Standard Supplier Training
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Reminders

This is a standard training session and open to the public. We are looking
forward to have everyone to connect with youl!

We recommend having these instructions handy before we start the session.

All participants are on listen-only mode to guarantee client
confidentiality.

Please use the chat feature on the lower righthand side of your
screen if like to raise questions anytime during the session.

All questions will be discussed at the end of the presentation.
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Support Contact Information

If you have questions about the training or in need for specific client
support, please contact Proactis International Customer Support:

US: +1 866 446 8203 (Toll Free)
US: +1 281404 2095

France: +33177 62 56 20
Deutschland: +49 308 967 794 11
Espana: +34 911 88 00 64

UK: +44 203 355 50 21

Or, email
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Topics

Welcome to the

During this presentation you will learn:
Overview
Access to Order Management

Working with Documents:
Purchase Orders (PO) / Purchase Order Response (POR)

Change Orders (CO) / Change Order Response (COR)
Advanced Shipment Notices (ASN)

Invoices (INV)

AV
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Overview

BUYER
© Search Catalo 01 02 03
G ORDERS ADVANCED INVOICE
Shopping Cart (PO/CO) SHIPMENT (INV)
o A | APPROVE OR REJECT NOTICE
pprova
© PO Creation ORDER (ASN)
RESPONSE
(POR/COR)

ORDER MANAGEMENT | BASIC DOCUMENTS
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Login Page

work b4 +

ttps:portal.hubwoo.com

Go to N PR Sps
portal.hubwoo.com o | Network Enter you

Username and
Password

TRAINSUPGCS4
Set up a listing for your business,
putting your products and services
in front of qualified buyers with

hundreds of billions of dollars in
spend.

[TTTTTTRTrereTs

Forgot User Name?
Forgot Password?

Need Help?




Orders Tab

To use the Order Management tool, click Orders tab from the top menu.

The Business Network

Adoption Training | Demo Supplier [tsm001] ¥ Help v

a4 Analyze @ Business Directory =< Connections #* Administration

Notifications

Hubwoo applications Standard Maintenance

Recent Order Management Activity

Show Dashboard Settings

_\Week . Document # Type Issue Date Company Status
812018 2000007063 Purchase Order 6/18/2018 6:09 PM  Global Corp DEMC Bonn New
: = 2000007076 Purchase Order 6/18/2018 505 PM  Global Corp DEMO Bonn New
2018 Release Calendar
81112018 100007679 Invoice 6/16/2018 6:44 PM  Test Buyer Sent
4000003352 Goods Receipt 6/16/2018 6:42 PM  Site Demo Connectivité 02i New
Company Profile 100007678 Invoice 6/16/2018 6:40 PM  Test Buyer Sent
Your profile is: 4000003341 Goods Receipt 6/16/2018 6:38 PM  Site Demo Connectivité O2i Processed
100001353 Advance Shipme...  5/16/2018 6:35PM  Site Demo Connectivité 02i Sent
99998777 Change OrderRe_..  6/16/2018 6:33 P Site Demo C tivité 02 Accepted
# Update your profile with industry it ot i i A\
cetlesi{o canpecl wilth bUyers 99998777 Order Response 6/16/2018 6:30 PM  Site Demo Connectivité 02i Accepted t ol
2000007092 Purchase Order 6/16/2018 625 PM  Site Demo Connectivité 02i New Is

View Profile Edit Profile

Manage Orders

7

Manage Invoices



Order Page

— e
After you have clicked on Orders from either option the following screen will appear.

Adoption Training | Demo Supplier [lsm001] ¥ Help ¥

The Business Network

£ Home B8 Orders =9 Finance 44 Analyze @ Business Directory <. Connections #* Administration

Overview Orders Change Orders Shipment Notices Goods Receipts Cart

Advanced Search allows

you to refine the criteria

- I e when you're looking for a
' specific document(s).

Home

] Messages Inbox

5| Favorites

Advanced Search

PO Number: start Date: [
Buyer Name: End Date: _ E
Supplier Ref No. Order Status:
Account Code: Order Type: _

Plant 1D:

Contract Number:

@)
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Documents Tab and Folders

Folder lists are available in each Document tab. Folders come in
handy when reviewing documents according to their status.

i, Aha

Change Orders ASNs Invoices Goods Receipts Credit Advices

| Accepted with Changes Orders (2
| Rejected Orders (0)
__| Processing Orders (3)

Click New Orders.

—a "*M‘A‘_‘ﬂ-‘h”#‘_-" —_ P e e A T PR AT p———a o “L,‘.’-_.MJ,.‘.*__’,_AA

S T S A sl o N,
)
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ch Orders Company: Demo Supplier
06-Feb-2022

Search ﬂﬁﬁdns
i ﬂ Search Options are combined using AND operation
PO Number: | | | Exact match V| Order Status: | all V|
Buyer Mame: | | | Exact match V| Order Receipt Status: | all hd
. Supplier Reference Number: | | Start Date: | i‘ﬁ -
Sea rCh optlonS: Account Code: | | End Date: | |ﬁ
can be de-ﬁned -to Plant ID: | | Order Type: | all |
I |

Contract Number:

filter documents in
Search Results.

Search Results

Select All Clear All gy Add to Basket tm Print Selected to PDF  [J]Export Selected to Excel |gBuild ASN | ;) Build Invoice ~

PO Number Buyer Account Code Status Order Date Total Cost Invoiced Amount

D ﬁ’ 2000007960 Global Corp DEMQ Paris P142V0004-888888436 New 22-Jan-2022 07:00:00 PM 600.00 EUR « Q lﬂi Eg
Page navig ation ° D ﬁ' 2000007950 Global Corp DEMO Paris P142VvV0004-888888436 New 11-Dec-2021 07:00:00 PM 600.00 EUR 7 Q ln; ll:l;
[ ]

. ,l bI h [:] ﬁ' 2000007940 Global Corp DEMO Paris P142V0004-888888436 New 23-0ct-2021 06:00:00 PM 600.00 EUR Q_) g} Blli q
IS OVO I O e Ot t e [:] ﬁ' 2000007900 Global Corp DEMO Paris P142V0004-888888436 New 14-Aug-2021 06:00:00 PM 600.00 EUR £« g) o ey
botto m of the (0 & 2000007860 Global Corp DEMO Paris  P142V0004-888888436 New  24-Apr-2021 06:00:00 PM 100.00 EUR @O ooy
D ﬁ’ 2000007590 Global Corp DEMO Paris P142V0004-888888436 New 07-Mar-2020 07:00:00 PM 1.00 EUR 7 Q Ilq Ela

Search Results
v D ﬁ 2000007600 Global Corp DEMO Paris P142V0004-888888436 New 07-Mar-2020 07:00:00 PM 1.00 EUR {g Q ln; m;

Q ,.29229_91 53 Global C _DEMO Paris P142V0004—8888884?f§ NB%WOO PM . }.00 EUR ~a o rMA-m»—"‘

Select Al | Clear &l ﬁ Add to Basket I;_!@Print Selected to PDF por‘t Selected to Excel _@Build ASN | 5 Build Invoice -

proacuis



Action lcons

POs can be identified by the PO number, Buyer, Account Code and Order Date.

Action icons are options to manage a document. These will be reviewed in
detail in this presentation.

Search Results

Select All  Clear All & Add to Basket @ Print Selected to PDF 4 Build ASN Build Invoice ¥

PO Number Account Code Status Order Date Total Cost Invoiced Amouni
[] M 4500128720 Hubwoo PERF Houston P042V0013-888888436 New 02-Dec-2014 07:00:00 PM 50.00 USD v ﬁ am ey
O ﬁ PM20000050001 Global Corp DEMO Paris P142V0004-888888436 New 02-Dec-2014 06:00:00 PM 3,928.00 EUR ' Q am ey
O 6} 2000006054 Site Demo Connectivité O2i P142V0013-888888436 New 27-Nov-2014 07:00:00 PM 50.00 EUR ot gn®® nr ' g oz ey
- *
] ©F 2000006052 Site Demo Connectivité O2i P142V0013-888888426 New 27-Nov-2014 07:00:00 PM 50.00 EUR ‘0‘ ¥ ﬁ' o
- L2
O w 2000006070 Site Demo Connectivité O2i P142V0013-888888436 New 27-Nov-2014 07:00:00 PM 90.00 EUR v © oz oy
B 2 S I P s s VARG i i S . B i S
L
L 4
‘0
*



Download PDF

| et's review an order.

To print an order, click Download PDF icon in the Actions column.
This allows you to view the details of the order in PDF format.

e © T =

Click Download

PDF icon

proaclfi's



File Download Box

The PDF copy will appear at the bottom of the page. This gives you an option
to Open or Save the document.

The Business Network Adopfion Training | Demo Supplier [tsm001] ¥ Help ¥

1 Home B Orders = Finance ad Analyze @ Business Directory = Connections #* Administration

Overview Orders Change Orders Shipment Notices Goods Receipts Cart

Company: Demo Supplier
Home > Search Orders
D3-Aug-2018

c_:‘,l:- Search Options are combined using AND operation

PO Mumber: | | ‘Exact match ¥ Order Status: | All ¥
Buyer Name: Exact match ¥ Start Date: | =
Supplier Reference Number: | End Date: ._ _1
Account Code: Order Type: ’_);\II "

Plant ID: |

Contract Number: |

.Sea rch‘J

Search Results

Clear &l @Add to Basket &g Prnnt Selected to PDF 5, Build ASN Build Invoice -«

Buyer Account Code Status Order Date Total Cost  Invoiced Amount Action| t
== oactis




PDF Format

If you will choose to open the
file with Adobe Acrobat,

choose Print from the menu.




Quantity Tracking

This feature is used to:
compare the PO quantity with the invoiced quantity
track the remaining quantity (unbilled invoice)

i ) any: Demo Supplier
Home > Search Invoices > Related Documents > View Invoice > View Quantity Tracking

¢ Return

1 . Purchase Order Number: 2000007680_T

. Total
Ordered Changed Sent Total Sent Total Sent Total Shipped ’ Total Received
Line No Item Description 8 : Quantity Cancelled/Returned
Quantity Price Quantity Price Quantity Price Quantity Quantity Quantity Quantity Quantity
0000000001 TEST RELEASE 19.3 1.00 5.00 1.00 5.00 1.00 0.00 0.00

N e T T W N T e T W T O VL _‘,."\ -'“..,M____»"‘v“-»\,»‘m/»’*mﬂu‘.-’—*"._,'-l-‘“\ h‘,r“-—-\_,..‘\",_&,r'- LW e

-
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Access Orders and Change Orders modules
Review/Modify an Order

Send an Order Response

Reject the entire Order

Reject an Order Line Item(s) only

@)
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Orders

There are 2 ways to view Purchase Orders:
From the top menu, go to Orders > Orders

@ Orders > Overview > Orders

£ Home -4 Catalogs B Orders =9 Finance a4 Analyze @ Business Directory

e

{ ange Orders Shipment Notices Goods Receipts

New (29428)
Accepted (2656)
|| Accepted With Changes (655) ,

Alerts

-] Alerts Inbox

‘\-—"W T
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View an Order

View and process an order (PO / CO) by clicking on the Open PO icon in the
Action column.

e el To Open a document

Select All  Clear All ﬁ Add to Basket o= Print Selected to PDF port Selected to Excel g Build ASN | Build Invoice

PO Number

Account Code Status Order Date Total Cost Invoiced Amoun\

O Q 2000007960 Global Corp DEMO Paris P142V0004-888888436 New 22-Jan-2022 07:00:00 PM 600.00 EUR
O Q 2000007950 Global Corp DE% Paris P142V0004-888888436 New 11-Dec-2021 07:00:00 PM 600.00 EUR
O Q 2000007540 Global Corp DEMO Paris P142V0004-888888436 New 23-Oct-2021 06:00:00 PM 600.00 EUR
O ﬁ 2000007920 Global Corp DEMO Paris P142V0004-888888436 Accepted 11-Sep-2021 06:00:00 PM 600.00 EUR
O Q 2000007500 Global Corp DEMO Paris P142V0004-888888436 New 14-Aug-2021 06:00:00 PM 600.00 EUR
O Q’ 2000007870 Global Corp DEMO Paris P142V0004-888888436 Accepted 12-Jun-2021 06:00:00 PM 100.00 EUR

- nt"’""#u-"'r‘-'m Paxic » BLAOMA N, A a—rtg Mo - ATttt 2 B Baa D AT NOL A VO () NI, N aash At ROn CLID o el O

. @‘q e N B



Order Details

Buyer Info / \

_ldent: P164W017 Buyer Order Contact: {
SOMmpany Name: Imlay City, MI Contact name: ). ROWE {

Name 2: 1014001 Felsghons: 01010101
® Street: 332 Graham Road raxT 01010101 €
e r e r eta I S City: Imlay City Email: diane pekunka@scotts.com :
Region: Ml d
2ip/Postal Code: R H) £
Country: United States ¢
page presents the i
Order Header &
(] X Order No.: 8100000448 Plant 1D: 0000000117 i
Uye r etq I S G n Supplier Ref, No.: * Status: <
Supplier Delivery Date: Requested Delivery Date: ,
contact ‘
" Order Lines / i

inf ti d | |
o a o [ Expand Al Select A Clear All & Add to Basket @ Build ASN Build Invoice [
Inrormation, dn
°
[ 0000000001 Seller: Rollerball pens  Processing 06-0ct-2010 11:00:00 AM Box 2.00
e vraer Lines S 125636

[ ]
| te |’ T ] S Clear Al ) Addto Backet SBuldASN 4 Build lnvoice ]
L] L
!
-t - = ——— . - o - N el et oV a o . o i

proactis



Order Lines

Some buyers allow their suppliers to change the Delivery Date, Quantity,
and Unit Price.

If these fields are greyed out, reach out to your buyer directly. Buyers may opt
to send a Change Order to have the values updated.

——— Use the calendar In this example, the Unit
picklist to modify the Price cannot be changed.
D) Expand Al SelectAll Clear Al @ AddtoBasket oREEKOISI\/=TaVAelolu=} P
No, Part No, Description Status Requested Delivery Date  Supplier Delivery Datiy UOM Quantity  Unit Pric
[] 0000000001 Seller: Rollerball pens  Processing 06-Oct-2010 11:00:00 AM Box 2.00 |UsD
1256326
Records: 1, pages:|< <1 /1> >|

Modify the quantity
directly.

Select Al  Clear All ﬁudd to Basket Budd ASH Build Invoice

Sub Total for ti

Tax Total for th
P MMMH“M JM



Supplier Reference Number

Send an order response (POR / COR) to the buyer after going
through the order. It is mandatory to fill the Supplier Reference
Number in the Order Header section.

Buyer Info

Ident: 888881001 Buyer Order Contact:

Company Name: Test Buye o Contact Identifier:

Street: 10777 Westheimer Suppller Reference Contact name: Perry, Darryl

City: Houston Telephone:

Region: TX Number can be 16 Emaill: dperry@hubwoo.com
Ip/P | : 7704 o Fax:

iy characters, maximum. N

Order Header

. T TV VRGN e Y ST Py T

Order No.: 00069 Plant ID: 0034001

Supplier Ref. No.: * | Status:

Supplier Delivery Date: Requested Delivery Date: 25-Dec-2008 11:59:59 PM
B e T S O . P e R —te —— JA-j

proactis



Save and Send

If no changes are needed, click Save and Send.

A confirmation message will appear at the top of the page when
the document has been sent to the buyer.

Home > Search Orders > View Order

%

[=J Save and Send I:T_‘J Save @y Add to Basket @ Build ASN

| Bu d Invoice w

my XML o PDF = @) Related Docs. /@ Qty. Tracking

Order was successfully sent with 'Accepted’ status.

A News and Informatian

PN T P

proactis
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Reject an Order WO

Rejecting an order can happen for many reasons. The buyer may no longer
need the part; or maybe you don't carry that particular part anymore.

Orders Change Orders Shipment Notices Goods Receipts

1. To reject the entire PO,
Home > Search Orders > View Order click the Reject button

@ Related Docs.

Q Qty. Tracking

|=j Save and Send Ej, Save =y Add to Basket (@ Reject @Build ASN | Build Invoice v % S

@)
L\

R



Reject an Order Line Only

Open the Order and the Order Line Item you want to reject.

Home > Search Orders > View Order > View Order Line

[Esave @ AddtoBasket @ Reject and Return to PO Open the Order Line, and click
& Return to PO the Reject and Return to PO

Company: Demo Supphei

BW T I P R R Y il

To send the document to the buyer, don't forget to click Save and Send.

Home > Search Orders » 2w QOsder

and Send. @y XML o PDF @ Related Docs.  [@ Qty. Tracking

C||Ck Save [=j Save and Send @M &Unreject | | gBuild ASN | Build Invoice j
{

IOrder was successfully rejected with 'Rejected’ status. The document will not be sent out until 'Save and Send’ is clicked.

N




Change Orders

There are 2 ways to view Change Orders:
From the top menu, go to Orders > Change Orders

0 QOrders > Overview > Change Orders

£ Home -4 Catalogs B Orders =inance & Business Director

Overview Change Supplier Order:

| -

Home

Requests for Quote  Quotes Ord u

Alerts

| Alerts Inbox
D "I -




CO Changes

Change Order Lines are color-coded to show changes from
the original PO or previous CO.

Order Lines

((JExpand All Select A Clear All (@) Reject selected
R_. Description Status Requested Delivery Date Delivery Date Quantity  Unit Price  Currency Amount Action
(CJ 0000000001  Seller: Item_Desc_d90a0ble Accepted 27-May-2014 06:00:00 PM 27-May-2014 06:00:00 P =] EA - Each 10.00 7.00 EUR 70.00 “w e
I\D 0000000002  Seller: Item_Desc_c01a92fe Accepted 27-May-2014 06:00:00 PM 27-May-2014 06:00:00 P} o] EA - Each Ilo.00 5.00 EUR 0.00 “we

Records: 2, pages:|< <1 /1> >|

Select All Clear All (@) Reject selected

A St Bt ol S B h o it A I el et ek s

e m indicates that a change has been made.

- indicates that no change was made

proactis

Yellow indicates that the line item has been added

A A Bl b AR, AR, A
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Create an ASN from an Order
Create an ASN from an Order Line

@)
proactis




1. Create an ASN From an Order

To create an invoice from a POR, go to Orders > Overview > Orders
and click the Accepted folder.

£ Home -4 Catalogs 8 Orders = Finance a4 Analyze @ Business Directory

Overview Orders Change Orders Shipment Notices Goods Receipts

;
Change Orders ASNs Goods R‘

1 c CI iC k ACCE pted Requests for Quote
Alerts W, | tew @oas) ;

Accep
~ Alerts Inbox | Accepted (2656)

‘ | Accepted With Changes (655)
A P AN o . S

Quotes

proacts



1. Create an ASN From an Order

———e

The Orders Search Result page has 2 Build ASN links — at the top and bottom.

2. Select an Order

Search Results

Select All  Clea 7 Add to Basket G Print Selected to PDF  [X]Export Selected to Exce

.'
0O Number Account Code o ——— O

2000007920 Global Corp DEMO Paris P142V0004-888888436 Accepted

Build Credit Invoice
11-Sep-2021 Ub:UUIUU PM

VIR~

D ﬁ' 2000007870 E!Obal Corp DEMO Paris P142V0004-888888436 Jun-2021 06:00:00 PM
—_ PRIV AR et ettt L

3. Click Build ASN

Q)
\ proactis
R



2. Create an ASN From an Order Line

——————e

Open PO and then select the Order Line ltem

Order Header

Order No.:
Supplier Ref. No.: *

Plant ID: 0000000013

|
° atus: ’
2. Select an Order Line o etven o j

Supplier Delivery Date

Order Lines

Clear All ¥%Add Lines $ Add to Basket | g Build ASN |, Build Invoice «
Build Debit Invoice

Build Credit Invoice
6:00:00 PM {13-Jun-2021 06:00:00 PM

[CJExpand All

pplier Delivery Date uoM Quantity  Unit Price

i PK-  1100.00 11.00
Package .

Description Status Reque =d D
VENTILATEUR TANGENTIE Accepted -

0000000001 Seller:
332-5699
Buyer:

N/A

Records: 1, pages:|[< <1/ 1> >|

Select All Clear All ﬁAdd Lines ﬁAdd to Basket i3BU|Id ASN




ASN Details

e Company: Demo Supplier,'
Home > Search Orders > View ASN
07-Feb-2022 &

[=)save and Send  [E)Save Draft = $§ Delete

ey XML | am PDE | @) Related Docs. | [@ Qty. Tracking
o
4 . FI | | O Ut G | | [‘.‘Jarn‘ng: ASN has Items that have not been associated with any package ’1
ASN Details :.
m G n d G tO ry lesus Date: NZ-Eeh-2029 NF-26-90 0M Status: Pending ;
ASN Number: * |100001382 ] Tracking Number: [ ‘
f N | d * Delivery Note Number: l l Account Code: P142V0004-338888436 f
I e S . Ship Date: * 07-Feb-2022 07:36:20 AM| ] Purpose: | original v :
“Belvery Date: ] JE" Term of Delivery: [ Other v {
Earliest Delivery Date: | | ~Buyerllame: Glohal Cacp DEMO Raric 4
Latest Delivery Date: l lf-ﬂ Seller Name: * [Dema EMEA Search ] ,
Collection Date: l ] = Payment Method: Eother ] Q :
Scheduled Delivery Date Before: I l = Payment Term: <
Scheduled Delivery Date After: | | = [ Payment Term Other: * |s0E0 \ {
Plant ID: 0000000013 L Payment Mean: Elnstrument Not Defined ‘ Q }

Payment Mean Other: [ |

(@)
proactis




Add a Package A
— N\

Add a new package if the ASN is not associated with any packages ys

3 6. Fill out the Package ID,
Markerand Type 4

Package Item Transport Buyer Seller ShipTo Attachments | Notes

Home > Search Orders > View ASN > View ASN Package

LAdd New PackageJ

[Ej Save = 49 | Return to ASN

Package Type Package M

pages:|[< <1 /1> >|

— I
Package Type:* Unit e
|

‘“‘N‘**J

Shipping Instruction

5 . C | i C k Add N ew Pa c kag e Weights & Measures Value ‘ uomM UOM Other 2

Met Weight: [ | Kilegram V! |
Gross Weight: | | Kilogram V! |
Length: | ‘ Centimeter VI |
Width: | ‘ Centimeter VI |
Depth: [ | Centimeter v | |

7. Select the line item(s) and
enter the amount of items you

Package Lines

Select &l | Clear All

want to add to the package Order T AT
S Line Item Number Item Supplier Part Number Order Number Description L nt Ava:la e in this Action
Number Quantity ¢ pack | Package |
Fl 0000000001 00000000BAZ 5653 2000007370 VENTILATEUR TANGENTIE 100.00 100.00 | s

. Records: 1, pages:|< <1/ 1> =]



Finalize and Send the ASN

9. Click Save and Send

Home > Search Orders > View ASN > View ASN Package

[EYsave <47 Return to ASN

Home > Search O
Package D . — @j

|=J Save and Send |5 Save Draft =~ $§ Delete

8. Click oy XML | om &:

Return tO ASN Home > Search Orders > View ASN
ASN Details
Yy

XML PDF " Related Docs. Qty. Tracking
= TR | . Trackin

%
4
» . -~ 4 &QQ‘/.}

IASN was successfully sent.

A confirmation message will appear at the top of
the page when the ASN has been sent to the buyer. proqchs




Create an Invoice from an Order
Create an Invoice from an Order Line

@)
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1. Create an Invoice From an Order

To create an invoice from a POR, go to Orders > Overview > Orders
and click the Accepted folder.

£ Home -4 Catalogs 8 Orders = Finance a4 Analyze @ Business Directory

Overview Orders Change Orders Shipment Notices Goods Receipts

;
Change Orders ASNs Goods R‘

1 c CI iC k ACCE pted Requests for Quote
Alerts W, | tew @oas) ;

Accep
~ Alerts Inbox | Accepted (2656)

‘ | Accepted With Changes (655)
A P AN o . S

Quotes

proacts



1. Create an Invoice From an Order

———e

The Orders Search Result page has 2 Build Invoice links — at the top and bottom.

2. Select an Order

Search Results

Select All  Clea 7 Add to Basket amy Print Selected to PDF  [X]Export Selected to Excel

Bu1|d Debit Invoice
_Bunld Credit Invonce

0O Number Buyer Account Code
% 2000007920 Global Corp DEMO Paris P142V0004-888888436

2000007870 obal Corp DEMO Paris
ML et

P142V0004-888888436 -Jun-2021 06:00:00 PM
e,

a———

3. Click Build Invoice >

Build Debit Invoice O
\ proactis
\



1. Create an Invoice From an Order

The order will
flip into an
invoice and the
Invoice screen
will appear.

Service Entries

Invoices Credit Advices

Home > Search Orders > View Invoice

Q, Qty. Tracking

[=save and Send = [=) Save Draft = $§ Delete
ay XML | o g Related Docs

Buyer Info

Buyer Name: Demo Buyer Services

Buyer Short Name:

Invoice Header

Invoice Number:
Issue Date: *
PO Number:
Invoice Type:
Currency:

Bill of Lading:

Note:

=

EDP142V

100007738

07-Feb-2022 05:56:51 AM | i

Remittance Advices

(yPay Me Now

Account Code:

VAT/Goods Origin:

VAT/Goods
Destination:

Payment Terms:

Payment Term: *

Net Days Due: *

Discount Days Due: * |0

) Final Invoice

0O

ny: Demo Supplier

P142V0004-888888436

Australia v

Australia v

Other Q

0 Due Date: 7-Feb-2022 05:56:52 AM

Discount Rate: * |0.00

e, TV e S N N e, W "k/‘.-—\u I i e S WO



2. Create an Invoice From an Order Line

——————e

Open PO and then select the Order Line ltem

Order Header
Order No.:

Plant ID: 0000000013
Supplier Ref. No.: *

. Status:
N . Sclect an Order Line

Requested Delivery Date:
Clear All ¥%Add Lines @y Add to Basket @ Bulld/ / 4 Build Invoice | \
Build Debit Invoice

Order Lines

{
i

[CJExpand All

No. Part No. Description Status Reque ted C Build Credit Invoice gpher Delivery Date UoM Quantity Unit Price
1 1
4 0000000001 Seller: VENTILATEUR TANGENTIE Accepted | 13-3,n\8aL 06:00:00 PM ‘, A1 06:00:00 PM| il PK - 100.00 1.00
332-5699 Q—_—_ Package l I {
Buyer:
N/A

Records: 1, pages:|[< <1/ 1> >|

Select All Clear All ¥%Add Lines gy Add to Basket |gBuild ASN | j Build Invoice v
“—IJ‘ W oaniin —e JW"‘"‘ 1 = =
3. Click Build Invoice >

Build Debit Invoice

_ SN




Invoicing

Company: Demo Supplier
— - Home > Search Orders > View Order > View Invoice

07-Feb-2022

[ save and Send [ Save Draft = $@ Delete

my XML | o f € Related Docs. = @ Qty. Tracking = ()Pay Me Now

You may use the
same invoice swataiell 4. INpUt the invoice

Buyer Short Name: EDP142V
number and date.

number that yOU Invoice Header

. . . S— -
U Se I n yo U r Invoice Number: [100007739 ] oods Origin: I Australia vl
. o Issue Date: = (07-Feb-2022 06:13:52 AM | 5] g::{ii:?ﬁ ] [ Australia v
I n VO I C I n g SySte m . PRI 2 - Payment Terms:

Invoice Type: Debit Invoice v

Payment Term: * Other | &
Currency: f
Bill of Lading: Net Days Due: 0 Due Date: 7-Feb-2022 06:13:54 AM

Discount Days Due: * Dniscount Rate: * |0.00
& O Final Invoice
Note:




y
4

Scroll down after the Invoice Lines, and then click the tab for Tax.

Sub Total for the Invoice: 100.00 EUR

5. Choose either Tax 7. Add Freight,

Charge ( No Tax ): * |0.00 EUR

Allowance:* (0:00 ) EUR

Rate or Tax Amount.

Tax Total for the Invoice: 10.00 EUR Chdrges Gnd
Total Amount for the Invoice:  110.00 EUR A"owance’ |f

: applicable.
6. Click Apply Tax

Tax Exchange Rate Payment Details Buyer Seller

LApply Tax to all line items |

(O use this tax percent for
future Invoices

Tax Category: Standard Rate bt Category Other:

Tax Percent: 10% v

Tax Type: Value Added Tax v Type Other:

Reason Tax Exempt: v Reason Tax Exempt Other:
Supplier Tax Agency Coded: * Assigned By Seller Or Sellers Agent Q gn:::rh:er Tex Agency Coded
Supplier VAT ID: * 12344xxxx

Buyer Tax Agency Coded: * Assigned by buyer or buyer's agent | & Buyer Tax Agency Coded Other:
Buyer VAT ID: * FROS876543

proactis




Tax Exempt

—

© Tax Category must be "Exempt from Tax"
© Reason Tax Exempt should be "Yes - Tax Exempt"

Lastly, click Apply Tax

Tax Exchange Rate = Payment Detai eller = Bill To

| Apply Tax to all line items |

] Use this tax percent for
future Invoices

Tax Category:
Tax Percent:
Tax Type:

Reason Tax Exempt:

Supplier Tax Agency Coded: *
Supplier VAT ID: *

Buyer Tax Agency Coded: *

Buyer VAT ID: *

Exempt From Tax

0%

Value Added Tax

Yes - Tax Exempt

Assigned By Seller Or Sellers Agent
12344xxxx

Assigned by buyer or buyer's

FRO9876543

Ship To Remit To = Attachments

Category Other:

Type Other:
Reason Tax Exempt Other:

Supplier Tax Agency Coded
Qther:



Save Draft
Click Save Draft to save an invoice and send it at a later time.

Home > Search Orders > View Invoice

oy XML o @ Related Docs. = (@ Qty. Tracking = (yPay Me Now

<

| Save and Send =~ [ Save Draft = $§ Delete J
£

4

|

Invoice was successfully saved with 'Pending’ status. The document will not be sent out until 'Save and Send’ is clicked.

Taxes were successfully applied

L W SR Bt gt ”\J\,Jw'-’—»’.‘r*‘ T “‘m’-‘—""“-“‘}

proactis



Save and Send

Click Save and Send to submit the invoice to the buyer.

Home > Search OrJgs > View Invoice

ay XML @i PDF @) Related Docs. @ Qty. Tracking = (Pay Me Now

Invoice was successfully sent.

| o Mg A A

A confirmation message will appear at the top of the
page when the invoice has been sent to the buyer.

proactis



Service Account GCS-Team for Trainings | Trainings WIHGCSHRNNS(H{

The Business Network

£ Home & Opportunities «# Catalogs ¥ Business Directory ~ #° Administration

My Lists Invite Company

Business Directory

Additional
Resources

Welcome to WooWiki

The central place for Hubwoo product documentation

looWiki provides access to Hubwoo product documentation an mation, such as re
dar, as well as release management documentation. Browse \ get up-to-date info

Our Feature

Menu Path: The Business Network > Help > Help Guide
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Proactis International Support

+1 866 446 8203 - US Toll Free
+1281404 2095 - US Local

+33177 6256 20 - France
+49 308 967 794 11 - Germany

+34 91188 00 64 - Spain

+44 2033 555021 - UK
suppliersupport@proactisservicedesk.com



