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Cummins Invoice Requirements
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Review Cummins Invoice Rules

iii  Company Settings v f. ) U-LVBbBMbt565589d

These rules determine what you can enter when you create invoices.

jUnitOrg - LV8b&fbt...
ANID: AN02003380348
Standard Package

Login to your Ariba Network account via supplier.ariba.com

Company Profile

Service Subscriptions

; Account Seftings @

Customer Relationships

Select the Company Settings dropdown menu and under Account
Settings, click Customer Relationships.

Users

A list of your Customers is displayed. Click the name of your customer
(Cummins).

Scroll down to the Invoice Setup section and view the General Invoice

Current @

RUIeS. Customer
. . . jUnitOrg - BWQzy9VD565589b21009590920
If Cummins enabled Country-Based Invoice Rules then you will be o e
able to choose your Country in Originating Country of Invoice from the
drop down menu. s (4)

Click Done when finished.

s 5§ & & 5
@ @ ° ° w

ing an invoice. (7 o
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Invoice via PO Flip

CSV Documents »

To create a PO-Flip invoice (or an invoice derived from a PO that you received

via Ariba Network): o (1)

Q
From the home screen within your Ariba Network account, select the Non-PO Invoice

Create dropdown menu and SeIeCt PO InVOice. Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments
. Orders and Releases
For PO Invoice select a PO number.
Orders and Releases ftems to Ship
Click on the Create Invoice button and then choose Standard Invoice. .
Invoice is automatically pre-populated with the PO data. Complete all orcers ang Relsasss (2
fields marked with an asterisk and add tax as applicable. Review your
invoice for accuracy on the Review page. If no changes are needed, click coe
Submit to send the invoice to Cummins.
L Create Order Confirmation w ‘ ‘ Create Ship Notice | ‘ Create Invoice w
Orders and Releases (2) Create Invoice

1Please correct the following errors and resubmit
Sandbox Buyer
Order 20151016_KPBPO1 Ariba, Inc. - TEST Praha
Czech Republic ¥ Invoice Header
Sandbox Buyer
® Order 20150415_PO1 Ariba, Inc. - TEST Praha

Czech Republic|
Summary

L Purchase Order:  20150415_PO1
1 nvoice #

Standard Invoice
IRequired field
Credit Memao Imvoice Date:* | 17 Apr 2016 =

Line-ttem Credit Mema

Remit To:  Ariba_TestSuppiler - TEST
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Invoice via PO Flip

Header
Invoice is automatically pre-populated with the PO data. Complete all fields v Invoice Header
marked with an asterisk and add tax as applicable.
Enter an Invoice # which is your unigue number for invoice identification. summery
The Invoice Date will auto-populate. Purchase Order: [Sso7e2 »
voice #* | INV_1084497223
Select Remit-To address from the drop down box if you have entered Invoice Date* | 15 Apr 2016 =
more than one. RemitTo | DEFAULT VALUE @
Tax and Shipping can be entered at either the Header or Line level by
selecting the appropriate radio button. Tax
You can also add some additional information to the Header of the ® Header level tax Line level tax (D
invoice such as: Special Handling, Payment Term, Comment, Attachment,
Shipping Documents. Shipping
Scroll down to the Line items section to select the line items being @ Headerlovel shipping © Line lovel shipping (©
invoiced.

Indicates requ

field Add to Header v

. @
Shipping Cost

Shipping Documents

Note: Attachment file size should not exceed 40MB.

Special Handling

Allowance

Charge
Additional Reference Documents and Dates

Comment

Attachment
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Invoice via PO Flip

Line Items

Line Items section shows the line items from the Purchase Order. -illuartit‘-_-,-‘@ Unit Unit Price
Review or update Quantity for each line item you are invoicing. 10 BX 25.00 EUR
Click on the line item’s Green slider to exclude it from the invoice, if line
item should not be invoiced OR click the check box on the left of the item No. nciode  Type Part#
and click Delete to remove the line item from the invoice. You can generate 2 0 MATERAL - GOODS 02
another invoice later to bill for that item. @
Select the line item to which tax is to be applied using the Line Item # Pricing Detalls e Uries | B
checkbox. To apply the same tax to multiple line items select those line it coversonee |
items to be taxed at the desired rate. . I i
To configure additional Tax Options within the Tax Category tool, use the —
Configure Tax Menu option. @ R -
Check Tax Category and use the drop down to select from the displayed V| 2 @  waERAL  GOODS 02

options. Click Add to Included Lines.

@

Add to Included Lines
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Invoice via PO Flip
Additional Tax Options & Line Item Shipping

To configure additional tax options click Configure Tax Menu under the Tex 7 @ 7 @
Tax Category drop down. Create new tax categories and as needed. ¢ Femee et @
- . . . Categary.* | VAT Standard Tax Selections

Select the Line Item to apply different tax rates to each line item.

Click Line Item Actions > Add > Tax. o

Upon refresh, the Tax fields will display o HsT

for each selected line item. = -

Law Reference

Click Remove to remove a tax line item, if not necessary. S

Select Category within each line item, then either populate the rate ® rosrmonng © () tootson] oo mcouns

(%) or tax amount and click update.

Enter shipping cost to the applicable line items if line level shipping

has been selected. Confaure Tax (a) ]

Deliver o 5nq Fioor, I Team

Shipping Cost Shipping Amount:* | 0.00 EUR @ Shipping Date =]
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Invoice via PO Flip
Detail Line Items

Additional information can be viewed at the Line Item Level by editing a Line Item.

6 ZLine fems, 2 Included, U Previously Invoiced
Line Items

Line ltem Actions w Insert Line item Options

Edit °
Add @ No.  Incude  Type Part #

Turnon £ v 1 @ MATERIAL ~ GOODS_01 Copy Paper White, A3, 80gsm (ream 500 sheets, 5 EA 0.50 EUR 250 EUR
Hide/Sha Shipping Documents

al Handling Discount

Customer Part # Quantity Unit Unit Price Subtotal

¥ Invoice ltem

Quantity: 5 Part# GOODS_01

Unit: EA

Unit Price:* | 400 EUR

Subtotal:  5.00 EUR

Copy Paper White, A3, 80gsm (ream 500 sheets)

Description
Pricing Details Price Unit: PCE Init Quantity: 2
Unit Cor 1 Description: | This field specifies that 1 Box is equivaler
Ship From:  Ariba_TestSuppiler - TEST Ship To:  Sandbox Buyer - Test
Praha
Shippin Praha 5
pping Czech Republic
Czech Republic Deliver To:  Crietian Mihalache

2nd Floor, Sl Team
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Invoice via PO Flip
Review Allowances and Charges

If Allowances and Charges are included in the PO, these will convert
to the Invoice at either Invoice Header or Line Item Level based on

where the information is on PO:
Header Allowance and Charges
Line level Allowance and Charges

No.  Incude  Type Part# Desciption CustomerPart#  Quanit
<) MATERIAL ~ GOODS_02  Pro Mechanical Pencil Black Barrel, 0.5mm Line Width (package 12 each 10
Pricing Details Frice Unit* | gx Frice Unit Quantity» | 4
it 1 Descrption
Ship From: Ariba_TestSuppiler - TEST Ship To: Sandbox Buyer - Test
a
Shipping Franas "
Czech Republic [R— ache
2 e
Shipping Cost Shipping Amount:* | .00 EUR @ Shipping Date: =
Allowances and Senice Cods S

Charges

Unit Unit Price Sublotal
25,00 EUR 250.00 EUR

WIEdit

Addresses

Add Tax

Remove

summary

52 Onder: 201 G41E_PO1

= Dt | 15 Agr 2016

Too Ariba_Testduppler . TE &
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Invoice via PO Flip
Line Item Comments

To add comments at the line items select Line Items, then click at Line Item Actions >Add >
Comments.

Upon refresh or Update, the Comments field will display. Enter applicable Comments in this field.
Click Next.

L) Line liem ACIONS ‘ | Delete ‘ ‘

Edit

Add

Turn on
Hidefshi
Shipping Documents
Special Handling ‘ Update ‘ ‘ Save | ‘ Exit ‘ “

Pricing Details

Discount

Allowance
SAP. Charge

Comments

Attachment

Comments @
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Invoice via PO Flip
Add Service Lines to Invoices

Select the Add dropdown menu o o
and select Add General | = _ T
Service OR Add Labor

Service. L

Enter details for General or X

Labor Service. General Service

lines ask for limited details,

including Service Start and End
dates. Labor Service contains
additional fields includes rate,
term, and contractor information. e @

Line ltems

Insert Line Item Options

Tax Category Discount

No. Include Type Part # Description

] SERVICE

Service Period @ Senvice Start Date:

Line ltem Actions ‘ ‘ Delete ‘ ‘ Add «

Service End Date:
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Invoice via PO Flip
Review, Save, or Submit to Customer

Review your invoice for accuracy from the Review S — \/‘—‘
. . . Updat Save it

page. Scroll down the page to view all line item reate Invoice Jpaae i o “

details and invoice totals.

Create Invoice
If no ChangeS are needed’ CI|Ck Sme|t to Send the IPlease correct the following errors and resubmit

invoice to Cummins. .
v |nvoice Header

If changes are needed, click Previous to return to

; : Summary Note: In the even of
previous screens and make corrections before Durchace POBOSO1005 errors. there will be a
itti Order: s .
submitting. o | | notification in red where
Alt tivelv. S . ¢ ime duri I Required feid information must be
ernatively, Save your invoice at anytime during oice= | 22 or 206 corrected

invoice creation to work on it later. Date:
Remit To 333 MAIN ST

You may resume working on the invoice by
selecting it from Outbox>Drafts on your Home ok

Account:
page. Bill To: °

Invoices Order Confirmations Ship Motices Drafts (|5

You can keep draft invoices for up to 7 days. ora
rars
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Copy an Existing Invoice

To copy an existing invoice in order to create a new invoice:
Select the OUTBOX Tab. HOME  INBOX CATALOGS  REPORTS

E|ther SeIeCt the radIO button fOF the II’]VOICG yOU Want tO Invoices Order Confirmations Ship Motices Drafts
copy, and click Copy. OR Open the invoice you want to copy.

Invoices

On the Detail tab, click Copy This Invoice.

» Search Filters
Enter an new invoice number.

. . Invoi 1
For VAT lines, make sure the date of supply at the line level nvorees (1)
IS correct.
. . ) : NV 20150415 ~1P3 NS 50450415 PO Online Supplier  Order
Edit the other fields as necessary. e
Click Next, review the invoice, and save or submit it. L [ ceatetnerencreatuero | [ s | coy ||| createnonpoimore

Invoice: INV_20150415 “

Create Line-ltem Credit Memo Copy This Invoice Cancel Print Download PDF  Export cXML
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Search for Invoice
(Quick & Refined)

QUle SearCh INBOX QUTBOX CATALOGS REF’S
From the Home Tab, Select Invoices in the Document —— () pTp— a
type to search.
Select Cummins from Customer Drop down menu.
Enter Document # , if known. Select Date Range, up to HOME  INBOX CATALOGS  REPORTS
90 days for Invoices and Click Search.
Invoices Order Confirmations Ship Notices Drafts
Refined Search: Allows a refined search of Invoices within nvoices

up to 90 last days.
Search Filters from Outbox (Invoices). > Search Filters @
Enter the criteria to build the desired search filter.
Click Search.

Invoices

¥ Search Filters

Customer. | All Customers Min. Amount

Invoice Number: @ @ Max. Amount

@ Partial number Exact number External Invoice Number:

Order Number. Status: All

Date Range: Last 24 hours
. ge Show Only Invoices Submitted from the Customer's System

17 Apr 2016 - 17 Apr 2016
§ Show only Invoices with Invoice Addendums.
Supplier Reference: @
famber of Resuls o m
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Check Invoice Status
Routing Status To Your Customer

Check Status:
If you configured your Invoice Notifications as noted earlier in this presentation, you will receive emails regarding invoice status.
You can also check invoice status from the Outbox by selecting the invoice link.

Routing Status
Reflects the status of the transmission of the invoice to Cummins via the Ariba Network.
Obsoleted — You canceled the invoice
Failed — Invoice failed Cummins invoicing rules. Cummins will not receive this invoice
Queued — Ariba Network received the invoice but has not processed it
Sent — Ariba Network sent the invoice to a queue. The invoice is awaiting pickup by the customer
Acknowledged — Cummins invoicing application has acknowledged the receipt of the invoice
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Check Invoice Status
Review Invoice Status With Your Customer

Invoice Status

Reflects the status of Cummins’s action on the Invoice.
Sent — The invoice is sent to the Cummins but they have not yet verified the invoice against purchase orders and receipts
Cancelled — Cummins approved the invoice cancellation
Paid — Cummins paid the invoice / in the process of issuing payment. Only if Cummins uses invoices to trigger payment.

Approved — Cummins has verified the invoice against the purchase orders or contracts and receipts and approved if for
payment

Rejected — Cummins has rejected the invoice or the invoice failed validation by Ariba Network. If Cummins accepts invoice or
approves it for payment, invoice status updated to Sent (invoice accepted) or Approved (invoice approved for payment)

Failed — Ariba Network experienced a problem routing the invoice
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Review Invoice History
Check Status Comments

Access any invoice:

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

History and status comments for the invoice
are displayed.

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

When you are done reviewing the history,
click Done.
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Invoice: INV_20150415

Download PDF

Create Line-item Credit Memc Copy This Invoice Cancel Print

History@

Detail Scheduled Payments

Standard Invoice

Export cXML

Invoice: INV_20150415

dit Memo ‘ ‘ Cop Nis Invoice

Detail Scheduled Payments History

Cancel Download PDF  Export cXML

Invoice: INV_20150415 To: Ariba, Inc. - TEST
s Sent Routing Status: Sent

n: 15 Apr 2016 2:47:55 PM GMT+02:00

y. Klaus Plschel

Received By Arib:

History @

Status Comments Changed By Date and Time
The invoice was successfully received. Ariba_TestSuppiler - TEST ;qupr 2016 2:47:57

PropogationDispatcher- 15 Apr 2016 2:48:01

This document has been digitally signed. 128491053 PM

Stack Trace
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Modify an Existing Invoice
Cancel, Edit, and Resubmit

Click the Outbox tab.

In the Invoice # column, click a link to view Ariba Network @)y B CompanSetngey [ ioi0oe bl Conr
detalls Of the |nV0|Ce. HOME INBOX CATALOGS ENABLEMENT TASKS REPORTS CSV Documents v Create v
Click Cancel. The status of the invoice imoices.  Order Conimations  StipNotces  Drats

changes to Canceled. Invoices

» Search Filters

Click the Invoice # for the failed, canceled,
or rejected invoice that you want to resubmit Involces (2) @ =
and click Edit.

=1 XYZ123456 SMO Buyer P0O725498 Online 14 Oct 2015 54692 USD Sent Sent

CI i C k S U b m i t On the ReVi eW page to Send =7 XYZ12345 SMO Buyer Non-PQ Online 9 Sep 2015 $369.35 USD Sent Sent
the i nVOice - L Create Line-ltem Credit Memo | | Edit | Copy ‘ ‘ Create Non-PO Invoice
(@)

Invoice: XYZ123456
nvoice @ Cancel Invoice? @

Copy This Invoice Cancel Print Download PDF  Export cXML

Are you sure you want to cancel this invoice?

Detail Scheduled Payments History ‘ Yes
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Download Invoice Reports
Learn About Transacting

Reports help provide additional information
and details on transactions on the Network

A rl ba N etwo r-k HH Company Setlings v B JohnDoe v Help Center »

i n a CO m p re h e nSIVe fo rm at . HOME INBOX OUTBOX CATALOGS ENABLEMENT TASKS CSV Documents v Create v
Reports e
CI | C k the Repo rts tab from the menu Use CSV reports to track information on account usage, such as purchase orders and invoices. Repori files are UTF-8 encoded. If your application does not read More
at the top of the page. Report Templates
CI I C k Create . Schedule Type Created By

No items

L Run || Download || Edit || Copy || Delete | b':'eate | | Refresh Status

Invoice reports provide information on invoices you have sent to customers for tracking invoices over time or overall
invoice volume for a period of time.

Failed Invoice reports provide details on failed and rejected invoices. These reports are useful for troubleshooting
invoices that fail to route correctly.

Reports can be created by Administrator or User with appropriate permissions.

Bronze (and higher) members may choose Manual or Scheduled report. Set scheduling information if Scheduled report
Is selected.
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Invoice Reports

Enter required information. Select an Invoice report Report o=
type — Failed Invoice or Invoice.

Enter a title and description for this report. Check the Time Zone and Language settings. You can set the Time Zone and More

CIiCk NeXt_ 1 ) Report Description @
@ Criteria Title:* ‘ |

Specify Customer and Created Date in Criteria.
Click Submit.

You can view and download the report in CSV format
when its status is Processed. Lenguage: | Engish .

Report Type:* | Select Vv

Description,

US/Michigan v

Select

Failed Invoice

Failed Order

Note: For more detailed instructions on ovace
generating reports, refer to the Ariba Network Order Summary

Payment Transactions

Transactions Guide found on the HELP page o
Of your aCCOu nt, Remittance Advice Details

SCF Trade Details Reports

Report | Previous H Submit H Exit | Book

e Sheet

Set the parameters for this report. To save your changes and put the report into the queue to be run

click Submit. To exit without saving changes or running this report, click Exit.
@ Report Description

2 ) Criteria

Date Range 21 Feb 2017 B To 28Feb2017 =]
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Invoice Archival

Configuring invoice archiving allows you to specify the frequency, immediacy, Invoice Archival
and delivery of zipped invoice archives. If you wish to utilize it, please follow T
these S'[epS day peried, then additiona select the Archive Immediately
From the Company Settings dropdown menu, select Electronic Invoice Configure Invaice Archival @
Routing.
Select the tab Tax Invoicing and Archiving. Invoice Archival
Scroll down to Invoice Archival and select the link for Configure Invoice e
Archival. Twice Dall
Select frequency (Twice Daily, Daily, Weekly, Biweekly or Monthly), -
choose Archive Immediately to archive without waiting 30 days, and click .
Start' r-.-w-:n;ndl;r
If you want Ariba to deliver automatically archived zip files to you, also wabngsanting| 0 o [Om@eu ewcum
enter an Archive Delivery URL (otherwise you can download invoices /| e Immediatl
from your Outbox, section Archived Invoices).

@ Send archived invoice files to the pending queue for download.

Note: After Archive Immediately started you can either Stop it or e ———
Update Frequency any tlme .i.rcnr:'eDell\.'ery"URL: o E — :

You may navigate back to the Tax Invoicing and Archiving screen in
order to subscribe to Long-Term Document Archiving for an integrated
archiving solution. (More details within the Terms and Policies link.)

Long-Term Document Archiving

®

Enable long-term inwvoice archiving. See the terms and policies for the optional document archiving
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SAP Ariba /\\

Thank you.



