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What'’s in this guide?

This guide has been produced to cover the Severn Trent processes
supported by SAP Ariba technology.

The guide will demonstrate the processes and requirements of suppliers
to ensure the processes run efficiently and ultimately, enables Severn
Trent to pay for goods and services on time.

Each section of the guide is marked on the contents page with page
numbers and hyperlinks to jump to specific sections.

You will find useful hints, tips, and information on what happens after you
have submitted information to Severn Trent via Ariba.
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Account Type

SAP Ariba offers two types of account; Standard (provided free of charge) or Enterprise
(provided ata cost to the supplier).

The Enterprise account gives suppliers the ability to manage transactions using the

inbox/outbox feature within the portal and to run reports. Please note the fees are charged
on two levels:

* annual subscription fee

* transaction fees (% of the value of purchase orders or invoices within the
invoice period —capped at £15,500 per annum).

Severn Trent is not liable for any fees incurred by the supplier for the use of the Ariba
Network. The agreementis firmly between the supplier and SAP Ariba, to whom any fees
must be paid.

For further information on the Ariba Network accounts and pricing structure, please visit
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing

If you are a supplier who has been onboarded via Ariba (Supplier Registration as explained
later in this guide), when your account is created in Ariba, itis created as a standard
account.

Any purchase orders created are automatically sent to your Ariba Network ID (ANID), which
was created during the registration process.

Do We Need an Enterprise Account?

The Standard account allows you to transact free of charge and flip a purchase order into an
invoice using the interactive email shown in the managing purchase orders and invoices
section of this guide. There are no volume restrictions.

Suppliers who receive more than 100 purchase orders from Severn Trent per year may
benefit from system integration, whereby your company’s sales system is integrated with
SAP Ariba and you simply manage the transactions from your own system. If you think this
may benefit you, please contact us atSupplierenablement@severntrent.co.uk

How Do | Know What Type of Account We Hold?

1. You can see the account type at the top of your screen

SAP Business Network ¥ Standard Account | 1

2. You can upgrade at any time by selecting the Upgrade button atthe top of the Ariba
screen and following the upgrade steps. Please remember to check the Ariba Network
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Fees before you upgrade and ensure you understand and agree to the fees that will be
charged to you.

If you have upgraded to an enterprise account and wish to return to a standard account,
you must firstly clear your account balance. Contact SAP via the help portal and request
that the account type is changed.

You can find additional support and guidance through the Ariba Help Portal.

3. To access the portal, go to https://service.ariba.com and select the ‘Supplier’ button

SAP Ariba

Ariba Network - Where companies connect to
get the business done

Ariba Network is a dynamic, digital marketing serving millions of
buyers and suppliers in more than 190 countries.

Buyer Supplier

4. This takes you to the login screen. To access the help portal, select the ‘?’ icon at the
top of the Ariba Network screen.

SAP™ Business Network + @

Supplier Login

New to SAP Business Network?

5. A menu appears on the right-hand side of the screen.

. Common questions are answered via FAQ and videos

. Use the search bar to search the library by key word, results are shown in this
window

. Documentation opens the full Ariba library ina new window

. Support enables you to search the Ariba knowledge base by a key word, providing
links to FAQ's and videos relating to the search and an option to get help by phone or join a
webinar
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One Stop Shop

Use the menu at the top of the screen to flip between:

. Ariba Discovery —can be used to market your business to other Ariba customers,
visit https://my.ariba.com/Discovery for more information (fees may apply)

. Ariba Proposals and Questionnaires — where you will find the supplier registration
questionnaire and any tendering proposals.

. Ariba Contracts — can be used to negotiate customer contracts (fees may apply)

. SAP Business Network (Ariba Network) — where you can manage your purchase
orders, invoices, and payments (please note for the standard account you can only see the
last 365 days’ worth of documents here, best practice to create an email folder for when
you received the PO (purchase order/s) via email so you can always find the PO and then
use the links in the email PO to action itin your Ariba account if required)

e When you first set up your account create tiles in your Ariba workspace to view invoices
and POs in a standard account

It is important that when you first receive a PO from a customer for the first time via email
that you log in rather than try the processing options (this applies if you already have an

Ariba account) and set up the enablement —further guidance on this can be found in section
How to Process the new purchase order using email copy in Ariba Supplier Network

Ariba Proposals and Questionnaires

The Ariba Proposals and Questionnaires area is where you will find any questionnaires
relating to your onboarding and sourcing activities, which are outlined step by step in this
guide.

Registration Questionnaires =

»
Qualification Questionnaires =
O

Questionnaires



ST Classification: UNMARKED

You can access the Proposals and Questionnaires area from the Ariba Network, please
ensure you select ‘Severn Trent Plc’ as the customer before selecting this option as each of
your customers will have their own portal.

The events (sourcing proposals) and questionnaires can be re-visited at any time by
selecting the blue text. Questionnaires will remain available to re-submit, should your
organisation have any changes for 365 days from the date the request was sent to you.

You can atany time update your details with Severn Trent by returning to your supplier
registration questionnaire/ revise response/edit and submit. Questionnaires can expire,
simply contact supplierenablement@severntrent.co.uk to re-open the questionnaire.

Ariba / SAP Business Network

The Business Network is where you will find your Ariba Purchase Orders and Invoices. The
home page provides an overview of your transactions.

A. The Orders/ Fulfilment/ Invoices and Payments options are greyed out in the standard
account. These options provide quick links to purchase orders, order confirmation, ship
notices, service entry sheets and invoices.

B. You can select which customers transactions you see by selecting them from the drop
down

C. Select the Workbench to view your transactions


mailto:supplierenablement@severntrent.co.uk
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SAP  Business Network = Enterprise Account  TEST MODE

Home Enablement Warkbench Orders ~ Fulfilment ~ Imoices ~ Payments + Catalogs Reports ~ Messages Assessments

Create «
+ iz kB
>
reers [
Lt -
Mew orelers (35) %
> Editfilter | Save filte Lost 31 days) [New
LI
Customer Amourt Date & Order Status Amount Invaiced Actions !
Sevem Trent - TEST £36.00GBP Apr 25,2022 New
3500003323 Sevem Trenr . TEST £5500GBS  Apr2s, 2022 New
4512829663 Sevem Trent - TEST £100.00 GBP Apr21. 2022 New

D. Use the widgets to toggle between orders and invoices

E. When using a standard account, you can re-send a copy of the Purchase Order. Select
the “..." next to the purchase order

F. Then select ‘Send me a copy to take action’

Workbench

1 2 0 ‘0.0.. | 0.0

Orders to invoice Orders Rejected invaices Remittances Eariy payment offers

454 CustomizeB)

Last 31 days Last 31 days Last 31 days

Orders to invoice (1)

> Editfiter | Savefilter | [Lest31days

f= %
Order Number Customer Amount  Date 4 Order Status Amount Invoiced Actions
3500003307 Sevem Trent - TEST E10000GBP  Aprl3, 2022 New

Send me & copy to take

Confirm entire order
Update line items
Reject entre order

Create ship notice

Standard invoice

Please note Severn Trent requires its suppliers to transact electronically via the network, the
choice of a Standard or Enterprise account is your preference. If you choose to upgrade,
please ensure you understand the fees that will be incurred for the use of the Enterprise
account.

G. A Pop up appears confirming the email address the copy will be sent to

H. You can change the contact details by selecting ‘My Account’ and updating the email
address if it changes.
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Supplier Lifecyle Performance (SLP)

Severn Trent have enabled Ariba SLP, which is a new way of creating and managing our
supplier data. SLP enables Severn Trent to control its vendor database, by connecting with

suppliers who meet a minimum standard.

All activities within the process are completed in Ariba, the process flow below

demonstrates the process steps.

Supplier

Request

ST Approval

Supplier

Registration process

Vendor
Creation

- Completed by STW - Completed by Supplier

Suppliers are expected to complete the Severn Trent supplier registration questionnaire
within Ariba. All suppliers must complete the registration stage, with suppliers who are to
be created as vendors in Severn Trent back-office system:

Process

Supplier
Registration

Requirement

Tell us about your organisation and
whether you agree to Severn Trent
Policies, Terms & Conditions.
Suppliers must complete the
registration phase to take part in
tender events and maintain your key
data such as bank details

Required

for
Sourcing

Required for
Transacting

Supplier Registration

1. You will receive an email from Severn Trent asking you to ‘register as a supplier with
Severn Trent’. This will be sent from the individual in Severn Trent's buying team who
has triggered the registration process.

Your invitation is unique to the email address we have file. So

please do not forward this to a colleague. If you need it to be
sent to a different colleague please contact us and let us know.

11
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2. Click on the link in the email —the email is system generated, so please check your spam
folders.

3. If you're new to the Ariba Network, click on the ‘Sign up’ button. If you're already a
member of the Ariba Network, signin as normal by clicking the ‘Log in’

4. Complete the information in the proforma to create your Ariba account. The form is
split into three sections.

Company information

Company Information
o Company Name & Address

User Account Information - Create your username and password

More about your business
o Select the commodities your business provides and the locations you service
o You can also add a company logo and short company description, which will
appear visible to Severn Trent users when searching for supplier records in Ariba
buying.

5. Once complete, scroll to the bottom of the page. You must tick that you have read and
agreedto the ‘Terms of Use’ and ‘SAP Ariba Privacy Policy Statement’ to continue.
6. Click on the ‘Create account and continue’ button.

7. The Ariba system will complete a search of existing records. If a potential duplicate
record exists, you will see this pop-up. Click ‘Review accounts’

i) Potential existing accounts

We have noticed that there may already be an Ariba Network account registered by your company.

Please review before you create a new account.
Review accounts

12
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If this popup does not appear, go to step 11

8. Any potential matches are displayed.
9. If one looks to be for your company, you can view the profile by clicking *.. . under

actions, then select ‘View profile’

Review duplicate Account

ACTIONS

View profile

|
{

10. If none of these relate to your company or you want to create a new account, click

‘Continue Account Creation’
11. The supplier profile is displayed in a new window, this screen gives you the option to

Contact Admin of the account, if you wish

View Delails of "Spongate Lid”

sttt omm on sepplue. Daparsdng on whithva) ys e in vae o 3l mods, pou may abo el e cemien suspbe. A conmuen ol mus be ed % el et ome pantifonied soppbe. Clck Save o sev 1o supple informatinn, o oi Caneal 1o

12. If you have selected contact admin, complete the template then click send email. Close
this window

Contact Your Account Administrator

Review the following information and make edits as necessary. Click Send Email to send this message ta the account administrator

=n e

13
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13. If no duplicates were identified, click the ‘complete registration’ button

D s

Questionaries are now open

14. The event clock is displayed, note registration open for 30 calendar days

15. Once completed, click ‘Submit entire response’

wwwwwwwwwww

Console B Doc764669377 - Supplier registration questionnaire @ 590 day5g22'34 3g

You have submitted a response for this event. Thank you for participating.

v Event Contents
All Content = ¥
AlL Content
Name t
1 supplier Details ¥ 1 Supplier Details
2 Seif cerifieaton 11 Registered Company Name PSPLLTD
12 Registered Company (Name2) PSPLLTD
5 Supporiing
Documenta Savinay

savinay.pandit@severnirent.co.uk

5 Declaration 8088758444

Compose Message

Hit and tip for completion —when entering in your VAT number please enter with GB followed by
your 11 digit number, with no spaces orgaps example: GB12345678912

16. Click ‘OK’ when the popup appears

v Submit this response?

Click OK to submit.

1=

14
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Your response is now submitted

What Happens Next? Q

The Severn Trent buyer will review your submission

If you are taking part in a tender event, once approved, you will be able to access the event and
submit a bid

If your company is being set up as a vendor, when approved you will be enabled for ST users
to raise purchase orders against you and for you to be able to flip POs into invoices

When your registration is in Pending Resubmit, you can edit your

questionnaire response and add in new information. Please
remember to click submit once you have made your changes.

Supplier Qualification

1. You may receive an email from Severn Trent asking you to ‘become a qualified supplier
with Severn Trent’. This function is not commonly used in Severn Trent, however the
guidance has been included should you receive such a request.

The email includes the commodity that the buyer is qualifying your company for.

2. Clickon the link
3. Loginto the Ariba portal using the username and password you previously created

SAP Ariba

Supplier Login

Forgot Username or Password

New to Ariba? Register Now

The questionnaire is now open:

4. The event clock is displayed

15
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5. Complete the questionnaire
6. Where this symbol is seen, you canadd comments or attachments when it is selected.
7. When complete, click on ‘Submit Entire Response’ button

)
=il fuwcddnr red i - Fowers Guasd e g Taarae ] -

8. Click Ok to submit response

SAP Ariba

9. Click ‘Go back to Severn Trent dashboard’ atthe top the screen
10. The status is now updated. You canclick on any of the questionnaire and revise your

response during the event (time remaining is displayed on the event clock)

16
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As a utility in the UK, Severn Trent has to abide by Utility Contract Regulations (UCR 2016).

On the first of January each year, the thresholds for Goods, Works and Services are reset
and can be viewed at https://www.ojeu.eu

\ ‘."\ |—1 |->\ i"\ ‘

1

! Supplier
! Acceptance of

: ecs g Tener
i bmission
:

1

: L1 L{

To manage this, Severn Trent operates the process above:

. Our buying teams will create a sourcing strategy outlining the marketplace, how we
buy today and with the support of key stakeholders understand future forecasting
requirements.

. Our buying teams will use the following tools to issue and run tendering activities;
Achilles Utility Vendor Database (UVDB), Constructionline for Dynamic Purchasing System
(DPS) and SAP Ariba. Tenders run through the DPS and SAP Ariba will be advertised via Find
a Tender and an Ariba Discovery posting will be issued. For all tenders, our buying teams will

manage the RFx/ITT in SAP Ariba.

. Suppliers participating in Sourcing events, need to complete the Ariba Registration
process (see Supplier Onboarding Process).

. Ariba is Severn Trent’s chosen procurement system and is used for our sourcing
activity, depending on the sourcing strategy you may also receive an invitation via Achilles,
Constructionline or directly from a buyer.

. Suppliers are expected to review the sourcing documentation as soon as possible,
understanding the timescales around the event and abide by the bidding rules.

. Suppliers are expected to ensure all documentation being submitted to Severn Trent
are submitted by an authorised individual.

. Severn Trent will share within the ITT (Invitation to Tender) documentation the split
between the Technical and Commercial requirements.

. Under the Utilities Contract Regulations 2016, Severn Trent will adhere to the 10
Calendar Day Standstill Period at the point of Contract award, where applicable.

18
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. Suppliers who are awarded a Contract must transact with Severn Trent electronically
via the Ariba Network.

Respondingtoa tender opportunity thatyou are directly invited to participate in

1. You will receive an email from Severn Trent asking you to participate in an event.

2. Clickon link to access the event

3. Logon to Ariba portal using your Ariba credentials that have been created as part of
supplier registration. Click on Business Network to gain visibility of tendering
opportunities.

If you have started your supplier registration, please be sure you
are using the log in details that were created as part of the

process. If you have not registered as a supplier, on occasion we
have more than one account for you on the system. If you
experience any issues with logging in, please contact us so we
can support you to use the correctcredentials.

7 Business Network - a x
P, e N
&~ C @ (] https;//eumu.ariba.com/seller-portal-dashboard/home AR = (_Not syncing :j
O Business Network ¥ Standard Account Get enterprise account
- Home [ ey Catalogs More ~ Creal
+ categories and service locations in your Marketing profile and enable the Suppert Ukraine toggle to match buyer postings for urgently-needed humanitarian
Ukra| Ariba Centract Management
A< e % |
A" 2 4 (™
Overview Getting star’tec{6
i i i . GBP i . GBP i oo
=3 | | | | |
New orders H Orders H Rejected invoices | Remittances H Early payment offers | More
Last 31 days ) Last 31 days ) Last 31 days ‘ Last 31 days ) Next 90 days
=1
- -
My widgets % customize H
&
Purchase orders Last 3 months v Invoice aging Activity feed | All v Vie
£0 £0
»
;_“ - 7 0%:16
- B = © 30 = =
S8 O Type here tosearch (oS e n a [~ e a G = B 2 EE Ee B s B

19
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4. The dashboard is now open, any sourcing events or questionnaires will be displayed

under Ariba Proposals and Questionnaires section.

<

O
0

C @
SAP”~ Ariba Proposals and Questionnaires ~

SEVERN TRENT

There are no matched postings.

gl Type here to search

[ Ariba Sourcing

Standard Account

‘Get enterprise account

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality,
service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity.

Events

Title

¥ Status: Completed (2)

PQQ - Lot 1 - Proactive alarm monitor

PQQ - Lot 2 - Waste Water Data Loggers Maintenance
¥ Status: Pending Selection (1)

Test Ariba Discovery Project - PQQ

Risk Assessments

Title D End Time |

Registration Questionnaires

Title D End Tim
O H @ n B W@

If you do not see a document that you expectto see or have
been invited to please reach out to your Severn Trent

representative. This may have occurred because you are logged
in to a different account to the one, we have invited. No need for
concern we sort this out.

SAP™ Ariba Proposals and Questionnaires ~

SEVERN TRENT - TEST

There are no matched postngs.

Standard Account

Upgrade  TESTMODE

Welcome to Severn Trent

Events

Title
¥ Status: Open (1)
RFP
v

Testing scenario

Risk Assessments

Title

Doc956466153

Status: Pending Selection (1)

Doc954920677

End Time |

No ite

Registration Questionnaires

Title

¥ Status: Open (1)

20

End Time |

5/4/2022 15:59

4/4/2022 15:45

5] https://service.ariba.com/Sourcing.aw/124992018/aw?awh=ré&awssk=KjPzXod18&dard=1

Doc590795443

Doc591062978

Doc541030865

No items

ne |}

No items

0 ¢ = @&

Event Type

ems

End Time }

Event Type

End Time

3/18/2021 12:06 AM

3/18/2021 12:00 AM

12/25/2020 1:00 PM

Event Type

Status

=2 ®

Status

Event Type

RFP

RFP

@ ke

Participated

- a x
Participated
Noe
Noe
No
b
09:24 E

13°¢ A~ & E @ 7 dx NG

13/05/2022
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6. On the event, click ‘Review Pre-requisite’

mpany Setings v  Kratos Enterprise v~ Feedback Helpv Messages >

< Go back to Severn Trent - TEST Dashboard Desktop File Sync
i Ti
Event Details = Doc956466153 - RFP ime remaining

00:28:12

Event Messages Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate in the event. Some prerequisites may require the

Download Tutorials owner of the event to review and accept your responses before you can continue with the event. If you decline the terms of the prerequisites, you cannot view the event content or
participate in this event.

¥ Checklist
Review Prerequisites [ Decline to Respond ‘ I Print Event Information

1. Review Event Details

. Event Overview and Timing Rules
2. Review and Accept
Prerequisites

Owner:  Pavitra Sharma () Description:
3. Submit Response Event Type: RFP Currency:  British Pound

Commodity: STGP Pumps - Servicing & Maintenance. 045013009
Regions:  All Global
Publish time:  5/4/2022 15:17
Response start date:  5/4/2022 15:29
Due date:  5/4/2022 15:59
specify how lot bidding will begin and end: ~ Parallel ()

Allow bidding overtime: No ()

Bidding Rules

7. If you elect not to participate, select ‘Decline to Respond’

Please note: If you select ‘Decline to Respond’you will not be able to view the event
details, respond to the event or send messages through the message board

8. Review the prerequisites and confirm whether you accept or do not accept the
terms of the agreement

riba Sourci HE

< Go back to Severn Trent - TEST Dashboard Desktop File Sync

Prerequisites Doc956466153 - RFP

g Prerequisites must be completed prior to participation in the event
¥ Checklist g B = e

-

Review Event Details

BACKGROUND

Y

Review and Accept
Prerequisites

(&) The Parties wish to receive from each other certain information for the Purpose.

3. Submit Response (B) In order to facilitate the Purpose the Parties wish to disclose to each other valuable and sensitive commercial information which is of a confidential nature

1. DEFINITIONS
In this Agreement the following expressions shall have the following meanings unless inconsistent with the context:

“Associated Company” any company which is, in relation to another company, its helding company or its subsidiary or a subsidiary of its holding company. "Holding company” and
‘subsidiary” will have the meanings attributed to them in section 1159 of the Companies Act 2006 or any subsequent re-enactment of it:

“Business Day" any day other than Saturday and Sunday or a public or bank heliday in England:

“Confidential Information” () all information (whether written, oral, in electronic form or in any other media) disclosed in connection with the Purpose by the Disclosing Party
including, without prejudice to the generality of the foregoing, any ideas; business methods: finance; prices, business, financial, marketing, development or manpower plans:
customer lists or details: computer systems and software: products or services, including but not limited to know-how or other matters connected with the products or services
manufactured, marketed, provided or obtained by the Disclosing Party and information concerning the Disclosing Party’s relationships with actual or potential clients, customers or

cimnliare and tha naars and ramniramante of tha Nierlacing Darhs and nf cich nareane
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9. ClickOk

Please note: If you select ‘l do not accept the terms of this agreement’ you will not be
able to proceed further into the event

10. If you accepted the terms of the agreement, you can now respond to the event

14. CONTRACTS (RIGHTS OF THIRD PARTIES) ACT 1999
The Parties do not intend that any of its terms will be enforceable by virtue of the Contracts (Rights of Third Parties) Act 1899 by any person not a Party to it

By clicking on the *Accept” button below, you acknowledge that you have read, understood and agree to be bound to the terms of this Agreement. If you do not agree to the terms
of this Agreement, click on the “No" button below.

(@) 1 sccept the terms of this agreement

() 1donot accept the terms of this agreement

N

. . i3i  Company Seftings Kratos Enterprise Feedback  Hel
Ariba Sourcing peny Sethes T peT PT Messages 3
< Go back to Severn Trent - TEST Dashboard Desktop File Sync
Time remaining
Console t: Doc956466153 - RFP
“ 00:26:56

Event Messages

Response History All Content = v
. Mame 1
¥ Checklist
¥ 1 Technical
1. Review Event Details
1.1 Service Delivery
2. Review and Accept 1.2 H&S
Prerequisites
1.3 Innovation
3. Submit Response
1.4 Management Information
15 Terms and Conditions
¥ Event Contents ¥ 2 Commercial -

I All Content (%) indicates a required field

1 Technical
Submit Entire Response [ Update Totals ] l Save draft I l Compose Message I [ Excel Import

2 Commercial

11. The event countdown is displayed at the top of the screen
12. You can review previous messages and ask questions during the event in the Event
messages

13. Click ‘Compose Message’ to ask a new question

22
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< Go back to Severn Trent - TEST Dashboard Desktop File Sync

Time remaining
Console = Doc956466153 - RFP 00:25'16

Event M
vent Messages J Your response has been submitted. Thank you for participating in the event.
Response History

¥ Checklist

1. Review Event Details

All Content

2. Review and Accept -
Prerequisites
Name t
s vammg
| 3. Submit Response -
¥ 3 Declaration
31 Name
pavitra
¥ Event Contents Flease provide your Full Name (First & Last Name) as per the records of your Company/ Organisation
3.2 Position
A CEO
I All Content Please state your Designation as per your Company’s or Organisation Records
3.3 Date Tue, 5 Apr, 2022
1 Technical
3.4 Phone
12345590
2 Commercial Please provide your Official phone number - both Landline with extension and Cell or Mobile number

3 Declaration

Compose Message

14. Enter any questions or text, Ariba will automatically default the subject, this can be
amended

WBIu “HAaho
H there,
1n section 1 of the PQQ I can see we have to specfy some more detad, could we provide this detail in a separate document and attach it to our response?

Thank you

15. You can attach files or zip folder by selecting ‘Attach’ file

By attaching a ZIP folder you can add more than one document.
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Please note: The STW Buyerwill have visibility of who has submitted the question, please
do not enter any company identifiers in your question as it may be shared with other

participants

17. When Severn Trent respond, you should receive an email similar to the one shown

here

RE: Doc956466153 - RFP

5 Reply & Reply Al

Pavitra Sharma <s4system-prodeu+stwater-T.Doc956466153@eusmt)
To @ Sharma, Pavitra

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Severn Trent - TEST

You have received a new message for event "Doc956466153 - RFP". You
must access the event message board to view the message content.

Click Here to view the message.

d you as the appropriate
Trent - TEST.

eceiving this email because your customer, Severn Trent - TEST, has iden
act for this correspondence

Severn Trent - TEST sourcing site, Event Doc056466153: RFP, Realm: stwater-T, Message 1D
MSGI16T0090.1, Click Here

Offices | Data Policy | Contact Us | Customer Support

Powered by E

If you have submitted a message and are awaiting a response
from us, we recommend that you log into Aribaand checkfor a
response in the event. Depending on network settings the
above email can sometimes be delayed. The response will be

visible in your messages instantly. (See below)
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View Message “I Cancel H Reply ‘

id:  MSG91670090.1
From:  Sewern Trent - TEST (Pavitra Sharma)
Sent 04/05/2022 03:38 PM
To:  Project Team: Kratos Enterprise(Kratos Enterprise); Severn Trent - TEST(Pavitra Sharma)
Subject:  RE: Doc956466153 - RFP
Labels:  (no value) selectv

Viewed By:  Severn Trent - TEST (Pavitra Sharma) (i)

Id: MSG91670090
Sent: 04/05/2022 03:36 PM
Subject: Doc956466153 - RFP

Document for TTT

18. To view this in Ariba, log in and click on event

SAP  Ariba Proposals and Questionnaires v  Standard Account

SEVERN TRENT - TEST

There are no matched postings

Welcome to Severn Trent /&

Events =

Title D End Time 1 Event Type Participated
¥ Staws: Open (1)
RFP Doc956466153 5/4/2022 15:50 RFP Yes

¥ Status: Pending Selection (1)

Testing scenario Doc954920677 4/4/2022 15:45 RFP No
Risk Assessments =
Title D End Time | Event Type
No items

Registration Questionnaires

Title D End Time } Status
¥ Status: Open (1)

Supplier registration questionnaire D0c873183769 25/1/2023 20:40 Registered

19. Click into event messages

Company Settings v Kratos Enterprisev ~ Feedback Help v Messages 3

< Go back to Severn Trent - TEST Dashboard Desktop File Sync
Time remaining
Console = Doc956466153 - RFP 00:17-17

Event Messages You have submitted a response for this event. Thank you for participating.

Response History

¥ Checklist
1. Review Event Details
All Content = ¥

2. Review and Accept

20. The message response from Severn Trent will be visible at the top of the message
board list, click on the subject to read the response
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Company Settings v  Kratos Enterprise v+~ Feedback Help+ Messages »

< Go back to Severn Trent - TEST Dashboard Desktop File Sync

Event Messages - RFP Back o Console

Time remaining

00:16:47
Messages =
1d Reply Sent Sent Date | From Contact Name To Subject
\ : ) MSG91670090.1 No 05/04/2022 15:38 Severn Trent - TEST  Pavitra Sharma Participants (1) Team (1) RE: Doc956466153 - RFP
MSG91670090 No 05/04/2022 15:36  Kratos Enterprise Kratos Enterprise  Pavitra Sharma Doc956466153 - RFP
MSG91670087 Not Applicable 05/04/2022 15:33  Kratos Enterprise Kratos Enterprise  Pavitra Sharma Response (ID=ID997433126) in event RFP has been submitted.
( : ) MSG91475088 No 05/04/2022 15:29  Severn Trent - TEST  Pavitra Sharma Participants (0) Team (0) Event RFP is now accepting responses.
\ : ) M5G91475087 No 05/04/2022 15:27 Severn Trent - TEST  Pavitra Sharma Kratos Enterprise Event RFP has been reduced by 40 minutes.
MSG91475086 No 05/04/2022 15:26 Severn Trent - TEST  Pavitra Sharma Kratos Enterprise Event RFP has been reduced by 1 minute.
MSG91475083 No 05/04/2022 15:18  Severn Trent - TEST  Pavitra Sharma Kratos Enterprise Event RFP has been extended by 30 minutes.
MSG91475082 Not Applicable 05/04/2022 15:17 Severn Trent - TEST Pavitra Sharma Kratos Enterprise Severn Trent - TEST has included you in the event: RFP.
View Reply I Compose Message I I Download all attachments l

21. You can respond to this message by clicking ‘Reply’, if you choose not to reply then
click done

Helpv  Message:

riba Sourcin

< Go back to Severn Trent - TEST Dashboard Desktop File Sync

Id: MSG91670090.1
From:  SevernTrent - TEST (Pavitra Sharma)
Sent:  05/04/2022 15:38
To:  Project Team: Kratos Enterprise(Kratos Enterprise): Severn Trent - TEST(Pavitra Sharma)

Subject:  RE: Doc956466153 - RFP

Id: MSG21670020
Sent: 04/05/2022 03:36 PM
Subject: Doc956466153 - RFP

Document for TTT

22. When submitting your response to Severn Trent's event, any fields marked with a
Red Asterix must be completed
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Company Settings v  Kratos Enterprise v Feedback Helpv

Ariba Sourcing

< Go back to Severn Trent - TEST Dashboard Desktop File Sync
Time remaining
Console = Doc956466153 - RFP
00:14:53
Event Messages
Response History All Content =
. Name T
¥ Checklist
3.1 Name . -
1. Review Event Details pavita |
- Review Bvent Detalis Please provide your Full Name (First & Last Name) as per the records of your Company/ Organisation
3.2 Position .
2. Review and Accept | CEO |
Prerequisites Please state your Designation as per your Company's or Organisation Records.
N S
3.3 Date | Tue, 5 Apr, 2022 |
I 3. Submit Response —
*
12345590
3.4 Phone
¥ Event Contents Please provide your Official phone number - both Landline with extension and Cell or Mobile number -
4 »
I all Content (*) indicates a required field
1 Technical N
l Update Totals l [ Reload Last Bid l l Save draft ] [ Compose Message ]
2 Commercial Excel Import

23. The answer fields can vary from test boxes, drop down menus and attachments

All Content LIV

Name 1
Lompany vetaits in wmnis secuon

4.1 Provide your company

*
Nonve ‘ TestSupplierl ‘

4.2 Provide your Company

*
B 7 4
House Registration Number ‘ 22 ‘

4.3 Provide your Company
UVDB Supplier Code

4.4 Please provide Parent "
Company Name (If ‘ ‘ i
4 (
applicable)
4.5 Please provide details of the
lead contact person. If successful
in the outcome of this PQQ. The * v

*
‘ 12345 ‘

(*) indicates a required field

24. To download any files/attachments within the content, select the document name
and click Download this Attachment/Download all attachments’

All Content 2oV

Name 1

Contact email address

4.8 Please provide Lead
Contact Telephone number

5 TestLine Less:.. |-

Test Line

Please see attached PQQ documents. G" Blank PQQ.docx Downloat this atiachment
Vv & PQQQUESTIONS Download all attachments

6.1 Please attach your *Attach a file L3
response here. r

(*) indicates a required field

25. To attach any files or zip folders relating to your submission, find the answer field
and click 'Attach a File’

All Content HRY

Name 1

| voues

Contact email address

4.8 Please provide Lead

*
34
Contact Telephone number i

5 TestLine Less... —
Test Line

Please see attached PQQ documents. CN Blank PQQ.docx vV




ST Classification: UNMARKED

26. Click on ‘Choose File’ select document or Zip folder you would like to upload and

< Go back to Cadent Gas - TEST Dashboard
@ Open x
Add Attachment =
« ¥ 1 ¥ > ThisPC > Documents v O Search Documents
Organize ~ New folder e @
Enter the location of a file 1o add as an Attachment. To, ~

v o Quick access

File name: v

27. Once the file/zip folder is attached, click ‘Ok’

Add Attachment Cancel ‘

Enter the location of a file to add as an Attachment. To search for a particular file, click Browse... When you have finished, click OK to add the attachment.

(=]

El
«

All Content

Name 1

| PUeHUBES WIS SUppC LU |

Contact email address

4.8 Please provide Lead

*
Contact Telephone number 12345

5 TestLine Less...|—
Test Line
Please see attached PQQ documents. @ Blank PQQ.docx V'

¥ 6 PQQ QUESTIONS

6.1 Please attach your

* (W Blank PQQ Answer.docx Vv Update file Delete file Lo v
response here.

(*) indicates a required field

Submit Entire Response ‘ Update Totals ][ Save draft ] [ Compose Message ][ Excel Import

29. Click OK

v Submit this response?

Click OK to submit.
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30. Once the bidding period has expired, an email notification will be sent confirming we

are no longer accepting responses.

Hints & Tips for Completion:

«» Mandatory questions are marked with a*

+ Keep an eye onthe bidding clock and remember to

submit your response

«» Youcan export the event into Microsoft Excel, using

the ‘Excel Import’

* Remember to ‘save as draft’ if you are completing the o™ ‘

event over several sittings

« Where this symbolis seen, you can add comments or

attachments when it is selected

Responding to a tender opportunity that you have located
from Find a Tender or Ariba Discovery

1. Click on the Business Network tab at the top and select Ariba Discovery

2 Business Network - (=

& C @ () httpsy//eu.mu.ariba.com/seller-portal-dashboard/home

= Hom ) Ariba Discovery

Business Network ~ Standard Account | Get enterprise account

Catalogs More ~ Creaf
—+ @ Supg categories and service locations in your Marketing profile and enable the Support Ukraine toggle to match buyer postings for urgently-needed humanitarial
Ukra| Ariba Contract Management

SAP Business Network A ,A;!

Overview  Getting s'.tar‘lrs-dG

0O O

New orders Orders

Last 31 days Last 31 days

My Wldgets 44 Customize

Purchase orders Last 3 months v Invoice aging

£0 . £0.

B O Type here tosearch (o]

o

e~ ®

29

L |
0 | 0.0. 0.0

Rejected invoices Remittances Early payment offers

Last 31 days Last 31 days Mext 80 days
Activity feed | All v

S 13C A G E W 7 dx ENG

1
@
|n
®
|m
| &

:27
13/05/2022

aoa‘

Feedback

»
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2. Click View All Leads to search forthe tenderyouwant to bid in

[ Ariba Discovery - a X

w/125034032 /aw?awh=r8lawssk=YwVAg7ix&dard=1

z
&
ks

)

Get enterprise

I'mBuying ~  I'm Selling ~

+ Watchlist Responses
[] [

Match confidence indicates in percentage how closely your company profile matches the buyer's requirements.

My Leads Sortby: All Leads

There are no postings that match your company profile. Looking for more business
opportunities?

View All Leads

Notifications.

PQQ Data loggers Tender 1 Lot 2 Data
Platform has closed. View Fosting

PQQ Data loggers Tender 2 Lot 1 Clean
Water Data Loggers Maintenance and Data
has closed.

w Posting

PQQ - Lot 2 - Waste Water Data Loggers
Maintenance has closed. View Posting

PQO - Lot 1 - Proactive alarm monitor has
closed. View Posting
Over

58 O Type here to search [e)

o

Q = 'J ¢ m & S FC A @ W 7 b NG waf‘l)ng:z?uzzs

3. Addthe details of the tendername in the Search bar or refine your search by selecting
Advanced Search. Thenclick onthe hyperlink of the tenderyou want to view

[ Ariba Discovery - g x

w/ 125034032 /aw?.

&~ C (R 3  https://service.ariba.com/Discovery =r&awssk=YwVAg7ix

%,
ar
ktd

)

Ariba Discovery ~ Standard Account | (Get enterprise account

I'm Buying ~ I'm Selling ~

+ RFI/RFQ Matches (14129)

( ] Find Advanced Search »

Al results

Refine Match Criteria Search Results 1 - 10 of 14,129 Sort by:

2z 3.5
Humanitarian Relief

Help Ukraine 23 FEQ - Test_Event_ABVSP!

Less than $1000 USD (Est)
C2-buyerd@eniba.com  Posted: 12 Nov 2017 Closes: 22 Dec 2032 2:35 AM PST

Posting type

 Information 12461 Product and Service Categories: Aerial cameras, Digital cameras

r Quotation 1668

Ship-1o or Service Locations: United States Minor Outlying Islands; United States; San Jose-Sunnyvale-Santa Clara - California

FFQ - RK_public_Test_Posting_15July_004 $10K to $50K USD (Est)
e Visykumar  Posted: 15 Jul2018  Closes: 28 Mar 2028 1100 AM PDT
109
1254 Product and Service Categories: Fish food flakes, Commercial ishing line tackle
12835
Ship-to or Senvice Locations: United Kingdom; San Jose-Sunnyvale-Santa Clara - California
Date Closed
- . REQ - RK_public_Test_Posting_15July_005 10K to $50K USD (Est)
After 7 aays 44
ext 7 days 33 Vjsykumar  Posted: 15 Jul2018  Closes: 28 Mar 2028 100 AM PDT
N 7
Product and Service Categories: Fish food flakes, Commercial fishing line tackle
Product and Service Categories
ctand Senvice €3 3 Ship-to or Service Locations: United Kingdom; San Jose-Sunnyvale-Santa Clara - California -
i = ; 09:36
- a =1 a G 2 o = -
g N ~ x 7% dx ENG
B O Type here tosearch S =i e n a Q@) = [ | 13°C @ @ g d 1370572022 L]

4. You can now respondto the buying organisation and registeryouinterest
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[ STW Taking Care of Customer Supply Pipes DPS - a 'Y

&« A & https://service.ariba.com/Discovery.aw/ 125034032 /aw?awh =r&awssk=YwVAgT7ix A
P ¥ g

[u} SAP  Ariba Discovery ~  Standard Account | Get enterprise account:
[k

I'mBuying ~  I'm Selling v

0 Search Results

This is a public sector / buyer funded posting and you can respond for free

STW Taking Care of Customer Supply Pipes DPS Open

Severn Trent &

r 2022 g
or on: 9k Q&
nse Deadline: 31 Jan 2025 6:56 AM PST

Respond to Posting Add to Watchlist Net Interested ~ | Share: [ [ ) Leave feedback

Opportunity Amount: £5,000,000.00 to £50,000,000.00 GBP
Contract Length: 36 months
Response Deadline: 31 Jan 2025 6:56 AM PST

Posting ID: 12186259(DocB08385264)
Posting Type: Request for Information
Public Posting: very.ariba.com/rix/12188259

Match Confidence: 0%

Product and Service Categories Ship-to or Service Locations
+ Service water - United Kingdom

+ Plumbing system maintenance or repair

« Supply of water

13°C A @& G 7 dx ENG

Posting Summary

09:38
13/05/2022 E

L Type here to search

5. Onceyou click on Respondto Posting you will be able to view the details of the tender and
registeryour interest, follow each step and Submit Response if you accept the prerequisites
and wish to participate in the tender. If you do not wish to participate simply click Decline to
Respond.

=7 Ariba Spend Management - a x
&~ C (R ) httpsy/s1-eu.ariba.com/Sourcing/Main/aw?awh=r8awssk=zPyiwVGu&realm=stwater&passwordadapter=SourcingSupplierUser&... =
O Ariba Discove ry Company Settings v  Adrean Chaviray  Feedback Helpv Messages
< Go back to Leads Desktop File Sync

Event Details & Doc808388264 - PQQ Taking Care of Customer Supply Pipes ® e e
n g PPl Fip 994 days 08:07:04

Event Messages Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate in the event. Some prerequisites may require

Download Tutorials the owner of the event to review and accept your responses before you can continue with the event. If you decline the terms of the prerequisites, you cannot view the event

content or participate in this event

¥ Checklist
Review Prerequisites I Decline to Respond ‘ [ Print Event Information

1. Review Event Details

. B . Event Overview and Timing Rules
2. Review and Accept

Prerequisits

Owner:  Joanna Benson (i) Description:

3. Submit Response Event Type: RFP Currency:  British Pound

Commodity: Meters, Associated Equipment & Services 020
Regions:  GB United Kingdom
Publish time:  3/3/2022 3:26 PM

Due date:

2025 4:45 PM

Specify begin and end:  Parallel (i)

Allow biddin

No ()

Bidding Rules

Allow Pricing Conditions:_Ma T

g 0540
L Type here to search (] 13C A GEW G NG, B

]_m
e
=
a
®
|D
&
|m
| &
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Purchase to Pay Process

Severn Trent operates a standard purchase to pay process via SAP Ariba as outlined below.

Suppliers must not supply goods or services without a valid purchase order, invoicing
without a valid purchase order will lead to the invoice being returned, unpaid.

Purchase order numbers are 10 digits long, for an Ariba order starting with ‘30’; for ECC

Ariba orders starting with ‘45’.

Important Checks When Receiving A Purchase Order

You should not accept a purchase order if:

. if any information such as price is incorrect, as this will cause your invoice to be sent
back to you, unpaid

. if the format of the purchase order does not enable you to invoice, i.e., if the
guantity on the purchase order is 1 and you need to part invoice

Note: If the purchase order is for services, the PO may have been created as a ‘call-off’. This
means that the price will be 1.00 and the monetary value is shown in the quantity field,
which will allow you to part-invoice.

You should not accept verbal changes to a purchase order. The requisitioner of the order
should amend the purchase order in Ariba, which must be approved, and a new version of
the order will be sent to you.

Order Type (Material / Service)

When checking a purchase order, you must note whether the ‘type’ is Service or Material.
The Ariba system has different requirements based on this category as explained below.

Service Orders

Service orders require a Service Entry Sheet (SES) to be submitted via the Ariba Network.
SES are automatically created based on the data entered on an invoice, meaning suppliers
only need to enter the data into Ariba once, at the point of invoicing.

For orders starting with ‘45" only you cannot over invoice, so if the value on the PO is £10
you cannot invoice for £11. Please speak with the person instructing/having requested the
additional service or change in scope to raise another order to cover the additional charge
SO you can submit an invoice against hat new purchase order.

Material Orders

Material Orders can be flipped directly to an invoice. The invoice will adopt the structure of
the purchase order, so you must validate the structure when the order is received.
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There is a limitation on orders staring with a ‘45’ that until a receipt isin place you cannot
flip the PO. Please reach out to the person who raised the order to prompt receipt if the
goods have been delivered.

Order Confirmation and Ship Notice

Order confirmation (OC) and ship notices (ASN) are optional for suppliers to process in
Ariba.

Submitting Your Invoice in Ariba

Suppliers are required to submit invoices electronically via Ariba, the simplest way to
complete the activity is to flip the purchase order to aninvoice.

We ask that you attach the PDF copy of your invoice when submitting the transaction as for
validation purposes, however this is not mandatory.

IMPORTANT: When creating multiple invoice records for a single Purchase Order, please
leave at least three minutes between invoice submission and creation of the next
transaction to allow the data to flow through the Ariba Network.

Supplier Integration with Ariba

Suppliers who have a high volume of transactions may benefit from integrating their back-
office system with Ariba. An enterprise account is required to support system integration
and suppliers should not upgrade unless they have fully understood the associated costs.

If you would like to discuss invoice integration, please email your details including vendor ID
and ANID.

The Purchase Order email

Purchase Orders are sent to suppliers via email, unless they have chosen to integrate
their own back-office sales system with Ariba. The email contains:

1. A HTML version of the purchase order, any attachments will also be accessible here

2. Interactive link to accept the purchase order (you need to log into your Ariba
account)

3. Buyer and Seller details

4. Purchase Order number, Net Order Value & Order Version

5. Terms & Conditions / Payment Terms

6. Comments entered in the order by the requisitioner

7. Ariba Contract Reference (if applicable)

8. Shipping Address, including contact email address for the requisitioner - please note

the Shipping Address is displayed atitem level and may differ for different lines on
the order
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9. Billing Address for your invoice.
10. Line items on the purchase order - Please ensure you check the items for accuracy:
a. Only items on the purchase order can be supplied
b. The format of the items must enable you to invoice
c. All prices are excluding VAT, VAT should be added to your invoice as per tax
legislation.

How to Process the new purchase order using email copy in
Ariba Supplier Network

Step 1: As a supplier user will receive an email copy of first Purchase Order/s document/s.

Do not click on ‘Confirm Order’ or ‘Create Invoice’ buttons. Click on ‘Click here’ hyperlink
highlighted in blue colour.

Please refer the Screenshot:

Severn Trent - TEST sent a new Purchase Order 4512929662

" . - < Reply & Reply All —» Forward
g Severn Trent - TEST" <ordersender-prod@ansmtp.ariba.com> ) ey D ey
To & Sharma, Pavitra Wed 13-04-2022 15:5
'Z_E:Z' If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

4512929662 htm o
20KB
Dear Resbok Store-TEST,
b + d b b + e
-
Questions or comments? Reply to this email.

This purchese ortler was deilvered by Ariba Netwark,  For mare infarmation aboat Anba and Aria Network, visit tios: &wew aciia com.

To: Purchass Order
Resbak Stare-TEST
e 4C (Mew)
Bofton A51E28662
Amount: £50.00 GBF
versen:

waked Kingdam
ane:

Fax:
Emal: pavitro shannadflssearrirert

BHY I 6O DAYS FACOM INY DATE

Enter login credentials and log on to Ariba Network.
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SAP Ariba

View all your documents in one Ariba Network account

Ariba Network can transfer documents into your company's existing Ariba Network account. This allows you to view and manage
documents easily from your existing account, without having to register a new Ariba Metwork account.
After you log in, your documents may be temporarily unavailable while the transfer process is completed

Notes:

Fees may apply based on your account type. To see your account type, sign in and go to Company Settings.
You have to be the Account Administrator or have the Trading Invitation Account Merge' permission to transfer documents into the account.

To get started. log in to your existing supplier account.

Usemnmame: ‘ reebok(@severntrent.co.uk |

Password: | sesssessesese Iy |

As soon as Supplier user logs in the below message will appear. Click on OK.
< X (3 https;//service.ariba.com/Supplier.aw/125013042/aw?awh=r8awssk=I968pQo&dard=1 2 OA g m O3 &= a

System Message

System Message

Your account is being updated. Please try again in a few minutes
Note: Supplier user will receive the following emails for establishment of trading
relationship.

Severn Trent -TEST  Relationship Document and
Has Requested a Reestablished with Sevcustomer relationsh

Step 2: Click on ‘Enablement Tasks’ to complete the ‘ready to receive the purchase orders’
task

SAP Business Network ~ Standard Account | Getenterprise account TEST MODE (©)

Home Enablement Workbench Catalogs Create v

Support the people of Ukraine. Update the categories and service locations in your Marketing profile and enable the Support Ukraine toggle to match buyer postings for urgently-needed humanitarian aid for

Ukraine. Learn More | Update Profile
\ 2 d _ _ r Y]

@

(s}

Overview Getting started

1 | o) | 1 O ‘0.0 i

Enablement Tasks Orders to invoice Orders Rejected invoices Remittances More

Last 31 days Last 31 days Last 31 days Last 31 days

F eedback

My widgets % customize

Invoice aging Purchase orders Last 3 months v Activity feed All v View all

£0 e EQ s
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Enablement Tasks

View details of all pending tasks and complete them. Click the associated link to complete a task. You can also reopen tasks that are manually closed, i the subsequent task is not yet completed. It is More
Activities and Tasks for Severn Trent - TEST  View Profile C Refresh
Activity Name Date Due Total Tasks My Pending Tasks Pending Buyer Tasks
»  Account 15 Apr 2022 5 1 0
¥ Purchase Order 4 o o

This activity tracks all purchase order related tasks. You may have already completed some of these tasks in an earlier activity.

Mot Started Configure Purchase Order Routing and Notifications Configure
Configure your order routing methed for your customers. You can choose specific routing methods for different types of incoming orders. If you use email routing
itis r ded to setup a di ion list like ordi company.com. If you select online routing make sure you regularly log in ta your account to check

if you have received new purchase orders. Also configure email addresses to receive notifications when purchase orders are undeliverable (see the Email
Notifications section below the "Electronic Order Routing” configuration).

Not Started Ready to Receive Purchase Orders Complete Task
Confirm that you are ready to receive purchase orders. If you want to test your order routing configuration, follow the instructions on the customer information
portal (see link on top of your task list) on how to create a test account and test the document flow.

MNot Started Buying Organization is Ready to Send Orders Buyer Task

Your customer confirmed that all setup steps are dene and that you can expect to receive purchase order transmitted through Ariba Network from now on. This
task can be either closed manually by the user or is automatically closed by the system when a purchase order is sent.

fsenvice ariba. i 124 Srawssk i

COMPLETE TASK

You can reopen & task that is already completed. When you reopen a task, the task changes back to Pending More

Task Mame: Ready to Receive Purchase Orders
Task Status: Mot Started

B *You cannot open or complete an inactive task or a task that is not yet started.

Click on ‘Orders’ to view the Purchase Order and able to view the purchase order as a

supplier user

SAP™  Business Network v Standard Account | Get

lerprise account  TEST MODE

Home Enablement Workbench Catalogs Create v

: i T UEY, I I

@ Support the people of Ukraine. Update the categories and service locations in your Marketing profile and enable the Support Ukraine toggle to match buyer postings for urgently-needed humanitarian aid for

Ukraine. Learn More | Update Profile
_ I .

Overview Getting started

1 o 1 0  00. .o

Enablement Tasks Orders to invoice i Orders i Rejected invoices I Remittances More
Last 31 days Last 31 days Last 31 days : Last 31 days
My widgets ¢ customize 3
Invoice aging Purchase orders Last 3 months v Activity feed | All v View all

£0 £0

37



ST Classification: UNMARKED

Supplier user can view the Purchase Order

SAP Business Network v Standard Account | Upgrade | TEST MODE

Home Enablement Workbench Catalogs

Crea
Workbench 494 Custo
O 1 O 0 . 0 GBP 0 . O GBP 0 . O GBP
Orders to invoice Orders Rejected invoices Remittances Early payment offers Scheduled payments
Last 31 days Last 31 days Last 31 days Last 31 days Next 90 days Next 90 days
Orders (1)
> Editfilter | Save filter Last 31 days
3
£
fre
Order Number Customer Amount Date Order Status Amount Invoiced
4512929662 Severn Trent - TEST £50.00 GBP Apr 13, 2022 New

Important Note: The supplier user must repeat the step 1 (and not step 2) for first Ariba
P2P Purchase Order or starting with Purchase order 35**** series. This will help the
establishment of trading relationship activation.

Step 1: As a supplier user will receive an email copy of first Purchase Order document.

Do not click on ‘Confirm Order’ or ‘Create Invoice’ buttons. Click on ‘Click here’ hyperlink
highlighted in blue colour.

Please refer the Screenshot:

Severn Trent - TEST sent a new Purchase Order 3500003307

I
R "Severn Trent - TEST" <ordersender-prod@ansmtp.ariba.com:>  Reply  Reply Al 7 Forward

Te @ Sharma, Pavitra Wed 13-04-2022 20:27

@ If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pictures in this message.

3500003307 htm o
27KB

Dear Reebok Store-TEST,

Your customer Severn Trent - TEST sent you a purchase order through Ariba Network. You can start

| processing this purchase order now by clicking the buttons in this email without creating an Account. ||

If you have an existing Ariba account, click here to process this purchase order on the Ariba Network.

Sincerely,
The Ariba Network Team
https://www.ariba.com

[x]
Questions or comments? Reply to this email.

This purchase order was delivered by Ariba Network. For more information about Ariba and Ariba Network, visit https:/fwww.ariba.com.

—— To: Burrhaca Nrder

Enter login credentials and log on to Ariba Network.
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SAP Ariba

View all your documents in one Ariba Network account

Ariba Network can transfer documents into your company's existing Ariba Network account. This allows you to view and manage
documents easily from your existing account, without having to register a new Ariba Network account.
After you log in, your documents may be tempeorarily unavailable while the transfer process is completed

Notes:

Fees may apply based on your account type. To see your account type, sign in and go to Company Settings
‘You have to be the Account Administrator or have the ‘Trading Invitation Account Merge' permission to transfer docurnents into the account

To get started, log in to your existing supplier account

Username: | reebok@severntrent.co.uk ‘

Password: | | ‘

.E- " © 2021 SAP SE or an SAP affiliate company. All rights reserved. Privacy Statement  Security

As soon as Supplier user will log in the below message will appear. Click on OK.

System Message

System Message

Your account is being updated. Please try again in a few minutes
Note: Supplier user will receive the following emails for establishment of trading
relationship.

1

Severn Trent - TEST Document and
Has Requested a Recustomer relationsh

Once logged into Ariba Supplier Network the supplier user can view both ECC and Ariba P2P
purchase document in Ariba Supplier Network.
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SAP Business Network ~ Standard Accou

Get enterprise account | TEST MODE @

Home Enablement Workbench Catalogs More ~ Create ~

(@ Support the people of Ukraine. Update the categories and service locatians in your Marketing profile and enable the Support Ukraine toggle to match buyer postings for urgently-needed humanitarian aid for

Ukraine. Learn More | Update Profile
\'by Ve _ I wi

Overview Getting stanede

1

1

2 0 - "0.0.. )

Enablement Tasks Orders to invoice : Orders

H Rejected invoices Remittances More
) Last 31 days ) Last 31 days Last 31 days ) Last 31 days )
s
3 g
My W\dgets Severn Trent - TEST % Customize 2
P
Invoice aging Purchase orders Last 3 months v Activity feed | All v~ View all
£0 cer £150...
Workbench 494 Custo
l 2 O 0.0G':: 0.0G':: OQOG'::
Orders to invoice Orders Rejected invoices Remittances Early payment offers Scheduled payments
Last 31 days Last 31 days Last 31 days Last 31 days Next 90 days Next 90 days
Orders (2)
> Editfilter | Save filter | [Last31days
e
Order Number Customer Amount Date | Order Status Amount Invoicey
I
5
3
3500003307 Severn Trent - TEST £100.00 GBP Apr 13, 2022 New =
4512929662 Severn Trent - TEST £50.00 GBP Apr 13, 2022 New
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The Purchase Order email

Service orders require a Service Entry Sheet (SES) to be submitted via the Ariba Network.
Upon receipt of a service PO if the PO SAP (serviced) then Severn Trent have already created
a service entry sheet. You will be able to create invoice to issue an invoice to Severn Trent

If the PO has not been serviced by the time you wish to invoice you have 2 options:

1. Asktherequsitionerto create a service entry sheetto change the status of the PO to
serviced so that you can invoice

2. Createaservice entry sheetto be approved by SevernTrent before you caninvoice. Thisis a
free service within a standard account, howeverthere are additional charges within
Enterprise accountsfor creating service entry sheets

1. Service orders are identified in the purchase order email with the type ‘Service’
2. The value of the service requested

3. The service start and end dates

8

& O
Line Items 1
Line & MNo. Schedule Lines Part & / Description Type [Return Oy (Unit) Need B Price Subbotal
1 SES_TEST Service 1{EA) 30 Apr 202) £10,000.00 GBP £10,000.00 GBP

Test Services for SES

CONTRACT #

0o o Q

Sanvice Periad

Sendioe Start Date:1 Apr 2021
Service End Date: 20 Apr 2021

Other Information

You must validate that the purchase order includes any fees you are supplying and
intend to invoice for

4. When you are ready to submit your invoice, click on the ‘Process order’ button on
the email

ISAP Ariba /\

Your customer sent you this order through Ariba Network.

Process order

5. Enter your Ariba username and password. New to Ariba? Select the ‘Register Now’
option and complete the Ariba Registration.

SAP Ariba
Supplier Login

User Name

42
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Creating an Invoice in the Ariba Network

6. The purchase order is now open in the Ariba Network. To create your invoice, click
‘Create Invoice’, then select ‘Standard Invoice’ from the drop down

GAP Business Network Enterprise Account  TEST MODE € Back to classic view

Purchase Order: 3500003131 [ b |

Standard Invoice

I
0]

Order Detail Order History Line-item Credit Memo

TRENT

Line-ltem Debit Memo

From: To: Purchase Order
Severn Trent Water Ltd Spongate Ltd (Partially Serviced)
Financial Operations LE11 1QR 3500003131
PO Box 5345 LEICESTERSHIRE Amount: £100.00 GBP
COVENTRY Aberdeen City Version: 1

LE11 1QR
CV3 9FU United Kingdom
United Kingdom Phone: +44 01234567890
Phone: +44 (02477) 715000 Fax:

Email: p2p@severntrent.co.uk Email: Srinivas. Siddapur@severntrent.co.uk

Comments

Comment Type: Terms and Conditions

Body:Please refer to Terms & Condition details in "Other Information’ section
Contract Number: CW20073

Routing Status: Acknowledged
Related Documents: CREDIT1
Inve_3500003131_SS_1
Invo_3500003131
Other Information
Terms and Conditions:  This order is subject to the Terms and Conditions agreed for the Contract Number stated above.

All prices are inclusive of c_arri;ge and exclusive ofIVAT unles.s o(herwwsf sle_led. Advice notes and invoices must guote the appm_priate )
7. A pop-up message may appear stating Severn Trent requires service sheets for
service orders.

WARNING!
/  This customer requires service sheets for service orders. When you create an invoice without first creating a
service sheet, Ariba creates a service sheet for you. The invoice is sent after the customer approves the

service sheet.

| Don't show me this message again

8. If the purchase order has multiple line items, they will be listed here, you can only
invoice one order line per invoice. Select the line item to invoice, if you are unclear
which line to select, contact the Severn Trent requestor. Note if the purchase order
has one line, go to step 10.

9. Click Next
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SAP Asiba Metwork Siandard Account Lipgrads TEST M

Select Item to Create Invoice with Auto-Generated Service Sheet n | Exi

Line ltems
Lifie & Part 1D | Deseription e

1 ses Test Fi
ol e o)
Tesf Servicess for SES
] ses TesT Fi
Tasr Sanwices for SES
3 ses_TesT Bl

Test Sorvices for SE5

4

10. The Ariba invoice template is now displayed. At the top of the page, enter your
invoice number.

Create Invoice e voe o Mot
* Iwvoke Header £ s Meater
Yoy

Purchess Orjes 2000650004 @ tmord 80.00 GRS

Amary Dus 00.00 Gaw

Codornt G Leriond)

11. Scroll down and enter the details of the approver, this will be the name and email
address of the Severn Trent representative listed on the purchase order, please
ensure the email address is entered accurately.

-

Supplier VAT Cuestosmes VAT
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12. Enter your VAT registration ID (if applicable). Note, once entered this will
automatically populate for all future invoices
13. Click ‘Add to Header’ and select ‘Attachment’

Add to Header v @

Shipping Cost

Shipping Documents
Special Handling
I Discount

Allowance

Charge

Additional Reference Documents and Dates s

Comment SES_TE

Attachment

| Line \gm AcClions v J { M J

14. Click on ‘Choose File’ to open the browser and find the PDF image of your tax
invoice, once selected click ‘Add Attachment’. Repeat for any other attachments, i.e.,

timesheets, payment certificates.

Attachments

The total size of all attachments cannot exceed 10MB

‘ Choose File ‘ No file chosen Add Attachment

15. Go to Line Items, select ‘Add/Update’ If the purchase order quotes a contract
reference, select ‘Add Contract/Catalogue Items’ from the drop down.
If the purchase order does not quote a contract reference, go to step 19

z 0 Line Items, O Included, O Previously Fully Invoiced
Line ltems

Insert Line item Options

Add to Included Lines

No No. Include Type Pant# Description Customer Part # Quantity Unit Unit Subtotal

Line Item Actions v Delete

Add Labor Service

Add Material

Update ‘ Save ‘ ‘ Exit ‘ m

16. You will now see the line items available in the contract. Select the line to invoice
against and enter the monetary value without VAT into the quantity field (if the
contract includes retentions and the rate is stated on the line-item description, you

should include the retention value to this entry).

Note: this line must be available on the purchase order for this process to be successfully
completed.
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Create Service Sheet: Add ltem |ﬁ

17. Click add to Cart

18. Click Done and go to step 19

19. If the purchase order does not quote a contract, select ‘Add General Service’ from
the drop down.

. 0 Line Items, 0 Included, O Previously Fully Invoiced
Line Items

Insert Line Item Options

[ rexcategory ¢ ‘ [ | biscount Add to Included Lines

| No. No. Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price Sub
1 SES_TEST Test Services for SES Add/Update v
Add Contract/Catalog ltems
[ Line Item Actions v l [ Delete

Add General Service

Add Labor Service

Add Material

Come (o J[ = | EEEE

20. Complete the mandatory fields in the template:
Enter a Part Number —this can be anything
Enter the description of services — maximum 80 characters

Enter the quantity — if charging a daily or hourly rate enter the quantity being
invoiced, otherwise enter ‘1’

Enter the Unit - we recommend ‘EA’

Enter the Unit Price - if charging a daily or hourly rate enter the rate without VAT,
otherwise enter the full price without VAT

Line Items 1 Line Items, 1 Included, O Previously Fully Invoiced

Insert Line Item Options

No. include  Type Part# Description Customer Part # Quantty  Unit Unit Price Subtotal
% P Ses TEST e ——— AddiUpdate v
1 S SERVICE I £0.00GBP
Service Period e et B = = -
b [ Line tem Actions v Delete
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21. Select the line item
22. Enter the service start and end date for the period covered in the invoice
23. Select the line-item to action

1 Line Items, 1 Included, 0 Previously Fully Invoiced
Line Items

Insert Line item Options

Customer Part # Quantty  Unit Unit Price Subtotal
Add/Update v
100 EA E100GBP  £100.00 GBP
Special Handling
Pricing Details
Discount
Allowance
Charge
Comments
Attachment
1 Line Items, 1 Included, O Previously Fully Invoiced
Line Items
Insert Line item Options
Add ded L
v Includ Typ 2 Customer P Quantit u Unit P Sub
i Includ Typ: P Customer Part # Quantity  Unit Unit Price Subtotal
@ SERVICE SES_TEST Test Services for SES 100 EA £1.00 GBP £100.00 GBP
ca1
Service Period pr 2021 = D 1 s
Tax Sal Sales b £100.00 GBP
VAT
GsT
s
HST
PST
Ta
osT
L
[ e nmctonsv. ||

26. Enter the VAT as either a percentage ('20’ for 20% standard UK VAT) in the Rate (%)
field; or a value in the Tax Amount field.

Note: If your invoice includes a retention, VAT must only be claimed against the net invoice
value less the retention, for example if the invoice is £100 net with a 10% retention, 100
would be entered as the quantity but the VAT must be entered as a value of £18.

27. Click ‘Next’
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v 1 SES_TE Jpdat
N Incl ype Part Customer Part # Quantity Unit Unit Price
1 ERVICE SES_TEST 1 E £1.00 GBP 1
1 €910
Service Period 1 = 1 =
Tax 1 P
T

y, ———————
‘ Line htes

‘ = ‘ = ﬂ

Note: any errors or missing data will trigger an error message at the affected field.
You will now see a summary invoice template.

28. Review the template and when ready, click ‘Submit’

GAP~ Business Network Enterprise ACCOUNt  TESTMODE € Back to classic view

Confirm and submit this document. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United Kingdom. The document’s destination country
is:United Kingdom.

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving
service.

Standard Invoice

Invoice Number: INV3131 Subtotal: £50.00 GBP
Invoice Date: Tuesday 5 Apr 2022 2:56 PM GMT+05:30 Total Tax: £10.00 GBP
Original Purchase Order: 3500003131 Total Amount without Tax: £50.00 GBP
£60.00 GBP
SERVICE PERIOD Amount Due
Start Date 5 Apr 2022
End Date: 23 Apr 2022
REMIT TO: BILLTO: SUPPLIER:
Spongate Ltd Severn Trent Water Ltd Spongate Ltd
Postal Address: Postal Address (Default) Postal Address:
Linel_101225 Financial Operations Unit 4C
Hillingdon PO Box 5345 C Horwich Business Park
Hillingdon COVENTRY Bolton
PE28 2RH Lancashire
United Kingdom CV3 oFU BL66EX
United Kingdom United Kingdom

29. The invoice is successfully submitted. You can print a copy of the invoice or exit
SAP Ariba Network Standard Account | Upgrade | TESTMODE

Invoice 12345680 has been submitted.

« Print a copy of the invoice.
« Exit invoice creation.

Exiting the invoice creation screen returns you to the purchase order, where you can
repeat the process and create further invoices, up to the value of the purchase order.

30. The invoice you have just submitted is now showing in the related documents
section, you can click on this field to open the document
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Business Network Enterprise Account  TEST MODE € Back to classic view ]
Purchase Order: 3500003131 [ oo |
[ Create Order Confirmation v ] [ Create Service Sheet l i Create Invoice v A = oo
Order Detail Order History

TRENT

From: To: Purchase Order
Severn Trent Water Ltd Spongate Ltd (Partially Serviced)
Financial Operations LE11 1GR 3500003131
PO Box 5345 LEICESTERSHIRE Amount: £100.00 GBP
COVENTRY Aberdeen City version: 1

LE11 10R
CV3oFU United Kingdom
United Kingdom Phone: +44 01234567890
Fhone: +44 (02477) 715000 Fax:
Email: pzp@severntrent.co.uk Email: Srinivas. Siddapur@sevemntrent.co.uk
Comments

Comment Type: Terms and Conditions Routing Status: Acknowledged
Body:Please refer to Terms & Condition details in ‘Other Information’ section Related Documents: CREDITL

Invo_3500003131_55_1
Contract Number: CW20073 Inve_3500003131

Other Information
Terms and Conditions: This order is subject to the Terms and Conditions agreed for the Contract Number stated above

All prices are inclusive of carriage and exclusive of VAT unless otherwise stated. Advice notes and invoices must quote the appropriate 5 Messages
Purchase Order Numhber |ine/ltem Numhar and where shnum STW Material/Service Master Numher and he sihmitted in tha same 1init nf |
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Invoice Creation via PO Flip Material Order

This process should be followed for suppliers who receive purchase orders via Ariba with a
material item category. For service item category, see section ‘Service Orders’.

When you are ready to submit your invoice to Severn Trent, locate the email for the
purchase order (if you cannot locate the email, send a copy to yourself from the Ariba
Network.

1. Click Create Invoice

]
Questions or comments? Reply to this email | ‘

To access the Order: Cantinue

This purchase order was deiiversd by Anba Natwork.  For mare Infsrmation about Ar

Furchase Grder

3500000050

Fax:
Email: anthony_medermott@sky.com

2. Logon to your Ariba account and Click ‘Create Invoice’, then ‘Standard Invoice’ in the

SAP~ Business Network Enterprise Account  TesT mooe & B bET==5vE=D
Purchase Order: 3500003135 B
[ Create Order Confirmation l Create Service Sheet ES =
Standard Invoice
Order Detail Order History Line-Item Credit Memo
Line-item Debit Memo
SEVERN
TRENT
From: To: Purchase Order
Severn Trent Water Ltd Spongate Ltd (Partially Invoiced)
Financial Operations LE11 1QR 3500003135
LEICESTERSHIRE Amount: £100.00 GBP
COVENTRY Aberdeen City Version: 1
CV3 9FU
United Kingdom
Phon 00 = 3
Ernai . Email: Srinivas. Siddapur@sevemntrent.co.uk
Comments ~ i Routing Status: Acknowled
Comment Type: Terms and Conditions Related Documents: INvo, -

Body:Please refer to Terms & Condition details in "Other Information” section o o
Contract Number W20073 -

Other Information
Terms and Con

ditions: ord s subject to the Terms and Conditions agreed for the C act Number stated above.

3. Enter the Invoice number of your sales invoice -maximum 18 digits

4. Enter the date of your sales invoice (this can be up to 365 days in the past but not in
the future)

5. Enter your VAT Registration Number

The document name must not include any special characters, please ensure the naming convention
is Alpha Numeric. If any special characters are found an error will appear here and the attachment will
not be added.

Enter the quantity you are invoicing for

Click ‘Line-Item Actions’ and select ‘Tax’ from the dropdown

Change the Category to ‘VAT’ using the drop down (repeat for all line items)
Enter either the VAT rate (%) or the Amount for each line item

© o N>
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10. Click ‘Next’ at the bottom of the screen
11. Review the summary and click ‘Done’ when you are confident this record accurately
represents your tax sales invoice

€ Back to classic view

SAP  Arba Network Enterprise Account  Test wooe:

Invoice: inv_1090_2

Create Line-hem Credit Memo ][ Copy This Invoice ] Print [ Download PDF = Export cXML

Deta Scheduled Payments  History
Standard Invoice

Subtotal £1600.00 GBP
EF

This document is digtally signed

REMIT TO: BILLTO: SUPPLIER

Hewands Lid

BILL FROM: CUSTOMER:

12. When you return to the purchase order any related documents (OC, ASN, Invoice)
can be found and accessed from here

& [ 3Ea) @ service.ariba.com/Supplier.aw/124998068/aw?awh=r&awssk=Y54eUbb8

Purchase Order: 3500001192 =
[ Create Order Confirmation ] I Create Ship Notice I [ Create Invoice + =
Order Detail Order History
SEVERN
TRENT
From: To: Purchase Order
ST Green Power Limited Newlands Ltd (New)
Financial Operations AAAAAA 3500001192
PO Box 5345 HAMPSHIRE Amount: £50.00 GBP
COVENTRY Aberdeen City Version: 1
S041 0JH

V3 9FU United Kingdom
United Kingdom Phone: +44 01234567890
Phone: +44 (02477) 715000 Fax ~
Email: p2Zp@severnirent.co.uk Email: Rakesh. paka@wipro.com

Entering your VAT Reqgistration Number once stores the information in Ariba for any future invoice u
records.

Ariba controls the format of the invoice record to mirror the format of the purchase order, if this does not
enable you to create an invoice please speak to the PO owner in the first instance.

You may receive a ‘call-off' purchase order where the price is shown as *1.00" and the monetary value
is reflected in the guantity field. When creating the invoice, treat the quantity as if it were the value.

All invoice records in Ariba must exclude VAT. The system will calculate the value of expected tax and
if the record does not match will flag this to our tax team before the invoice can be matched for payment
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Credit Notes

From time to time, suppliers may need to send a credit note to Severn Trent, for example if
goods have been returned by the requestor.

Please note, Credit Notes can only be created in Ariba for ‘Material’ type purchase orders.

1. Click ‘Process Order’

2. Click ‘Create Invoice’, then ‘Line-ltem Credit Memo’ in the drop down

SAP~ Business Network Enterprise Account  TEST MODE & Back to classic view

Purchase Order: 3500003135 BEx

Standard Invoice

Order Detail Order History Line-ltem Credit Memo.

SEVERN
TRENT

Line-item Debit Memo

From: To: Purchase Order
Severn Trent Water Ltd Spongate Ltd (Partially Invoiced)
Financial Operations LE11 1QR 3500003135
PO Box 5345 LEICESTERSHIRE Amount: £100.00 GBP
COVENTRY Aberdeen City version: 1

LE11 10R
cvz oFu United Kingdom
United Kingdom Phone: +44 01234567890
Phone: +44 (02477) 715000

Email: p2p@sevemtrent.co.uk inivas. Siddapur@severntrent.co.uk

Comments

Gomment Type: Terms and Gonditions

Body:Please refer to Terms & Condition details in "Other Information’ section
Contract Number CW20073

Routing Status: Acknowledged
Related Do nts: Invo_3500003135_SS_1
Invo_3500003135

Other Information
Terms and Conditions: This orde
All prices

to the Terms and Conditions agreed for the Contract Number stated above
ive of carriage and exclusive of VAT unless otherwise stated. Advice notes a

3. Select the invoice you wish to credit
4. Select ‘Create Line-item Credit Memo’

SAP~ Business Network Standard Account | Upgrade |  TesTmooe € Back to classic view ®
Line-ltem Memo m
Invoices (3) =

Invoice # ustomer Reference Submit Method ~ Origin Self Billing Source Doc  Date Amount Routing Status () Invoice Status (D

test_789 Cied. et 3200820283 Online Supplier  No Order 6 Aug 2021 £112560 GBP  Acknowledged Approved
abcl23 adent Gas
p 3200820283 Online Supplier  No Order 21 Jul 2021 £900.00 GBP  Acknowledged Approved
4 imited - TEST
(® 80283 Edent Gas 3200820283 Online Supplier  No Order 20 Jul 2021 £267250 GBP  Acknowledged Sent

imited - TEST

Create Line-Item Credit Memo bﬁrea(e Line-Item Debit Memo

5. Enter your Credit Memo number

6. Enter the date of your sales credit note (this can be up to 365 days in the past but
not in the future)

7. Click ‘Add to Header’

8. Select ‘Attachment’ to attach a PDF copy of your tax credit note

[ Edit ] [ Copy ] [ Create Non-PO Invoice ] [ Create Contract Invoice
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GAP  Busires Meteork S Ao

Creabe Line-ltem Credit Mema . I n

Cradit kerno Typs

T Codeni G Lirmitesd

O O

L™

9. Scroll down to the Comments section. Enter the comment to state the reason for
credit note

Comment

Reason for Credit Memo:*

1Required field

Default Credit Memo
Comment Text:

10. In the Attachments section, click ‘Choose File’ and using the browse box select the
PDF of your tax sales credit note

Attachments

The total size of all attachments cannot exceed 10MB

Choose File | No file chosen Add Attachment

11. Click ‘Add Attachment’ to attach the document to the credit note record

The document name must not include any special characters, please ensure the naming convention
is Alpha Numeric. If any special characters are found an error will appear here and the attachment will
not be added.

Scroll down to line items

12. Use the toggle buttons to select which items to include in the credit note
13. Enter the quantity you are crediting, remember to keep the minus sign (-)
14. Select the first line you are crediting

15. Click ‘Line-ltem Actions’ and select ‘Tax’ from the dropdown
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Ling mems

W] Lifah Wi CE

Comforse: Part &

Z Lirws R

1 leciied, O Previousty Fully resoed

16. Change the Category to ‘VAT’ using the drop down (repeat for all line items)
17. Enter either the VAT rate (%) or the Amount for each line item

Line Items

Insert Line Item Options

Tax Category:

\/‘ D Shipping Documents j Special Handling :‘ Discount

2 Line Items, 1 Included, 0 Previously Fully Invoiced

Add to Included Lines

\] No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
J 1 @ MATERIAL Not Available Box of Materials ‘ 10 EA £150.00 GBP £-1,500.00 GBP
L Category:* ‘ Sales Tax Standard Tax Selections | Taxable Amount ‘ £:1,500.00 GBP ‘ Remive
it ‘ Sales Rate(%): ‘ ‘I
|
VAT
GST
Regime i ver
PST
No. Include Type Part # Description QsT Quantity Unit Unit Price Subtotal
j 2 ®© MATERIAL Not Available Box of Equipme Usage 0 EA £234.50 GBP £0 GBP
Excluded line items cannot be modified. Withholding Tax
Other Tax
[ Line Item Actions v ] [ Delete ] Contigie MR
. _— . . .
18. Review the summary and click ‘Submit’ when you are confident this record
accurately represents your tax sales invoice
Create Line-ltem Credit Memo [ Save ] I Exit

Confirm and submit the line-item credit memo. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United Kingdom. The document's
destination country is:United Kingdom.

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving
service.

Line-ltem Credit Memo

(Original Invoice No: Inve_3500003131)

Credit Memo Number.
Credit Memo Date
Original Invoice Number.
Original Invoice Date:
Original Purchase Order

CREDIT1

Tuesday 5 Apr 2022 2:07 PM GMT+05:30
Inve_3500003131

Wednesday 2 Mar 2022 9:54 PM GMT+05:30
3500003131

SERVICE PERIOD

Start Date
End Date

REMIT TO:

Spongate Ltd

Postal Address:
Linel_101225
Hillingdon
Hillingdon

PE28 2RH
United Kingdom

2 Mar 2022
4 Mar 2022

BILL TO:

Severn Trent Water Lid

Postal Address (Default):

Financial Operations
PO Box 5345
COVENTRY

CV3 9FU
linitad Winddnm

56

Subtotal:

Total Tax:

Total Amount without Tax:
Amount Due:

SUPPLIER:

Spongate Ltd

Postal Address:

LE11 1QR

LEICESTERSHIRE

Aberdeen City
LE11 1QR

United Kingdom

£-50.00 GBP
£-10.00 GBP
£-50.00 GBP
£-60.00 GBP
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19. When you return to the purchase order any related documents (OC, ASN, Invoice)
can be found and accessed from here

&« c 0 @ service.ariba.com/Supplier.aw/124998068/aw?awh=r&awssk=Y54eUbb8

Purchase Order: 3500001192

[ Create Order Confirmation + H Create Ship Notice I [ Create Invoice

Qrder Detail Order History

SEVERN
TRENT

From: To: Purchase Order
ST Green Power Limited Newlands Ltd (New)
Financial Operations AAAAAA 3500001192
PO Box 5345 HAMPSHIRE Amount: £50.00 GBP
COVENTRY Aberdeen City Version: 1
5041 0JH
CV3 SFU United Kingdom
United Kingdom Phone: +44 01234567890
Phone: +44 (02477) 715000 FEKﬁ .
Email: p2p@severntrent.co.uk Email: Rakesh. paka@wipro.com

Once a credit note has been submitted, the ordered but not invoiced quantity on the order line is
updated to reflect the credit

Click ‘Next’ at the bottom of the screen

o L ey Ty
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