How to Create a PO Invoice on Ariba Network = CRESENIUS
v MEDICAL CARE

Please review this entire document first, before starting! If you have any questions at all, please contact
supplier.enablement@fmc-na.com

1. Loginto supplier.ariba.com with your login ID and password.

You should land on a page that looks like this:
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Remember that before you can create an INVOICE, you must have Purchase Order.
There are two ways to access the Purchase Orders:

a) The Orders link at the top, or
b) Clicking on the tiles across the page (better).

2. To access the Purchase Orders, click on the Order to Invoice tile:

17 27 53 8 13 0

New orders Orders Orders to invoice Approved invoices pending Invoices Changed orders
payment
Last 31 days Last 31 days FEE TN Last 31 days Last 31 days Last 31 days
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You will land on a page that looks like this:
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Things to notice:

Each PO has its own line, showing the customer, the customer’s address/Ship-To, and importantly, the

Order Status:
New New purchase order, ready to be invoiced upon shipment of goods/completion
of services. The PO is your “contract” for this transaction.
Invoiced Purchase orders where you have already submitted an electronic invoice for the

full quantity and amount.

Partially Invoiced

Purchase orders with quantity or amount remaining. You may invoice against a
purchase order until it is fully consumed.

Obsoleted

Changed

An Obsoleted PO has been replaced by a new version of the same PO —you
should always see a Changed PO along with the Obsoleted version. These will
have the same PO number. Always choose the Changed version to invoice
against — you will not be able to invoice an Obsoleted PO.
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To create an Invoice against a Purchase Order:

3. Click on the PO Number to be Invoiced:

Qrders 1o invoice {30)
2 Edit filter
Failed Ordler =
Order Number Customer Amount Date 4 Order Status Amaurtt Tnvoiced Actions
6L Fresenius Medical Care North America - TEST £1.000.00 USD Oct 25, 2022 New
Fresenius Medical Care North America - TEST $2,000.00 USO et 20, 2022 e
Fresenius Medical Care North America - TEST Oct 20, 2022 Recetvod
208247 Fresonius Medical Cars North Amarica - TEST Oet 19, 2022 Hew
AL, £ Al Cara bogh dxaice s TEET P — P s et . i

e Note: you can use the search functionality on the page to narrow the number of POs visible,
or search directly for the PO. Click on Edit filter to open up the search:

Orders to invoice (30)

I ) %iit filter | Save filter | [Last90 days

Crers to invaice (30)
v Edit filter
Curstomess Grder numbers Creation date Crncder statuss
o ) Last 90 diys Include ©
. Ex h
Company codes Purchirsing organizations Customer locations Order type
S e = All -
Orders with irguiry anly
Houting status Minamount  Maxamount  Cumency Visibility
Al uss v Mt hidder

S

e You can use any single or combination of filters to search for the correct PO. Populate your
search fields, then click the Apply button. Then you can select the PO to Invoice by clicking
the PO number.
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4. The PO will display.

SAP~ Business Network Enterprise Account  TESTMCoE @

Purchase Order: 3602121662 “

| Create Order Confirmation » | Create Ship Notice | Create Invoice v 4 =
Crder Detail Order History
== FRESENIUS
v MEDICAL CARE
Purchase Order
Fax:
Payment Terms ' { Routing Status: Sent
MNET 15
Comments

Comment Type: Terms and Conditions
Body:PURCHASE ORDER TERMS AND CONDITIONS

hitps:/ifmena.comicontent/damfmena/livelcompany/documents FMCNA-FO-Terms-and- Conditions pdf

hitps dicalcare. ... View

ittt i g b N Ty

e Review the purchase order carefully, scrolling all the way down to the bottom where the
PO lines are.

e |t’simportant to make sure the PO is as correct as possible, because Ariba will use the
purchase order to create the invoice. This is sometimes referred to as “PO Flip.”
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5. Three option buttons will be at the top of the Purchase Order. Click on Create Invoice.

Purchase Order: 3602121662

Create Order Confirmation ] I Create Ship Notice [ Create Invoice = l
Order Detail Order History
~ PYYTYVYVEVVYS
e You'll always create a Standard Invoice:
{'.—-"f/"z".//.".—-"f."/.—-’f“/z"./."/.—-"."
<
9 .
} Create Invoice »
< i Ny
b Standard Invuu:er,%
<
2 Credit Memo
{% Line-ltern Credit Memo
'
<, A
6. Ariba Network “flips” the PO and creates most of your invoice.
Create Invoice [ Update l [ Save l I Exit l Next

¥ Invoice Header

Summary

Purchase Order: 3602121662 Subtotal: $1,000.00 USD
| | Total Tax: $0.00 USD

Total Gross Amount:  $1,000.00 USD
Invoice Date:* | 26 Oct 2022 Total Net Amount:  $1,000.00 USD
Amount Due: $1,000.00 USD

Total Amount without Tax:  $1,000.00 USD
Service Description:

Invoice #:*

Supplier Tax 1D:

Remit To ‘ 270 CABLE INDUSTRIAL BLVD ~ |

CARROLLTON, GA
United States
BillTo: centralized AP

Metairie, LA
United States

* Indicates required field Add to Header

View/Edit Addresses

CAALAALLLLLAALSALSLAAALALALASLLASLSAALALALASLLAASASASAAAAASASAASAALLAAAAALAAAAALAALAAAAAAAAAAAALLAAAALALALAAAALAAAALLAALAAAAAALAALAASLALLAL

Version 26 Oct 2022 5



How to Create a PO Invoice on Ariba Network ‘: FRESENIUS
v MEDICAL CARE

7. Populate the Invoice # field with your own Invoice Number.
e This may come from your company’s accounting system, your ledger, etc.
e The Invoice # field is required.

8. The Invoice Date field defaults to ‘today’s’ date, but you may back date this field as necessary.
e Use the little calendar icon to choose the new date.
e The Invoice Date field is required.

Note: FMC ages your invoice from the date on the invoice, not the date we receive it. To ensure you
are paid properly within your payment term, please always put the correct date in this field.

9. Most of the rest of the fields on the Invoice Header are optional — if there is no asterisk (*) it is
not required.

10. Scroll down to the next set of fields: Tax

Populate either field, not both.
Click Remove if there’s no Sales Tax.

e If you are required to charge Sales Tax on your invoices, you can enter EITHER
0 The Tax Rate Percent (%) for your state/locality. Ariba will calculate the tax amount
based on the Taxable Amount field; OR
0 The Tax Amount field. You don’t need to put “S” or “USD”; the currency is defaulted
based on your country and the PO currency.
e If you do not charge Sales Tax, click the Remove command to the right, which will remove the
entire Tax block.

0 Do not populate the tax field as 0% or $0.00. This will cause delays in approval.
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11. Payment Term and Additional Fields (all fields optional)

P R P PR R R PP P PP P R P P PP

Payment Term

Net Term(days) Add Discount/Penalty Term

Additional Fields

Supplier Account 1D #:

Customer Reference

Payment Note:

Supplier Reference: ‘

Customer:  Fresenius Medical Care North America - TEST View!! A
FMCNA FULLY ENABLED SUPPLIER 2 v ‘ View/Edit Addresses
supplier:  FMCNA FULLY ENABLED SUPPLIER 2 Waltham, MA
United States
Natick, MA Email:
United States
Bill From: FMCNA FULLY ENABLED SUPPLIER ViewlEdit Addresses
2

Bryn Mawr, PA
United States

LAAAAAAAAAAAAAALSALANA AAAAAAAAAAALAAAAAAAAAAAAAA AL AAL S AL A A A AT

o The Payment Term displayed is defaulted from your current Fresenius Payment Terms.
e Changing the term on an invoice will not affect your actual payment terms.
0 To change your payment terms, please ask your Fresenius contact to submit a Vendor

Change Request form.

Add to Header Button (bottom of Invoice Header, Optional)

Add to Header

Tax

Shipping Cost

Shipping Documents

Special Handling

Additional Reference Documents and Dates
Comment

Aftachment

e Click the Add to Header button to add any additional shipping or special handling charges;
comments or attachments to the Invoice.

12. Invoice Line Items

B " S line fems, 2 inciuded, 0 Previotsly Fully invaiced
Line ltems
R Incliade Type Part & o i Cuntity it Uit Price Subitatal
1 ) MATERIAL ot fuailabie Widgets 1 EA $135,00 USD $125.00 USD
2 @ MATERIAL Nt Avallable Servica for the Widgets 3 H $75.00USD $225.00 USD
L

e By default, Ariba includes all line items at the full quantity ordered from the purchase order
on the Invoice.
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e You may change Quantity and Unit Price as necessary. Just overtype.
e You may exclude lines from the invoice by clicking the green toggle on each line.
0 Inthe screenshot below, only line 1 is included on this invoice; line 2 is toggled OFF:
1 @ MATERIAL Nt Availabi Widguts " EA $125.00 USD £125.00 USD
2 L= MATERIAL Hot Avallable Service for the Widgets o H S75.00 USD S0USD

13. Click the Update button to check all the fields on your Invoice.

e If any are showing errors, fix the errors, then Update again.

e The same button row is displayed at the top right and bottom right of the invoice page.
‘ Update ‘ | Save | ‘ Exit | “ ‘

[ ]

Ariba will not let you proceed forward until all the errors are fixed.

14. Click the Next button to finish.

15. The Invoice Confirmation page displays:

Stabes. w

oxign . iggnating y ¥ bclinitod States.
you can subscribn to an aschiving sondce. alsc b bl o aechih ance you subscribe o the archiving servica,

Create Invoice

Confiem and sibemit this document. 1t will ot be siectronically signed according 1o the countries of o jon of invoice. The
f you wank your invaions fo be stomd in the Arba long tem document archiving,

Standard Invoice

nber; INV112223 Subitotat $1.25.00 UsD
Faidday 27 Dic 2019 2:34 P GMT-05:00 50.00 USD
wder:  IB0002TIIA $125.00 USD
| i $126.00 USD
et D $175.00 LSD

REMIT TCx BILL TO: SUPPLIER;
FMCNA Fully Enabled Supplier 1 Contralized A P FMCNA Fully Enablad Supplier 1
Postal Address:

e b b LA G AR

Postal Audress (Defaull)
T Bl Se, 300

Postal Address:
520 Wit Sleeed

e Be sure to scroll all the way down to the bottom of the Invoice to check the Totals, and that all

information is correct

Invoice Summary

Sublotal:  $125.00 USD
0,00 USD

Tatal Gr purid: 125,00 USD
Total Mot Amount:  $125.00 USD
Amound Due: - §125.00 USD

e If you need to change any information on the Invoice, click the Previous button to return to the

Invoice Creation page.

e If the Invoice is good, click the Submit button to send it to Fresenius.
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16. Invoice Submission Confirmation:
Invoice INV112233 has been submitted.

+ Prinil s copy of the invoice.
Exi invoice craation.

From here, you may Print a copy of your invoice, or Exit invoice creation. Click the blue links in
the confirmation message.

e When you Exit invoice creation, Ariba brings you back to the Purchase Order.

e C(lick the “ button in the top right to leave the PO.

You’re done!
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