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Preamble

The AirSupply training guide is kept generic and the supplier must comply with his customer scope and
specificities. A document "Customer matrix" is available and needs to be taken into account by the supplier.

Contact:
http://www.supplyon.com/en/contact.html
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The AirSupply user training guide is composed of 13 modules, 1 customer matrix and 1 exercise book. This
module is dedicated to Invoice.

. Master My

AirSupply configuration modules

Supplier to Supplier Self
Shipment (38) Billing
=

Concession

X
= ]
: ;
= (1]

@
£ o
% 2
8 %
(3} L

OTD Collaboration
(On Time Delivery)

VMI Nendor Managed Inventory) Self Billing -
Planned receipts Shipment Receiving Invoicing

AirSupply business process modules a

Figure 1: Modules overview
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Objectives of the Invoice module:

The ‘Invoice’ training module describes the way an invoice is created from the supplier, how the original invoice
can be downloaded and how to create invoice corrections by creating a credit note, price variation credit or
price variation debit.

This module also explains how to:
e The madification of your master data.
The invoicing process.
The process how to change an invoice by creating supplementary.
The archiving of the original invoice.

Version 1.0 © SupplyOn AG 6/54
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1 General concepts

1.1 elnvoicing definition
The Invoice process is designed to enable the transfer of electronic invoices from the supplier to the customer.
Electronic invoicing (also called "e-invoicing”) is a valid form of electronic billing related to the purchase order

information that is already available on the AirSupply platform.

The relation of ordering and invoicing process is also called P2P (Purchase to Pay).

% Q

Purchase PO Invoice Invoice Payment
order CD"ﬂthlﬂtID“ creation review status
anc

confirmation

Figure 2: Purchase to Pay Process

The aim of this module, based on purchase order information, is to:
« Verify and adjust your master data.
* Create an invoice.
* Archive your original invoice.
* Create supplementary for an invoice.

This process includes information for the customer and supplier, but mainly for the supplier invoice responsible
person.

Version 1.0 © SupplyOn AG 7/54
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1.2 Possibilities to use the invoice process as supplier (Input channels)

SupplyOn supports different invoice processes (input channels) for the supplier:
I Web form and CSV upload from the web interface via AirSupply.
These processes are explained in this document.
e The original invoice is generated on the platform and is available for you to download for three
months minimum.

Il. An EDI invoice file can be communicated via AS2 connection. Available for M2M (Machine-to-
Machine) suppliers. More information can be find in the ‘Supplier Info Portal’.
e For this process, the original invoice is generated in the supplier internal system.

Il. ZUGFeRD PDF A/3 invoices can be transferred to SupplyOn (available 2017).
More information can be find in the ‘Supplier Info Portal’.
e For this process, the original invoice is generated in the supplier internal system.

V. SupplyOn supports also the Basware printer driver, for suppliers who are using this invoice
communication (available 2017).
e The original invoice is held by Basware. (Please clarify the archiving with your service
provider)

1.3 Requirements to use the invoice module

Before using the invoice module, several requirements should be clarified, checked and correctly set up.
First of all, the customer informs SupplyOn for the usage of the electronic invoice process (if it is not already
used by his company). Afterwards the customer and supplier agree on usage of the electronic invoice process.
If the supplier is not registered at SupplyOn, a short registration of 6 steps has to be performed, with a contract
assignment to SupplyOn. Further information to this process can be found in the ‘Supplier Info Portal’.

Three new roles are created in AirSupply for the usage of the invoicing module. One customer role and two
supplier roles. These roles have to be assigned, to read or use the invoice module. They can be requested to
your company administrator. The company administrator has the rights to assign these roles:
e Customer role:
— 'IndBuyerlnvoicing-Read' or 'AirbBuyerinvoicing-Read'
» The Customer user is able to see all sent invoices from his suppliers for his
related customer company.
e Supplier/ Seller roles:
— 'IndSellerP2P-Create’
» Create electronic invoices based on purchase orders.
— 'IndSellerP2P-Read'
» Access to transmitted electronic invoices.

Chapter 3.1 explains the user roles management in AirSupply.
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2 Theinvoice workflow

The invoice module of SupplyOn offers in the web form three solutions to create an invoice and three
possibilities to correct already sent invoices.

The following chapters explain the process of the three invoice solutions and the three possibilities to correct
already sent invoices. In chapter 3 these processes will be visualized and explained in detail.

2.1 Invoice creation workflow

Before creating an invoice, SupplyOn recommends you to verify and check the purchase order (PO) data
(especially the price fields) because this data will be prefilled later in the invoice creation form.

The invoice module from the web interface assists three different invoice scenarios:
l. From demand.
This scenario provides an overview of all billable items, from which the supplier can select billable
items and create an invoice. The list in which all billable items are listed, is called 'Billable items list'.

Il. From document (PO number).
This scenario is designed for determined suppliers, who already know the PO number for which they
want to create an invoice. They are forwarded direct to the invoice creation form.

1. Import of CSV file.
The CSV upload scenario is created as an upload solution for mass invoicing.

2.1.1  Process description invoice ‘From demand’ / ‘Billable items list’

The process of this scenario is subdivided into 4 steps, how the supplier is creating the invoice.

~ =0 — e SF

Supplier validates and
sends invoice

Supplier checks billable Supplier selects billable Supplier completes

item/items item/items invoice form

Figure 3: Invoice ‘From demand’ process

Check billable item/items From time to time, the supplier verifies the demands to create an
invoice. All billable items are listed in the 'Billable items list'.
Select billable item/items The supplier selects one or several items of a document or purchase

order and starts the invoice creation.

Complete invoice creation form | The information from the pre-selected document or purchase order item
is now transferred into the invoice creation form.

Validate and send invoice The supplier completes the invoice creation form, validates it and sends
the invoice to the customer.

Chapter 3.4 explains the creation of an invoice through the ‘Billable items list’.
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2.1.2 Process description invoice ‘From document’ (PO number)

The process of this scenario is subdivided into 3 steps, how the supplier is creating the invoice.

2. - ¢ —~

Supplier completes Supplier validates and
invoice creation form sends invoice

Supplier enters PO
number

Figure 4: Invoice ‘From document’ process

Enter PO or document number | The supplier wants to create an invoice for a specific and known
purchase order. He can directly enter the PO number in the application.
This function ‘From document’ is available in the 'Invoice list'.
Complete invoice creation form | The information from the pre-selected document or PO is now
transferred into the invoice creation form.

Validate and send invoice The supplier completes the invoice creation form, validates it and sends
the invoice to the customer.

Chapter 3.8 explains the creation of an invoice ‘From document’ though the ‘Invoice list’.

2.1.3 Process description CSV Upload

The process of this scenario is subdivided into 3 steps, how the supplier is creating the invoice.

~ By - &
—bl

Supplier uploads CSV file Optional: Supplier validates
and sends invoice

Supplier creates CSV

invoice file

Figure 5: CSV upload process

Creation of CSV file The supplier is creating a CSV file, with all relevant invoice information.

Upload of CSV file In the 'Invoice list', the supplier can upload the CSV file.

e The upload can be performed with a direct sending process to
the customer or with an upload to the 'Ready to send' status.
Optional: Validation and sending | !f the invoices were uploaded to the status ‘Ready to send" the supplier

process can modify, validate and sent the invoices from the tab 'Ready to send’

in the ‘Invoice list'.

Chapter 3.7 explains the upload of a CSV file and is referred to further special detailed guides, which are
helping to create a CSV upload file.
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2.2 Invoice correction workflow

The invoice module from the web interface assists three different invoice correction scenarios:
I Credit Note.
A credit note is used for the correction of an invoice on a quantity basis. Therefore, the subtracting
guantity must be entered as a positive value.

Il. Price variation credit.
A price variation credit is used for the correction of an invoice on a price basis if the previous invoiced

price was too high.

M. Price variation debit.
A price variation debit is used for the correction of an invoice on a price basis if the previous invoiced
price was too low.

Depending on the customer configuration and the agreement, there is not always every scenario possible for
every supplier.

2.2.1 Process description create a Credit Note

The credit note is used as correction of an invoice on a quantity basis. Therefore, the subtracting quantity must
be entered as a positive value. The invoicing application reduces the invoiced quantity as following:

e Current invoiced quantity = previous invoiced quantity — corrected invoiced quantity via credit note

f/-;, = », &
AN —> Ul&h

Supplier selects incorrect

Supplier modifies Supplier validates and

invoice quantity in creation form sends credit note

Figure 6: Credit Note process

Select incorrect invoice In the ‘Invoice list’, the supplier selects the incorrect invoice and creates the
supplementary credit note.

Modify quantity in the | In the creation form of the credit note, the supplier can modify the quantity.
creation form The subtracting quantity must be entered as a positive value.

Validate and send credit | The supplier completes the creation form for the credit note, validates it and
sends it to the customer.

note

Note: Invoice cancellation.
If you want to cancel an entire invoice, create a credit note for the whole invoiced quantity.

>

If a double correction is required on date and quantity on existing invoice, please delete the entire invoice with
a credit note. Then request to customer update on date and price in the PO in order to create a new correct
invoice.

2 Note: Double correction on price and quantity.

Version 1.0 © SupplyOn AG 11/54
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This example should help understanding the process of a credit note explained in a small scenario:
Example:

- Customer orders 100 kg screws

- Supplier delivers 100 kg screws

- Supplier invoices 100 kg screws

- Because of quality lack, Customer sends back 5 kg screws (with re-delivery)
- Supplier creates a credit note for Customer about 5 kg screws

- Supplier delivers 5 kg screws

Effect: 5 kg screws are billable again.

- Supplier invoices 5 kg screws

Result: 100 kg screws are invoiced

Chapter 5.1 explains how to create a credit note.

2.2.2 Process description create a price variation credit
A price variation credit is used for the correction of an invoice on a price basis if the previous invoiced price

was too high. Therefore, the subtracting price must be entered as a positive value. The e-invoicing application
reduces the invoiced amount as following:

e Current invoiced value = previous invoiced value — corrected invoiced value via price variation credit

" i | -~
. ) :

;{ ..—/
—
=— &% *

Supplier validates and

e
C

Supplier selects incorrect

Supplier modifies price in
creation form

sends price variation

invoice

Figure 7: Price variation credit process

Select incorrect invoice In the ‘Invoice List’, the supplier selects the incorrect invoice and creates the
supplementary price variation credit.

Modify price in the | In the creation form of the price variation credit, the supplier can modify the
creation form price in the line item. Therefore, the subtracting price must be entered as a
positive value.

Validate and send price | The supplier completes the creation form for the price variation credit,
validates it and sends it to the customer.

variation credit

Version 1.0 © SupplyOn AG 12/54
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This example should help understanding the process of a price variation credit explained in a small scenario:
Example:

- Customer orders 100 pieces of material X with price 100 EUR

- Supplier delivers 60 pieces of material X

- Supplier invoices 60 pieces of material X with price 100 EUR (Invoice 1)

= Invoice amount: 6.000 EUR

- Supplier delivers 40 pieces of material X

- Supplier invoices 40 pieces of material X with price 110 EUR because of a typing error (Invoice 2)
Invoice amount:

= Invoice 1: 6.000 EUR (already invoiced)

= Invoice 2: 4.400 EUR

Invoice amount for the whole PO: 10.400 €

To correct the typing error, Supplier creates a price variation credit for Customer about 10 EUR per piece
(for 40 pieces)

Invoice amount for price variation credit: 400 EUR

Invoice amount for the whole PO: 10.000 EUR

Chapter 5.2 explains how to create a price variation credit.

2.2.3 Process description create a price variation debit
A price variation debit is used for the correction of an invoice on a price basis if the previous invoiced price

was too low. Therefore, the adding price must be entered as a positive value. The e-invoicing application
increases the invoiced amount as following:

e Current invoiced value = previous invoiced value + corrected invoiced value via price variation debit

Supplier selects incorrect Supplier modifies price in Supplier validates and
invoice creation form sends price variation

Figure 8: Price variation debit process

Select incorrect invoice In the ‘Invoice List’, the supplier selects the incorrect invoice and creates the
supplementary price variation debit.

Modify price in the | In the creation form of the price variation debit, the supplier can modify the
creation form price in the line item. Therefore, the subtracting price must be entered as a
positive value.

Validate and send price | The supplier completes the creation form for the price variation debit, validates
it and sends it to the customer.

variation debit

Version 1.0 © SupplyOn AG 13/54
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This example should help understanding the process of a price variation debit explained in a small scenario:
Example:

- Customer orders 100 pieces of material X with price 100 EUR

- Supplier delivers 100 pieces of material X

- Supplier invoices 100 pieces of material X with price 100 EUR

= Invoice amount: 10.000 EUR

Because of PO update, the price changes to 105 EUR (done by Customer A)

Therefore, Supplier creates a price variation debit for Customer about 5 EUR per piece for the invoice
Invoice amount for price variation debit: 500 EUR

Invoice amount for the whole PO: 10.500 EUR

Chapter 5.3 explains how to create a price variation credit.

3 Manage invoice creation

This chapter is explaining the setup of the new user roles, the administration of master data and the detailed
invoice process in the invoice module.

3.1 User roles management

User roles can only be assigned by user administrators. Each company has such an user administrator.

The new roles can be requested by users to their administrator, who can accept or decline the request. The
administrator himself can also modify the roles of the users in his company.

3.1.1  Request of new role to your administrator (for non-user-administrators)

For the request of the new roles, you have to click on ‘Administration’ (*) and ‘My User Account’ ().

Afterwards, you have to choose the second tab ‘My roles’ ("=") and click on ‘Expand’ (***') to see all AirSupply
related roles, like the new invoicing roles.

My SupplyOn | SupplyOn Services | Log Out SUPPLYOIT‘\I—.)
-
trg-TRAINING@ 068-SupAirfoil SO - S

My Supply©n = My user: My roles Help and support | Print | Message to support

My master data My service settings My substitutes Privacy setfinos

Expand the groups for & more precize roles assignment. Expand all | Collapse all
AirSupply related roles (partially assigned)
Company Administration (not assignad) Emand [
Contract and Invoice (not assigned) Expand [
Sourcing and Engineering {not assigned) Emand [
User Management (partially assigned) Expand [3]

Version 1.0 © SupplyOn AG 14/54
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The following screen is showing the customer role, which can be requested, by selecting the role (*-) and

click on ‘Request’ ("=") to send your request to your company administrator.

The customer role can have two names, with same setup, depending on the customer:
e 'IndBuyerinvoicing-Read' or
e 'AirbBuyerinvoicing-Read".

My SupplyOn = My user: My roles Help and support | Print | Message to support|

My master data My roles My service settings My substitutes Privacy settings

Expand the groups for @ more precise roles assignment, Expand all | Ccllapse all

Discard changes

AirSupply related roles (partially assigned) Collapse
Role Status Description

Process Vendor Managed Inventory (VMI), self billing invoices, advance shipping notifications, stock movements incl. prices and

AirbBuyerAccountsPayable assigned material master data
AirbBuyerccountsPayable assigned ?ﬂo{c;ii? :nfzr;ld;rév;?;aged Inventory (VMI). self billing invoices, advance shipping notifications. steck movements incl. prices and
AirkBuyerAdminAll assigned Process all relevant data for the buying company and change the individual order status.
AirbBuyerAdminAll assigned Process all relevant data for the buying company and change the individual order status
AirbBuyerAdminread assigned Display of all relevant data for the buying company.
AirbBuyerAdminread assigned Display of all relevant data for the buying company.

|~f AirbBuyerinvoicing-Read not assigned Access to transmitted electronic inveoices I
AirbBuyerOrderingOfficer assigned Process individual orders and forecasts in acc. with the user's Ordering Officer Code.
AirbBuyerOrderingOfficer assigned Process individual orders and forecasts in acc. with the user's Ordering Officer Code
AirbBuyerPlantMasterdataAdmin assigned Process site master data
AirbBuyerPlantMasterdataAdmin assigned Process site master data.
Rollbackadmin assigned Upload rollback deletion requests in case of a data migration project.

The following screen is showing the two supplier roles, which can be requested, by selecting the role (~+") and

click on ‘Request’ (**') to send your request to your company administrator.
o ‘IndSellerP2P-Create’ (read and create invoice role for the invoice responsible person)
e ‘'IndSellerP2P-Read’ (read only role for example for a purchase order responsible person)

Iy SupplyOn > My user: My roles Help and support | Print | Message to support
My master data My roles My service settings My substitutes Privacy settings
Expand the groups for a more precise roles assignment Expand all | Collapse all
Discard changes
AirSupply related roles (partially assigned) Colsose [T]
Role Status Description
IndSeller3SClaim not assigned Creating and closing of claims for 3S (supplier te supplier shipment)
IndSeller3SConsignee not assigned Display of 35 purchase orders and 35 shipments (supplier to supplier shipment)
IndSeller3SGoodsReceipt not assigned Cenfirming goods receipts for 35 (supplier to supplier shipment)
IndSellerAdmin-MD not assigned Material master data precessing. Display of inventory projection and forecast settings.
IndSellerAdmin-VMI not assigned Change VMI goods in transit.
IndSellerAdminRead not assigned Show all relevant data for suppliers.
IndSellerAdmin_all not assigned Processing of all relevant data for suppliers. Receipt of e-mail notifications for SPARES type purchase orders
IndSellerAlerts not assigned Editing of entries in the Alert Monitor.
IndSellerP2P-Create assigned Create electronic inveices based on purchase orders.
# IndSellerP2P-Read net assigned Access te transmitted electronic inveices.
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The next following screens will explain how the company administrator can modify the roles of users of his

company.

First of all, the administrator has to click on ‘Administration’ (

right side ‘Assign roles’ (*=").

) and ‘User Management’ (

), to select on the

)
|Administration| | Log Out ‘

TEST SYSTEM (QAS): Test_P2PSeller_ My User Account

My SupplyOn | SupplyOn Services

My Substitutes
User Management|
User accounts £ Customer Responsible

Company
Logistics Settings

My SupplvyOn = User management: My

My work area ttings

Unlock locked users
n There are presently no locked users for you to unlock.

) Collapse
Contract & Invoice

P
SUPPLYON )
-

Help and support | Print | Message to support

Quick and easy

b Create user

b Assign roles

¥ Unlock user

b Reset password

In the first step the administrator selects the company user (
the screen of the actual user roles.

) and has to click on ‘Next step’ (

) to open

My SupplyOn * User management: My work area = Assign roles Help and support | Print | M 1o support
[ L] L]
Selected users Assign roles Service settings

Cancel Next step

Step 1 of 3: Select users

Search for users

|Name user ID, e-mail Search = Reset search

All users' Locked users'® Active users

User ID Sort. [¢] Name [=] Department [=]| E-mail [+ Company [=] Phone [ Status =
P2PUser ‘@supp... Test_P2PSeller EN_11 208 ®

1 Entry Select all | Deselect all Rows per page v First Previous IPage of 1|Next Last

Cancel | Mext step |
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In the last step, the administrator selects the invoice role (“2") and finishes the role assignment by clicking

again on ‘Next step’ (").

My SupplyOn = User management: My work area = Assign roles Help and support | Print | Message to support
®
Assign roles Service settings

Back = Cancel Next step

Step 2 of 3: Assign roles for 0 s

Medified users.

Show all (1)

Expand the groups for a more precise roles assignment Expand all | Collapse all
AirSupply related roles (partially assigned) Colspse  [§]
Role Status Description

IndSeller3SClaim not assigned Creating and closing of claims for 35 (supplier to supplier shipment).
IndSeller3SConsignee not assigned Display of 3S purchase orders and 35 shipments (supplier to supplier shipment).
IndSeller3SGoodsReceipt not assigned Confirming goeds receipts for 35 (supplier to supplier shipment).
IndSellerAdmin-MD not assigned IMaterial master data processing. Display of inventory projection and forecast settings.
IndSellerAdmin-VI not assigned Change VMI geeds in transit.
IndSellerAdminRead not assigned Show all relevant data for suppliers.
# IndSellerAdmin_all assigned Processing of all relevant data for suppliers. Receipt of e-mail netifications for SPARES type purchase orders
IndSellerAlerts not assigned Editing of entries in the Alert Menitor.
# IndSellerP2P-Create assigned Create electrenic inveices based on purchase orders.
# IndSellerP2P-Read assigned Access te transmitted electrenic invoices.

3.2 Administration of company master data

Important master data will be integrated directly from the system into the invoice creation form and your final

original invoice. You do not have to re-enter them each time you will create a new invoice. .3
Same transfer of master data information applies to the creation of the credit note form and the <
two price variation forms. Pt

These information are very important for the invoicing process:

1. VAT (Value added tax) number. If entered correctly in the master data, it's automatically integrated
in the invoice creation form.

2. Contact Persons. Especially the invoice responsible person and the purchase order responsible
person, for a clear assignment of orders and invoices and a successful and easy customer supplier
communication.

3. SIREN number. This number is a French number given to French businesses and non-profit
associations.

Version 1.0 © SupplyOn AG 17/54



P
BoosT SUPPLYON )
—

AEROSPACE

The following screens will explain, how a company administrator can administrate these information.

SupplyOn Services] [ Administration

NEST SYSTEM (Q Sourcing -
My SupplyOn > Address
AirSupply
My profile My requests
Profile of Test P2PSeller_EN_11

—
My SupplyOn Log Out SUPPLYON )
N

Help and support | Print | Message to support

Save Download Cancel

Company Contact Company Key Certificates & Manufacturing Products Conflict Smelter Risk
Structure Persons Information Figures Commodity Audit Compstences (eCl@ss) Minerals ist Management

Company
Company Name: Test_P2PSeller_EN_11 Company Name (Line 2)

D-U-N-S Number 999998023 Company shert description

Company Homepage:
Company central e-mail
Company Phone no,
Company Fax no.
Founding year:

Legal Form: Nature of enterprise;

SIREN:
> For PD_Airbus France

Change history

Corporate Group

Corporate Group Company Name: Test_P2PSeller EN_11 Corporate Group D-U-N-S Number: 999998023

Address

Street, Nr: SCHWENNIGER STR. 13

At first, it's required to enter the ‘Business Directory’, by clicking on ‘SupplyOn Services’ (") and selecting
‘Business Directory’ (""). Herein as seen above, are many tabs, for different company master data. In the first
tab ‘Address’ (=) you can directly change the SIREN number (7).

Scroll down to see more information ().

Change Company Data

This is change company data section. Please note that the date will be displayed correctly after login.

Company name: Test_P2PSeller_EN_11

Street. Nr SCHWENNIGER STR 13 Street 2-

ZIP Code: 75120 City PFORZHEIM

State: Country: Germany v
VAT number: DE124554444

PO-Box PO-Box Zip:

PO-Box City PO-Box Country: v

A bit lower in the same tab ‘Address’ it’s possible to modify the company ‘VAT number’ (“27).

Note: Country specific structures of VAT number:
- e.g. DE999999999; DE and 9 digits.
A - e.g. FRXX999999999; FR and 2 digits (as validation key) + 9 digits.
— -e.g. GB99999999999; GB and max. 11 digits.
- e.g. ESX9999999X; ES and 9 digits, the first or the last character can also be a letter.

Be aware, that country specific invoicing rules are focusing on the first two country characters of the VAT
number!
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My SupplyOn | SupplyOn Services | Administration | Log Out

[TEST SYSTEM (QAS): Test_P2PSeller_EN_11 -
My SupplyOn » Business Directory: My profile: Contact Persons

My prefile Iy requests

Profile of Test P2PSeller EN_11

SUPPLYON )
N

Help and support | Print | Message to support

For PD_Airbus France

For PD_Airbus France
[ O Purchase Order Responsible Backup

[=] [ Invoice Responsible for Airbus
[ O Invoice Responsible

[#] [1 Invoice Responsible Backup

Save Download Cancel
Company Contact Company Key Certificates & Manufacturing Products Conflict Smelter Risk
Address Structure Perscns Informaticn Figures Commodity Audit Competences eCl@ss) Minerals List Management
Company contacts Collspse
[#] [ ExecutiveBoard
(1 O Purchase Order Responsible for Airbus
[=] [J Purchase Order Responsible
Search
Last Name: ‘Dupnn | First Name: ‘Jgan |
For PD_Airbus France For PD_Airbus France
Salutation: ‘Mr. |,, Academic Title: ‘ |
For PD_Airbus France For PD_Airbus France
E-Mail ‘lean dupon@testcom | Phene. ‘4-33 0000 |
For PD_Airbus France For PD_Airbus France
Country. ‘France |v Mobile Phone: ‘4_33 0000 |

For the administration of company contacts and the very important
purchase order responsible person, select the tab ‘Contact Persons’ (

invoice responsible person and the
). In this screen you have to enter the

‘Purchase Order Responsible for Airbus’ and the ‘Invoice Responsible for Airbus’. It’'s possible to add backup

contacts for both contacts, in case one of the main responsible persons

is absent ("=).
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3.3 Access the invoice process

If both, customer and supplier agreed on using the invoice module and the user has his invoice role, as
explained in chapter 3.1, it's possible to enter the invoice module via ‘My Workspace’ overview.

| My SupplyOn SupplyOn Services | Administration | Log Out SUPPLYON )
N
trg-TRAINING@ 068-SupAirfoil SO - Stevens, Marc
. . :
Iy SupplyOn = My Workspace Contact| Help for this page | Print
Marc Stevens / trg-ncr068-so
Process ! Alert Matrix PO Summary User Configuration
New High Med Low Total Status New Total Active filter
W §i Default
Forecast[z) NEW CRDER PUBLISHED 8 8 upplyon Defaul ~
: SUPPLIER ACCEPTED 'WITH CHANGES 0 0 My Workspace Configuration
Customer to review 0 0 0 0
" OPEN 2 9 I tory Projection Confi it
Supplierts commit 5 2 3 50 2 el nventory Projection Configuration
- Lopy UserFrofiles
Demand Delta 18 10 P i SUPPLIER CHANGE ORDER REQUEST 0 Copy User Profiles
CUSTCMER CHANGE ORDER REQUEST 1 1 Summary
Burchase Orders REJECTED 0
Spares order to check 4 4 0 0 4 CANCELLATION REQUEST 1 Alert Overview
Collab. rejected by customer o o o CANCELLED 0 Master Data
Collab. rejected by supplier 0 0 0 PARTIALLY SHIPPED i 2 Material Master Data
Accepted by customer but penalised o o o SHIPPED 0 0 Desp Ady Settinas
Desp. Adv. Seftings
Mon collaborative change 2 2 2 1 1
. = = = PARTIALLY RECEIVED - - Supplier Craanisation Seftings
Late despatch advice 0 0 0 0 0 RECEIVED 13 13
No goods receipt I I 0 0 I Total 27 36 Language
VMI Concession Management Summary English e
Stock out: Stack on Hand 0 0 0 Status New Total v0.0.12
Below Min: Stock on Hand i} 0 o OPEN 0 o
Below Signal: Stock on Hand 1] 0 0 INCOMPLETE 0 0
Above Max: Stock on Hand 2 2 2 WORK IN PROGRESS (WIP) 0 0
Stock out: Projected Stock kil kil 5] SUSPENDED PENDING SUPPLIER ACTION (SPSA) 0 0
Below Min: Projected Stock kil kil 5] ACCEPTED PENDING CUSTOMER ACTION (APCA} 0 0
Above Max: Projected Stock 2 2 2 USEASIS 0 0
Despatch Advice [+] REWORK 0 0
Dratt REPAIR 0 0
SCRAP 0 0
Errar
Claimed UE o [T 0 0
lvoice [ Create invoice by PO number
Show invoice overview
Siock =
e i e LA o I NP SN, APPSR O I e I e e
Invoice [=] |
I— | Create invoice by PO numt:-erl
SNW INVOIC S OWENVIEW

There are two ways to enter the invoice module:

(") Access the Invoice module via 'Invoice' link or 'Create invoice by PO number* displaying the ‘Billable items
list’, with all billable items.

(") Access the Invoice module via ‘Show invoice overview' displaying the ‘Invoice list’.

If you want to verify the referenced purchase order, you can click on this button and a new window from
AirSupply will appear with detailed purchase order information. This functunallity helps to compare easily
invoice and purchase order information.
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3.4 Create invoice from demand / ‘Billable items list’

There are two ways to enter the ‘Billable items list’. The first solution is described in the previous chapter 3.3.
The second solution is an entry through the ‘Invoice list' (""):

With a click on ‘Create invoice’, three invoice possibilities are displayed. ‘Upload CSV file’ is explained in
chapter 3.7 and ‘From document’ in chapter 3.8.

If you click on ‘From demand’, you will be transferred directly to the ‘Billable items list’.
The following screen explains the ‘Billable items list’.

Log out | My Company | My user account

My SupplyOn  >_ Purchase Orders > Invoice list

I Create invoicev &» Download v
Upload CSV file ind (0) Sent (0)
From demand Type Invoice date
| From document All document types - a

The ‘Billable items list’ is designed with the following functionalities:

/-
Log out | My Company | My user account SUPP_VO\r:I*)

My SupplyOn >  Purchase Orders > Invoicelist > Billable items list

|‘ Create invoice | &> Hide billable items Q

Purchase order (2) Advance Shipping Motification (ASN) (0) Delivery schedule (0) Goods receipt (0) |:| Show hidden billable items
I: Document No. Item Material number Description Total quantity/valu... Billable Customer Supplier
|_] PO-100010 00010 Position_1 200 200 AFR_TOF email-en-001

Position_1 2 AFR_TOF email-en-001

Navigation path You are now in the ‘Billable items list’, as shown in the navigation path.

Tabs Two Items are listed in the tab ‘Purchase order’. There are no billable items
created from ASN / Delivery schedule or Goods receipt.
Selected PO item | TO create an invoice for an item, you have to select the item on the left side

Create Invoice Afterwards click on create invoice to display the invoice creation form for this item.

Search function On the top right side, you have a search function for the ‘Billable items list’.

The question mark on the top right side will always guide you to the help pages.

Help function
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The columns ‘Total quantity/value’ and ‘Billable’ are visualising the relation between the original document /
purchase order and the invoices.

Total quantity/value Billable

200.0 200.0
200.0 199.0
100.0 99.0

For example: The original purchase order has 200pcs, 1pcs is already invoiced, so that 199 pcs are still
billable.

3.4.1 Hide and Unhide billable items from the ‘Billable items list’

The ‘Billable items list’ has a special function to hide items, if you don’t want to display them in the main screen
of the ‘Billable items list'.

To hide one or several items, you have to select them on the left side.

Afterwards click on ‘Hide billable items’ and they will disappear from the main screen.

Log out | My Company | My user account SUPPLYO/hT)
N
My SupplyOn >  Purchase Orders > Invoicelist > Billable items list
. Create invoice |<Yp Hide billable itemsl Q@
Purchase order (2) Advance Shipping Notification (ASN) (0) Delivery schedule (0) Goods receipt (0) [] show hidden billable items
[ ] Document No. Item Material number Description Total quantity/valu... Billable Customer Supplier

00010 Position_1 AFR_TOF email-en-001

00010 Position_1 2 AFR_TOF email-en-001

If you want to see all hidden items or to unhide hidden billable items, you have to put a checkmark in front
of ‘Show hidden billable items’.
For a reintegration of items from the hidden list to the ‘Billable items list’, you have to:

Select your billable item on the left side,

Click on ‘Unhide billable items’ and it will be reintegrated to the main ‘Billable items list’.

P
Log out | My Company | My user account SUPPLYQEL)

My SupplyOn >  Purchase Orders > Invoicelist >  Billable items list

@& Unhide billable items Q @
Purchase order (2) Advance Shipping Notification (ASN) (0} Delivery schedule (0) Goods receipt (0) Show hidden billable items]
|7 Document No. Item Material number Description Total quantity/valu... Billable Customer Supplier
| | | PO-100010 00010 Position_1 200 200 AFR_TOF email-en-001

z PO-: 00010 Position_1 2 2 AFR_TOF email-en-001
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3.5 The invoice creation form
The invoice creation takes place in the invoice creation form. The invoice creation form should replace your
former paper invoice and it will prefill most of the fields with information from your company master data and

information from the referenced PO item(s). This chapter explains the functionalities, the 8 sections of the
invoice creation form and the validation and sending process.

Note:
The exact content of the invoice creation form can differ, by different invoice conditions from your customer!

3.5.1 Functionalities of the invoice creation form
3.5.1.1 Header of the invoice creation form

On the top of the invoice creation form, you have your navigation path, 7 buttons, one status of the invoice
creation form and the question mark for the help pages.

Log out | My Company | My user account SUPPLYON )
\—'
IMySuppIyOn > Purchase Orders > Invoicelist > Billable items list > lnvoicel

I Saveas draft (& Validate <4 Send E= Backtolist [l Delete & Download~ =4 Print | save astemplatel

Status: Draft @

Navigation path Shows your way of entry into the invoice creation form, which is classified with the
word Invoice.
Note: With a click on underlined screens, you can move back to previous screens.

Save as draft You can save your invoice creation form, without any validation checks. It will be stored
in the ‘Invoice list’ in the tab ‘Draft’.
Validate You can validate your invoice creation form. Several checks and rules will verify your

entries and the result will be shown in a pop-up notice on the top right side. Depending
on the result of the validation, the invoice is stored in the ‘Invoice List’ in the tab ‘Draft’
(validation failed) or ‘Ready to send’ (validation passes).

If the validation was successful, you will get the following message and the status will

Status: Ready to send|

be changed to ‘Ready to send’: |

You have successfully saved the
document in the status Ready to send.

Send You click here for sending the invoice to your customer. Several checks and rules will
verify your entries. If the validation fails, the invoice is stored in the ‘Invoice list’ in the
tab ‘Draft’ and the invoice is not sent to the customer.

If the validation was successful, you will get the following last message:

Please click on following link in order to check the invoice before sending:

invoice-001

The original invoice(s) is/are available as download for archiving up to some minutes from the
sent invoice list.

By clicking on "Send" you agree to the "elnvoicing Terms and Conditions" (Version 1.0, April 2016).

Send document(s) Cancel

By clicking on the invoice number ‘invoice-001’, you can check the invoice in a draft
print version.

Read the ‘elnvoicing Terms and Conditions’ and click on ‘Send document(s)’ to finally
send the invoice to your customer.

The Invoice will be stored in the ‘Invoice list’ in the tab ‘Sent’.
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Back to list

This button will bring you back to the ‘Billable items list’ or ‘Invoice list'. Depending on
your entry into the invoice creation form.
Beforehand, the system will ask you, if are sure to withdraw the document.

Are you sure you want to withdraw the document? Any changes will not be saved.

T Delete document Cancel

Delete

This button will delete your invoice.
Only possible for invoices in status ‘Draft’ or ‘Ready to send’.
Beforehand, the system will ask you, if you are sure to delete the invoice creation

form before sending it to the customer.

Are you sure you want to delete the document irrevocable?

T Delete document Cancel

Download

The download function is divided into three possible downloads.
1. Only attachments: If you have added one or several attachments to the
invoice, you can download them.
2. Original document: If the invoice is successfully sent and received by the
customer you can download and archive the original invoice. See also chapter
4.2 for archiving the original invoice.
3. Download your invoice creation form as csv file.

Print

This button will generate a draft print version of your invoice.

Save as template

Sign for a template:

If you have a standard invoice that you will frequently use, it's recommended to mark
this invoice form as template.

Click on ‘Save as template’ to use your invoice creation form as template for the next
invoice creation.

If you have saved one or several invoices as template, the system will ask you before
the next creation of an invoice, if you want to use your template.

In this screen, we created two templates.
- |

Create invoice

Customer: AFR_TOF -
Supplier: Test P2PSeller EM_11 -

Invoice -

Template: ||

Invoice0l

Invoice

PD_Airbus Operations SAS
PD_Airbus France LE
Test_PZPSeller_EN_11

InvoiceXY

Invoice

PD_Airbus Operations SAS
PD_Airbus France LE
Test_P2PSeller_EN_11

Choose a template, if you want to prefill your invoice creation form with already used
information or leave it blank, if you want to start the standard prefilled information from
master data and referenced purchase order / document.

Templates are also visible in the ‘Invoice list’ and displayed with the template sign.

Document No.

2 A [nvoiceXY

L) | g Invoice0l

Version 1.0
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If you want to remove an invoice from the templates summary, select the invoice and
click in the invoice creation from on the button:
I Remove from templates
Status: The status is a signal for your validation process:
- Status: Draft: No successful validation and the invoice is stored in the ‘Invoice
list’ under the tab ‘Draft’.
- Status: Ready to send: After a successful validation and the invoice is stored
in the ‘Invoice list’ under the tab ‘Ready to send’.
- Status: Processing: After sending the invoice and waiting for a customer
response or if necessary an invoice signature. The invoice is stored in the
‘Invoice list’ under the tab ‘Sent’.
- Status: Sent: The invoice was successfully sent and now it’s possible to
download and archive the original invoice. The invoice is stored in the
‘Invoice list’ under the tab ‘Sent’.
Note: If the status ‘Processing’ is not changing to ‘Sent’ and you have waited a
longer time for this status change, to download your original invoice, please contact
SupplyOn support.
Help pages The question mark on the top right side will guide you always to the help pages.
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3.5.1.2 Sections of the invoice creation form

The Invoice creation form is subdivided into 8 sections. They are listed on the left side of the invoice creation
form and will now be explained separately in following chapters.

Invoice header details - Invoice header details (Invoice no., Currency, Invoice content, etc.)
chapter 3.5.2.

Supplier information - Supplier information (Supplier address, reference numbers, like the VAT
number, etc.) chapter 3.5.3.
Customer information ) . o
- Customer information (Customer address, customer shipping address, etc.)
chapter 3.5.4.
Line items
- Line items (Line items information, like Material number, Quantity, Price, etc.)
- o chapter 3.5.5.
Additional invoice

information - Additions invoice information (Tax type, Tax rate, etc.) chapter 3.5.6.

P : : - Payment Information (Payment terms, Bank details, etc.) chapter 3.5.7.
ayment information
- Totals (The total invoice calculation) chapter 3.5.8.
Totals
- Attachments (If needed, an upload function for addition information)

chapter 3.5.9.
Attachments

3.5.1.3 General information for the invoice creation form

The invoice creation form has different kind of functions to help you easily identifying the information and
requirements.
1. Mandatory information:
Mandatory fields are always highlighted in a yellow colour, as for example the invoice number, which
should be unique for each invoice.

2. Additional blocks for additional information:
If needed, more information can be added by opening the additional blocks. They are always displayed

. © Add home currency
with a green plus, as for the home currency.

. . T Delete home currency
They can be deleted and closed by clicking the red refuse bin.

3. Tool Tips:
Each field in the invoice creation form has a tool tip function, which is helping you completing correctly

the invoice.

Please provide the tax relevant VAT number - and if available the
commercial registration number and the account number (e.g.
Invoicing Party Code).

Reference number 1 Type:  Account number

MNumber: | 0000123479
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3.5.2 Enter Invoice Header

The invoice header is divided into three blocks. The invoice block, the reference block and the currency block.

Invoice header details

Invoice type:  Invoice Currency:  GBP - British Pound
Invoice no
© Add home currency
Date: | 27/10/2016
01/11/2016 @
nvaice & v
Information
Other reference 1
Type of referer Application reference number
ume
Reference no PO-068_1
Invoice block 1. Invoice no.: The invoice number always has to be unique and is a

mandatory information.

2. Invoice content: Choose one of the categories in the drop down, which
describes best the invoice content (e.g. production, other materials, services,
etc.).

3. Information: This is a field for general information.

Reference block

The reference information are prefilled and not editable. It contains the number of the
referenced document, like your referenced PO number.

Currency block

The currency information is prefilled, not editable and taken from the referenced
document, like your referenced PO number.

Home currency:

This field is either mandatory or optional across all countries. However, in most cases
the requirement of the country regulation mostly is that the field is required in case the
invoice currency differs from the country’s currency, i.e. if a French supplier issues an
invoice in USD it is required that the invoice also contains the corresponding value in
the supplier's home currency is EUR.

Exchange rate:
The Exchange rate between home currency and document currency. The document

currency (original) must be used as exchange rate basis in comparison to the local
currency (1:x).

[ Delete hame currency

Exchange rate date: | 27/10/2016 £

Version 1.0
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3.5.3 Enter supplier information

Supplier information are divided into four blocks. The address block, the reference numbers block, the contact
information block and the tax representative block.

a. The address block contains the supplier number (“") and the supplier address (“*).
Both information are prefilled, but only the address is editable.

Supplier information

Supplier
iy

Supplier number:  LOGE

Mame trg-TRAINING @ 068-SupAirfoil 50
Mame 2: | AirSupply Training Supplier Company
treet: | Wilsons Lane Longford M6 Junction 3
City: | Coventry

Postal code: | CV6 6HL

Country: | United Kingdom -

b. The reference numbers, can be prefilled with information and they are all editable.
The ‘Account number’ is also called by Airbus ‘Invoicing Party Code’ and the information is usually
prefilled with Airbus information from the purchase order.
The VAT number’ is a very important number for tax reasons.

The ‘Tax number’ is optional and country specific.

The ‘Commercial registration number’ is optional and country specific. For French suppliers it has to
be filled with the SIREN number.

Reference number 1

pe:  Account number

Reference number 2

pe: VAT registration number

Reference number 3

pe: Tax number

Reference number 4

pe:  Commercial registration number

Note: If you have administrated your master data, like explained in chapter 3.2, the VAT number is
~  prefilled for each invoice creation form.
A
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Attention! Reload function by VAT changes:
If you change the VAT number or you enter a new VAT number, you have to reload the invoice creation
form by clicking the Validate button. A pop up window will inform you to check again all your entries.

Based on changes in VAT registration ID {new entry) or a change in supplier country and the on
this field based rulesets the actual form maybe shown not correct anymore and must be
reloaded. Please check your entries again. In order to avoid this step for the future please
enhance your master data in the administration area by adding a VAT registration ID there.

Yes

c. Contact information can be prefilled with information and they are all editable.
The contact e-mail address is a mandatory contact information, which is required by the
customer.

Contact

Contact nam
Lontact name:

Contact fax

Lontact e-mai

d. Tax representative information are not mandatory. The block can be added to the invoice creation
form and is subdivided into two other blocks for a reference number and a contact name, which can
be added or deleted as well.

Tax representative

[l Delete tax representative

[ Delete reference number

ﬁ Delete contact data
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3.5.4 Customer information

The customer information are divided into three blocks. The address block, the reference number block and

the ship to address:
a. The customer address and the customer plant code are prefilled and not editable.

Customer information

Customer
ID
Plant code: 1110
Org ID:  TECUS
Mame 1:  AirSupply Training SAS
Street / Postbox 1, Rond Point Maurice Bellonte
City: Blagnac Cedex
Postal code: 31707

Country:  France

b. The reference number from the customer is the VAT number, which is prefilled and not editable.

Reference number 1
Type: VAT registration number
Mumber: FRI9887766

c. The ship to address from the customer is prefilled and is editable.

Ship to

MWame 11 | TRAIMING CUSTOMER UK

Street / Postbox: | New Filton Howse
City Filtan

Postal code: | BS99 JAR

Country United Kingdom -

3.5.5 Enter Line Item(s) information

The line information are divided into two different views:
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Some information from the headline view can be recovered in the detailed view, as shown in the screen below:

Line item Material number
number
1 CMN-068_P2%
Item information
er material  CMN-063_P29
er mate SMN-068_P29

Description Quantity ?:r::‘:[gi/o:e;::? :jiﬁ:;;e:lo Surcharges Net amount
26 B8 | 14730 0.00 3,829.80
A Price A
1.00
Net amount: § 3,829.80
A/Main information can be modified in the
headline or in the detailed information below.
2

3551

Line items (2)

[ Remaove

Headline line items view

In the headline you can select an item, if you want to remove it from your invoice and you can easily change
the main information of the items.

\: Details |

\: Details | 2

Delivery /
Line item Material Description Quantity service Net price w/o Surcharges Net amount Tax
number number completion surcharges rate
date
1 CMN-068_P02 44 01/11/2016 @ 15467 0.00 G,805.48
CMN-068_P01 44 24/10/2016 @ 165.45 0.00 7.279.80

Remove an item

With two clicks you remove an item line from the invoice creation form.
1. Select the item line you want to remove.
2. Click on the red refuse bin ‘Remove’.

Line item number

Line item numbers can be changed.

Material number

The material number is not editable and prefilled with information from the
referenced document or purchase order.

Description, Quantity and
Delivery / service completion date

These three information are editable and can be prefilled with information from
the referenced document or purchase order.

Net price w/o surcharges,
Surcharges, Net amount,

- The net price is not editable, as the information is linked to the
referenced document / purchase order.
Note: If there is an price error, the price of the initial document / order has to

Tax rate - -
be changed in accordance with your customer.

- If Allowance / charge per line item are included in the Details, see
chapter 3.5.5.2 ("), they are also visible in the headline line items
view.

- The net amount is not editable and is an automatic calculation.
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3.5.5.2 Detailed line items view

The detailed line items view includes all information about the invoice line item.

Click on to display below the headline view more detailed information to the line item.

Line items (2)

Delivery /
O Line item Material Description Quantity service Net price w/o Surcharges Net amount Tax
number number completion surcharges rate
date
O 1 CMN-068_P02 44 0111206 B | 15067 0.00 6,805.48

Item information

CMN-068_P02

Supplier material | SMN-068_P02

Price

44

01/11/2016

e

e Y et =t R N o et T o P e S

e T T Y

Item information

The first block includes the ‘Line item number’ and the customer and supplier
material number. The customer material number is not editable, as it's an
information taken from the referenced document / purchase order.

Further Item information

Material / Service description field requires a short description.

The Quantity is prefilled with the max. quantity information from the referenced
document / purchase order and can be modified, if the invoice quantity should
be less.

Price information

The price information are not editable, as the information are linked to the
referenced document / purchase order.

Note: If there is an price error, the price of the initial document / order has to
be changed in accordance with your customer.

Version 1.0
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References
Reference no. 1

ID-068_1

Line item: 020

Despatch advice number

Purchase order number

View purchase order

Allowance [/ charge per line item

© Add Allowance / charge

P
SUPPLYON )
—

Reference number

Reference no. 1 displays the Despatch advice number, which is editable and if

available in the system, also prefilled.

Reference no. 2 displays the Purchase Order number (PO).

View purchase order

If you want to verify the referenced purchase order, you can click on this button
and a new window from AirSupply will appear with detailed purchase order
information. This functunallity helps to compare invoice and purchase order

information easily.

‘Myswmym SupplyOn-Services | Verwaltung | Abmelden

trg-RUAG Aerospace Structures SAS FR - Ruag, Consulting

Iy SupplyOn > My Workspace > Purchase Orders > PO Details

Order Details for PO: Test-PO1

PO TestPO1 PO Type OTHER
Cust Group: Airbus Group TestCycle PO Sub-Type:
Cust. Org. ATCY PO Document type: Manual

Supplier Site_City trg-RUAG F_Paris

Header || Addresses || HeaderText || Schedule Lines

Customer Organization: Airbus Group TestCycle Supplier Group Name:

ERP Company Code: TCY Supplier. Org.
Fitting System. Supplier Site;
Supp. No.

Supplier Local Number:
Reference Data

Customer Reference: Agresment Start Date:

Supplier Reference: Agreement End Date
Business Reference Number Quotation
Batch Number Customer Quotation Date:
Batch Number Supplier: Sales Person

Delivery /Invoice Data
Payment terms 608 Confirming by check 90 days(Fixed days 5 and 20} Header Incoterm:
Paymentterms code:

Currency EUR

Total PO Amount

VAT Registration Number:
Invoice contact
Administrative Data

PO Header Creation Date:

03.11.2016 PO Header Pub. Date

PO Header Creation User: PO Heagder Last od. Date
Additional Information

Ordering Officer E-Mail =Flex. Header Field 21

Header Incoterm Description:

—
SUPPLYGN )
-

Contact| Help for this page |

Purchasing Crganization:  TCY
Furchasing Group ey

trg-Ruag Components AG
PD_RUAG A1

1g-RUAG F

0000

1169704

03.11.2016
Dou
Airbus Test
123

22.11.2016 17:21:28
22112016 17:21:28

Allowance / charge
per line item

I Delete allowance / charge 1
Allowance / Charge type: (8 Allowance () Charge
Description code: v

Amount:

Free text:

If there are any allowance or charges, they can be added per line item.
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3.5.5.3 Line item information transfer into all other line items

Below each detailed line item, on the bottom right side, three buttons are displayed to transfer easily
information from one line item to all other line items:

Select values to be transferred to all line items. | «* Confirm changes and close *® Cancel

Select values to be
transferred to all line
items.

This function can help you transferring automatically information from one line
item to all other line items.
1. Click on ‘Select values to be transferred to all line items’.
2. Click on grey coloured field values to select them. Only values that are
possible to select can be transferred.
3. Click on ‘Apply selected values to all line items’ again on the bottom right
side to transfer the information to all other line items.

" Apply selected values to all line items. & Cancel

4. A status message will confirm your transfer of information:

The following values have been
transfered to all line items:

Confirm changes
and close

This button will close the detailed view of the line item to the headline line view.

Cancel

Cancel will also close the detailed view, but without taking any changes into
account. The changes will not be saved.

3.5.6 Enter Additional Invoice information

The additional invoice information are mainly for the tax and legal information. These information are set ones
é and concern to whole invoice with all their line items.

Note: If you have a purchase order or document with two invoice items and different taxes, you have to create

two invoices. One invoice for each tax rate.

Additional invoice information Taxes are mandatory information. At first you

Tax

have to choose your tax category:
Standard rate

Reduced rate

Service outside scope of tax
Untaxed goods

Tax exemption

Reverse Charge

Value added tax -

O O 0O O 0O O O

Exempt — article 138 of council directive (1)
2006 /112 // EC

Legal information

T Delete legal information 1 Legal information are not mandatory and it's

- required to click on add legal information to open
these two fields for the integration of government
information, regulatory information and tax

declarations.
If needed, it's possible to add several legal
information, by adding more fields.

© Add legal information
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Note: How to create a cash basis invoice:

The cash basis of accounting recognizes revenues when cash is received and this method does not
recognize accounts receivable or accounts payable.

If you want to create a cash basis invoice, select ‘Duty, tax or fee payment due on invoice payment date’ in
the drop down box of ‘Tax payment due’.

3.5.7 Enter Payment information

The payment information include the payment terms, the payment due date and the supplier bank information.
The payment terms information are prefilled and taken from the referenced order or document.

Payment information

Payment information
Payment ferms: | Payment terms

Payment due date: @
Bank data template: r
Type of financial institution: v

Account holder nare:
IBAN / Account Number:
BIC / SWIFT code:

Bank key:

Bank name:

If you have entered in previous invoices your bank information, the field ‘Bank data template’ will offer you the
possibility to choose these information. Just click on the required information and the following fields will adopt
the information you have entered in the previous invoice.

Payment information

Payment information
Payment terms: | Payment terms

Payment due date: 1221

Bank data template: ‘

Type of financial institution: Jean Dupont

FR1234567894651321345
Account holder name: Societé Genérale

IBAN / Account Number:
BIC / SWIFT code:
Bank key:

Bank name:
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3.5.8 Check totals

The totals section includes all price information and calculations.
It's divided into:

Tax calculation

Total calculation
It's recommended to every supplier to check the total amount before sending the invoice to the customer.

Totals
Taxes
Net amount Taxrate Taxes Currency
Taxes VAT 19,00% Standard rate 193050 19,00% 36680 EUR
Total tax amount 306,80 EUR

Total calculation

Net amount w/o surcharges Surcharges Net amount Tax rate Taxes Total amount Currency
Total line items 193050 0,00 1.930,50 19,00% 366,80 229730 EUR
Total additional amount
Total amount 1.930,50 0,00 1.930,50 366,80 2.297,30 EUR

Total invoice amount 229730 EUR
Prepayment amount 0,00 EUR

Total amount 2.297.30 EUR

3.5.9 Upload attachments

The invoice creation form offers also the possibility to add attachments.
If your invoice requires additional information you can add attachments to your invoice.
Click on ‘Select’ or use the drag and drop functionality to add files.

Attachments

Drag files here to upload them
or

Select

Note: The upload of attachments is including a virus scan.

After adding an attachment, it will be listed with the information of size and upload date.
Two buttons on the top are allowing you to download or delete the attachment again.

Attachments

#» Download 1 Delete

1 File Size Upload date

fastener 1jpg 10/11/2016

Drag files here to upload them.
Or

Select
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3.5.10 Validate invoice

The validation process of an invoice is verifying a lot of parameters by different rules, which can acting different
from invoice to invoice, as they are taking a lot of country requirements, company requirements and formal
requirements into account.
These three requirements can behave different in each constellation:

- Business Rules (customer specific parameters)

- Country Rules (country compliance)

- Format Rules (generic formats)

The validations will be performed after clicking ‘Validate’ or ‘Sent’ on the top of the invoice creation form or at
the bottom right of the invoice creation form.

Note: There’s no validation, if you click ‘Save as draft’

Error messages appear after each validation on the top right side of the invoice creation form.
A click on the text (") and the error message will guide you to the field in the invoice creation form.

Invoice content (RS_3051).

O‘WEHSE fill in the mandatory field

Helping error messages turn up direct under the field of the error.

Invoice type:  Invoice

nice no. x-:x:t:-cxxxxxxm:}:n)d

Please enter at most 16 characters in the field Mumber (R5_3051)

3.5.11 Send invoice and accept elnvoicing Terms and Conditions

For the sending process of the invoice, use the ‘Send’ button on the top of the invoice or at the bottom right
side of the invoice creation form. If all validations were done successfully, the following screen will appear.

Please click on following link in order to check the invoice before sending:

invoice-002

The original invoice(s) is/are available as download for archiving up to some minutes from the
sent invoice list.

clicking on "Send” you agree to the"elnvoicing Terms and Conditiens}Yersion 1.0 April 2018

‘ Send document(s) Cancel
Invoice number For a last review of your invoice, click on the invoice number and a draft print PDF

version of the invoice will be downloaded.
Note: This is not the original invoice, as it's marked with the word DRAFT.

elnvoicing Terms Read the ‘elnvoicing Terms and Conditions’ carefully before sending the invoice.
and Conditions A version control behind the terms and conditions will show you, if there are any
changes.
Send document(s) If you agree to the ‘elnvoicing Terms and Conditions’ and you are confident with

the information in the invoice, click on ‘Send document(s)’ to finally send the invoice
to your customer.

You will be directed to the ‘Invoice list’ in the tab ‘Sent’, in which you will find now
your invoice.
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The invoice list is the main overview list for invoices and offers the options to start the creation process of a
new invoice or the creation of supplementary for a sent invoice. Also it’s the only page to start the download
of the original invoice, as explained in chapter 4.2.

This screen of the invoice list explains the different buttons and the options behind the buttons.
The search functions are in the same structure as on the ‘Billable items list’, with one functionality on the top

right and above each column.

IMySuppI){]n > Purchase Orders > Invoicelistl

E Create invoice=

£ Download ~ I

Draft (1} Ready to send (31 Sent (8]

Document No.
(=]

[ |1nv-00001

Type Invoice date Status Amount

All document types -

Invoice 07/11/2016 Sent 1598.54 GBEP

Navigation path

Shows your way of entry into the invoice list, which is classified with the word
‘Invoice list’.
Note: With a click on underlined screens, you can move back to previous screen.

Create Invoice

This button forwards you to the three possibilities to create an invoice in the web
interface.

- ‘CSV Upload’, see chapter 3.7.

- ‘From demand’, see chapter 3.4.

- ‘From document’, see chapter 3.8.

Create supplementary

This button forwards you to the three possibilities to create a correction for a sent
invoice. Beforehand you have to select an invoice with the status sent and then
click the button. The three corrections are:
- ‘Credit Note’, see chapter 5.1.
‘Price variation credit’, see chapter 5.2.
‘Price variation debit’, see chapter 5.3.

Select an invoice and click on open to see the invoice creation form of this invoice.

Open
Download The download button has three possibilities to download information from one or
several invoices.
- Only attachments, will download all attachments of the selected invoices
- Original document, or original invoice, will download the original invoice
from all selected invoices, which are in the status sent
- CSV file, will generate a download of all selected invoices as CSV
information.
The last download option is for Reports.
If you click ‘Reports’, a new window will appear and you can choose your Report.
Download Report
Report type: || |
Connection electronic inveicing - supplier
Print Select an invoice and click on ‘Print’, if you want to see the print version.
Note: This is not the original document or invoice.
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If you have saved one or several invoices as template, the system will ask you
before the next creation of an invoice, if you want to use your template.
In this screen, we created two templates.

Save as template

Sign for a template:

' l Create invoice
Customer: AFR_TOF -
Supplier: Test_P2PSeller EN_11 -
Invoice type: Invoice .
Template: ||
Invoice0l
Invoice
PD_Airbus Operations SAS
PD_Airbus France LE

Test_P2PSeller EN_11

InvoiceXY
Invaice
PD_Airbus Operations SAS
PD_aAirbus France LE
Test_PZPSeller_EN_11

Choose a template, if you want to prefill your invoice creation form with already
used information or leave it blank, if you want to start the standard prefilled
information from master data and referenced purchase order / document.

Templates are visible in the ‘Invoice list’ and displayed with the template sign.

Document No.

C] A [nvoiceXy
D A [nvoice(l

If you want to remove an invoice from the templates summary, select the invoice
and click in the invoice creation from on the button:

I Remove from templates

In this tab, all invoices will be saved, if there wasn’t a successfully validation or if

Draft
=
you have clicked the button ‘Save as draft’.

Two additional buttons are in this tab available, if you select an invoice item.
# Upload . L
1. Upload to upload attachments for a selected invoice item.

Ml Delete
2. Delete for a total deletion of the invoice form.
In this tab, all invoices will be saved, after a successfully validation or if you have

clicked the button validate.

One additional button is available in this tab, if you select an invoice item.

- Send , to finally send the invoice. This is possible, as the
validation was already successful. See therefor chapter 3.5.11.
In this tab are all invoices, which were sent to the customer.

Ready to send

Sent
Settings icon o

The settings icon on the top right side in the invoice list will help you modifying
the visible columns in the list.

If you click on the icon, a list of all columns will appear and you can mark or cross
them out:
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Settings icon o

Document No.

Type

Invoice date

Customer

Amount

Supplier organization
Created by

Customer organization
Reference PO No.

ASN / Delivery Note No.
Buyer plant

Ship to

Invoicee

Ship from

Invoice issuer

Payee

Delivery / service completion date
Referenced invoice no.
GUID

Reset all filters

+ Document Mo.

v Type

+ Imvoice date

x Customer

 Amount

X Supplier organization

X Created by

X Customer organization
¥ Reference PO Mo.

X ASN / Delivery Note Mo.
®  Buyer plant

X Shipto

®x Invoices

X Ship from

¥ Invoice issuer

X Payee

X Delivery / service completion date
¥ Referenced invoice no.

x GUID
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3.7 Upload CSV File

To generate an invoice by csv upload, you have to create at first the CSV file for the invoices.
The PDF information package, which describes how to create the csv file and an Excel field descriptions list
are linked below in separate documents:

- PDF CSV information package
- Excel CSV field descriptions

If you have created a CSV file you can upload this file from the ‘Invoice list’.
For uploading a CSV file you have to click on ‘Create invoice’ (") and select ‘Upload CSV file’ ().

My SupplyCn >  Purchase Orders > Invoice list

‘ Create invoice

Upload C5V file nd (1) Sent (0]
From demand Type
L From document All documd

Now the CSV upload mask appears. You can either browse (") or drag and drop the CSV file ("=).

Create document - upload CSV (2]

Choose document: Browse or Drag and drop

Close Upload and send

For uploading two options are existing:
e ‘Upload and send’ (*-"): Upload of CSV file with instantaneously sending afterwards. If the validation
succeed, the user is not able to edit the data via the web interface anymore.
e ‘Upload’ (““"): Upload of CSV file without instantaneous sending afterwards. If the validation succeed
the user is able to edit the data via the web interface or to add attachments. After successful uploading

the invoice is provided in the ‘Ready to send’ view in the ‘Invoice list’. The final sending to the customer
has to be initiated manually by the user in two possible ways:

1. Selection of the relevant document line (") and click on ‘Send’ (*").

My SupphyOn = My Workspace = Invoice list

§ Create invoice~ [ Create supplementary~ [l Open 4 send

Draft (13) Ready to send (5) Sent (60)

Document No. Type
=) All document types
E HTH 050816 @) (3] Commerdial invoice

Note: The user is not able to edit the data.
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2. Open the invoice by clicking on the document number (=) and click on ‘Send’ ().

PD_RUAG Aerospace Structures Itd GB - Ruag, Pam

My SupplyOn > My Workspace > [nvoicelist > Invoice [HTH_050816] 1of5S v

saveasdraft (¥ Velidate @ Send 3E Backtolist [ Delete & Download~ ¥ Print
Invoice header details Invoice header details

. ) General Information
Supplier information Invoice type:  Commercial invoice

Customer information Invoice no. | HTH_050816
Date: | 04/08/2016

Line items
elivery / Service completion date: | 04/08/2016

Note: Before sending the user is able to edit the data.

3.8 Invoice from document (PO number)

This scenario is designed for determined suppliers, who already know the PO number for which they want to
create an invoice. They are forwarded directly to the invoice creation form.

For creating an invoice from document you have to click on ‘Create invoice’ (") and select ‘From Document’

().

My SupplyOn > Purchase Orders >  Inwvoice list

. Create invoice-

Upload CSV file 'nd (1) Sent (0}
From demand Type
[ From document All documg

Now the invoice from document mask appears. You can enter your known document or PO number (=) and

click on ‘Save’ ().
e _——=—=S———

Create invoice from document

Document Purchase order

type

Document |F‘O-DEB_1 |

_ PO-068_11 (CUS1)
’ PO-068_10 (CUS1)
| S | ["Cancel

PO-068_1 (CUS1)
You will now be directed to the invoice creation form. All necessary and available information from your
document or PO will be transferred into the invoice form. The invoice form is explained in chapter 3.5.
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4 Manage invoice archiving

4.1 Legal requirements for electronic invoices / Importance of Archiving

The laws governing electronic invoicing, which are defined by the national legislations of the individual EU
member states, are based on Council Directive 2010/45/EU dated 13 July 2010 amending Directive
2006/112/EC on the common system of value added tax as regards the rules on invoicing. This directive
harmonized the laws regarding paper and electronic invoicing, apart from a few minor differences. With this,
the content of an invoice from a fiscal viewpoint has been largely standardized within EU member states.

In EU member states, compliance with legal requirements must be verifiable after invoicing (post-audit
procedure). This is done, for example, by using a digital signature, time stamp or internal control procedure.
Outside the EU and in numerous other countries with post-audit procedures, there are also states where
invoices must undergo a clearing procedure before the invoice is issued, such as so-called Nota Fiscal
procedure in Brazil or the Golden Tax procedure in China.

Invoices must be based on the actual delivery of goods or services. If an electronic invoice is issued via
SupplyOn, a reference is easily established as the invoice is generated from a purchase order and data from
the purchase order and order confirmation is automatically copied into it.

Furthermore, the legislators require proof of the authenticity and integrity of the invoice. SupplyOn fulfills this
requirement through secure electronic data exchange and an optional electronic signature. Moreover,
SupplyOn supports the implementation of internal control procedures.

The legibility of the invoice must be guaranteed from the moment the invoice is issued until the end of the
retention period. With electronic invoicing via SupplyOn, a PDF of the invoice is created before it is despatched,
which can then be downloaded from the ‘Invoice list’ and archived as part of the original invoice. This is
explained in the next subchapter 4.2.

SupplyOn supports country-specific clearing procedures, sometimes directly (as with the Golden Tax) or in
cooperation with speOcialized partner companies.

4.2 Archive original Invoice from ‘Invoice List’

After you have sent the invoice, it will appear in the invoice list. To download the original invoice, you have to
verify the status of the invoice (“). If the status is ‘Processing’, the original invoice is not available yet.

Select your invoice with the status ‘Sent’ (*“') and choose ‘Download’ (*-") and select ‘Original document’ (")
for the final download of the original invoice, as a pdf file.

My SupplyOn >  Purchase Orders > Invoice list

. Create invoice > D Create supplementary» Iy Open  |#® Download~ = print | Save as template Q o
Draft (1) Ready to send (3) Sent (8) Only attachments 'ﬂ'
Document No. Type Original document Tvoice date Status Amount

All document type CSV file

P Inw-00001 Invoice Reports pl 19554 GBP
|

] | Nvs0s016 Invoice 13/08/2016 Processing 6,008.34 GBP
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For some country invoice constellations, a signature will be added to the original invoice.
This signature can be found on the original pdf file.

BFEHSEHOC- OI_INV-1008001_2016-08-29.pdf - Foxit Reader s = B
HOME COMMENT ~ VIEW FORM  PROTECT  SHARE  HELP fal[rd  Pl@-d b o

Digital Signatures
D (i Signed by TEST France

type: C ial invoice Document date: 2016-08-29  Page 1/1
II_—. Document number:  INV-1008001 Delivery / Service completion date: 2016-08-29
Invoice content: ion material
77 Customer Supplier (L068)
=7 Org ID: TECUS TRAINING@ 088_SupAirfoil SO

AirSupply Training SAS Wilsons Lane Longford M6 Junction 3
1, Rond Point Maurice Bellonte GB CV6 6HL Coventry 49
FR 31707 Blagnac Cedex Account number: 123
VAT registration number: FR99887766 VAT registration number: GB456456
Contact Data

Shipto Contact e-mail: @mail.com
TRAINING CUSTOMER UK

New Filton House

GB BS99 7AR Filton

Application reference number: PO-068_11

DS

q Invoice currency: GBP
Item [Material number Price unil Quantity| Unit prie Chal Amount|  Tax rat
frem I 1 prce rod  Taxad
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5 Manage invoice correction

After successfully sending an invoice, there are three different methods to correct the invoice.
- Creating a credit note, if the quantity in the referenced invoice is wrong.
- Creating a price variation credit, if the price in the referenced invoice is too high.
- Creating a price variation debit, if the price in the referenced invoice is too low.

For each correction, the process is starting in the ‘Invoice list’, in the tab ‘Sent’ and by selecting the
concerned invoice. The invoice has to be in the status ‘Sent’.

Note: Invoice cancellation.
If you want to cancel an entire invoice, create a credit note for the whole invoiced quantity.

Note: Double correction on price and guantity.

If a double correction is required on date and quantity on existing invoice, please delete the entire invoice
with a Credit Note. Then request to customer update on date and price in the PO in order to create a new
correct invoice.

5.1 Correction with a credit note

The credit note is used as correction of an invoice on a quantity basis. Therefore, the subtracting quantity
must be entered as a positive value. The invoicing application reduces the invoiced quantity as following:

e Current invoiced quantity = previous invoiced quantity — corrected invoiced quantity via credit note

To create a credit note, you have to select an invoice from the ‘Invoice list’ in the tab ‘Sent’, which has the

status ‘Sent’ (""). Select ‘Create supplementary’ (') and choose ‘Credit note’ (*=").

My SupplyCGn = My Workspace > Invoice list

e . . -
. Create invoice > D Create supplementary | "'.' Open

Draft (1) Rea Credit note

Document Mo. Frce vanation creart ype

|l Price variation debit All document tyg

[+] | Inv-00001 Invoice
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The creation form for the credit note looks very similar to the invoice creation form, as the design of the
invoice form with all buttons is the same. See explanation of the functionalities of the invoice creation form in
chapter 3.5.1. The first section in the credit note creation form is named ‘Details credit note’ and in the

navigation path ‘Credit note’ ().

My SupplyCn > My Workspace > Invoicelist > Credit note

Saveasdraft (¥ Validate 4@ Send (B Backtolist [ Delete & Download~ 1By Print  More~ Status: Draft @
Details credit note Details credit note

Supplier information Invoice type:  Credit note

Customer information

Date: |16/11/2016 [
Line items Delivery / Service comp 31/10/2016
Additional invoice Currency:  GBP - British Pound
information

Invoice content:  Production materia

Payment information

Totals
Type of referer document:  Inveice document
Attachments Reference no:  Inv-00001
Date:  07/11/2016
Other reference 2
Type of referenced document:  Application reference number
Reference no.:  PO-068_8

Further information, which are significant for a credit note in the ‘Details credit note’ are:
- The ‘Credit Note number’, which is a mandatory information and comparable with the invoice number

().

- The reference 1, refers to the ,Invoice document’, you want to correct (“2).
- The reference 2, refers to the ‘Application reference number’ which is the order or document the

invoice is referencing to ().
Most fields in the credit note creation form are not editable, as they are prefilled and taken from the
referenced invoice.
Important editable fields are in the ‘Line items’ section.
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Line items (1)
fl Remove
Material :):rl\:::ery ! Net price Net Tax
v Descripti... |Quantity . w/o Surcharges
number completi... amount rate
surcharges
date
~ CMN-06E 123 1 31/10/2016 16545 0.00 16545
Item information
..... er = er:  CMN-068_P27
supplier material number: | SMN-068_P27
e descriptio 123
Delivery / service completion date:  31/10/2016

Line item number and
Supplier material number

- The ‘Line item number’ can be modified in the headline or in the line item
details.
- The ‘Supplier material number’ is editable only in the line item details.

Quantity

The ‘Quantity’ is the main editable information of the credit note. Therefore, the
subtracting quantity must be entered as a positive value.

General information

The ‘General information’ is a free text field for any further information.

Further information to the Line items, like transferring information from one line item into all other line items,
can be found in chapters 3.5.5/3.5.5.3.

The payment information are also editable in the credit note creation form. Information to this section can be

found in chapter 3.5.7.

The validation and sending process of the credit note is process-related to the invoice validation and sending
process, which are described in chapters 3.5.10 and 3.5.11.

Version 1.0

© SupplyOn AG 47/54



AEROSPACE

/-‘
BooOST SUPPLYON )
—

5.2 Correction with a price variation credit

A price variation credit is used for the correction of an invoice on a price basis if the previous invoiced price
was too high. Therefore, the subtracting price must be entered as a positive value. The e-invoicing
application reduces the invoiced amount as following:

e Current invoiced value = previous invoiced value — corrected invoiced value via price variation credit
To create a price variation, you have to select an invoice from the ‘Invoice list’ in the tab ‘Sent’, which has the

status ‘Sent’ ("). Select ‘Create supplementary’ (*=') and choose ‘Price variation credit’ (*=").

My Supplyon > My Workspace > Invoice list

‘ Create invoice > ID Create supplementaryvl "aF Cpen

Draft (1) Rea Credit note
Document No. | Price variation credit | ype
] Price variation debit Ml document tyg

[+] | Inv-00001 Invoice

The creation form of a price variation credit looks very similar to the invoice creation form, as the design of
the invoice form with all buttons is the same. See explanation of the functionalities of the invoice creation
form in chapter 3.5.1. The first section in the price variation credit creation form is named ‘Price variation

credit detail’ and in the navigation path ‘Price variation credit’ ().

My SupplyOn > My Workspace > [Invoicelist > Price variation credit

Save asdraft (& Validate -d Send & Backto list ﬁ]]' Delets f‘IDownIoadv a Print More~ Status: Draft 0
Price variation credit detail Price variation credit detail

Supplier information Invoice type:  Price vaniation credit

rice variation credit no.

Customer information
Price variation credit date: | 16/11/2016 Q

Line items Delvery / Service completion  31/10/2016

Additional invoice Currency:  GBP - British Pound

information ~ .
Production material

Information

Payment information

Other reference 1

Totals
T Invoice document
Attachments Reference no:  Inv-00001
Date:  07/11/2016
Other reference 2
Type of referenced document:  Application reference number
Reference no:  PO-068_8

Further information, which are significant for a price variation credit in the ‘Price variation credit detail’ are:
- The ‘Price variation credit number’, which is a mandatory information and comparable with the

invoice number ().

- The reference 1, which refers to the ‘Invoice document’, so the invoice you want to correct ("2).
- The reference 2, which refers to the ‘Application reference number’, so the order or document the

invoice is referencing to ().
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Most fields in the price variation credit creation form are not editable, as they are prefilled and taken from the

referenced invoice.
Important editable fields are in the ‘Line items’ section.

Line items (1)
il Remove
. Delivery / -
™~ !.lne Material L . service Net price Net Tax
item Descripti... Quantity . w/o Surcharges
number completi... amount rate
number surcharges
date
~ 1 CMN-06E 123 1 31/10/2016 0.00
Item information §
_____ er material number: CMN-068_P27
Supplier (2 mbe SMN-068_P27
e descriptio 123
e completio te:  31/10/2016
Price
e 1.00
Line item number and - The ‘Line item number’ can be modified in the headline or in the line item
) . details.
Supplier material number . . . . . . L .
- The ‘Supplier material number’ is editable only in the line item details.
Price / Net price w/o The price without surcharges is the main editable information of the price variation
surcharges credit. Therefore, the subtracting price must be entered as a positive value.
General information The ‘General information’ is a free text field for any further information.

Further information to the Line items, like transferring information from one line item into all other line items,
can be found in chapters 3.5.5/ 3.5.5.3.

The payment information are also editable in the credit note creation form. Information to this section can be
found in chapter 3.5.7.

The validation and sending process of the credit note is process-related to the invoice validation and sending
process, which are described in chapters 3.5.10 and 3.5.11.
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5.3 Correction with a price variation debit

A price variation debit is used for the correction of an invoice on a price basis if the previous invoiced price
was too low. Therefore, the adding price must be entered as a positive value. The e-invoicing application
increases the invoiced amount as following:

e Current invoiced value = previous invoiced value + corrected invoiced value via price variation debit

To create a price variation, you have to select an invoice from the ‘Invoice list’ in the tab ‘Sent’, which has the
status ‘Sent’ ("). Select ‘Create supplementary’ (*=') and choose ‘Price variation debit’ (*=").

My SupplyOn > My Workspace > Invoice list

H Create invoice = D Create supplementary ~| g Cpen

Draft (1) Rea Credit note

Doomment N Price variation credit Vpe
':' Price variation debit Ml document tyg
[v] | Imv-00001 Invoice
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The creation form of a price variation debit looks very similar to the invoice creation form, as the design of
the invoice form with all buttons is the same. See explanation of the functionalities of the invoice creation
form in chapter 3.5.1. The first section in the price variation credit creation form is named ‘Price variation

debit detail’ and in the navigation path ‘Price variation debit’ ().

My SupplyOn > My Workspace

Save asdraft (¥ Validate

Price variation debit detail

Supplier information

Customer information

Line items

Additional invoice

information

Payment information

Totals

Attachments

= Invoice list > Price variation debit

A Send IS Backtolist  [[J Delete & Download~ |y Print

Price variation debit detail

Price variation debit

More~

Price variation debit no
Price variat el late: | 16/11/2016
Delivery / Service completion  31/10/2016
late:
Currenc: GBP - British Pound
ce conter Production material
Information

Other reference 1

m

Type of referenced document:

ererence no

Application reference number

PO-068

=]

Other reference 2
Type of referenced document:

RETErENCE No

Invoice document

Inv-00001

07/11/2016

Status: Draft o

Further information, which are significant for a price variation debit in the ‘Price variation debit detail’ are:
- The ‘Price variation debit number’, which is a mandatory information and comparable with the

invoice number (

).

- The reference 1, which refers to the ‘Application reference number’, so the order or document the

invoice is referencing to ("2").

- The reference 2, which refers to the ‘Invoice document’, so the invoice you want to correct ().

Most fields in the price variation debit creation form are not editable, as they are prefilled and taken from the

referenced invoice.

Important editable fields are in the ‘Line items’ section.
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Line items (1)

Il Remove

Line . Deln..rery / Net price
+ . Material . .. service Net Tax
o~ item Descripti... Quantity . w/o Surcharges

number completi... amount rate
number surcharges
date

4 1 CMN-06¢ 123 1 31/10/2016 0.00

Customer material number:  CMN-068_P27

r material number: |SMN-068_P27

100

- The ‘Line item number’ can be modified in the headline or in the line item
details.
- The ‘Supplier material number’ is editable only in the line item details.
The price without surcharges is the main editable information of the price variation
credit. Therefore, the subtracting price must be entered as a positive value.

Line item number and
Supplier material number

Price / Net price w/o
surcharges

The ‘General information’ is a free text field for any further information.

General information

Further information to the Line items, like transferring information from one line item into all other line items,
can be found in chapters 3.5.5/ 3.5.5.3.

The payment information are also editable in the credit note creation form. Information to this section can be
found in chapter 3.5.7.

The validation and sending process of the credit note is process-related to the invoice validation and sending
process, which are described in chapters 3.5.10 and 3.5.11.
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6 Conclusion

The invoice training module explained the way an invoice is created and corrected by the supplier and how to
setup the necessary master data.

e This module has explained:
» The master data setups.
» The invoice processes.
» The invoice correction processes.
» The creation and correction of invoices in AirSupply
»  The archiving of original invoices

e This module has explained how to:
»  Setup the new invoice user roles
»  Setup main invoice master data, like VAT number and contact persons
» Create an invoice from ‘Billable items list’
» Create invoice ‘From document’
» Create invoice via CSV upload
» Correct invoices on quantity and price
» Download original invoice for archiving
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7 Appendix

7.1 Referenced documents

[RD2]: 02_Master_Data_training_guide.
[RD3]: 03_My_Workspace_training_guide.
[RD5]: 05_Ordering_training_guide.
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