NOTE: If you have a Standard Account, itis recommended thatyou create a folder in your emailaccountto storeall the Ariba PO emails sowhen it comes time to process for Invoicing, it will be easier to |locate the email.

1. Standard/Light Account: Locate PO via email
»  Enterprise/Full Accounts can locate PO directly in Ariba Inbox

*  Email will come from: ordersender-prod@ansmtp.ariba.com
* Subjectline: Constellation Brands Inc, sent new Purchase order

Mon 2/18/2019 3:19 PM

g "Constellation Brands, Inc." <ordersender-prod@ansmtp.ariba.com>
Constellation Brands, Inc. sent a new Purchase Order 8245713.00177.A0.000

2. View the body of the email and select Process Order

Process order

3. If this is the first transaction with CBlin Ariba, you will be directed to
login or register

|,'_ I uibe Network Supplier T

Join your customer on Ariba Network!

- Logging in or registering

from this screen will

establish the trading
relationship with

Constellation in Ariba

Ariba Network light account is Free
Learn more

4. The PO will open in your Ariba Standard Account, click on Create Invoice

Purchase Order: 84 = " e

¥ Create Order Confirmation » W Create Ship Motice |

=| Create [nvoice w Hide | Print

Dowenload PDF

5. Enter the required fields:
Invoice #

Invoice Date

Supplier Tax ID#

¥ Invoice Header

Invoice Diate: *

26 Now 2019

Service Description:

Clicking the Calendar Icon
will allow you to adjust
the invoice date to the

Supplier Tax |ID:* | 123456729

actual date of the
invoice, otherwise it will

Remit To 1440 E PORTLAMD AVE ~

defaultto “today’s date”



mailto:ordersender-prod@ansmtp.ariba.com

6. Click Add to Header and then Attachment (Optional - this will bring in the 8. To not bill tax (skip if not applicable), click on Remove
attachment field further down the page)

«<| How do | create
C ety = opedl  Add to Header v invaice for a purg Taable £ . 46.000.0000 USD Remowe
axable Amount: X
Tax !
Shipping Cost Tax Rate Type:
Shipping Documents.
Rate{¥:): | 12

Special Handling
Allowance Tax Amount: | $720.0000 USD

Charge

Additional Reference Documents and Dates

Comment

| S o ' 9. LineLevel: Ifindividual lines on the invoice contain a taxable amountand not the
7. Headerlevel: Toadd tax to the entire invoice (skip if not applicable) entire invoice (skip if not applicable)
*  Confirm “Header Level Tax” is Checked * SelectLine Level Tax
*  Select the Tax Category * Further instructions provided at the line level section of the invoice

. Enter the Rate
. Taxable Amount will automatically calculate based on the line items

Tax !
. . T
@ Header level tax (1) Line level tax (1) Ta“_ L
Category: * o = b Taxable Amount: | $65,000.0000 USD
T = e
Lo Tax Rate Type: Header level tax i/ ®  Line level tax (i)
ocation:
Description: n Rate{3):
Regime: v Tax Amount: | $720.0000 USD




10. If there are shipping charges then add to Header Level (leave as is if 12. Enter Shipping Cost and Shipping Date (skip if not applicable)
not applicable)

‘Shipping Cost

Shioms

Shipping Amount: Shipping Date:

@ Header level shipping (1) Line level shipping (1)

11. Scroll to the top, Add to Header > Shipping Cost (skip if not applicable)

13. To Add the Attachment, click Browse to locate the savedinvoice > Add

oo | s o Attachment
* indicates requirec TETT W [V R TR " inugice for 2 purchy * The file will appear below when attached

Shipping Cost

Shipping Tax

Shipping Documents

Special Handling

Allowance Tha total size ot all stachments tannct excead 100ME
— S ——
Charge Growma i | v e crosen m
Additional Reference Documents and Dates B — .
meaest < Attachment added o an sl
Comment L
Attachmenit




14. Line ltems

NOTE: You cannot add line items to a PO Invoice. Contact your buyer if

[ )
you need another line added.

* NOTE: You cannot change the format of the auto-populated line on
the PO. POs can only be invoiced against the quantity and not the
price field.

* Toinvoicein Full, the quantity and cost will automatically populate
from the Purchase Order—leave as is, if correct or alter to reflect the
final cost and quantity

* Toinvoicein Partial, you can edit the quantity to reflect the amount
you would like toinvoice then select Update

Line ltems 2Line kems, 2 Included, O Previously Fully Invoiced

Tax Category: 123 GPST 1 GPST ~ Shipping Documents Special Handling Diseou ml

C Line hem Actions v | ‘ Delete. | ‘ | Add v

Lo Y[ = J[ = | EEEE

15. If you have multiple line items, you can click on the Include

“toggle” to select which items you would like to include in the Invoice

and which items you do not (skip if not applicable)

Line ltems
Insert Line tem Options.
Tax Category: 123 GPST / GPST
No. Include Type Pan #
1 @ MATERIAL Mot Available
2 L=l MATERIAL Not Available

Shipping Documents

Description

TRAINING NON - CATALOG

TRAINING LINE 2

Special Handling

Customer Part #

Diist

count

Quantity

o

2,000

Unit

2 Line Items, 1 Included, O Previously Fully Invoiced

Add to Included Lines

Unit Price Subtotal
$1.0000 USD $2,000.0000 USD
$1.0000 USD %0 USD

Excluded fine items cannat be modified.

16. To enter tax at the Line Level, make sure the Line Level Tax was selected above
(From Step 9 - skip if not applicable)

* “Check” the taxable line(s) and click Line Item Actions > Tax

Line ltems
Insert Line ltem Options
Tax Categony: 129 GPST/ GPST L Shipping Documenits Specdial Handling Discount
MNo. Include Type Part # Description Customer Part # Quantity
1 @ MATERIAL Not Available TRAINING MON - CATALOG 2,001
2 (o] MATERIAL Mot Available TRAIMIMNG LINE 2 o
Exciuded line iterns cannot be modifed.
L . .
—- Line [tem Actions » Delete Add
Edit
Add
Tax




18. The taxable amount will populate to be the entire amount of the 20. A summary of the invoice will populate, please review the invoice (it should
line item, enter the tax rate and click on Update (skip if not applicable) match the invoice from your system) and once approved, click Submit

) 2 Line Items, 1 Included, 0 Previously Fully Invoiced
Insert Line hem Options.
Confirm and submit this document. it will not be electronically signed according to the countries of origin and destination of invoice. The document’s originating country is:United States. The document's destination country is:United States.
Tax Category: & = v Shipping Documents ‘Special Handling Discount If you want your invoices to be stored in the Ariba long term iving, you can to an archiving service. Mote that you will also be able to i imeoices to the archiving service.
5 . Standard Invoice
Ma. Include Type Part # Description Custamer Part # Quantity Unit Unit Price Subtotal
1 @ MATERIAL Mot Available TRAINING NON - CATALOG 2,000 EA $1.0000 USD $2,000.0000 USD
nwoice Mumber: INVBA07292x2 Subtotal $3,000.0000 USD
T R Invaice Date: Tuesday 26 Nov 2019 2:31 PM GMT-05:00 $350.0000 USD
= Category:+ | pmemem g ~ _ ) e
* ble Ameunt:$2,000.0000USD Original Purchase Order: 8407292.00100.A0.000 $3,360.0000 USD
$3,000.0000 USD
Rate(%)
et x $3,360.0000 USD
Description: arsT Tax Amount | 5240.0000 USD e
e e REMIT TO: BILL TO: SUPPLIER:
M. Include Type Part# Description Custamer Part # Quantity Unit Unit Price Subtatal CBI TEST Supplier Account 1400257-CONSTELLATION BRANDS US OPERATIONS, INC €8I TEST Supplier Account
2 L =} MATERIAL Mat Available TRAINING LINE 2 o EA $1.0000 USD $0usD
Postal Address: Postal Address (Default) "
Exclided line items cannot be modified. - m ol 235 NORTH BLOOMFIELD RD e —
P CANANDAIGUA , NY 12424 i =
[ United States |
= cxmm Address ID: 1400257
Tax ID of Supplier: 123456783
—

19. Once the line items are updated and the invoice is complete, click
Next at the bottom right of the screen

Yourinvoice has now been submitted.
Any questions, please reach out to p2pinquiry@cbrands.com

Update | | Save | | Exit | Mext




