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Course Introduction

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

When transacting with 3M through the Ariba Network Standard/Light, 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 the 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 the Ariba Network, refer to the cXML documents posted on the
Supplier Information Portal and the Ariba Help page. This option is only available to
Ariba Enterprise/Full account holders.



Course Introduction (continued)

Guidelines for transacting in Ariba Standard/Light 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.

Initial Order and Reqistration

Administrator and Account Set Up

Managing Roles and Users

Introduction to the Ariba Network Standard/Light
Identifying 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

Initial Order and Registration



Receive Purchase Order by E-mail

You will receive an e-mail
notifying you that there is a

new 3M order for you in Ariba.

Click the Process order button

at the bottom of the message.

You will be redirected to your

Ariba Standard/Light Account.

3M Company sent a new order

Message from your customer

3M sends their Purchase Orders via Ariba. Ariba Light Account is a Free tool that is being leveraged by 3M for supplier collaboration.

As a supplier to 3M, it is a mandatory expectation that all transactions related to this Purchase Order come to 3M via your Ariba Light
Account

1. 3M will deliver all purchase orders via Ariba Light Account.

2 You will submit all purchase order acknowledgements via Ariba Light Account

3. You will submit all advanced ship notices via Ariba Light Account. (If applicable).

4 You will submit all service entry sheets via Ariba Light Account. (If applicable).

5. You will submit all invoices via Ariba Light Account.

NOTE: DO NOT LOSE THIS EMAIL! You will use this email to create the documents noted above.
Training can be found on the 3M Supplier Direct ERP Training Site

(http://www.3m.com/3M/en US/suppliers-direct/resources/supplier-learning-academy/)

Questions?

Demo Video + Summit Registration :
https://connect.ariba.com/KAAcontent/1,,170809,00.html?bypass=1

Ariba Light Marketing Page:

http://www.ariba.com/go/ariba-network-light-account

3M Supplier Direct: 3M Ariba Light Training

http://www.3m.com/3M/en US/suppliers-direct/resources/supplier-learning-academy/

For Ariba Supplier Enablement questions related to 3M program
Europe, Middle East and Africa (EMEA) Email: 3Menablementemea@ariba.com
Latin America Email: 3MenablementlLatam@ariba.com

North America Email: 3Menablement@Ariba.com

For 3M specific business questions related to Ariba: (based on 3M Location Not Suppliers)
Europe, Middle East and Africa (EMEA) Email: STPeCommerceEMEA@3M.com
Americas Email: STPeCommerceAmericas@3M.com

For 3M specific business questions related to 3M Business, contract, etc.:

Contact your 3M Representative

Thank you for your eCollaboration!
Process order

been fully invoiced.

Note: Because POs can only be processed through the order e-mail, keep any PO e-mails until it has




Log in to Ariba Standard/Light Account

If this is the first time you are using your Ariba Standard/Light Account, choose
Sign up and complete your registration.

Join your customer on Ariba Network!

T

Already have an account? Log in

o

Connect faster

Exchange documents electronically
and streamline communications.

Ariba Network light account is Free

Learn more




Ariba Standard/Light Registration

Complete your Company Information by filling out all mandatory fields (*):

Company Name:*

Country *

Address™

Ariba Light Test Supplier-TEST

United Kingdom [GBR]

123 Test Road

Line 2

Line 3

Line 4

Cilyf

London

State

Postal Codef*

12345-789




Ariba Standard/Light Registration (continued)

Enter your User Account Information:

Namg: * Test Supplier

Email* Test @ MmMmMm.com

Use my email as my username

-~ iy

Username* Ariba Light Test Supplier

Password*

Language English

-

Email orders to

Test @ MmMmmMm.coim




Ariba Standard/Light Registration (continued)

Select Tell us more about your business.

By clicking on Browse, you can select
your Product and Service Categories as
well as Ship-to or Service Locations.

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
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
enter NA.

Accept Terms of Use and click on
Register.

ﬂ'ell us more about your business v}

-or{Browse

-or{Browse

Product and Service Categories: | Enter Product and Service Categories e
Ship-to or Service Locations: | Enter Ship-to or Service Location -
Tax|D: | Optional
Vat D | Optional
DUNS Number: | Optional :

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

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




Ariba Standard/Light Registration (continued)

Upon completion of registration, you
will receive a confirmation e-mail
providing basic information on your
Ariba Standard/Light Account.

Thu 13/0 )17 11:4
Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com>
[EXTERNAL] Ariba Network Registration Confirmation

broblems with how this message is displayed, click here to view it in a web browser
dow!

nload pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Welcome to Ariba Network Light Account

Thank you for registering for an Ariba Network light account. Here are some Info to get you
started

Your Account Information

Company name Ariba Light Test Supplier-TEST
Administrator emall test@test. com

Ariba Network ID ANO1056015978-T

Username test@mmm.com

Things you can do

wWhen you sign in to Ariba NMetwork, you can:

- Respond to any number of emailed orders.
- View up to 20 orders on the home page.
- Get limited access to features that your buyer supports, like order confirmations and ship
notices.
- Check invoice status and create non-PO invoices, if your buyer supports them.
- Set up your company profile to attract potential customers.
- sSubmit technical questions online.
- Create user accounts.
Mobile

Download the Ariba Supplier Mobile app to your mobile device and manage customer orders and
invoices on the go.
Upgrading

Upgrade anytime get full access to features. Learn More .

Sincerely,
The Ariba Team
https://discovery.ariba.com




Ariba Standard/Light Registration — Enterprise/Full User Account

You may upgrade to a Enterprise/Full account at any time to get access to full
Ariba Network functionality. This includes:

* Full web portal navigation
» Additional integration

» Access to catalogs

» Access to Ariba Seller

Click Learn More on the Homepage.

A rl b 3 N e tWO r k Upgrade from light account

INBOX QUTBOX




Ariba Standard/Light Registration — Enterprise/Full User Account (continued)

Click U P rade to access full-use Upgrade to realize the full value of Ariba Network!
account options. LIGHT ACCOUNT FULLUSE ACCOUNT

Your current account Upgrade
FULFILLMENT

+ Respond to emailed orders using

features that your customer < Skip the emails. Get and manage
requests, like order confirmations, orders and invoices all on Ariba
# Orders and invoices ship nofices and invoices MNetwork.
+ Check invoice status and create « Use CSV uploads to manage large
non-PO invoices, if supported by documents.

your customer

« Publizh catalogs that detail your

= Catalogs products and services

. ) < Integrate with yvour backend systems
¥ Integration through CXML or EDI

i < Access to long-term invoice
(4 Legal Archive archiving (regional restrictions apply)
_ + Get reporis to frack transactions and

(0l Reporting sales activities
& support Help Center o %Erlﬁ Center, phone, chat, and web
%, Fees Free Based on usage

Note: Supplier fees may apply with full-use
aCCGSS. SELLING

% Ariba Discovery

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

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

may apply
s Sourcing, Contract  Attract potential customers with your profile and get invited to auctions and
* Management offer events.

Learn more about all the features of Ariba Metwork.




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 anytime 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 rouueity e tetor HE Help Center »

* To log into your account,

go to: Supplier Login SAP Ariba Live in Singapore
http://supplier.ariba.com. - T A —

network and connect with buyers, subject matter

experts and innovators that drive our industry

"0 access your Froduction
Account, enter User - & ok
Name and Password, then B
click Login.

Learn More



http://supplier.ariba.com/

Profile and Account Configuration

Access Company Note: Your Ariba Network ID

Profile: (ANID) displays at the upper-right
corner of the page.

* Click the Company

Settings drop-down
menu.

Ariba Network

Ariba Ligh

NBOX  OUTBOX  CATALOGS  REPORTS ANID
* Click Company

Profile.

Account Settings

) ) Customer Relationships
Qutstanding Invoices
Users

Maotifications

Application Subscriptions

View All

Metwork Settings

Electronic Order Routing




Company Profile Configuration

The Company Profile page
displays.

Click the Basic tab:

» Complete or update all required
fields marked by an asterisks

» Click Add to classify your
company by:

— Product and Service
Categories

— Ship-to or Service Locations
— Industries

= Click Save

Company Profile

Business 2) Marketing (3) Contacts Certifications (1) Additional Documents
* Indicates a required fiskd

Qverview

Company Name'*  Ariba Light Test Supplier-TEST

Networkld:  AND1056015978-T (i)

Short Description:

Product and Service Categories, Ship-to or Service Locations, and Industries

Product and Service Categories*

Enter the products and services your company provides. Postings made by buyers will be matched to you based on the product and service categories you enter below.

Enter Product and Service Categories
Propellants
Ship-t 5 L
Enter i that y y ship! If limited tions. ocations your company serves below. If you have global capabilities, browse and select "Global." For example: a
ErvicH P ight onl he US, bi 3 facturer may ship globally.
Enter Ship-to or Service Location -or- Browse

Bracknell Foresi - United..

Industries

Select the industries your company serves

Save




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 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 them
blank. Do not enter NA.

Company Profile

Basic (3) [ Business (2) ] Marketing (3 Contacts Certifications (1) Additional Documents
* |ndicates a required fisld
Business Information
Tax Information
Tax Classification: | (no value) A
Taxation Type: (no value) o
Tax ID: (i) Do not enter dashes
State Tax Id: Do not enter dashes
Regional Tax |d: Do not enter dashes
{ Vatld: | GB230745820 1
J VAT Registerad
VAT Registration Document:  <No document=
Upload




Company Profile Configuration (continued)

Marketing tab: Company Profile

» Enter additional details and Basic (3) Business (2) Marketing (3) Contacts Certifications (1) Additional Documents
specific criteria about your " Indicates 2 required fied
company. Standard Profile Features

= Add Company Description and Social Networking Links

Add links to your social media channels zo that buyers can engage with your company.

Company Logo.

= Optional: Click Add and add
Credit and Risk Information from
D&B.

n facebook.com/
.;| twitter.com/

f_m linkedin.com/

Company Description
Enter a full company description that gives buying crganizations a more complete view of your company than the brief description on the Basic Profile page.

— size — w — font — v

Credit and Risk Information from D&B (i)

Add your Dun & Bradstreet credit and risk scores to your posfing responses so that buyers can identify you as qualified partner.

| D&B D-U-N-S® Number: | Add |




Basic Profile Configuration

Contacts tab:

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

Company Profile

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

* Indicates a required field

Company Contact Information

Contact Personnel

Additional Documents

Main Email-* | test@test.com|

Country Ares

Main Phone:+ | USA1 ~ |11

Country Ares

Main Fax: = MEX52 v

Number

2223333

Number

Customers need to know how to contact your company. You can provide companywide and customer-specific contacts. First, create your private list of contact personnel. Then, create companywide and customer-specific azsignments. Cuztomers do not
see your list of contact persennel. Click Edit or any link in the Name column to edit a contact's details. Ariba’s policy for handling contact information is described in the SAP Ariba Privacy Statement.

Contacts

Name t

b | o]

Business Title

Email Phone




Basic Profile Configuration (continued)

Certifications tab:

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

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

Company Profile

Basic (3) Business (2) Marketing (3) Contacts | Certifications (1) Additional Documents

* Indicates a required field

Certifications

Buying organizations can view these designations in your company profile and search on this information when looking for new suppliers.

Sustainability Initiatives
Your buginess has undertaken sustainability initizfives in one of the following categories: Plan, Products and Services, Energy, Carbon, Transporiation, Other.

Small Disadvantaged Business

Your buginess is SDB cerified, 3(a) certified, HUBEZone certified, or cerified as a small disad

ged business by a state government agency.

Women-Owned Business
Your business is at least 21% owned by a woman or women who exercise the power to make policy decisions and who are actively involved in the day-to-day management of the business

Minority-Owned Business
owned by one or more minority U_S. citizens. In the case of a publicly owned business, at least one or more such individuals own 51% of the stock, and one or more such

Your business is at least 5

individuals confrol its management and daily operations

Veteran-Owned Business
& owned by an individual who served in the active milit

1%

w

rho was dis

ry, naval, or air service, and \

rged or released under conditions other than dishonorable or is at least

“Your business is at least 519

owned by an individual who can be considered by the government as a Service-Disablec

Veteran. The terms "veteran” and "service-disabled veteran” are defined in 38 U5.C 101(2) and (16}

150 Certification
The International Organization for Standardization (1S0) family of st
stakeholders. The standards are published by the 130 and are available through

andards rel fy management systems and are designed to help organizations ensure they meet the needs of custemers and other

nal standands bodies

Not Certified

Your business does not have any of the cerifications listed above




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.

Upgrade from light account

All Customers

HH Company Setiings v

Ariba Light Test Su...
ANID: AN01056015978-T

Company Profile

Account Settings

Customer Relationships
Users

Matifications

Application Subscriptions

View All

Matwork Settings

[Electmnic Order Routing}

Electronic Invoice Routing
Accelerated Payments

Remittances

P 1twork Nofifications

h .
Las view Al




Network Settings: Electronic Order Routing (continued)

This section determines how you receive your documents. For Ariba
Standard/Light, any order or order change will be sent by e-mail only. Any

other options (cXML, online, etc.) are solely available in the Enterprise/Full
Ariba version.

New Orders

Document Type Routing Method Options

Email address: test{@test.com,test1@test.com

Attach cXML document in the email message
Catalog Orders without Attachments Email W J 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™.

Attach PDF document in the email message

Current Routing method for new orders: Email
Catalog Orders with Attachments vithout attachments  ~~

Attzchments will be included in the order.

Non-Catalog Orders without : yithout attachments  ~ Current Routing method for new orders: Email
Attachments




Network Settings: Electronic Order Routing (continued)

Options:
* 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

New Orders

Document Type Routing Method Options

Email address:  test@test.com test1@test.com

Attach cXML document in the email message

Catalog Orders without Attachments Email Y J 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”.

Attach PDF document in the email message

Current Routing method for new orders: Email

Catalog Orders with Attachments Same as new catalog orders without attachments  ~
Attachments will b2 included in the order.




Network Settings: Electronic Order Routing (continued)

Notifications:

The following boxes must be selected to ensure you will be notified about
any changes and updates to orders.

Notifications

J Send a notification when orders are undeliverable.
Order + | test@test.com test1@test.com

‘/ Send a notification when a new collaboration request against an existing order is received.

‘/ Send a notification when purchase order inquiries are received.

Purchase Order Inguiry «  test@test.com test! @test.com

J Send a notification when purchase order inquiries are undeliverable.

Send a notification when time sheets are undeliverable.

Time Sheet




Network Settings: Electronic Invoice Routing

Upgrade from light acco earn Mon HH Company Settings v

Click the Company Settings drop- AN ANOT03601557

ANID: AN01056015978-T

dOWﬂ menu, then EleCtroniC InVOice Company Profile
ROUti ngo Account Settings

Customer Relationships
All Customers

Users

Configure your invoice notifications Noticaios
e-mails. Check the boxes for the e

View All
notifications you want to receive.

Network Settings

Network Settings

Electronic Order Routing

Electronic Order Routing Electronic Inveice Routing Accelerated Payments Settlement
[Electr{:nic Invoice Ruutingl
General Tax Invoicing and Archiving
Accelerated Payments
Capabilities & Preferences ¥

Sending Method

Document Type Routing Method Options

Invoices Online  ~ Return to this site to create invoices
Customer Invoices Online Save in my online inbox
Notifications

\/ Send a notification when invoices are undeliverable or rejected

Invoice Failure « | nhill@mmm.com

J Send a nofification when invoice statuses change.

Invoice Status Change « | nhill@mmm com

J Send a nofification when an invoice is created automatically on behalf of your company.

nvoice Created Automatically .| nhill@mmm com




3M Remittance Advice and Procedures

Suppliers who submit invoices through the Ariba Network using the Online
Interface can configure their Ariba Standard/Light Network account with

this information 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 field depending on country requirements) using these
fields:

= *Address

= Address2

= Address3

= *City

= *State

= *Country

= *Postal Code



Configure and Validate Remit To

You must ensure the Remit To
address is provided on the invoice.
To validate your remit to address:

* 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.

All Customer:

Aug 2017

| Customers

Last 14 day:

Company Settings «

Ariba Light Test Su...
ANID: ANO1056015978-T

Company Profile

Account Settings

Customer Relationships
Users

Motifications

Application Subscriptions

View All
Metwork Settings

Electronic Order Routing
Electronic Invoice Routing

Accelerated Payments

Remittances

I !otwork Notifications

View All




Settlement

The Settlement tab allows you
to enter specific Remit To
Address information.

If you transact with other
customers on the Ariba
Network, you may have Remit

To information already entered.

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

Network Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payments

* Indicates a required field

[EFT!Gheck Remittances}

Address 1 City State

Cain Road Bracknell

L Edit ‘ ‘ Delete

Supplier Auto Acceptance Rule

Mame 1 Description

Settlement

Country

United Kingdom

Active

Default

Yes




Settlement (continued)

From your list of Remit To addresses:

= Enter the fields that are marked
as required with an asterisk.

= Select one of your address records
as the default.

* Important: Configure the 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

Remittance |D Assignment

Customer

Address 1:#

PQ Box 123 (Chicago)

Address 2:

Address 3

State:* | lllinois v

Country:*

Contact:

p:*| 60673

United States [USA]
Select contact ~

Make this address default

Factoring Service (1)

Remittance 1D

3M - QI - production QA

1854000




Settlement (continued)

After all information is
entered, click OK at the top of
the page.

On your Settlement page, click
Save to complete the setup.

Note: There is additional information
within the setup for payment method,
but you do not need to complete
those sections. For example, 3M does
not require banking information.

Create Remittance Address / Payment Info

Add a remittance address. Indicate your preferred payment method for the new address. Then, enter information for customers about payment methods you support. Review your information

carefully, since customers use it to send you payments.

~ Do not enter personal bank account infermation. Enter only corporate bank details.

* Indicates a required field

Remittance Address

Address 1:*  PQ Box 123 (Chicago)

Address 2:

Network Settings

Electronic Order Routing

* Indicates a required field

EFT/Check Remittances

Address 1
Cain Road

PO Box 123 (Chicago)

Electronic Invoice Routing

Accelerated Payments Settlement
I
City State Country
Bracknell United Kingdom
Chicago IL United States

L Edit

‘ ‘ Delete

Default
Yas

No




Notifications

From the Company Settings drop- camMore | S |Company Setings~
down menu, select Network ANID: ANO1056015578.T
Notifications to indicate which Company Profle
system notifications you want to S

e Customer Relationships
receive.

Users

Matifications

Application Subscriptions

ne

Wiew All

unt
MNetwork Settings

Electronic Order Routing

Electronic Invoice Routing

Jul 2017 Accelerated Payments

g Remittances

A— [Netwnrk Notifications 1 [

-
All Customers « | yeo A I I i




Notifications (continued)

Click the General tab to

set general notifications.

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

Customer Relationships Users

Notifications Application Subscriptions

[General] [Network] Discovery

Enter up to three comma-sepa
The Preferred Language config

Electronic Order

Order

Purchase Order
Inquir\l,'

Time Sheet

Pending Queue

Service Sheet

arated email addresses per field.
ured by the account administrator controls the language used in these nofifications

Routing

\/ Send a notification when orders are undeliverable

Send a notification when a new collaboration request against an existing order is
received

\/ Send a notification when purchase order inquiries are received

\/ Send a notification when purchase order inquiries are undeliverable

Send a notification when time sheets are undeliverable

Send a notification when items delivered through pending queue are not
acknowledged

v test@test.com test1@test.com

v test@test.com test1@test.com test2@test.com

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




Enhanced User Account Functionality

Sellers to: Logout
* Quickly access their User account My Account

information and settings.
» Switch to their test accounts.
» Link their multiple User accounts.

My Community Profile

Switch To

John Smith
johnsmith@test.com

Now we

Link User IDs

Contact Administrator

Center »

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

marked with an asterisk. Z

Note: If you change your

username or password, -

remember to use it at your ele— =

next login. e [
[ If necessa rY, you Can hide - |1s“pcm...mo

Contact Information Preferences

personal information by
selecting the Hide my
personal contact
information checkbox.




Managing Roles and Users



Users and Roles

On the Administration Navigator, click Users.

Administrator:

Responsible for account management and configuration

Administrator role is 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 an Administrator

» Has exactly one role, which corresponds to the user’s real job
responsibility

» Responsible for updating personal user info

t

Company Settings v

Ariba Light Test Su...
ANID: AN01056015978-T

Company Profile

Account Settings
Customer Relationships
Users

Maotifications

Application Subscriptions
View Al

Network Settings
Electronic Order Routing
Electronic Invoice Routing

Accelerated Payments

2

g

uny




Create User Roles and Users

From the Users page:

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

= Enter the Name and Description
for the Role.

= Add Permissions for the Role
checking the appropriate
checkboxes.

= Click Save. The new Role is
created.

* You can now select Create User
to assign the role to a new user.

Manage User Roles

Create and manage roles for your account. You can view or edit the details of a role. The Administrator role can be viewed, but cannot be medified or assigned to another user

Role
Mame

Administrator

Actions

Details

Contact Administration

Goods Receipt Report Administration

Permissions

Each role must have at least one permission

Upgrade your Ariba Metwork, light account to a full-use account to enable all permissions
Permission

Description
Maintain information for account contact personnel

Access to Reporting, and Goods Receipt report type




Introduction to the Ariba Network
Standard/Light



Introduction to the Ariba Network Standard/Light

The Ariba Network Standard/Light 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 orders in Ariba.

* View Header Level details of an order.

= View Line Item Level details of an order.

* View the Dashboard Overview.

= View Trends.

* View Invoice History.



Navigating to Orders

To work on your order, you need to
access it in Ariba. To do so, it is
essential to keep the e-mail you
received informing you about your new
PO from 3M. Select Process Order.

If you are unable to find your initial PO
e-mail, you can have it resent by visiting
the dashboard of your Ariba account,
choosing your PO in the Orders, Invoices
and Payments section, click on Select
and Send me a copy to take action.
Please note that the number of POs
displayed on your dashboard may be
restricted.

(= Reply L(‘_:\’C-p;., All 3 Forward \(- M

Mon 07/08/2017 15:40

3M - QI - production QA' <ordersender

prod@ansmtp.ariba.com>

[EXTERNAL] 3M - QI1 - production QA sent a new Purchase Order 3500281822

To
ﬂ Follow up. Start by 07 August 2017. Due by 07 August 2017.
If there are problems with how this message is displayed, click here to view

3500281822.htm
e 35KB

t in a web browser.

3M - QI1 - production QA sent a new order

Your customer sent you this order through Ariba Network.

==n

Orders, Invoices and Payments

0 0
Orders to Invaice Orders that Need
Attention

3M-Qit -

NHTEST808 i production 3500281834

QA
M- QI -

TEST1234 i production 3500281822

QA

Invoices Rejected

8 Aug 2017

9 Aug 2017

Invoices Pending
Payment

All Customers

2

aee
More. ..

Pending

£10,200.00 GBP
' Approval

£24000 GBP Sent

Last 14 days Now we're m|

Check it out.
& App store

Action

Tasks
Select

Update P
Inform

Send me a copy to take action



Purchase Order Detalils

Once you have selected a
Process Order and logged
into your Ariba
Standard/Light account, the
Order displays.

The Create Confirmation
and Create Ship Notice
options are enabled from this
page. The Create Invoice
option is grayed out. You
must submit an Order
Confirmation and a Ship
Notice, where required, prior
to Invoicing 3M.

Ariba Network

Purchase Order: 4500021227

’ v Create Order Confirmation v || & Create Ship Notice | =

Order Detail Order History
From:
3M COMPANY

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

Print - | Download PDF Download CSV | Resend

To:

Test Import Vendor-1000 AK1-TEST
123 main st

lino lakes , MN 55014

United States

Phone: +1 (111) 2223333

Fax:

Email: test@yahoo.com




Purchase Order Detalils (continued)

The actions available on the
Order include:

= Print to print all order Ariba Network
detalls or prlnt screen Purchase Order: 4500021227
contents only.
v Create Order Confirmation v- ® Create Ship Notic = : - I Print Download PDF Bormioad-€5Y-
= Download PDF to save a | " "
Copy Of the PO to your Order Detail Order History
CO m p Ute r. ;;"(;OMPANY 1:;1 Import Vendor-1000 AK1-TEST
3M CENTER 2209602 I1|r?3 &3;2 S'MN 55014
= Resend to reprocess POs o Saer (niodses
with a Failed status that Ema: 551@y3100 o

were not properly sent to
your e-mail.

Note: Downloading your PO as a CSV is currently not supported in the Ariba Standard/Light version.




Purchase Order Details: Header

The order information available on the
Order Details tab at the Header Level
includes:

Ship From location
Ship To location
Supplier Address

Buyer Contact for questions, comments
or changes regarding PO

Remit To information

Means of Transport instructions on how
to ship

Comments, if applicable

Purchase Order: 4500021227

v Create Order Confirmation || %l Create Ship Motice | = Print Download PDF Download CSV | Resend
Order Detail Order History
From: To: Purchase Order
3M COMPANY Test Import Vendor-1000 AK1-TEST (New)
3IM CENTER 220-9E-02 123 main st 450002 1 22?
United States United States
Phone: +1 {(111) 2223333
Fax:
Email: supplier@supplier.com
Payment Terms "{ Routing Status: Sent
NET 60
Net 60 Days
Contact Information
Supplier Address Buyer Headquarter Address
Test Import Vendor- John Smith
1000 AKA1 Email: test@test.com
) . Phone: + () 506-40353418
Drrive Hill Fax:
55119 Waldwick ;.
cMP Remit To
Mexico Test Import Vendor-1000 AK1
Email: Drive Hill
test@test.com 55119 Waldwick
Phone: CMP
Fax: Mexico
Address ID: 0001002763 Phone:
View less »
Means of Transport:  Air Express
Ship All ltems To Bill To Deliver To
3M Brockville - Tape/3M Brockville - Tape 3M UNITED KINGDOM PLC
60 CALIFORNIA AVENUE, BLDG # 501 3M CENTRE, CAIN ROAD
BROCKVILLE ON K&V 5W1 BRACKNELL
Canada
Ship To Code: 4158 RG12 8HT

United Kingdom
Phone: + () +44 (0)1344 858000
Fax +()+44 (0)1344 858278




Purchase Order Detail: Header (continued)

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

the order. The possible orders statuses are:

New: Initial state, new order

Changed: Order has been canceled or
replaced by a subsequent (changed)
order

Confirmed: All quantities confirmed
Shipped: All quantities have been
shipped

Invoiced: All ordered quantities have
been invoiced

Failed: Ariba Network experienced a
problem routing the order to your
account. You can resend failed orders
after correcting the issue.

Purchase Order: 4500021227

¥ Create Order Confirmation + ||®l Create Ship Motice | =

Order Detail Order History

From:
3M COMPANY
3M CENTER 220-9E-02

ST. PAUL , MN 55144
United States

Payment Terms '
NET 60
Net 60 Days

Contact Information
Supplier Address Buyer Headquarter Address

Test Import Vendor- John Smith

1000 AK1 Email: test@test.com
Dri . Phone: + () 506-40353418
rive Hill Fax:
55119 Waldwick Remit To
CMP
Mexico Test Import Vendor-1000 AK1
Email: Drive Hill
test@test.com 55119 Waldwick
Phone: CMP

Fax: Mexico
Address ID: 0001002763 Phone:

Print Download PDF Download CSV

To:

Test Import Vendor-1000 AK1-TEST
123 main st

lino lakes , MN 55014

United States

Phone: +1 (111) 2223333

Fax:

Email: supplier@supplier.com

Resend

Purchase Order

(New)

4500021227

Amount: $10,000,000.00 MXN

Routing Status: Sent




Purchase Order Detail: Header (continued)

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

(.. . . h
Links to previous versions for J =

Purchase Order: 4800761813 .
quick reference.

v || % Create Ship Notice | & Print Downlcad POF Downlead CSV

= Order Details tab at the .
Header Level. The Order ORI
Status displays as Changed. Frone - 0004 02131 40 H@H
The original order is marked | I

NET 30

with an Obsolete status.

Changed fields |

= Line Item Level; the changed Lare highlighted.J
fields are highlighted. —

Ship All Items To Bill To Deliver To
= C led Ord marked
a n Ce e r e rs a re a r e 3M Deutschland GmbH / Werk Hilden 1 3M DEUTSCHLAND GMB]
21-125 Diisseldorfer Str. CARL-SCHURZ-STR. 1
40721 HILDEN 41453 NEUSS
anceiea. 05
Se y Germany
Shi Code: 4108 PhongA () 0049 (0)2131 140
+ () 0049 (0)2131 14 2649
Line ltems Show Item Details =
Line # Change Part # / Description Type Qty (Unit) Need By Price Subtotal
10 + Edited 0876542 000000007 100062723 Material 10.000 (RO) 25 Apr 2016 $100.00 CAD $1,000.00 CAD §0.00 CAD Details

on Calalog Ttem
CLP-06661 EBLB 111 NB BF6 51 97262161




Purchase Order Detalil: Line (continued)

On the Order Details tab, scroll down to view the Line Items section. The Line Items 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.

Show Item Details

Line ltems
Line # Change Part # / Descripfion Customer Part # Type Qty (Unit Meed By Price Subtota
10 + Edited 000000007 100062723 Material 10.000 (RO) 25 Apr 2016 $100.00 CAD 51,000.00 CAD $0.00 CAD Details

CLP-06661 EBLB 111 NB BF6 S1 97262181




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
indicates if order confirmations and ship
notices, also referred to as Advance
Shipping Notifications (ASNs), are allowed
or not allowed for the PO item.

Tax

ax Category

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

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

0.250

0.250

—

Line ltems Show Item Details =
Qty (Unit Price Tax
10 + Edited 9376542 000000007100062723 Material 10.000 (RO) 25 Apr 2016 $100.00 CAD $1,000.00 CAD §0.00 CAD elails
CLP-06661 EBLE 111 NB BF6 S1 97262181 /
Catalog (EA) 2018 uUsD
em
st Material 1
Status
1 Invoiced Inveiced Amount: $6,000.00 USD
1.000 Confirmed With New Date (Estimated Delivery Date: 4 Feb 2018 )
[Control Keys)
Order Confirmation: allowed
Ship MNotice: not allowed
Inwvoice: is not ERS
Ship To
Okrusko,D/Okrusko.Daniel
St Paul, 55144
United States
Ship To Code 1338




Purchase Order Detalil: Line (continued)

The Tax Status displays on the order line item if applicable to the Supplier’s country. The Tax details

display based on country requirements.

Schedule Lines

Schedule Line # Delivery Date
1 4 Feb 2018 6:00 PM CST
Other Inrummiﬂn
Tax Stafus.___Taxable ]
AccountCategory: K

ReceivingType: 4
External Line Number: 0ooos

Estimated daysfor 0
inspection:

ACTOTTIITY
GL Account 0007530010 (o]
CostCenter 1000105203
Percentage 100.00

Ship Date

Tax
Tax Category
CA - LOS ANGELES (COUNTYWIDE), COUNTY SALES/USE TAX
CA - LOS ANGELES COUNTY TRANSPORTATION COMMISSION (LATC, LACT), DISTRICT
SALES/USE TAX
CA - LOS ANGELES COUNTY TRANSPORTATION COMMISSION (LATC, LACT), DISTRICT
SALES/USE TAX
CA - LOS ANGELES COUNTY TRANSPORTATION COMMISSION (LATC, LACT), DISTRICT
SALES/USE TAX
CA - LOS ANGELES, CITY SALES/USE TAX

CA - STATE SALES/USE TAX

Tax Rate Taxable Tax ax
(%) Amount Amount  Location
0.250

0.250
0.500
1.000

1.000

6.000

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 Standard/Light Dashboard: Overview

After logging in to your Ariba Network
Ariba Standard/Light
account, a dashboard will
be available on the Home s oy Ao
screen providing a basic

overview of your account

and orders.

Please note that some

. PYS Orders, Invoices and Payments All Customers Last 14 days
functionalities are greyed
0 0 0 2
O ut a S th ey a re O n Iy Orders to Invoice Orde,{tstér;iLEGEd nvoices Rejected Invu:g:;fee;ding Mars._
L] L] e

available in the Ariba

NHTEST308 u 3M - QI - production QA 3500281834 8 Aug 2017 £10,200.00 GBP Pending Approval Select
E nte r p rise/ F u I I a CCO u nt TEST1234 u 3M - QI - production QA 3500281822 9 Aug 2017 £24000 GBP Sent Select

version.



Ariba Light Dashboard: Trends

There is a chart enabling you to view trends based on various filter criteria.

+ All Customers

3M - QI - production QA

Purchase Order by Volume
Purchase Order by Amount
Qutstanding Invoices

Outstanding Invoices {A Customers ]

Apr 2017 May 2017 Jum 2017 Jul 2017




Ariba Light Dashboard: Orders, Invoices and Payments

Your orders, invoices, and payments are listed in different categories (tiles). These can be

customized by clicking on Manage Default Tiles.

Orders, Invoices and Payments All Customers Last 14 days

Attention

. 0 1 0
SAP Ariba /N Orders to Ship Orders with Service Service Entry Sheets
Mathan Hill {1026284@mmm.com) last visited 10 Aug 2017 12:17:58 AM | Ariba Light Test Supplier-TE| Lines

Data Policy Security Disclosure Terms of Use

Now we're mobile.

Check it out.
0 0 0 2
Orders to Invoice Orders that Nead Invoices Rejected Invoices Pending
Attention Payment 0 ) 0
Mew Early Payment Invoices Pending MNew Purchase Orders
Date 1 Offers Approval

NHTEST808 e 3M - QI - production QA& 3500281834 8 Aug 2

TEST1234 = 3M - QI - production Q& 3500281822 9 Aug 2 0] 0 0 0
Payments that Need Payments Received Pinned Documents Orders to Confirm

% Manage Default Tilesl

Note: You cannot directly access orders or invoices from your Ariba Light account. You need

to revisit your order e-mail to do so. You can have this e-mail resent to you by browsing for the

order in the dashboard and clicking Send me a copy to take action. Note that the number of
POs displayed on your dashboard may be restricted.

Select I Tasks

[Send me a copy o take aﬂtiﬂﬂ]
——

i




Check Invoice History

Open your order and select your
invoice in the Related Documents
section.

Click the History tab to view status
details and invoice history.

Transaction history can be used in
determining the problem for failed or
rejected transactions.

When you are done reviewing the
history, click Done.

Routing Status: Acknowledged
Effective Date: 14 Aug 2017

= g 4 Sep 2017
Related Documents: % NHTESTB08
= NHTESTE08
v POATESTO0808

Invoice: NHTEST808

This Invoice ‘ Download PDF  Export cXML

Detail Scheduled Payments History

nvoice: NHTEST808

Status: Pending Approval

ork On: 8 Aug 2017 9:49:54 AM GMT+01:00
By: John Smith

History
Status
The invoice was successfully received

On Hold cXML InvoiceDetailRequest queued

Download PDF  Export cXML

To: 3M - QI1 - production QA
Routing Status: On Hold

hanged By

Ariba Light Test Supplier-TEST

Supplier 8 Aug 2017 9:50:44 AM

8 Aug 2017 9:50:42 AM




Identifying Order Types



|ldentifying Order Types

To identify the order type of new orders sent to you through the Ariba Network,
locate the e-mail you received informing you about your new PO from 3M. Click
Process Order. The PO view displays.

To

e

(2 Reply [=2Reply All

(3 Forward “5IM

Mon 07/08/20

'3M - QI - produc tion QA" <ordersender-prod@ansmtp.ariba.com?>

[EXTERNAL] 3M - QI1 - production QA sent a new Purchase Order 3500281822

o Follow up. Start by 07 August 2017. Due by 07 August 2017.
If there are problems with how this message is displayed, click here to view it in a web browser.

3500281822.htm
35KB

3M - QI1 - production QA sent a new order

Your customer sent you this order through Ariba Network.

==n

Purchase Order: 4500021227

v Create Order Confirmation w ||®i Create Ship Notice | = Create Invoice v Print Download PDF Download CSV
Order Detail Order History
From: To:
3M COMPANY Test Import Vendor-1000 AK1-TEST

3M CENTER 220-9E-02 123 main st

ST. PAUL , MN 55144 lino lakes , MIN 55014
United States United States
Phone: +1 (111) 2223333
Fax:

Email: supplier@supplier.com

Payment Terms £
NET 60
Net 60 Days

Contact Information
Supplier Address

Test Import Vendor-

Buyer Headquarter Address
John Smith

1000 AKA1 Email: test@test.com
Dri " Phone: + () 506-40353418
rive Hill Fax
55119 Waldwick .
cMP Remit To
Mexico Test Import Vendor-1000 AK1
Email: Drive Hill
test@test.com 55119 Waldwick
Phone: CMP
Fax: Mexico

Address 1D: 0001002763 Phone:

Resend

Purchase Order

(New)

4500021227

Amount: $10,000,000.00 MXN

Routing Status: Sent




ldentifying Order Types: Services

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, and so on for Free Text Description Service Orders.
- 00001, 00002, 00003, and so on for Limit Orders.

Free Text Description Service Order

Line Items
Line # Part # Customer Part # Type Return
¥ 10001 X Service
Limit Order
Line ltems
Line # Change Vanufacturer Part ID Part # Customer Part # Type Return Revision Leve

00001 o Service




ldentifying Order Types: Materials

Use the Type field to identify material order.

Line ltems

Line # Part #

1 Mon 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

To review or edit your order, locate the order e-mail and click Process Order. In
Ariba, the PO view displays.

Sim

(2Reply [2Reply All 5 Forward

I— Purchase Order: 4500021227 En

3M - QI - production QA' <ordersender-prod@ansmtp.ariba.com>

Mon 07

[EXTERNAL] 3M - QI1 - production QA sent a new Purchase Order 3500281822

v Create Order Confirmation w ||l Create Ship Notice | = Print Download PDF Download CSV | Resend
To
o Follow up. Start by 07 August 2017. Due by 07 August 2017. Order Detail Order History
If there are problems with how this message is displayed, click here to view it in a web browser.
From: To: Purchase Order
Q| 3>00281822htm . 3M COMPANY Test Import Vendor-1000 AK1-TEST (New
35KB IM CENTER 220-9E-02 123 main st 4500021227
ST. PAUL . MN 55144 lino lakes . MN 55014 Amount: $10.000,000.00 MXN
United Sta{as United States

Phone: +1 (111) 2223333

3M - QI1 - production QA sent a new order

Email: supplier@supplier com

Your customer sent you this order through Ariba Network. Payment Terms '/ Routing Status: Sent
NET 60
Net 60 Days
Contact Information
Supplier Address Buyer Headquarter Address
Test Import Vendor-  John Smith
1000 AK1 Email: test@test.com
Dri . Phone: + () 506-40353418
rive Hill F
55119 Waldwick i
CMP emit lo
Mexico Test Import Vendor-1000 AK1

Email Drive Hill

test@test.com 55119 Waldwick
Process order Phone cMP
Fax: Mexico

Address ID: 0001002763 Phone:




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.

= 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.

= 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 the 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
linvoice.

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)

The steps for confirming Limit Orders are:

Confirmation

1. Navigate to the e-mail you received informing you about your PO from 3M. Select Process Order.
From the PO view, click the Create Order Confirmation drop-down menu and select the Update Line

Items option.

Purchase Order: 4500004631

E Create Order Confirmation w "
'1 ssory
Update Line ltema

3IM CANADA
COMPANY

300 TARTAN DRIVE
LONDON ON N5V 4MS
Canada

1 Test Vendor - TEST

Payment Terms [
NET 30
Net 30 Days

Contact Information
Bunaiias b ddesns

rint Dawnligad POF Downlgad CSV | Resend

Purchase Order
4500004631

Amount: $10,000,0

E Create Order Confirmation

%) Create Service Sheet

=i| Create Invoice w

I Cannot confirm ling items with undisclosed unit prices. To confirm the order. choose the Update Line ltems option. |

Order Detail Order History

Hide

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 Stalis - Qyrder Confirmation Header

' |
2 % RCVIeW 1 efrmatian #  POA
Confirmation Asancigled Dorchags Order & d500004632

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

SHIPFING AND TAX INFORMATION

e malivn al thes ling ilem
3 | I— - =
mmanks

Line ltems

1.000 ({C62) 31 Ot 2018 E100.000.00 CAD Urdisclosed 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 Updale llem Salus  »  myeder Confirmation Header
o Revicw frmation & PDA
I;.'_j Confirmation Az ialed Puichase Dicer 8, AS0000ME32
0 - Te=st B0 FLEASE L "
Enler lax t L
Li Heem:
Pan
1.000(C62) 31 Qe 2018 £400.000.00 CAD Urciisclosed Undisclosed
cscnphion: Sk
¥ Schaduba | i
4 @ Confim
xﬂel-.-'.. - o2 il
Canfrm Bas dule L




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.

Confirmation #: POA1813 Est. Shipping Cost:
nce
Date Est t
Date: 29 Apr 2016
Line ltems
Part # / Description Customer Part # Qty (Unit; Need By Unit Price Subtotal
10 0876542 000000007 100062723 10.000 (RO} 25 Apr 2016 $100.00 CAD $1,000.00 CAD $0.00 CAD

CLP-06661 EBLB 111 NB BF6 S1 97262131
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 notifying you 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.
ck 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 Unit Price Extended Price
1 Non Catalog Item 1.000 Ce2 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

ZEDECEED

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. Navigate to the e-mail you received informing you about your PO from 3M. Select Process Order. Click the Create
Invoice drop-down menu and select the Standard Invoice Option.

Purchase Order; 4800006391

1 | v Create Order Confonal Sr-reete=SrrTiTe = eate Invoice Hide Print Download PDF
] Standard Invoice
Order Detail Order History L - I
T
. Srech

From: To:
3M CANADA COMPANY 3M Production Test Vendor - TEST-SUP01
300 TARTAN DRIVE TEST ADDRESS
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 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

72



Limit Order: Invoicing (continued)

ZEDECEED

2. Selectaline 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 #
2 ® 10001
10002

%! Service Shee

Part ID / Description
4]
Service ltem

]

Senvice ltem

[ R |
I Kequired.




Limit Order: Invoicing (continued)

p o m

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

—II mvoice &+ | INVZ1220
| [mvoice D=tz & MNov 2018 E=
Senvice De
Rem 113 Test Dr.

Golden Valley

Maorway
oo 3M CANADA COMPANY

LOMDOM ON

Cansds

Subtotal: $6,900,000,000.00 USD

Total Tax F0.00 UsD

s5 Amount:  $6,800,000,000.00 USD

otal Met Amount:  $8,800,000,000.00 USD
Amount Due:  $6,900,000,000.00 USD




Limit Order: Invoicing (continued)

p o m

6. 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.

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

= Inwvoice Header

SUMMARY

Purchase Order: 4500000791 Subtotal:

#=Inwoice #: 545750 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, MN
United States

BEill To:
OMTARIC
Canada

TAX ) Header lewel 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 .

2D

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 in the Additional Fields section:

= Verify the Customer Address which determines the 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 &:

D Infarmation Only. Na

action is reguired from the customer

Bill Fram:

D Tax paid through a Tax R

ARIBA Test Supplier Accaunt

london ON
Canada

ARIBA Test Supplier Accaunt

london ON
Canada

epresentative

Choose

Address

3M DEUTSCHLAND GMEBR

Customer:

3M DEUTSCHLAND GMBH

NEUSS

Germany




Limit Order: Invoicing (continued) EU Requirement

P o

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.

| SUPPLIER VAT CUSTOMER VAT
* Supplier VAT Tax ID: DE223073538 ] v Customer VAT/Tax ID: Iney20670179

& Feuras Fied

Supplier Cammearcia
[dentilier:

Supplier Cammearcia
Credentials:




Limit Order: Invoicing (continued)

p ) >

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

000 Limé Senae AddUndate v

% T emmcis « || Do | *

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 the Add dropdown
menu. Using Add causes the line to come into 3M’s ERP blank.




Limit Order: Invoicing (continued)

2D

9. Enter a Description of the 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 # Q‘.a-ﬂti:,.- Unit nit Price Subtota

v 00001 Testing Limit

@ SERVICE

Elevator Service 100 HUR | hour AV 40.00

EA | each -~

HET | piece

CE2 | one

HUR | hour

DAY | day

w MON | month




Limit Order: Invoicing (continued)

2D

14. 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.

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

17. The Tax section displays under the service line. Review the Taxable Amount, update as necessary, and enter the
tax rate in the Rate % field.

Insert Line ltem Options
1 4 \/ ax Category VAT B Add to Included Lines 1 1 6
Tax Category:* VAT Taxable Amount | $8,500.00 CAD I
catior ax Rate Type 1 7
riptior R 20 /
Regim T: M t o
E t Det no value) ~
t Pre-Payment te Of Supply: | 8 Nov 2018
Law Ref gular Transacti




Limit Order: Invoicing (continued)

ZDEDEED

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 Exempt Only:

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

Trangular Transaction

Law Reference:




Limit Order: Invoicing (continued)

EU Requirement

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

ZDEDEED

Tax

Category:* | VAT

Location:
Description:

Regime:

Date Of Pre-Payment:

Law Reference:

Taxable Amount
Tax Rate Type
Rate(%)

Tax Amount

Exempt Deta

$58,500.00 CAD

20

(no value) ~

Date Of Supply

3 Mov 2018

Triangular Transaction




Limit Order: Invoicing (continued)

DD

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 will save the invoice in the Drafts tab of your Outbox for
up to seven days.

Create Invoice | Previous || Save ‘ Exit 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

er: INV453095T1 Subtotal : $4,000.00 USD
© Monday 8 Oct 2018 7:14 PM GMT-05:00 Total Tax : $0.00 USD
ro 3500453095 Total t: $4,000.00 USD
Total Net Amount $4,000.00 USD

Amount Due : $4,000.00 USD
REMIT TO: BILL TO: SUPPLIER:
3M_SUPOD3 - TEST 3M COMPANY 3M_SUPD03 - TEST
Postal Address: Postal Address: Postal Address:
999 main street 3M CENTER 220-9E-02 999 main street
St Paul , MN 55124 ST. PAUL , MN 55144 5t Paul , MN 55124

United States United States United States




Limit Order: Invoicing (continued)

2D

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

T TEST1234
Invoice
Status Sent

Description 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 Anba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - Ql1 - production QA

Invoice

s welt TEST1234
Invoice

Status Sent

The document was added to the pending queue for

download.

Descnption

Your customer 3M - QI1 - production QA updated your invoice on Ariba
Metwork._ 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

85



Limit Order: Invoicing (continued)

ZDEDEED

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 #: NHTESTS08 Purchase Order #: 3500281834
Service Sheet Status: Sent
UeSCrlpthn: I'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)

2D

To view the status of your invoice, navigate to your order e-mail and click Process Order. From the PO view, select your
invoice in the Related Documents section. The invoice opens. Click the History tab to view the routing and invoice
status. 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.

Invoice: NHTEST808 En
Copy T nvoic Download PDF  Export cXML
Detail Scheduled Payments
% B u Q B .
Routing Status: Acknowledged
. . NHTESTR08 To: 3M - QI1 - production QA
M . nvoice Status: Pending Approval Routing Status: On Hold
Related Documents: [=2 INV123 ) BT o T P I ‘
Su tted By: John Smith
W test123
¥ Test123 History
Statu
The invoice was successfully received Ariba Light Test Supplier-TEST 8 Aug 2017 9:50:42 AM
On Hold cXML InvoiceDetailRequest queued Supplier 8 Aug 2017 9:50:44 AM
Download PDF Export cXML




Limit Order: Invoicing (continued)

2D

If a Service Entry Sheet has incorrect information, Invoice: NHTESTE08

it can be rejected by 3M. The invoice Routing Copy This invce_ (S Dsaiead FOE Edpad ot
Status is changed to Rejected and the Invoice Detl  Scheduied Payments
Status to Rejected.
ce: NHTEST808 T ‘,1“1.-OI1-p-sc;:cti-)no;‘«
H'I Jﬁizfg%zhﬁe;sam.m GMT+01:00 e e

To view comments on why the invoice was
rejected, click the History tab. The Comments

History
contains text explaining why the invoice was
rejected and the actions you should take to re- S o —
INV-52: The subtotal of line item 1 exceeds the buying organizations line item subtotal limits. 7
Smert a Corrected |nV0|ce. DOC-6: A document preprocessing error occurred
Failed Invoice validation failed.

Download PDF Export eXML




Country Specific Invoicing Rules for 3SM

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: Where 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 the 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 3r9-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 1.

—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.
The Customer VAT/Tax ID.

Tax

tegory:* VAT Taxable Amount: | $8,500.00 CAD
Location: Tax Rate Type:
I Description I Ratel®) 20
Regime: Tax Amount
Exempt Deta (no value) ~
Date Of Pre-Payment: =] I Date Of Supply 8 Nov 2018 =] l

Triangular Transaction

ADDITIOMNAL FIELDS
D Infarmation Only. No action is required from the customer.
Supplier Account ID #:

Custormer Relerence:

I:‘dr'rlx_'"l Mote: I
Supplier: ARIBA Test Supplier Account
london ON
Canada
Bill Frarm: ARIBA Test Supplier Ac¢count
london ON

Service Start Date:

Service End Date:

Choose Address

Customer:

3M DEUTSCHLAND GMEBE
3M DEUTSCHLAND GMEH

SUPPLIER VAT
F Supplier VAT Tax ID: DEZZINTIGIR l

Sugplier Commearcia
[deniliar:

Supplier Commearcia
Credentials:

CUSTOMER VAT

NEUSS

Germar

b

I iCustomer VAT Tax ID:




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. Navigate to the e-mail you received informing you about your PO from 3M. Select
Process Order. From the PO view, click the Create Order Confirmation drop-down menu
and select the Update Line Items option.

Purchase Order: 4500004631

Print Dawnligad POF Downlgad CSV | Resend

e 100 Purchase Order
3M CANADA IM Production Test Vendor . TEST Part
COMPANY e

300 TARTAN DRIVE tates
LONDON ON N5V 4M3  Prone
Canada

4500004631
Amaount $10,000,0

E' Create Order Confirmation %l Create Service Sheet =i| Create Invoice Hide

I Cannot confirm line items with undisclosed unit prices. To confinm the order, choose the Update Line tems option.

F

N 5

Contact Information Order Detail Order History
Crommblns A oldennn Bsns Masdaanmtas & ddos s b,

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 PO L

| 1) Update ltem Stalus v QOrder Confirmation Header

Review [ P ]
Confirmation # 5
2 2) Conmation POA453095
Associated Purchase Order#: 3500453095
stomer: Test PO - PLEASE DO NOT Ship - (R*5)
Supplier Reference

SHIPPING AND TAX INFORMATION

Enter tax information at the line item level

8
3 l Est. Completion Date 1 Nov 2018 = ] Est. Tax Cost.
Comments

Line Items
ne # Part # Customer Part # Revision Level Qty (Unit Need By Unit Price

00001 1.000 (C62) 1 Nov 2018 $4,500.00 USD Undisclosed Undisclosed




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.

nnnnnnnnnnnnnnnnnnnnnnnnnnn

nnnnnnnnnnnnnn

uuuuu

uuuuuuuuuuuuuuuuuuuuuuuu
Test Supplier 51-"”;'3:'1_ S
123 Test Ra. Prong: + 0 48-71-3776710
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, navigate to the e-mail you received informing you about your PO from 3M.
Select Process Order. From the PO view, click the Create Invoice drop-down menu and select the
Standard Invoice option.

Purchase Order; 3500453093 I

1 v I nfirmation ® Create Ship Not o Create Invoice » I P

. | Standard Invoice

Order Detail Order History

—treritemr—

ngalters Ceadit Mamo

From: To:

3M COMPANY 3M_SUP003 - TEST Confirmed)
M CENTER 220-9€-02 999 main street 3500453093

ST, PAUL , MN 55144 StPaul , MN 55124 Amount: $3,875.00 USD

United States United States
Phone

Purchase Order




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

e Tax: $0.00 USD
[ . | | ] Total Gro ount  $0.00 USD
Total Net Amount:  $0.00 USD
| Invoice Date:* | & Oct 2018 =] | Amount Due: $0.00 USD

L
3 Service Description:
Supplier Ta

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 Addindale v 6
Add General Senice /
e

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. Enter a Description of the service provided.

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

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

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

v 00001 Testing Limit

@ SERVICE Elevator Service 100 HUR | hour 40.00

EA | each ~

HET | piece

CE2 | one

HUR | hour

DAY | day

MON | month




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

kert Line ltem Options

00001

1

Service Period

Tax

Sales Tax
Include Type Part# Description
Limit Service
@ SERVICE Service 1
tart Da e

Category:* | Sales Tax

Customer Part #

Amount  $4,000.00USD

$40.00UsD

Rate(%). | 0.00

¥ Amount: | §0.00 USD

$4,000.00 USC

Remove

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.

oo | [ oo || ] = 16

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.

Create Invoice

Standard Invoice

$4,000.00 USD

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

Jnvoice Number - INVA53095T1
Monday & Oct 2018 7:14 PM GMT-05:00
Order 3500453095

REMIT TO: BILLTO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUP003 - TEST
Postal Address: Postal Address: Postal Address:

999 main street 3M CENTER 220-9E-02 999 main sireet

St Paul, MN 55124 ST.PAUL , MN 55144 St Paul, MN 55124
United States United States United States

Invoice INV453095T1 has been submitted.

= Print a copy of the invoice.
17 of Exit |nvoice 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.

Order Dedail

From: To: Purchase Order
M COMPANY IM_SUPO0G - TEST Partally Invoiced
3 CENTER 220-0-00 G90 main sireet 3500453005
ST PALL . MM 55144 StPaul . MN 55124 Amount Undisciosed
United States United States

Phone:

Fax

Emai 12asupplarsg@gmail.com
Payment Terms ! Routing Status: Acknowledged
MET &0 Effeciive Dafe: 1 Nov 2013
et 60 Days Expiration Date: 2dDec 04z
Contact Information Fited Documentg " _
Supplier Address Buyer Headquarter Address N T

Test Supplier
123 Teest Supglier Way Buyer Name

Wirzznalis N 12345 Email ; pupsramalimmm com
Phone; +() 43-71-3T76719




Scenario: Processing a Limit Order-Invoice Status

1. To verify the status of the invoice from the PO view, click the Invoice under the Related
Documents section.

2. The invoice displays. Click the History tab. 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. o

Invoice: NHTEST808 ES
Jownload PD Export cXM

To. 3M - QI1 - production QA
s Acknowledged l

Routing Status: |Acknowledged
Related Documents: [=1 INV123

W test123 History
v Test123
est
The invoice was successfully received Ariba Light Test Supplier-TEST 8 Aug 2017 9:50:42 AM
On Hold cXML InvoiceDetailRequest queued Supplier 8 Aug 2017 9:50:44 AM
d PODF \




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. From the PO View, click the Invoice.
2. Click the History tab.

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

4. View the comments to view the error detalils.

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

1

Routing Sta
Helated Docume

tus: |Acknowledged
nts: = INV123
W test123
¥ Test123

Invoice: NHTEST808

History

Rejectedv
8 Aug 2017 54954

john Smtth

DOC-6: A document preproces

Failed Invoice validation failed

sing error occurred




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

Order Confirmation
Review

3M -



Free Text Description Service Orders: Order Review

Purchase Order

Order Review Confirmation

To review or edit your order, locate the order e-mail and click Process Order. In
Ariba, the PO view displays.

@Reply @ReplyAll @Forward [-_c;IM

Mon 07/08/2017 15:40 S
'3M - QI - production QA" <ordersender-prod@ansmtp.ariba.com> urehase Lrder:

[EXTERNAL] 3M - QI1 - production QA sent a new Purchase Order 3500281822

To W v Create Order Confirmation vHa_Creane Ship Notice | = Create Invoice v | Print+ | Download PDF | Download CSV | Resend

o Follow up. Start by 07 August 2017. Due by 07 August 2017.
If there are problems with how this message is displayed, click here to view it in a web browser.

Order Detail Order History

-1 3500281822.htm From: To: Purchase Order
e | 35 KB N 3M COMPANY Test Import Vendor-1000 AK1-TEST (New)
3M CENTER 220-9E-02 123 main st 4500021227
ST PAUL . MN 55144 lino lakes , MN 55014 Amount: $10,000,000.00 MXN
i Urited States gﬁgﬁﬂ—sﬁ'iﬁn 2223333
3M - QI1 - production QA sent a new order o

Email: supplier@supplier.com

Your customer sent you this order through Ariba Network.

Payment Terms ' Routing Status: Sent
NET 60
Net 60 Days
Contact Information
Supplier Address Buyer Headquarter Address
Test Import Vendor- John Smith
1000 AKA Email: test@test.com
. " Phone: + () 506-40353418
Drive Hill Fax
55119 Waldwick .
CMP Remit To
Mexico Test Import Vendor-1000 AK1

Email: Drive Hill

test@test.com 55119 Waldwick
Process order s e

Fax: Mexico

Address ID: 0001002763 Phone: 107




Free Text Description Service Orders: Order Confirmation

Confirmation

Order Confirmations 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

Order Review Confirmation

The steps for confirming Free Text Description Service Orders are:

1. Navigate to the e-mail you received informing you about your PO from 3M. Select Process Order.
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: 4500004631

Y ate Ship Motics =l Create Invoice Print - | Download PDF | Downlgad G5V | Resand

Confirm Entire Order
1 History

Update Line lems

Repact Entire Ordar
' . 10° Purchase Order
IM CANADA IM Production Test Vendor - TEST ngalalgén\-gépm

TEST ADDRESS 4 4631

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

300 TARTAN DRIVE United States
LONDON ON N5V 4M9  Phona
Canada Fax
Emad: mburra@mmm com

Payment Terms i Routing Stat
MNET 30 Related Documenl
Met 30 Days

Contact Information
................ Bhssins basdocsmas b ddosss 110




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

ﬁ\. Canfirm Entire
. Onder

v Order Confirmation Header

2 Heview Order

Gonfirmation

Conlirmaton ¥, 514954

Hon Catalog liem 000000007 100000270 10,000 (EA)
Descrption:  Dascription in ML
Current Order Satus:
10,000 Confirmed As Is

Fxt Shipping Crst

Esl Tax Cost:

13 Nov 2018 $10.00 USD

''''''''''''''''''''

Sublolal

§100.00 USD

111



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.

Line ems
Li Part d Customer Part i Reviion Lewe Sty {Lmit] Hewed By Unit Price Sublots Tau Custormer Location
10 Mon Cataleg ltem 1.000.000 [E4) 31 Oct 2013 $10,000.00 CAD £10.000,000.00 CAD
cceription:  TEST
b Schedule Lines

Current Order States

L 1,000 000 Conirmed Wit Mew Dale

Caonlirm Backorder x Rejecl x chals T

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

=l - 1] |4
Confirmation#: POA1813 Est. Shipping Cost:
Supplier Referenc
Est. Shipping Date: Est Tax Cost
Est Delivery Date: 29 Apr 2016
Comments
Line ltems
Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtotal
10 0876542 000000007 100062723 10.000 (RO} 25 Apr 2016 $100.00 CAD $1,000.00 CAD $0.00 CAD

CLP-06661 EBLB 111 NB BF6 S1 97262131
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

Order confirmation notifications are submitted based on your Supplier Profile configuration. Upon

Purchase Order

Order Review Confirmation

completing your order confirmation, you will receive an e-mail notifying you that an order confirmation has

been submitted.

ick

q 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.

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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Free Text Description Service Orders: Invoicing

EZDEDEED

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. Navigate to the e-mail you received informing you about your PO from 3M. Select Process Order. Click the
Create Invoice drop-down menu and select the Standard Invoice Option.

olice & Create Invoice w Hide | Print Download PDF
1 Standard Invoice

Credit Memo

Purchase Order: 4800006391

¥ Create Order Confirmation «

1 1 GmertemT T Order History

Line-ltem Credit Memo

From: To:
3M CANADA COMPANY 3M Production Test Vendor - TEST-SUP01
300 TARTAN DRIVE TEST ADDRESS

LONDON ON N5V 4M3 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 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
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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 / Description
e | 10001 4
Service ltem
10002 e N

Service ltem

'EI Service Sheet Required.

| Next Exit 3

3m



Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review Confirmation

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

Summary

Purchase Order: 4500021229 Subtotal: $6,900,000,000.00 USD

4. Enter the Invoice #. The Invoice # cannot 4 |_rocer mamzs | e G A 304000000800 USD

exceed 16 characters. It can contain alpha 5 | e oete 3 hov 2018 =l Amount Dus. $6,900,000,000.00 USD

and numeric characters, but cannot Service Description

contain lowercase letters, leading zeros, Suppler Tax ID:

dashes, slashes, spaces, periods, or other Remit Te | 8493 Westchester i v

special characters. Gokden Valley
5. Enter an Invoice Date. The Invoice Date S A—

cannot be backdated by more than 364 Lonoon on

days.

3M e



Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review Confirmation

6. Verify the Remit To address. If = Inwvoice Header Add to Header =
you have configured several
addresses, Se|eCt one from the SU::::::se Order: 4500000791 Subtotal: %18,750.00USD A\I;Ii%\r@
. . +Invoice Z: | Total Tax: £0.00USD oddresses
drop-down list that displays. The e =5 B TS Ren.  sioriseis
Bill To address defaults from the Supplier Tax 1D: | | Total Net Amount: ,$1o.750.00u50
Remit To: 3M - TEST ) 4 )
PO. 6 S e
o Bill To:
7. Tax can be submitted at the ONTARIO
Header Level or at the Line Item N —
Level. Select the appropriate 7 TAX ) Header level tax B @ Line lewvel tax &
option.

119



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 as
advised by EU directives.

Enter the below applicable information into the Additional Fields section:
= Verify the Customer Address which determines the 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

D Infarmation Only. Mo action is required from the customer

Supplier Accoun LID #: | | Service Start Drate: | | E
Customer Reference H | | Service End Date: | | E
I Payment Note: | | I
Supplier: ARIBA Test Supplier Account I Choose Address |3H DEUTSCHLAND GME! gl
london ON Customer: 3M DEUTSCHLAND GMEH
Canad
MEUSS
Garman 'l
Email
Bill Fram: ARIBA Test Supplier Account
london ON
Canada

O Tax paid through a Tax Representative 120




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

DR

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 ID for the Bill To Address.

= The Supplier Commercial Identifier.

SUPPLIER VAT CUSTOMER VAT

* Sugplier VAT Tax [D: [cE223073838 Customer VAT/Tax ID:  |pE120679179 |

I Requren Fed

Supplier Cammearcia |
[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. Verify the Description.
9. Verify the Quantity.
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 will be rejected.
11. Verify the Unit Price.
12. Enter the Service Start Date and the Service End Date.

8 9 10 11
[ Line NMems
100012 ] SERVICE E 1_I Im _VI @ $10.000.00 CAD
1 2 Service Period Service Start D =] I Service End Date: = I

122



Free Text Description Service Orders: Invoicing (continued)

13.
14.
15.
16.

13

Order Review

Purchase

Confirmation

To add tax information to the line item, 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

tax rate in the Rate % field.

14

15

Insert Line Item Options

J Tax Category: VAT

Discount

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:

16

Exempt Detail: | (no value)

Date Of Supply: | 8 Nov 2018

Triangular Transaction

123



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 A Taxable Amount: | $8,500.00 CAD
Location: Tax Rate Type:
Description: Rate(%): | 20
Regime: W Tax Amount:
Exempt Detail: | (no value)
Date Of Pre-Payment: Date Of Supply: | 8 Nov 2018
Law Reference: Triangular Transaction
3M

124



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

Purchase Order

Order Review Confirmation

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

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

Triangular Transaction
Law Reference: g

3M o



Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review 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

Previous ‘ | Save

Standard Invoice

Invoice Number : INV453085T1 Subtotal :

Invoice Date © Monday 8 Cct 2018 7:14 PM GMT-05:00 Total Tax :
Original Purchase Order : 3500453095 Total Gross Amount :
Total Net Amount :
Amount Due :
REMIT TO: BILL TO: SUPPLIER:
3M_SUPO03 - TEST 3M COMPANY 3M_SUPODD3 - TEST
Postal Address: Postal Address Postal Address:
999 main street 3M CENTER 220-9E-02 999 main street
St Paul, MN 55124 ST. PAUL, MN 55144 St Paul , MN 55124
United States United States 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 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.

17
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Free Text Description Service Orders: Invoicing (continued)

ZEDECDEED

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 - QI1 - production QA updated your invoice on Ariba
MNetwork. Chck View Invoice to log into your Anba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

i TEST1234
Invoice
Status Sent

Description This document has been digitally verified.

View invoice

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

Country GB

Customer 3M - QlI1 - production QA

Invoice

et s TEST1234
Invoice
Status Sent

Description 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

T TEST1234
Invoice
Status Sent

The document was added to the pending queue for

download.

Description

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




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 e



Free Text Description Service Orders: Invoicing (continued)

ZEOECDEED

To view the status of your invoice, navigate to your order e-mail and click Process Order. From the PO view, select
your invoice in the Related Documents section. The invoice opens. Click the History tab to view the routing and
invoice status. 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.

Invoice: NHTEST808

Copy This Invoice ‘ Download PDF  Export cXML
. Detail Scheduled Payments
Routing Status: Acknowledged
— tion QA
Related D 2 INv123 e o 2T
E a E GCLImEﬂtE‘ Received By Ariba Net Z;f S;r‘ugm2501794954AMG!«1T-01 00 - —
Submitted By: John Smith
W test123
¥ Test123
est History
ments Changed By
The invoice was successfully received Ariba Light Test Supplier-TEST 8 Aug 2017 9:50:42 AM
On Hold

cXML InvoiceDetailRequest queued

Supplier 8 Aug 2017 9:50:44 AM

Download PDF Export cXML




Free Text Description Service Orders: Invoicing (continued)

Purchase Order

Order Review Confirmation

If a Service Entry Sheet has incorrect Invoice: NHTESTE08 o
information, it can be rejected by 3M. The Copy Tis invoice | Download POF  Export XML
invoice Routing Status is changed to Rejected bl Schedues Payments
and the Invoice Status to Rejected.
Invoice]g::;ﬁ: NR:Litsezsns Routing Sta!LTJ: 3:' c?;; prosucton @A

Received By Ariba Network On: 8 Aug 2017 9:49:54 AM GMT+01:00
Submitted By: John Smith

To view comments on why the invoice was

rejected, click the History tab. The Comments o
contains text explaining why the invoice was Saus  Comments
rejected and the actions you should take to re- S —
submit a corrected invoice. 0065 A document prepracessing arorcccred
Failed Invoice validation failed.

Copy This Inveice Download PDF  Export cXML

Done Previous

3M -



Country Specific Invoicing Rules for 3SM

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: Where 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 the 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 3r4-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:

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 VAT or Tax ID based on the Customer Bill To Address.

The Supplier Commercial Registration ID.
The Supplier VAT/Tax ID.
The Customer VAT/Tax ID.

Tax

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

ADDITIOMNAL FIELDS
D Infarmation Only. No action is required from the customer.
Supplier Account ID #:

Custormer Relerence:

I:‘dr'rlx_'"l Mote: I
Supplier: ARIBA Test Supplier Account
london ON
Canada
Bill Frarm: ARIBA Test Supplier Ac¢count
london ON

Service Start Date:

Service End Date:

Choose Address

Customer:

3M DEUTSCHLAND GMEBE
3M DEUTSCHLAND GMEH

SUPPLIER VAT
F Supplier VAT Tax ID: DEZZINTIGIR l

Sugplier Commearcia
[deniliar:

Supplier Commearcia
Credentials:

CUSTOMER VAT

NEUSS

Germar

b

I iCustomer VAT Tax ID:




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. Navigate to the e-mail you received informing you about your PO from 3M. Select
Process Order. From the PO view, click the Create Order Confirmation drop-down
menu and select the Confirm Entire Order option.

Purchase Order: 4500004631

: gate Urdar Lo e Print Dovnload POF Dovnlead C3V | Resend

1 ! Confirm Entire Ordier l

Update Line lterns p——

Ragact Entire Order
R T Purchase Order
3M CANADA IM Production Test Vendor - TEST Part i
COMPANY St Pt N 5301 e
00 TARTAN DRIV L Shal, N
LOM M NSV 4 i
Canada f

E

Payment T
NET 30
Net 30 Da
Contact Inf




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 - “

¥ Order Confirmation Header




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.

Purchase Order

Buyer Headguarter Address




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, navigate to the e-mail you received informing you about your PO from 3M.
Select Process Order. From the PO view, click the Create Invoice drop-down menu and select the
Standard Invoice option.

Purchase Order: 3500453093

1 remte=-SrderSomfrrreterr— =SSt 3 eate oice Hide Print Download PDF

Standard Invoice

Crder Detail Order History
crediriveETs

ekt bl o

From: To:

3M COMPANY 3M_SUP003 - TEST

3M CENTER 220-9E-02 999 main street

ST. PAUL , MIN 55144 St I_:‘aul . MN 55124

United States United States
Phone:




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

2. Select aline item. 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 4]
Service ltem
%l se




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: $18,750.00USD
Total Tax: %0.00USD
T
T

4 Purchase Order: 3500453095
otal Shipping: £0.00USD

AN 453095T 1]

otal Gross Amount: $18,750.00USD

Total Met Amount : 8,750.00USD

%18,
e 8 0ct2018 Amount Due: £18,750.00USD

Supplier Tax ID:
6 { Remit To: 3M_SUPODO3 - TEST I

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 will be rejected.

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

11111




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.

13 14 15

=

jert Line Ibemn Oiptions

CJ P )| saes T

fax Category:* | VAT Taxable Amount: | $8,500.00 CAD
Location: Tax Rate Type
Jescriptior Rate(%) 0.00 1 6
Regim Tax Amount
E t Deta | N
)ate Of Pre-Payment: Date Of Supply 8 Nov 2018
Law Ref 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

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.

Create Invoice

Standard Invoice

$4,000.00 USD

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

Monday 8 Oct 2018 7:14 PM GMT-05:00
3500453095

$4,000.00 USD
REMIT TO: BILLTO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUP003 - TEST
Postal Address: Postal Address: Postal Add
999 main street 3M CENTER 220-9E-02 999 main sireet
St Paul, MN 55124 ST.PAUL , MN 55144 St Paul, MN 55124
United States United States United States

Invoice INV453095T1 has been submitted.

= Print a copy of the invoice.

18 \\.- — i
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.

Print Download PDF Download CEW Resend

Order Defall

From: To: Purchase Order
M COMPANY IM_SUPOOS - TEST Partially Invoiged
3M CENTER 220-9E-02 999 main sireet 3500453095
ST. PALL , MN 55144 StPaul, MN 55124 Anounit Undisclosed
United States United States

Phone:

Fax

4 Gt il e
Emai 12asupplers@gmail co

Payment Terms ! Fouting Stafus: Acknowledged
NET 60 Effective Date: 1 Nov 213
et 60 Days Expiration Date: abtd0is
Contact Information I ik _'
Supplier Address Buyer Headquarter Address eI

Test Supplier
123 Test Suppller Way Buyer Kame

WmEEnals, WM 12345 Email: ; buysrsmati@mmm_com
Phone: + () 48-T1-37767T14




Scenario: Free Text Description Service Order-Invoice Status

1. To verify the status of the invoice from the PO view, click the Invoice under the Related
Documents section.

2. The invoice displays. Click the History tab. 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. 2
Invoice: NHTEST808 ES
1 Download PDF Export cXML
i t History
L ?.'('ESTSCSI I To. 3M -QI1 - ;:ro:.;:ll‘:r QA
_ . r : Sent . , o Houting Status: Acknowledged
Routing Status: |Acknowledged P etman S BT S M N
Related Documents: [= INV1.23
W test123 History
¥ Test123 =
The invoice was successfully received Ariba Light Test Supplier-TEST 8 Aug 2017 9:50:42 AM
On Hold XML InvoiceDetailRequest queued Supplier 8 Aug 2017 9:50:44 AM
D d PODF XM




Scenario: Free Text Description Service Order-Additional Invoices

Once the remaining services are performed, a

second I=invoice will need to be created for Routing Status: Acknowledged
the balance. Ariba will allow you to create an Related Documents: =i INV123 1
W test123

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

¥ Test123

approved. To verify the invoice status: Invoice: NHTEST808
1.  From the PO View, click the Invoice.
2. Click the History tab. 2
3. If you have over invoiced, the Invoice eresTon
Status shows as Rejected. e On. g 20174554 AU U010
4. View the comments to view the error
details. —
5. To submit a corrected invoice, create a 3

DOC-6: A document preprocessing error occurred

new invoice from the Purchase Order.

Failed Invoice validation failed




Material Orders



Material Orders Overview

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

= Free Text Description Material Orders: Used when 3M is requesting a material that is not in
your catalog

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

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

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

Purchase

Order Order

hi .
Confirmation Ship Notice

Review (ASN)
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Material Orders: Order Review

Purchase Order

Order Review

Confirmation

CaReply 2Reply All (3 Forward 5SIM

Mon 07/08/2017 15:40
'3M - QI1 - production QA' <ordersender-prod@ansmtp.ariba.com>

[EXTERNAL] 3M - QI1 - production QA sent a new Purchase Order 3500281822
To W

o Follow up. Start by 07 August 2017. Due by 07 August 2017.
If there are problems with how this message is displayed, click here to view it in a web browser.

3500281822.htm
’ e—l 35KB

3M - QI1 - production QA sent a new order

Your customer sent you this order through Ariba Network.

Ship Notice
(ASN)

To review or edit your order, locate the order e-mail and click Process Order. In
Ariba, the PO view displays.

Process order I

Purchase Order: 4500021227

Order Detail Order History

From: To:
3M COMPANY Test Import Vendor-1000 AK1-TEST
3M CENTER 220-9E-02 123 main st
ST. PAUL , MN 55144 |II'I0. lakes , MN 55014
United States United States

Phone: +1(111) 2223333

Fax:

Email: supplier@supplier. com

Payment Terms '/

NET 60
Net 60 Days
Contact Information
Supplier Address Buyer Headquarter Address
Test Import Vendor-  John Smith
1000 AKA Email: test@test.com
. " Phone: + () 506-40353418
Drive Hill Fax
55119 Waldwick -
CMP Remit To
Mexico Test Import Vendor-1000 AK1
Email: Drive Hill
test@test.com 55119 Waldwick
Phone: CMP
Fax: Mexico

Address ID: 0001002763 Phone:

[¢ Create Order Confirmation vHQ.Create Ship Notice | =i Create Invoice » | Print+ | Download PDF | Download CSV | Resend

Purchase Order

(New)
4500021227
Amount: §10,000,000.00 MXN

Routing Status: Sent
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Material Orders: Order Confirmation

Confirmation

Order Confirmations 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 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 Ship Notice

Order Review Confirmation (ASN)

The steps for confirming Material Orders are:

1. Navigate to the e-mail you received informing you about your PO from 3M. Select Process Order.
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: 4500004631

‘ B Create Order Confirmation v I W Create Ship Motice l =i Create Invoice v Hide | Print Download PDF |

Confirm Entire Order I
1 [

Update Line ltems I

History

Reject Entire Order
U . "n"
3M CANADA 3M Production Test Vendor - TEST
COMPANY TEST ADDRESS

St Paul , MN 55014
300 TARTAN DRIVE United States
LONDON ON N5V 4M9  Phone:
Canada Fax:

Email: mburra@mmm.com

Payment Terms £
MET 30
Met 30 Days

Contact Information

[ S T P T — [ = T T D PR T P —
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Material Orders: Confirm Entire Order

Purchase

Order Review

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.

Order
Confirmation

Ship Notice
(ASN)

ahon ¥ 514954

Confirming PO
;\I Confirm Entire R
Crder v Order Confirmation Header
2 2 TeTTe e
U Confirmation T LICTIA5E LToer

Customer.  Teat PO - PLEASE DO NOT Shp - (075)

Supglier Reference: | |

SHIPPING AND TAX INFORMATION

10000 Confirmed A3 |5

Esl. Shipping Dalw m Fst Shipping Cost
3 : Est Delivery Date:* E I Est Tax Cost
Comments:
Line tems
Line 0 Customer Part § Hevision Level ity {Unit) Nead By Unit Price:
Ken Catalag liem 000000007 100000270 10.000 (EA) 13 Wov 2013 $10.00USD
Description:  Descriplion in ML
Curren t Order Slalus:

lllllll

$100.00USD

* Indicates requyed freld

Tax Custoenaer Leeation
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Material Orders: Update Line ltem

Purchase Order Ship Notice

Order Review 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 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 ems
Line & Pari i Customer Part Reviion Lewel iy (Uient) Heed By Urit Price
1 Mon Cataleg lbem 1.000.000 (2% 3 Oct 2013 310,000.00 CAD
Descrption:  TEST
¢ Schuedule Lines
Current Order Status
L ] 1.000.000 Cordiomed With Mew Dale [Salimaled Deivery Dals 31 Oel 2015 |
Canfirm Backorder x Rejes] x

Sublotal Tam Customer Location

E100000,000.00 CAD

Buyer listed on the PO for assistance.

Note: You should not use several statuses for a single line item. Contact the
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Material Orders: Update Line [tem (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.

Confirming PO Exit Al

(1) Updatellem Siaus 3 order Gonfirmation Header Icicates required fetd

Review i
Confirmation #
@ Sihaten
ssociated Purchase Order # 4300761813
mer -oa
sy
AX INFORMATI

Est.ShippingDate: < s  EstShipping Cost
elivery Date: ax
Comments:
Item Part# I Description Qty Unit Need By Unit Price Subtotal Tax
Line Items 10 9876542 10.000 RO 25 Apr 2016 $100.00 CAD $1,000.00 CAD $0.00 CAD
Line#  Pat#iDescipton  CusiomerPan# Qy Uniy Need By CLP-06661 EBLE 111 NB BF S1 97262161
9876542 000000007 100062723 10.000 (RO) 25 Apr 2016
New Order Status’ 1 Backordered
CLP-06661 EBLB 111 NB BF6 5197262181
CURRENT ORDER STATUS
Est Shipping Date: | 27 Apr 2016 =
) 10.000 Unconfimmed
Est. Delivery Date: | 29 Apr 2016
Confirm: Backorder. 1 Reject:
Comments:
=N




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.

Pravious b Exit 4
Confirmation # POA1813 Est. Shipping Cost:
Supplier Reference:
Est. Shipping Date: Est. Tax Cost:
Est Delivery Date: 29 Apr 2016
Commen its:
Line Items
Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtotal Tax
o 03876542 000000007100062723 10,000 (RO) 25 Apr 2016 $100.00 CAD §$1.000.00 CAD 30.00 CAD
CLP-D6661 EBLB 111 NB BFG 5197262181
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

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.

Ship Notice
(ASN)

q 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# 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

Need By Ship By
20 Jul 2017

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 are required before being received by 3M, 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. Navigate to the e-mail you received informing you about your PO from 3M. Select Process
Order. 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 Order: 4500021229

1 v-Erezte-COrder-Confrmator— | Create Ship Notice =] Create Invoice
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

LONDOMN ON N5V 4M3  Phope:
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 Ship Notice
Order Review Confirmation (ASN)
The Ship Notice Header screen 4
displays. P
2. Enter the Packing Slip ID. S I | -
3. Select the Delivery Date. The ! ‘ s s——————— e
date selected should represent B —
your best estimate of the 3 e EEC -
delivery date to the 3M location. p—y | S e
4. If you are paying the freight,
choose one of the options from S
the Carrier Name drop-down e
list or select Manage Carrier to -
create a new carrier. —

3M -



Material Orders: Ship Notice (continued)

5. 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.
6. The Tracking No. is a required field. Do not include special characters or spaces.

7. Choose a Shipping Method from the drop-down menu.

v Ship Notice Header

TRACKING

* | NH14077ST 5

SHIPPING

6 Tracking No.:* | BOL9999

Please select Shipping Method from the dropdown list below

7 Shipping Met! Motor v

2% 16 Jul 2017



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 |dentification Code Gross Volume Unit Gross Weight Unit Sealing Party Code Seal ID
Other N4
MNS99Y
EXW
Add Transport Term
= DELIVERY INFORMATION
9 Dedivery Terms = Transpoet Condition o Shipping Payment Method:* | Other

Lhirgeny Tenms Lescrplion 4T

Transpoft Tenms Descrplion

% Sensfive Load: (D)




Material Orders: Ship Notice (continued)

Ship Notice

(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 and alpha numeric; it cannot begin with the number zero and cannot 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 10 11 12 13
. . o Order It
material is shelf-life managed. A
4800020012 10 12345 000000001100000166 1,000.000 EA 5 Jun 2018 §50.00 USD £50,000.00 USD
ption- Testing

Shipment Status

Total ltem Due Quantity. 1,000,000 EA
Confirmation Status

Tolal Confirmed Quantity. 1,000.000 EATotal Backprdered Quantity. 0 EA

1
2

Line Ship Gty Batch ID Production Date ‘r(piryI Date
=y

vdd Details




Material Orders: Ship Notice (continued)

Purchase Order

Order Review Confirmation

Ship Notice
(ASN)

Ship Notice line item details are
required to provide additional line item
information.

14. Click Add Details.

15. Click PACKAGING to enter the
applicable information.

16. Enter the Weight (Net Weight).
This must be a numeric value.

17. Enter the Gross Weight. This must

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

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

14

Order ltems

Shipment Status

Ship By

uuuuu

nnnnnnn

Height

ssssssssss

18
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Material Orders: Ship Notice (continued)

Purchase

Order Review

Order
Confirmation

Ship Notice
(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 Cust
4800020012 10 12345 000000001100000166 1,000.000 EA 5 Jun 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
Line Ship Qty Batch ID Production Date Expiry Date Jun 2018
1
1,000.000 B
Add Ship Notice Line
Line Ship Qty Batch ID
1
500 12345
2
500.000 6789
Add Ship Nolice Line

Ship By Unit Price

$50.00 USD

Production Date

21 Jun 2018

20 Jul 2018

Subiotal

$50,000.00 USD

Expiry Date
EE  21Jun2019

B2 | 20Jui2020

Tax

Custol

Add D

Add D|
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Material Orders: Ship Notice (continued)

Purchase

Order Review

Order Ship Notice

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 # aQty 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 Item

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

20

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

4501804197 10 Non Catalog Item 100.000 EA 16 Nov 2013

Description:  Office Supplies

SHIPMENT STATUS
1. = Shipping 10 EA

No detail information provided.

Ship By

Unit Price

$5,000.00 CAD

Subtotal

$500,000.00 CAD

Hide Item Details

Cpstomer Location

Hide Details
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Material Orders: Ship Notice (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

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

Submitted Ship Notices can be viewed 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.

Order Detail Order History

Frofm: T Purchase Order
IM CANADA COMPANY M Proslisction Test Wemdor . TEST-SUPA EEI’-‘F‘"’I 191
TEST ADDRESS 000&
TAHT.
Egucrlmgq Eﬂﬁgﬁﬁm 4 Paul , MM 55014 Amount: 55 000.000.00 CAD
Carada United Stabes
Phong

Fax
Email testiT@mnim. com

Paymend Terms | Routing Status: Acknowledged
HET 30 Rielabed Documents: & ASNBASS
et 3 Darys & ASNID
= PO SRI00E Y
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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 o



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 (ASN)

Tax Data: Taxes can be charged at the Header 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 or Line Item Level.
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Material Orders: Invoicing

Purchase Order Ship Notice

Order Review Confirmation (ASN)

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

1. Navigate to the e-mail you received informing you about your PO from 3M. Select Process Order. 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.

Purchase Order:; 4800006391

1 ii-Sreaie-Srder-Confrmation— . St oie & Create Invoice v Hide | Print - | Download PDF
Standard Invoice
Order Detail Order History

- redit

From: To:

3M CANADA COMPANY 3M Production Test Vendor - TEST-SUP01

300 TARTAN DRIVE TEST ADDRESS

LONDON ON NBV 4M3 St F'ﬂl-” . MN 55014

Canada United States

Phone:
Fax:
Email: test@mmm.com
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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 ! 545760 Total Taw: $0.00USD Addresses
- Total Shipping: £0.00USD
3 2 Oct 2013 Total Gross Amount: $18,750.00USD
Supplier Tax ID: Total Net Amount: $158,750.00USD
. Amount Due: %18,750.00USD
Remit To: 3M - TEST
St. Faul, MN

United States
Bill To:

OMNTARIO
Canada

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




Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

4. 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 Net Amount: $18,750.00UsD
- Amount Due: £18,750.00USD
Remit Tao: 3M - TEST
4 St. Paul, MM
United States
Bill To:
ONTARIO
Canada
TAX () Header level tax @ Line level tax £

3M e



Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

5. Tax can be submitted at the Header or 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. Paul, MN
United States
Bill To:
CONTARIO
Zanada
5 TAX ™) Header level tax B Line level tax B
6 SHIPPING @ Header level shipping & 7 Line level shipping &
Ship From: 3M - TEST supplier 2 Ship To: 3M View/Edit
london OM Brockville - Addresses
Canada Tape
BROCEKNWILLE
nljl]
Canada
Deliver To:
176




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 as
advised by EU directives.

Enter the applicable information into the Additional Fields section:
= Verify the Customer Address which determines 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 tnrarmation Only. Mo action is required from the customer.
Supplier Account ID #: | | Sarvice Start Date: | | E
Customer Relerence: | | Service End Date: | | E
I Paymeant Note: | | I
Supplier: ARIBA Test Supplier Account I Choase Address [3M DEUTSCHLAND GME! gl
landon ON Customer: 3M DEUTSCHLAND GMBH
Canada
NEUSS
Garmany
Email:
Bill Fram: ARIBA Test Supplier Account
london ON
Canada
O 7ax paid through a Tax Representative 177




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:

»= 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 ID for the Bill To Address.

= Enter Supplier Commercial Identifier, if applicable.

EUPPLIER WAT CUSTOMER VAT
*Supplier WaT Tax I[D: |DE22_"|-'EIT-'3'EI-3E *Customer VAT Tax ID: |EIE12I]6I-'91.'-"9 | I
Requirag Fied

Supplier Commercial |
[dentiliar:

Supplier Commercial
Credentials:

3M e



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. No action is required from the customer.

Supplier Account I &: | |

Customer Reference: | |

Supplier: 3M - TEST supplier 2

Customer: 3M CANADA COMPANY ‘“’d_LidEW Edit
london OM LOMNDON ON Addresses
Canada

Canada
Email: |

SUPPLIER VAT
Supplier WAT/Tax ID:

[waTID123458 |

FProvincial (Canadian) Sales Tax Exemption Number:l

7 II Add to Header - I

= —— = =

Shippimng Ta=<

—pe r—rreErrrerTTD
N\ Special Hamndling Ta=x
———— et

‘ —ormrment 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 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 Items, 1 Included, O Pre\nously FLIIIyr Invoiced
Line Items

Insert Line ltem Options

Tax Category: 0% VAT /0 Tax W Shipping Documents Special Handling Discount Add to Included Lings

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

10 @® MATERIAL Non Catalog Item Office Supplies 100 EA| $5,000.00 CAC $500,000.00 CAD

each

Pricing Details Price Unit:* | ga Price Unit Quantity-* | 4

Unit Conversion:* | 4 Description:

L
Line ltem Actions ‘ | Delete | | 180




Material Orders: Invoicing (continued)

If you selected Line Level tax at the Header Level, you need add tax lines to every line item you want to invoice.

9.

10.
11.
12.

Purchase

Order Review

To add tax information, click the Tax Category checkbox.
Select the tax type you want to apply from the drop-down list.

Confirmation

Order

Ship Notice
S

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

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

rate in the Rate % field.

10

11

9 Insert Line ltem Options

\/ Tax Category:

VAT

v Discount

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

Tnangular Transaction

12
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Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

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 V Taxable Amount | $8,500.00 CAD
Location: Tax Rate Type:
Description: Rate(%) | 20
Regime: v Tax Amount:
Exempt Detaill | (no value) ~
Date Of Pre-Payment: Date Of Supply: | 8 Nov 2018
Law Reference: Tnangular Transaction

182



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 V Taxable Amount | $8,500.00 CAD
Location: Tax Rate Type:
Description: Rate(%): | 20
Regime: ~ Tax Amount
Exempt Detail: | (novalue) ~
Date Of Pre-Payment: Date Of Supply- | 8 Nov 2018
Law Reference: Triangular Transaction

3M .



Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

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

= Assist

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

Insert Line ltem Options

. . Tax Category: 0% VAT /0 Tax v Shipping Documents Special Handling Discount Add to Included Lines
= Commissions

No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subotal
10 @ MATERIAL Non Catalog Item Office Supplies 100 EA| $5,000.00 CAL $500,000.00 CAD
* |nsurance
each
. . Pricing Details Price Unit:* | ga Price Unit Quantity:* | 4
= Packaging and Packing
Unit Conversion: * 1 Descril ption:

» Royalties and License Fees b oo~ | [ ovoe ] | [RERED

» Tax Related Charges
= Other

3M .



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 13

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-
Border 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

Imvoiee Mumber : INW21229 Subtotal - §3,600,000,000.00 USD

Invoice Date : Thursday & MNov 2012 1:47 PM GMT-D8:00 Total Tax: 50.00 UsSD

Criginal Purchase Order : 4500021220 Total Gross Amount : $3,500,000,000.00 USD
Total Net Amount : §3,600,000,000.00 USD

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 - QI1 - production QA updated your invoice on Ariba
MNetwork. Chck View Invoice to log into yvour Anba Network account
(ANID: ANO1056015978-T).

Country GB

Customer 3M - QI1 - production QA

Invoice

et TEST1234
Invoice
Status Sent

Description This document has been digitally venfied.

View invoice

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

Country GB

Customer 3M - QlI1 - production QA

Invoice

et s TEST1234
Invoice
Status Sent

Description 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

e TEST1234
Invoice
Status Sent

The document was added to the pending queue for

download.

Description

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




Material Orders: Invoicing (continued)

Purchase Order Ship Notice

Order Review Confirmation (ASN)

To view the status of your invoice, navigate to your order e-mail and click Process Order. From the PO view, select your
invoice in the Related Documents section. The invoice opens. Click the History tab to view the routing and invoice status.
Once the invoice transmits to 3M, the Routing Status changes to Acknowledged and Invoice Status to Sent.

Invoice: NHTEST808
Download PDF  Export cXML
Detail Scheduled Payments
L)
Routing Status: Acknowledged —
Invoice Status: Sent Ilou\mg Status: Acknowledged I
. Rece 01:00
Related Documents: = INV123] | | ™= T, - “
W test123 oy
Llll_' T E 5t1 2 3 Status Comments Changed By Date and Time
The invoice was successfully received Ariba Light Test Supplier-TEST 8 Aug 2017 9:50:42 AM
On Hold XML InvoiceDetailRequest queued Supplier 8 Aug 2017 9:50:44 AM
Download PDF  Export cXML

3M .



Material Orders: Invoicing (continued)

Purchase Order

Ship Notice

Order Review Confirmation (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 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: NHTEST808

Download PDF  Export cXML
Detail Scheduled Payments

Invoice: NHTESTE08
Invoice Status: Rejected
Received By Ariba Network On: 8 Aug 2017 9:49:54 AM GMT+01:00
Submitted By: John Smith

m p re\‘liou :

To: 3M - Q1 - production QA
Routing Status: Rejected

History
Status Comments
The invoice was successfully received.
INV-52: The subtotal of line item 1 is the buying total limits. ?
DOC-6: A document preprocessing error occurred.
Failed Invoice validation failed.

Copy This Inveice Download PDF  Export cXML

“
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Country Specific Invoicing Rules for 3SM

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: Where 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 the 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:

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
The Customer VAT/Tax ID

Tax

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

ADDITIOMNAL FIELDS
D Infarmation Only. No action is required from the customer.
Supplier Account ID #:

Custormer Relerence:

I:‘dr'rlx_'"l Mote: I
Supplier: ARIBA Test Supplier Account
london ON
Canada
Bill Frarm: ARIBA Test Supplier Ac¢count
london ON

Service Start Date:

Service End Date:

Choose Address

Customer:

3M DEUTSCHLAND GMEBE
3M DEUTSCHLAND GMEH

SUPPLIER VAT
F Supplier VAT Tax ID: DEZZINTIGIR l

Sugplier Commearcia
[deniliar:

Supplier Commearcia
Credentials:

CUSTOMER VAT

NEUSS

Germar

b

I iCustomer VAT 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. Navigate to the e-mail you received informing you about your PO from 3M.
Select Process Order. 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 w I LS = Create e w Hide Print Download PDF
/ I Confirm Entire Order l

1 Update Line ltems

story

Reject Entire Order

Pa— o8

3M CANADA IM Production Test Vendor - TEST
TEST ADDRESS

COMPANY St Paul , MM 55014

30D TARTAN DRIVE United States
LONDON ON N5 AMS  Phone
Canada Fax:
Email: mburra@mmm.com

Payment Terms £
NET 30
Net 30 Days

Contact Information
Errmmiine & dodenn— = S T R S Y T




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.

Confirmation Update

Supplier Address Buyer Headquarter Addross
Test Supplier 5;,9.'_\3;-:{» oo
123 Test Ra T o

saint Paul, MN Fax v




Scenario: Material Order-Partial Invoice

1. To create a partial invoice, navigate to the e-mail you received informing you about your PO from 3M.

Select Process Order. From the PO view, click the Create Invoice drop-down menu. Select the
Standard Invoice option.

Purchase Order: 3500453093
1 - -r-Cremte-SrHotiTe 5 Create Invoice Hide | Print Download PDF
R | Standard Invoice
Order Detail Order History .
e ]
Lo oo (o B oo
From: To:
3M COMPANY 3M_SUPO0O3 - TEST
M CENTER 220-9E-02 999 main street
ST. PAUL , MIN 55144 St I_:‘Elul . MN 55124
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 # | 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 Tax ID:
nit To: 3M_SUPDO3 - TEST
St Paul , MN
4 United States
Bill To: 3M COMPANY
ST. PAUL , MN
United States
5 Tax
H level t @




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, 0 Previwnusl\f Fully Invoiced
Line Items

Insert Line Item Option

Tax Category Shipping Documents Special Handling Discount ;
/| Taxcategoy | | SEyE L UL Rl N il Addto Included Lines

No nclude Type Part# Description Customer Part# Quantity Unit Unit Price Subtota
1 ) MATERIAL Non Catalog liem Free Text Material 250 EA 315,50 USD §3.875.00 USD
Pricing Details Price Unit:* | gA Price Unit Quantity:* | 4
Unit Conversion:* | 4 Destription




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.

Line ltems
N
Insert Line ltem Options
of| Taxcategory:  sales Tax Discount
de Quantity
@®  MATERIAL  Non Catalog lte | 50 |
nit Quantity:* | 4
s
e e 1 Remo ve 1 O
axable Amount:
[Rs'e %) ‘ | }
Tax Amount:
- v
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.

1 111

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.
invoices once you subscribe to the archiving service.

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 inv:

Create Invoice

Standard Invoice

V45309571 Subfotal $4,000.00 USD
londay 8 Oct 2018 7:14 PM GMT-05:00 T §0.00UsD
er: 3500453005 $4,000.00 USD
$4,000.00 USD

$4,000.00 USD
REMIT TO: BILL TO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUP003 - TEST
Postal Address: Postal Address: Postal Address:
999 main street 3M CENTER 220-9E-02 999 main street
StPaul, MN 55124 ST. PAUL , MN 55144 StPaul, MN 55124
United States United States United States

Invoice INV453095T1 has been submitted.

12 »_Print a copy of the 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.

QOrder Detall QOrder History
From: To: Purchase Orde
3M COMPANY 3M_SUPOD3 - TEST (Partially Invoiced)
3M CENTER 220-9E-02 999 main sireet WUSRD.5US
ST. PAUL . MN 55144 St Paul , MN 55124 Amount: §3,875.00 USD
United States United States
Phone:
Fax:
Email: 18asuppliers@amail.com
Payment Terms | i b e dodaad
NET 60 [ Related Documenis. = INVAE3093T1 )
Net 60 Days ¥ POAS53093
Contact Information
Supplier Address Buyer Headquarter Address




Scenario: Material Order-Invoice Status

1. To verify the status of the invoice from the PO view, click the Invoice under the Related
Documents section.

2. The invoice displays. Click the History tab. The Routing Status of the Standard Invoice line is
Acknowledged and the Invoice Status is Sent.

Invoice: NHTEST808 ES
1 Download PDF Export cXML
Deta Scheduled Payments History
e NHTEST808 To. 3M - QI1 - production QA
. | I nvoice Status” Sent I RIS I fing Status: Acknowledged I
Routing Status: |Acknowledged L O et Brr S TR SURS1 A QUTSV0
Related Documents: [= INV1.23
W test123 History
¥ Test123 e

The invoice was successfully received Ariba Light Test Supplier-TEST 8 Aug 2017 9:50:42 AM

On Hold XML InvoiceDetailRequest queued Supplier 8 Aug 2017 9:50:44 AM
Download PDF Export cXML




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.
2.
3.

From the PO View, click the Invoice.
Click the History tab.

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

View the comments to view the error
details.

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

Routing Status: Acknowledged
Related Documents: |= INWEE/
W test123
¥ Test123

Invoice: NHTEST808

History

Rejected
8 Aug 2017 9:49.54 AM

John Smith

HES[OT‘,'

DOC-6: A document preprocessing error occurred

Failed Invoice validation failed




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. Navigate to the e-mail you received informing you about your PO from 3M. Select Process
Order. 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 w I [ =i Create e w Hide Print Download PDF

|
1 \I l listory

Update Line Items

Reject Entire Order

v o, 10:

3M CAMNADA 3M Production Test Vendor - TEST
TEST ADDRESS

COMPANY St Paul , MN 55014

300 TARTAN DRIVE United States

LOMDOMN ON NSV AM2 Phone

Canada Fax:
Email: mburra@mmm.com

Payment Terms ' {
NET 30
Net 30 Days

Contact Information

[ T | T Y - = TSR T R R ——




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 £
Confi )
2 Crdd v QOrder Confirmation Header
() R e l e |
L. Confirmatior Aggoriaied Purchase Uroer 7. SoUUDI14Te
ustomer. Test PO - PLEASE DO NOT Ship - (075)
3 l = |




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 ltems
Line # Part # Customer Part # Revision Level Qty (Unit) Need By Unit Price Subtotal Tax Customer Locati
10 Non 4,000.000 8 Nov $500,000.00 $3,600,000,000.00 2000

Catalog (EA) 2018 UsD USD

ltem

Description:  Office Supplies 1

Current Order Status

® 4,000.000 Unconfirmed
4 Confirm: | 4000 Backorder: Reject: 0
20 Non 2,000.000 8 Nov $600,000.00 $1,200,000,000.00 2001
Catalog (EA) 2018 UsD UsD
ltem

Description:  Office Supplies 2

Current Order Status

® 2,000.000 Unconfirmed

Confirm: Backorder: Reject: @

30 - A nnnann av  eonnannnn sn 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 ltems

16 Now 2018 $000,000.00 USD $3,600.000,000.00 USD 2000

16 Now 2018

16 Now 2018 $700,000.00 USD $2,100.000,000.00 USD 2000

Oodar Dot

o
IM COMPANY

Payment Terms

Contact Infonmation I ]

Supplier Address Buyer Headguarber Address

Test Supplier ’I-'erj\aa'['fu_
123 Test Rl e =0 43715779719
st Paul MN b

R

L
bl




Scenario: Multi-Line Material Order-Partial Invoice

1. To create a partial invoice, navigate to the e-mail you received informing you about your PO from

3M. Select Process Order. From the PO view, click the Create Invoice drop-down menu. Select the
Standard Invoice option.

Purchase Order: 3500453093
¥ Create Order Confirmation_w Creats Ship hloties = eate Invoice Hide Print Download PDF
—_—— =
1 Standard Invoice
Order Detail Order History i
B L ]
Hrre=terr-Credit-itemo
From: To:
3M COMPANY IM_SUPOO3 - TEST
3M CENTER 220-9E-02 9949 main street
ST. PAUL , MN 55144 St Paul , MN 55124
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.

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 3 Total Tax: $0.00 USD
[ VoLE | (Lot e o ] | Total Gross Amount:  $0.00 USD
Total Net Amount:  $0.00 USD
l Invoice Date:* | 8 Oct2018 : | Amount Due: $0.00 USD
1
3 Service Description:
Supplier Tax ID:
nit To: 3M_SUPOOD3 - TEST
St Paul , MN
4 United States
Bill To: 3M COMPANY
ST. PAUL , MN
United States
5 Tax
He level tax (1




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.

Mo noiude Type Part # Description Customer Part # Qi Subtots
6 r J 20 = MATERIAL Mon Catalog fem Office 2,000 EA 2A00,000.00 U $1,200,000,000.00 USD
Supplies 2
Pricing Details Price Unit:* | ga Price Unit Quantity:* | q
i Des
Mo, nclude Type Part # Diescription Customer Part # Q Subiots
\ J an = MATERIAL Mon Catalog em Office 3,000 EA 2700,000.00 U $2,100,000,000.00 USD
Supglies 3
Pricing Details Price Unit* | ga Price Unit Quantity:* | 1
1 Des
L
7 =~ v = L4




Scenario: Multi-Line Material Order-Partial Invoice (continued)

8.

10.

11.

12.

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

Select Sales Tax from the
tax type drop-down list.

Click Add to Included Lines
to include the tax line.

Verify the Quantity and Unit
Price of the remaining line.

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

. 1 Line tems, 1 Included, 0 Previously Fully Invoiced
Line ltems
Insert Line Item Pptions
T Slegaory 0% WAT /0 Tax
Mo nclud
10 @ MATERIAL Non Catalag ltem Odfice 4,000 EA $000,000.00 U $3,600,000,000.00 USD 1 1
Supplies 1
Pricing Details ca Unit* | gEa
1
Tax alegory:* VAT Taxable Amount | §8,500 00 CAD
Location: ax Rate Type:
R Rate(%) 0.00 1 2
scriptior
Regim Tax Amount
Exempt Detal (no value) ~
te Of Pre-Pa it E Date Of Supply 8 Nov 2018 =]
Law Ref riangular 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.

oo | [ oo || ] = 13

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.

Create Invoice

Standard Invoice

$4,000.00 USD

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

Jnvoice Number - INVA53095T1
Monday & Oct 2018 7:14 PM GMT-05:00
Order 3500453095

REMIT TO: BILLTO: SUPPLIER:
3M_SUP003 - TEST 3M COMPANY 3M_SUP003 - TEST
Postal Address: Postal Address: Postal Address:

999 main street 3M CENTER 220-9E-02 999 main sireet

St Paul, MN 55124 ST.PAUL , MN 55144 St Paul, MN 55124
United States United States United States

Invoice INV453095T1 has been submitted.

14 . fri_rr. acopy of :h; 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.

QOrder Detail QOrder History

From: To:
3M COMPANY 3M_SUP003 - TEST
3M CENTER 220-9E-02 999 main street
ST. PAUL , MN 55144 St Paul, MN 55124 Amount: $3,375.00 USD
United States United States

Phone:

Fax:

Email: 18asuppliers@gmail.com

Payment Terms ' RaulingSiakicadaknaw
NET 60 l Related Documents: & INYA5309371 ]

Net 60 Days ¥ POAB3093

Contact Information
Supplier Address Buyer Headquarter Address




Scenario: Multi-Line Material Order-Invoice Status

1. To verify the status of the invoice from the PO view, click the Invoice under the Related
Documents section.

2. The invoice displays. Click the History tab. The Routing Status of the standard invoice line
is Acknowledged and the Invoice Status is Sent.

Invoice: NHTEST808 En
1 » Download PDF | Export cXML
Deta: Scheduled Payments History
f e NHTEST808 To. 3M - QI1 - production QA
. I nvoice Stat Sent I ) I ing Status. Acknowledged I
- . t G 54 AM GMT+0100
Routing Status: |Acknowledged SOl By i Nobmark- G A U7 914554 A GUTAB100
Related Documents: [= INV1.23
W test123 History
¥ Test123 .
The invoice was successfully received Ariba Light Test Supplier-TEST 8 Aug 2017 9:50:42 AM
On Hold XML InvoiceDetailRequest queued Supplier 8 Aug 2017 9:50:44 AM
Download PDF Export cXML




Scenario: Multi-Line 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.
2.
3.

From the PO View, click the Invoice.
Click the History tab.

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

View the comments to view the error details.

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

Routing Status: Acknowledged

Helated Documents: = INV123
W test123
¥ Test123

Invoice: NHTEST808

History

Rejectedv
8 Aug 2017 S 4954

John Smith

History

DOC-6: A document preprocessing error occurred

Failed Invoice validation failed




Creating Credit Memos - Line Item
Level



Line Item Level Credit Memo

1. To create a credit memo against a PO that has

previously been invoiced, navigate to the e-mail you

received informing you about your PO from 3M. Select
Process Order.

From the PO view, click the Create Invoice drop-down
menu and select the Line-ltem Credit Memo option.

(=@ Reply f=aReply All -3 Forward ‘-rf'll‘-ﬂ
Mon 07/08/2017 15:40

'3M - QI - production QA" <ordersender-prod@ansmtp.ariba.com

[EXTERNAL] 3M - QI1 - production QA sent a new Purchase Order 3500281822
To

o Follow up. Start by 07 August 2017. Due by 07 August 2017.
If there are problems with how this message is displayed, click here to view it in a web browser.

) 3500281822.htm
35KB

3M - QI1 - production QA sent a new order

Your customer sent you this order through Ariba Network.

==n

Purchase Order: 4500021227

2 ¢ Create Order Confirmation v || ® Create Ship Notice| = EeCEIR VT Print - | Download PDF

| Download CSV Resend

Order Detall r History

Standard Invoice

Credit Memo

Line-ltem Credit Memo




Line Item Level Credit Memo (continued)

3. Click the Invoice Number radio button.
4. Click Create Line-ltem Credit Memo.

Line-ltem Memo

Invoices (1)

woice # Customer Reference Submit Method Origin Self B
3 Test PO - PLEASE . .
@ =1 INV123 DO NOT Ship - (D*5) 4500021227 Online Supplier No
4 L, Create Line-ltem Credit Memo Create Line-ltem Debit Memo Edit Copy




Line Item Level Credit Memo: Header

5.

6.

Enter Credit Memo # and
Credit Memo Date.

By default, the original invoice
values display and are
summarized with a negative
value. Once you select your
line items and adjust the
Quantity and Value, the
summary will update.

Tax credit can be submitted at
the Header or Line Item Level.
If submitting at the Header
Level, once you adjust the line
item quantity and value, the
Taxable Amount and Tax
Amount will automatically re-
calculate based on the line
item value.

Create Line-ltem Credit Memao

v Invoice Header

Summary

Credit Memo # CR10002

Credit Memo Date 15 Dec 2018 =

ce Moo INW3502

Subtotal:  $-100.00 CAD
Total Tax 50.00 CAD
oss A nt §-100.00 CAD
MNet Amount:  5-100.00 CAD

Amount Due:  $-100.00 CAD

al Invoice Date: 14 Dec 2018

Remit To:  3M Production Test Vendor - TEST

St Paul, MM
United States
Bill To:  3M CANADA COMPANY

LOMNDON ON
Canada

Tax (&

® | Hesder level tax (1) Line level tax (1)

Category WAT

sxable Amount: | $-100.00 CAD

Rate(% 12

ax Amount: | 5-13.00 CAD

Exempt Detsil: (no walug)

Dste OFf Supply 15 Dec 2018

ransaction

Wiew'Edit Addresses

Remove




Line Item Level Credit Memo:

Line Level

10.

11.

12.

In the Include column of the line
item, click the toggle to include or
exclude the line item from the
credit memo.

= Green: Included
= Gray: Excluded

Update the Quantity. It will
automatically fill with a negative
quantity value.

Adjust the Unit Price, if applicable.
This will remain a positive value.

To add a comment, click on Line
Item Actions and select the
Comments option. The Comments
field displays at the Line Item
Level.

Click Update for a refresh or Next
to review and submit.

7]

Line ltems

Insert Lina am Options

k

Pricing Detalls

MATERLAL

0% VAT 1 D Tax

BLACK BOX

HO0000002000063687

EA

gach

1 Line Hems) 1 Inchided, 0 Previoushy Fully Invoiced

#1598.31 CAD

$-153.31 CAD

N—L




Line Item 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.

13. Click Submit to send your credit note to 3M.
13

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 5States.
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

{QOriginal Invoice Mo: MB3342T4)

Credit Memo #: CR123 Subtotal §-330.00 CAD

Credit Memo Date : Thursday 15 Dec 2018 2:10 PM GMT-D6:00 Total Tax $0.00 GAD
Original Invoice No - MB3342T8 Total Gross Amount 5-830.00 CAD
Criginal Invoice Date - Wednesday 14 Dec 206 7:48 PM GMT-08.00 Total Net Amaunt 523000 CAD
Originl Purchase Order : 4500003242 Amount Due §-830.00 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.
» Electronic Order Routing: Select your preference for receiving orders.



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.




