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1. INTRODUCTION

1.1. PURPOSE OF THE DOCUMENT

The objective of this document is to present to IDOM suppliers the processes that can be executed in the Ariba Network
portal. In this document, suppliers will have a guide of the steps to follow from where their process starts and where

their collaboration within Ariba Network ends.
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2. EMAIL RECEPTION

The process for suppliers begins when they receive an email from the following email ordersender-
prod@ansmtp.ariba.com informing that a new purchase order has been sent to Ariba Network, by clicking on the
“Process order” button, you will be directed directly to the Ariba Network page (1).

The email has attached the invoice detail and PDF attachments of the invoice. By double clicking on the files, it is
possible to view the issued Purchase Order. (2)

IDOM, S.A.U. - TEST ha enviado un nuevo pedido 0001068755

F w4 0007068733.PDF «24 0001069755.pdf

"IDOM, S.A.U. - TEST" <ordersender-prod @ansmtp.ariba.com>

T
Para: Alondra Ramirez Diaz

A rste remitente ordersender-prod @ansmtp.ariba.com no pertenece a tu organizacion.

0001069755.PDF v 0001069755.pdf v
* 3 ke * Beke
2 archivos adjuntos (413 KB) < Guardar todo en OneDrive - IDOM Consuiting, Engineering, Architecture S SHESP

IDOM, S.A.U. - TEST

@ € Responder %\ Responderatodos > Reenviar

Lun 07/10/2024 12:37 PM

Bloguear remitente Meostrar contenido blogueado

Descargar todo

Hay un nuevo pedido de compra de IDOM, S.A.U. - TEST
esperando su respuesta en SAP Business Network.

Hola, motorola-TEST:

IDOM, S.AU. - TEST le ha enviado un pedido de compra en SAP Business Network.

Para acceder al pedido de compra, haga clic en Procesar pedido para ver la informacién

detallada

Haga clic en Procesar pedido para iniciar sesidn

Conteste a este correc electré

Detalles del Pedido de compra
Ndmero de pedido

0001069755

Desde
IDOM Consulting Engeneering

Importe

20,00 EUR

Para:

motorola-TEST
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3. ENTERING THE ARTBA NETWORK PORTAL

Once you have been directed to the Ariba Network portal, you must log in with your username and password and click
on the Next button.

:5.'-' Business Network - SNE)

Supplier Login

User name

Forgot your username?

Mowta SAD Business Network?
[ Leam more

Another way to access the portal is through the following route:

https://service.ariba.com/Supplier.aw/109583072/aw?awh=r&awssk=ApYwoKR9&dard=1

Enter your username and password, then click on the “Next” button to access the platform.

If you do not have an Ariba account, it must be created from the link by clicking on register now.

Where you will have to provide an email address and a series of supplier data to start the registration.

Please provide your email address

To register for SAP Business Network, enter your email belon

I test@ariba.com

| The user agrees o store this email ID
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What to expect when
creating an account:

1. Digitize your business

2. Ensure resilience and sustainability

3. Act intelligently

L

=4

Business Network
Create a free business account to connect with
your customers on SAP Business Network

Company information

Don't know what your D

Espafia [ESP]

Adh ine 1 *

7

Fields with an asterisk (*) must be completed. The DUNS field is not mandatory.

Administrator Account Information @

Name * Surnames *
Ingrid ing
Email *

ingrid.pardo@idom.com

User name

| Use my email as username

ingrid.pardo@idom.com

Password * Repeat password *
Business Function *

Choose your primary business function

| 1 have read and agree to the Terms of Use

| 1agree that SAP Business Network may make some of
o my personal data (as defined in the Privacy Statement )
accessible to other users and the general public based
on my role within SAP Business Network and
applicable profile visibility settings.

Please read the Privacy Statement for more information on how
we process personal data.
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4, ARIBA BUSINESS NETWORK OVERVIEW
The main screen that will appear once you log in to Ariba Business Network will be as follows.
»3'7 Business Network v  Standard Account | Get Enterprise Account - Q0o
I Start Activation Discovery v Work panel Orders v Compliance v Invoices v Payments v Catalogs v atio Further v | Create v | eee
- W \ |
Opportunities In location v | By product Q
A » ¥ -
\ ol - ' 2 — 1
Overview  Introduction 3%
47 4 89 64 63 .9
New orders Items to confirm Orders Unbilled orders Invoices Further
Last 31 days st 31 days Last 31 days Last
My Widgets IDOM, SAU - TEST v 32 Personalize
o
Purchase orders Last 3months v Invoice due date Source of activity All v See all 3
Orde ived
€49 9 EDFEJUSand € 9 2 o 2 EDROllsaﬂd r@ Norv 102r rzeog‘za]v%s.n p.m. | IDOM, SAU - TEST
0001070003 €6,000.00 EUR

€300mil

€9R0mil =

In it we will find:

- Main menu.

- Overview.

- Supplier profile.

- My widgets” section.

4.1. MAIN MENU

€40 -

Invinira raiantad

The main menu is the bar located at the top of the screen. Through it we can navigate through the different tabs
offered by Ariba. The main screen is the "Home" tab, but you can also navigate through the work panel, orders, etc.

4.2, OVERVIEW

In the central part of the screen, we will find the overview. We will be able to observe the main sections:

- New orders. You will be able to visualize all the new orders that have been generated.

- Items to be confirmed. You will be able to visualize all the articles that are pending to be confirmed.

- Orders. You will be able to visualize the total of the orders regardless of their status.

- Unbilled orders. You will be able to visualize the orders that still do not have invoices.
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- Invoices. You can view the list of invoices that have been sent.

In the main Ariba screen, by clicking on the Orders section, you can view the list of orders.

To view or work with a purchase order, on Ariba's main page, click on the “Orders” section and the list of all purchase
orders will be displayed. To view the details of the purchase order, click on the order number you wish to view.

Order number & Customer Amount Date Order status Billed amount Buying organization Actions
0001070003 IDOM, SAU - TEST €6000 EUR Nov 12, 2024 Partially invoiced €2000 EUR 1005 IDOM Con, Eng, Arch
0001069993 IDOM, SAU - TEST €100 EUR Nov 12, 2024 New €0 EUR 1005 IDOM Con, Eng, Arch
0001069979 IDOM, SAU - TEST €20000 EUR Nov 11, 2024 Invoiced €20000 EUR 1005 IDOM Con, Eng, Arch
0001069975 IDOM, SAU - TEST €5000 EUR Nov 11, 2024 Confirmed 1005 IDOM Con, Eng, Arch
0001069974 IDOM, SAU - TEST €9000 EUR Nov 11, 2024 Partially invoiced €3000 EUR 1005 IDOM Con, Eng, Arch
4.3. SUPPLIER PROFILE

The supplier's profile is located at the top of the screen on the right. From this section we can access information
related to our supplier account and even modify it.

ISAP4

| A Business Network v Standard Account

Get Enterprise Account -

(& r' v i v Pay v

w o o)l

Alondra Ramirez Diaz

Start Activation Discovery v Work panel Orders v

Catalogs v Further v

TESTARIBA1A@outlook.com l

My account |

Linking user IDs

, A
" ! Opportunities In location v By product Q
0 ety
\ S ‘ v

Contact the administrator

Overview Introduction
motorola-TEST
4 7 4 8 9 6 4 6 3 ANID: AN11204572550-T
[ Standard Account
New orders Items to confirm Orders Unbilled orders Invoices
Company Profile
st 31 days Last 31 days Last 31 days Last 31 days Last 31 days
Configuration >
My Widgets IDOM, SAU - TEST v 32 Personalize Log out
Purchase orders Last 3 months v Invoice due date Source of activity All v See all 32

Order received
Nov 12, 2024 | 05:21 p. m. | IDOM, SAU - TEST

€49Q9 thousand £02.21iousand @

For example, we can modify the language of communication that our customers have with our supplier account. To do
this, we will select “"My account” and in the “Preferences” section we will modify the preferred language. We can also
modify the other data that appear in the form. To finish the process, select “Save” and the changes will be saved.
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Contact information

Contact information preferences

4.4. “MY WIDGETS"” SECTION

"My widgets” is a section in which a series of tiles appear that provide us with relevant information without the need
to enter a specific tab. It is an interesting option since you can customize your page and add the shortcuts that are
useful to you and that you use regularly. To modify this section you must select “Customize”.

‘ Overview  Introduction
d 47 4 89 64 63
New orders Items to confirm Orders Unbilled orders Invoices

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days

My widgets  1bom, sau-TesT v

Purchase orders Last 3 months. v Invoice due date Source of activity All v
Order received

€499 thousand €092, thousand @ S a1 pou s e
0001070003

And the following page will appear in which by selecting the symbol (-), we will be able to delete all those widgets that
we are not interested in having on the main screen. Finally, we select “Save” and the home screen will be updated.
Initially all the widgets that exist in Ariba will appear, if we delete one, in the widget customization page another tab
called “Available widgets” will appear, from where we will be able to add again the desired ones.

Customize my widgets =
cancet

Add, remove, and rearrange widge!s to customize your home page.

Purchase orders Last 3 months v Invoice due date E] Source of activity
€499 Ehf)usand €922 E.h?usand @ s 0521 p. . | 10OM, SAU - TEST

0001070003 €6,000.00 EUR
a0omi

= Invoice rejected
e ‘ Now 12, 2024 | 05:20p. m

€1,000.00 EUR

" . Fact2_CH
. o Invoie reect
€50nil - Now 1. 24 | 05:15p. m. | IDOM, SAU - TEST
w0 4 GRE_CH €1,240.00 EUR
OM, £4L) . TES: B set W Aetsas B Approved

Invoice rejected
Nov 12, 2074 | 11108

b |

m. | IDOM, SAU - TEST
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5. ORDER CONFIRMATION

The order confirmation can be made from the platform itself by accessing the purchase order and selecting “Create
order confirmation”. In this way we will inform the buyer that the requested order can be fulfilled. Subsequently we
will select “Confirm complete order”.

@ Business Network [ Testmcoe |

Purchase order: 0001069993

Reject the entire arder

From:

Client

IDOM Consuliing, Engineering &
Auda. Zarandoa 2%

48015 Bilbao

48

Spain

Telephone: +34 () 044707600
Fax: +34 () 244761804

Payment conditions |
Confiming count (day 10) Cenfirming count (day 25) Confirming count (day 31)

Contact information

Supplier address

matorola

CALLE MARTINEZ VILLERGAS, 52 - EDIF
28027 MADRID

Create order confirmation v Create Invoice

Tor

motorela-TEST

CALLE MARTINEZ VILLERGAS, 52 - EDIF
SN

02002 MADRID

Albacete

Spain

Telephone:

Fax

Emall: alondra.ramirez@co.idom. com

To execute the confirmation, the following fields must be completed:

- Confirmation number.

- Supplier reference.

-  Estimated date of shipment.

- Estimated delivery date.

- Comment (optional).
y Business Network MODO DE PRUEBA
Confirmacion de PO

Confirmar pedido . _
completo ¥ Cabecera de confirmacion de pedido

Revisar
@ Confirmacidn de
pedido

Niimero depeste

e JOOML SOl TECT

| Referencia de proveedor

Informacién de expedicitn y de impuestos

@

completed

=<3 =1

Purchase order

(new)
0001069993
Amount: 1,000.00 EUR

Track arder

s Reception confirmed

Exte : Idom Standard Order (2001)
ct2_CH

nal
Related docu

@

Salir Sigulente

*ndica campo necesario

Fecha estimad

= expedicion:

Coste estimado de expedicion:

Coste estimado de impuestos:

Adjuntos
Nombre

Seleccionar archivo | Ningin archivo seleccionado

Tamafio (bytes)

Agregar adjunto

No hay articulos

10/ 34
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Adjuntos

Nombre

Tamario (bytes)

Ningan archivo seleccionado | Agregar adjunto

El tamario total de todos los documentes adjuntos no puede sobrepasar los 100 MB

< € Avrir X
0 > Descargas » »
Organizar~  Nueva carpeta =- 0 0
) Inicio 3
i &9 02010 M2500078_5828119_Certificados_C_ 0000002137545 PEREZ CERVANTES ALBERTO JAVIER @) |
Galeria

@ alondra - Persor

il Escritorio
L Descargas #
4 Documentos #

18 Imagenes

& 02010_M2500078_5828119_Certificados_C_0000002137545_PEREZ CERVANTES ALBERTO JAVIER (1)
8 02010_M2500078_5828119_Certificados C_0000002137545_PEREZ CERVANTES ALBERTO JAVIER

@ Condiciones generales de compra

=

yla Examples I

@ Cuestionario Calificaciones_V7

& questionnaire_export_1725559298290

@ download (9)

Nombre: Examples Al files

Upload from mobile | | Abdr | |  Cancelar

Comments: | CONFIRMATION TEST

Attachments
Name Size (bytes)

No items.

[ Choose File | No file chosen Add Attachment

11/ 34

Once you have completed the above fields, click on the “Select File” button in the attachments section to select the
attachment that supports the confirmation order.
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The name of the attachment will be displayed and you must click on “Add Attachment” to include the attachment in
the confirmation order.

Adjuntos

Nombre Tamafio (bytes)

| Seleccionar archivo | Ninglin archivo seleccionado Agregar adjunto

El tamario total de todos los documentos adjuntos no puede sobrepasar los 100 MB

Once all the necessary information is completed and the attached document is uploaded, click on the “Next” button to
send the Confirmation Order.

Go to section “2. Review Order Confirmation” and the information to be sent in the confirmation order will be displayed.
Finally, click on the submit button to send the information.

E:;V Business Netwark [ e woox |

PO Confirmation Forme ﬂ

() Sotim complete - irmation Update

Review Order
Canfirmation

Invoice lines

ey, furd) Date by which it required Piice per unik Subtotal Tax

5.1. ORDERS THAT DO NOT REQUIRE CONFIRMATION

Some orders do not require and cannot be confirmed. When you try to confirm this order, the following message will
appear:

E’ Business Network

Purchase order: 0001069962

Create order confirmation v Create invoice v

I 1 Online items with undisclosed unit prices cannot be confirmed. To confirm the order, select the “Update items online” option. I

Order details Order history

From: To:
Client AYESATEST - IDOM
IDOM Consulting, Engineering & Paseo de Mikeletegi, 5
Avda. Zarandoa 23 '
48015 Bilbao 03008 SAN SEBASTIAN
48 Albacete

Spain Spain

Telephone: +34 () 944797600 Telephone:

Fax: +34 () 944761804 Fax: 943308244

Email: Msquiroga.ext@ayesa.com
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6. INVOICE CREATION

6.1. REGULAR INVOICES

Before creating an invoice, it is necessary to validate that the materials or services have been delivered. Once the
delivery of these is corroborated, the invoice can be created. This should be done from the orders section by selecting
the order number to be invoiced. It is important to remember that, prior to creating the invoice, we must confirm the
order as indicated in the previous.

Work panel 32 Personalize

53 64 18 “101% 0.0  “0.0w

Unbilled orders Orders Rejected invoices Remittances Early payment offers Scheduled payments

Last 31 days Save filter Last 31 days Last 31 days Next 90 days Next 90 days

Orders (64)

v Edit filter Save filter Last 31 days
Customers Order numbers Creation date Order status
Select or write selections sl Write selection Last 31 days W Include v  Select or write (w
(@) Partial match () Exact match
Show more Apply BEESC
Resend orders with errors @
Order number Customer Amount Date Order status Billed amount Version Actions

IDOM, SAU - TEST €20 EUR Nov 12, 2024 New 0

Once the order to be processed has been selected, click on the Create Invoice button and then click on the Standard
Invoice button.

E-,Y Business Network [ 7esTmoDE |

Purchase order: 0001070010

Create order confirmation v Create invoice v

I Standard invoice I

Order details Order history Article subscription online

Online article charge note

From: To:

Client AYESATEST - IDOM
IDOM Consulting, Engineering & Paseo de Mikeletegi, 5
Avda. Zarandoa 23 o
48015 Bilbao 03008 SAN SEBASTIAN
48 Albacete

Spain Spain

Telephone: +34 () 944797600 Telephone:
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To create the invoice, the following fields must be completed:

. Invoice number.
. Description.
. Attachments.
'E'?' Business Network [ TesTMooe | @

Create invoice Update Keep Go out

¥ Invoice header * Indicates required field Add to header v
Summary
Purchase order: 0001070010 1?uh(‘mal: Zg.gg :32 View/Edit Addresses
e M - ¥ otal tax:
I voice Ne I ount: 27,60 EUR
Total net amount: 27,60 EUR
nvoice date:*| 13 nov 2024 = Amount due: 27,60 EUR

Supplier Tax ID:

Remittance address Remittance Test ~~

test
Barcelona
Spain

BillI0! 1mALS Aamniidbine Emminansin o

To select attachments, click on “Add to header” and “Attachment”. This will display the attachments section, where
you can select the desired file.

*Attachments

The total size of all attached documents cannot exceed 100 MB

Ningun archivo selecc'\onadol Add attachment I

addresseeReference: ‘ ‘

Add to header

Once the attachment is selected it is possible to view the title of the attachment, to finish attaching the file, click on
the “Add attachment” button.

At the bottom of the screen are the invoice details. We will be able to see the type of material to be sold in the order,
the quantity, the unit price and the taxes related to this order. Taxes can be negative and positive as they can be borne
or charged. For example, in the following case we can see the VAT with an amount of 25.20 euros which is added to
the total amount since it is charged, and two more associated taxes which are negative since we bear them. Once we
have checked that everything is correct, we must select "Next”.

14 / 34




Training manual I D 0 m

Project SAP Ariba

Phase: Training

Author: SAP Ariba team Date: Version:

Insert infine article options

TE I Shipping documents pecial delivery Discount ) N N
S y L1 | Add to included lines

10 . MATERIAL Ousourcing Consulting Services 00000000000000L002 1 EA 120 EUR 120,00 EUR

Pricing Detalls Priceunit EA

21.000
25.20 EUR

120,00 EUR
0000
00 EUR

Category:*| WT_G02

Ret.IRPF professicnals 15%

Ling actions v Delete

Update Keep Goout Following

The details of the invoice to be sent will be displayed and, finally, click on the Send button to send the invoice

7 Business Network Standard Account | Gt Enterprise Account | ®

Create invoice Anterior Keep Go out
Please confirm and send this d¢ . It will be signed i according to the countries of origin and destination of the invoice. This transaction meets the i of a domestic busi tre tion. The country of arigin of the document is: Spain. The country of destination of the document is: Spain.
If you want your invaices to be archived in the SAP Business for long-t hiving of d ts, you can subscribe to an archiving service. Please note that once you subscribe to the archiving service, you can also archive old invoices.

Standard invoice

Invoice number ; 1069993_IP Subtotal 1,000.00 EUR
Invoice date : Wednesday 20 Nov 2024 12:47 GMT+01:00 Total tax EUR 0.00
Original Purchase Order ; 0001069993 Total gross amount 1,000.00 EUR
Total net amount 1,000.00 EUR
Amount due 1,000.00 EUR
REMITTANCE ADDRESS: INVOIC TO: SUPPLIER:
motorala-TE ST IDOM Consulting, Engineering & motorola-TE ST
Postal address: Postal address: Postal address:
CALLE MARTINEZ VILLERGAS, 52 - EDIF Avda. Zarandoa 23 CALLE MARTINEZ VILLERGAS, 52 - EDIF
SN 48015 Bilbao SN
02002 MADRID 48 02002 MADRID
Albacete Spain Albacete
Spain Address ID: 1005 Spain

Once the invoice has been sent and subsequently reviewed, the system will send a notification informing whether the
invoice was accepted or rejected and you will be able to track the payment status of the order.

6.2. PARTIAL INVOICES

The partial invoice is a process very similar to the “normal” or full invoices. It consists of partially invoicing the order
due to various reasons such as, lack of stock of the order, a request by the customer to invoice in a specific way, for
example in 3 payments of 500 Euros, etc.
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As mentioned above, the first step is to confirm the order. After this, we will proceed to the creation of the invoice by
clicking on “Orders” and selecting the order number to which we should create the invoice.

Work panel

53

Unbilled orders

Last 31 days

Orders (64)

v Edit filter

Customers

Select or write selections

Show more

Order number

0001070010

32 Personalize

64 18 “101% 0.0  “0.0w

Crders Rejected invoices Remittances Early payment offers Scheduled payments

Save filter Last 31 days Last 31 days Next 90 days Next 90 days

Last 31 days

Order numbers Creation date Order status
sl Write selection Last 31 days W Include v  Select or write (w
(® Partialmatch () Exact match
Apply Restore
Resend orders with errors @
Customer Amount Date 4 Order status Billed amount Version Actions
IDOM, SAU - TEST €20 EUR Mov 12, 2024 New 0

Once inside, select “Create Invoice” and “Standard Invoice”.

E;Y Business Network [ TESTMODE |

Purchase order: 0001070010
Create order confirmation v

Order details Qrder history

From:

Client

IDOM Consulting, Engineering &
Avda. Zarandoa 23

48015 Bilbao

48

Spain

Telephone: +34 () 944797600

To create the invoice, the following fields must be completed:

Invoice number.

Description.

16 / 34

Create invoice v

I Standard invoice I

Article subscription online

Online article charge note

To:

AYESATEST - IDOM
Paseo de Mikeletegi, 5
03008 SAN SEBASTIAN
Albacete

Spain
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o Attachments.
E’W Business Network [ TesTMooE | @
Create invoice Update Keep Go out
¥ Invoice header * Indicates required field Add to header v
Summary
Purchase order: 0001070010 ?L:br‘ctal: Zg,gg :32 View/Edit Addresses
" * otal tax:
I Invoice No.: Total gross amount: 27,60 EUR

nvoice date:*| 13 nov 2024

I Service Description:

Total net amount: 27,60 EUR
Amount due: 27,60 EUR

Invoice lines

Supplier Tax ID

Remittance address Remittance Test ~~
test
Barcelona
Spain
Bill 10! 1mALS A ameidbine Encinansine 8.

To select attachments, click on “Add to header” and “Attachment”. This will display the attachments section, where
you can select the desired file.

*Attachments

The total size of all attached documents cannot exceed 100 MB

Ningun archivo selecc'\onadol Add attachment I

addresseeReference: ‘ ‘

Add to header

Once the attachment is selected it is possible to view the title of the attachment, to finish attaching the file, click on
the “Add attachment” button.

To be able to do this partial invoicing, at the bottom of the screen we will activate the “include” button.

1 item(s) online, 0 Included, 0 Invoiced in full prior to order

Insert inline article options

(]
[

v ‘ D Shipping documents |:| Special postage D Discount

Add to included lines

D Tax Category

No Include Type Part No. Description Customer Part No Amount Unit Price per unit Subtotal

10 MATERIAL Computers 000000000000001177 0 EA 1.000.00 EUR 0EUR

Excluded lines cannot be madified.

L

Line actions v Delete Reset taxes from order

17/ 34
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Clicking on this button will activate the invoice edition, from where we will be able to modify data such as quantity,
price per unit, etc. This order has an amount of 1000 euros, but 2 units of 250 are going to be invoiced, this is modified
in the “Quantity” section, making the amount invoiced so far of the order 500 euros. Therefore, there would still be
500 euros to be invoiced.

. 1 item(s) online, 1 Included, O Irwveiced in full prior to order
Invaice lines

Insert inline ariicle options.

T = . Shipping documents Special postage Discount
X Categuny e pasine Add to included lines
No Include Type Part No. Description Customer Part No. Amount unit Price per unit Subtotal
10 ] MATERIAL Computers 000000000000001177 2 EA 250,00 EUR EUR 500.00
Pricing Details EA 1
1
T Category*| 10 Y Taxable base: | 500.00 EUR Fliminate
Location:
0,000
0.00 EUR
L
Line actions v Delete Reset taxes from order
Update Keep
H A\Y " A\Y Hw/
Click “*Next” and “Submit”.
T Business Network Standard Account | Get Enterprise Accourt | [ IEEEEE @

Create invoice Anterio Keep Go out

Please confirm and send this document. It will be signed electronically according to the countries of origin and destination of the invoice. This transaction meets the requirements of a domestic business transaction. The country of origin of the document is: Spain. The country of destination of the document is: Spain.
I you want your invoices to be archived in the SAP Business Netwark system for lang-term archiving of documents, you can subscribe to an archiving service. Please note that ance you subscribe to the archiving service, you can also archive old invoices.

Standard invoice

1069993_IP Subtotal: EUR 500.00
e Wednesday 20 Nov 2024 13:21 GMT+01:00 Total tax ; EUR0.00
inal 1. 0001069983 ount EUR 500.00
Total net amount ; EUR 500.00
Amount due : EUR 500.00
REMITTANCE ADDRESS: INVOIC TO: SUPPLIER:
motorola-TE ST IDOM Consulting, Engineering & motorola-TE ST
Postal address: Postal address: Postal address.
CALLE MARTINEZ VILLERGAS. 52 - EDIF Avda. Zarandoa 23 CALLE MARTINEZ VILLERGAS, 52 - EDIF
SN 48015 Bilbao SN
02002 MADRID 48 02002 MADRID
Albacete Spain Albacete
Spain Address ID: 1005 Spain

Telephone: +34 () 944797600
Fax: +34 () 944761804

After having invoiced these 500 euros, as the entire order has not yet been invoiced, the system will show “Partially
billed” on the screen, indicating that there is still an amount to be invoiced.
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EEY Business Network Standard account | Get Enterprise account ‘ [ resrmove | ®

Purchase order: 0001069993

Create order confirmation v Create invoice ¥ L =]
Order details Order history
From: To: Purchase order
Client ) o motorola TEST
IDOM Consulting, Engineering & GALLE MARTINEZ VILLERGAS, 52 - EDIF B S o
Avda. Zarandoa 23 SN Amount: 1,000.00 EUR
48015 Bilbao 02002 MADRID
a8 Albacete
spain Spain Track order
Telephone: +34 () 944797600 Telephone:
Fax: +3 () 944761804 Fax.p :
Email: alondra.ramirez@co.idom.com
Payment conditions ! Routing status: Reception confirmed
Confirming count (day 10) Confirming count (day 25) Confirming count (day 31) External document type: Idom Standard Order (Z001)
Contact information Related documents: g;e;gcagw
Supplier address tyuuk

mntarala

To finish invoicing this order, we will have to select “Create invoice” and “Standard invoice”. In this case, at the top of
the screen we will see the amount to be invoiced, in this case 1000 euros.

¥ Invoice header

Summary
Purchase order: 0001069993 Subtotal: 1.000,00 EUR
. Total tax: 0,00 EUR
Invoice No.: ‘ Total gross amount:  1.000,00 EUR
Total net amount:  1.000,00 EUR
Invoice date:*| 20 nov 2024 Amount due: 1.000,00 EUR

Service Description: ‘ ‘

Remittance address: otorola-TEST

MADRID
Albacete
Spain
Billto: |poM Consulting, Engineering &
Bilbac

48
Spain

We complete the above and select the amount to be invoiced. In this case, a unit of 1000 euros is going to be invoiced,
but it could be another partial invoice and a part of it is still pending to be invoiced. Therefore, the quantity field is
completed with a “1” and the unit price with “*1000”, so that the order is completely invoiced.
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o lines LI RS, 4 A YOS 1 U

Insert inline article options

D Tax Category ‘ ‘ D Shipping documents D Special delivery D Discount A to included nes
] No. Include Guy Part No. Description Customer Part No. Amournt unit Price per unit Subtotal
] 10 - MATERIAL Computers 000000000000001177 EA 1.000.00 EUR
Pricing Details Price unit:  EA Quantity of price units: 1
Unit conversion: 1 Description
Tax Category ‘| 0 ‘ Taxable base: | 1.000,00 EUR ‘ Flminate
Lostion | ‘ Type of tax rate: ‘
Deseription | ‘ Percentage (%) ‘ 0,000 ‘
Regime: | ‘ Tax amount: | 6,00 EUR ‘
As in the previous cases, we select "Next” and “Send”. If we now look for the order, we will see that the status of the
order is “Invoiced” and the process will be finished.
Order number Customer Amount Date Order status Billed amount Buying organization

0001069993 IDOM, SAU - TEST €1000 EUR Nov 12, 2024 €1000 EUR 1005 IDOM Con, Eng, Arch

6.3. BILLING OF REFERENCE ORDERS/LIMITS

There is a type of order that has certain differences with respect to the two previous ones, these are the orders of
reference or with limits. These orders consist in the fact that the supplier does not see the maximum order quantity
since they are usually used in orders for services such as legal and notary services. These activities can be performed
throughout the year by the same supplier, so the supplier will create invoices to the same order for the performance
of this activity. In addition, it is not necessary or possible to confirm the order. If we tried to do so, the following
validation message would appear.

E’ Business Network Standard account | Get Enterprise account ‘ [ TESTMODE | ©)
Purchase order: 0001070067 completed
Create order confirmation Create invoice v S =

1 Online items with undisclosed unit prices cannot be confirmed. To confirm the order, select the "Update items online” option.

Order details Order history

From: To: Global purchase order
Client ) o motorola-TEST (New)
IDOM Consulting, Engineering & CALLE MARTINEZ VILLERGAS, 52 - EDIF 0001070067
Avda. Za_vandoa 23 SN Amount:Not disclosed
48015 Bilbao
48 02002 MADRID
Spain Albacete Track order
Telephone: +34 () 944797600 Spain
Fax: +34 () 944761804 Telephone:

Fax:

Email: alondra.ramirez@co.idom.com

Therefore, we select “Create Invoice” and “Standard Invoice”.
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E: ¥ Business Network Standard account | Get Enterprise account | [ TESTMODE |

Purchase order: 0001070067

Create order confirmation v Create invoice v

1 Online items with undisclosed unit prices cannot be confirmed. To confirm the order, . .
Standard invoice

Order details Order history Article subscription online

Online article charge note

From: To:
Client ) . . motorola-TEST
IDOM Consulting, Engineering & CALLE MARTINEZ VILLERGAS, 52 - EDIF
Avda. Zarandoa 23 SN
48015 Bilbao
48 02002 MADRID
Spain Albacete
Telephone: +34 () 944797600 Spain
Fax: +34 () 944761804 Telephone:
Fax:

Email: alondra.ramirez@co.idom.com

We complete the invoice number and attachments. At the bottom of the screen, under “Blanket Purchase Order Items”
click on the line box, “Create” and click on “Estate”.

Global Purchase Order Items

Line Amount ubM Price  Part No. Auxiliary part ID Description Subtotal

|| 10 Not disclosed EA Not disclosed Consultancy Not disclosed

Create v Edit Delete

Estate

Update Keep Go out Following

The following screen will appear in which we will add the quantity invoiced and the price per unit. In addition, we must
add the part number or information that refers to the service and extra data if necessary. For example, we have created
an order of 5 units or services of 200 euros, making a total of 1000 euros.
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EY Business Network Standard Account | Get Enterprise Account | @

Create invoice Cancel

Blanket Purchase Order Item

Line Amount uDM Price Part No. Auxiliary part ID Description Subtotal
10 Mot disclosed EA Not disclosed Consultancy Not disclosed
¥ Invoice line * Indicates required field Line actions v
Porto.™ | Facture 2 engtef
Unit: _EA

Auxiliary Part ID:
Price per unit:* | 200 |

Customer Part No.:
Subtotal 0,00 EUR

Description Description ‘ Consultoria

Select "“Create” and the following line will be displayed.

Global Purchase Order Items

Line Amount ubm Price Part No. Auxiliary part ID Description Subtotal
D v 10 Not disclosed EA Not disclosed Consultancy Not disclosed
D 10.1 EA Invoice_2_english Consultancy 1.000,00 EUR
5 200,00 EUR
Create v Edit Delete

Update Keep Go out Following

Another invoice can be created by clicking again on line “10” and clicking on Create. In the following case, an invoice
for the amount of 1200 euros will be created.

¥ Invoice line * Indicates required field Line actions

| Amount: ¥ |:| Part No.:* | Factura_3_english

Unit. EA Auxiliary Part ID: ‘ ‘

| Price per unit:* | 1.200,00 EUR

Subtotal:  1.200,00 EUR

Customer Part No.: ‘ ‘

Description Description: Consultoria |

Select both lines and click on “Next”.
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Global Purchase Order Items
Line Amount UDM Price Part No. Auxiliary part ID Description Subtotal
¥ 10 Not disclosed EA Not disclosed Consultancy Not disclosed
10.1 EA Invoice_3_english Consultancy 1.200,00 EUR
10.2 EA Invoice_2_english Consultancy 1.000,00 EUR
Create v Edit Delete
Update Keep Go out
n ” n ”
Select “Next” and “Send”.
E! -¥  Business Network Standard Account | Get Enterprise Account ‘ @
Create invoice Former Keep m Go out
ing to the of origin and destination of the invoice. This meets the requi ofa ic business transaction. The country of origin of the

Please confirm and send this document. It will be signed

invoices.

Standard invoice

document is: Spain. The country of destination of the document is: Spain.
If you want your invoices to be archived in the SAP Business Network system for long-term archiving of documents, you can subscribe to an archiving service. Please note that once you subscribe to the archiving service, you can also archive old

Invoice number ; 1070067_english
Invoice date : Tuesday 26 Nov 2024 12:54 GMT+01:00
Original blanket purchase order . 0001070067

Subtotal ; 2.200,00 EUR

Total tax - 220,00 EUR

Total gross amount - 2.420,00 EUR
Total net amount ; 2.420,00 EUR
Amount due - 2.420,00 EUR

And it will remain with the status “Partially billed”.

Ndmero de pedido 4 Cliente Importe Fecha

0001070069 IDOM, S.A.U. - TEST No revelado nov 20, 2024

Estado del pedido

Importe facturado Organizacion compradora Acciones

Facturado parcialmente

€2200 EUR 1005 IDOM Con, Eng, Arch
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7. CREATION OF A CREDIT MEMO

7.1. QUANTITY CREDIT MEMO FOR STANDARD INVOICE

In this case, a partial price credit memo is to be made for a standard order, i.e. those for which the order amount is

known.

The first step is to find the order for which you want to make the credit memo. Once inside, we can see the status of

the order, it may be “invoiced” or “partially invoiced”.

E’Y.. Business Network Standard Account | Get Enterprise Account ‘

Purchase order: 0001070304

Create order confirmation v Create invoice v

Order details Order history

IDOM

From: For:

Client PTV LATIN AMERICA, SA DE CV-TEST
IDOM SA de CV Av. Revolucién 1877 Int. 702, Col.
Paseo de la Reforma-404, 5° Test

06600 Mexico 01000 MEXICO CITY

city Yucatan

Mexica Mexico

Phone: +52 () 5552084649 Phone

Fax: +52 () 5552084358 Fax

Email: supplieraribaidom12@outlook.com

To create the credit memo, select “Create invoice” and “Online item credit memo”.

Create invoice

Standard invoice

Online article credit

Line Item Debit Note

=
]

Global Purchase Order
d|

0304

Amount:Not disclosed

Track order

Then, all the invoices generated for the order and their statuses will appear. We should select the invoice to which we

want to create the credit memo and click on “Create credit memo of item online”.

[ Business Network Standard Account | Get Enterprise Account |

Line item credit/debit note

Invoices (1)
Invoice No. Customer Reference Shipping method Origin Self-billing Source document Date
E 1070304_IP & IDOM, SAU - TEST Contract Online Supplier No Global Purchase Order 9 Jan 2025
L Create a line item debit memo Ediit Copy Create inveice without order
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In this section we will choose the type of credit memo to be made, in this case “quantity adjustment”. You must also
complete the mandatory fields marked with an asterisk.

(@) Quantity adjustment () () Pprice adjustment (1)

You will need to add the PDF invoice by selecting “Add to header” and “Attachment”.

It is mandataory to attach the invoice in PDF format. In the case of Mexico, also attach it in XML format.

Add to header
Shipping cost

Special delivery

Gl er ltems

Attach

Once selected, select “Add attachment” to complete the process.

*Attachments

The total size of all attached documents cannot exceed 100 MB

| Seleccionar archivo | download.pdf Add attachment

Finally, you will see the invoice lines from which you can change the credit memo amount. Since this is a credit memo,
this amount must always be negative, for example, -1 units. In this case, we will make a partial credit memo since the
invoiced order was for 2 units and now -1 units will be credited
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L 1 item(s) online, 1 Included, O Invoiced in full prior to order
Invoice lines
Insert inline article options
D Tax Category: | D Shipping documents D Special delivery D Discount Add to included lines
|:| No. Include Guy Part No. Customer Part No. Amount Unit Price per unit Subtotal
l:‘ 10 : 1 MATERIAL Outsourcing Consulting Services EA $2,100 MXN $-4,200.00 MXN

Pricing Details Price unit: ~ EA

Unit conversion: 1

c;:ego'y.“ M3

Location:

Description: | IVA

16%

Regime: |

000000000000001009

Quantity of price units: 1
Description

Taxable base: | $-4.200,00 MXN

‘ Eliminate

Percentage (%): | 16.000

Tax amount: ‘ $-672.00 MXN

Once these data have been edited, select “Next” and “Submit”. The status will change to “Partially Invoiced” and the

process will be completed.

0001070269

IDOM, SAU - TEST

$4200 MXN Jan 7, 2025

7.2, PRICE CREDIT MEMO FOR STANDARD INVOICE

In this case, a partial price credit memo is to be made for a standard order, i.e. those for which the order amount is

known.

Partially invoiced|

$2100 MXN

The first step is to find the order for which you want to make the credit memo. Once inside, we can see the status of
the order, it may be “invoiced” or “partially invoiced”.

E-’V Business Network

Purchase order: 0001070304

Create order confirmation v

Order details Order history
From:
Client

IDOM SA de CV
Paseo de la Reforma-404, 5°
06600 Mexico

city

Mexica

Phone: +52 () 5552084649
Fax: +52 () 5552084358

To create the credit memo, select “Create invoice” and “Online item credit memo”.

Standard Account | Get Enterprise Account |

Create invoice v

For:

PTV LATIN AMERICA, SA DE CV-TEST

Av. Revolucion 1877 Int. 702, Col.

Test

01000 MEXICO CITY

Yucatan

Mexico

Phone:

Fax:

Email: supplieraribaidom12@outlook com

”
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Create invoice

Standard invoice

Online article credit

Line Item Debit Note

Then, all the invoices generated for the order and their statuses will appear. We should select the invoice to which we
want to create the credit memo and click on “Create credit memo of item online”.

@

Filled

7 Business Network Standard Account | Get Enterprise Account | IR
Line item credit/debit note

Invoices (1)
Self-billing Source document Date Imported Routing status ® Invoice status (i)

Invoice No Customer Reference Shipping method Origin

$5.800.00  MXN Reception confirmed Approved

Supplier No Global Purchase Order 9 Jan 2025

E 1070304_1P & IDOM, SAU - TEST Contract online

L Create online item credit Create a line item debit memo Edit Copy

Create invoice without order

In this section we will choose the type of credit memo to be made, in this case “price adjustment”. You must also
complete the mandatory fields marked with an asterisk. The system brings as determined the quantity adjustment so
you must change it to “price adjustment” and a message will appear in which we will select “Yes".

If you change your subscription type, the online articles section will reload. Do you wish to continue anyway?

.

Quantity adjustment () ®) Frice adjustment (U

You will need to add the PDF invoice by selecting “Add to header” and “Attachment”.
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It is mandatory to attach the invoice in PDF format. In the case of Mexico, also attach it in XML format.

Add to header

Shipping cost

Special delive
Gl P ry

Attach

er ltems

Once selected, select “Add attachment” to complete the process.

*Attachments

The total size of all attached documents cannot exceed 100 MB

| Seleccionar archivo I download.pdf

Add attachment

Finally, the invoice lines will appear where we must modify the price to be paid. In this case we are going to make a
partial payment, that is to say, the invoice price is 2100 Mexican pesos, but we are going to pay 1050. It is important
that the price is in negative since it is a credit memo.

Invoice lines

Insert inline article options

1 item(s) online, 1 Included, O Invoiced in full prior to order

0001070269

D Tax Category /| D shipping documents D Special delivery D Discount Add to included
7 o included lines
No. Include Guy Part No. Description Customer Part No. Amount Unit Price per unit Decrease in price per unit Subtotal
10 P MATERIAL Outsourcing Consulting Services 000000000000001009 2 EA $2,100 MXN $-2.100.00 MXN
Pricing Details Price uni.  EA

Quantity of price units: 1

unit conversion: 1 Description:

Category: *

M3 7 ‘ Taxable base ‘ $-2.100,00 MXN ‘ Eliminate
Location: | Percentage (%): | 16,000 ‘
bescrpion: | va 109 | Toxamount: | 533,00 Mxn |
Regime: | v
i
Once these data have been edited, select "Next” and “Submit”. The status will change to “Partially Invoiced” and the
process will be completed.
IDOM, SAU - TEST $4200 MXN Jan 7, 2025 $2100 MXN
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7.3. PRICE CREDIT MEMO FOR REFERENCE INVOICE

In this case, a partial price credit memo is to be made for a reference order, i.e. those for which we do not know the
amount of the order.

The first step is to find the order for which you want to make the credit memo. Once inside, we will be able to see the
status of this one, it can be “invoiced” or “partially invoiced”.

T Business Network Standard Account | Get Enterprise Account. | ®
Purchase order: 0001070304 m
Create order confirmation v Create invoice v i =

Order details Order history

IDOM

Global Purchase Order

From: For:
Client PTV LATIN AMERICA, SA DE CV-TEST (Invoiced)
IDOM SA de CV ) Av. Revoluci6n 1877 Int. 702, Cal. 0001070304
Paseo de la Reforma-404, 5 Test Amount:Not disclosed
06600 Mexico 01000 MEXICO CITY
City Yucatan
Mexico Mexico Track order
Phone: +52 () 5552084649

Phone

Fax: +52 () 5552084358 Fax
Email: supplieraribaidom12@outlock.com

”

To create the credit memo, select “Create invoice” and “"Online item credit memo”.

Create invoice

Standard invoice

Online article credit

Line Item Debit Note

Then, all the invoices generated for the order and their statuses will appear. We should select the invoice to which we
want to create the credit memo and click on “Create credit memo of item online”.

E! *¥ Business Network Standard Account | Get Enterprise Account ‘ @
Line item credit/debit note m
Invoices (1) =
Invoice No Customer Reference Shipping method Origin Self-billing Source document Date Imported Routing status (0 Invoice status (D)
lz‘ 1070304_i1P & IDOM, SAU - TEST Gontract Online Supplier No Global Purchase Order 9 Jan 2025 $5.800,00 MXN Reception confirmed Approved

L | [Create online item credit Create a line item debit memo Edit Copy Create invoice without order

Filled
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In this section we will choose the type of credit memo to be made, in this case “price adjustment”. You must also
complete the mandatory fields marked with an asterisk. The system brings as determined the quantity adjustment so
you must change it to “price adjustment” and a message will appear in which we will select “Yes".

If you change your subscription type, the online articles section will reload. Do you wish to continue anyway?

.

) Quantity adjustment () ®) Price adjustment (V

You will need to add the PDF invoice by selecting “Add to header” and “Attachment”.

Gl

Shippin

Special delivery

Attach

It is mandatory to attach the invoice in PDF format. In the case of Mexico, also attach it in XML format.

Add to header

g cost

er ltems

Once selected, select “Add attachment” to complete the process.

*Attachments

The total size of all attached documents cannot exceed 100 MB

| Seleccionar archivo | download.pdf |f-‘-.dd attachment

To edit the price of the credit memo we will have to deploy the arrow that appears in “Global purchase order items”.
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Global Purchase Order Items

Line Amount UDM Price  Part No Auxiliary part 1D Description
D 10 Not disclosed EA Not disclosed Outsoureing Consulting Services

Create v Edit Delete

Subtotal

Not disclosed

And then we will write the price to be credited with the symbol in negative since it is a credit memo. In this case, -

2000 Mexican pesos will be credited and we will select "Next” and “Send” to finish the process.

Global Purchase Order Items

Line Amount UDM Price Part No. Auxiliary part ID Description
D v 10 Not disclosed EA Not disclosed Outsourcing Consulting Services
D 101 1 EA F 1 Outsourcing Consulting Services
Create v Edit Delete

Update Keep

The status will change to “Partially Invoiced” and the process will be completed.

Y Business Network Standard Account | Get Enterprise account | (IS

Purchase order: 0001070302

Create order confirmation v Create invoice v
Order details Order history
From: For:
Client PTV AMERICA LATINA, SADE CV-TEST
IDOM SA de CV ) Av. Revolution 1877 Int. 702, Col
Paseo de la Reforma-404, 5 Test Amount:Not revealed
06600 México DF 01000 MEXICO DF
Mexica City Yucatan
Mexica Mexico Track order

Telephone: +52 () 5552084649

Fax: +52 () 5552084358 Fhone:

Fax:
Email: provideraribaidom12@outlook.com
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8. SPECIAL CASES

8.1. MEXICAN SUPPLIER AND MEXICAN COMPANY

Supplier VAT ID

Supplier's NIF/CIF: ‘ PAL120109KDA

uuID:*

Add to header

8.2. INVOICE ERRORS

why we may encounter certain “errors” or validations that warn us that

Lineas de factura

Insertar opciones de articulo en linea

|:| Categoria de impuesto:

Detalles de determinacién EA

de precios

Unidad de precio:

Conversién de unidad: 1

euros, preventing the operation from being carried out.

The following example shows price and quantity validations.

Invoice lines

Insert inline article options

D Tax Category:
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‘ EI Documentos de expedicién D Porte especial D Descuento

‘ D Shipping documents D Special delivery D Discount

The only difference with respect to the cases mentioned above occurs when a supplier is Mexican and the customer is
also Mexican. In this case an added field will appear in the invoicing process called “"UUID” that must be filled in.

Customer VAT ID

Customer’s NIF/CIF: X

Invoices have validations in order not to exceed neither in quantity nor in price what was previously agreed. That is

something is not right.

1 articulo(s) en linea, 1 Incluido(s), O Facturado(s) previamente al comple

Agregar a lineas incluidas

D Ne Incluir Tipo Ne° de pieza Descripcion N° de pieza de cliente Cantidad Unidad Precio por unidad Subtotal
I:l 10 :. MATERIAL Subcontratacion servicios Consultoria 000000000000001009 EA 3.000,00 EUR 6.000,00 EUR

| Elsubtotaldela
factura supera el
limite.

Cantidad de unidades de 1

precio:
Descripcion:

In this case, the order is a service with a maximum amount of 3,000 euros. By adding another unit, it becomes 6,000

1 eI(s) UNUNE, LINCWUEU, U INVOICeUd I TULL PHOL L0 oruer

Add to included lines

l:‘ No. Include Guy Part No. Description Customer Part No. Amount Unit Price per unit Subtotal
] 10 ) MATERIAL Outsourcing of engineering services 000000000000001011 EA $100.200,00 1 $2,004,000.00 MXN

1 The calculated unit price
exceeds the tolerance

{imit 1 The invoice subtotal exceeds

the limit.
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8.3. ORDER VERSIONS

If the customer has modified any of the order data, the order status will show “Modified”.

0001069820 IDOM, SAU - TEST €1000 EUR  Oct 15, 2024 New
0001012107 IDOM, SAU - TEST €80000 EUR  Oct 15, 2024 New
0001069813 IDOM, SAU - TEST $1010 MXN  Oct 15, 2024
0001069816 IDOM, SAU - TEST $1000 MXN  Oct 15, 2024 New

If you enter the order by clicking on the number, you will find “Modified” on the right hand side.

Purchase order: 0001069813
Create order confirmation v Create invoice v

Order details Order history

From: To:

Client PTV AMERICA LATINA, SA DE CV-TEST (+ Modified)

IDOM SA de CV ) Av. Revolution 1877 Int. 702, Col. OOOTOBY813

Paseo de Lal Reforma-404, 5 Test Amount: $1,010.00 MXN
06600 México DF

DF 01000 MEXICO DF 5 it 51 D35-00- WX
Mexico Yucatan . .

Telephone: +52 () 5552084649 Mexico Version: 3 (Previous Version)
Fax: +52 () 5552084358 Telephone:

Fax: Track order
Email: provideraribaidom12@outlook.com

And at the bottom of the page you will find, in the same color as the word “Madified”, all the data that have been
altered and, just below it, the data that were initially crossed out.

Articles online Show item details =
Line number Number of distributions change Part No./Description ‘Customer part number type return Quantity (Unit) Date for which it is required Price per unit Subtotal tax
10 1 000000000000001011 material 1,000 (EA) Sept 18, 2024 $1,010.00 MXN  $1,010.00 $161.60 MXN Details
MXN $36246-Wxh
$1,615:60

8.4. INVOICE EDITING

Generally, the invoices that appear in Ariba are correct, but in some situations it may be necessary to modify the
invoice. For example, a customer may request 20 units of a product, but due to lack of stock only 15 can be sent. Once
we have spoken to the customer, we will proceed to modify the invoice. This will be done by selecting the order,
selecting “Create standard invoice” and accessing the invoicing process.

Once inside, in the lower part of the screen we will find the section “Invoice lines” in which the requested quantity of
the material and its price per unit will appear.
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Invoice lines

Insert inline article options

l:‘ Tax Category:

‘ D Shipping documents

I:‘ Special delivery

Add to included lines

D Discount

I:‘ No. Include Guy Part No. Description Customer Part No. Amount Subtotal
l:‘ 10 MATERIAL Outsourcing of engineering services 1000000000000001011 o] EA $1,002.00 MXN $0 MXN
Excluded lines cannot be modified.
Line actions v Delete Reset taxes from order

As mentioned above, we may need to modify this section of the invoice. To enable the modification of this, click on
“Include” and the button will change to a blue color.

Insert inline article options

l:‘ Tax Category:

D No. Include Guy Part No.
] 10 E MATERIAL
Pricing Details Price unit:  EA

Unit conversion: 1

Description Customer Part No.

Outsourcing of engineering services

‘ I:I Shipping documents l:‘ Special delivery l:‘ Discount

000000000000001011

Add to included lines

Amount Unit Subtotal

]

Price per unit

$1.002,00 MX

$1,002.00 MXN

Quantity of price units: 1

Description

Tax

Category:*| M3

Location:

‘ Taxable base:
Type of tax rate:

Percentage (%0): ‘

Eliminate

$1.002,00 MXN ‘

16,000 ‘

In this way editable fields are enabled, so we can modify from this section everything agreed with the customer. To
finish the process, we will select “Next” and we will go to the final part of the invoicing as we have seen in previous

sections.
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