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Course Introduction

This document contains training for your organization about transacting with 3M through the
Ariba Network (AN) using online web forms.

When transacting with 3M through the Ariba Network, the types of orders you may receive
are:

= Services

— Limit Orders: Used when the total service is unknown or when the service extends over
multiple payment periods and multiple payments are made.

— Free Text Description: Services are described by the Requester.
= Materials
— 3M Material: Description and 3M part numbers are pulled in from 3M Master Data.
— Catalog: Description and Supplier part numbers are pulled in from the supplier catalog.
— Free Text Description: Materials are described by the Requester.



Course Introduction (continued)

Refer to additional documentation available on the 3M Supplier Information
Portal accessible from the Customer Relationships page of your AN account.

If you are a Supplier interested in using commerce eXtensible Markup
Language (cXML) to transact on Ariba Network, refer to the cXML documents
posted on the Supplier Information Portal and the Ariba Help page.



Course Introduction (continued)

Guidelines for transacting in Ariba are outlined by module in this course. At the end of each module, there are scenario
specific instructions. The links below can be used to navigate directly to modules or scenarios.

= Administrator and Account Set Up

= Managing Roles and Users

= |ntroduction to the Ariba Network

= |dentifying Order Types
= Limit Orders

— Scenario: Processing a Limit Order

= Free Text Description Service Orders

— Scenario: Processing a Free Text Description Service Order
= Material Orders

— Scenario: Processing a Material Order

— Scenario: Processing a Multi-Line Material Order

= Country Specific Invoicing Rules for 3M

= Creating Credit Memos-Line Item Level

= Next Steps and Support

Note: To navigate to common troubleshooting issues and their resolutions, click here.



https://multimedia.3m.com/mws/media/1644255O/stp500-stp501-common-troubleshooting-issues-ja.PDF

Administrator and Account Set Up



Account Administrator

Account configuration:

= Basic Profile

» Electronic Order Routing
» Electronic Invoice Routing
* Remittance Information

» E-mail Notifications

* Managing Roles and Users
= Customer Relationships

= Ariba Network Support



Configure Account Information

You are responsible for the accuracy of the sections listed below. You can
return to these sections at any time to make changes and keep them updated:

» Basic Profile: Verify your company information

= E-mail Notifications: View and update e-mail addresses for your
account notifications

» Electronic Order Routing: Select your preference for receiving orders



Login as Administrator

Ariba Network Login Page: SAP Ariba Orders & INVOICES poyered by are tetwort
* To log into your account, go

to: . . Supplier Login SAP Ariba Live in Singapore
http://supplleroarlbaocomo SAP Ariba Live offers you the opportunity to

nefwork and connect with buyers, subject matter

experts and innovators that drive our industry

u TO a Ccess you r PrOd u Ctio n | ud I L MR _ Please join us at our inaugural SAP Ariba Live in

Account, enter your User : f- = Asia on August 29 to 31
Name and Password, and =

Having trouble logging in?
then select Login.

New to Ariba?
Register Now or Learn More



http://supplier.ariba.com/

Profile and Account Configuration

Access your Company
Profile:

» Click on the Company
Settings drop-down
menu.

» Click Company Profile.

Ariba Supply Chain Collaboration

INBOX QUTBOX CATALOGS REPORTS

COrders and Releases

Orders, Inveices and Payments

35 48 o7 11
Mew Furchase Orders to Confim Orders to Ship Orders that Need
Orders Aftention
3500003509 g  TestPO-PLEASE DO NOT Ship - New
(D0°5)
Cnnnnas o LEASE T Shi
1500003508 TE;JPD PLEASE [0 NOT Ship Mew
4500004847 n Tr‘:;”,‘]m - PLEASE DO NOT Ship - New
3500436290 TestPO - PLEASE DO NOT Ship - New
Regrassion Test
1500003507 o Tru:—'n:‘]r‘u - PLEASE DO NOT Ship - Mew
Tes O - SE DO ] -
500003505 ;I'[:;-.s}]l'-‘,. PLEASE 0 NOT Ship Mew
AR04821565 o T-‘.‘5-1 ?.J PLEASE DO NOT Ship MNew
Q=)
i 0l - SE D NOT Ship -
4804821564 3 TestPO-FLEASE DO NOT Ship Mew
Qi)
A [ L E MNOT Shi
3500002200 o FrERsE DO ROT SR New

= Test PO - PLEASE DO NOT Ship -

UPLOADMOWNLOAD

T3

Orders to Invoice

85,500.00USD
$5.500.00USD
Undisclosed
$100.00 CAD
$770,000.00 USD
35,600.00 USD
317500 USD
7L00UED

Undistlosed

Note: Your Ariba Network ID
(ANID) displays on the upper
right corner of the page.

Compe Settings v Test Supplier test-. . »

3M Production Test Vendor...
ANID. ANO10Z2T68461.T

Company Profile

Account Saltings

Customer Relationships
All Customers

Users
"ee Notifications
More
Application Subscriptions s @)1 ®
View All R -
26 Nov 2018 sop0 usp Newoerk Settings
26 Nov 2018 £0.00 USD  Electronic Order Routing m
26 Nov 2018 5000 CAD  Electronic Invoice Roufing
26 Mov 2018 $0.00 CAD  Accelerated Paymenis
26 Nov 2018 $000 usp Remitances
26 Nov 2018 $0.00 USD Metwork Motificabons
23 Nev 2013 5000 usp Auditlegs
23 Nov 2018 $000 usp ViewAl
23 Nev 2013 $0.00 CAD Select




Company Profile Configuration

The Company Profile page displays.

Click the Basic tab:

= Complete or update all required fields
listed by an asterisk in the Basic
Company Profile section.

= Click Add/Remove to classify your
company by:

— Commodities
— Sales Territory
— Industries

= Click Save.

Company Profile

Busmess

Overview

Marketing Contacts ertfic ations

Mame * | 3M Production Test Vendar - TEST-SUPD1

MNebwork ANDDZ22TE8461-T

locuments

Commeodities, Sales Territories and Industries

Commodities *

| Notify me when business opportunities matching my commodities

Sales Territories *#

(1) California(United States)

Industries

(1) Service Provider

are published on Ari

iba Disco

Add/Remove

very-Earhy ATEE

Add/Remowve

aaaaaaaaaaa




Company Profile Configuration (continued)

Business tab:

= Optional: Enter additional company
information such as Tax IDs.

» Tax IDs default onto invoices you
create using the Create Invoice
option.

= Customer Value Added Tax (VAT) is
a required field for invoices
originating from EMEA. If you are an
EMEA based supplier, it is
recommended you complete this
field in your Company Profile to
avoid invoicing errors. VAT
numbers cannot contain spaces,
hyphens, or special characters. If

these fields are not applicable, leave
the fields blank. Do not put NA.

Company Profile

Basic (2] Business (2] Marketing (3} Contacts Certifications (1)

* Indicates a required field

Business Info
“ear Founded:

Murmber of Emmployees:

Annual Revenue: -| -

Stock Swrmbal:

Fizcal Infio

Twvpe of Organization: | 'IL

Legal Mame:

State of Incorporation: | Alabama - =

C-U-M-SE Murmber: 5511131111 '@

Global Lacation Mumber:

Tax Id: Do not enter dashes

State Tax Id: Do not enter dashes

Regional Tax Id: Do not enter dashes
at Id:

Exempt from Backup
withholding:  © Yes & Mo

Business Type




Company Profile Configuration (continued)

Marketing tab: Company Frofile

= Enter additional detail
and specific criteria N
about your company. ——

* Add Company =
Description and =T
Company Logo.

* |tis optional to click
Add and add Credit
and Risk Information [
from D&B. " “

bar
:

o | I

thek e o gat your Arke badge




Basic Profile Configuration

Contacts tab:

The main company
contact fields are found
on the Company Profile
page on the Contacts
tab.

Company Profile

Basic (2} Business (2] Marketing (3} Contacts Certifications (17

* Indicates a required field

Company Contact Information

Main Email: * | test@test.com
Coamtry Area Hurnber
Main Phane: * | Uusa 1 B B EEE 9999999
Coamtry Area Hurnber
Main Fax: | u=a 1 - -

Contact Personinmel

Staterment
Contacts

Marme + Business Title Ernail

Mo ferns

Zreate

Companywide Assignments

Companywide Assignments

Assignment Contact Mame
Aaccounts Receivable

Accounts Payvable

Zustomer Care Manager

Zatalog Manager

Ariba Privacy

Phone

Actions




Basic Profile Configuration (continued)

Certifications tab:

= Enter additional
information about your
company certifications,
if applicable.

* You can enter additional
information about your
company for any green
or diversity information
that is applicable to
your organization.

Small Dimscteantaged Ruaninss

Veberan-Trencd Business




Network Settings: Electronic Order Routing

From the Company Settings
drop-down menu, click
Electronic Order Routing to
indicate how you want to
transact with 3M on the Ariba
Network.

upplier test- . w

Ariba Supply Chain Collaboration

IM Production Test Vendor...

IN OUTHC CATA REPL 1 \GES ANID: ANO1022768461.T

Company Profile

Orders and Releases Order Number Account Settings

Cusiomer Relationships

Orders, Inveices and Payments All Customers

Users

35 48 57 11 73 vee Notfications
New Purchase Orders fo Confirm Orders to Ship Orders that Need Orders o Invoice More
Orders Attention Application Subscriptions

Wiew All

n Test PO - PLEASE DO NOT Ship - Network Seffings

3500003509 o (075) Mew 35 500.00 UsSD 26 Now 2018 F000 USD
3500003508 I[’;‘?”B‘JPO FLEASE DO NOT Ship New S550000USD 26 Nov 2018 £000 USD I Electronic Order Routing I [
4500004847 3 .Tr?il]m - PLEASE DO NOT Ship - New Undisclosed 26 Nov 2018 $000 CAD Electronic Invoice Routing
;::‘T_Pimfi’:f- DO NOT Ship - New SI0000CAD 26 Nov 2018 $0.00 CAD Accelerated Payments

3 T:",:Jm - FLEASE DO NOT Ship - New ST70.00000USD 26 Nov 2018 $000 USD Remittances
3500003505 .:T[f.‘-}jfo - PLEASE DO NOT Ship - New $550000USD 26 Nov 2018 $000 USD Network Nofifications
4804821365 g SuP0-PLEASEDOMNOT Shp New SI7500USD 23 Nov 2018 s000 usp Auditlogs
4804821564 B ey CASEDONOT Shie - New $17500USD 23 Nov 2018 s000 usp MewAl
3500002200 T[:“'Jpo FLEASE DO NOT Ship New Undisclosed 23 Nov 2018 000 CAD  Select

o Test PO - PLEASE DO NOT Ship - - a n




Network Settings: Electronic Order Routing (continued)

Methods available for receiving documents include e-mail, fax, online (web or portal), or
cXML. The online option sends the document to your Ariba Inbox, but does not send an
additional copy to your e-mail, fax, or cXML routing. Selecting one of the other methods
provides the order in your inbox in addition to a copy forwarded to the routing selected (e-
mail, fax, or cXML system).

For e-mail routing:
* You can specify up to five e-mail addresses separated by a comma.
» Select Include document in the e-mail message.

* You may also use a non-personalized distribution list e-mail address such as:
orders@supplierxyz.com



Network Settings: Electronic Order Routing (continued)

Select Include document in the

e-mail message to include the
Purchase Order (PO) as part of
the e-mail (or fax).

Configure your e-mail inboxes so
the Ariba Network notifications
do not fall in the junk or spam
mailbox.

Enterprise/Full, Standard/Light,
and Integrated Supplier accounts
can set up customer specific
order routing from the
Administration, Customer
Relationships section.

Network Settings

Electronic Order Routing

Save Close

Electronic Invoice Routing Accelerated Payments Settlement

* Indicates a required field

Capabilities & Preferences

XML Setup

Configure cXML setup

Mon-Catalog Orders with Part Numbers

¥| Process non-cataleg orders as cataleg orders if part numbers are entered manually

New Orders

Document Type

Routing Method

Catalog Orders
without
Attachments

Email =

Online
cXML

EDI
Fax

Catalog Orders
with Attachments

Same as new catalog orders without attachments

Options

Email address: |dgarda@ariba.com i

Attach cXML document in the email message

V| Include document in the email message

Leave attachments online and do not include them with email message.
This applies to all orders with attachments that have the routing method
"Same as new catalog orders without attachments”,

Current Routing method for new orders: Email
& attachments will be included in the order,




Network Settings: Electronic Order Routing (continued)

For Change Orders and Other Document
Types, select Same as new catalog
orders without attachments or set
according to your preference.

Under Other Document Types:

» Specify a method for sending Order
Response Documents (Confirmations
and Ship Notices).

= Specify a user to receive notifications.

Click Save.

Change/ Cancel Orders

Document Type

Catalog Orders
without
Attachments

Catalog Orders

with Attachments

Mon-Catalog
Orders without
Attachments

Mon-Catalog
Orders with
Attachments

Routing Method

Same as

Same as

Same as

Same as

new catalog orders

new catalog orders

new catalog orders

new catalog orders

without attachments

without attachments

without attachments

without attachments

Other Document Types

Document Type

Blanket Purchase

Crders

Routing Method

Same as new catalog orders without attachments

Options

Current Routing method for new orders: Email

Current Routing method for new orders: Email
& attachments will be included in the ordar.

Current Routing method for new orders: Email

Current Routing method for new orders: Email
& attachments will be included in the ordar.

Options

Current Routing method for new orders: Email

Time Sheets Online |+ Sawe in my online inbox
Order Response Online |+ Return to this site to respond to POs
Documents
Email address: |diegarcia@ariba.com,akumar@ariba.com
Payment . . .
. -
e Email .| Attach cXML document in the email message
Include document in the email message
top &
Notifications
Type Send notifications when... To email addresses (one required)
Order Send a notification when orders are undeliverable. test@ariba.com
Send a notification when change order requests are updated.
Time Sheet [] Send a notification when time sheets are undeliverable. * [test@ariba.com

Collaboration
Request

Send a notification when collaboration requests are received.

test@ariba.com




Network Settings: Electronic Invoice Routing

From the Company Setting drop-down
menu, click the Electronic Invoice
Routing option.

Choose one of these invoice routing
methods:

= Online
= ¢cXML

Configure invoice notification e-mails.
Select the checkboxes for the
notifications you want to receive.

Ariba Supply Chain Collaboration

INBOX

35

Orders

New Purchase

OUTBOX CATALOGS REPORTS

0°5)
Test PO - PLEASE DO NOT Ship
(D°5)

TF“IPTJ - PLEASE DO NOT Ship -

0°1)

Test PO - PLEASE DO NOT Ship -

Regression Test

Test PO - PLEASE DO NOT Ship -

Orders that Need Ovders to Invoice

Test PO - PLEASE DO NOT Ship -

UPLOADVDOWNLOAD MESSAGES ANID AN01022768461-T
Company Profile
Account Setlings

Customer Relationships

All Customers

Users

1 73 Noiifications

wen
More X
Application Subscriptions

few Al

s
New §5500.00 USD 26 Nov 2018 $000 usp A Metwork Settings
New §5.500.00 USD 26 Now 2018 $0.00 USD Electronic Order Routing
MNew Undisclosed 26 Nov 2018 3000 C

MNew $100.00 CAD 26 Nov 2018 $0.00

D'5) New $770.000.00 USD 26 Nov 2018 $0.00 USD Remittances
Teet PO - PLEASE DO HOT Ship- New $5500.00USD 26 Nov 2018 $0.00 USD Mstwork Noifications
TQL“";’ PLEASE DO NOT Ship New $I7500USD 23 Now 2018 $000 USD Auddlogs
AON4BIEE s r .|ESI Pi‘ - PLEASE DO NOT Ship - View All
Network Settings Save
Electronic Order Electronic Invoice Accelerated Payments SrlemEn
Routing Routing
* Indicatez a required field
Capabilities & Preferences
Sending Method
Document Type Routing Method Options

Invoices

Notifications

Type

Invoice Failure

Invoice Status
Change

Online
Online

cxXML
EDI

Send notifications when...

Return to this site to create invoices

To email addresses {one required)

Send a naotification when invoices are undeliverable or + |dgarda@ariba.com

rejected.

] Send a notification when invoice statuses change.

# |dgarda@ariba.com

3M Production Test Vendor...




View Customer Invoice Rules

The Customer Invoice rules determine
what you can enter when you create
Invoices:

» Click the Company Settings drop-
down menu and then under Account
Settings, click Customer
Relationships.

» A list of your Customers displays.

est Ve -
ANID. ANOT022768461-T

3M Production Test Vendor.

Current
Customer
3M - NOT USE
3M - UIS - UAT
3M - RIS - String
QA
3M - QIS - QA
3M - OIS - DEV
3M - 515 -
Sandbox
Reject

Click your Customer (3M) to view
their invoice rules.

= Scroll down to the Invoice setup
section and view the invoice rules.

= Click Done.

uting Type
Efault Actions
efault Actions
efault Actions
6 Aug 2013 Drefault Actions
6 Aug 2013 Default Actions
5 Jun 2013 Default Actions
Additional Resources
Order Confirmation and Ship Notice Rules
Delivery dates are required for Order Confirmation and
hip Moti A
Require ctual mated sh d hip
nnnnnnnn e
Allow pplie dd delivery d rt
formation t hip tice
Allow supplie m d
firmation
Allow suppli m h
nnnnnnnn
Allow suppl firm ct [=1 h
rder multiple tim e
Allow ppl nd d firm | m
lewel e
COUNTRY-BASED INVOICE RULES
Originating Country o f Inwvoice: All Other Countries -
Download Invoice Rules




3M Remittance Advice and Procedures

Suppliers who submit invoices through the Ariba Network using the Online
Interface can configure their Ariba Network account so Remit To information
required by 3M is readily available when creating invoices.

If you are enabled for electronic funds transfer, the Remittance information is for
reference only.



3M Remittance Advice and Procedures (continued)

Each Supplier is responsible for inputting and validating the correct Remit To
Address (*required fields dependent on country requirements):

= *Address1

= Address?2

= Address3

= *City

= *State

= *Country

= *Postal Code



Configure and Valid

ate Remit To

You must ensure the
Remit To Address is
provided on the invoice.

* Log in to your account.

* From the Company
Settings drop-down
menu, locate the
Network Settings area.

= Select Remittances to
navigate to the
Settlements screen.

Ariba Supply Chain Collaboration

REPORTS UPLOADD

Orders and Releases

Orders, Inveices and Payments

35 48 &7
Mew Purchase Orders. to Confirm Orders to Ship
Orders

Test PO - PLEASE DO NOT Ship -
(0°5)

Test PO - PLEASE DO NOT Ship
(D*E)

Test PO - PLEASE DO NOT Ship -
o1}

Test PO - PLEASE DO NOT Ship -
Regression Test

Test PO - PLEASE DO NOT Ship -

3509

3500003508

3500003507

- SE DO ¥ -
1500003505 PLEASE DO NOT Ship

PLEASE DO NOT Ship

4804521565

AB04AI1E64 - PLEASE DO NOT Ship -

3500002200 FLEASE DO NOT Ship

0 - PLEASE DO NOT Ship -

11
Orders. that Need
Aftention

$5,500.00 USD
§5,500.00 USD
Undisclosed
$100.00 CAD
S$770,000.00 USD
§5,500.00 USD
$175.00 USD
$175.00 USD

Undisclosed

26 Nov 2018

26 Mowv 2018

26 Nov 2018

26 Nov 2018

26 Nov 2018

26 Mov 2018

23 Nowv 2018

23 Nowv 2018

23 Mov 2018

things v Test Supplier test-

IM Production Test Vendor...

ANID: AND10Z2768461.T
Company Profile
Account Settings
Customer Relationships
Users

Motifications

Application Subscriptions

Network Setfings

Electronic Order Routing

Electronic Imvoice Routing

Network Nal
Audit Logs

Wiew All

v




Settlement

The settlement area of your
Account Profile allows you to
enter specific Remit To Address
information.

You may have Remit To
information already present for
use with other customers that you
are transacting with on the Ariba
Network.

To create a Remit To Address for
3M, click Create.

Network Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payrnents Settlernent

* Indicates a reguired field

EFT/Check Remittances

EFT/Check Remittances

Address t City State
FRAMNELIMN ST London aN
Edit | Delete Create

supplier Auto Acceptance Rule

Supplier Auto Acceptance Rule

MName T Description
Mo items
Edit Delete Create
Notifications
Type Send nectifications when...
Payment Profile Send a notification when remittance addresses and
payment profiles are changed.
FPayment Send a notification when payment remittances are
Remittance undeliverable or their statuses changed.

Save Close
Country Default
Canada Yes

Active

To email addresses (one required)

(llINoReplyArnbaCS@ariba.co

+ |MoReplyAribaCS@ariba.com




Settlement (continued)

From your list of Remit To Addresses:

= Enter the required fields marked with an
asterisk.

= Select one of your address records
as the default.

* Important: Configure your Address 1
field so you can identify the Remit To.
When creating an invoice, only the
Address 1 field is visible in the drop-
down list. This allows you to see which
Remit To Address to select when
creating your invoices.

= Remittance ID Assignment is not
required by 3M and can be left blank.

Remittance Address

Address 1: *

PO Box 123 (Chicago 1)

Remittance ID Assignment

Customer T

Address 2:

Address 3@

City: *

State: *

Zip:

Country:

Contact:

Default?:

Chicago

* 60673

United States [USA]

Select contact

Yes @ No

Remittance 1D

M - DIS - DEV

3M - SI5 - Sandbox

Include Bank Account Information in in

wvoices




Settlement (continued)

After all information is

R Create Remittance Address / Payment Info oK Ca
ente red, CI ICk OK at the top E‘dr;cj‘51??;523;}Erualld,jd::i;edh:‘j;:;?e'guuszErtsc:eﬁ‘*gavgzspfgrlr;set:tzd for the new address. Then, enter information f t about p t T=TThort. Review yo
Of the page. Remittance Address

Address 1: *|pO Box 123 (Chicago 1)
Add 2
Add 3
City: *|Chicago
On your Settlement page, -
click Save to complete the courtoe. ~ T S O -
Contact: Select contact -
Setu p. Default?: Yes @ Mo
Note: There is additional information
within the setup for payment Network Settings -
Electronic Order Routing Electronic Invoice Routing Accelerated Payrments Settlernent
method, but you do not need to e e
complete those sections. For ek Remittances
example, 3M does not require T ———=
banking information. Address T City State Country Default
FRAMKLIN ST Londaon oM Canada Yes
PO Bowx 123 (Chicago 1) Chicago N United States Mo

Edit Delete Create

e lime Aead e Ao el




Notifications

From the Company
Settings drop-down
menu, select Network
Notifications to indicate
which system notifications
you want to receive.

Click the General tab to
set general notifications.

Click the Network tab to
set transaction-related
notifications.

Account Settings

Customner Relationships Users

Motifications

Enter up to three comrma-separated email addresses per field.
The Preferred Language configured by the account administratar contrals the language used in these notifications.

Relationship

Type

Customer

Trading Relationship Requests

Supplier Enablement Activity and
Task Rerminder

Cther MNotifications

Type

Metwork Service

Mew Account

Certification Expiration
Motifications

Other Motifications

Send notifications when...

¥ sSend a notification when a buying organization creates a trading
relationship with my company and when that buying organization
publishes a new CSY invoice termplate.

[T send a notification when a custarner respands to rmy trading relationship
request.

¥ Send a notification when a supplier enablernent activity is assigned or a
task is overdus,

Send notifications when...

¥ =end a naotification in advance of planned netwark dawntime, unplanned
downtirme, and new releases.

™ Send a notification when a new account is created and this account
matches my erail domain,

T send a notification when company certification information has expired.
Examples of company certifications include, Small and Disadvantaged
Business, Minority-Owned Business, and Veteran-Owned Business.

¥ send ather important notifications to this email address when they do not
belong to a specific notification category.

To email addresses [

+ |noreplyaribacs@a

+ |noreplyaribacs@a

# |noreplyaribacs@a

To email addresses (one

# |noreplyaribacs@ariba

# |noreplyaribacs@ariba

# | noreplyaribacs@ariba

+ |noreplyaribacs@ariba

Company Settings

.com
.corm

.com

.com

Test Supplier test-

IM Production Test Vendor...
ANID: ANO1022768461-T

Lusiomer Relahonships

Network Settings

Electronic Order Routing

Electronic Invoice Routing

elerated Payments

Remittances

required)

-




Notifications (continued)

On the Network tab, review and select to receive important notifications
regarding transactions.

Account Settings

Save Close
Customer Relationships Users Motifications

General

Enter up to three comma-separated email addresses per field.
The Preferred Language configured by the account administrator controls the language used in these notifications.

Electronic Grder Routing

Type Send notifications when... Ta email addresses (ane required)

Order M Send a notification when orders are undeliverable.

# | noreplyaribacs@ariba.com
T sSend a notification when change order requests are updated.
Time Sheet ™ Send a notification when tirme shests ars undeliverable, + [noreplyaribacs@ariba.com

Catalog

Type Send notifications when... Ta email addresses (ane required)

Catalog Service ¥ send a notification when a custorner subscribes to my catalog or when

“

my procurement customer sends status updates on catalogs, including noreplyaribacs@ariba.com
catalog errors,

Mote: Onfy Ariba Procuremnent solution users can send status updates 2o

suppfiers.

Electronic Invoice Routing

Tvpe Send notifications when... To email addresses (one required)
Invaice Failure ¥ Send a notification when invoices are undeliverable or rejected, + [mareplyaribacs@ariba.com
Invoice Status Change T send a notification when invoice statuses change. # |noreplyaribacs@ariba.cam

Accelerated Payments

Tvpe Send notifications when...

To email addresses {one required)

Note: Enter up to five e-mail addresses per notification type. Separate each e-mail address
with a comma.




Enhanced User Account Functionality

The User Account Navigator enables
sellers to:

dohn Smith =
My Sccount i
Switch To

» Quickly access their User Account * Johnsmith
information and settings. [Ewich o Tost 10 |
= Switch to their test accounts. w E_hﬁ;”éthbm o
= Link their multiple User Accounts. < on s
_—

retained beyond 15 months, subscribe to
Retention service,

Signup For Adwvantage Package. Subscril

Note: After multiple User Accounts are linked, the User Account Navigator displays
the multiple User Accounts.




Enhanced User Account Functionality (continued)

User Information:

= Under My Account,
complete or update all
required fields listed
with an asterisk.
Note: If you change
your username or
password, remember
to use it at your
next login.

* [f necessary, you can
hide personal
information by
selecting the checkbox.

My Account = Slose
* Indicates a required field
AccoUmnt Informaticorm
U=sername: * | johnsmith@testsupplier.com
Thanmngs Password
Email address: * [johnsrmith&testsupplier.co ]
~ ]
rMiddle Mame:
~ ] =r
Secrity
Freferaemnce =
Preferred Languaae: | english =
Preferred Timezone: = Armericaslos _Aangsles -
=== = s o Select Currency
Zontact Imnformaticom
= e = Murmbeaer Extaension
U= =ll=1= ||s=sssoo=
- ey FRoad
address =
address =
ity * [ wigllew Forge
aaaaaaaaaaaaaaaaaaa -
= =+
= i =t = -
Contact Information Preferences
Hide my personal contact information.
Ariba
Privacy Statement Ariba Terms of Use
Savea Close




Managing Roles and Users



Users and Roles

On the Customer Setting drop-down menu, click Users.

Administrator:

Responsible for account management and configuration

Automatically linked to the username and login entered during
registration

Controls access to the account; creates users and roles

The primary point of contact for users with questions
or problems

User:
» Created by the Administrator

= Has exactly one role, which corresponds to the user’s real job
responsibility
» Responsible for updating personal user information

Company Settings v Test Supplier test-., »

3M Production Test Vendor...
ANID: AND1022768461.T

Company Profila

Help Center »»




Create User Role

From the Users page:

* In the Manage User Roles
section, click Create Role.

= Enter Name and Description
for the role.

= Add Permissions for the role
by selecting proper boxes.

= Click Save. A new role is
created.

* To modify or delete roles, in
the Actions section, click
Edit or Delete.

Account Settings

Custormner Relationships

sssss

Users

CCCCC

nal
testsupplier@ari a.com Supplier
testsupplier@ari om Supplier
Edit Delste &mo! ntact m rator = | Create User
[ 1age User Role ]
le
dmin
nnnn
AAAA
Discount Mgmt
Dis
Create Role |
New Role Informatic

Description:

Set up and manage catalog-related activities

Cmm i e e e el




Create Users

On the Customer Setting

drop-down menu, click Users.
The Users page displays. Click
Create User to create new user.
Add all relevant information
about the user.

In the Role Assignment section,
select a Role.

Click Done.

Note: You can add up to 250 users to your
Ariba Network account.

Account Settings Sav Close
Customer Relationships tificati Acc t Hie
Manage Users
Users
Us: ne 1 Emai Address L. riba Dis = Role Assign ed 1
[ testsupplier@ariba.com testsupplier@ariba.com Test Supplier No AR rol N
[ testzupplier@ariba.com testsupplier@ariba.com Test Supplier N Disc N
Edit Delete Add to Contact List Remove from Contact List Make Administrator w
Create User Done Cancel

New User

Role Assignment

Roles

Information

Create a new user account and assign a role. Ariba 1 T 1

/ Username: *

Email Address: *

\Df‘flce Phone:

First Name: *

Last Name: * |

[] This user is the Ariba Discovery Contact i

Country
usAa 1 -

J

Description

ne
AR role
=l AP Role
Discove ry
Discount Mgmt

Invoice
PO
respond to postings on Discovery




Modify User

To modify user information, from the
Users page, select a user, and then

click Edit.

From the Edit User window,
you can:

= Reset the password for the user
= Update information
= Change the user’s role assignment

Other options include:

* Delete users

* Add to Contact List

= Remove from Contact List
= Make Administrator

Account Settings Sav Close
Customer Relationships Users Motifications Account Hierarcl

Manage Users

Users

[ Username t Email Address First Name Last Name Ariba Discovery Contact Role Ass Visible To Cu

[ testsupplier@arib m testsupplier@ariba.com Test Supplier N AR role MNo

| testsupplier@arib m testsupplier@ariba.com Test Supplier Mo Discover No

e
we Cance

using the reset pa d functicnality on thi
practice, instruct u to click Forgot Passw
s the password an = an email to the u

Email Address:
First Name:
Last Name:

Office Phone:

Role Assignment

Roles
Name
/= AR role
= AP Role
= Discovery
= Discount Mgmt

Carmen
Sanchez
+1 (412) 2978069

This user is the Ariba Discowery Contact i

Reset Password

Description
Invoice
FO

respond to postings on Discovery




Introduction to the Ariba Network



Introduction to the Ariba Network

The Ariba Network is a web-based form that you will use to transact with 3M.

After completing this module, you will be able to:
» Navigate to your Inbox to view orders.
= Configure your order list.
= Search for orders.
» View Header Level details of an order.
= View Line Item Level details of an order.
= Navigate to your Outbox to view:

— Confirmations

— Ship Notices

— Invoices

— Service Entry Sheets

— Credit Memos
» Search for Outbox documents



Ariba Network Inbox

After you log into the Ariba Network, the Home screen displays. Click the INBOX tab to manage your

Orders. A list of received Orders displays. In the Order Number column, click the hyperlink to view the

Purchase Order details.

Switch to Classic Design

A | ba N etwo I k Company Settings v B Test Supplier test-._. v * Help Center ¥

INBOX CUTBOX CATALOGS REPORTS CSV Documents v Create »

s

and Releases

Switch to Classic Design

Outstanding Invoices

HOME OUTBOX CATALOGS REPORTS CSV Documents v

Orders and Releases

Time & Expense Sheets Early Payments Scheduled Payments Remittances Inquiries Netifications More.

$1.2K
Orders and Releases
3800
Orders and Releases ltems to Ship

3400

0

N Dec 2015 Jan 2016 Feb 2016 b Sz FllEE

Rejected f; Sent
Orders and Releases (100+) Page 1

Orders, Invoices and Payments
3M Deutschiand GmbH
Order 3M-QI5- QA HILDEN, 05 §1.000.00GAD 19 Apr 2016 New Invoice 5000 CAD  Original
Germany
New F’s n Orde tTc i ord 110 shi ord 11 iNeed | Pinned DD” s o e rkile - Tape
W Furchase foers to tonfirm rders o Ship ers hat Nee Innec Locuments More Order 4500496954 3M - QI - production QA BROCKVILLE, ON 5900000 CAD 19 Apr 2016 Partially Senviced  Invoice $0.00 CAD  Original
Orders Aftention Canada
3M Brockville - Tape
Order 4500546757 3M-QI5- QA BROCKVILLE, ON 5900000 CAD 18 Apr 2016 Partially Invoiced ~ Invoice 500000 CAD  Original
Canada
3M Brockville - Tape
- Order 4500546756 M- QI5- QA BROCKVILLE, ON $0.000.00CAD 18 Apr 2016 Confimed Invoice $0.00 CAD  Original
5 3M-Ql5- QA New $1.00000CAD 19 Apr Canads . ¢
3M Brockville - Tape
4300761691 3 IM - QI5 - QA New S500.00 CAD 15 Apr Order 4500496953 3M - QI - production QA BROCKVILLE, ON $9.00000CAD 13 Apr 2016 Partially Invoiced ~ Invoice 540000 CAD  Original
Canada
3M Brockville - Tape
Order 450046951 3M - QI1 - production QA BROCKVILLE, ON 50000 CAD 15 Apr 2016 Partially Invoiced  Invoice $6857 CAD  Original
Canada
3M Brockville - Tape
Order 4500546745 3M-QI5- QA BROCKVILLE, ON 5900000 CAD 15 Apr 2016 Partially Invoiced ~ Invoice $8.00 CAD  Original
Canada
3M Brockville - Tape

4300761813

$2K Ariba Network Company Setiings v B Test Suppliertest-_ v ®  Haip Center >

Creale v

»

Actions

Actions

Actions

Actions

Actions

Actions

Actions

Actions




Ariba Network Inbox (continued)

In your Inbox, you can customize your view at the Purchase Order Headings. Click the Table icon to the

right and select or de-select the type of information you want to display.

.

[Click column headings to sort the

data set by that column. The small
arrow indicates the sort order,
ascending or descending.

\

\exists.

4 )

Order Status provides the state
of each order. Obsoleted
indicates a more recent order

Click this icon for
additional display

and group-by
options.

Show / Hide Columns

v Type

v Order Number
Ver

v Customer

v Inquiries

v Ship To Address

~ Amount

v Date

v Order Status

v Seftlement

» Search Filters

Orders and Releases (100+)

Order 4500004858
Order 4500004862
Order 4500004867
Order 4500004867
Order 4500004868

3N Brockville - Taps
BROCKVILLE. ON
Canada

M Volga HQ
‘felabuga. 16
Russian Federstion
M London

London Ontario, ON
Canada

M London

London Ontario, ON
Canada

M Brockville - Tape
EROCKVILLE, ON
Canada

Test FO - FLEASE DO NOT Ship - (D*1)

Test PO - PLEASE DO NOT Ship - {D*1)

Test PO - FLEASE DO NOT Ship - (D*1)

Test FO - FLEASE DO NOT Ship - (D*1)

Test PO - PLEASE DO NOT Ship - (D*1)

Undisclosed

$11.00 CAD

1.000.00 EUR

1.000.00 EUR

NT$100,000,000.00 TWD

6 Nov 2012

T Mowv 2012

5 Nov 2018

5 Nowv 2012

& Nov 2018

Partially Invoicad

MNew

Imvaiced

Obsoleted

Irvoiced

Invoice

Invoice

Invoice

Invoice

Invoice

& Page 3
§70.000.00 CAD Original
50.00 CaD Original
1.000.00 EUR Changed
0.00 EUR Original

NTS100,000,000.00 TWD Original

v »

Actions.

Actions.

Actions.

Actions.

Actions.

More...

Group by Column

Customer
Inquiries

Ship To Address
Order Status
Settlement

Revision

Export to Excel

Export all Rows

Export Current Page




Ariba Network Inbox (continued)

In your Inbox, Search Filters allow you to search using multiple criteria.

Notes: Depending on
how you configured your
Electronic Order Routing
preferences, you may
additionally receive a
copy of the PO by e-mail,
fax, or cXML. Your
company should train
several people to access
the Inbox. Accounts can
be set up for additional

1. Click the Search Filters arrow to display query fields.
2. Enter your criteria. If using Order Number as your search criteria, select the Exact Number radio button
to ensure results.
3. Click Search. Once you find the order, click the Order Number to view it.
Orders and Releases
Orders and Releases ltems to Ship
1 » Search Filters
¥ Search Filters
2 zrcler\n-:—r-[ 4300761813 ]C
@  Partial number Exact number atus All
3 -

Mumber of Results: 100

users by your Account
Administrator.




Purchase Orders Detalils

The Order Details tab includes Header Level and Line Item Level details about the Order. The Header
Level contains information about the buying organization and Supplier. The Order History tab includes
information for diagnosing problems and auditing.

Ariba Supply Chain Collaboration I

Purchase Order: 4500004718 m

v Create Order Confirmation " = Hide Print Download PDF ExportcXML | Download CSV | Resend
Order Detail Order History
From: To: Purchase Order
3M CANADA COMPANY 3M Production Test Vendor - TEST-SUPO01 (New)
300 TARTAN DRIVE TEST ADDRESS 4500004718
LONDON ON N5V 4M9 St Paul , MN 55014 Amount: $2,000.00 CAD
Canada United States
Phone:
Fax:
Email: test@mmm._com
Payment Terms "4 Routing Status: Sent
NET 30
Net 30 Days

Contact Information
Supplier Address Buyer Headquarter Address

3M Test Supplier John Smith

123 Test Road Email:  test@mmm.com
Minneapalis, MN 55406 Phone: g01234567
USA Fax

Remit To
Email: Test Corp
test@test.com 82 Test Road
Phone: + () 3001234567 Minneapolis, MM 55406
Fax: USA

Address ID: 1234567889 Phone: +{) 8001234567




Purchase Orders Detalils (continued)

The actions available on the Order Details
tab include:

* Print to print all order details or print

screen contents Only- Purchase Order: 4500004718 [ oo |

= Resend to reprocess orders with a Failed [ e ow o « | .
status that were not sent properly to your
e_mail, fax’ Or CXM L SyStem Or to teSt ;ﬁn;ANADACOMPANY g:ﬂ:l:'rodut:tinﬂTesl\n’endorfTESTrSllP[)‘l Purchase Order

(New)
. . 300 TARTAN DRIVE ﬁlﬁﬁﬁ%ﬁgm :Egﬁ?lg? gG1D8[ID CAD
changes made to order routing settings. Lrpgh e s

ax:
Email: test@mmm.com

Payment Terms '{ Routing Status: Sent

= Export cXML to save a copy of the cXML
source information.

Contact Information

= Hide to hide orders if you no longer want MTessuppier lommit
to see it in your Inbox. Use the search ot

Email: Test Corp
test@test.com 82 Test Road

filters to show hidden orders. oD i s

USA
Address ID: 1234567889 Phone: + () 8001234567




Purchase Order Details: Header

The order information available on the

Purchase Order: 4500004718

Order Details tab at the Header Level
includes:

= Ship From location
= Ship To location
= Supplier Address

= Buyer Contact, should you have
questions, comments, or require
changes regarding PO

= Remit To information

= Means of Transport instructions on
how to ship

= Comments, if applicable

| v Create Order Confirmation v | L = Hide | Print
Order Detail Order History
From: To:
3M CANADA COMPANY 3M Production Test Vendor - TEST-SUP01
300 TARTAN DRIVE TEST ADDRESS
LONDON ON N5V 4M9 StPaul , MN 55014
Canada United States
Phone:
Fax:

Email: test@mmm.com

Payment Terms '
NET 30
Net 30 Days

Contact Information
Supplier Address
3M Test Supplier
123 Test Road

Minneapolis, MM 55406
USA

Email:
test@test com

Phone: + () gog1234567
Fax.
Address ID: 1234567889

Buyer Headquarter Address
John Smith

Email: test@mmm.com
Phone: 8001234567

Fax:

Remit To

Test Corp

62 Test Road
Minneapolis, MN 55406
us

A
Phone: + () 8001234567

Download PDF

Export cXML

Download CSV

Ariba Supply Chain Collaboration I

Resend

Purchase Order

(New)
4500004718
Amount: $2,000.00 CAD

Routing Status: Sent

Air Express

"TERMS and CONDITIONS: For Purchase Order/Schedule Agreement terms and canditions please visit

ms http//3m com/supplierterms MDTXT: SITZ 41453 NEUSS * HANDELSREGISTER HRB 1878 AMTSGERICHT
and NEUSS * VORSITZENDER DES AUFSICHTSRATES KURT-HENNING WIETHOFF GESCHAFKURT REZA VAZIRI

5. DR JOERG DEDERICHS MICHAEL PETERS STEFAN SCHULZ * VORSITZENDER DER GESCHAFTSFUHRUNG

REZAVAZIRI
Ship All Items To

3M Deutschland GmbH
121-125 Dusseldorfer Sir.
40721 HILDEN

05

Germany

Ship To Code: 4108

Line ltems

Bill To

3M DEUTSCHLAND GMBH
CARL-SCHURZ-STRASSE 1
41453 NEUSS

Germany
Pheone: + () 0048 (0)2131 140
Fax: + () 0048 (0)2131 14 2649

Deliver To

Show Item Details =




Purchase Order Details: Header (continued)

The Order Status also displays on the
Order Details tab at the Header Level of the

order. The possible order statuses are:

= New: Initial state, new order urchase Order: 4500004718 | o |

u Changed: Ol’del’ haS been Canceled OI’ ‘ v Create Order Confirmation v ‘ w & Hide | Print- | Download PDF | ExportcXML | Download CSV | Resend
replaced by a subsequent (changed)

O rd e r From: To: Purchase Order
3M CANADA COMPANY 3M Production Test Vendor - TEST-SUP01 (New)
300 TARTAN DRIVE TEST ADDRESS 4500004718
LONDON ON N5V 4M9 St Paul, MN 55014 Amount: $2,000.00 CAD

= Confirmed: All quantities confirmed

ax.
Email: test@mmm.com

= Shipped: All quantities have been ——
shipped

Met 30 Days

Contact Information
Supplier Address Buyer Headquarter Address

3M Test Supplier John Smith

u InVOiced: A” Ordered quantities have 123 Test Road Email  test@mmm com

mlsrgeapnlls, MN 55406 Ezsne 8001234567
. . Remit To
been invoiced
test@test.com 82 Test Road

Phone: + () go01234567 Minnea polis, MN 55406
Fax:

= Failed: Ariba Network experienced a i usron Hine 1 sov
problem routing the order to your
account; you can resend failed orders
after correcting the issue




Purchase Order Details: Header (continued)

3M may issue Change Orders.
You can view change orders
on the:

= Order Details tab at the
Header Level. The Order
Status displays as Changed.
The original order is marked
with an Obsolete status.

= Line Item Level; the changed
fields are highlighted.

= Canceled Orders; these are
marked as Canceled.

Ariba Network

Purchase Order: 4800761813

Order Detail Order History

From:

M DEUTSCHLAND GMEH
CARL-SCHURZ-STRASSE 1
41453 NEUSS

Germany
Phone: + () 0042 (0)2131 140
Fax: + () 0049 (D)2131 14 2649

Payment Terms !
NET 30
Payment TermsNet 30 Days

Links to previous versions for
quick reference.

]

Help Center »»

To: Purchase Order
3M Production Test Vendor - TEST b
3M campus

St Paul, MN 55014

United States

Phone

Fax

Email: test@mmm.com

4800761813

Amount §1,000.00 CAD
(Previous Version

(Changed fields ]

Lare highlighted.J

Ship All Items To
3M Deutschland GmbH / Werk Hilden 1

21-125 Dusseldorfer Sir.
40721 HILDEN

Line ltems

Line # Change

10 + Edited

Mon Catalog ltem

Bill To Deliver To
3M DEUTSCHLAND G|
CARL-SCHURZ-S SSE 1
41453 NEUSS
Germ
Pieffe: + () 0049 (0)2131 140
ax: + () 0049 (0)2131 14 2649
Customer Part # Type Qty (Unit) Need By Price Subtotal
000000007100062723 Material 10.000 (RO) 25 Apr 2016 $100.00 CAD $1,000.00 CAD §0.00 CAD

CLP-06661 EBLB 111 NB BF6 31 97262181

Show Item Details

Details




Purchase Order Detalil: Line

On the Order Details tab, scroll down to view the Line ltems section. The Line I[tems section
describes the ordered items. Each line describes a quantity of items 3M wants to purchase.

The Summary level of the order displays the 3M Item ID materials or services, Customer Part
Number (if applicable), and description. For Material POs, the Type will be displayed as

Material. For Service POs, the Type will display as Service.

Line ltems

10 + Edited

Line # Change

Customer Part #

000000007 100062723

CLP-06661 EBLB 111 NB BF6 51 97262161

Material

b it
Qty (Unit

10.000 (RO)

Price

$100.00 CAD

Subtota

$1,000.00 CAD

Show Item Details

50,00 CAD Details




Purchase Order Detalil: Line (continued)

To view additional information at
the Line Item Level, click Details.

Details include:

= Unit Details

* Pricing Details

= Comments (full item description)
= Tax Details

The Confirmation Control Key
(CCK), specified on the PO from the
Buyer, instructs if order
confirmation and ship notices
(ASNs) are allowed or not allowed
for the PO item.

Line ltems fale &
Line # ':“3";6 Customer Part # _;I:’: 3:', (Unit Price Sublota Tax
10 . Edited 9376542 000000007400062723 Material 10.000 (RC) 25 Apr 2016 $100.00 CAD $1,000.00 CAD 5000 CAD
CLP-06661 EBLE 111 NB BF6 S1 97262181
Catal (EA) 2013 T uUsD ~
Item
t Mat
55555
. 36, ).00 USD
c ™ New D (E D s} 3

Ship To

CA - LOS ANGELES (COUNTYWIDE), COUNTY SALES/USE TAX

CA - LOS ANGELES COUNTY TRANSPORTATION COMMISSION (LATC, LACT). DISTRICT

<




Purchase Order Detalil: Line (continued)

The Tax Status displays on the order line item, if applicable to the Supplier’s country, and the
Tax details display based on country requirements.

ALLUTTTY

Schedule Lines
Schedule Line #

1

Percentage 100.00

GL Account 0007530010
CostCenter 1000105203

Delivery Date

4 Feb 2015 6:00 PM CST

Other Inrmwinn
Tax Statys:

Taxable )

AccountCategory:
ReceivingType:

External Line Number:

Estimated days for
inspection:

K
4
00008
0

Ship Date

Tax

Tax Category

CA - LOS ANGELES (COUNTYWIDE), COUNTY SALES/USE TAX

CA - LOS ANGELES COUNTY TRANSPORTATICON COMMISSION (LATC, LACT), DISTRICT
SALES/MUSE TAX

CA - LOS ANGELES COUNTY TRANSPORTATION COMMISSION (LATC, LACT), DISTRICT
SALESMUSE TAX

CA - LOS ANGELES COUNTY TRANSPORTATION COMMISSION (LATC, LACT), DISTRICT
SALES/MSE TAX

CA - LOS ANGELES, CITY SALES/USE TAX

CA - STATE SALES/USE TAX

Tax Rate
(%)

0.250
0.250

0.500
1.000

1.000
6.000

Tax ax
Amount Location

Accounting
GL Account 0007530010

CostCenter 1000105203
Percentage 100.00

Schedule Lines
Schedule Line # Delivery Date

1 4 Feb 2018 6:00 PM CST

Ship Date

Quantity (Unit)

1.000 (EA)




Ariba Network Outbox

Use the OUTBOX to view Ariba Supply Chain Collaboration
documents you have sent to

3M:
= Confirmations

INBOX OUTBOX CATALOGS REFPORTS UPLOAD/DOWNLOAD MESSAGES

Orders and Releases . d Order Number

Ship Notices
Invoices Orders, Invoices and Payments

Service Entry Sheets

Credit Memos Ariba Supply Chain Collaboration N

HOME INBOX CATALOGS REPORTS UPLOAD/DOWNLOAD MESSAGES

From -the Ariba Network Home Invoices Order Confirmations Ship Mofices Service Sheets Extended Collaboration Product Replenishment Drafts
screen, click the OUTBOX tab.

Your OUTBOX displays. Use the

tabs at the top of the screen to

navigate to a list of your sent

documents.




Ariba Network Outbox (continued)

In your Outbox, you can customize your view by document type. Click the Table icon to the
right and select or deselect the type of information you want to display. Each document type in
your Outbox will have different information to select or deselect.

Click column headings to sort the
data set by that column. The small

arrow indicates the sort order,

ascending or descending.

~

J

Invoice Status provides the state
of each invoice or credit memo.

\

T~

Click this icon for
additional display
and group-by
options.

Invoices (100+)

Credit

. 013253
Memo

Standard

030657
Invoice

Standard

. 032622
Invoice

Test PO -
PLEASE
DO NOT
Ship -
(D"5)
Test PO -
PLEASE
DO NOT
Ship -
(D"5)
Test PO -
PLEASE
DO NOT
Ship -
(D*5)

4800021422

4300021474

4800021473

Online

Supplier

Supplier

Supplier

Supplier

Supplier

Supplier

T

No

Order

Order

Crder

26 Nowv 2018

19 Nov 2018

22 Nov 2018

$-10.26 USD

§100.00 USD

$100.00 USD

Page 1 v | P |ﬁ|

Acknowledged Sent

Acknowledged Sent

Acknowledged Sent




Ariba Network Outbox (continued)

In your Outbox, the Search Filters allow you to search using multiple criteria. Search Filters are
available for each outbox document type.

1. Click the Search Filters arrow to display query fields.

2. Enter your criteria. If using a document number as your search criteria, select the Exact
Number radio button to ensure results.

3. Click Search. Once you find your document, click the Document Number to view it.

Invoices Crder Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts
Invoices
1 » Search Filters
¥ Search Filters
Customer: | All Customers Add mor e Min. Amount:
2 ® 1
@  Partial number Exact number External Invoice Number:
0 Status: All v
Date Range: Cther v @ Type: All v
Start Date:* | 27 Nov 20138 = Show Invoices Submitted from the Customer's System
Show only Invoices with Invoice Addendums.
End Date:* = 27 Nov 2013 =
3 Result 100




Identifying Order Types



ldentifying Order Types

To identify the order type of new orders sent to your Ariba Network Inbox, select
a new order from your INBOX.

Switch to Classic Design

Ariba Network Company Settings v B Test Supplier test-—. v *  Halp Genter »

INBOX OUTBOX CATALOGS

REPORTS CSV Documents v Create v

a IR ¢

Switch to Classic Design ~

Outstanding Invoices Ariba Network

$2K

Company Settings v B Test Supplier test-.. ¥ *  Help Center

HOME OUTBOX CATALOGS REPORTS CSV Documents v Creale »

Orders and Releases Remittances Notifications More...

Time & Expense Sheets Early Payments Scheduled Payments Inquiries

$1.2K
Orders and Releases
$800
Orders and Releases liems to Ship
£400

» Search Filters

Jan 2016 Feb 2016 Mar 2016
Rejected [, Sent

Orders and Releases (100+) Page 1 »

Orders, Invoices and Payments Actions

3M Deutschiand GmbH
3 - QI5 - QA HILDEN, 05 $1,000.00 CAD 19 Apr 2016 New Invoice S0.00 CAD  Original Actions
6 7 10 1 vee Germany
New Purchase Orders to Confirm Orders to Ship Orders that Need Finned Documents More. - 3M Brockville - Tape
Orders Attention Order 4500496954 3M - QI1 - production QA BROCKVILLE, ON $9,000.00 CAD 18 Apr2016 Partially Serviced Invoice S000 CAD  Original Actions

Canada
3M Brockville - Tape

Order 4500546757 3M - QI5 - QA BROCKVILLE, ON $9,000.00 CAD 18 Apr2016 Partially Invoiced Invoice $5000.00 CAD  Original Actions
Canada
3M Brockville - Tape

2 3M -QI5 - QA New $1.000.00 CAD 19 Apr 2016 $0.00 Order 4500546756 3M-QI5- QA BROCKVILLE, ON 59,000.00 CAD 18 Apr 2016 Confirmed Invoice 5000 CAD  Original Actions

Canada

42300761691 3 3M - Ql5 - QA New $500.00 CAD 15 Apr 2016 $0.00 M Brockville - Tape

Order 4500496953 3M - QI1 - production QA BROCKVILLE, ON $9,000.00 CAD 18 Apr 2016 Partially Invoiced Invoice $400.00 CAD  Original Actions
Canada
3M Brockville - Tape

Order 4500496951 3M - QI1 - production QA BROCKVILLE, ON $500.00 CAD 15 Apr 2016 Partially Invoiced Invoice $6387 CAD  Original Actions
Canada
3M Brockville - Tape

Order 4500546745 M- QI5 - QA BROCKVILLE, ON $0,000.00 CAD 15 Apr 2016 Partially Invoiced Invoice $399 CAD  Original Actions

Canada

3M Brockville - Tape

Order

4300761813




ldentifying Order Types: Services

The PO view displays. Scroll down to the Line Items section. For service orders, there
are two fields that will help you identify the order type:

= The Type field will indicate Service for Free Text Description Service Orders and Limit
Orders .

= The Line # field will be populated with:

- 10001, 10002, 10003, etc., for Free Text Description Service Orders.
- 00001, 00002, 00003, etc., for Limit Orders.

Free Text Description Service Order

Line Items
Line # Part # Customer Part # Type Return
¥ 10001 N Service
Limit Order
Line Items
Line # Change Wlanufacturer Part ID Part # Customer Part # Type Return Revision Leve

00001 &

Service




ldentifying Order Types: Materials

Use the Type field to identify material order.

Line Items

Line # Part #

1 Non Catalog

ltem

Customer Part #

Type

Matenal

Return

Revision Level




Limit Orders



Limit Order Overview

Limit Orders are used when 3M is requesting a service from you in which the
total service is unknown or when the service extends over multiple payment

periods and multiple payments are made.

The requirements for processing a Limit Order through the Ariba Network are:

Purchase Order

Order Confirmation
Review




Limit Order: Order Review

Purchase

Order Review

New, Changed, and Canceled Limit Orders are sent to your Ariba Network
account and are available to view in your Ariba Inbox.

Switch to Classic Design

Ariba Network Company Seftings v B Test Suppliertest-_ v ®  Hep Center 3

INBOX OUTBOX CATALOGS REPORTS CSV Documents v

T - c,

Outstanding Invoices 3M - QI - production QA Switch to Classic Design Al
T ‘Company Settings v Test Supplier test-. >
Ariba Network pany Setting B ip Help Center %
HOME OUTBOX ~ CATALOGS  REPORTS CSV Documents v
Orders and Releases Time & Expense Sheets Early Payments. Scheduled Payments Remittances Inquiries Notifications.
200
* Orders and Releases
$a00
Orders and Releases | Items to Ship
50
Jan 2016 Feb 201¢ feraois
Rejected fly Sent » Search Filters
Orders, Invoices and Payments All Customers Last 14 days Orders and Releases (100+) Page 1 »
0 1 .
New Purchase OrderstoShip  Orders that Ne Pinned Documents M Deutschland GméH
‘Attention . - - More. Order 3M-QI5- QA HILDEN, 05 $1,000.00 CAD 19 Apr 2016 New Invoice $000 CAD Original tions
- Germany
3M Brockville - Tape
Order 3M - QI - production QA BROCKVILLE, ON $9,000.00 CAD 19 Apr 2018 Partially Serviced Invoice $000 CAD Original
Action Canada
3M Brockville - Tape
4300761813 3 3M-QI5-0A New $1,000.00 CAD 19 Apr 2016 $000 CAD Selec! Order 3M-QI5- QA BROCKVILLE, ON $9,000.00 CAD 18 Apr 2016 Partially Invoiced Invoice $5,00000 CAD Original tions
Canada
4300781691 7 3M - Q15 -QA New S50000CAD 15 Apr2016 D00 CAD Select 3M Brockvile - Tape
Order 3M-QI5- QA BROCKVILLE, ON $9,000.00 CAD 18 Apr 2016 Confirmed Invoice $000 CAD Original tions
Canada
3M Brockville - Tape
Order 3M - QI - production QA BROCKVILLE, ON $9,000.00 CAD 18 Apr 2016 Partially Invoiced Invoice $400.00 CAD Original Actions.
Canada
3M Brockvile - Tape
Order 3M - QI1 - production QA BROCKVILLE, ON $500.00 CAD 15 Apr 2016 Partially Invoiced Invoice §68.87 CAD Original Actions.
Canada
3M Brockville - Tape
Order 3M-QI5- QA BROCKVILLE, ON $0,000.00 CAD 15 Apr 2018 Partially Invoiced Invoice $899 CAD Original Actions
M Brockville - Tape ]




Limit Order: Order Confirmation

Confirmation

Order Confirmations (OCs) are required to be completed through the Ariba Network prior to invoicing.
OCs are required for all POs and PO changes. OCs must be submitted within 48 hours of PO receipt.

Multiple Order Confirmations are not recommended when a single status on a single line is supported;
for example, all back-ordered or all accepted.

= |f you are unable to fulfill a line item, you must be in direct contact with the Buyer listed on the PO. A
Change Order or Canceled Order will be issued.

= Do not reject any Purchase Order line items through the Ariba Network.



Limit Order: Order Confirmation (continued)

> > Confirmation

Quantity and Price:

= You may propose changes to quantity and price on the order confirmation.

= 3M issues a Change PO if changes are agreed to and approved through the order confirmation or through
direct contact (for exceptions) with your PO Buyer.

= You acknowledge the Change Order with updated quantity or price changes prior to submission of the
Invoice.

Unit Of Measure (UOM):

When confirming a Limit Order, keep the Unit of Measure (UOM) as C62; you will have an opportunity to
update the UOM when invoicing.



Limit Order: Order Confirmation (continued)

Confirmation

The steps for confirming Limit Orders are:

1. Select a Purchase Order from your Ariba Network INBOX. From the PO view, click the Create Order
Confirmation drop-down menu and select the Update Line Items option.

Purchase Order: 4500004631

/ B Create Order Confirmation v I L’ =1 Create Invoice v Hide | Pnnt Download PDF Export eXML | Download CSV | Resend
\ pdate Line items

Frens 10° Purchase Order
3M CANADA 3M Production Test Vendor - TEST (Pariially Invoiced
COMPANY TEST ADDRESS 4500004631

St Paul , MN 55014 Amount. $10,000,0)
300 TARTAN DRIVE United States

LONDON ON N5V 4M9  phone

Canada Fax:

Email: mburra@mmm com

b . ) B Create Order Confirmation % Create Service Sheet =i| Create Invoice Hide
ayment lerms
EE[T}E}DM I Cannaot confirm ling items with undisclosed unit prices. To confirm the order, choose the Update Line ltems opfion. |

Contact Information

................ R TI PFI Order Detail Order History

Note: Limit POs must be confirmed at the Line Item Level. Selecting the Confirm Entire Order
option will cause the above error.




Limit Order: Order Confirmation (continued)

Confirmation

2. The Order Confirmation Header displays. Enter the Confirmation #, which is any number you
use to identify the order confirmation.

3. Specify the Est. Completion Date information. It is applied to all line items.

‘ 1) Update llem Stalus w  Order Cenfirmation Header

2 p— s o |
l-."_,;' Confirmatian Asaiated Muichass Oider 8 4500004632
Cuehor Test PO - PLEASE DO ROT Ship - ([D*1)

SHIPPING AND TAX INFORMATION

Ender lax rformation al e line ilem ke,

3 Lo “

Line lems

coan 1,00 {262) 31 et 2116 $100.000.00 CAD [ — Undisclosed




Limit Order: Order Confirmation (continued)

Order
Confirmation

4. Scroll down to view the Line Items and choose among the possible values for Limit Order POs:

= Confirm: You received the PO and will perform the requested work.

= Reject: Do not use the Reject status. If you are unable to fulfill a line item, you must be in direct
contact with the Buyer. A Change Order or Canceled Order will be issued.

1.000 (CE2) 31 Ot 2018 £1000000.00 CAD Urelisclosed Undisclosed

cmenphon  test




Limit Order: Order Confirmation (continued)

Confirmation

5. Once finished, click Next to proceed to the review page. Review the order confirmation and click
Submit. Your order confirmation is sent to 3M.

Submit E 5
rmation # POA1813 Est. Shipping Cost:
Supp
Est e Est t
Est te: 20 Apr 2016
Line ltems
# Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtota
0 0876542 000000007100062723 10.000 (RO} 25 Apr 2016 $100.00 CAD $1.000.00 CAD $§0.00 CAD
CLP-D6661 EBLB 111 NB BFE S1 97262181
Current Order Status;
1 Backordered
9.000 Unconfirmed

Note: If you need to make further changes, click Previous to navigate back to the Update window. Click Exit to
completely exit the order confirmation. Ariba will not save the order confirmation.




Limit Order: Order Confirmation (continued)

Confirmation

Order confirmation notifications are submitted based on your Supplier Profile configuration. Upon
completing your order confirmation, you will receive an e-mail notification that an order confirmation has

been submitted.

AribaNetworkAdmin <ordersender-prod@ansmtp.ariba.com>
[EXTERNAL] Order Confirmation ALTEST1307 has been submitted to 3M - QI1 - production QA

there are problems with how this message is displayed, click here to view it in a web browser.
ick here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

This notification contains important information about your test Ariba account (ANID: AN01056015978-T).
Your purchase order status

Order# 3500281783

Buyer Name:3M - QI1 - production QA

Buyer ANID:AN01011698851-T

Order Date: 13 Jul 2017 5:17:36 AM GMT-05:00

Status: Confirmed

Item Part # Qty Unit  Description Need By Ship By Unit Price Extended Price
1 Non Catalog Item 1000 C62 TEST Limit - elevator maintenance 20 Jul 2017 £7,500.00 GBP £7,500.00 GBP
Status

1.000 Confirmed With New Date(Estimated Delivery Date: 20 Jul 2017 )

Ariba Network




Limit Order: Invoicing

ZEDEED

Once an order is confirmed and services are rendered, create an invoice. An invoice cannot be created until the order is
confirmed.

Important: Once you submit an invoice to 3M, a Service Entry Sheet (SES) is automatically generated and routed to
3M for review and approval.

The steps for creating an Invoice are:

1. Select a confirmed PO from your INBOX. Click the Create Invoice drop-down menu and select the Standard

Invoice Option.
Ariba Supply Chain Collaboration T

Purchase Order; 4800006391

1 ¥ Create Order Confirmation — & Create Invoice v I ide | Print Download PDF Export cXML | Dow)

— Standard Invoice

Order Detail Order History -
moradi=irhare-
. S redh
From: To:
3M CANADA COMPANY 3M Production Test Vendor - TEST-SUP01
300 TARTAN DRIVE TEST ADDF'-EFSS
LONDON ON N5V 4M9 St Paul , MN 55014

Canada United States
Phone:
Fax:
Email: test@mmm.com




Limit Order: Invoicing (continued)

Purchase Order

Order Review Confirmation

A pop-up warning displays indicating the invoice will generate the Service Entry Sheet for you. The invoice is sent

after 3M approves the Service Entry Sheet. Click the Don’t show me this message again checkbox to disable to the
warning in the future.

Warning!

% This customer requires service sheets for service orders. When you create an

invoice without first creating a service sheet, Ariba creates a service sheet for you.
The invoice is sent after the customer approves the service sheet.

[J| Don't show me this message again

67



Limit Order: Invoicing (continued)

EEDEDEED

2. Select aline item to Invoice. You can only invoice for one line item at a time on a Limit Order. If there are
multiple lines on the order, you will need to complete the invoicing steps again for each additional line.

3. Click Next.

Line Items
Line # Part ID / Description
° 10001 Al
Service ltem
10002 4l
Service ltem

%] Service Sheet Required.




Limit Order: Invoicing (continued)

p i >

The Invoice Header displays. Information from
the PO defaults into the invoice. Fields with an
asterisk (*) are required.

4. Enter the Invoice #. The Invoice # cannot
exceed 16 characters. It can contain alpha
and numeric characters, but it cannot
contain lowercase letters, leading zeros,
dashes, slashes, spaces, periods, or other
special characters.

5. Enter an Invoice Date. The Invoice Date
cannot be backdated by more than 364
days.

¥ |nvoice Header

Summary
Purchase Order: 4500021229
I nvoice #* | INVZ1220
nvoice Date:* | & Mov 208 =
Service De
Rem 113 Test Dr.

Golden Valley

MNaoreray

o: 3M CANADA COMPANY

LONDON O

Canada

Subtotal

otal Tax

Amount Due

$6,900,000,000.00 USD
£0.00 USD
$6,000,000,000.00 USD

t $46,800,000,000.00 USD

$6,900,000,000.00 USD




Limit Order: Invoicing (continued)

6.

) ) m

Verify the Remit To address. If
you have configured several
addresses, select one from the
drop-down list that displays. The
Bill To address defaults from the
PO.

Tax can be submitted at the
Header Level or at the Line Item
Level. Select the appropriate
option.

= Inwoice Header

SUMMARY

Purchase Order: 4500000791 Subtotal:

# Inwoice #: [545760] Total Tax:

. . . Total Shipping:
Invoice Date: 2 Oct 2013 Total Gross Amount:
Supplier Tax ID: Total Net Amount:

. Amount Due:

Remit To: 3M - TEST
st. Faul, MM
United States

Bill To:
OMTARIO
Canada

TAX ) Header lewvel tax @ Line level tax

$18,750.00USD
$£0.00USD
$0.00USD
$18,750.00USD
$18,750.00USD
%$18,750.00USD

Add to Header -

Wiew/Edit
Addresses




Limit Order: Invoicing (continued)

EU Requirement .

2SN

For invoices originating from the European Union (EU), countries must provide additional information on invoices when
applicable as advised by EU directives.

Enter the applicable information into the Additional Fields section:

= Verify the Customer Address, which determines the Customer Value Added Tax (Customer VAT) or Tax ID based on

the Customer Bill To Address.

= For Norway, Sweden, and Finland, the Payment Note field is used to enter the KID or FIK numbers, if applicable.

ADDITIOMNAL FIELDS

Supplier Account ID &:

Customer Reference:

D Infarmation Only. Na

action is required frem the customer

Payment Nobe:

Suppliar:

Bill Fram:

D Tax paid through a Tax &

ARIBA Test Supplier Account

london ON
Canada

ARIBA Test Supplier Account

london ON
Canada

epresentative

Choose

Address

3M DEUTSCHLAND GMEBE

Customer:

3M DEUTSCHLANMD GMEH

NEUSS

Garmany




Limit Order: Invoicing (continued) EU Requirement

2D

Scroll down to the Supplier VAT section and enter the below information, if applicable:

= ForInvoices where VAT is applicable, the Supplier VAT/Tax ID field is mandatory. You can automatically default
your VAT ID onto the Invoice by adding it to your company profile. VAT numbers cannot contain spaces, hyphens,
or any special characters. If these fields are not applicable, leave the fields blank. Do not enter NA.

» The Buyer rules are configured to assign the Customer VAT/Tax ID for the Bill To Address.

= The Supplier Commercial Identifier.

I CUSTOMER VAT
I HiCustomer VAT Tax ID: DE120&79170

* Supplier VAT Tax ID: DE22307393E

4 Fequired Fied

Supplier Cammearcia
[dentilier:

Supplier Cammearcia
Credentials:




Limit Order: Invoicing (continued)

2DEDEED

8. Scroll down to add invoicing details at the Line Item Level. Click the Add/Update drop-down menu and select
the Add General Service option to add a general service line to the invoice.

Ling [tems

meert Line ltem Options

0on Limit Senvice Adddale v

L - - ,E _ Add General Senice /

Note: Please make sure you only ever use Add/Update and Add General Service in your Service Invoice.
Any other options (Add Labor Service or Add Material) will cause the invoice to fail. Do not use Add.
Using Add causes the line to come into 3M’s ERP blank.




Limit Order: Invoicing (continued)

2D

9. Enter a Description of service provided.
10. Enter the Quantity.

11. Select the Unit (Unit of Measure) from the drop-down menu. This can be updated based on the service provided.
12. Enter the Unit Price.

13. Enter the Service Start Date and the Service End Date.

No. nclude Type Part # Description Customer Part # Cluantity Unit Unit Price Subtota

\ 4 00001 Testing Limit

@® SERVICE Elevator Service 100 HUR [hour 40.00

EA | each -~

HE7 | piece

CE2 | one

HUR | hour

DAY | day

MON | month




Limit Order: Invoicing (continued)

14.

15.
16.
17.

14

VRV

To add tax information to the line item, verify you have selected the Line Level tax radio button at the Header

Level of the Invoice. Click the Tax Category checkbox.

Select the tax type you want to apply from the drop-down list.
Click Add to Included Lines to include the tax line.

The Tax section displays under the service line. Review the Taxable Amount, update as necessary, and enter the

17

. o. [*
tax rate in the Rate % field. 15 16
Insert Line Item Options
/ Tax Category VAT Discount Add to Included Lines
Tax Category:* | VAT Taxable Amount: | $8,500.00 CAD
Location: ax Rate Type
o Rate(%). | 20
Description: \
Regime: Tax Amount
Exempt Detai (no value) ~
Date Of Pre-Payment: Date Of Supply 8 Nov 2018

Law Reference:

Triangular Transaction




Limit Order: Invoicing (continued)

Tax Exempt Only:

If a Line Item is tax exempt, from the Exempt Detail drop-down menu, select Exempt or Zero Rated. In the
Description field, provide a reason for tax exemption.

Tax Category:* | VAT Taxable Amount | $8 ,500.00 CAD

Tax Rate Type

Location:

Description: Rate(%) 20
Regime: Tax Amount
Exempt Deta (no value)
Date Of Pre-Payment: Date Of Supply: | 8 Nov 2018

Law Reference: riangular Transactior




Limit Order: Invoicing (continued)

EU Requirementl

2DEDEED

Entering a Date of Supply is an EU directive for applicable countries.

Tax Category:* VAT

Location:

Description:
Regime:
Date Of Pre-Payment:

Law Reference:

Taxable Amount $8,500.00 CAD

Tax Rate Type
Rate(%) 20
Tax Amount

Exempt Deta (no value) ~

Date Of Supply 8 Nov 2018

Triangular Transaction




Limit Order: Invoicing (continued)

p o> m ) g

18. Once you have completed all applicable fields, click Next at the bottom of the page. The Review page
displays. Review your invoice for accuracy. Scroll down to view the line item details and invoice totals.
If no changes are needed, click Submit to send the invoice to 3M.

Click Previous to continue editing the invoice. Clicking Save saves the invoice in the Drafts tab of your
Outbox for up to seven days.

Create Invoice Previous || Save | = 18

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document’s originating country is:United States. The document's destination country is:United States.
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.

Standard Invoice

Invoice Number : INV453085T1 Subtotal : $4,000.00 USD
Iy © Monday 8 Oct 2018 7:14 PM GMT-05:00 | Tax $0.00 USD
Purchase er . 3500453095 $4,000.00 USD

otal M ount : $4,000.00 USD
Amount Due : $4,000.00 USD
REMIT TO: BILL TO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUPO03 - TEST
Postal Address: Postal Address: Postal Address:
999 main street 3M CENTER 220-8E-02 999 main street
St Paul , MN 55124 ST. PAUL , MN 55144 St Paul , MN 55124

United States United States United States




Limit Order: Invoicing (continued)

p > >

If you selected to receive invoice notifications, you will receive e-mails regarding invoice status.

The Invoice Statuses are:

Sent / Processing: The invoice has been received and is being processed.
Pending Approval: The Service Sheet has been routed for approval.
Approved: The invoice has been processed and invoice amounts approved.

Rejected: The invoice has been rejected because it did not pass validation or the Buyer/Accounts Payable canceled
the invoice. The Comments contain text explaining why the invoice was rejected and the actions you should take to
re-submit a corrected invoice. You may use the same invoice number for Rejected or Failed invoices. If the invoice is
for AutoGen SS, the Service Sheet is rejected by the requester.

Paid: The invoice amounts have been paid.



Limit Order: Invoicing (continued)

When an invoice is
submitted, you will
receive e-mail
notifications that
inform you of the
status:

= Verified
= Signed
» Pending

Your customer 3M - Ql1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO10568015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

e TEST1234
Invoice
Status Sent

Description This document has been digitally verified.

View invoice

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - Ql1 - production QA

Invoice

e TEST1234
Invoice
Status Sent

Descrnption This document has been digitally signed.

View invoice

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - Ql1 - production QA

Invoice

i TEST1234
Invoice
Status Sent

The document was added to the pending queue for

download.

Descrnption

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

i TEST1234
Invoice

Status Sent
Description

View invoice

80



Limit Order: Invoicing (continued)

2D

You will also receive an e-mail notification when:

= The Service Entry Sheet has been sent to pending. Pending means it has been sent to 3M.

= The Service Entry Sheet has been accepted. Accepted means it has been received by 3M.

Customer: 3M - Ql1 - production QA
Purchase Order #: 3500281834

Service Sheet #: NHTEST808 Purchase Order #: 3500281834
Service Sheet Status: Sent
L‘-‘escrlptlon: 'he document was added to the pendlng queue Tor download.

Service Sheet #: NHTEST808
Service Sheet Status: Sent
Description: Accepted l

More details about the service outline line items are listed below:
More details about the service outline line items are listed below:

Service Sheet Line #: 1
Service Sheet Line Description: Painting Offices Building A

Service Sheet Line #: 1
Service Sheet Line Description: Painting Offices Building A




Limit Order: Invoicing (continued)

) o m o

To view the status of your invoice, navigate to your OUTBOX. The invoice Routing Status remains On Hold and Invoice
Status is Pending Approval until the Service Entry Sheet is approved by 3M. Once the Service Entry Sheet is Approved,
the invoice transmits to 3M. The Routing Status changes to Acknowledged and Invoice Status to Sent.

Home Inbox | Outbox ICatangs Reports

Invoices Order Confirmations Ship Notices Service Sheets Drafts

» Search Filters

Invoices Total: 37
Invoice # Customer Reference Submit Method Origin Source Doc Date Amount Routing Status-_ Invoice Status
INWE953 3M - QI1 - production Q& 4500496953 Online Supplier Order 18 Apr 2016 $400.00 CAD §On Hold Pending Approval
[ Invoices Total: 1
Invoice # Customer Reference Submit Method Origin Source Doc Date
A = INV6953 3M - QI1 - production QA 4500496553 Online Supplier Order 18 Apr 2016

Create Line-Item Credit Memc] | | Create Non-PO Invoice

N

\_I_

Amount

$400.00 CAD

Routing Status

Acknowledged

Invoice Status

Sent




Limit Order: Invoicing (continued)

2D

If a Service Entry Sheet has incorrect
information, it can be rejected by 3M. The
Invoice Routing status is changed to Rejected
and the Invoice Status to Rejected.

To view comments on why the invoice was
rejected, click the Invoice Number. On the
History tab, the Comments contains text
explaining why the invoice was rejected and the
actions you should take to re-submit a corrected
invoice.

Invoice: INV2139

Edit Create Line-ltem Credit Memo Copy This Invoice Download PDF « Export cXML
Detail Scheduled Payments History
nvoice: INV2139
Invoice Status: Rejected
Received By Ariba Network On: 8 Nov 2015 10:25:05 AM GMT-06:00
Submitted By: Test Supplier test-3mprod
History
Status Comments
The invoice was successfully received.
INY-52: The subtotal of line item 1 exceeds the buying organizations line item subtotal limits. ?
DOC-6: A document preprocessing error occurred.
Failed Invoice validation failed.




Country Specific Invoicing Rules for 3M

All: Suppliers are responsible for advising 3M if e-Invoices are not legally or regulatorily supported and
providing 3M appropriate regulation.

EMEA:

= 3M Sweden, Norway, and Finland: Relevant suppliers should enter their KID or FIK numbers into the
Payment Note field on the Invoice.

= 3M Belgium: If not included in the material prices, tolls levied when materials are transported by road in a
large truck should be included in the shipping charges.

= Europe (All): If Supplier billing is located in Europe and sending an invoice to any European 3M entity, both
the Supplier VAT registration number and 3M VAT registration number must be included in the Ariba
invoice.



Country Specific Invoicing Rules for 3M (continued)

Latin America:

= Mexican 3"-Party Provider selling to 3M Panama Pacifico and shipping to San Luis Potosi in Mexico
include the following Header comment on your invoice:

— OPERACION EFECTUADA AL AMPARO DEL ARTICULO 105Y 112 DE LA LEY ADUANERA,
ARTICULO 29 FRACCION |

— DE LA LEY DEL IVA. ARTICULO 156 DEL REGLAMENTO DE LA LEY ADUANERA 5.1.3.,5.2.2, 5.2.3
Y 4.3.22 DE

— LAS REGLAS DE CARACTER GENERAL EN MATERIA DE COMERCIO EXTERIOR VIGENTE
— In addition, Vendor should include IMMEX Number for 3M Purification S de RL de CV (2679-2006)



Country Specific Invoicing Rules for 3M (continued) EU Requirement

Invoices originating from EU countries should provide this information, per EU directives:
» Date of Supply (Header and Line Item Level)

* The Reason for tax exemption (Header or Line Item Level) in Tax Description field

= The KID or FIK number in the Payment Note field for Norway, Sweden, and Finland

= The Customer Address which determines the Customer VAT or Tax ID based on the Customer Bill To
Address

» The Supplier Commercial Registration ID

.
*» The Supplier VAT/Tax ID
ADDITIOMAL FIELDS
D Information Only. Na action is required from the customer.
Supplier Account ID #: Star =
Tax ategory * VAT Taxable Amount | $8,500.00 CAD Cust Refer : End =
Location Tax Rate Type I5=v' 1 Nole l
I scription l Rate(%) | 20 Supplier: ARIBA Test Supplier Account Choose Address 3 DEUTSCHLAND GMEE
Regime Tax Amount landan ON Customer: 3M DEUTSCHLAND GMBH
Canada
Exempt Detal (no valug) ~ NEUSS
te Of Pre-Payment = I Date Of Supply: |~ 8 Nov 2018 = l Germany
Law Referenc Triangular Transaction
Bill From: ARIBA Test Supplier Account
landon ON
SUPPLIER VAT CUSTOMER VAT

*Supplier VAT Tax ID:

DE223073938 |

Sugplier Commarcia
[denlilier:

Supplier Caommearcia
Credentials:

I FiCustomer WAT/Tax ID:

1206791759

DE
&=

ieuraa Fian




Scenario: Processing a Limit Order



Scenario: Processing a Limit Order-Order Confirmation

This scenario provides the steps for creating a confirmation and partial invoice for a Limit Order.

1. Select a Purchase Order from your Ariba Network INBOX. From the PO view, click the
Create Order Confirmation drop-down menu and select the Update Line Items option.

Purchase Order: 4500004631

B Create Order Confirmation v I L’ =1 Create Invoice v Hide | Pnnt Download PDF Export eXML | Download CSV | Resend

i ===

. fistory
Update Line tems

Reject Entire Order

Frens 10° Purchase Order

3M CANADA 3M Production Test Vendor - TEST (Pariially Invoiced
TEST ADDRESS 4500004631

COMPANY St Paul , MN 55014 Amount: $10,000,0)

300 TARTAN DRIVE United States

LONDON ON NSV AM9  phone

Canada Fax:
E a@mmm
b . B Create Order Confirmation % Create Service Sheet =i| Create Invoice Hide
aym
::E[T}E‘DM I Cannct confirm line items with undisclosed unit prices. To confimn the order, choose the Update Line ltems option.
Contac! t Information . :
---------------- Poentteotenctes e es Order Detail Order History

Note: Limit POs must be confirmed at the Line Item Level, selecting the Confirm Entire
Order option will cause the above error.




Scenario: Processing a Limit Order-Order Confirmation (continued)

2. The Order Confirmation Header displays. Enter the Confirmation #, which is any number
you use to identify the order confirmation.

3. Specify the Est. Completion Date information. It is applied to all line items.
4. Confirm the scheduled lines, by selecting the Confirm radio button.

Confirming PU L

| 1) Updale ltem Stalus v Qrder Confirmation Header

Review [ g ]
Confirmation # 5
:2 @ Confirmation RO2453088
Associated Purch: rder # 3500453095
mer:  Test PO - PLEASE DO NOT Ship - (R*5)

Supplier Reference

SHIPPING AND TAX INFORMATION

Enter tax information at the line item level

[
3 l Est. Completion Date 1 Nov 2018 = ] Est. Tax Cost.
Comments

Line ltems
ine # Part # Customer Part # Revision Level Qty (Unit) Need By Unit Price Subtotal
00001 1,000 (C62) 1 Nov 2018 $4,500.00 USD Unaisclosed Undisclosed
Limit Servi
» Schedule L
Unconfirm




Scenario: Processing a Limit Order-Order Confirmation (continued)

5. Once finished, click Next to proceed to the review page. Review the order confirmation and
click Submit. Your order confirmation is sent to 3M. The order confirmation is visible under
the Related Documents section of the order.

1.000 (C62) 1 Nov 2018 $4500.00USD  Undisclosed ~ Undisclosed

nnnnnnnnnnnnnn

Purchase Order: 3500453085 m

From Tax: Purchase Order

Supplier Address

Test Supplier
123 Test R g ety
Saint Paul, MN v




Scenario: Processing a Limit Order-Partial Invoice

Once an order has been confirmed and services are rendered, create an invoice. An invoice cannot be
created until the order is confirmed.

Important: Once you submit an invoice to 3M, a Service Entry Sheet is automatically generated and routed
to 3M for review and approval.

1. To create a partial invoice, select the confirmed PO from your INBOX. Click the Create Invoice drop-
down menu and select the Standard Invoice option.

Ariba Supply Chain Collaboration

Purchase Order: 3500453003 I
1 v Create Order Confirmation |_| &) Create Ship Notice l A Create Invoice v I ide | Print Download PDF | Export cXML | Download CSV | Resend
Standard Invoice
Order Detail Order History
—dedene
) s
From: To: Purchase Order
3M COMPANY 3M_SUP0O03 - TEST (Confirmed)
3M CENTER 2208E-02 999 main street 3500453093
ST. PAUL , MN 55144 St Paul , MN 55124 Amount: §3,875.00 USD
United States United States
Phone




Scenario: Processing a Limit Order-Partial Invoice (continued)

The Invoice Header displays.

2.

Enter the Invoice #. The invoice number cannot exceed 16 characters. It can contain alpha and
numeric characters, but cannot contain lowercase letters, leading zeros, dashes, slashes, spaces,
periods, or other special characters.

Enter an Invoice Date. The Invoice Date cannot be backdated by more than 364 days.

If several Remit To addresses are configured, select one from the drop-down list that displays. The
Bill To address defaults from the PO.

Select the Line level tax radio button.

¥ Invoice Header

Summary

2 Purchase Order: 3500453095 Subtotal: $0.00 USD

nvoice #* | [NZERIEEIR] o Tax: $0.00USD
e otal Gro nount:  $0.00 USD
Total Net Amount:  $0.00 USD
] invoice Date:* | & Oct 2018 = | Amount Due: $0.00 USD

1
3 Service Description:
Supplier Tax 1D:

To: 3M_SUPDO3 - TEST

St Paul , MN
4 United States
Bill To:  3M COMPANY
ST. PAUL , MN
United States




Scenario: Processing a Limit Order-Partial Invoice (continued)

6. Scroll down to add invoicing details at the Line Item Level. Click the Add/Update drop-down menu
and select the Add General Service option to add a general service line to the invoice.

Ling ltems
meert Line ltem Options
000 Limé Senae AddlUpdate v 6
Add Ganeral Senvice /
——ee

Note: Make sure you only ever use Add/Update and Add General Service in your Service invoice.
Any other options (for example, Add Labor Service or Add Material) will cause the invoice to fail.
Do not use Add. Using Add causes the line to come in blank to SAP.




Scenario: Processing a Limit Order-Partial Invoice (continued)

7.
8.
9.

10.
11.

Enter a Description of the service provided.

Update the Quantity to a partial amount of the full quantity to create a partial invoice.
Select the Unit (Unit of Measure) from the drop-down menu.
Enter the Unit Price.

Enter the Service Start Date and the Service End Date.

10

b

00001

]

SERVICE

Testing Limit

Elevator Service

100

40.00




Scenario: Processing a Limit Order-Partial Invoice (continued)

12. To add tax information at the Line Item Level, click the Tax Category checkbox.

13. Select Sales Tax from the tax type drop-down list. For EMEA Suppliers, VAT should be selected.

14. Click Add to Included Lines to include the tax line.

15. The Tax section displays under the service line. Enter the appropriate tax rate in the Rate % field.

12 13

14

kert Line [tem Options

Sales Tax

No. Include Type Part #
00001
@ SERVICE
Service Period Service Start Date:
Tax Category:* Sales Tax

Description

Limit Service

Senice 1

Customer Part #

Amount: | $4,000.00 USD

$40.00 USD

Rate(%). | 0.00

$4,000.00 USC

Remove

X Amount: | $0.00 USD

15




Scenario: Processing a Limit Order-Partial Invoice (continued)

16. Click Next at the bottom of the page. The Review page displays. Review your invoice for accuracy.
Scroll down to view the line item details and invoice totals. If no changes are needed, click Submit to

send the invoice to 3M.
17. A confirmation messages displays. Click Exit to return to the PO view.

Create Invoice

onfirm and submi X 3
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.

Standard Invoice

SUPPLIER:

wwwwwwwwwwwwwww

Postal Address: Postal Address:
989 maingtreet ~ 3MCENTER 220 -9E-02 989 main sireet
StPaul, MN 55124 ST. PAUL, MN 55144 StPaul, MN 55124
Uniled States United States United States

Invoice INV453095T1 has been submitted.

17 »_Print a copy of the invoice.
«| Exit Invoice creation.




Scenario: Processing a Limit Order-Partial Invoice (continued)

The PO view displays. The Invoice and Service Entry Sheet are linked under the Related Documents
section. The status of the order displays as Partially Invoiced.

Download POF | ExporfcXML | Download CSV | Resend
Onder Dedail
From; Ta Purchase Order
IM COMPANY IM_SUPODG - TEST Partally Invoice
M CENTER 220-96-02 054 main shreet 3500453095
ST. PAUL , MN 55144 S1Paul, MM 55124 Amount Undisciosed
nited States United States

Fhone

Fa

Email 18asupplerz@gmail com
Payment Terms !
NET &0
MNet 60 Days
Contact Information
Supplier Address Buyer Headquarter Address
Test Supplier
123 Teest Supplier Way PE!-uver Hame
Wirzznalis KN 12345 Email ; buperemalifmmm com

Phone; + () $8-11-3T76719




Scenario: Processing a Limit Order-Invoice Status

1. To verify the status of the invoice from your Home screen, click the OUTBOX tab. Scroll
through your list of Invoices or use the Search Filter to search using the Invoice Number.

2. Once the Service Entry Sheet is Approved, the Invoice transmits to 3M. The Routing Status
of the Standard Invoice line is Acknowledged and the Invoice Status is Sent.

HOME  INBOX CATALOGS ~ REPORTS  UPLOADDOWNLOAD

8V Documents v

Invoices  OrderConfirmations ~ ShipNofices  SenviceSheets  Extended Collaborafion  ProductReplenishment  Drafis

Invoices

» Search Filters

Invoices (6) §
Tlﬂﬂn
Standard weer  PLEASE 0045305 i ' '
moce ol poygr 00 Onle Supler  Supler Mo Ocer 8O0 S40000 USD  Acowedged Sent 2
olIr=1R"J]
TestO-

St wveeypeart  PAE jsonueans  onine

Supolier Supplier  No Qrder 80ci 2013

51.05000 USD  Acknowledged Sent



Scenario: Processing a Limit Order-Additional Invoices

Once the remaining services are performed, a second Invoice will need to be created for the balance. Ariba will allow you
to create an Invoice for more than the remaining balance on the PO, but the Invoice will be rejected by 3M. After you have
submitted the second invoice, verify that the Invoice has been approved. To verify the Invoice status:

1. Click OUTBOX.

2. If you have over invoiced, the Invoice Status shows as Rejected.

3. Click the Invoice # hyperlink to open the Invoice and view the error details.
4

. To submit a corrected invoice, create a new Invoice from the Purchase Order.

HOME INBOX CATALOGS REPORTS UPLOAD/DOWNLOAD CSV Documents v
1 / Invoices Order Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts.
Invoices

» Search Filters

Invoices (7) =
Standard vasagoero  TEStPO- PLEASE N -
[ INvassoseT2 PR Supplier Suppier  No 300t 2018 5200000 USD Failed Rejected ] : !
Srangar INV453095T1 Beoﬁ‘,\‘%c.’r'sﬁfﬁsnﬁﬂ Oniine Supplier Supplier Mo Order 2 0ct 2018 $400000 USD  Acknowledged Sent
Standard P Test PO - PLEASE N . .
Invoice INV453094T1 DO NOT Ship - (R°5) i Supplier Supplier Ne Grder 8 0ct 2018 $1,05000 USD Acknowledged Sent
Standard ooz TestPO- PLEASE o
Invoice: INV453096T2 K
Edit Create Line-ltem Credit Memo | | Copy This Invoice | Print Download PDF + Export cXML
Detail Scheduled Payments History

Rejected Invoice:
Reasons:
INV-38° The invoice was successfully received

DOC-1: Invoice validation failed.

Invoice could be rejected due to buyer business rules. Check the History tab for the reason the buyer rejected this invoice, or contact the buyer for more information. Note that buyers might reject invoices that do not meet their business rules.




Free Text Description Service Orders



Free Text Description Service Orders Overview

Free Text Description Service Orders are used when 3M is requesting a fixed-rate
service with defined start and end dates.

The requirements for processing a Free Text Description Service Order through
the Ariba Network are:

Purchase Order

Orc?ler Confirmation
Review

3M



Free Text Description Service Orders: Order Review

Purchase

Order Review

Ariba Network

INBOX

OQutstanding Invoices

800

$a00

OUTBOX

Switch to Classic Design

Gompany Seffings v BTeﬂSum\\iertesl— v

CATALOGS REPORTS CSV Documents v

All Customers

W - Q11 - production QA

Ariba Network
HowE ouTBOX

Orders and Releases

Orders and Releases

Orders and Releases

Orders, Invoices and Payments

Jan 2016 Fab 201

Rereie

Rejectad iy Sent

» Search Filters

All Customers Last 14 days

10 1
Orders to Ship Orders that Need

New Purchase  Orders lo Confirm Pinned Documents 1y
Orders Attention More Order
Order 4500496954
Custome Status A L Amount Invoice Action

4300761813 2} 3M-QI5-0A New $1,000.00 CAD 19 Apr 2016 $000 CAD Select Order 4500546757

4800761691 7 3M- Q5 -QA New S50000CAD 15 Apr2016 D00 CAD select )
Order 4500546756
Order 4500496053
Order 4500496951
Order 4500546745

Time & Expense Shests

*  Help Center »

Create v

DAY

ew, Changed, and Canceled Free Text Description Service Orders are sent to
our Ariba Network account and are available to view in your

Ariba Inbox.

ATALOGS ~ REPORTS

Early Payments

Items to Ship

Orders and Releases (100+)

3M-QI5- QA

3M - Q1 - production QA

M- QI5- QA

IM-QI5- QA

3M - Q1 - production QA

3M - QI1 - production QA

IM-QI5- QA

Switch to Classic Design

Remittances

Scheduled Payments Inquiries

3M Deutschland GmbH
HILDEN, 05
Germany

3 Brockville - Tape
BROCKVILLE, ON
Canada

3M Brockille - Tape
BROCKVILLE, ON
Canada

2 Brockville - Tape
BROCKVILLE, ON
Canada

3M Brockville - Tape
BROCKVILLE, ON
Canada

3M Brockville - Tape
BROCKVILLE, ON
Canada

3 Brockville - Tape
BROCKVILLE, ON

IM Brockille - Tape

Notifications

$1,00000 GAD

$2,000.00 CAD

$9,000.00 GAD

$9,00000 CAD

$2,000.00 CAD

5500.00 GAD

$2,000.00 CAD

More.

19 Apr 2016

19 Apr 2016

18 Apr 2016

18 Apr 2016

13 Apr 2018

15 Apr 2016

15 Apr 2016

Company Seftings v B Test Supplier test-... v

Partially Serviced

Partially Invoiced

Confirmed

Partially Invoiced

Partially Invoiced

Partially Invoiced

Invoice

Invoice

Invoice

Invoice

Invoice

Invoice

Invoice

$0.00

$0.00

$5,000.00

$0.00

$400.00

s68.87

CSV Documents v

CAD

Help Center >>

Create v

Original

Original

Original

Original

Original

Original

Original

Actions

Actions

Actions

Actions

Actions

Actions

Actions

Actions




Free Text Description Service Orders: Order Confirmation

Confirmation

Order Confirmations (OCs) are required to be completed through the Ariba Network prior to
invoicing. OCs are required for all POs and PO changes. OCs must be submitted within 48 hours of
PO receipt. Multiple Order Confirmations are not recommended when:

= Multiple statuses on a single line requires discussion with the 3M Buyer listed on your PO to submit
the PO Change Order prior to confirmation so the confirmation will not fail in our ERP.

= Single status on a single line is supported - all back order or all accepted.

- If you are unable to fulfill a line item or the entire order, the Supplier must be in direct contact
with the 3M Buyers listed on your PO. A Change Order or Canceled Order will be issued.

— Do not reject any Purchase Order line items or entire POs through the Ariba Network.



Free Text Description Service Orders: Order Confirmation (continued)

Confirmation

Quantity and Price:
= You may propose changes to quantity and price on the order confirmation.

= 3M issues a Change PO if changes are agreed to and approved through the order confirmation or through
direct contact (for exceptions) with your PO Buyer.

= You acknowledge the Change Order with updated quantity or price changes prior to submission of the
Invoice.

Unit Of Measure (UOM):
= Review the UOM on the PO and verify it will be the UOM used when invoicing.

= |f the UOM is incorrect, you must be in direct contact with the Buyer listed on the PO and specify the
correct UOM needed in the Comments.

= You will not be able to invoice in a different UOM than the UOM specified on the order.
= |nvoices in a different UOM will be rejected.



Free Text Description Service Orders: Order Confirmation (continued)

Purchase

Order

Review

Order
Confirmation

The steps for confirming Free Text Description Service Orders are:

1. Select a Purchase Order from your Inbox. From the PO view, click the Create Order Confirmation

drop-down menu and select

either:

= Confirm Entire Order to confirm the order at the Header Level.

= Update Line Items to confirm or make modifications at the Line Item Level.

Purchase Order:

‘ B Create Order Confir

4500004631

mation ¥ I % Create Ship Notice

...............

Confirm Entire Order
Hist
1 ] Update Line tems —
Reject Entire Order
Fron 10
3M CANADA 3M Production Test Vendor - TEST
TEST ADDRESS
COMPANY St Paul , MN 55014
300 TARTAN DRIVE United States
LONDON ON N5V 4M9  Phone:
Canada Fax:
Email: mburra@mmm.com
Payment Terms f
NET 30
Net 30 Days

Bunias Uandoactar &ddeans

l = Create Invoice »

Hide | Print

Download PDF | ExportcXML | Download CSY | Resend

Purchase Order
(Partially Invoiced)
4500004631
Amount: $10,000,0

Routing Staty
Related Documeni

105



Free Text Description Service Orders: Confirm Entire Order

Purchase Order

Order Review Confirmation

2. The Order Confirmation Header displays. Enter the Confirmation #, which is any number you use
to identify the order confirmation.

3. Specify the Est. Delivery Date information. It is applied to all line items.

Confirming PO Next
,':1\ Confirm Entire R
'\_,:' Crder v Order Confirmation Header * Indicates requied field
2 Review Order Confirmation #. 514954
Confirmation AS8OCIZIED TTUICTIZSE N0 7.
Customer.  Teat PO - PLEASE DO NOT Shep - (075)
Supglier Reference: ||
SHIPPING AND TAX INFORMATION
Fsl Shipping Daln i) Fst Shipping Cosi
3 [ = ] .
Commants:
Line tems
Customer Part # Hevision Level Oty {Unit) Need By Unit Price Sublntal Tax  Cusiomer Location
Non Catalog ltem 000000007 100000270 10,000 {EA) 13 Mo 2013 $10.00USD 10000 UsD
Descrption:  Descriplion in ML
Current Order Stalus 106
0000 Confiomed As s




Free Text Description Service Orders: Update Line Item

> > Confirmation

Line Item Level confirmation:

There is an additional step for confirming orders at the Line Item Level. Scroll down to view the line
items and choose among the possible values for Free Text Description Service Orders:

= Confirm: You received the PO and will perform the requested work.

» Reject: Do not use the Reject status. If you are unable to fulfill a line item, you must be in direct
contact with the Buyer listed on the PO. A Change Order or Canceled Order will be issued.

Lina Hems

L --\.. 14 : usimer '-hJ"...' :'.- o Ll\. -_l. I. 1 "u'. ed E Lrul rl = ':.ln. _.I. ': rome Ll\.l\. abon
1 Man Catalog lbemn 1.000.000 (EA) 31 Oct 1013 $10,000.00 CAD £10.000,000.00 CAD
cecrption:  TEST

v Schedule Lines

Current Order Status

[ ] 1,000 000 Cordomed With New Dale

Canlirm Backonder x Rejecl x | ctals T

Note: You should not use several statuses for a single line item. Contact the
Buyer list on the PO for assistance.




Free Text Description Service Orders: Review and Submit

Confirmation

4. Continue to update the status for each line item. Once finished, click Next to proceed to the Review
page. Review the order confirmation and click Submit. Your order confirmation is sent to 3M.

Il - 1] |4

Confirmation #: POA1813
Supplier Reference:
Est. Shipping Date:

Est. Shipping Cost:

Est Tax Cost
Est. Delivery Date: 20 Apr 2016
Comments:
Line ltems
Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtota
0 0876542 000000007100062723 10.000 (RO} 25 Apr 2016 $100.00 CAD $1.000.00 CAD $§0.00 CAD

CLP-D6661 EBLB 111 NB BFE S1 97262181
Current Order Status:

1 Backordered (Estimated Delivery Date: 29 Apr 2016)
9.000 Unconfirmed

Note: If you need to make further changes, click Previous to navigate back to the Update window. Click Exit to
completely exit the order confirmation. Ariba will not save the order confirmation.




Free Text Description Service Orders: Notification

Purchase Order

Order Review Confirmation

Order confirmation notifications are submitted based on Supplier Profile configuration. Upon
completing your order confirmation, you will receive an e-mail notifying you that an order

confirmation has been submitted.

q AribaNetworkAdmin <ordersender-prod@ansmtp.ariba.com>
[EXTERNAL] Order Confirmation ALTEST1307 has been submitted to 3M - QIL - production QA

there are problems with how this message is displayed, click here to view it in a web browser,
ick here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

This notification contains important information about your test Ariba account (ANID: AN01056015978-T).
Your purchase order status

Order #: 3500281785

Buyer Name:3M - QI1 - production QA

Buyer ANID:AN01011698851-T

Order Date: 13 Jul 2017 5:17:36 AM GMT-05:00

Status: Confirmed

Item Part # Qty Unit  Description
1 Non Catalog Item 1.000 C62  TEST Limit - elevator maintenance
Status

1.000 Confirmed With New Date(Estimated Delivery Date: 20 Jul 2017 )

Ariba Network

Unit Price
£7,500.00 GBP

Extended Price
£7,500.00 GBP
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Free Text Description Service Orders: Invoicing

EDEDELD

Once an order has been confirmed and services are rendered, create an invoice. An invoice cannot be created until
the order is confirmed.

Important: Once you submit an invoice to 3M, a Service Entry Sheet is automatically generated and routed to the
3M buyer for review and approval.

The steps for creating an invoice are:
1. Select a confirmed PO from your INBOX. Click the Create Invoice drop-down menu and select the Standard

Invoice option.
Ariba Supply Chain Collaboration I —

Purchase Order: 4800006391

5 Create Invoice v Hide | Print Download PDF Export cXML | Dowi

v Create Order Confirmation || % Create Ship Notice

1 Standard Invoice
Order Detail Order History .
. Credit Memo
Line-ltem Credit Memo
From: To:
3M CANADA COMPANY 3M Production Test Vendor - TEST-5UP01
300 TARTAN DRIVE TEST ADDRESS
LONDON ON NBV 419 St Paul , MN 55014

Canada United States
Phone:
Fax:
Email: test@mmm.com




Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review Confirmation

A pop-up warning displays indicating the Invoice will generate the Service Entry Sheet for you. The Invoice is sent

after 3M approves the Service Entry Sheet. Click the Don’t show me this message again checkbox to disable to the
warning in the future.

Warning!

% This customer requires service sheets for service orders. When you create an

invoice without first creating a service sheet, Ariba creates a service sheet for you.
The invoice is sent after the customer approves the service sheet.

[[] Don't show me this message again

\ N




Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review Confirmation

2. Select aline item to Invoice. You can only invoice for one line item at a time on a Free Text Description Service
Order. If there are multiple lines on the order, you will need to complete the invoicing steps again for each
additional line.

3. Click Next.

Line ltems
Line # Part ID / Descniption
e | 10001 4
Service ltem
10002 ey

Service ltem

'EI Service Sheet Required.

Next Exit




Free Text Description Service Orders:

Invoicing (continued)

Purchase

Order Review

The Invoice Header displays. Information from
the PO defaults into the Invoice. Fields with an
asterisk (*) are required.

4. Enter the Invoice #. The Invoice # cannot
exceed 16 characters. It can contain alpha
and numeric characters but cannot
contain lowercase letters, leading zeros,
dashes, slashes, spaces, periods, or other
special characters.

5. Enter an Invoice Date. The Invoice Date
cannot be backdated by more than 364
days.

Order
Confirmation

¥ |nvoice Header

Summary

Purchase Order:

4500021229

I Invoice #: *

INV21229

J Invoice Date: *

2 Mov 2018

Service Description:

Supplier Tax ID:

Remit To

Bill Ti:

6402 Westchester Cir

Golden Valley

MNaoreray
3M CANADA COMPANY

LONDOMN OM
Canada

Subtotal:

Total Tax

Total Gross Amount:
Total Met Amount:
Amount Due:

$6,900,000,000.00 USD

£0.00 USD
$6,000,000,000.00 USD
$6,000,000,000.00 USD
$6,900,000,000.00 USD




Free Text Description Service Orders: Invoicing (continued)

6.

7.

Purchase

Order Review

Order
Confirmation

Verify the Remit To address. If
you have configured several
addresses, select one from the
drop-down list that displays. The
Bill To address defaults from the
PO.

Tax can be submitted at the
Header Level or at the Line Item
Level. Select the appropriate
option.

= Inwvoice Header

Add to Header -

OMNTARIO

Canada

SUMMARY
Purchase Order: 4500000791
* Inwvoice #: 845760 |
* Invoice Date: |2 Oct 2013 |
Supplier Tax ID: | |
Remit To: 3M - TEST
St. Paul, MN
United States
Bill To:

Subtotal:
Total Tax:
Total Shipping:

Total Gross Amount:

Total Met Amount:
Amount Due:

$18,750.00USD View/Edit
$0.00USD Addresses
£0.00USD

$18,750.00USD
$18,750.00USD
%$18,750.00USD

) Header level tax a

@ Line lewvel tax
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Free Text Description Service Orders: Invoicing (continued) EU Requirement

Purchase Order

Order Review Confirmation

For invoices originating from the European Union (EU), countries must provide additional information on invoices when
applicable as advised by EU directives.

Enter the below applicable information into the Additional Fields section:

= Verify the Customer Address, which determines the Customer Value Added Tax (Customer VAT) or Tax ID based on
the Customer Bill To Address.

= For Norway, Sweden, and Finland, the Payment Note field is used to enter the KID or FIK numbers, if applicable.

ADDITIOMNAL FIELDS

O tnrarmation Only. Mo action is required from the customer

Sugplier Accoun L ID &: | | Service Start Date: | | E
Custormer Referance - | | Service End Date: | | E
I Paymeant Note: | | I
Supplier: ARIBA Test Supplier Account I Chaose Address |3H DEUTSCHLAND GMBE gl
landon ON Customer: 3™ DEUTSCHLAND GMBH
Canad
NEUSS
Garman 'l
Email
Bill Fram: ARIBA Test Supplier Account
london ON
Canada

O 7ax paid through a Tax Representative

115




Free Text Description Service Orders: Invoicing (continued) ~EU Requirement

DR

Scroll down to the Supplier VAT section and enter the below information, if applicable.

» For Invoices where VAT is applicable, the Supplier VAT/Tax ID field is mandatory. You can automatically default
your VAT ID onto the Invoice by adding it to your company profile. VAT numbers cannot contain spaces, hyphens, or
any special characters. If these fields are not applicable, leave the fields blank. Do not enter NA.

» The Buyer rules are configured to assign the Customer VAT ID for the Bill To Address.

= The Supplier Commercial Identifier.

SUPPLIER VAT CUSTOMER VAT

* Suppliar VAT Tax I[0: [pE223073938 * Customer VAT Tax ID: ||:|5 120670175 |

I Fequrzaried

Supplier Cammercia |
[dentilier:

Supplier Cammearcia
Credentials:




Free Text Description Service Orders: Invoicing (continued)

Purchase

Order Review

Order
Confirmation

Scroll down to review invoicing details at the Line Item Level.

8.
9.

10.

11.
12.

Verify the Description.
Verify the Quantity.

Verify the Unit (Unit of Measure) it will default from the order. You will not be able to invoice in a different UOM than

the UOM specified on the order. Invoices in a different UOM will be rejected.

Verify the Unit Price.

Enter the Service Start Date and the Service End Date.

Cine ems

Insert Line ltem Options

- 10004

Pricing Details

Price Unit  EA
Unit Conversion: 1

1 2 Service Period

Service Start Date: =]

Price Unit Quantity:
Description:

I Service End Date:

Tax Category: 0% VAT /0 Tax W Disgount
Mo. Include Type Part # Pescripfion ‘Customer Part # Puantity Unit Unit Price Subtotal
Eervice ltam d/Upd:
10001.2 @ SERVICE | Test Serl I 1 I I EA4 | each W I | $10,000.00 CA I $10.000.00 CAD
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Free Text Description Service Orders: Invoicing (continued)

Purchase

Order Review

Confirmation

16

13. To add tax information to the line item, click the Tax Category checkbox.
14. Select the tax type from the drop-down list that you want to apply.
15. Click Add to Included Lines to include the tax line.
16. The Tax section displays under the service line. Review the Taxable Amount, update as necessary, and enter the
. o, £
tax rate in the Rate % field. 14 15
Insert Line [tem Options
13 v/ TaxCategory: || var Lo Add to Included Lines
Tax Category* | VAT Taxable Amount | $8,500.00 CAD
Location: Tax Rate Type:
Deseription: Rate(%). 20
Regime: Tax Amount:
Exempt Detail. | (no value) ~
Date Of Pre-Payment: Date Of Supply: | 8 Nov 2018
Law Reference: Trangular Transaction
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Free Text Description Service Orders: Invoicing (continued)

Tax Exempt Only:

Purchase

Order Review

Order
Confirmation

If a Line Item is tax exempt, from the Exempt Detail drop-down menu select, Exempt or Zero Rated. In the Description

field, provide a reason for tax exemption.

Tax

Category:* | VAT hd Taxable Amount  $8,500.00 CAD
Location: Tax Rate Type:
Description: Rate(%). | 20
Regime: N Tax Amount:
Exempt Detail. | (novalue) ~
Date Of Pre-Payment: Date Of Supply: | 8 Nov 2018
Law Reference: Triangular Transaction
3M
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Free Text Description Service Orders: Invoicing (continued)

EU Requirement

Entering a Date of Supply is an EU directive for applicable countries.

Purchase

Order Review

Order
Confirmation

Tax

Category:*

Location:

Description:

Regime:

Date Of Pre-Payment:

Law Reference:

VAT

Taxable Amount: | $8,500.00 CAD

Tax Rate Type:
Rate(%): | 20
Tax Amount:
Exempt Detail: | (no value) ~

Date Of Supply: | 8 Nov 2018

Triangular Transaction
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Free Text Description Service Orders: Invoicing (continued)

Purchase

Order Review

Order
Confirmation

17. Once you have completed all applicable fields, click Next at the bottom of the page. The Review page displays.
Review your invoice for accuracy. Scroll down to view the line item details and invoice totals. If no changes are

needed, click Submit to send the invoice to 3M.

Click Previous to continue editing the invoice. Clicking Save will save the invoice in the Drafts tab in your Outbox for

up to seven days.

Create Invoice

Standard Invoice

REMIT TO:

3M_SUP003 - TEST

Postal Address:
999 main street

St Paul, MN 55124
United States.

Invoice Number : INV453095T1
Invoice Date © Monday 8 Oct 2018 7:14 PM GMT-05:00
Onginal Purchase Order : 3500453095

BILL TO:
3M COMPANY

Postal Address:

3M CENTER 220-9E-02
ST. PAUL , MN 55144
United States

Previous

| Save

Subtotal :

Total Tax :

Total Gross Amount
Total Net Amount :

Amount Due

SUPPLIER:

3M_SUPQ03 - TEST

Postal Address:
9399 main street
StPaul, MN 55124
United States

$4,000.00 USD

$0.00 USD
$4,000.00 USD
$4,000.00 USD
$4,000.00 USD

Exit

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United States. The document's destination country is:United States.
If you want your invoices to be stored in the Ariba long term decument archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.
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Free Text Description Service Orders: Invoicing (continued)

p o m o

If you selected to receive invoice notifications on your account, you will receive e-mails regarding invoice status. The
Invoice Statuses are:

= Sent/Processing: The invoice has been received and is being processed.
= Pending Approval: The Service Sheet has been routed for approval.
= Approved: The invoice has been processed and invoice amounts approved.

» Rejected: The invoice has been rejected because it did not pass validation or the Buyer/Accounts Payable canceled
the invoice. The Comments contain text explaining why the invoice was rejected and the actions you should take to
re-submit a corrected invoice. You may use the same invoice number for Rejected or Failed invoices. If the invoice is
for AutoGen SS, the Service Sheet is rejected by requester.

= Paid: The invoice amounts have been paid.



Free Text Description Service Orders: Invoicing (continued)

When an invoice is
submitted, you will
receive e-mail
notifications that
inform you of the
status:

= Verified

= Signed
» Pending

Your customer 3M - Ql1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO10568015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

e TEST1234
Invoice
Status Sent

Description This document has been digitally verified.

View invoice

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - Ql1 - production QA

Invoice

e TEST1234
Invoice
Status Sent

Descrnption This document has been digitally signed.

View invoice

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - Ql1 - production QA

Invoice

i TEST1234
Invoice
Status Sent

The document was added to the pending queue for

download.

Descrnption

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

i TEST1234
Invoice

Status Sent
Description

View invoice
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Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review Confirmation

You will also receive an e-mail notification when:
» The Service Entry Sheet has been sent to pending. Pending means it has been sent to 3M.
» The Service Entry Sheet has been accepted. Accepted means it has been received by 3M.

Customer: 3M - Ql1 - production QA
Purchase Order #: 3500281834

Service Sheet #: NHTEST808 Purchase Order #: 3500281834

Service Sheet Status: Sent Service Sheet #: NHTEST808
Description: The document was added to the pending queue for download. Service Sheet Status: Sent

Description: Accepted |

More details about the service outline line items are listed below: ] ] o )
More details about the service outline line items are listed below:

Service Sheet Line #: 1
Service Sheet Line Description: Painting Offices Building A

Service Sheet Line #: 1
Service Sheet Line Description: Painting Offices Building A

3M .



Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review

Confirmation

To view the status of your Invoice, navigate to your OUTBOX. The Invoice Routing Status remains On Hold and
Invoice Status is Pending Approval until the Service Entry Sheet is approved by 3M. Once the Service Entry Sheet is
Approved, the invoice transmits to 3M. The Routing Status changes to Acknowledged and Invoice Status to Sent.

Home Inbox l Outbox ICatangs Reports

Invoices Order Confirmations Ship Notices Service Sheets Drafts

» Search Filters

Invoices Total: 37 \ 1], 1l
i m
Invoice # Customer Reference Submit Method Origin Source Doc Date Amount Routing Status| Invoice Status [
) =] INWE953 3M - QI1 - production Q& 4500496953 Online Supplier Order 18 Apr 2016 $400.00 CAD §On Hold Pending Approva e
Invoices To!al: ! ‘ m_
Invoice # Customer Reference Submit Method origin Source Doc Date Amount Routing Status Invoice Status

O = INV6E953 3M - QI1 - production QA 4500496553 Online Supplier Order 18 Apr 2016 £400.00 CAD | Acknowledged Sent

(Grete et Gredeviamo) |
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Free Text Description Service Orders: Invoicing (continued)

Purchase

Order Review

Order

Confirmation

If a Service Entry Sheet has incorrect information,
it can be Rejected by 3M. The Invoice Routing
status is changed to Rejected and the Invoice
Status to Rejected.

To view comments on why the invoice was
rejected, click the Invoice Number. On the
History tab, the Comments contains text
explaining why the invoice was rejected and the
actions you should take to re-submit a corrected
invoice.

Invoice: INV2139

Edit Create Line-ltem Credit Memo Copy This Invoice Download PDF «
Detail Scheduled Payments History
Invoice: INV2139
Invoice Status: Rejected

Received By Anba Network On
Submitted By

: 8 Nov 2018 10:25:05 AM GMT-06:00
. Test Supplier test-3mprod

Export cXML

History
Status Comments
The invoice was successfully received.
INW-52: The subtotal of line item 1 exceeds the buying organizations line item subtotal limits. 7
DOC-6: A document preprocessing error occurred.
Failed Invoice validation failed.
3M
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Country Specific Invoicing Rules for 3M

All: Suppliers are responsible for advising 3M if e-Invoices are not legally or regulatorily supported and
providing 3M appropriate regulation.

EMEA:

= 3M Sweden, Norway, and Finland: Relevant suppliers should enter their KID or FIK numbers into the
Payment Note field on the Invoice.

= 3M Belgium: If not included in the material prices, tolls levied when materials are transported by road in a
large truck should be included in the shipping charges.

= Europe (All): If Supplier billing is located in Europe and sending an invoice to any European 3M entity, both
the Supplier VAT registration number and 3M VAT registration number must be included in the Ariba
invoice.



Country Specific Invoicing Rules for 3M (continued)

Latin America:

= Mexican 3"-Party Provider selling to 3M Panama Pacifico and shipping to San Luis Potosi in Mexico
include the following Header comment on your invoice:

— OPERACION EFECTUADA AL AMPARO DEL ARTICULO 105Y 112 DE LA LEY ADUANERA,
ARTICULO 29 FRACCION |

— DE LA LEY DEL IVA. ARTICULO 156 DEL REGLAMENTO DE LA LEY ADUANERA 5.1.3., 5.2.2,5.2.3
Y 4.3.22 DE

— LAS REGLAS DE CARACTER GENERAL EN MATERIA DE COMERCIO EXTERIOR VIGENTE
— In addition, Vendor should include IMMEX Number for 3M Purification S de RL de CV (2679-2006)



Country Specific Invoicing Rules for 3M (continued) EU Requirement

Invoices originating from EU countries should provide this information, per EU directives:

Date of Supply (Header and Line Item Level)
The Reason for tax exemption (Header or Line Item Level) in the Tax Description field
The KID or FIK number in the Payment Note field for Norway, Sweden, and Finland

The Customer Address, which determines the Customer Value Added Tax (Customer VAT) or Tax ID
based on the Customer Bill To Address

The Supplier Commercial Registration ID

The Supplier VAT/Tax ID

Tax

Category * VAT

Taxable Amount | $8,500.00 CAD
Tax Rate Type:
Rate(%) | 20
Tax Amount

Exempt Deta (no value) ~

I Date Of Supply. | 8 Nov 2018
Triangular

gular Transaction

ADDITIOMAL FIELDS

D Information Only. Na action is required from the customer.
Supplier Account ID #:
Custor eler
I5=v' 1 Note: l
Supplier: ARIBA Test Supplier Account
landon ON
Canada
Bill From: ARIBA Test Supplier Account

landon ON

Choose Address

Customer:

3M DEUTSCHLAND GMEE
3M DEUTSCHLAND GMEH

SUPPLIER VAT

* Supplier VAT Tax ID:

DE223073936 |

Sugplier Commercia
[dentiliar:

Sugplier Commearcia
Credentials:

CUSTOMER VAT

NEUSS

Garmany

I iCustomer VAT Tax ID:

120679175

DE
&=

ecquirad Fieid




Scenario: Processing a Free Text
Description Service Order



Scenario: Free Text Description Service Order-Order Confirmation

This scenario provides the steps for creating an order confirmation and partial invoice for a Free Text
Description Service Order.

1. Select a Purchase Order from your Inbox. From the PO view, click the Create Order Confirmation
drop-down menu and select the Confirm Entire Order option.

Purchase Order: 4500004631

‘ B Create Order Confirmation I [ =i Create e Hide | Prnt Download POF ExportcXML | Download CSV | Resend
Confirm Entire Order

1 X fistory
| Update Line ltems :

Reject Entire Order

[NETE (i Purchase Order
3M CANADA 3M Production Test Vendor - TEST (Partially Invoiced
CONOANY TEST ADDRESS 4500004631

St Paul , MN 55014 Amount: $10,000,0
300 TARTAN DRIVE United States

LONDON ON N5V 4M3  Phone

Canada Fax:

Emai mburra@mmm.com

Payment Terms '/ Routing Stat
NET 30 Related Docume
Net 30 Days

Contact Information
Erimmling A dodennn




Scenario: Free Text Description Service Order- Order Confirmation (continued)

2. The Order Confirmation Header displays. Enter the Confirmation #, which is any number you
use to identify the order confirmation.

3. Specify the Est. Delivery Date information. It is applied to all line items.

Confirming PO £ “
Caonfirm .
wrder ¥ Order Confirmation Header
2 (2) Comew Orces l e ]
L. Confirmatior AsanCigied Furchase Uroer 7. SoUDN 146
“usiomer.  Test PO - PLEASE DO NOT Ship - (D°5)




Scenario: Free Text Description Service Order- Order Confirmation (continued)

4. Click Next to proceed to the review page. The Review Order Confirmation screen displays, click
Submit. Your Order Confirmation is sent to 3M. The Order Confirmation is visible under the Related
Documents section of the order.

Ariba Supply Chain Collaboration

Confirming PO

Confirm Entire .
Order Confirmation Update

Confirmaticn #  POA53003
Supplier Reference

Review Order

2 Confirmation

Purchase Order: 3500453095 “

From; Te: Purchase Order
IM COMPANY SM_SUPGDS - TEST feme

M CENTER 230-3E-02 200 main sinest 3600453005
Amount Uindise o

Payment Terms

Mot 60 Days

Comtact Information [ ' i ]

Supplier Address Buyer Headguarter Address

Test Supplier e e o
123 Test R Phanec =] 4B-T1-5IT0TE:
Saint Paul, MN Fax W




Scenario: Free Text Description Service Order-Partial Invoice

Once an order has been confirmed and services are rendered, create an invoice. An invoice cannot be
created until the order is confirmed.

Important: Once you submit an invoice to 3M a Service Entry Sheet is automatically generated and routed
to 3M for review and approval.

1. To create a partial invoice, select the confirmed PO from your INBOX. Click the Create Invoice drop-
down menu and select the Standard Invoice option.

Ariba Supply Chain Collaboration

Purchase Order: 3500453003 I
1 v Create Order Confirmation |_| &) Create Ship Notice l A Create Invoice v I ide | Print Download PDF | Export cXML | Download CSV | Resend
Standard Invoice
Order Detail Order History
e
) s
From: To: Purchase Order
3M COMPANY 3M_SUP0O03 - TEST (Confirmed)
3M CENTER 2208E-02 999 main street 3500453093
ST. PAUL , MN 55144 St Paul , MN 55124 Amount: §3,875.00 USD
United States United States
Phone




Scenario: Free Text Description Service Order-Partial Invoice (continued)

2. Select alineitem. You can only invoice for one line item at a time on a Free Text Description Service
Order.

3. Click Next.

Line Items
Line # Part ID / Description
2 ° 10001 Al
Service ltem
10002 Al
Service ltem
Al se R




Scenario: Free Text Description Service Order-Partial Invoice (continued)

The Invoice Header displays.

4.

Enter the Invoice #. The invoice number cannot exceed 16 characters. It can contain alpha and
numeric characters, but cannot contain lowercase letters, leading zeros, dashes, slashes, spaces,
periods, or other special characters.

Enter an Invoice Date. The Invoice Date cannot be backdated by more than 364 days.

If several Remit To addresses are configured, select one from the drop-down list that displays.
The Bill To address defaults from the PO.

Select the Line level tax radio button.

¥ Invoice Header

Summary
. Subtotal: 518,750.00USD
4 Purchase Order: 3500453095 Total Tax: $0.00USD
{ invoice =:*| vas3005T] | ] Total Shipping: $0.00USD
1 Total Gross Amount: $18,750.00USD
l — p— Total Met Armount: %$18,750.00USD
1 Invoice Dafe-* | 8 Oct 2018 =5 Amount Due: $18,750.00USD
5 Service Description:
6 Remit To: 3M_SUPOO3 - TEST
St Paul, MN

United States
Bill To: 3M COMPANY

ST. PAUL , MN
United States




Scenario: Free Text Description Service Order-Partial Invoice (continued)

Scroll down to review invoicing details at the Line Item Level.
8. Verify the Description.
9. Update the Quantity to a partial amount of the full quantity to create a partial invoice.

10. Verify the Unit (Unit of Measure) it will default from the order. You will not be able to invoice in a
different UOM than the UOM specified on the order. Invoices in a different UOM wiill be rejected.

11. Verify the Unit Price.
12. Enter the Service Start Date and the Service End Date.

8 9 | 1 | 1
TTe TEems T

Insert Line ltem Options

—_
3
.
d
E
E
@
i




Scenario: Free Text Description Service Order-Partial Invoice (continued)

13. To add the tax information at the Line Item Level, click the Tax Category checkbox.

14. Select Sales Tax from the tax type drop-down list. For EMEA Suppliers, VAT should be selected.
15. Click Add to Included Lines to include the tax line.

16. The Tax section displays under the service line. Enter the appropriate tax rate in the Rate % field.

i
fert Line ltem Opfions ::
J - . Saes-al | ©
Tax Category:* | VAT Taxable Amount: | $8,500.00 CAD
Location: ax Rate Type
Description: Rate(%) 0.00 6
Regime: Tax Amount
Exempt Detai (no value) ~
Date Of Pre-Payment: Date Of Supply 8 Nov 2018
Law Reference: Triangular Transaction




Scenario: Free Text Description Service Order-Partial Invoice (continued)

17. Click Next at the bottom of the page. The Review page displays. Review your invoice for accuracy.
Scroll down to view the line item details and invoice totals. If no changes are needed, click Submit to
send the invoice to 3M.

18. A confirmation messages displays. Click Exit to return to the PO view.

- =] | (17

Create Invoice

Confirm and s hmtth It will not be i nned to the coul of ol g dd n of in e. The document's natin g Lrv LI l d S[al .. The doc ["sdest t ntry is:United States.
If you want you s to be stored in the Ariba long term doc rchivi gyucan h ribe to rchivi u service. Nl mty ou will also be b\ to n old ir Ice you subscl bet the archivi g service.
Standard Invoice
mber : INV453085T1 $4,000.00 USD
e Date © Monday 8 Oct 2018 7:14 PM GMT-05:00 $0.00 USD
rder © 3500453095 $4,000.00 USD
$4,000.00 USD
$§4,000.00 USD
REMIT TO: BILL TO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUPD03 - TEST
Postal Address: Postal Address: Postal Address:
993 main street 3M CENTER 220-9E-02 989 main sireet
StPaul, MN 55124 ST. PAUL, MN 55144 StPaul, MN 55124
Uniled States United States United States

Invoice INV453095T1 has been submitted.

18 . fri.n'. acopy of :hg invoice.
«| Exit Invoice creation.




Scenario: Free Text Description Service Order-Partial Invoice (continued)

The PO view displays. The Invoice and Service Entry Sheet are linked under the Related Documents
section. The status of the order displays as Partially Invoiced.

Download POF | ExporfcXML | Download CSV | Resend
Order Dedail Order History

From; Ta Purchase Order
IM COMPANY IM_SUPODS - TEST Parially Inwiced
M CENTER 220-96-02 999 main street 3500453095
ST. PAUL  MN 55144 S1Paul, MN 55124 ArOunt Lindistiosed
Unified States United States

Phone:

Fax

Email 18asupplerz@gmail com

Payment Terms !
NET &0

Met 60 Days

Contact Information
Supplier Address Buyer Headquarter Address

Test Supplier
123 Teest Supplier Way Buyer Name

Wirzznalis KN 12345 Email ; buperemalifmmm com
Phone; + () 48-71-37T76719




Scenario: Free Text Description Service Order-Invoice Status

1. To verify the status of the Invoice, from your Home screen, click the OUTBOX tab.
Scroll through your list of Invoices or use the Search Filter to search using the Invoice
Number.

2. Once the Service Entry Sheet is Approved, the Invoice transmits to 3M. The Routing
Status of the Standard Invoice line is Acknowledged and the Invoice Status is Sent.

1

HOME  INBOX CATALOGS ~ REPORTS  UPLOADDOWNLOAD CSV Documents

Invoices  OrderConfirmations ~ ShipNofices  SeviceShests  Extended Collaboraon  ProductReplenishment  Drafts

Invoices

» Search Filters

Invoices (6) §
Tﬂﬂf\
Standard saprry LEASE 2500453005 ' ' i
moce VOl poor 3500453085 Oniine Supplier Suppier  No Order 8 0ctame LN g = 2
SIIE=1{R"0]
Test PO-
Samad et PESE e onine Swpler  Suplier Mo Ouer  80ct2018 SLO000 USD  Acknowedoed  Sent




Scenario: Free Text Description Service Order-Additional Invoices

Once the remaining services are performed, a second invoice will need to be created for the balance. Ariba will allow you
to create an Invoice for more than the remaining balance on the PO, but the Invoice will be rejected by 3M. After you
have submitted the second Invoice verify that the Invoice has been approved. To verify the Invoice status:

1. Click OUTBOX.

2. If you have over invoiced the Invoice Status shows as Rejected.

3. Click the Invoice # hyperlink to open the Invoice and view the error details.
4

To submit a corrected invoice create a new Invoice from the Purchase Order.

1 HOME INBOX CATALOGS REPCRTS UPLOAD/DOWNLOAD
Invoices Order Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts
Invoices

» Search Filters

Invoices (7) =
{ f:iﬂ”f:'d INVA53096T2 B?:‘N%OT'S:‘LDE?RE,E) 3500453085  Onine Supplier Supplier  No 80012018 $200000 USD  Failed Rejected ] : !
3 Sandard INVASI0RTH O gy 300453035 Oniine Supplier Suoplier Mo Order 30ct 2012 5400000 USD  Acknowledged Sent
Srangarn INV453004T1 BEOS‘N%Q{;?“(SF&H 3500453004 Online Supplier Supplier Mo rder 20ct 2018 $105000 USD  Acknowledged Sent
Standard ngazonooTo TestPO - PLEASE 2conazonos P P P a oo Socionao
Invoice: INV453096T2 K
Edit Create Line-Item Credit Memo | | Capy This Invoice | Print | Download PDF + Export cXML

Detail Scheduled Payments History

Invoice could be rejected due to buyer business rules. Check the History tab for the reason the buyer rejected this invoice, or contact the buyer for more information. Note that buyers might reject invoices that do not meet their business rules.




Material Orders



Material Orders Overview

The types of Material Orders you will process through the Ariba Network are:

= Free Text Description Material Orders, which are used when 3M is requesting a material that
is not in your catalog.

= Catalog Material Orders, which are used when 3M is requesting a material where the
Description and Supplier part numbers are pulled in from your catalog data.

= 3M Material Orders, which are used when 3M is requesting a material where the Description
and 3M part numbers are pulled in from 3M Master Data.

The requirements for processing Material Orders through the Ariba Network are:

Purchase Order

Order Ship Notice

Review Confirmation (ASN)

3M »



Material Orders: Order Review

Purchase

Order Review

O D

New, Changed, and Canceled
account and available to view

Material Orders are sent to your Ariba Network

in your Ariba Inbox.

Switch to Classic Design

Ariba Network

INBOX OUTBOX CATALOGS REPORTS

All Customers

OQutstanding Invoices

s

800

$a00

Company Settings v B Test Suppliertest-. v ®  Help Center »

CSV Documents v Create v

W - Q11 - production QA

Ariba Network

HOME OUTBOX ATALOGS ~ REPORTS

Orders and Releases Time & Expense Sheets Early Payments

Orders and Releases

Orders and Releases Items to Ship

Dec 2015 Jan 2016 Fab 2016 Mar 2018

Rejectad iy Sent
Orders, Invoices and Payments

1
Orders that Need
Attention

10
Orders to Confirm Orders to Ship Pinned Documents

New Purchase "
Orders More

4800761813 = 3M-Ql5 - 0A New 5100000 CAD 18 Apr2016

4300761691 g 3M - 0I5 - QA New $50000 CAD 15 Apr 2016

All Customers

S0.00 CAD

$0.00 CAD

Apr 2016

» Search Filters

Last 14 days

Orders and Releases (100+)

Order 3M-QI5- QA

Order

4500406054

3M - Q1 - production QA
e Action

Select Order 4500546757 M- QI5- QA

select

Order 4500546756 3M-QI5- QA

Order 4500406053 3M - Q1 - production QA

Order 4500496951 3M - QI1 - production QA

Order 4500546745 3M-QI5- QA

Scheduled Payments Remittances

3M Deutschland GmbH
HILDEN, 05
Germany

3 Brockville - Tape
BROCKVILLE, ON
Canada

3M Brockille - Tape
BROCKVILLE, ON
Canada

2 Brockville - Tape
BROCKVILLE, ON
Canada

3M Brockville - Tape
BROCKVILLE, ON
Canada

3M Brockville - Tape
BROCKVILLE, ON
Canada

3 Brockville - Tape
BROCKVILLE, ON

IM Brockille - Tape

Switch to Classic Design

Inquiries

Notifications

$1,00000 GAD

$2,000.00 CAD

$9,000.00 GAD

$9,00000 CAD

$2,000.00 CAD

5500.00 GAD

$2,000.00 CAD

Company Settings v B Test Supplier test-... v Help Center >

CSV Documents v Create v

More.

Actions

19 Apr 2016 New Actions

Invoice

S0.00 CAD

Original

19 Apr 2016 Partially Serviced Invoice $000 CAD  Original Actions

18 Apr 2016 Partially Invaiced Invoice $500000 CAD  Original Actions

18 Apr 2016 Confirmed Invoice S000 CAD  Original Actions

13 Apr 2018 Partially Invoiced Invoice $40000 CAD  Original Actions

15 Apr 2016 Partially Invoiced Invoice $68.87 CAD  Original Actions

15 Apr 2016 Partially Invoiced Invoice Original Actions




Material Orders: Order Confirmation

Confirmation

Order Confirmations (OCs) are required to be completed through the Ariba Network prior to
invoicing. OCs are required for all POs and PO changes. OCs must be submitted within 48 hours of
PO receipt. Multiple Order Confirmations are not recommended when:

= Multiple statuses on a single line requires discussion with the 3M Buyers listed on the PO to submit
the PO Change Order prior to confirmation so the confirmation will not fail in our ERP.

= Single status on a single line is supported - all back order or all accepted.

— If you are unable to fulfill a line item or the entire order, the Supplier must be in direct contact
with the 3M Buyers listed on your PO. A Change Order or Canceled Order will be issued.

— Do not reject any Purchase Order line items or entire POs through the Ariba Network.



Material Orders: Order Confirmation (continued)

> > Confirmation

Quantity and Price:

= You may propose changes to quantity and price on the order confirmation.

= 3M issues a Change PO if changes are agreed to and approved through the order confirmation or through
direct contact (for exceptions) with your PO Buyer.

= You acknowledge the Change Order with updated quantity or price changes prior to submission of the
Ship Notice (ASN) and Invoice.

Unit Of Measure (UOM):
= Review the UOM on the PO and ensure it will be the UOM used when invoicing.

= |f the UOM is incorrect, you must be in direct contact with the Buyer listed on the PO and specify the
correct UOM needed in the Comments.

= You will not be able to invoice in a different UOM than the UOM specified on the Order.
= |nvoices in a different UOM will be rejected.



Material Orders: Order Confirmation (continued)

Purchase

Order Review

Order

Confirmation

The steps for confirming Material Orders are:

1. Select a Purchase Order from your Inbox. From the PO view, click the Create Order Confirmation

drop-down menu and select either:

Ship Notice
(ASN)

Confirm Entire Order to confirm the order at the Header level.

Update Line Items to confirm or make modifications at the Line Item Level.

Purchase Order: 4500004631

B Create Order Confirmation I % Create Ship Notice

Confirm Entire Order

= Create Invoice »

Update Line tems

History

ur

Reject Entire Order

3M CANADA
COMPANY
300 TARTAN DRIVE

LONDON ON N5V 4M9
Canada

Payment Terms
NET 30
Net 30 Days

Contact Information

Cumnline & ddenan

1o
3M Production Test Vendor - TEST
TEST ADDRESS

St Paul , MN 55014

United States

Phone:

Fax:

Email: mburra@mmm .com

Buninr Uandaartar Addeana

Hide | Print

Download PDF | ExportcXML | Download CSY | Resend

Purchase Order
(Partially Invoiced)

4500004631
Amount: $10,000,0

Routing Staty
Related Documeni

148



Material Orders: Confirm Entire Order

Purchase Order
Order Review

Ship Notice
Confirmation (ASN)

2. The Order Confirmation Header displays. Enter the Confirmation #, which is any number you use
to identify the order confirmation.

3. Specify the Est. Delivery Date information. It is applied to all line items.

Confiming PO =]
;\I Confirm Entire R
Order v Order Confirmation Header * Indicates requred field
2 e ! Conlimation B 614954 I
Q) Confirmation A8t 0 T
Clestomer

Test PO - PLEASE DO NOT Shig - (05
Supplier Refarence: | |

SHIPPING AND TAX INFORMATION

Fst. Shipping D ] Fst Shipping Cost
3 { ot Deivery0a = | Est. Tax Cost
Comment
Line tems
Line®  Parth Customes Part # Revision Level Gty {Uni) Need By Uit Price:
o Kan Catalog liem 000D00DITI00000270
Description:  Dascription in WL

Sublolal
10,000 (EA) 13 v 2018

Tax Cusdomer Locabon
$10.00 USD £100.00 USD

urrent Order Status
10,000 Confirmed As ls
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Material Orders: Update Line Item

Purchase Order Ship Notice

Order Review Confirmation (ASN)

Line Item Level confirmation:

There is an additional step for confirming orders at the Line Item Level. Scroll down to view the line items

and choose among the possible values for Free Text Description Material Orders:

= Confirm: You received the PO and will send the ordered items.

= Reject: Do not use the Reject status. If you are unable to fulfill a line item, you must be in direct contact
with the Buyer listed on the PO. A Change Order or Canceled Order will be issued.

Line lems
Line & Parl @ Customer Part § Reveion Lewel Oy (LUrnt) Heed By Urit Price
10 Man Catalog lbem 1.000.000 (EA) 31 Qb 2013 $10,000.00 CAD
Description:  TEST
v Schedule Lines
Current Order States
L ] 1,000 000 Condrmed With Mew Dale [Salimaled Detvary Date. 31 Ol 20795 |
Canfirm B konden x Rejecl x

Sublotal Tax Cursbormer Location

£100000,000.00 CAD

Buyer listed on the PO for assistance.

Note: You should not use several statuses for a single line item. Contact the

150



Material Orders: Update Line Item (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN

Backorder Items Only:

Click Details to enter the Estimated Shipping, Delivery Dates, and Comments. You cannot create a
partial backorder and partial shipment. Contact your Buyer if this is required.

Contiming PO = "
@ Update ltem Stalus v Order Confirmation Header equred i
Review
Confrmaton | Confimaten#
\ssociated P 158 1301 13
mel -QA
eeeeeeeeeeeeeee
AX RMATI(
ping and tax information at the line item level
Est ate
DDDDDDDDDD ate: o
Comments:
Item Part# / Description Qty Unit Need By Unit Price Subtotal Tax
Line Items 10 0876542 10.000 RO 25 Apr 2016 $100.00 CAD $1,000.00 CAD $0.00 CAD
Pat#/Descrigon ~ Customer Part#t Gy (Unit Need By CLP-06661 EBLS 111 NB BF6 S1 97262181
@s76542  00000DD07100062723 10.000 (RO) 25 Apr 2016
New Order Status: 1 Backordered
P-06661 EBLB B BFE S1 97262181
IRRENT ATUS
Est. Shipping Date: | 27 Apr 2016
() 10.000 Unconfirmed
Est. Delivery Date 29 Apr 2016
Confim: Backord: Reject




Material Orders: Review and Submit

Purchase Order Ship Notice

Order Review Confirmation (ASN)

4. Continue to update the status for each line item. Once finished, click Next to proceed to the review
page. Review the Order Confirmation and click Submit. Your Order Confirmation is sent to 3M.

P Exit 4
Confirmation # POA1813 Est. Shipping Cost:
Supplier Reference:
Est. Shipping Date: Est. Tax Cost:
Est Delivery Date: 20 Apr 2016
Commen its:
Line ltems
Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtotal Tax
o 0876542 000000007 100062723 10.000 (RO} 25 Apr 2016 $100.00 CAD $1.000.00 CAD $§0.00 CAD

CLP-D6661 EBLB 111 NB BFG S1 97262181
Current Order Status:

1 Backordered (Estimated Delivery Date: 29 Apr 2016)
9.000 Unconfirmed

Note: If you need to make further changes, click Previous to navigate back to the Update window. Click Exit to
completely exit the order confirmation. Ariba will not save the order confirmation.
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Material Orders: Order Confirmation Notification

Order Confirmation notifications are submitted based on Supplier Profile configuration. Upon completing
your Order Confirmation, you will receive an e-mail notifying you that an Order Confirmation has been

submitted.

Purchase Order Ship Notice

Order Review Confirmation (ASN)

q AribaNetworkAdmin <ordersender-prod@ansmtp.ariba.com>

[EXTERNAL] Order Confirmation ALTEST1307 has been submitted to 3M - QIL - production QA

there are problems with how this message is displayed, click here to view it in a web browser,
ick here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

This notification contains important information about your test Ariba account (ANID: AN01056015978-T).
Your purchase order status

Order #: 3500281785

Buyer Name:3M - QI1 - production QA

Buyer ANID:AN01011698851-T

Order Date: 13 Jul 2017 5:17:36 AM GMT-05:00

Status: Confirmed

Item Part # Qty Unit  Description Need By Ship By
1 Non Catalog Item 1.000 C62  TEST Limit - elevator maintenance 20 Jul 2017
Status

1.000 Confirmed With New Date(Estimated Delivery Date: 20 Jul 2017 )

Ariba Network

Unit Price
£7,500.00 GBP

Extended Price
£7,500.00 GBP
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Material Orders: Ship Notices

Purchase Order Ship Notice

Order Review Confirmation (ASN)

Ship Notices, also referred to as Advance Shipping Notifications (ASNs), are required 24 hours
prior to the shipment arriving at 3M’s dock.

The PO will drive whether a Ship Notice is required. If applicable, the Ship Notice is required
prior to invoicing.

ASNs must be accurate. 3M receiving processes are tied directly to information on the ASN.
Accuracy is monitored closely.

3M -



Material Orders: Ship Notice (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

The steps for creating a Ship Notice for Material Orders are:

1. From the PO view, click Create Ship Notice. Once a Ship Notice is submitted in full
quantity for all the line items, you can no longer create another Ship Notice.

Purchase Qrder; 4500021229

1 eCremie-Order-Comfirmateonr— W Create Ship Notice = Create Invoice v Hide Changes
Order Detail Order History
From: To:
3M CANADA 3M Production Test Vendor - TEST-SUP01
COMPANY TEST ADDRESS

St Paul , MN 55014
300 TARTAN DRIVE United States

LONDON ON N5V 4M9  Phone:
Canada Fax:

Email: mburra@mmm.com

Note: Create a Ship Notice 24 hours prior to the the goods arriving at the 3M location.
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Material Orders: Ship Notice (continued)

Purchase Order

Order Review Confirmation

The Ship Notice Header screen

¥ Ship Notice Header

displays. .

2. Enter the Packing Slip ID. 0 oy —

3. Select the Delivery Date. The T e [
date selected should represent e
your best estimate of the
delivery date to the 3M e L

» Damensions

location.

4. If you are paying the freight,
choose one of the options from
the Carrier Name drop-down
list or select Manage Carrier to
create a new carrier.

Ship Notice
(ASN)

TRACKING
Carrier Name:* Manage Caerier

A\ Please seloct Shipping Method from the dropdown B2 below Preferrod Carvers

Service Levet Mi transpoctista
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Material Orders: Ship Notice (continued)

S.

If freight is paid directly to the carrier by 3M, select Other from the Carrier Name drop-down list
and enter the 3M Freight Vendor ID (provided by 3M). If you do not know the Freight Vendor ID,
reference the Vendor ID list on 3M’s Ariba Supplier Information Portal. If the carrier is not available
on the portal, contact your Buyer.

The Tracking No. and Bill of Lading No. are required fields — you can use the same number for
both. Do not include special characters or spaces.

If you do not have a Bill of Lading No. you can use one of the following reference numbers instead:

— Small Parcel: Enter the tracking number v Ship Notice Header
— Less-than-Truckload: Enter the Pro number

SHIPPING TRACKING

— Air: Enter the airway bill

— Full Truckload: Enter the trailer and seal e 6 P Fo—
number ‘ N - iawgioio Toiian

— Ocean: Enter the container number by e 30 2 200 ~ B —

Choose a Shipping Method from the 7 gvevos [ woor v

dropdown menu.


https://www.3m.com/3M/en_US/suppliers-direct/suppliers/global-shipping-transportation/?WT.mc_id=www.3m.com/suppliershipping

Material Orders: Ship Notice (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

8. You should specify the Trailer ID in the Equipment Identification Code field. Do not include special
characters or spaces.

9. The highlighted fields in the Delivery Information section should remain with the system default values.
These fields are not used by 3M, but are required fields in the Ariba Network.

Transport Terms Equipment Identification Code Gross Volume Unit Gross Weight Unit Sealing Party Code Seal ID
Other 4
MN9999|
EXW
Add Transport Term
~ DELIVERY INFORNATION
9 Dedivery Terms = Transpodt Condition i Shipping Payment Method: * | Other

Deelivery Tenms Description true

Transport Tenms Description

15 Sensitive Load: (D




Material Orders: Ship Notice (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

10. Scroll down to the Order Items section. Update the quantity shipped for each line item in the Ship Qty
field.

11. The Batch ID and Production Date are required if the material is 3M batch managed. The Supplier Batch
number should be entered into the Batch ID field. The Batch ID must be 10 digits, alpha-numeric, and

cannot begin with the number zero or include special characters or spaces. If you have questions on
batch management, contact your Buyer.

12. Enter the Production Date, if applicable.

13. The Expiry Date is required if the material is shelf-life managed. 11 12 13
\
Order ltems
Order # Line # Part # Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax Customer Location
4800020012 10 12345 000000001100000166 1,000.000 EA 5Jun 2018 550.00 USD $50,000.00 USD

Description:  Testing

Shipment Status
Total Item Due Quantity: 1,000.000 EA

Confirmation Status

Total Confirmed Quantity. 1,000.000 EATotal Backordered Quantity. 0 EA
1 O = Ship Qty Batch ID Production Date xpiry Date
1 lAdd Details
2 m =




Material Orders: Ship Notice (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

Ship Notice line item details are required 14

to provide additional line item Oraer s

Order # Line # Part # / Description Customer Part # Revision Level Qty Unit Need By Ship By Unit Price Subtotal Customer Location

. Ll 7 Jul $6.00 $30.00
I n fo r m at I o n 4500007858 10 Non Catalog ltem 5.000 EA 2016 UsSD UsD Remove
L]

free text

Shipment Sta

tus
. ° Total ltem Due Quantity: 5.000 EA
Confirmation Status
] I C e a I s. Total Confirmed Quantity:- 0

EA Total Backordered Quantity: 0 EA

15. Click PACKAGING to enter the o Q
applicable information.
15 No. of packa

16. Enter the Weight (Net Weight). This e

must be a numeric value. _ -
17. Enter the Gross Weight. This must ‘ = o ]

be a numeric value and higher than e -
the Weight (Net Weight). 16 -

18. Enter the Unit (weight unit of
measure). 17 18

Stack Height: Unit
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Material Orders: Ship Notice (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

If shipping the order in multiple batches, click Add Ship Notice Line to split the quantity into multiple
batches.

Urder ltems
Order # Line # Part # Customer Part # Qty Unit Meed By Ship By Unit Price Subtotal Tax Custy
4800020012 10 12345 000000001100000166 1,000.000 EA 5Jun 2018 $50.00 USD $50,000.00 USD

Description:  Testing

Shipment Status
Total Item Due Quantity: 1,000.000 EA

Confirmation Status

Total Confirmed Quantity: 1,000.000 EATotal Backordered Quantity: 0 EA leed By Ship By Unit Price Subtotal Tax Custo
Line Ship Qty Batch ID Production Date Expiry Date Jun 2018 $5000USD  $50,000.00 USD
1 :

1,000.000 B !

Add Ship Motice Line

Line Ship Qty Batch ID Production Date Expiry Date

1 Add Df
500 12345 21 Jun 2018 EE  21Jun2019 B

2 Add D
500.000 6789 20 Jul 2018 EE  20Jul 2020

161
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Material Orders: Ship Notice (continued)

Purchase

Order Ship Notice

Order Review Confirmation (ASN)

19. Click Next to review the Ship Notice Summary page for Ship Notice accuracy.

20. Click Submit.

Order ltems
Order# Line # Part # Customer Part # aty Unit Need By Ship By
4501804197 10 Non Catalog Item 100.000 EA 16 Nov 2018

Description: ~ Office Supplies
Shipment Status

Total ltem Due Quantity: 100.000 EA

Confirmation Status

Total Confirmed Quantity: 100.000 EA  Total Backordered Quaniity: 0 EA

Line Ship Qty Batch ID

1

Add Ship Notice Line
L Add Order Line ltem

Unit Price Subtotal Tax Customer Location
$5,000.00 CAD $500,000.00 CAD Remove
Production Date Expiry Date
=) Add Details

20

Order # Line # Part# Customer Part # aty Unit Need By

4501804197 10 Non Catalog ltem 100.000 EA 18 Nov 2018

Description”  Office Supplies

SHIPMENT STATUS
1.~ Shipping 10 EA

No detfail information provided.

Ship By

Unit Price

$5,000.00 CAD

Subtotal Tax

$500,000.00 CAD

Hide Item Details

istomer Location

Hide Details

162



Material Orders: Ship Notice (continued)

Purchase

Order Review

After submitting your Ship Notice, the Purchase Order Status updates to Shipped. If items are partially

Order

Ship Notice

Confirmation (ASN)

shipped, the Purchase Order Status updates to Partially Shipped.

Submitted Ship Notices can be viewed from the Outbox or by clicking on the hyperlink under Related
Documents on the PO view. If the ASN routing status is Failed or Rejected, click on History to review

details on the failure. Click Done to return to the home page.

Ariba Supply Chain Collaboration

I dar Confirmation «

Order Detail Order Histany

From:

IM CANADA COMPANY
300 TARTAN DRIVE
LOMDON ON N5 AMS
Canada

Payment Terms |
NET 30
it 30 Darys

FPurchase Order: 4800006381

W Croabs Ship Nobica ]I el Croale Irvcice «

Ti

3M Proguction Test Vemdor - TEST-SUPH
TEST ADDRESS

3 Paul , MN 55014

United Stabes

Phiona

Fax

Emal techi@mimim. com

Hide | Print Direricad POF Exporm eXML | Dewnload C5V | Resend

Purchase Order
{Shipped)

4800006391

Amount: 35,000,000.00 CAD

Related Documents: % ASNBESS

Routing Status- Acknowledgod
u
W ASNIE
= PO 8000067191
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Material Orders: Invoicing Overview

Purchase Order Ship Notice

Order Review Confirmation (ASN)

Prior to invoicing for a Material Order, complete a:
= Purchase Order Confirmation
= Advance Shipping Notification

The invoice number is your unique number for invoice identification. The invoice number
cannot exceed 16 characters. It can contain alpha and numeric characters, but cannot contain
lowercase letters, leading zeros, dashes, slashes, spaces, periods, or other special characters.

3M -



Material Orders: Invoicing Overview (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

The Ariba Network Supports:
» Detail Invoices: Apply against a single PO referencing line item information

» Partial Invoices:
— Apply against specific line items from a single Purchase Order
— Partial quantity or subset of line items from a Purchase Order
» Credit Memo:
— Credit Memo (PO or Invoice) Line Item Level

3M -



Material Orders: Invoicing Overview (continued)

The Ariba Network does not support:

= Paper Invoices: Once enabled on Ariba Network, 3M will no longer accept paper invoices
for POs sent through Ariba.

= Header or Summary Invoices: A single invoice that does not provide line item details.
= Summary or Consolidated Invoices: Invoices that apply against multiple POs.
= Invoicing for Purchasing Cards (P-Cards): An invoice for an order placed using a P-Card.

= Duplicate Invoices: A new and unique invoice number must be provided for each invoice.
3M rejects duplicate invoice numbers unless re-submitting a corrected invoice with a
previously Failed or Rejected status on Ariba Network.

= Cancel Invoices: 3M does not support the ability for Suppliers to cancel invoices. Suppliers
must issue a credit memo for previously submitted invoices.

* Non-PO Invoices: Not supported by 3M through the Ariba Network.

= Attachments: Not supported by 3M through the Ariba Network. Suppliers should send any
additional information to their appropriate 3M representative.



Material Orders: Invoicing Overview (continued)

Purchase Order Ship Notice

Order Review Confirmation \))

Tax Data: Taxes can be charged at the Header Level or Line Item Level of the invoice.

Shipping Data:
» Shipping and Special Handling can be charged at the Header Level.
= Ship To information can be found at the Header Level or Line Item Level.
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Material Orders: Invoicing

Purchase Order

Order Review Confirmation

The steps for creating an Invoice for a Material Order are:

1.  From the PO view, click the Create Invoice drop-down menu. Select the Standard Invoice option from the drop-
down menu. If a Ship Notice is required on the PO, Create Invoice will not be available until the Ship Notice is

complete.

Ariba Supply Chain Collaboration

Purchase Order: 4800006391

1 TS TUST AT T

& Create Invoice v

Ship Notice
(ASN)

Hide | Pnnt

Order Detail Qrder History

From:
3M CANADA COMPANY

300 TARTAN DRIVE
LONDON ON N5V 4M9
Canada

Standard Invoice

—tCreditivterm—

” reditid
To:

3M Production Test Vendor - TEST-SUP01
TEST ADDRESS

St Paul , MN 55014

United States

Phone:

Fax:

Email: test@mmm.com

Test Mode

| Download PDF | ExportcXML | Dow)
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Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

The Invoice Header displays. Information from the PO defaults into the invoice. Fields with an asterisk (*) are required.

2. Enter an Invoice #, which is your unique number for invoice identification. The Invoice # cannot exceed 16
characters. It can contain alpha and numeric characters, but cannot contain lowercase letters, leading zeros, dashes,
slashes, spaces, periods, or other special characters.

3. Enter an Invoice Date. The Invoice Date cannot be backdated by more than 364 days.

< Invoice Header Add to Header «
SUMMARY
2 Purchase Order: 4500000791 Subtotal: %18,750.00USD View/Edit
+ Invoice #! Total Tax: $0.00USD Addresses
345760
- Total Shipping: £0.00USD
3 2 Oct 2013 Total Gross Amount: $18,750.00USD
Supplier Tax ID: Total Met Amount: $15,750.00USD
. Amount Due: %18,750.00USD
Remit To: 3M - TEST
St. Faul, MM

United States
Bill To:

OMNTARIO
Canada

TAX ©) Header level tax & @ Line level tax & .




Material Orders: Invoicing (continued)

4.

Purchase

Order Review

Order
Confirmation

Ship Notice

(ASN)

Verify the Remit To address. If you have configured several addresses, select one from the drop-down list that
displays. The Bill To address defaults from the PO.

* Invoice Header

Add to Header =

SUMMARY
Purchase Order: 4500000791 Subtotal: £18,750.00USD View/Edit
*Invoice #: 345?5 | Total Tax: $0.00UsSD Addresses
. Total Shipping: £0.00UsSD
* Invoice Date:
|2 Oct 2013 | Total Gross Amount: $18,750.00USD
Supplier Tax ID: | | Total Met Amount: $18,750.00UsD
- Amount Due: £18,750.00USD
Remit To: 3M - TEST
St. Paul, MM
United States
Bill To:
CONTARIC
Canada
TAX 7 Header level tax & @ Line level tax &
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Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

5. Tax can be submitted at the Header Level or the Line Item Level. Select the appropriate option in the Tax section.

6. Shipping Costs must be entered at the Header Level unless you are an integrated Supplier. If you are an
integrated Supplier, enter shipping charges at the Line Item Level. Select the appropriate option in the Shipping

section.
St. Faul, MN
United States
Bill To:
OMTARIO
Canada
5 TAX () Header level tax & Line level tax &
6 SHIPPING @ Header level shipping ) Line level shipping &
Ship From: 3M - TEST supplier 2 Ship To: 3Mm View,/Edit
london OM Brockville - Addresses
Canada Tape
BROCENILLE
M
Canada
Deliver To:
171




Material Orders: Invoicing (continued) EU Requirement

Purchase Order Ship Notice

Order Review Confirmation (ASN)

For invoices originating from the European Union (EU), countries must provide additional information on invoices
when applicable as advised by EU directives.

Enter the applicable information into the Additional Fields section:

= Verify the Customer Address, which determines the Customer Value Added Tax (Customer VAT) or Tax ID
based on the Customer Bill To Address.

= For Norway, Sweden, and Finland, the Payment Note field is used to enter the KID or FIK numbers, if applicable.

ADDITIOMAL FIELDS
O tnrermation Only. Mo action is required from the customer.
Supplier Account ID #: | | Service Start Date: | | E
Customer Reference: | | Service End Date: | | E
I Payment Note: | | I
Supplier: ARIBA Test Supplier Account I Choose Address [3M DEUTSCHLAND GME! gl
london ON Customer: 3M DEUTSCHLAND GMEH
Canada
NEUSS
Garmany
Email :
Bill Fram: ARIBA Test Supplier Account
london ON
Canada
O Tax paid through a Tax Representative
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Material Orders: Invoicing (continued) EU Requirement

Purchase Order Ship Notice

Order Review Confirmation (ASN)

Scroll down to the Supplier VAT section and enter the below information, if applicable:

»= For Invoices where VAT is applicable, the Supplier VAT/Tax ID field is mandatory. You can automatically default
your VAT ID onto the Invoice by adding it to your company profile. VAT numbers cannot contain spaces, hyphens, or
any special characters. If these fields are not applicable, leave the fields blank. Do not put NA.

= The Buyer rules are configured to assign the Customer VAT ID for the Bill To Address.

= Enter Supplier Commercial Identifier, if applicable.

I CUSTOMER VAT
* Supplier VAT Tax I[D: |I}E223-'EIT-'3'§-3E *Customer VAT Tax ID: |EIE12IJIE-FEIL'-“9 | I
requirag Flasd

Supplier Commercial |
[dentilier:

Supplier Commearcial
Credentials:

3M 73



Material Orders: Invoicing (continued)

Purchase Order Ship Notice

(ASN)

Order Review Confirmation

7. Comments can also be added to the Header Level by selecting from the Add to Header drop-down list.

Attachments are not supported by 3M through the Ariba Network. Suppliers should send any additional
information to their appropriate 3M representative.

ADDITIONAL FIELDS

Information Only. Mo action is required from the customer.

Supplier Account ID &: |

Customer Reference: |

Supplier: 3M - TEST supplier 2 Customer: 3M CANADA COMPANY View/Edit
lendon OM LONDON ON Addresses
Canada

Canada

Email:

SUPFLIER VAT
Supplier WAT/Tax ID:

[waTiD123456 |

Prowvincial {Canadian) Sales Tax Exemption Number:l

7 II Add to Header I

[N — -

=

Shipping Ta=<
T

\E:E:ial Handlilmg Taz

‘ Corrmirmient I
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Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

Scroll down to the Line Items section. Click on the toggle to include or exclude the line item from the Invoice. If the
green toggle is visible, the line item is included on the Invoice. If the gray toggle is visible, the line item is excluded
from the Invoice. You can also select the checkbox to the left of the item and click Delete to remove the line item from
the Invoice. You can generate another Invoice later for remaining items.

8. If required, update the Quantity for each line item.

R 1 Line ltems, 1 Included, O Prewously Fully Invoiced
Line Items

Insert Line ltem Options

Tax Category: 0% VAT /0 Tax N Shipping Documents Special Handling Discount Add 1o Included Lines

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

10 ] MATERIAL Non Catalog Item Office Supplies 100 EA| 55,000.00 CALC $500,000.00 CAD

each

Pricing Details Price Unit:* | gA Price Unit Quantity:* | 4

Unit Conversion:* | 4 Description:

Line ltem Actions | | Delete | | 175




Material Orders: Invoicing (continued)

Purchase

Order Review

If you selected Line Level tax at the Header Level, you need add tax lines to every line item you want to invoice.
9. To add tax information, click the Tax Category checkbox.
10. Select the tax type you want to apply from the drop-down list.

Confirmation

Order

Ship Notice
(ASN)

11. Click Add to Included Lines to add the tax related charges at the line level.

12. The Tax section displays under the material line. Review the Taxable Amount, update as necessary, and enter the tax

rate in the Rate % field.

Insert Line Item Options
‘/ Tax Category. VAT 4 =z Add to Included Lines

Tax

Category:*

VAT

Location:

Description:

Regime:

Date Of Pre-Payment:

Law Reference:

Taxable Amount: | $8,500.00 CAD

Tax Rate Type:

Rate(%) | 20

Tax Amount:

\ _/

Exempt Detail: | (no value) ~

Date Of Supply: | 8 Nov 2018

Triangular Transaction

12

176



Material Orders:

Invoicing (continued)

Purchase

Order Review

Tax Exempt Only:

If a Line Item is tax exempt, from the Exempt Detail drop-down menu, select Exempt or Zero Rated. In the

Order
Confirmation

Description field, provide a reason for tax exemption.

Ship Notice
(ASN)

Tax

Category: *

Location:

VAT

Description:

Regime:

Date Of Pre-Payment:

Law Reference:

Taxable Amount | $8,500.00 CAD
Tax Rate Type:
Rate(%): | 20

Tax Amount:

Exempt Detail: | (no value) ~

Date Of Supply: | 8§ Nov 2018

Tnangular Transaction
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Material Orders: Invoicing (continued) EU Requirement

Purchase Order Ship Notice

Order Review Confirmation (ASN)

Entering a Date of Supply is an EU directive for applicable countries.

Tax Category-* | VAT ~ Taxable Amount: | $8,500.00 CAD
Location: Tax Rate Type:
Description: Rate(%): | 20
Regime: ~ Tax Amount:
Exempt Detail: | (no value) ~
Date Of Pre-Payment: Date Of Supply: | 8 Nov 2018
Law Reference: Triangular Transaction

3M 178



Material Orders: Invoicing (continued)

Select Add Material from the Add drop-
down menu to add miscellaneous charges.
Additional fields are available for

Purchase

Order Review

Order Ship Notice

Confirmation (ASN)

miscellaneous charges:

Assist

Commissions

Insurance

Packaging and Packing
Royalties and License Fees
Tax Related Charges
Other

Line Items

Insert Line Item Options

L

Tax Category: 0% VAT /0 Tax v Shipping Documents Special Handling Discount
No. Include Type Part# Description Customer Part # Quan
10 @ MATERIAL Non Catalog ltem Office Supplies 100

Pricing Details Price Unit:* | gA Price Unit Quantity:* | 1

Unit Con 1 Description:
erer s = | [ oo ] |
P —
B ]

1 Line Items. 1 Included, O Previously Fully Invoiced

Add to Included Lines

Unit Unit Price Subtotal

EAI $5,000.00 CAC $500,000.00 CAD
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Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

13. Once you have completed all applicable fields, click Next at the bottom of the page. The Review page displays.
Review your invoice for accuracy. Scroll down to view the line item details and invoice totals. If no changes are
needed, click Submit to send the invoice to 3M.

Click Previous to continue editing the invoice. Clicking Save will save the invoice in the Drafts tab in your Outbox
for up to seven days.

Create Invoice Previous Save Exit 1

Confirm and submit this document. It will be electronically signed according to the countries of origin and destination of invoice. This transaction qualifies as Cross-
EBorder trade. The document's originating country is:France. The document's destination country is:Canada.

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

Standard Invoice

Imvoice Mumber : INV21220 Subtotal - §3,600,000,000.00 USD

Invoice Diate © Thursday & NMov 2012 1:47 PM GMT-06:00 Total Tax: 30.00 UsSD

Criginal Purchase Order: 4500021220 Total Gross Amount ; 5$3,600,000,000.00 USD
Total Net Amount : §3,600,000,000.00 WSD

Amount Due - £3 £00,000,000.00 USD
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Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

If you selected to receive invoice notifications, you will receive e-mails regarding invoice status.

The Invoice Statuses are:

Sent/Processing: The invoice has been received and is being processed.
Approved: The invoice has been processed and invoice amounts approved.

Rejected: The invoice has been rejected because it did not pass validation or the Buyer/Accounts Payable
canceled the invoice. The Comments contain text explaining why the invoice was rejected and the actions you
should take to re-submit a corrected invoice. You may use the same invoice number for Rejected or Failed
invoices.

Paid: The invoice amounts have been paid.

3M



Material Orders: Invoicing (continued)

When an invoice is
submitted, you will
receive e-mail
notifications that
inform you of the
status:

= Verified
= Signed
» Pending

Your customer 3M - Ql1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO10568015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

e TEST1234
Invoice
Status Sent

Description This document has been digitally verified.

View invoice

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - Ql1 - production QA

Invoice

e TEST1234
Invoice
Status Sent

Descrnption This document has been digitally signed.

View invoice

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - Ql1 - production QA

Invoice

i TEST1234
Invoice
Status Sent

The document was added to the pending queue for

download.

Descrnption

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Network. Click View Invoice to log into your Ariba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

i TEST1234
Invoice

Status Sent
Description

View invoice
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Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

To view the status of your invoice, navigate to your OUTBOX. Once the invoice transmits to 3M, the Routing Status
changes to Acknowledged and Invoice Status to Sent.

HOME INBOX CATALOGS REPORTS UPLOAD/DOWNLOAD MESSAGES
Invoices Order Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts
Invoices (100+) Page 1 v » =
Type Invoice # 1 Customer Reference Submit Method Submitted By Origin Self Billing Source Doc Date Amount Routing Status (@ Invoice Status (@
Test PO -
Standard PLEASE
Invoice 070110 DO NOT 4500021416 Online Supplier Supplier No Order 16 Nov 2018 $100.00 USD Acknowledged Sent
Ship -
(D5)
Test PO -
Standard PLEASE
Invoice 111invd3 DO NOT 3500462579 Online Supplier Supplier No Order 26 Nov 2018 §$300.00 CAD Rejected Rejected
Ship -
QMUY
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Material Orders: Invoicing (continued)

Purchase Order

Order Review Confirmation

Ship Notice

(ASN)

If a material invoice has incorrect information, it
can be Rejected by 3M. The Invoice Routing
status is changed to Rejected and the Invoice
Status to Rejected.

To view comments on why the invoice was
rejected, click the Invoice Number. On the
History tab, the Comments section contains text
explaining why the invoice was rejected and the
actions you should take to re-submit a corrected
invoice.

Invoice:

INV2139

Edit

Create Line-ltem Credit Memo

Copy This Invoice

Download PDF

Export cXML

Detail Scheduled Payments History
Invoice: INV2139
Invoice Status: Rejected
Received By Anba Network On: 8 Nov 2018 10:25:05 AM GMT-06:00
Submitted By: Test Supplier test-3mprod
History
Status Comments
The invoice was successfully received.
INW-52: The subtotal of line item 1 exceeds the buying organizations line item subtotal limits. 7
DOC-6: A document preprocessing error occurred.
Failed Invoice validation failed.
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Country Specific Invoicing Rules for 3M

All: Suppliers are responsible for advising 3M if e-Invoices are not legally or regulatorily supported and providing 3M
appropriate regulation.

EMEA:

= 3M Sweden, Norway, and Finland: Relevant suppliers should enter their KID or FIK numbers into the Payment Note
field on the Invoice.

= 3M Belgium: If not included in the material prices, tolls levied when materials are transported by road in a large truck
should be included in the shipping charges.

= Europe (All): If Supplier billing is located in Europe and sending an invoice to any European 3M entity, both the Supplier
VAT registration number and 3M VAT registration number must be included in the Ariba invoice.



Country Specific Invoicing Rules for 3M (continued)

Latin America:

= Mexican 3"9-Party Provider selling to 3M Panama Pacifico and shipping to San Luis Potosi in Mexico include the
following Header comment on your invoice:

— OPERACION EFECTUADA AL AMPARO DEL ARTICULO 105Y 112 DE LA LEY ADUANERA, ARTICULO 29
FRACCION |

— DE LA LEY DEL IVA. ARTICULO 156 DEL REGLAMENTO DE LA LEY ADUANERA 5.1.3,, 5.2.2,5.2.3Y 4.3.22 DE
— LAS REGLAS DE CARACTER GENERAL EN MATERIA DE COMERCIO EXTERIOR VIGENTE
— In addition, Vendor should include IMMEX Number for 3M Purification S de RL de CV (2679-2006)



Country Specific Invoicing Rules for 3M (continued) EU Requirement

Invoices originating from EU countries should provide this information, per EU directives:

The Customer Address, which determines the Customer VAT or Tax ID based on the Customer Bill To Address

ADDITIOMAL FIELDS

= Date of Supply (Header and Line Item Level)
» The Reason for tax exemption (Header or Line Item Level) in Tax Description field
= The KID or FIK number in the Payment Note field for Norway, Sweden, and Finland
= The Supplier Commercial Registration ID
= The Supplier VAT/Tax ID
» The Customer VAT/Tax ID
- G —.

D Information Only. Na action is required from the customer.
Supplier Account ID #:
Custormer Relerance:
I:‘:v'rlc"l Niobe: l
Supplier: ARIBA Test Supplier Account
london ON
Canada
Bill From: ARIBA Test Supplier Account

landon ON

Service Start Date:

Service End Date:

Choose Address

Customer:

3M DEUTSCHLAND GMEE
3M DEUTSCHLAND GMEH

Email:

SUPPLIER VAT

*Supplier VAT Tax ID:

DE223073938 |

Sugplier Commarcia
[denlilier:

Supplier Caommearcia
Credentials:

CUSTOMER VAT

NEUSS

Garmany

I FiCustomer WAT/Tax ID:




Scenario: Processing a Material Order



Scenario: Material Order-Order Confirmation

This scenario provides the steps for creating an order confirmation and partial
invoice for a Material Order.

1. Select a Purchase Order from your Inbox. From the PO view, click the Create
Order Confirmation drop-down menu and select the Confirm Entire Order
option.

Purchase Order: 4500004631

‘ & Create Order Confirmation v I " =1 Create ew Hide | Print Download PDF | ExporteXML | Download CSV | Resend
Confirm Entire Orde
i
1 Update Line It
Reject Entire Order
rrenm 10 Purchase Order
3M CANADA 3M Production Test Vendor - TEST (Partially Invoiced
“T ANNBRESS
COMPANY [EST ADDRESS 4500004631

St Paul , MN 55014 Amount: $10,000,0,
300 TARTAN DRIVE United States

LONDON ON N5V 4M3  Phone

Canada Fax:

Email: mburra@mmm.com

Payment Terms '
NET 30
Net 30 Days

Contact Information
Erimmling A dodennn




Scenario: Material Order-Order Confirmation (continued)

2. The Order Confirmation Header displays. Enter the Confirmation #,
which is any number you use to identify the order confirmation.

3. Specify the Est. Delivery Date information. It is applied to all line items.

Confirming PO £




Scenario: Material Order-Order Confirmation (continued)

4. Click Next to proceed to the review page. The Review Order Confirmation
screen displays. Click Submit. Your order confirmation is sent to 3M. The
order confirmation is visible under the Related Documents section of the
order.

Ariba Supply Chain Collaboration

Purchase Order: 3500453095 “

Coder Deta dar History
Froen
IM COMPANY

Purchase Ordes

Supplier Address Buyer Headguarter Address
Test Supplier e e o
123 Test Rl Phone: + 0 88T .

Saint Paul, MN




Scenario: Material Order-Partial Invoice

1. To create a partial invoice, select the confirmed PO from your INBOX. Click the Create Invoice
drop-down menu and select the Standard Invoice Option.

Ariba Supply Chain Collaboration

Purchase Order: 3500453093 I
1 ¥ Create Order Confirmation v % Create Ship Notice (eIl Hide | Print - | Download PDF | ExportcXML | Download CSV | Resend
{  Standard Invoice
Order Detail Order History i
Eredit-iteme—
. et
From: To: Purchase Order
3M COMPANY 3M_SUP003 - TEST (Confirmed)
3M CENTER 220-9E-02 999 main strest 3500453093
ST. PAUL, MN 55144 3tPaul, MN 55124 Amount: $3,875.00 USD
United States United States
Phone:




Scenario: Material Order-Partial Invoice (continued)

The Invoice Header displays.

2.

Enter the Invoice #. The invoice number cannot exceed 16 characters. It can contain alpha and
numeric characters, but cannot contain lowercase letters, leading zeros, dashes, slashes, spaces,
periods, or other special characters.

Enter an Invoice Date. The Invoice Date cannot be backdated by more than 364 days.

If several Remit To addresses are configured, select one from the drop-down list that displays.
The Bill To address defaults from the PO.

Select the Line level tax radio button.

¥ Invoice Header

Summary
2 Purchase Order: 3500453095 Subtotal: $0.00 USD
R Total Tax: $0.00 USD
[ voice #: | INV453005T 1] | ] Total Gross Amount:  $0.00 USD
Total Net Amount:  $0.00 USD
] Invoice Date:* | & Oct 2018 = | Amount Due: $0.00 USD
1
3 Service Description:
Supplier Tax ID:
it To:  3M_SUPDO03 - TEST
St Paul , MN
4 United States
Bill To: 3M COMPANY
ST. PAUL , MN
United States
5 Tax
H rlevel tax (@




Scenario: Material Order-Partial Invoice (continued)

6. To add the tax information at the Line Item Level, click the Tax Category checkbox.
7. Select Sales Tax from the tax type drop-down list. For EMEA Suppliers, VAT should be selected.
8. Click Add to Included Lines to include the tax line.

6 7 8

. 1 Line ltems, 1 Included, OPrevilﬁusly Fully Invoiced
Line Items

Insert Line Item Option

Tax Category Shipping Documents Special Handling Discount ;
v Taxcategoy | | R L N b Add o Included Lines

No nclude Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 @ MATERIAL Non Catalog Item Free Text Material 250 EA $15.50 USD $3,875.00 USD
Pricing Details Price Unit:* | gA Price Unit Quantity:* | 4
Unit Conversion:® 4 Description




Scenario: Material Order-Partial Invoice (continued)

9. Update the Quantity to a partial amount of the full quantity to create a partial invoice.
10. The Tax section displays under the service line. Enter the appropriate tax rate in the Rate % field.

qqqqq ve 1 O

SAP Ariba




Scenario: Material Order-Partial Invoice (continued)

11. Click Next at the bottom of the page. The Review page displays. Review your Invoice for accuracy.
Scroll down to view the line item details and Invoice totals. If no changes are needed, click Submit to

send the invoice to 3M.
12. A confirmation messages displays. Click Exit to return to the PO view.

) 11

Confirm and submit this It will not be i signed to the countries of origin and destination of invoice. The document's originating country is:United States. The document's destination country is:United States.
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.

Create Invoice

Standard Invoice

$4,000.00 USD

$0.00 USD
$4,000.00 USD
$4,000.00 USD

53005
londay 8 Oct 2018 714 PM GMT-05:00
er: 3500453095

$§4,000.00 USD
REMIT TO: BILL TO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUPD03 - TEST
Postal Address: Postal Address: Postal Address:
993 main street 3M CENTER 220-9E-02 989 main sireet
StPaul, MN 55124 ST. PAUL, MN 55144 StPaul, MN 55124
Uniled States United States United States

Invoice INV453095T1 has been submitted.

12— . fri.n:acnpy ::f:hn_a invoice.
Exit Invoice creation.




Scenario: Material Order-Partial Invoice (continued)

The PO screen displays. The invoice document is linked under the Related Documents section. The status
of the order displays as Partially Invoiced. Click Done to navigate back to the Home screen.

Ariba Supply Chain Collaboration

Purchase Order: 3500453093

| ¥ Create Order Confirmation || Wi Create Ship Notice H =] Create Invoice « Hide Print Download PDF Export cXML Download C8V Resend

Order Detail Order History

From: To:
3M COMPANY JM_SUP003 - TEST
3M CENTER 220-9E-D2 999 main stref:l
ST. PAUL , MN 55144 St Paul, MN 55124 Amount: $3,875.00 USD
United States United States
Phone:
Fax.

ax:
Email: 18asuppliers@amail.com

Payment Terms '/

ik
NET 60 l Belated Documents: & INVAS309371 ]
Net 50 Days ¥ POA53093

Contact Information
Supplier Address Buyer Headquarter Address




Scenario: Material Order-Invoice Status

1.To verify the status of the invoice from your Home screen, click the OUTBOX
tab. Scroll through your list of invoices or use the Search Filter to search using
the Invoice Number.

2.The Routing Status of the Standard Invoice line is Acknowledged and the
Invoice Status is Sent.

1

HOME  INBOX CATALOGS ~ REPORTS  UPLOADDOWNLOAD CSV Documents v

Invoices  Order Confimations ~ ShipNofices  Service Sheets  Extended Collaboration Product Replenishment ~ Drafts

Invoices

» Search Filters

Invoices (6) o
TwDﬂ
Standard e PLEASE o : . .
noce NS s 3600463095 Onie Sunplier Suplir o Order 800t 2018 5400000 USD  Acknowiadged Sent 2
o=t
TestPO -
Sandad  wvesapourt PR oo onine Sunpler Supplier  No Order 8 0ct 2018 §1.05000 USD  Acknowiadged Sent




Scenario: Material Order-Remaining Balance

Once the remaining materials are shipped, a second Invoice will need to be created for the balance. Ariba will allow you
to create an Invoice for more than the remaining balance on the PO, but the Invoice will be rejected by 3M. After you
have submitted the second Invoice, verify that the Invoice has been approved. To verify the Invoice status:

1. Click OUTBOX.

2. If you have over Invoiced, the Invoice Status shows as Rejected.

3. Click the Invoice # hyperlink to open the Invoice and view the error details.
4

To submit a corrected invoice, create a new Invoice from the Purchase Order.

1 v aaooe CATALOGS REPCRTS UPLOAD/DOWNLOAD

Invoices Order Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts

Invoices

» Search Filters

Invoices (7) =
| Standard \asagesro  TEStPO - PLEASE onin N i 2
3 1 Invoice INV453096T2 DO NOT Ship - (R°5) Oniine Supplier Supplier No 20ct2018 $2,00000 USD Failed Rejected ]
Standard TG TestPO - PLEASE — - ; ] .
Invoice INV453095T1 DO NOT Ship - (R°5) Online Supplier Supplier Ne Grder 8 0ct 2018 $4,00000 USD Acknowledged Sent
Srangarn INV453004T1 BEOS‘N%Q{;?“(SF&E:I Oniine Supplier Supplier Mo rder 20ct 2018 $105000 USD  Acknowledged Sent
Standard pogaconoomo  TestPO - PLEASE Asanoo  oonns - o o oo oo
Invoice: INV453096T2 K
Edit Create Line-Item Credit Memo | | Capy This Invoice | Print Download PDF + Export cXML

Detail Scheduled Payments History

Rejected Invoice:

Reasons:

INV-38_ The invoice was successTully received

INV-52- The subtotal of line item 1 exceeds the buying organizations line item subtotal limits. ]
DOCTE R TrenToCesem ToErororenm o

DOC-1: Invoice validation Tailed.

Invoice could be rejected due to buyer business rules. Check the History tab for the reason the buyer rejected this invoice, or contact the buyer for more information. Note that buyers might reject invoices that do not meet their business rules.




Scenario: Processing a
Multi-Line Material Order



Scenario: Multi-Line Material Order-Order Confirmation

This scenario provides the steps for creating an order confirmation and partial invoice for a Multi-Line Material Order.

1.  Select a Purchase Order from your Inbox. From the PO view, click the Create Order Confirmation drop-down
menu and select the Update Line Items option.

Purchase Order: 4500004631

‘ B Create Order Confirmation I [ =1 Create Invoice v Hide | Pnnt Download PDF ExporteXML | Download CSV | Resend

Confirm Entire Qrder
- listory
\I Update Line Items I .

Reject Entire Order

A

o, 10 Purchase Order

3M CANADA 3M Production Test Vendor - TEST (Partially Invoiced
TEST ADDRESS 4500004631

COMPANY St Paul , MN 55014 Amount: $10,000,0

300 TARTAN DRIVE United States
LONDON ON N5V 4M3  Phone
Canada Fax:
Email: mburra@mmm.com

Payment Terms '
NET 30 Re
Net 30 Days

Routing Stat

Contact Information




Scenario: Multi-Line Material Order-Order Confirmation (continued)

2. The Order Confirmation Header displays. Enter the Confirmation #, which is any number you use to
identify the order confirmation.

3. Specify the Est. Delivery Date information. It is applied to all line items.

Confirming PO £
i Confirm Entire i
2 Owdler v Order Confirmation Header
5 Review Ordes | rmation ¥ 514354 |
Confirmation Asaocigied Furchase Uroer 7. dolD0s 416

i est PO - PLEASE DO ROT Shep - (D75)

SHIPPING AND TAX INFORMATION

3 8




Scenario: Multi-Line Material Order-Order Confirmation (continued)

4. Scroll down to view the line items. Enter the confirmation quantity in the Confirm field.

Line Items
Line # Part # Customer Part # Revision Level Qty (Unit) Meed By Unit Price Subtotal Tax Customer Locati
10 Non 4,000.000 8 Nov $900,000.00 $3,600,000,000.00 2000
Catalog (EA) 2018 usD USD
Item

Description:  Office Supplies 1

Current Order Status

e 4,000.000 Unconfirmed
4 Confirm: | 4000 Backorder: Reject: @
20 MNon 2,000.000 8 Nov $600,000.00 $1,200,000,000.00 2001
Catalog (EA) 2018 usD usD
Item

Description:  Office Supplies 2

Current Order Status

e 2,000.000 Unconfirmed

Confirm: Backorder: Reject: @

30 . annnann auwe  eonnannnn mn snn nnn ann an annn




Scenario: Multi-Line Material Order-Order Confirmation (continued)

5. Click Next to proceed to the review page. The Review Order Confirmation screen displays. Click Submit. The
Current Order Status shows that line 10 is Confirmed. Lines 20 and 30 remain Unconfirmed. Your order
confirmation is sent to 3M. The order confirmation is visible under the Related Documents section of the order.

Line items

ndefined
Purchase Order: 3500453095 “

Frim Ta Purchase Order
IM COMPANY IM_SURDDS - TEST frme

W CENTER 3300807 R0 main sineet 3500453095
Amount Lindise o

Payment Terms
NET &0

Mot 60 Days

Comtact Information [ ' i ]

Supplier Address Buyer Headguarter Address

Test Supplier e e o
123 Test Rl e g, el
Saint Paul, MN Fax W




Scenario: Multi-Line Material Order-Partial Invoice

1. To create a partial invoice, select the confirmed PO from your INBOX. Click the Create Invoice drop-down menu
and select the Standard Invoice Option.

Ariba Supply Chain Collaboration

Purchase Order: 3500453093

1 ¥ Create Order Confirmation v ® Create Ship Notice - [WCECY IR Hide | Print - | Download PDF | ExportcXML | Download CSV | Resend
{  Standard Invoice
Order Detail Order Histary i

Laailese—

bpe-fteorediiemn
From: To: Purchase Order
3M COMPANY 3M_SUP003 - TEST (Confirmed)
3M CENTER 220-9E-02 999 main street 3500453093
ST. PAUL, MN 55144 StPaul, MN 55124 Amount: $3,675.00 USD
United States United States

Phone:




Scenario: Multi-Line Material Order-Partial Invoice (continued)

The Invoice Header displays.

2. Enter the Invoice #. The invoice number cannot exceed 16 characters. It can contain alpha and numeric characters,
but cannot contain lowercase letters, leading zeros, dashes, slashes, spaces, periods, or other special characters.

3. Enter an Invoice Date. The Invoice Date cannot be backdated by more than 364 days.

4. If several Remit To addresses are configured, select one from the drop-down list that displays. The Bill To address
defaults from the PO.

5. Select the Line level tax radio button.

¥ Invoice Header
Summary
Purchase Order: 3500453095 Subtotal: $0.00 USD
. e Total Tax: $0.00 USD
[ nvoice #: | INV453095T 1] | ] Total Gross Amount:  $0.00 USD
Total Net Amount:  $0.00 USD
J Invoice Date:* | & Oct 2018 = | Amount Due: $0.00 USD
1
3 Service Description:
Supplier T.
nit To:  3M_SUPOOD3 - TEST
St Paul , MN
4 United States
Bil To: 3M COMPANY
ST. PAUL , MN
United States
5 Tax @
Header level tax (1) ® Linelevel tax ©




Scenario: Multi-Line Material Order-Partial Invoice (continued)

6. Toremove the unconfirmed lines from the invoice, click the checkbox to the left of the line number. It is the

best practice to remove any lines from the invoice that have not been shipped.

7. Click Delete.

Price

| e Type Part # Descripiio Customer Part #
6 J a = MATERIAL Mon Catalog fem Office 2,000 EA A00,000.00 U $1,200,000,000.00 USD
Supplies 2
Pricing Details P E&, Cuean 1
i Des
| de Type Part # Diescription Customer Part # Cueantity Price Subitots
\ J 0 = MATERIAL Mon Catalog ftem Office 2,000 E& 2700,000.00 U $2,100,000,000.00 USD
Supplies 3
Pricing Details P E& Quan 1
1 Des
7 : - -




Scenario: Multi-Line Material Order-Partial Invoice (continued)

8. To add the tax information at the Line Item Level, click the Tax Category checkbox.
9. Select Sales Tax from the tax type drop-down list.

10. Click Add to Included Lines to include the tax line.

11. Verify the Quantity and Unit Price of the remaining line.

12. The Tax section displays under the material line. Enter the appropriate tax rate in the Rate % field.

8 9 10

1 Line ltems, 1 Included, 0 Previously Flly Invoiced

Line ltems

Insert Line Item Pptions

Category I 0% WAT /0 Tax I Shipping Documents Specisl Handling Discount I‘ Add to Included Lines |I
Mo Part # Tz Custorner Part # Quaniit P Subintsl
10 = MATERIAL Mon Catslog ltem Office 4000 = $000,000.00 U $3,600,000,000.00 USD 1 1
upplies 1
Pricing Details Price Unit* | EA Price Unit Quantity:* | q
1
Tax Category:* VAT

Taxable Amount: | $8,500.00 CAD

ocation: ax Rate Type:

— | 12
Description: Rate(%) 0.00 |
Regime: Tax Amount
Exempt Deta (no value) ~
Date Of Pre-Payment: Date Of Supply 8 Nov 2018

Law Reference: Trangular Transaction




Scenario: Multi-Line Material Order-Partial Invoice (continued)

13. Click Next at the bottom of the page. The Review page displays. Review your Invoice for accuracy. Scroll down to
view the line item details and invoice totals. If no changes are needed, click Submit to send the Invoice to 3M.

14. A confirmation messages displays. Click Exit to return to the PO view.

Create Invoice

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

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

Standard Invoice

er : INV453085T1 Subtotal $4,000.00 USD
e Monday 8 Oct 2018 7:14 PM GMT-05:00 T $0.00 USD
ler : 3500453095 $4,000.00 USD

$4,000.00 USD

$§4,000.00 USD
REMIT TO: BILL TO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUPD03 - TEST
Postal Address: Postal Address: Postal Address:
993 main street 3M CENTER 220-9E-02 989 main sireet
StPaul, MN 55124 ST. PAUL, MN 55144 StPaul, MN 55124
Uniled States United States United States

Invoice INV453095T1 has been submitted.

14 . fri.n'. acopy of :hg invoice.
«| Exit Invoice creation.




Scenario: Multi-Line Material Order-Partial Invoice (continued)

The PO view displays. The Invoice is linked under the Related Documents section. The status of the order displays as
Partially Invoiced. Click Done to navigate back to the Home screen.

Ariba Supply Chain Collaboration

Purchase Order: 3500453093

| ¥ Create Order Confirmation || Wi Create Ship Notice H =] Create Invoice « Hide Print Download PDF Export cXML Download C8V Resend

Order Detail Order History

From: To:
3M COMPANY JM_SUP003 - TEST
3M CENTER 220-9E-D2 999 main stref:l
ST. PAUL , MN 55144 St Paul, MN 55124 Amount: $3,875.00 USD
United States United States
Phone:
Fax.

ax:
Email: 18asuppliers@amail.com

Payment Terms '/

ik
NET 60 l Belated Documents: & INVAS309371 ]
Net 50 Days ¥ POA53093

Contact Information
Supplier Address Buyer Headquarter Address




Scenario: Multi-Line Material Order-Invoice Status

1. To verify the status of the invoice from your Home screen, click the OUTBOX tab.
Scroll through your list of Invoices or use the Search Filter to search using the Invoice
Number.

2. The Routing Status of the Standard Invoice line is Acknowledged and the Invoice
Status is Sent.

HOME  INBOX CATALOGS ~ REPORTS  UPLOADDOWNLOAD CSV Documents v

Invoices  OrderConfirmations ~ ShipNofices  SenviceSheets  Extended Collaborafion  ProductReplenishment  Drafis

Invoices

» Search Filters

Invoices (6) §
Twﬂn
Standard N 2ENIARINE ' ' '
moce ol poygr 00 Onle Supler  Supler Mo Ocer 8O0 S40000 USD  Acowedged Sent 2
olIr=1R"J]
Test PO-
IStandard INVA53004T fl;EASE 3500453004 Online Supplier Supplier  No Order 8 0ct2018 5105000 USD  Acknowiedged Sent




Scenario: Multi-Line Material Order-Remaining Balance

Once the remaining materials have been sent, a second invoice will need to be created for the balance. Ariba will allow
you to create an Invoice for more than the remaining balance on the PO, but the Invoice will be rejected by 3M. After you
have submitted the second Invoice, verify that the Invoice has been approved. To verify the Invoice status:

1. Click OUTBOX.

2. If you have over invoiced, the Invoice Status shows as Rejected.

3. Click the Invoice # hyperlink to open the Invoice and view the error details.
4

To submit a corrected invoice, create a new Invoice from the Purchase Order.

1 v aaooe CATALOGS REPCRTS UPLOAD/DOWNLOAD

Invoices Order Confirmations Ship Notices Service Sheets Extended Collaboration Product Replenishment Drafts

Invoices

» Search Filters

Invoices (7) =
| Standard \asagesro  TEStPO - PLEASE onin N i 2
3 1 Invoice INV453096T2 DO NOT Ship - (R°5) Oniine Supplier Supplier No 20ct2018 $2,00000 USD Failed Rejected ]
Standard TG TestPO - PLEASE — - ; ] .
Invoice INV453095T1 DO NOT Ship - (R°5) Online Supplier Supplier Ne Grder 8 0ct 2018 $4,00000 USD Acknowledged Sent
Srangarn INV453004T1 BEOS‘N%Q{;?“(SF&E:I Oniine Supplier Supplier Mo rder 20ct 2018 $105000 USD  Acknowledged Sent
Standard niiconoooo  TestPO-PLEASE ieonon o . . o
Invoice: INV453096T2 K
Edit Create Line-Item Credit Memo | | Capy This Invoice | Print Download PDF + Export cXML

Detail Scheduled Payments History

Rejected Invoice:

Reasons:

INV-38_ The invoice was successTully received

INV-52- The subtotal of line item 1 exceeds the buying organizations line item subtotal limits. ]
DOCTE R TrenToCesem ToErororenm o

DOC-1: Invoice validation Tailed.

Invoice could be rejected due to buyer business rules. Check the History tab for the reason the buyer rejected this invoice, or contact the buyer for more information. Note that buyers might reject invoices that do not meet their business rules.




Creating Credit Memos - Line Item
Level



Line Item Level Credit Memo

HOME INBOX

CATALOGS

1. To create a credit memo 1
against a PO that has
previously been invoiced,
go to your Outbox and
select the Invoice by
clicking directly on the

Invoices Order Confirmations Ship Notices

Invoices

» Search Filters

Invoices (100+)

Service Sheets

REPORTS

UPLOAD/DOWNLOAD

MESSAGES

Extended Collaboration Product Replenishment

CSV Documents v

" PLEASE
L] . Credit 013253 DO NOT 4800021422 Online Supplier Supplier No Order 26 Nov 2018 §-10.26 USD Acknowledged Sent
Memo
Invoice # hyperlink. she-
Test PO -
Standard PLEASE ) '
e Invoice 030657 DO NOT 4300021474 Online Supplier Supplier No Order 19 Nov 2018 $100.00 USD Acknowledged Sent
Ship -
Note: You can also select .
PLEASE
M Stan_dard 032622 DO NOT 4800021473 Online Supplier Supplier No Order 22 Nov 2018 $10000 USD Acknowledged Sent
Invoice
the option. From the Create 5%
.
drop-down list, select
. Invoice: 030657 BEN
Credit Memo. Once you
a re O n 'th e In voice Detail 2 Create Line-ltem Credit Memo ‘ Copy This Invoice Print Download PDF Export cXML
. o, o
page’ Verlfy It IS the CorreCt Detail Scheduled Payments History
. .
PO or invoice.
Standard Invoice
R . Subtotal $100.00 USD
- oice: Sent Total Tax $0.00 USD
2. Click Create Line-ltem T o L et Soonuso
. er: 030857 Total Net Amount $100.00 USD
Cred It M emo. Monday 19 Nov 2018 3:07 PM GMT+05:30 Amount Due $100.00 USD
Original Purch: 4500021474
Submissio d: Online
gin : Supplier
Source Document : Order




Line Item Level Credit Memo: Header

3. Enter the Credit Memo # and 4

Credlt Memo Date. Create Line-ltem Credit Memo | Updste | | Exit | “

4. By default, the original invoice

Values display and are ¥ Invoice Header * Indicates requined field
summarized with a negative

value. Once you select your W — St $1moncD S
line items and adjust the 3 . — e R
Quantity and Value, the B
summary will update. Supplir TaxD
5. Tax credit can be submitted at o
the Header Level or at the 1T S CANADA ComPANY
Line Item Level. If submitting o
at the Header Level, once you m—
adjust the line item quantity S O Hestrorine © () Unatewites G

N . _ _ Remove
Category VAT axable Amnount: $-100.00 CAD

and value, the Taxable
Amount and Tax Amount will
automatically re-calculate
based on the line item value.

Reate(% 13

ax Amount: | 5-13.00 CAD

Regim Exempt Detsil: (no walug)

Diate OF Pre-Payment: ] Date Of Supply 15 Dec 2018 EE

ransaction




Line Item Level Credit Memo: Line Level

6. Under the Include column of the line
item, click the toggle to include or §) 7 8
exclude the line item from the credit

memao.

. 1 Line tems] 1 Inchuded, 0 Previousky Fully Invaiced
Line ltems

= Green: Included

Insart Lina tam Options

. Gray: EXCIUded D5 VAT 1D Tax =hipping Dotuments Special Handling Discount

70 Update the Quantity. It Wi” 1 = MATERLAL L2B07-1255 BLACK BOX CODIODONEDNN0GIGET El EA| £198.31 CAD $-153.31 CAD
automatically fill with -
a negative quantity value. Prcing Dt . |

8. Adjust the Unit Price, if applicable.
This will remain a positive value.

9. To add a comment, click Line Item
Actions and select the Comments
option. The Comments field displays

at the Line Item Level.

10. Click Update for a refresh or Next to
review and submit.




Line Iltem Level Credit Memo: Line Level (continued)

Review the Create Line-Item Credit Memo Summary page for credit memo accuracy. Click Previous to edit the
credit note.

11. Click Submit to send your credit note to 3M.

[

Create Line-ltem Credit Memo

m -

Confirm and submit the line-item credit memo. It will be electronically signed according to the compliance map and your customer's invoice rules. This fransaction qualifies as Cross-Border trade. The document’s originating country

is: Finland. The document's destination country is: United 5tates.
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.

Line-ltem Credit Memo

{Original Invoice No: MB3342T8)

Credit Memo #: CRIZ3 Subtotal $-830.00 CAD

Credit Memao Date : Thursday 15 Dec 2018 2:10 PM GMT-08:00 Total Tax 50,00 GAD
Original Invoice No: MB2342T8 Total Gross Amaunt §-830.00 CAD
Criginal Invoice Date : Wednesday 14 Dec 2018 7:48 PM GMT-08.00 Total Net Amount 890,00 CAD
Origina| Purchase Order - 4300002242 Amount Due $-820.00 CAD




Next Steps and Support



Next Steps

Ensure all your internal resources are fully aware and capable to support all
3M transactions through Ariba Network:

= Access the User Guides through the Supplier Information Portal.

» Access the link of the recorded training session through the Supplier
Information Portal.

» Set up your internal resources as users with the appropriate permissions.
» Set up your e-mail notifications.
= Select your preference for receiving orders (Electronic Order Routing).



Support

Refer to the additional documentation available on the 3M Supplier Information
Portal accessible from the Customer Relationships page of your Ariba Network
account. Additionally, the Ariba Help Center can be used to search FAQs, log

tickets, and access additional support documentation.

Company Settings v Test Supplier test-. | Help Center »

Ariba Supply Chain Collaboration

INBOX OUTBOX CATALOGS REPORTS UPLOAD/DOWNLOAD MESSAGES CSV Documents v Create v




