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Create an elnvoice - India-specific guide

1 About this Manual

The content of this manual shows you how to work with the elnvoice module within SupplyOn for
the creation of India domestic and non-domestic invoices.

1.1 Abbreviations

Abbreviation Meaning

PO Purchase Order

ASN Advance Shipping Notice
Csv Character-separated-values
ERP Enterprise-Resource-Planning
PDF Portable Document Format
XLSX MS Excel format description
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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

upply Chain B. X

) https//wwwi.supj

SUPPLYON ) port English v earch
Sup) gl Sea

SOLUTIONS INDUSTRIES CONSULTING CUSTOMERS TRAINING FOR SUPPLIERS

French Aero: ce Recovery

Program ply, the
Emerge stronger FI’OITl the supply chain platform for the
pandemic by implementing -

e industry and benefit

from attractive conditions

a Control Tower approach
for your supply chain.

READ THE GATNER 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 Supply Chain Collaboration

suppurc@: ) SupplyOn Services v  News aammsmaton v ars v

Homa © Lastretresh 0 mmutes ago S Eart dashtoard
Business Directory > Flexible Survey > Supply Chain Collaboration I TIPS & tricks.
Fing and edi ihe master dala of your Find and edil surveys fom your demand and dellvery
company. customers Inciuing E-nvoicing
5o
open open open
@ veip for mis page
B Feemack
Sourcing &3
Rsquests dus Gpen e
days
Pusi

<

Figure: Home screen with tiles per application and actual notifications
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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.

Dasnboara &
Logistics & Finance searen
5 o oréers > Delivery Instructions > Delivery Ferecasts > amcanons
oo . 10 0 0 0
. Order Status
——
10
- s -
0
B e
Confirmable Orcers 4 Alerts elnveicing > Settings and Master Data
13 124 34 Do and Uplosd Setings
-~ Download Profiles
e St e
-
] ey e 8 > O -
- — + Poslomnseos Dew
e ——
e 12 °
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 C LastRefresh 4 'y

Logistics & Finance

Confirmable Orders > Alerts elnvoicing > Settings and Master Data
i i

26 1 42 3 5 Down- and Upload Settings

Tots Confamsbie Orders ToalNew ke Total Bisble hems > Format
L - - Download Profiles
[— Order Status Type Billable item Status Master Dats

- a » Material Master Data
m Osivery v Datea 3 —— 8 Bt lloms Due 35 > Org. Master Data
M Monitoring v . | < Performance Data

Partly Confirmed 2 FRAASH Alerts. 45
o I

open 2 el Stans sens 0
© interactive Tour I

Confirm Orgers Demand feds 89

@ eipa suppont
B Fecdback

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

Figure: Dashboard with elnvoicing tile

10 28

Panang ASH

3

Prosscied SI0CK. Iveatory Aleet

December 22




Create an elnvoice - India-specific guide

The billable items list with the tabs for the POs and the ASNs is displayed.

ﬁ
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| Purchase order (151 | | avarce sopng nevreater

(ASN) (18

Document No. Ttem

00000000000 0000| D

Matenal number

Oy show billble s e for invicing

Description

‘Total quantity/value

[ Showlist of higden items

Mizsing bilsse tems?

ning, BF
ning, BF
ning, 0&
ning, CE
ning, CE

Training, D

Training, DE

nirg, DE
ning, DE

nirg, DE

Training, DE

Trainirg, DE

Training, DE

Training, BE

trg-Acceptance Sieme
trg-Acceptance Sieme
trg-Acceptance Sieme
trg-Accepiance Sieme
trg-Accepiance Sieme
trg-Accepiance Sieme
trg-Accepiance Sieme

trg-Acceptance S

try-Acceptance S

Q @ welp

Figure: Billable Items list with tab Purchase orders and tab Advance Shipping Notification

December 22



Create an elnvoice - India-specific guide —

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
trg-Acceptance Siame
1600
Siemens Traning, OF 5o
150 Siemens Trning, OF
2%

Siemens Training, DE

Siemens Training, DE

Siemens Training, DE

B8 883353838838 8382383

=]
=]
=]
=]
=]
=]
=]
=]
5]
=]
=]
=]
=]

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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3. Select the invoice Type and

4,

click Confirm.

Create invoice

Customer: Siemens Chennai, IN

Supplier: SiemensTestINO1

[ e ||l- document type

Template:

Prepayment invoice

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.

5
6.
7
8

Enter your internal Invoice number and Date,

the Delivery / Service completion date and

select the Invoice content.

Enter your Additional document information

The following fields are conditional, i. e. they must be completed by you if applicable for
your international or domestic invoice:

Withholding tax in %: The field is prefilled with 0. Change this entry by selecting
one of the supported percentage values (1, 2, 5, 10) if applicable.

Supply Type Code: Select the supply type related to your invoice.

Beneficiary bank country: The field is prefilled with the country where your
company is located. Please confirm or select another entry.

Purpose Code: For international payments where the beneficiary bank is in Arabic
Emirates, India, Jordan or Indonesia, a purpose code needs to be provided with
your electronic invoice. Please select the applying purpose code as defined and
provided by the bank authorities.

Tax collected at source in INR.

Tax collected at source additional information.

Please fill-in the following mandatory fields if you are creating an India domestic
invoice:

Invoice Reference Number (IRN), which is a unique code generated by the Invoice
Registration Portal (IRP) and consists of 64 characters.

Acknowledge Number and date: While returning IRN, the IRP is also giving a 15-
digit “Acknowledgement No.” and “Date”. Please enter these data here.

QR Code: The IRP will generate a QR code containing the unique IRN along with
some important parameters of invoice and digital signature so that it can be
verified by an Offline App. IRP system will pass back this ‘Signed QR Code’ as
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part of the response to the request made by the tax payer for the IRN. Enter the
QR Code string which represents the IRN. Based on your entry, the IRN QR Code
is printed on the readable version of your invoice (PDF).

Invoice header details

Additional document infermation

Figure: Invoice with Invoice header details

9. The (India specific) Supplier information and references are already completely pre-filled.

Supplier information
Supplier Invoice issuer

Figure: Invoice with pre-filled Supplier information

NOTE: Your supplier Corporate Identification Number (CIN) is taken from the seller master
data. Please see how to maintain the master data here.

December 22 10



Create an elnvoice - India-specific guide

The source of all other data is the PO.

10. The same applies to the customer information and references, which are also completely
pre-filled.

ndia

Reference number

Reference number 1

Figure: Invoice with pre-filled Customer information

11. For each Line Item, check the item quantity and the price per unit and enter the country-
specific tax rate.

To find more line-item information click Details.

12. Please add either the Harmonized System of Nomenclature (Type: HSN), a six-digit
code that helps categorize products and levy a tax, or the Services Accounting Code
(Type: SAC). HSN or SAC will be prefilled from the PO or PO confirmation data if available
there. So, it is recommended to confirm the HSN or SAC (with or without changes) during
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PO confirmation so that the latest entry is transferred into the invoice form. The user guide
Siemens_Supplier_Orders 04.21.pdf (supplyon.com) shows how to confirm a PO.

If applicable, you can additionally enter your supplier part number (Type: Supplier Part
Number) here as well.

Line items (1)

o Line item number  Material number Description Quantity Met amoun it Tax rate (%)

S’j - I:l I . ‘:]-""1 00003 18,00 I:l

Figure: Invoice with Line items and tax rate and Line Item Details

13. Specify the Tax type for domestic invoices which is dependent on the state of supply.
Find out if a taxable transaction is an intra-state or an inter-state supply to determine
whether CGST, SGST, IGST or a combination applies.

CGST and respective SGST are the taxes levied on an intra-state supply. If the transaction
happens within a Union Territory, then UGST is levied with CGST. That means, (only) the
following combination of tax types are supported for domestic invoices: CGST and SGST
or CGST with UGST, IGST must be left alone.

= E 5 TRADING GOOD5 -F |1 12000 A506TTEASIAKSE / 000030 12.000.00 28.00%

Item information

Tax / Tax exemption Related Documents & References

Reference no. 1

(R 3

Figure: Line Item details - Tax information for India domestic invoices
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NOTE: If the tax rate entered is 0% (e. g. for non-domestic invoices), please specify the reason
by selecting an appropriate tax category.

If applicable, check the allowance or charge as provided with the PO line information.

Allowance / charge per line item Delivery information

Allowance / Charge 1 | 1@ Delete © Add terms of delivery

e (@) Allowance

© Add Allowance / charge

Additional line item information

Select values to be trantlered to 30 ling items  [IEEESEEUR IR o] X Cance

Figure: Line ltem details — Allowance/ charge per line item

The Additional invoice information section offers the option to add any company related
Regulatory information like your CIN number and any Allowance / charge on invoice level.

Additional document 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.

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.
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14. Click Add bank details

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

oo | [Sewrios - (e enpie wo ot @ v
Invoice header details Payment information
supplier information Prepayment
© Add prepayment
Customer information
. Payment information
Payment instruetion 1
Additional invoice
Payment terms
information
Payment type: | Discount .
Payment information S e—— -
© Reference date -
Totals
Days -
Attachments Seriod cournt quentty: |74

Percentage

© Add bank details

Figure: Invoice with Payment information

Please fill in the yellow-marked mandatory fields. In addition, once you enter your Account
Number, the Bank key is required, where you enter the “BIC/SWIFT code.

Payment information

Prepayment

© add prepayment

Payment information

Payment instruction 1

Payment terms

Bank details | 1 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.

December 22 14



ﬁ
Create an elnvoice - India-specific guide SUPPLYO\N_,)

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

Bank details [ Delete
Bank data template: |‘
T Test -
Account holder name: 12345
IBAN / A t Number: DUMTY
¢ Aocount Rumben 2434565465765765
DUMMY
BIC / SWIFT code:
DUMMY
ERRRRRRRRRRE
Bank key: DUMMY
Bank name: DumMmMY
1111111
DUMMY
DIIMBY e

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

All fields are filled automatically by selection.

Bank details | 1 Delete

Bank data template: | Test X -

Account holder name: ‘ Test

IBAN / Account Number: ‘ 12345

Bank key: ‘ ABCDEFG

BIC / SWIFT code: ‘ |

Bank name: ‘ TEST BANK

Figure: Invoice with Payment information with Bank data fields

16. In the Totals section please double-check the total amounts.

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

‘ Download ‘ ‘ W save as template status: Draft @) Help

Invoice header details Totals

Supplier information

< Back to list

© Add home currengy

Customer information

Taxes
Line items Taxable amount Tax rate Taxes Currency
Taxes VAT 2000% T44ETSO0 20% 14897500 EUR
Additional invoice
Total tax amount 14897500 EUR
information
Payment information Total calculation
Net amount w/o allowances / charges Allowances / charges Netamount  Taxrate Taxes Total amount Currency
Totals Total line ftems 737.50000 737500 74487500 20% 14897500 89385000 EUR
Total acdtional amount
PEEETIETE Total amount 737.500,00 7.375,00 744.875,00 148.975,00 893.850,00 EUR

Total invoice amount 89385000 EUR
Frepsyment smount

Total amount 893.850,00 EUR

Attachments

Drag fles here 1o upload them.
or

Select

Figure: Invoice with Totals and the related invoice amounts
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17. 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 inveice
information

Payment informatian

Totals

Attachments

My SupplyOn > Logistics & Finance > Invoieelist > Bilable items list > Invoice

(o] [5o] [

‘ M Save as template

Totals
© Add home currency
Taxes
Taxable amount Tax rate Taxes Currency
Taxes VAT 20,00% TALETS00  20% 14897500 EUR

Total tax amount 14897500 EUR

Total calculation

Net amount w/o allowances / charges Allowances / charges Net amount Tax rate
Total line items 737.500,00 737500 744.875,00 20%
Total aaditional amount
Total amount 737.500,00 7.375,00 744.875,00

Drag files here o upload them.
or

Select

Taxes

148.975,00

148.975,00

Total invoice amount 89385000 EUR
Frepayment amount

Total amount.

e

status Draft @ Help

Total amount  Currency

§9385000 EUR

893.850,00 EUR

893.85000 EUR

Figure: Invoice with Attachments and drag and upload function

December 22
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4.2 Check and send the invoice

18. 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

¢Vuu have successfully saved the
document in the status Ready to send.

Totals
Invoice header details
Supplier information © Add home currency
Customer information Taxes

Taxable amount Tax rate Taxes Currency

Line items

Taxes VAT 19,00% T4487500  19% 14152635 ER
Additional invoice Total tax amount 14152620 EUR
information

Total calculation
Payment infermation

Net amount w/o allowances / charges Allowances / charges Netamount  Taxrate Taxes Total amount Currency
Total line ftems 737.50000 757500 74457500 19% 141526.25 88640125 EUR
Totals .
fotal additionsl amount
Total amount 73750000 7.375.00 744.875,00 14152625 886.401.25 EUR
Attachments

Total invoice amount 88640125 EUR
Frepsyment amount

Total amount 886.401,25 EUR

Attachments

Drag fikes here to upload them.
or

Select

Figure: Invoice with successfully check message

The validation was successful.

19. 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

20. 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 fo the “elnveicing Terms and Conditions™

Send document(s) ‘ Cancel

Figure: Invoice with Overlay screen to send documents
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The invoice is located in the Sent folder.
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Document No.

20210305

og

My SupplyOn > Logistics & Finance > Invoice list

Create invoice ~

Draft(126) | Ready tosend (56) Hide duplicates

Uploas o -

Type Invoice date status

Invoice 01.03.2021

Invoice 16.02.2021 Sent

Customer processing status

Q| @ Hep

E-Mail Notifications
Show/hige columns

Customer Amount
trg-Acceptance Siemens Buyer 886.401,25 EUR

trg-Acceptance Siemens Buyer 147500000 EUR

Figure:

Invoice list with tab Sent

December 22
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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

Logistics & Finance

Confirmable Orders

85 Dashboard 26

Total Confirmable Orders

M Demand o ~ Order Status.
B8 Pianning v -
Dated
B Delivery ~ ™
- Partly Gonfirmed
Monitoring v
B Invoicing v open

Confirm Orders

© nteractive Tour
@ Help & Support

M Feedback Forwarder Pickup

0

FPA Creation Due

0

Pending FRA

Due Deliveries

Overdue

8

Figure: Dashboard with elnvoicing tile

> Dashboard

21

Alerts >

142

Total New Alerts

Type

| |

Inventory Alerts 8
|

FPAASN Alerts 45
Material Status Alerts 0
L |

Demand Alerts 89
Advance Shipping N
Notice

10

ASN Creation Due

28

Pending ASN

Due Deliveries

Overdue. 10

Only sent invoices can be cancelled. Therefore,

2. open the Sent tab

Figure: Invoice list with sent invoices

My SupplyOn > Logistics & finance > Invoice list
Drf(1z) | Readytosen Sent @6) Hide duplicates
Document No. Type Invoice date
O Al socument s ® @
1| mae el
=]E Invoic
0 Invoic
m]E Invoic
O|o Invoic
= Inveic
| nvoic
=] Involc
=] Invoic
=k sl
7] 1011200 Invoic

Status Customer processing status

Sent

Sent

sent

sent

Sent

sent

Sent

Sent

Sent

Sent

Sent

elnvoicing

33

Total Billable Hems

Billable item Status

L]
Bilable Hlems Due 33
VMI (IPR) >

3

Projected Stock: Inventory Alerts
Actual Stock: Inventory Alerts

Material Situation at the end of
today

Below Zero 2

Customer

C LsstRefresh 1 MinAgo M Alers

Settings and Master Data

Down- and Upload Settings
- Format

> Download Profiles
Master Data

- Material Master Data
> Org. Master Data

- Performance Data

Kanban >

Delivery Status

| o 0
T n
al @ue

Amount
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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
Tice variation aebr
== s - ] | ‘ 21 ‘ h
I:l W ABR221217 Invoice 22122017 Sent
305 Invoice 01.03.2021 Sent
|:| 160, Invaice 16.02.2021 Sent
I:l 2021_.02_09 Invoice 09.02.2021 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

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.

M save 25 template «x Drafe @ Help

Additional invoice information

Payment information

Totals T .
Supplier information

Figure: Create Credit note with Credit note number field
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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
c4 1 AD2C0001632-2 Training-Article-1632-2 14750 4561321242 /00020  22.125,00 13

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 ~

Credit note (Cancellation)

| Print | | A save as template

Drat {127) Ready Hide duplicates
Document No. Invoice date Status
] rpes - 1] =] -
] Invoice 22122017 sent
= Invoice 09.03.2021 Sent
[ ]|z Invoice 01.03.2021 Sent
O Credit note 01.03.2021 Sent
] Invoice 01.03.2021 Sent
16022021 Invoice 16.02.2021 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.
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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.

December 22 22


https://service.supplyon.com/csv/?lang=en
https://service.supplyon.com/ml/
https://service.supplyon.com/siemens/resources/files/Siemens_PDF_Information.pdf

Create an elnvoice - India-specific guide Q

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

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 +

Dreft (125) | Reacy tosend

Upload invoice =

Hide duplicates

Q| @rep

Document No. Type Invoice date Status. ‘Customer processing status Customer ‘Amount
o} A cocument oes - =] ] - -
m Invoice Sent rg-Acceptance Siemens Buyer -
] Inoice Sert tg-Acceptance Seme
7| o= Creditnote 01032021 Sent rg-Acceptance Sieme;
ol Invoice 01082021 Sent rg-Acceptance Siemes
] Inoice 16022021 Sert tg-Acceptance Siemens
] Invoice Sent trg-Acceptance Siemes
] [ Sert tg-Acceptance Seme
] Invoie Sert g Acceptancs Seme
] Invoice Sent trg-Acceptance Siemes
] [ Sert tg-Acceptance Seme
] Invoie Sert
7| 7o Invoice sent rg-Acceptance Siemens Buyer 72457500 EUR

Figure: Invoice list with activated Sent tab and menu item for Show/hide columns

The selection of columns displayed.

2. Click in each entry to configure your individual view

My SupplyOn > Logistics & Finance > Inveice list

Create invoice ~

Drat (125

Document No.

DEoEEEEEEEEEnEHEEEEHEEEEEEHEEE &

Ready to send (59)

sent (90)
Type

All document types
Invoice.
Invoice
Credit nete
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice.
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice.
Invoice

Invoice

Upload invoice +

Hide duplicates

Invoice date

oLoa2021
oL0a2021
oLos2021
oL0a2021
16022021
0022021
26012021
12012021
08122020
08122020
10112020
10112020
10112020
13102020
13102020
13102020
13102020
05102020
0092020
08092020
12082020
11082020

10082020

2020

13.07.2020

Status

Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent
Sent

Sent

Customer processing status

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

Customer

trg-Acceptanes Semens

trg-Acceptance Sies

trg-Acceptance Siemens Buy

Bocument No.
Type
Invoice date

status

trg-Accept

trg-Acceptance Siemens

trg-Acceptance Sies

trg-Acceptance Siemens

trg-Acceptance Siemens
trg-Acceptance Sie
trg-Acceptance Sie

trg-Acceptance Sie

trg-Acceptance Siemens Buy
trg-Acceptance Sie
trg-Acceptance Sieme:

trg-Acceptance Sies

trg-Acceptance Sie

trg-Acceptance Siemens

trg-Acceptance Sie

trg-Acceptance Sies

trg-Acceptance Sie

trg-Acceptance Siemens Buy
trg-Acceptance Sie

trg-Acceptance Sieme:

trg-Acceptance Sie

trg-Acceptance Siemens

trg-Acceptance Siemen:

trg-Acceptance Siemens

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

Customer processing status
Customer

Amount

Supplier organization

Channel

Last
Last change on

Customer organization

Reference PO No.

ASN / Delivery Note No.

Buyer piant

Ship to

Invoicee

Ship from

Involce issuer

Payee

Deivery / service compietion date
Referenced invoice no.

Unigue ID (GUID)

Invoiced amount
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3.
4,

Showhide colum

Reset all filters
] v Document Mo.
v Type
UE ¥p

UE ¥ Invoice date

EU w* Status

EU o Customer processing status

0 b v Customer

0 E
v Amount
0 E

. « Supplier organization

0 X Channel

OF % Lastchange by

0E % Lastchange on

B ¥ Customer organization

0 E
X Reference PO Ma.

R

*® ASN / Delivery Mote Mo,

0 E

UE *® Buyer plant

0Ff X Shipto

EU ¢ Invoicee

0t X Ship from

o

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

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

ﬁ
SUPPLYON )
¥

Showfhide colum

Reset all filters

Document Ma.

Type

Imvoice date

Status

Customer processing status
Customer

Amount

Supplier organization

Figure:

Channel

Last change by

Last change on
Customer organization
Reference PO Mo,

ASM f Delivery Note No.
Buyer plant

Ship to

rFe

Selection of columns to show or hide
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9 Roles and Rights

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.

Areas of responsibility

Name Description More information
|:| Company Administration Company master data, users and permis More information
Order Fulfillment, Finance Processes Supply Chain Management. More information
|:| Quality Management Supplier Quality Management (QM). More information
|:| Sales Sourcing to Contract, Progress to Order ... More information
|:| Shipping, Goods Receipts, Warehouse Shipping, goods receipts, warehouse ma More information
O Supply Chain Administration Demand, logistics and finance processes. 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.

Order Fulfillment, Finance processes

Logistics & Finance

« Displaying demand and logistics data

. Edi | | call-off |
« Creating invoices

+ Editing finance processes

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

of the roles "BusinessDi

are included.

CompanyAdmin assigned

GontrolPointAdmin assigned

Manage company data. For suppliers, the

Creation and agministration 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

Create invoice ~

My Substitutes

Upload invoice - E

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

cPs 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 99-901-5636-
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
8. 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
Corporate Identification Number (CIN) in the 5™ line.

Ling 1 (512 Character]
Line 2 (512 Character)
Line 3 (512 Character)
Line 4 {512 Character)
Line 5 (312 Character) CIN1Z3458TB0123456780

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

Data Administration Maintain Control Point trg-Acceptance Sieme
Qrganization

o Maintenance

Supply Chain Directory CP Details

= Maintenance 0,our control poit.

Control Point ID 10016680

Control Point Name * irg-Accepiance Sieme
Control Point Short Name TRG-SIE SELLER
DUNS Suffix

3 Enipartner

Timezone * (GMT+01:00) Europe/Serlin ~
Name =

irg-Acceptance Siemens Seller

Name annex 1

Neme annex 2

Name annex 3

Street * Ludwigstrassa 40

zip 85300

City * Hallbergmoas

Country * Germany v
Region - hd

Document Footer Information
Line 1 (512 Character)

REG - Regulatory Information ~ (suwpher 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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