULTED FROM CARRIER

VENDOR MASTER AND CANNOT BE CHANGED IN THE LIGHT ACCOUNT SET UP.

Create Remittance Address / Payment Info
new sddress. Then, entee nformation for costomers et Review your information carefuly, since customers use t 10 send you payments

Add a remittance address. Indicate your preferred payment method for the

A Do notenter parsanal bank account information. Enter only corporate bank details.

+ Indicates a required field

Remittance Address

*| PoBoOX 6282

City:* | CAROL STREAM

PN =
oxeyegione | Unies sutes US4 v If you do not know your
remittance ID, contact Customer
Assistance Center to obtain it.

D BPMCSC1@us.ibm.com or

[owomer | 888-858-6347

Carier Corporation - TEST

Include Bank Account information in invaices.

Click on the Save button:

Network Settings

Fayment Profile

EFT/Check Remittances

Address 1 City State Country Default
8973 SW 212TH LANE CUTLER BAY FE United States Yes

L) Edit | | Delete | ‘ | Create

Click on the Close button after displaying confirmation message:

13



Network Settings

v Your profile has been successfully updated. >

Payment Profile

EFT/Check Remittances

Address 1 City State Country Default
8973 8W 212TH LANE CUTLER BAY Rl United States Yes
L). Edi ‘ ‘ Delete ‘ ‘ | Create

Select the appropriate remittance address from the drop-down menu:

Summary
Purchase Order: PO71256 Subtotal: $10,000.00 USD
Invoice & = . Total Tae: 50.00-USD
voice w. " | mNetls Total Gross Amount: '§10,000.00 USD
Total Net Amount. $10,000.00 USD
Invoice Date: * | 13 Aug 2017 =] Amount Due:  §10,000.00 USD

.

Supplier Tax ID:

RemitTo | 8973 SW21ZTHLANE v

CUTLER BAY, FL
United States

Bill Too  Carrier Corporation, cio IBM Corporation

Endicott, NY
United States

Add Tax:
Scroll down to Tax section and enter the tax percentage OR tax amount. Note: Input “0” if it is
nontaxable.

Tax @
®  Header level tax (1) Line level tax (i)
Category:* | gales Tax i Taxable Amount. | $10,000.00 USD Remave
{eation Tax Rate Type:
Description: Rate{%): | 0
Regime: o Tax Amount: | $0.00 USD
|

14



Shipping Charge (Optional):

If there is a shipping charge on your invoice, scroll down and click on the Add to Header button,
then click on Shipping Cost. If there is no shipping charge on the invoice, go directly to Line

Items.

Tax

Li Shipping Cost

Shipping Documents
Ins¢  gpecial Handling

Discount

Caomment

Aftachment

Additional Reference Documents and Dates

W
Part # De
Mot Available Tesd

Add the shipping amount and shipping date:

Shipping Cost

Shipping Amount: | $10.00)

Payment Term

Net Term(days):

Additional Fields

[ wrermaton ony.

Supplier Account ID

o action is required from the customer.

Customer Refererfle: ‘

Supplier Referghce: ‘

Paymengiote: ‘

pplier. WEST GROUP-TEST

Carol Stream , IL
United States

8ill From: WEST GROUP-TEST

Carol Stream , IL
United States

Add to Header v

Attach the soft copy of your invoice (Optional):

Remove

Service Start Date: =}

=]

Customer:  Camier Corporation - TEST View/Edit Addresses

Farmington , CT
United States

Email:

View/Edit Addresses

Click on Add to Header button and click on Attachment in the drop down menu:

15




Bill From:  Light Account Services-TEST

CUTLER BAY, FL
Linited States

Add fo Header -

Tax
i Shipping Documents
Special Handling
Insi Discount
Additional Reference Documenis and Dates

Comment

Attachment

] L VIS

Choose the file and click Add Attachment button:

Attachments

The total size of all attachments cannot excesd 10MB

I Choose File | Mo file chosen Acd Aftachment

Add to Header

Update amount on Line items (Invoice amount):
Scroll down to line items and update the amount in each line item you want to invoice. If it is a partial
invoice, you can update the partial amount, otherwise enter full PO amount and then click Next button.

16



You can create multiple invoices on the same PO until the PO amount is fully invoiced. To submit
additional partial invoices against the same PO simply return to the PO email, click the Process Order
button and follow the same process as above.

1 Line Items, 1 Included, 0 Previously Fully Invoiced
Line ltems
Insert Line Item Options
Tax Category V Shipping Documents Special Handling Discount
No. Include Type Part# Description Customer Part # Quanfity Unit Unit Price Subtotal
1 @ MATERIAL Not Available Test item 1 1 $10,000.00 USC
L " av |[ o
Line item Actions + Delete
=] = 1 =
Review the information and Submit:
Create Invoice revious ‘ ‘ Save ‘ m Exit

Confirm and submit this document. [t will not be electronically signed according to the compliance map and your customer's invoice rules. The document's
originating country is: United States. The document's destination country is: United States.

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archiv
old invoices once you subscribe to the archiving service.

Standard Invoice

Invaoice #: inbvoice123 Subtotal $100.00 USD

Inveice Date .~ Sunday 13 Aug 2017 10:11 PM GMT-04:00 Total Tax $0.00 USD

Criginal Purchase Order . PO7T1256 Total Shipping $10.00 UsSD
Total Gross Amount $110.00 USD

Total Net Amount $110.00 USD

Amount Due $110.00 USD

REMIT TO:

Light Account Services-TEST

Postal Addrass:

8973 SW 212TH LANE
CUTLER BAY, FL 33189
United States

Remit To |D: 0040002521

BILL TO:

Carrier Corporation, c/o IBM
Corporation

Postal Address (defauli):
FC Box 9007

Endicott. NY 13761-8007
United States

Address [D: 1000-BillTo

17

SUPPLIER:

Light Account Services-TEST

Postal Address:

8973 SW 212TH LANE
CUTLER BAY, FL 33189-3859
United States




After invoice submission confirmation, click on Exit button and then Done button.

Ariba Network

Invoice inbveoice123 has been submitted.

\‘ Print a copy of the invoice.
Exit Invoice creation

SAP Ariba

You will receive email notification with the confirmation:

18



ordersender-prod@ansmip.ariba.com

Iome ¥

PN

F ?;* i'*'- Y
Dear WEST GROUP-TEST,

You have successfully submitted Invoice Test_12 for $3,610.00 USD to Carrier Corporation - TEST
through the Ariba Metwork.

A PDF copy of the invoice and the invoice data in cXML format are attached to this email. Please
retain these files to support your local business records storage and archiving requirements.

Important:

Remember to fallow your country's electronic inveice (e-invoice) management regulations, such as
those formulated for archiving tax invoices.

Where can | get more information about Ariba Network?
To access product documentation and tutorials, go to Ariba Network Exchange User Community

How do | view a PDF document?

Download and open the file in Adobe Acrobat Reader. You can download Adobe Acrobat Reader from
here: http://oet adobe com/reader/

Sincerely,
The Ariba Metwork Team

hittp:/fwww.ariba.com

You will receive another email notification when Customer (Carrier A/P) receives your invoice:

Sent - Invoice Screeninv1 - to Carrier Corporation - TEST (ANID: ANO1035428151-T) - Notification from Ariba Network = inbex b4

network om ariba.com> 2:00 AM (7 minutes aga) ¥
tame *

SAP Ariba
‘Your customer Carrier Corporation - TEST updated your invoice on Ariba Network. Click View Invoice to log into your Ariba Network account {ANID: AN01559924042-T)
Country us
Customer Carrier Corporation - TEST
Invoice number Screeninv
Invoice Status Sent
Description: Route document to end point Ariba of system id child1 of org AN01035428151-T

D plier app to your mobile device and manage custemer orders on the go.

19



When invoice is approved for payment, you will receive below email notification:

network_accounts@ariba.com <ordersender-prod@ansmip.ariba.com=
tome ¥

SAP Ariba Pre 1 t Ariba Data Po
1f a customer-specific privacy statement applies 1o this procassing of pers

= Bldg3, Palo ahto, CA

iba Help and Suppart
| data, you can view it when logged into your acoount

Approved - Invoice Screeninvi - to Carrier Corporation - TEST (ANID: ANO1035428151-T) - Notification from Ariba Network nbox x

SAP Ariba
Your customer Carrier Corporation - TEST updated your invoice on Ariba Network. Click View Invoice to log into your Ariba Network account (ANID: AN01553924042-T).
Country us
Customer Carrier Corporation - TEST
Invoice number Screeninv?
Invoice Status Approved
Description:

You will receive another email notification when payment is made against the submitted invoice:

Sabrpeer Motwe of new Remsmemes Adhace

=t |

This mtif st costmins ngornest formenion shout oo Arba socces (AT I
Arba N elwosk

A pw Fosmsimnce fudvie s been recemved rucoscdfilly Thes Besmirisnce Advics i moned oalns

o Carrier Corporation- Test
Sppie

Fomitane A dvics o PAITI2ETY
Tha Rermmanece dedhice m avedible ookse oo bok you sod e Cuntosnsy
Cleks the fellewmg URL te e  smline

I8 yous harve aemy quiesticess regarding s Femdnance Adics phms comws  CAFFiEr Corporation Syuem ey

g aes: s oo Sepple Wi ndl e Ml Mos Paifonde |4 OVI0 E X560 TRES0E 146 00001 3 1608400 EL I8 0F 4% 280 vE A0 P OR KL T e, TR

e e e B B L
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How to submit the credit memo for an Invoice:

Open the Approved invoice email and click on View invoice button and login with your credentials:

Approved - Invoice Screeninv1 - to Carrier Corporation - TEST (ANID: ANO1035428151-T) - Notification from Ariba Network = ingex x & B
network_: .com ariba.com> 217 AM (14 minutes ago) Y
SAP Ariba

Your customer Carrier Corporation - TEST updated your inveice on Ariba Network. Click View Invoice to log into your Ariba Network account (ANID: AND1559924042.T)

Country us

Customer Carrier Corporation - TEST
Invoice number Screeninvi

Invoice Status Approved

Description:

Arha Help and Support

12 customar.spacific privacy statemant applies to thie prossssing of personal data, you can view it whan lagged into your accaunt.

Click on Create Line Item Credit Memo button:

Invoice: inbvoice123

Print Download PDF Export cXML

‘ | Copy This |

Detail Scheduled Payments History

Standard Invoice

Status Subtotal $100.00 USD
m Approved L $0.00 UsSD
Acknowledged $10.00 USD
inbvoice123 ’ $110.00 USD
Sunday 13 Aug 2017 10:11 PM GMT-04:00 Total Net Amour $110.00 USD
POT1258 Amount Due $110.00 USD

Onling
Supplier

Source Document - Order

21



Enter the Credit Memo # and date, and then attach the credit memo copy if available:

Create Line-ltem Credit Memo

¥ Invoice Header

Summary
T Subtotal: $-100.00 USD
Credit Memo# * | INVCR12 Total Tax:  $0.00 USD
Total Shipping:  §-10.00 USD
Credit Memo Dater * | 22 Aug 2017 Total ss Amount.  $-110.00 USD
Total Net Amount:  $-110.00 USD
Criginal Invoice No:  inbvoice123 Amount Due:  $-110.00 USD

Original Invoice Date: 13 Aug 2017

Supplier Tax ID:

Remit To | 8973 SW212TH LANE w

CUTLER BAY, FL
United States
Eill To:  Carrier Corporation, c/o IBM Corporation

Endicott, NY
United States

Update the tax information (note: put “0” if the original invoice was nontaxable):

Tax (i)
® ' Header level tax Line level tax (D)
CRISO0r T Sales Tax i Taxable Amount: | §-100.00 USD
Location Tax Rate Type:
Rate{%): | p
Regime v Tax Amount | $0.00 USD

Scroll down and enter the Reason for Credit Memo:
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Comment

Reason for Credit Memo: * | Oyer paid on POXX00C¢

Default Credit Memo
Comment Text:

Add to Header

Scroll down to Line Items, verify the credit amount is negative and click Next button:

7 Line ftems, 1 Included, O Previously Fully Invoiced

Insert Line Item Options
Shipping Documents Special Handling Discount

Tax Category: Vv

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

I Subtotal
1 @ MATERIAL Not Available Testijtem 1 . $-100.00 USD @

L

Verify the information then click the Submit button to submit the credit memo:

Create Line-ltem Credit Memo

Confirm and submit the line-item credit memo. It will not be electronically signed according to the compliance map and your customer's invoice rules. The document’s originating country i ited States. The document's

desfination country is: United States.
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices you subscribe to the archiving service.

Line-item Credit Memo

(Oniginal Invoice No: inbvoice123)

INVCR12 Subtotal $-100.00 USD
Tuesday 22 Aug 2017 6:00 PM GMT- Tax $-1.00 UsSD
inbvoice123 Total Ship) §-10.00 USD
Sunday 13 Aug 2017 10:11 PM GMT-04:00 Total Grt §-111.00 USD
PO71256 Total &111.00USD

Amount Due §-111.00 USD

REMIT TO: BILL TO: SUPPLIER:

Carrier Corporation, c/o 1BM Light Account Services-TEST

Light Account Services-TEST
Corporation

Postal Address: Postal Address:
8973 8W 212TH LANE

8973 212TH LANE Postal Address (default):
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4) How to view PQ’s, invoices, payments in Ariba

Network Light Account.

Go to https://supplier.ariba.com and enter your login ID (your email address) and password.

On the Home tab you will find tiles with different document types, click on the respective tile to view:

w - Ariba Network ~ Standard Account m TEST MODE
Home
Purchase Order by Amount Last 12 months
oK
72K
K
36K
BK
50 -
dct 2018 Now 2019 Dec 2010 Jan 2020 Feb 2020 Mar 2020 May 2020 2020 Aug 2020 Sep 2020
r Corp
Orders, Invoices and Payments All Customers +  Last 14 days
Orders 10 Invoice Orders that Need Orders with Purchase Orders 2
7 Mare
Attention Service Lines
Order Number Customer Status Amount Date Amount Invoiced Action
PO72218 Carrier Corporation - TEST Partially Invoiced $4,500.00 USD 9 Sep 2020 $2,500.00 USD Select
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Purchase Order by Amount
$IK
372K
$5.4K
328K
$1.8K
o201 Nov 2019 Der 2019 Jan 7020 Feb 2020 Mar 2020 2Apr 2020 May 2020 Jun 2020 Jul 3020 Aug 2020
<> Canrier Coeporatios - TEST
Orders, Invoices and Payments
0 Error Error Error
1 0 0 4 New Early Payment Invoices Invoices Pending Invoices Rejected
Orders to Invoice Orders that Need Orders with Purchase Orders Offers Payment
Attention Service Lines
—
Order Number Customer Status Error 0 0 0
Invoices Pending New Purch QOrders Pay that Need Payments Received
Approval Attention
PO72216 Carrier Corporation - TEST Partially Irv
0 o] 0 4
Pinned Documents Orders 1o Confirm Orders 1o Ship Purchase Orders
E! :’ & 2019 SAP SE or an SAP affiliste company. All nghts reserved.

If you want to submit an invoice on a PO, but you deleted or lost the original email, simply click on the
Orders to Invoice tile. Next, search for the PO under “Action”, click Select button, and then click the

Send me a copy to take action button:

Orders, Invoices and Payments

sss
More...

‘Orders to Invoice Orders that Need Orders with Purchase Orders

Attention Service Lines
‘Order Number Customer Status Amount
PO722186 Carrier Corporation - TEST Partially Invoiced $4,500.00 USD

All Customers +  Last 200 Documents Now we

Check it

Date | Amaunt Invoiced Action
Tasks
9 Sep 2020 $2,500.00 USD

Send me a copy to take action |

You will receive an email with PO copy. Click on the Process Order button to create the invoice.

If you don’t find the PO in the list, change the date filter and try again:
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Orders, Invoices and Payments All Customers +| Last 31 days v
1 0 0 4 .
Orders to Invoice Orders that Need Orders with Purchase Orders
: Mare...
Attention Service Lines
Order Number Customer Status Amount Date } Amount Invoiced Action
PO72216 Carrier Corporation - TEST Partially Invoiced $4,500.00 USD 9 Sep 2020 $2,500.00 USD Select

5) How to upgrade to Full Ariba Network account

Note: Ariba charges fees to subscribe to the full Ariba Network account. Should you choose to

upgrade to a full Ariba Network account, associated fees are at the cost of the supplier and WILL NOT
be reimbursed by Carrier Corporation.

Click on Learn More on your Light Account home page:

Ariba Network

EMABLEMENT TALHS

Purchase orders T Tasks

B Fnoblnment ik

Ut peofie wioemeion [T

hione we F ahiia
How Ve Bdlae... ! i, Imeoden

Hew Work Sdes . $30530LS0 9 Now 3050 Invgicn  S1290.08 USD | Rserd Chock & i
Mow Work Gaigr.. $0.7E011UED I DelIME W Invesa £300.00 LS5 Fécera
Mew Work Ses.. $1.980 00 1 1 B 208 Invoice BIDADUSD  Rasend
Bisew Yok Salas 110806 Eh 3 Sep I i s S058A23 S0 Aocord
b 1240 USD Ros

kaw Yok Salew... §1.10071 LS50 14 ) Invmoo

Review the terms and conditions and fee structure and click on Upgrade button.
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