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1 bp Invoice Against Contract

The following guidelines will help to ensure that suppliers can submit an invoice directly
against a contract issued by bp.

1.1 Create Contract Invoice

From the home screen within your SAP Business Network account, select the Create dropdown
menu and select ‘Contract Invoice’.

SAP  Business Metwork ~ Sandard Account | Upgmde | TEST MODE € Back to classic view

Home Enablement Workbench Catalogs
Workbench
0 5 0 0 14 0 0.0,
MNew orders Changed orders Orders o invoice Rejected invoices Orders Invoice: Remittances
Changed orders (5)
> Edit filter | Save fiter | [Last 365 days| [Changed
@ Lol
1.2 Select bp from the Customer List
If you supply to multiple customers, first select ‘bp’ from the list then click Next.
SAP Ariba Network Standard Account Upgrade TEST MODE ¢ Back 1o classic view !::?)
Create Contract Invoice: Select Customer
Select a customer from the list below and click Next to continue the process. If the customer is not in the list displayed, you can search for them by entering the name in the Customer Name entry fisld. Mare

Customer Name: | I Search ]

Customer 1

Next

1.3 Select the Contract to Invoice
On the Invoice Entry page, click the down arrow in the Contract field. If the contract you are
looking for is shown, click it.

1.3.1 If you do not see the contract you need, click ‘Select’, which opens the contract chooser
to display all available contracts.

Create Contract Invoice: Select Contract m

Enter the information requested in the fields below. Required fields are indicated with an asterisk (*). Click Next to continue creating the invoice.

I Contract: * (no value) [ select | I

Invoice # *[|

Invaice Date: *
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1.3.2 Click Select next to the contract you wish to invoice and then click Done.

Choose Value for Contract

g

Title Effective Date Expiration Date Status T

C2114-test {CW17781) test IAC 21 Oct Wed, 21 Oct, 2020 Fri, 1 Jan, 2021 Inactive Select

CZ2062-112233 (CW17414) KRC Infra Contract (INO%)  Fri, 11 Sep, 2020 Fri, 20 Sep, 2023 Open Select

1.4 Enter Invoice Details
Enter the invoice information into the invoice form as follows:

1.4.1 Enter data in all required fields with a red *. Fill in any optional fields as needed, then
click Next.

Create Contract Invoice: Select Contract -I

Enter the information requested in the fields below. Required fields are indicated with an asterisk (*). Click Next to continue creating the invoice.

Contract: * C2062-112233 [ select ]

Invoice #:* | INV123 l
Invaice Date: * | 1-Jul-2021
Sold To Email: [ I

Payment Terms: V083 - Within 45 Days Due Net
ISR Number:

Supplier VAT

ERS:

Statements:

Ship From:  KRC Infrastructure and Projects Private Limited Flant | GINOINGD (BP Business Solutions India ...

Bill To: INOQ (BP Business Solutions India Privat... v

I ]
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1.4.2

1.4.3

In the Invoice Header section, click the drop-down arrow on the Add to Header button.

This lets you add sections to enter tax, shipping, special handling, discount, comments,
and attachments at the header level.

Note: this is optional and up to each supplier to use if they require.

& Back to classic view

Enterprise Account  TEST MODE

Create Invoice [ Update H Save H Exit

* Indicates required fisid Add to Headef + |

Shipping Documents

¥ Invoice Header

Spacizl Handling

Summary
Conwact Number: C2062-112233 Subtotal: 0.00 INR Allowance
Invoice #  INV123 Total Tax: 0.00 INR
Invoice Date: 1 .Jul 2021 Total Amount without Tax:  0.00 INR Charge

Amount Due: 0.00 INR

Additional Reference Documents and Dates

rvice Description:

Sold To Email: Attachment

Payment Terms: V023 - Within 45 Days Due Net

Remit To: KRC Infrastructure and Projects Private Limited-TEST Bl To:  BP Business Solutions India Private View/Edit Addresses
Ltd.

Mumba:

In the Line Items section, click Add Items to select items from the catalogue to invoice.

You can also click the Line Item Actions button and add non-catalogue items as
required.

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

Insert Line Item Options

[ ex cotegor:
0w

L
Line ltem Actions Add ltems

Add to Included Lines

Subtotal

0.075% TCS / TCS Tax for India-0.075 V| |:| LEETL

Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price

Mo item selected
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1.4.4 Click the check box for each item you wish to include on this invoice

update the Qty and then click Add Item on each item you are adding
finished.

Create Contract Invoice: Add Contract ltem

Contract: C2062-112233

. Make sure to
. Click Done when

B - .

Browse By Category [ All Catagories R | Search by part #, supplier name, or keyword
Maintenance, Repair and Operations

3 item(s) found View: 1= EEm
Raw Materials N

D l Add Item ] [ Compare Itzms

Ilem-1

S

Supplier: KRC Infrastructure and Projects
Supplier Part # 1122
Available in: 7 Day(s)

[a]

Item-1

ltem-2

Supplier: KRC Infrastructure and Projects
Supplier Part # 11221
Available in: 7 Day(s)

Item-2

E] Item-3
Supplier: KRC Infrastructure and Projects
Supplier Part #: 112214

Available in: 7 Day(s)

[a]

Item-3

l Add em ] l Compare ltems ]

e

7,347.54 INR / each

100.00 INR / each

100.00 INR / each

Note: If no items are visible to click, please follow the instructions from SAP here.

1.4.5 Click the check box next to each line item you would like to add add

as line level tax, line level discounts, line level special handling char

itional details, such
ges, etc. Then click

the Add to Included Lines button. This will add these to each line that is selected.

Use this when you need to vary the additional data by line. If not required, perform this

action at the Invoice Header level above in step 1.4.2.

. 2 Line Items, 2 Included. 0O Previously Fully Invoiced
Line ltems
jnsert Line Item Options
[f] Tax categony: [ centralcst vl @ Shipping Documents [ ] Special Handiing D Discount I A 1o Included Lines I I
D No. Include Type Part # Deseription Customer Par # Quantity Unit Unit Price Subtotal
@ @ MATERIAL 1122 Item-1 3 ea @ 7,347.54 INR 2204262 INR
Ship From:  KRC Infrastructure and Projects Private Limited Ship To:  BP Business Solutions India Private Ltd- SEZ View/Edit
Pune Addresses
Shipping Mumbai MH
MH India
India Deliver To: BP Business Solutions India Private Ltd- SEZ
Additional Fields Supplier HSNISAC:* I
- i " Domain: emove

unspsc

Fm

50201706
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1.4.6 Fill in the additional information in these added fields, including the percentage of tax

in the Rate (%) field (unless no tax is applicable then type ‘0’ and select Exempt from
the Exempt Detail field).

. 2 Line Items, 2 Included, O Previously Fully Invoiced
Line Items
Insert Line Item Options
|z| Tax Category: | Central GST v| |:| Shipping Documents ::| Special Handling l:‘ Discount Add 16 Included Lines
l:‘ No. Include Type Pan & Description Customer Part # Quantity Unit Unit Price Subrotal
D 1 @ MATERIAL 122 tem-1 3 ea © 7,347.54 INR 22,042.62 INR
Remow
T Cabagony=* | Central GST v Taxable Amount I 22.042.62 INR e
Location | Rate(%) | 10
Descrigtion | Tax Amount [ 2,204.26 INR
Regime: [ v‘ Exempt Detall: | {no value) v
| | (o value)
Charge Tax Amount [ | Zero Rated
Exempt
Ship From-  KRC Infrastructure and Projects Private Limited e o oS TR e ViewsEde
. Pune Addresses
Shipping Mumbai MH
MH India
India Dediver To:  BP Business Solutions India Private Ltd- SEZ

Remove
Packing Sbp ID: | Detivery Note 1D |

Shipping Documents Packing Slip Date: = Deelivery Note Line # |

1.4.7 Where required to confirm service receipt, ‘signatures’ on supporting documentation

includes legible hand-written signatures and electronically verified signature stamps
(e.g., DocuSign).

1.4.8 When you are ready to submit the invoice to your customer, click Next to review the
invoice before submitting.

L s, LR, W EVIDUSEY Py ey
Line ltems

Insert Line item Options

Taxx Category: Central GST v| [] stioring Documens || Special Handling || Discount

D Mo. Include Type Part # Cescription Customer Part # Quanity Unit Unit Price Subtotzl
l:l [ MATERIAL uzz Item-1 3 EA 7.347 54 INR 77,042 62 INR
Tax Category:* | Cenvat GST ] Taabie Amount | P — | Remave
tocaters | | Rastr [ 10 |
Descripton: | | Ta Amoune | 220028 MR |
e | - e
Charge Tax Amount: | |
Ship From:  KRC Infrastructure and Projects Private Limited Ship To:  BP Business Solutions India Private Ltd- SEZ View'Edit
Pune Addresses
Shigping Mumbai MH
MH India
Inia Deliver To: P Business Solutions India Private Lid- SEZ
Addional Frelds Supplier HSMISAC:~ | 12345 |
Classification Domain: ‘ J— ’Oude. | 50201706 lemae

Line ltem Actions + ] [ ‘Add ltems H Change lems ]

o (=) (= |
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1.4.9 When you have reviewed all the information and everything is correct, click the Submit
button to send your invoice to bp.

Subtotal: 22,042.62 INR

Ta 2,204 26 INR
Shipping 0.00 INR
Tax Summary
Tax Details:
Tax Category Tax Rate Tax Rate Type Taxable Amount Tax Amourt Tax Location Description Tax Regime Exempt Detail
Central GST 1% 2204262 INR 2.204.26 INR

Additional Information

Invoice Summary

Subtotal: 22,042.62 INR

Total Tax:  2.204.26 INR

Total Shipping 0.00 INR

Total Amount without Tax:  22,042.62 INR
Amount Due:  24,246.88 INR

1.4.10 After you have submitted your invoice, feel free to Print this invoice or Exit the invoice
creation stage.

GAP Ariba Network Enterprise ACCOUNt  TEST MODE

Invoice INV123 has been submitted.

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