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About this Manual

1 About this Manual

The content of this manual shows you how to work with the elnvoice module within SupplyOn.

1.1 Abbreviations

Abbreviation Meaning
PO Purchase Order
ASN Advance Shipping Notice
Csv Comma-separated-values
ERP Enterprise-Resource-Planning
PDF Portable Document Format
XLSX MS Excel format description
April 21 3
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2 How to access SupplyOn

To work with SupplyOn your company administrator needs to set up an account and initial
password for you. The administrator will assign the appropriate roles to you (see chapter 8, Roles

and Rights).

As soon as your customer creates or changes an order in his ERP system, the SupplyOn
application sends an automatically generated e-mail notification to the e-mail address stored in
your user account.

Log in to SupplyOn
1. by opening an internet-browser

2. click Login

3. and enter your User ID and Password

SupplyOn - The Supply Chain B X

) https//www.supplyon.com

SUPPLYON )
) Support  English v Search

SOLUTIONS INDUSTRIES CONSULTING CUSTOMERS TRAINING FOR SUPPLIERS

French Aero: Recovery

Program ply, the
supply chain platform for the

Emerge stronger from the
pandemic by implementing

ae e indu d benefit

from attractive conditions

a Control Tower approach
for your supply chain.

READ THE GARTNER REPORT

> Act now!

4 steps to gain full control over your supply chain - not only in times
of crisis

1 2 2 4

GARTNER 2020: SUPPLYON RECOGNIZED AS A LEADER IN MAGIC QUADRANT

Figure: SupplyOn home page with Login button
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Depending on your roles, you may see different tiles than used in the following screenshots.

1. Click the tile Logistics & Finance

SUPPLYGN ) My SupplyOn  SupplyOn Services ¥

SupplyOn > Home

Action Management >

Share action plans with your
customers.

15 Home

@ Heip & support Collaboration Folders >

B Feedvack

<

Work on development projects
with your customers.

Logistics & Finance
L

Access the demand and delivery
processes including E-Invoicing

Administration v

AirSupply Logistics >

L5
Access the demand and delivery
processes including E-Invoicing

concession and notification of
escape for the aerospace industry.

Document Management -

Receive and review important
documents from your customers.

Performance Monitor >

~

Find key figures on the product
and delivery quality of your
customers

Business Directory

3]

Find the master data of your
company.

Flexible Survey

Find and edit surveys from your
customers

Problem Solver

0

‘Actions due within 24 hours

0

>

Are you using the best
browser?

Please use Google Chrome,
Mozilla Firefox or Micrasoft
Edge (Chrome-based versions
since January 2020) for
highest speed and
functionaity. More:

Gongratulations - you
have no urgent tasks

Figure: Home screen with tiles per application and actual notifications

April 21
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3 How to work with the Dashboard

The prerequisite for an invoice is a demand like a Purchase order (PO), which usually needs to be
confirmed before invoicing, or an Advance Shipping Notice (ASN).

After login, the Dashboard is displayed.

Depending on your roles, you may see different tiles than used in the following screenshots.

p— o
Logistics & Finance searen
5 o oréers > Delivery Instructions > Delivery Ferecasts > amcanons >
oo . 10 0 0 0
W Fanning : o E T - : - - -
[ . Order Status
——
fo— 10
- s -
0
Confirmable Orcers > Alerts 4 elnveicing > Settings and Master Data
13 124 34 Do and Uplosd Setings
-~ Download Profiles
e St e sl e Ststos e
- —— > Moteriol Mastes Dot
] ey At 8 S nems v k) 5 Org. Master Datn
- — + Poslomnseos Dew
e ——
12 J— 0
—
e B

Figure: Dashboard

Scroll down to the elnvoicing tile. Within the Billable Items Due, all POs and ASNs which are not
yet invoiced are consolidated.

2. Click Billable Items Due

Dashboard ] efresh 4 Min A° e
Logistics & Finance
Confirmable Orders 3 Alerts > elnvoicing > Settings and Master Data
5 ossn
26 1 42 3 5 Down- and Upload Settings
Totai Confirmable Orders Total ew Alerts Total Bibabie items > Format
- v 5 Download Profiles
[ . Order Status Type Billable Item Status Master Dats
- a > Material Master Data
& Delivery v Duled 3 = 8 < Org. Master Data
W Moatoring v L ] % Performance Data
Pastly Confirmed 2 FRAASH Alerts. 45
el ‘ S
Open 21 Matenal Status Aty 0
© interactive Tour I
Confirm Orgers Demand feds 89
@ weipa suppon
B Feedback
Forwarder Pickup Advice - Advance Shipping Notice > VMI (IPR) > Kanban 3

Figure: Dashboard with elnvoicing tile
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The billable items list with the tabs for the POs and the ASNs is displayed.

My SuppOn > Logistics & Finance » Invoice st 3 Billable tems list |
4 o
| Purchase order (15) Advarce Shipping Notification (ASN) (18 Oy show billable items due for invoicing (D Show list of hidden ems  Missing bilissie items? \‘i ff
Document No. rem Matenal number Description ot quantityatue Binavie Customer Suppher Confirmed quantity Deirvery aate
[ ]
[ 500 s Semens Trining, 0t rg-Acceptance Sieme 520 ¢
[ 50 50 Semens Trining, ¢ rg-Acceptance Seme 520
[ 50 s Siemens Taining DE rg-Acceptance Sieme 520
[ 850 850 Swemens Training, DE trg-Acceptance Sieme 1600
[ | sseosaress 50 500 Semens Traning, O trg-Acceptance Sieme 500
[ | sseoszres 50 180 Semens Traning, O trg-Acceptance Sieme 20
) 50 108 Semens Trining, 0F trg-Acceptance Sieme 520
|« 0 0 0 Semens Trining, DE trg-Acceptance Sieme 0
0|« 00020 0 0 Semens Trining, DE trg-Acceptance Sieme 0
|« o010 50 50 Semens Tining, DE trg-Acceptance Sieme 00
|« 50 50 Semens Tnining, DE trg-Acceptance Sieme 500
0|« 50 Semens Tnining, DE trg-Acceptance Sieme £
0|« B Semens Tuining, DE trg-Acceptance Sieme s
) e Semens Tuining, BE trg-Acceptance Sieme s
|+ Tainegadice 18522 500 500 Semens Training, DE tg-Acceptance Sieme 500
‘ ,

Figure: Billable Items list with tab Purchase orders and tab Advance Shipping Notification
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4 How to create an invoice

Log in to the SupplyOn system and open the billable items list, as described before. The tab
Purchase order is automatically activated.

4.1 Create invoice

1. Select one or more PO items and

2. click Create invoice.

My SupplyOR > Logistics & Finance > Invoice list > Billable items list
|” 9 Hide selected items | | Download curentlist | [ ¢ sack |
Purchase order (15) Advance Shipping Notification (ASN) (17) (O only show billable items due for invoicing [ show list of hidden items Missing billable items?
Document No. Item Material number Description Total quantity/value Billable Customer Supplier Confirmed quantity

raining-Article-1632-2 Siemens Training, DE trg-Acceptance Sieme

Siemens Training, DE
Siemens Training, DE 50
Siemens Training, DE 1600
Siemens Training, DE E

150 Siemens Training, DE

Siemens Training, DE

Siemens Training, DE

Siemens Training, DE

Siemen:

airing, DE

B8 883353838838 8382383

HEEEDEEEE EE ||| =

Siemens Training, DE trg-Acceptance Sieme

Figure: Billable items list

NOTES:

Your invoice may include items of one unique PO reference only. Please do not select items of
different POs.

In case you miss the PO in the list, it may not be confirmed yet.
Depending on the purchasing process, an ASN may be required before the invoice can be

created. In this case you will not find any billable PO item. Please click on the Advance
Shipping Notice (ASN) tab and search and select the appropriate ASN item.
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How to create an invoice

3. Select the invoice Type and

4,

click Confirm.

Create invoice

Customen

Supplier:

Siemens Training, DE

trg-Acceptance Sieme

repayment invoice

[ Cancel

Figure: Overlay screen Create invoice with invoice type selection

Most of the data have been taken from the PO and are already pre-filled within your
invoice form. You only need to check available data and add a few data to create the

invoice. Mandatory fields are marked in yellow.

Enter your internal Invoice number and Date,

the Delivery / Service completion date and

1.
2.
3. select the Invoice content.
4.

If applicable and needed, please add references relevant for the specific payment
methods QR-bill in Switzerland in the Add other reference block. The invoice form
supports the entry of the QR reference under payment reference as well as the QR

IBAN.

Invoice header details

Supplier information

My SupplyOn > Logistics & finance >

(o] (o] (o]

Invoice list > Invoice

‘ M save as template

Invoice header details

Customer information

Line items.

Additional invoice

information

o

5

nvoiea

Payment information

Totals

Attachments

prm—

© add other reference

Supplier information

Supplier
[+

Supplier numbers  S00DD114

stetus: Ready to send @) Help

Additional invoice information

Retentionin % |0

Bonus agreement | No

Invoice issuer

© Add invoice issuer

4. Figure: Invoice with Invoice header details

NOTE: SupplyOn also supports the entry of references related to the “old” payment method
ESR (deposit slip or “Einzahlungsschein mit Referenznummer”) in Switzerland. If applicable,
please open the Add other reference block and enter the ESR reference number under
payment reference and the ESR participant number in the payee’s reference field.
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How to create an invoice

5. The Supplier information is already completely pre-filled.

Supplier information

Supplier

Supplier number:

Mame 1:
Mame Z
Street

City:

Postal code:
Region:

Country:

Type:

Number:

Type:

Number:

D

50000100

| Testsupplisr

| Test Street

| Test City

| 90999

Germany

Reference number 1 | 1 Delete

WAT registration number

DE1234556789

Reference number 2 | [ Delete

Company registration number

HRG1111

© Add reference number

© Add contact

Figure: Invoice with pre-filled Supplier information

NOTE: Your supplier Company Registration Number is taken from the seller master data.
Please see how to maintain the master data here.

The source of all other data is the PO.

April 21
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How to create an invoice

5. The same applies to the customer information, which is also completely pre-filled.

MySuppyn » togeris & frarce * I

) o oo~
=== | \ \

Customer information

Silach et @ Invoica

[R5 tempie |

Invoice header detals
Supplsr information Customer
Customer information

Line tems

Adcifional imoice
information

Payment information

Torals

Arzachmens

Ship 1o

Invoicee

B Delera invoicze.

© dd conac

Dt @ Hep

Figure: Invoice with pre-filled Customer information

6. Check the item quantity and the price per unit and enter the country-specific tax

rate.

My SuppiyOn > Logistics & Finance > Invoicelist > Billable items st > Invoice

[Comoia] [someed - |

‘ A Save as template

Invoice header details Line items (1)

Additional invoice

information

Additional invoice information
Payment information

Allowance / charge on document level
Totals
© Add allowance / charge
Attachments
Legal information

Legal information 1 | T Delete

Type of legal + | Reguiatory information -

o 123,438,789, 101, HRG 12345

© Add legal information

supplier information i Remove

CE T TR = Line item Material number Description Quantity
number

Line items & q

Delivery /
service

Net price w/o
allowances /

completion date _charges

AD2C0001632-2 Training-Articie-163

14750 4560521297 /00020 744.675,00

Purchase order
item

status: Draft @ Help

Net amount Tax rate (%)

—

Figure: Invoice with Line items and tax rate

To find more line item information click Details.

April 21
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How to create an invoice

oad = \ \ W Save as templzte.

ot @ rep
Line items (1)

i Remove

s Line

flﬁl

Purchase order
Lo Net amount Taxrate ()

Additonsl

Additional line ftem information

Figure: Invoice with Line items details

NOTE: If the tax rate entered is 0%, please specify the reason by selecting an appropriate tax
category.

If applicable, please double-check the item allowances or charges pre-filled.

The Additional invoice information section includes your supplier Regulatory information as
well as the option to add any Allowance / charge on invoice level.
Additional invoice information

Allowance / charge on document level

© Add allowance / charge

Legal information

Legal information 1 M Delete
Type of legal information: Regulatory information v
Text of legal information Worstand Kai Mustermann, Max Musterman ~
(Vorsitzender), HRG1111 [¥]

© Add legal information
Figure: Invoice with Additional invoice information

NOTE: The regulatory information is taken from your seller master data. Please see how to
maintain your master data here.

April 21
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L How to create an invoice

Within the Payment information you can view the Payment terms, which are pre-filled from the
PO and do not need to be changed. Please add your bank details once.

6. Click Add bank details

nveice list > Billable itams list > Invoice

My Supply@n >

Logistics & Finance >

‘ M save as template Status: Draft @) Help

Invoice header details

Supplier information

Customer information

Line items

Additional invoice

information

Payment information

Payment information

Prepayment

© Add prepayment

Payment information

Payment instruction 1

Payment terms
pe: | Discount

woice date

Referance date -

Totals

Attachments

Percentage

e Discount

© Add bank details

Figure: Invoice with Payment information

You can see that some fields are mandatory and need to be filled by you. Besides the fields
marked in yellow, once you enter your IBAN, in the setup for your customer Siemens also the BIC
is required.

nvoice list >

My SuppiyOn >

Invoice header details

Logistics & Finance > Invoice [20210305]

‘ M szve as template stus: Draft @ Help

Payment information

Supplier informati
upplier information Prepayment

Customer information

Line items

Additional invoice

information

Payment information

Totals

Attachments

O Add prepayment

Payment information

Payment instruction 1

Payment terms

Discount

nvoice date

Reference date

Days

ty |74

Percentage

Discount

e 1000%

Bank details | Delete

Figure: Invoice with Payment information and bank details

NOTE: If you enter the bank details once, the SupplyOn application saves the entry in the
Bank data template and provides it for selection the next time.

April 21 13
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7.

In the case described in the NOTE above, select the relevant bank details entry.

Bank data template:

Account holder name:

BAN / Account Number:

BIC / SWIFT code:

Bank key:

Bank name:

Mr. Miller

DE12345678901 234567890
HVE Munich

Teste 23456
DE1234567890123456T7390
HWE Munich

Tester 23456
DE12345678901234567390
HYE Munich

trg-Acceptance Siemens Seller
DE1234567891234567811

Test

Figure: Invoice with Payment information with Bank data template drop down

All fields are filled automatically by selection.

Bank data template:

Bank details | M Delete

IMF. Miller

Bank key:

Account holder name: |Mr. Miller

BAM f Account Mumber: |DE123456?89[J12345E?89[]

BIC / SWIFT code: |H'T"|.-'EDEMM}{}D{

Bank name: |H'-."B Munich

Figure: Invoice with Payment information with Bank data fields

April 21
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8. Inthe Totals section please double-check the total amounts.

Invoice header details

Supplier information

Customer infarmation

Line items

Additional invoice

information

Payment information

Totals

Attachments

My SupplyOn > Logistics & Finance > Invoice list > Billableitems list > Invoice

| < Back to list ‘

[oommens - |

‘ M save as template ‘

© Add home currency

Taxes

Taxable amount Tax rate

Taxes VAT 2000% 744.875,00

Total tax amount

Total calculation
Total line ftems

Total aogitional amount

Total amount

Attachments

Taxes Currency

20% 14837500 EUR

14897500 EUR

Net amount w/o allowances / charges Allowances / charges

73750000 737500

731.500,00 7.375.00

Drag fles here 1o upload them.
or

Select

Status: Draft @) Help

Net amount Tax rate Taxes Total amount  Currency
74487500 20% 148.975,00 89385000 EUR
744.875,00 148.975,00 893.850,00 EUR

Total invaice amount 893.850,00 EUR
Prepayment amount

Total amount 893.850,00 EUR

Ex £ B

Figure: Invoice with Totals and the related invoice amounts

9. In case you would like to attach a document to the invoice, you can either drag and drop
it here or upload it by clicking Select.

Invoice header details

supplier information

Customer information

Line items.

Additional invoice

information

Payment information

Totals

Attachments

B

My SupplyOn > Logistics & Finance > Invoice list > Billable items list > Invoice

(oo = |

‘ M save as template

Taxes Currency

Totals
© Add home currency
Taxes
Taxable amount Tax rate
Taxes VAT 2000% Tas87500

Total tax amount

Total calculation

Total ine items

Total additional amount

Total amount

20% 14897500 EUR

148.975.00 EUR

Net amount w/o allowances / charges Allowances / charges

737.500,00 737500

737.500,00 7375,00

Drag files here to upload them.
or

Select

Status: Draft @ Help

Net amount Tax rate Taxes Total amount Currency
74487500 20% 148.975,00 89385000 EUR
744.875.00 148.975,00 893.85000 EUR

Total invoice amount 89385000 EUR
Prepayment ameunt

Total amount. 893.850,00 EUR

Figure: Invoice with Attachments and drag and upload function

April 21
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4.2 Check and send the invoice

10. Clicking Check will verify if the invoice meets your country-specific legal and the customer
requirements.

My SupplyOn > Lagistics & Finance > Inveice list > Billable items list > Invoice [20210305]

B [ < seckroiit ] [ pounioad ~ | [ W save as template

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

Totals
Invoice header details
Supplier information © 4dd home currency
Customer infermation Taxes
Taxable amount Tax rate Taxes Currency
Line items.
TesVATIO00%  Ta4STS0d 8% 14152635 ER
Total tax amount. 141526.2! EUR

Additianal invoice
information

Total calculation
Payment infermation

Net amount fenarges Al / eharges Netamount  Taxrate Taves Total amount  Currency

Totalline fters 73750000 737500 74457500 9% 14152625 86640125 EUR
Totals

Total aaditional amount

Total amount 737:500,00 7.375.00 744.875,00 141.526,25 88640125 EUR
Attachments

Total invoice amount 88640125 EUR
Frepsyment amount

Total amount 886.401,25 EUR

Attachments

Drag files here to upload them.
or

Select

Figure: Invoice with successfully check message

The validation was successful.

7. Send the invoice.

Save as draft

Figure: Invoice with Send button

By clicking on the invoice number, you can check the preliminary print. To finally send the invoice

11. click Send document(s).

Please click on following link in order to check the document(s) before sending:

20210305

The original documents are available as download for archiving in the sent invoice list within a
couple of minutes.

By clicking on "Send” you agree to the "elmvaicing Terms and Conditions”

Send document(s) | ‘ Cancel

April 21 16
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Figure: Invoice with Overlay screen to send documents

The invoice is located in the Sent folder.

My SupplyOn > Logistice & Finance > Inuoice list

E-Mail Notifications
Hide duplicates Show/hide columns

Draft(126) | Readyto send (56)

Document No. Type Invoice date Status Customer processing status Customer Amount

Invoice 16022021 sent trg-Acceptance Siemens Buyer 147500000 EUR

ogd

Figure: Invoice list with tab Sent

April 21 17
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5 How to create an invoice correction

The elnvoicing application supports three ways of an invoice correction

v/ Credit note - possibility of cancelling all or part of an invoice
v" Price variation credit - possibility of a subsequent price correction as credit

v" Price variation debit — possibility of a subsequent price correction as debit

Log in to the SupplyOn system and scroll to the elnvoice tile.

1. Open the invoice list by clicking ->

.
SupplyOn > Logistics & Finance > Dashboard C LsstRefresh 1 MinAgo M Alers

Logistics & Finance

Confirmable Orders > Alerts > elnvoicing Settings and Master Data

85 Dashboard 26

Total Confirmable Orders

142 33

Total New Alerts

Down- and Upload Settings
- Format
> Download Profiles

Total Billable Hems

Demand o ~ Order Status Type Billable item Status

L] Master Data
R . - [ —  Material Master Data

Dated 3 Inventory Alerts 8 Billable ltems Due 33 > Org. Master Data
B oelivery > [ ] [ - Performance Data
. Partly Confirmed 2 FPAJASN Alerts 45

Monitoring v

L |

BB Invoicing v Open 21 Material Status Alerts 0
L |

© Interactive Tour Confim Orders prmm et &
@ Help & Support

Forwarder Pickup Advance Shipping VMI (IPR) > Kanban >
B Feednack Advice 4 Notice 4

0

FPA Creation Due

0

10 3

ASN Creation Due

28

Projected Stock: Inventory Alerts

2

Actual Stock: Inventory Alerts

Pending FPA Pending ASN
Material Situation at the end of
Due Deliveries Due Deliveries today
. ] | Delivery Status
ﬁ Overdue 0 Overdue 10 Below Zero 2 B o 0
M T PR a

Figure: Dashboard with elnvoicing tile

Only sent invoices can be cancelled. Therefore,

2. open the Sent tab

My

SupplyOn > Logistics & Finance > Invoice list

Sent (86) Hide duplicates

Dtz Resdy
Document No. Type Invoice date Status ‘Customer processing status ‘Customer Amount

O A document e - ] ® - -

| mae Ivoiee 2122017 sent trg-Accestance Siemens Bujer £.56401 EUR

|2 Inoice sent trg-Acceptance Sieme

= Invoice sent trg-Acceptance Sieme

|z Invoice sent trg-Acceptance Siemens Buy

o Invoice sent trg-Acceptance Siemens Buy

= Invoice sent trg-Acceptance Sieme:

|- o sent tgeac

|2 [ sent E

= [ sent oA

ik Invoiee sent trg-Accestance Seme

[ 101200 Invoice sent trg-Acceptance Siemens Buy

Figure: Invoice list with sent invoices

April 21 18
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5.1 Create Credit note

Suppose your customer has returned the goods you delivered. Therefore, you may want to cancel
all or part of your invoice.

For example, you originally invoiced for 10 parts. The customer has now complained that 2 of the
parts are damaged. The credit note shall include the 2 pieces returned.

3. Select the invoice you want to create a credit note for,

4. click the drop-down menu within Create supplementary

5. and select Credit note (Cancellation).

My SupplyOn > Logistics & Finance > Invoice list

Crealesupplemen‘taq: I | Upload invoice | | Download - | | Print ‘ | M save as template
Credit note (Cancellation) |

Draft (127) Ready Hide duplicates
Price variation credit

Document No. o etion e Invoice date Status
1 Tice variation aebr [
I:I pes - @ H Q ‘ -
[] | mAsr221217 Invoice 22122017 Sent
Invoice 01.03.2021 Sent
|| Invoice 16.02.2021 Sent
1]z Invoice 08.02.2021 Sent
= Invoice 26.01.2021 Sent
= Invoice 12.01.2021 Sent

Figure: Invoice list with selection of Create supplementary and the entry Credit note (Cancellation)

6. Click Confirm

Create credit note

Cancel

Figure: Overlay screen with Create Credit note confirmation

The Credit Note screen is opened and pre-filled with all the entries of your initial invoice (which is
why you do not have to choose a template from the drop-down menu in the screen above).

7. Define a Credit note number.

<o | [ oume | [(owmion = | [t | [ Wsswastompine et © e

Details credit nate Details credit note

Additional invoice information

Payment information

Totals o .
Supplier information

Figure: Create Credit note with Credit note number field

April 21 19
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8. Set the original quantity from 10 to 2, for this example

Line items (1)

1 Remove
Delivery / service ot Price w/o Purchase order
4 Line item number ~ Material number  Description Quantity v allowances / : Net amount Tax rate (%)
completion date item
charges
& 1 A02C0001632-2 Training-Article-1832-2 14750 4561321242/00020 2212500 19

Figure: Create Credit note on line item level at quantity

5.1.1 Check and send the Credit note

9. Perform the same steps like for the check and transfer of an invoice as described here.

5.2 Create price variation credit or debit

The Price variation credit or debit is the possibility of a subsequent price correction as credit or

debit. You can change the price per quantity.

1. Select Price variation credit or Price variation debit and perform exactly the same next

steps as for the Credit Note, as described here.

My SupplyOn > Logistics & Finance >

[ Create SJppIementaryD | Upload invoice = | | Download ~

| Print | | A save as template

Credit note (Cancellation)

Drat {127) Ready Hide duplicates

Invoice date

fpes - 1

Document No.

Invoice 22122017
09.03.2021
01.03.2021
01.03.2021
01.03.2021

16.02.2021

Status

Sent
Sent
Sent
Sent
Sent

Sent

Figure: Invoice list with selection of Create supplementary and the entry Price variation credit

NOTE: Within a Price variation credit or debit you will be able to change the price per unit

only. The quantity is not editable.

April 21
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6 Further input channels

The elnvoicing application enables you to generate invoices and other financial documents such
as credit notes in your system as MS Excel or PDF files.

The Excel files (CSV, XSLX) can be uploaded conveniently via data upload. The PDFs can be
sent via e-mail. For both methods certain content and formats are required.

6.1 Upload invoices in Excel format

To send multiple invoices and invoice corrections at the same time, you can upload them
conveniently as a CSV or XLSX file.

Please refer to our always updated SupplyOn CSV elnvoicing Portal where you find all important
information and clear instructions.

We recommend to watch the video in the chapter Getting started first. You can also open the
media library and search for the relevant tutorial by entry of the free text search key “elnvoice CSV
and XLSX Upload”.

6.2 Send invoices in pdf format

Please refer to our always updated PDF Information page - where you will find all important
information and clear instructions.
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7 Archiving of invoices

It is recommended to archive the invoice or invoice correction document created in SupplyOn for
auditing purposes.
2. Within the Sent tab select one or more invoice document(s).
Click the drop-down menu within Download

4. And select the entry Original document

Customer processing status Custome

Figure: Invoice list with tab Sent and download original document

Open the downloaded zip file and save the provided Original invoice PDF document(s) in your
system.
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8 Configure my view

To facilitate your work in SupplyOn, you have the option of setting up personal views. We
recommend to use this feature in the Invoice List screen.

1. Click Show/hide columns

My SupplyOn > Logistics & Finance >|

Create invoice ~ Upload invoice +

Q @ rep

Document No. Type Invoice date Status. ‘Customer processing status Customer ‘Amount
| All document types - ] ) - -
] Invoice Sent trg-Acceptance Siemens Buyer -
] Invoice Sent trg-Acceptance Sieme
] Creditnote sent trg-Acceptance Sieme
] Invoice Sent trg-Acceptance Smer
] Invoice Sent trg-Acceptance Sie
] Invoice sent trg-Acceptance Siemens
] Invoice 26012021 sent tng-Acceptance Sier
] Invoice 12012021 Sent trg-Acceptance Siemens Buyer
] Invoice Sent trg-Acceptance Sie
] Invoice sent tng-Acceptance Siemens Buyer
] Invoice Sent trg-Aceeptance Sieme
=] Invoice Sent trg-Acceptance Sieme 74457500 EUR
Figure: Invoice list with activated Sent tab and menu item for Show/hide columns

My SupplyOn > Logistics & Finance > Invoice list
Al 0
Drat (128 Readytosend (59) | Sent (90) Hide duplicates Showinice cumns

Document No. Type. Invoice date Status. ‘Customer processing status Customer
O All document types - e @ . - v Document No.
mIE Invoice 01032021 Sent g Acceptance Semens Buyer v e o
] Invoice 01.032021 sent trg-Acceptance Sie v Invoice date
= Credit nete 21 sent trg-Acceptance Sie v status
= Invoice. 01.03.2021 sent trg-Accept v Customer processing status
=] Ivoice B 21 Sent trg-Acceptance Siemen: [
]2 Invoice 09.022021 sent trg-Acceptance Sie e
O|oe Imvoice 26012021 sent trg-Acceptance Sie
] Invoice Sent trg-Acceptance Siemens * Sopplerorgzniston
mlE Imvoice sent trg-Acceptance Sie * Channel
= Invoice Sent trg-Acceptance Siemen: % Last change by
=] Imvoice sent trg-Acceptance Siemens X Lastcnange on
=] Invoice 10.112020 sent rg-Aceaptance Si % Castomer organization
O Invoice 10.11.2020 Sent rg-Acceptance Sie e o,
mlE Inveice. 13102020 Sent trg-Acceptance Sie
] Invoice 13.102020 sent trg-Acceptance Sie
mlE Imoice 13102020 sent trg-Acceptance Sie x
= Invoice 13.102020 sent trg-Acceptance Siemens * Shipto
=] Imvoice 05102020 sent trg-Acceptance Sie X Invoicee
mE Invoice 20 sent trg-Acceptance Siemen: x Snip from
=] Imvoice 08092020 sent trg-Acceptance Siemen: R
] Invoice 12082020 Sent trg-Acceptance e
=] Imvoice 11.062020 sent trg-Acceptance Sie
O Invoice 10082020 Sent trg-Acceptance Sie % Defvery/senics completen dste
=] Imvoice 21072020 sent trg-Acceptance Sie % Referenced invelce no.
O Invoice 12072020 Sent trg-Acceptance Sie: % Unique 1D (GUID)
] Inveice 14.07.2020 Sent trg-Acceptance Siemens Buyer X Invoiced amourt
O Inveice. 13072020 Sent trg-Acceptance Siemens Buyer EES T

Figure: Invoice list with selection of columns to show or hide

Note: The selection of columns differs per activated tab, like Sent or Draft.
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Roles and Rights

3. If you want to add a column, click in the line with the red x

4. If you want to delete a column, click in the line with the green tick

Showhide colum

Reset all filters

Document Mo,
Type
Invoice date

Status

Customer processing status

Customer
Amount

Supplier organization

Channel

v
L W
EUR
urR ¥
EU
I
W0 E v
W0 E
v
0 E
)
0 E
of *
0F %
0E =
EU *®
W0 E
x
UR
x
W0 E
R X
0 x
EUl x=
W0 E x

Figure: Selection of columns to show or hide

9 Roles and Rights

Last change by

Last change on
Customer organization
Reference PO Mo,

ASN f Delivery Note Mo.
Buyer plant

Ship to

Invoicee

Ship from

Reset all filters

Cocument No.
Type
Inwoice date

Status

Customer processing status

Customer

Amount

Supplier organization

Channe
Last change by

Last change on

Customer organization

Reference PO Mo.

ASM f Delivery Note No.

Buyer plant

Ship to

Showhide columd

The SupplyOn Company Admin is authorized to create new users or to assign roles to already

existing users.

For working with the invoice process the following area of responsibility is needed: Order
Fulfillment, Finance Processes.
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Roles and Rights

Areas of responsibility

Name

Company Administration

8|0

Order Fulfillment, Finance Processes

Quality Management

Sales

Shipping, Goods Receipts, Warehouse ...

O O O 0o

Supply Chain Administration

Description

Company master data, users and permis. ..

Supply Chain Management.

Supplier Quality Management (QM).

Sourcing to Contract, Progress to Order ...

Shipping, goods receipts, warehouse ma...

Demand, logistics and finance processes.

More information

More information

More information

More information

More information

More information

More information

Figure: User Management with Edit User and Areas of responsibility

After clicking More information, the following help page is displayed. Here you can see the tasks
the user can fulfill with this responsibility.

Logistics & Finance

« Creating invoices
« Editing finance processes

Order Fulfillment, Finance processes

« Displaying demand and logistics data
«_Edi | { call-off |

Figure: Help page with explanation for Order Fulfillment, Finance processes responsibility
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10 How to maintain master data that is required in an

invoice

Invoices require the entry of company-specific and regulatory information, such as the responsible

register court and the commercial register number.

These data can be maintained permanently in the Seller Control Point master data. After having
been entered there once, they are automatically transferred into your electronic invoice form. Of
course, this information needs to be maintained properly by you. The necessary steps are

described here.

Only users with the role ControlPointAdmin are able to perform the following steps. How to

assign roles is described here.

Company Administration (assigned)

Role Status Description

are included.

CompanyAdmin assigned Manage company data. For suppliers, the of the roles "BusinessD

GontrolPointAdmin assigned Greation and administration of sites in the Supply Chain Directory. Article data administration

Figure: My user: My roles tab with the Company Administration roles

1. Log in to the SupplyOn system,
2. open the drop-down menu next to Administration

3. And select the entry Logistics Settings

—
SUPPLYC\D‘N_. ) My SupplyOn SupplyOn Services v Administration v

B My User Account
My SupplyOn > Logistics & Finance > Invoice list

My Substitutes

User Management

Draft (127) Ready to send (57) Sent (38) Customer Responsible
Document No. Type Company
I:l All document types
Logistics Settings

I:l emply Credit note
]| empty Credit note Contract & Invoice
[ | empty Frice variation credt My user administrators
[ | rge202010072 Invoice TR
[] | 20200808 Invoice 08.09.2020

Figure: Administration drop-down menu with all entries

Status

An automatically performed search result is displayed. You see your company structure. To

maintain the master data,

4. Open the Control Point by clicking on the marked symbol

Type [ cPa state MP Status DUNSHo city

Figure: Automatic displayed Search result in Spin with marked Control Point

@ ace Seter so.901-56% Matbesgmons

Country
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The next automatically performed search result is displayed.

5. Click into the Control Point Name

My SupplyGn > Spin © Help and support | Print | Message to support
gm Ad:"i"is|'ﬂ‘i0" Search Control Points of Organization trg-Acceptance Siemens Seller
rganization

e Return fo search result
Supply Chain Directory Here you can search for your existing contrel points or create new ones. Create New Control Point
a Maintenance

Please choose the criteia for your control point search. More critera entered vill give more precise search results. You may use the vildcards ™ and *2"

Control Point D

Control Point Name

Control Point Short Name

DUNS Suffix 90.901.5636

Resuts rom 1102012

Control Point ID Control Point Name DUNS Suffix Control Point Short Name Plant Calendar

10016680 trg-Acceptance Sieme. TRG-SIE SELLER Edit

10026611 Temens Seler SIEMENS SELLER Edit

Figure: Automatic displayed Search result within Control Points of an organization

The Control Point Details tab is activated. To enter data

6. click Change Details.

My SupplyOn = Spin

Data Administration Details of Control Point trg-Acceptance Sieme
Organization

o Maintenance

Supply Chain Directory CP Details  User Activation Metwork Links
o Maintenance

Control Point Data

Contrel Peint ID 10016680

Control Point Name * trg-Acceptance Sieme
Control Point Short Name * TRG-SIE SELLER
DUNS+4 99-001-5626-

EDI Partner

Timezone (GMT+01:00) Eurcpe/Berin

Figure: Details of one Control Point of an organization

Scroll down to the section of Document Footer Information
ensure that the entry REG — Regulatory information is displayed

and enter your data as shown in the marked area of the screenshot. Please enter your
commercial registration number in the 5% line.

| Document Footer Information

REG - Regulatory Information v Supplier Name

Line 2 (512 Character) Registration Court

Line 3 (512 Character) Executive Board: John Doe

Line 4 (512 Character) Chairman of the Beard: Peter Doe

Line 5 (512 Character) HRG12346

Figure: Control Point Details with the Regulatory information in the section Document Footer Information
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10. Save your entries

My SupplyOn > Spin

Qrganization
a Maintenance

Supply Chain Directory
o Maintenance

Maintain Contrel Point trg-Acceptance Sieme

CP Details
ain.vour control poi

Control Point ID 10016680

Control Point Name * trg-Acoepiance Sieme

Control Point Short Name TRG-SIE SELLER

DUNS Suffix

EDI Partner

Timezone * (GMT+01-00) Europe/Serlin -
pvuress____________________________________________________________|
Name *

irg-Accaptance Siemans Seller

Name annex 1

Neme annex 2

Name annex 3

Street * Ludwigstrasse 42

zip 85300

city* Halloergmoss

Country * Gemany v
Region - hd

Document Footer Information
Line 1 (512 Character)

REG - Regulatory Information ~ Supplier Name

Line 2 (512 Character) | Registration Gaurt

Line 3 (§12 Character) | Executive Board: Jonn Doe

Line 4 (512 Character) | Chairman of the Baard: Peter Doe

Line § (512 Character) | sme12345

Figure: Control Point Details with Save, Reset and Cancel buttons
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