f:::)) PENNSYLVANIA'S STATE SYSTEM of HIGHER EDUCATION

Using the Network to process Purchase Orders (PO)
and Invoices

Introduction This document provides direction to PASSHE suppliers on how to set up and complete
tasks in the Workbench located within the supplier SAP Business Network (SBN)

account.

The Workbench provides a dashboard for suppliers to view documents and complete
tasks within the SAP Business Network (SBN).

Please click the topics below to be directed to guidance.

Setting up the Workbench
Confirm Trading Relationship has been established

This step is needed for the supplier to do business with
PASSHE.

Sett up the Supplier Workbench
The workbench will provide you with a centralized location to
process purchase orders and invoices.

What you can do within the Workbench
View your POs

Search for Individual PO

PO Email Notification

Create an Invoice

Add Attachments

View Invoice History

Continued on next page )))



. . . . . . Before setting up the Workbench, make
Confirm Trading Relationship is established sure the Trading Relationship is

established.

0 Log into the SAP Business Network (SBN) account used to register with PASSHE with username
and PW.

e Navigate to the Customer Relationships. Click Initials
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s C @ QO 8 nttps;/mu.ariba.com/seller-portal-dashboard/home s ® i @ @ B = !
. . A
~ Standard Account Upgrade TEST MODE C||Ck Sett"‘]gs I !
1
:Workbemch Catalogs SG
1

1
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https://service.ariba.com/Supplier.aw/109587051/aw?awh=r&awssk=1UEtArtk&dard=1&ancdc=1

e Confirm the Trading Relationship.

1

: Z7 Ariba Network Supplier X 3= -

1

1

: &« c o O B nhttpsy//service.ariba.com/ProfileManagement.aw/ 124987077 faw?awh=r&awssk B i m Lo & @ a
SGAP Business Network - Standard Account | Upgrade | TEST MODE @)

Account Settings

Customer Relationships Users Notifications Application Subscriptions Account Registration APl management

Current Relationships Potential Relationships

| prefer to receive relationship requests as follows:

@ Automatically accept all relationship reguests Manually review all relationship requests
Update
Current (1) Pending (0) Rejected (0)

Current Customers

Filter
Confirm
“Pennsylvania State System of Higher Education”
is listed as Trading
Click Close =
Customer Network 1D Relationship Type Approved Date Supplier Information Portal Routin, Actions
Pennsylvania’s State System ANO1525385575T  Trading 5 Apr 2022 e Default Actions v

of Higher Education - TEST

OR

If PASSHE is listed but
does not have a
Relationship Type of
Trading
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If PASSHE is not listed,
take a screenshot and

send with brief explanation
to

supplierhelp@passhe.edu

e Click box to the left of
Customer name
» Click Accept

Eor For additional resources and support
Assistance please see Doing Business with the State

System.
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Setting up the Workbench

Set up the Workbench.

Payments v

Click Workbench

e T

Click Customize

Catalogs Create ~v | ooo
44 C,us.tomizee i
. usD . usD . usD >
Remittances Early payment offers Scheduled payments Or¢

Last 31 days

Creation date

Next 90 days

Order status

| @] | |

Last 31 days

(e) Partial maich  (_) Exact match

Add or remove filters.

1

: Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices ~
1

1

1

1

: Workbench

1

1

1

1

1

1

1 New orders Orders Rejected invoices
1

: Last 31 days Last 31 days Last 31 days
1

1

1

1

| New orders (3)

1

: W Edit filter | | | Last31 days | New

1

: Customers Order numbers

1

1

1

1

1

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
Next 90 days :
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

You will be able to set up your workbench to meet your needs and preference.

Customize Workbench

You can add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench.

X X

3

New orders

12

Orders

0

Rejected invoices

Click “+” to add
filters

Invoices Pinned documents

Orders to invoice

0.0 .

Remittances

Click “X” to remove filters

0.0

Early payment offers

‘0.0

Scheduled p:

Click Apply when finished
adding and removing tiles.

Continued on next page )))



Select Filters
» Minimum tiles should include New Orders, Orders, and Invoices.
» Add additional filters based on preference.

1 1
! Select a tile @ Tiles already selected i
| i
1 1
\  Order |
| i
1

@® nNeworders @ + Changed orders @ + @ orders toinvoice @ + |

: |
1 1
1

. 1

® Oorders @ + Items to confirm @ + Items to ship + !

| i
1 1
1 1
: Orders with service line @ + i
| i
1 1
1 1
1 1
' . '
' Invoice :
: i
1

® nvoices ® + @ Rejected invoices @ + Overdue invoices - Not ap... @ + !

1

i

1

Overdue invoices - Approv... @ + Invoices pending approval @ + Approved invoices pendin... @ + :

1

1

|

1

Paid invoices @ + Draft invoices @ + Credit Memos @ + !

1

|

1

Debit Memos @ + i

1

1

Continued on next page )))



o Apply and view filters applied to workbench.

Filters that you have
chosen will be visible.

Customize Workbench

You can add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench.

3

Newr Ardars

Orders to invoice

Change date range to
“Last 365 days”

Home Enablement Discovery ~ Workbench
Workbench
New orders Orders
Last 365 days Last 365 days
New orders (3)
“ Edit filter | | | Last 31 days | | New
Customers

Order numbers

Click Apply

Rejected invoices

Filters that you have applied are

Orders ~ Fulfillment ~

9

Invoices

Last 365 days

Creation date

Payments ~ Catalogs Reports ~

3

Orders to invoice

Last 365 days

Last 31 days

( - ) Partial match

: ) Exact match

now visible on the Workbench.

Assessments

0

Rejected invoices

Last 31 days

Order status

____________________________________________________________________________________
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o Updating Date Range from Workbench.
This will allow you to view one (1) full year of POs.

Choose tile

~ Click Apply

Last 365 days

Invoice Number Customer Reference Invoiced Date Amount Routing Status Invoice S ons

1
) 1
! Workbench . . 474 Customize |
! Within date, select :
1
1
! drop down. i
! |
1
1
: New orders Orders nvoices Orders to invoice Rejected invoices 1
1
: ast 365 d ast 365 Last 365 days Last 365 days Last 31 days !
! i
! I
! i
: Rejected invoices (0) 1
1
| v Editfiter Choose Last !
1
1
1
| Customers Invoice number Reference Invoice date 365 d ays :
1
1 [ Last 365 days i
1
1
i =) Partial match Exact match Last 24 hours 1
1
1
1
: Last 7 days 1
1
1 Show more Appl Reset
1 ’ Last 14 days e :
1
1
1
Last 31 d !
: as ays $% T
! i
! i
! i
1
p 1

! 1
1 Workbench . . D?\g Customize
! 4. Click Save filter !
1

| 0 :
! 1
! 1
! 1
! New orders Orders nvoices Orders to invoice Reiected invoices 1
! 1
: Last 365 days Last 365 days Last 365 days Last 365 days Save filter :
! 1
! 1

In the pop-up, change 31 to 365. Click Save.
Save filter Save filter

Before you save this filter, we recommend that you add a Before you save this filter, we recommend that you add a
description for easy identification. description for easy identification.

0 0 0

Rejected invoices

Rejected invoices Rejected invoices

L EREEEEE Last 365 days

Click Save

The tile will now show 365 days

| Workbench i
i i
| 1
' 0 '
| 1
i New orders Orders nvoices Orders to invoice Rejected invoices :
: i
1 Last 365 days Last 365 da Last 365 days Last 365 days Last 365 days !
| 1

_______________________________________________ i

Eor For additional resources and support

ASSistance please see Doing Business with the State
System.
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Viewing your POs within the SAP Business Network (SBN)

Click the New Orders tile or the Orders Tile

Education - TEST $246USD  Now 16,2023 Changed

r Education - TEST 5246USD  Oct28,2023 Obsolsted

: Vorkbench 47b Customi zé:

i 5 2 0 B 0
1

1 il Orders. invaices R d 1

. ;

- - 1

| All POs in the last 365 days will show. |

New orders will also show within the orders tile. !

| |

I I

! R Fi d ‘ (= s :

Order Number Customer Amount Date 4 Order Status Amount Invoiced :

i

[}

1

i

______________________________________________________________

1 1000+ 11378 *0.0. 0

Click Exact Match
Enter PO that you are looking for

Click Edit Filter

v Edit filter | 4500639172
Suppliers Order numbers
ele e 2 4500639172 Type selection i
G ‘ ol ol Lo Click Apply
(O Partial match 8) Exact match W
PR ‘ (= ()
o b Suppliar Mult opie: m Date m d
Te D N L. UsL A 2 N L=
___________________________________________________________________________________________________ 1

Click on the PO number to open the PO

For For additional resources and support
AsSistance please see Doing Business with the State
System.
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PO Notification Email

smtp.ariba.com>

20004567 htm
23 KB

From:

Ariba Test

210 Sixth Ave
Pittsburgh , PA 15222
United States

Notifications for new POs will be sent to the supplier contact that has

been identified with the SAP Business Network (SBN).

Email will arrive from

Process order

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

To:
pplier Education Team - d-TEST
271 North Shore Dr,
Pittsburgh , PA 15232
United States

Phone:
Fax:
Email: evan.keser@sap.com

ordersender-prod@ansmtp.ariba.com

Purchase Order

20004567
Amount: $28,000.00 USD

kY

(New)

Bt For additional resources and support

o please see Doing Business with the State

System.
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Creating an invoice within the SAP Business Network (SBN)

Locate Purchase Order (PO) to invoice.

Home Enablement Discovery Workbench Orders ~ Fulfillment ! - - - sments Create ~v | aeo
Identifies that you have orders
Workbench on your workbench. £9) Customize

3 12 9 3 0

New orders Orders Invoices Orders to invoice Rejected invoices

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

New orders (3)

“/ Edit filter | | | Last31days || New

Customers Order numbers Creation date Order status
e ‘ ‘ ‘ Last 31 days i
(®) Partial mateh ~) Exact match
Show more Click on the PO number to

display the purchase order.

Resend Failed Orders

| &

Order Number Customer Amount Date 4 Order Status Amount Invoiced Actions
45006243910 Pennsylvania's State System of Higher Education - TEST $5000 USD Sep 25, 2023 New ase

: 4500624909 Pennsylvania's State System of Higher Education - TEST $7930000.01 USD Sep 25, 2023 New oo

1

1

: 4500624308 Pennsylvania's State System of Higher Education - TEST $10000 USD Sep 25, 2023 New ase

Ariba Network Supplier

T e

C & serviceariba.com/Supplier.aw,

€ Back to classi

SAP~ Business Network Standard Account

Get enterprise account  TEST Mooe

Purchase Order: 4500624451

=
o)

Standard Invoice

Order Detail Order Histary Credit Memo

Line-tem Credit Memo

From: Purchase Order

Pennsyivanias

TeM (R

STATE SYS'
of Higher Education

SourcePoint

Payment Terms ({
NET 30

Comments
Gomment Type: Terms and Gonditions
Body:https://www.passh

Kutztown University

Accounts Payable Dept

PO Box 730
Kutztown, PA 10530
United States

To:
Fulfillment Flag Test (New)

123 N Main St

Pittsburgh, PA 15215-2018
United States

Phone:

Fax
Email: srgottschal

/PASSHE-PO-5.2.pdf

Other Information
Company Code: SSHE

Purchasing Unit Name: KUTZTOWN

Ship All tems To
Kutztown University

425 Baldy Rd

Kutztown, PA 19530
Urited States

Ship To Code: 45

Phone: +1 (610) 6834000
Email: tdonn@passhe.edu

Bill To

Kutztown University
Accounts Payable Dept
PO Box 730

Kutztown, PA 19530
United States

Line ltems Show ltem Details &%
Line#  No. Schedule Lines Part # | Description Type Return aty (unit) Need By Unit Price Subtotal
1 Not Available Material 1(EA) 27 Apr 2022 $1200USD  $12.00 USD Details
Fulfillment Flag Testing
M GMT.
gher Education Sub-total: $12.00 USD
Create Order Confirmation + l l Create Ship Notice l l Create Invoice v L @

Deliver To

Tonya Donn

4500624451

Amount: $12.00 USD

Version: 1

Routing Status: Sent

Kutztown University

PO will

now display

Privacy Statement  Security Disclosure  Terms of Use

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
| Storeroom
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

. Continued on next page )))



e Create an invoice against a PO.

SAP Business Network Standard Account | (Get enterprise account | TEST MODE

Purchase Order: 4500624451

l Create Order Confirmation v

Order Detail Order History
N - From:
ennsylvania’s . .
STATE SYSTEM ( FEER Kutztown University
of Higher Education =i Accounts Payable Dept
SourcePoint PO Box 730

Kutztown, PA 19530
United States

Payment Terms '
MNET 30

Comments
Comment Type: Terms and Conditions

Standard Invoice
Lreait Memo
Line-ltem Credit Memo

To:

Fulfillment Flag Test

123 N Main St

Pittsburgh, PA 15215-2018
United States

Phone:

Fax:

Email: srgottschalk(@gmail.com

Body:https:/fwww.passhe.edulinsidelanf/strategicsourcing/Documents/PASSHE-PO-5.2.pdf

Other Information

« Back to classic view

Click Create Invoice m

Click Standard Invoice

Purchase Order
(Mew)
4500624451
Amount: $12.00 USD
Version: 1

Track Order

Routing Status: Sent

When the “Create Invoice” screen is presented, the supplier will see all the PO data has
populated on to the invoice, including all line items.

. Important information as you proceed through the creating an invoice process.
If the invoice you need to create is for a partial delivery for items shipped thus far...

» For a given PO line-item partial delivery, the supplier can adjust the line-item

quantity to create a partial invoice.

* In the Include column, if the toggle is grey, it indicates that the line item is not

included. Click directly onto the toggle to ensure it is green, indicating the line

item has been included.

Continued on next page )))



e Entering Invoice Details.

SAP Business Network Standard Account | Get enferprise account | TEST MoDE € Back to classic view @

Create Invoice I Update H Save H Exit ] Next

Only two (2) fields are
¥ Invoice Header required in this section
of the invoice. They are sl
Puchass Outer._szc0s2uz: the invoice number and Syt Hareig
nusice #:¢| date. Ackiional Pebererce Corurmans and Dules

quired field Add to Header

Shipparg Comt

Summary

Invsice Date:* | 26 Apr 2022 =
e ———— Fraeas—

Service Description:

| NOTE: Date can only be
el | backdated up to three Header level changes
days. You can add shipping and/or

United States

B To: Kutztonn Unversy special handling if applicable.

Add to Header can be found at
the top and bottom of the screen.

Tax
'§ Header level tax (1) '7 Line level tax (1)
Coregors: | 0% Seten Toe /T Evernp v This field cannot be
h d. PASSHE i
Location: | | Tax Rate Type: C ange . IS nOt
Rat(t: 0 subject to sales tax.
Tax Amount: $0.00 USD
Regime: W
Shipping
. Header level shipping (1) Line level shipping (1)
Ship From:  Fulfillment Flag Test Ship To:  Kutztown University iew/Edit Addresses
Kutztown, PA '
Pittsburgh, PA United States
United States Deliver To: Tonya Donn
Kutztown University
Payment Term
Net Term{days): 30

Aostons| Feiss PASSHE does not require
any additional field

| | : ;
Customer Reference: | | Service End Date Informatlon -

| |

| |

Service Start Date

Supplier Reference:

Payment Note:

Supplier: Fulfillment Flag Test Customer:  Pennsylvania's State System of Higher \iews/Edit Addresses
Education - TEST

Pittsburgh, PA

United States Harrisburg, PA
United States

Email ‘

Bill From: Fulfillment Flag Test

Pittsburgh, PA

Add other elements such as
comments or attachments by clicking
Add to Header and choosing from
the available options.

Add to Header » }

Line ltems

Insert Line Item Options

|:| Tax Category’ ‘ 0% Sales Tax { Tax Exempt v| |:| Shipping Documents |:| Special Handling |:

I:‘ No.  Include Type Part # Description Customer Part #
D < HeTERA I:I Fument e Teatng I:I = 120050 Fraomes

Line [tem Actions » ] [ Delete ]

NOTE: This is where you can attach
a copy of your invoice.

"




NOTE! Be sure the invoice
matches what you are billing.

An invoice will be a partial invoice if only partial items have been shipped.

For a given PO line-item partial invoice, adjust the line-item quantity.

To invoice partial shipment for a line-itemon a
given PO, adjust the line-item quantity to
reflect number of items shipped.

l:‘ Tax Category:

l:l No. Include Type Quantity
D 1 @ MATERIAL I:I CO-10-01 Step 14a, Fall 2023 SPs I:I \1_‘
[ Clnettems POs with multiple line-items

Toggle “Include” button to grey
for line items not being

Insert Line Iltem Options

D Tax Category:

Special Handling D Discount

|:| No. Include Type Part # Description Customer Part # Quantity
1 @ MATERIA! ARB-SPL-01 Step 2c.2. Fall 2023 |:| ‘ .
2 [ ] MATERIAL Not Available ARB-SPL-01 Step 2a, Fall 2023 0

Adjust the |
necessary

Line Items

Insert Line Item Options

|:| Tax Category:

| D Shipping Documents

l:‘ Special Handling D Discount

| 0% Sales Tax / Tax Exempt

Continued on next page )))

_____

For PO line items not being invoiced, select the line-item and choose the Delete option.

Add to Included Lines

Unit Price Subtotal

$7.990,000.01

$7,990,000.01 USD

Add to Included Lines

Unit Unit Price Subtotal
EA $60,000.00 US $60,000.00 USD
EA $30,000.00 USD $0 UsSD

ine-item quantity, as
for partial invoicing.

2 Line Items, 1 Included, 2 Previously Fully Invoiced

Add to Included Lines

I

1

1

1

I

1

1

1

1

1

1

: |:| No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1

: 1 @ MATERIAL I:l ARB-SPL-01 Step 2c.2, Fall 2023 l:l EA $60,000.00 USD
1

1

: © MATERIAL Not Available ARB-SPL-01 Step 2a, Fall 2023 o] EA $30.000.00 USD 30 UsSD
I .

: line items cannot be modified. CI I Ck N ext 0 n Ce

1

N I all steps have

] Line ltem Actions = Delete .

: Click Update to been completed.

1 .

; update and review.

1

: Update [ Save ] [ Exit ] | Next

a



Check and confirm details of the invoice.

GAP~ Business Network

Create Invoice

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destinati~—

If changes are needed
Click Previous and make changes accordingly.

Is:United States.
If you want your invoices

Standard Invoice

Invoice Number: 123

Standard Account | Get enferprise account = TEST MORE

nvoice Date: Tuesday 26 Apr 2022 11:39 AM GMT-04:00
Original Purchase Order: 4500624451
REMIT TO: BILLTO:
Fulfilment Flag Test Kutztown University
Postal Address: Postal Address (Default):
123 N Main St Accounts Payable Dept
Pittsburgh, PA 15215-2018 PO Box 730
United States Kutztown, PA 10530
United States

Tax ID of Supplier: 123ABC Address ID: 4501
BILL FROM: CUSTOMER:
Fulfilment Flag Test Pennsy

Postal Address: Postal Address:
123 N Main St 2300 Vartan
Pittsburgh, PA 15215-2018
United States

United States

SHIPPING INFORMATION:

SHIP FROM:
Fulfillment Flag Test
Postal Address:
123 N Main S5t

Pittsburgh, PA 15215-2018
United States

PAYMENT TERMS:

NetTerm: 30 Days

ADDITIONAL INFORMATION:
ription

test des

Original Purchase Order: 4500624451
Line No. Line RefNo.  Type Part No. / Description

ABC

Fulfillment Flag Testing

1 1 MATERIAL

DETAILS

Auxiliary Part ID
Manufacturer Part N
Manufacturer Name
Country of Origin
assification Domain:  unspsc
Classification code: 4412

Tax Summary

Tax Details:
Tax Category Tax Rate Tax Rate Type Taxable Amount
Sales Tax 0% $12.00 USD

Invoice Summary

Suite 207
Harrisburg, PA 17110

SHIP TO:

Back to classic view

Previous

originating country is:United States. The docur  t's destination country

voices once you subsr

Subtotal: $12.00 UST
Total Tax: $0.00 US
Total Gross Amount: $12.00 |
Total Net Amount: $12.00
Amounit Due: $12.0

If invoice information is
correct Click Submit.

nia's State System of Higher Education - TEST

Kutztown University

Postal Address (Default):

Tonya Dann

Kutztown University

Storercom
425 Baldy Rd

Kutztown, PA 19530

United States
Address ID: 45
Email: tdonn

passhe.edu

Phone (work): +1 (510) 6834000

Customer Part No

CBA

Tax Amount

$0.00 USD

Quy / Unit Unit Price Sub Total

$12.00 USD $12.00 USD

Subtotal: $12.00 USD
Gross Amount:  $12.00 USD
Net Amount  $12.00 USD

Tax Location Description Tax Regime Exempt Detail

Tax Exempt

o the archiving service.

Subtotal: $12.00 USD
Total Tax:  $0.00 USD
s Amount:  $12.00 USD
Total Net Amount:  $12.00 USD

Amount Due: $12.00 USD




Invoice has now been processed within SBN (known as PO Flip).

Ariba Network Supplier x
5] PP
& c

GAP~ Business Network

Invoice 123 has been submitted.

= Print a copy of the inwvoice.
= Exit invoice creation.

Standard Account

+

Get enterprise account ~ TEST MODE

8 service.ariba.com/Supplier.aw/125007050/aw?awh=r&awssk=515555Do

4 Back to classic view

Confirmation is shown

Click Exit invoice creation

The PO shown within SBN will show Total Invoiced amount.

: @ Ariba Network Supplier x +
1

1

&

1

GAP Business Network

Purchase Order: 4500624451

Standard Account

Cc & service.ariba.com/Supplieraw/125007050/aw?awh=r&awssk=5I5555D0

Get enterprise account  "EST MODE

l Create Order Confirmation » ]l Create

Ship Motice ] l Create Invoice v ]

Order Detail Order History

Pennsylvanial

STATE SYSTEM

of Highes Education
SourcePoint

Payment Terms ' f

NET 30

Comments

Comment Type: Terms and Conditions

Body:ht! ww.passhe. edulinsidelanistrategicsourc

Other Information
Company Code:
Purchasing Unit Mame:

SSHE
KUTZTOWN

Ship All Items To

Kutztown University
Storerocm

425 Baldy Rd

Kutztown, PA 19530
United States

Ship To Code: 45

Phone: +1 (610) 6834000
Email: tdonn@passhe_edu

Order submi
Re by

From: To:
Kutztown University Fulfillment Flag Test
Accounts Payable Dept 123 N Main St

PO Box 730
Kutztown, PA 19530
United States

United States
Phane:
Fax:

Email: srgottschalki@gmail.com

ing/Documents/PASSHE-FO-5.2 pdf

Bil To

Kutztown University
Accounts Payable Dept
PO Box 730

Kutztown, PA 18530
United States

Line Items
Line # Mo. Schedule Lines Part # / Description Type Return
1 Mot Available Material
Fulffillment Flag Testing

Create Order Confirmation » ] l Create

Ship Natice ] l Create Invoice »

For
Assistance

System.

For additional resources and support
please see Doing Business with the State

Pittsburgh, PA 15215-2018

€ Back to classic view

Purchase Order

(Invoiced)
4500624451

Amount: $12.00 USD
Version: 1

Security Disclosure

Y
7
=
Je

Deliver To

Tonya Donn
Kutztown University

Qty (Unit) Unit Price

$12.00 USD

See Total Invoiced

Click Done

Routing Status
Related Docume

Show Item Details

Subtotal

$12.00 USD Details

Sub-total: $12.00 USD
Tatal Invoiced: $12.00 USD

Security Disclosure  Terms of Use

Terms of Use
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Attachments to Invoice

Supplier can add an attachment during the invoice process within the

SAP Business Network (SBN).

» This will provide the supplier the ability to attach their company
invoice to the network generated invoice, as well as other relevant
documentation needed to support approval of the invoice by the
university. i.e., service support documents.

Some universities will ask for the company invoice. This option gives you, the supplier, the
location to attach your invoice within the network.

0 Choose option to Add Attachment.

Add to Header v

Tax

Shipping Cost

Shipping Documents

Ins Special Handling

Additional Reference Documents and Dates

m Vv l:‘ Shipping Documents

Comment

Attachment Part # Description
l Line ltem Actions v ][ Delete l

Attachments

The total size of all attachments cannot exceed 10MB

[Browse... | INVOICE ATTACHMENT.docx | Add Attachment

Attachments

The total size of all attachments cannot exceed 10MB

Add Attachment

|: Browse... :| No file selected.

Name Size (bytes)

[ | mvoICE ATTACHMENT.docx 12038

Click Add to Header

1 Line ltems, 1 Included, 0 Previously Fully Invoiced

Click Attachment

D Special Handling D Discount Add to Included Lines
Customer Part # Quantity Unit Unit Price Subtotal
[ Update l [ Save l [ Exit l

You will use the Browse feature to locate the invoice

within YOUR files.

Click Add Attachment

Content Type

application/vnd.openxmilformats-officedocument wordprocessingml.document

Invoice will now be visible to university.

_____________________________________________________________________________________________________________

For additional resources and support

FO r

please see Doing Business with the State

Assistance
System.
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Viewing invoice information within the workbench

0 Understanding the invoices within the workbench.

SAP  Business Neowork v Enterprise Account TEST MODE

| Home  Enablement  Discovery ~  Workbench  Orders v Fulilment~  Inwoices ~  Paymenss ~  Catslogs  Repoms ~  Assessments Create v | oose |
1 1
: 1
. 1
Wi 171 Customize

1| worer Invoices e |
1

! 1
11 17 6 11 0 '
1

I Hew orders Orders Invoices Orders w invoice Rejected invoices 1
! 1
! - 1
: 1
1

1 Invoices (6 1
U editer | | [Lestaldays !
! 1
: Customers Invoice number Reference Invaice date !
\ = | | ‘ ‘ ‘ | [ - Presentation last saved: Just now :
! @® Partalmatch () Exact mach I
: 1
1

U Srowmoe | e = I

Show mor y

: nvoicing i
1 d H I & LS :
: etails |
1 Te Inwoice Number Custor Reference Source Document. Submission Methad Orign invoiced Date § Amount  Routing Status Invoice Status. Self Billing. Actions :
! 1
|| Standard Invoice ARB-SPL-01 552 Paperinvoica supplier Qct 9, 2023 $00000 USD Acknowledged Approved Mo ]
! 1
: tandard I 9 Paperl Py Oct 5, 2023 5245 USD ledges o K 1
1

PO Reference

For Want more information? Please see . For questions,

Assistance comments, or concerns, please reach out to the Supplier Support Team @
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