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. bp
Introduction

Objective of bp— Bp is striving towards digitising and automating its processes within the SAP Business Network (formerly known
@ as the Ariba Network) to enhance and simplify the way we do business with you. We are transitioning to new, category-specific
——=—=— buying channels to increase automation and reduce complexity which will ensure price compliance and mitigate risk

Buying Channel — Buying Channel simplifies procurement processes for bp by guiding users to the right items or services from

C preferred suppliers. It's designed to enhance the buying experience by providing a consumer-like shopping experience that

D adheres to bp's procurement policies, compliance, ensures compliance, controls costs and maintains preferred vendor
relationships.

CI: Buying Channel Switch — Buying Channel switch refers to the process of changing or upgrading the way in which bp purchases
goods and services. This initiative aims to boost digital adoption through the introduction of new buying channels that automate

' and streamline procurement activities, thereby reducing inefficiencies, mitigating risks, shortening cycle times, and enhancing the

' user experience.

Sequence of Activities

Buying Channel
Supplier proposed by

Go Live with
New Buying
Channel

Initial : Supplier Training _

Communication Buying channel connect for supplier for Question and

|dentification category : communication Tl proposed Answer session
to supplier feasibility study

managers Buying channel

Next Steps: The following documentation will provide an overview on the Invoice Against Contract enablement process
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Buying Channel Overview

> Provides the for the Buying Channel Types
employees.
1. Catalogue
a. Internal b. External
Buying Channel is a to specific category, suppliers, c. Punchout  d. Spot-buy
Combination of Navigation User groups etc to get any item or services 2 Quick Quote
steps, Content, Contract, easily 3 Goods PO
Policies and Approvals.
. . 4.  Service PO
for displaying
It guides users on HOW to buy “Recommended ltems”, Specific buying 5. Invoice Against Contract
goods and services. channels to enhance User experience. 6. Non-PO Invoice
7. Purchasing Card (P-card)
» Provides to the users for _
their procurement needs. 8. Fieldglass
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2. Types of Buying Channels

1. Catalogue ))

Organized list of goods
and services available to
its potential buyers.

4. Quick Quote

(goods and services)

Allows request for quotes
within Ariba (can be self-
service, assisted by
procurement or
completely sourced by
procurement)

5 Invoice Against Contract

a. Internal Catalogue

Maintained by BP, Suppliers

can easily create order
confirmations and invoices.

b. External Catalogue

Supplier maintains &
updates catalogue which is
routed to BP for approval.

5. Invoice Against
Contract

Uses a contract set up in
Ariba as the buying tool

and doesn't require a PO

c. Punchout

Maintained by Supplier,
Provides real time catalogue
information.

d. Spot buy

Online marketplace with
multiple supplier catalogues
curated by

marketplace host

6. Non-PO Invoice

It is used for specifics
and approved categories
when there is no
contract or PO to match
with the invoice

Confidential

2. Goods PO

Allows requestor to
select supplier and

manually describe what
they want to purchase
(goods)

7. Purchasing Cards
(P-cards)

Business approval are
managed with predefined

controls making the
payment simpler and
faster

3. Service PO

Allows requestor to
select supplier and
manually describe what
they want to purchase
(service)

8. Fieldglass

It's a vendor
management

system compatible

with Ariba used to source
a contingent workforce or
services requiring

a statement of

work (SOW)



3. Invoice Against Contract (IAC)

|AC uses a contract set up in Ariba as a buying tool and doesn’t require a PO.

KEY FEATURES

» Highly automated buying experience.

> Minimal intervention required from procurement once the
contract is set up.

» Employees dealing with Non-PO categories don't need to
set up and outline agreement.

» Users engage with procurement for preparing contract.

» A goods receipt or invoice approval is required for each
transaction.

» Drives improved contract compliance and visibility,

6 Invoice Against Contract

TYPES OF CONTRACTS

1. ltem Level contract: Line Level contract.

RESOURCES

Supplier Portal — Raise support requests here.

SupplierSupport@bp.com — Email Support Mailbox for support if
you are new to BP and don't have access to supplier portal yet

SAP Business Network Supplier Onboarding pack
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https://supplierportal.bp.com/
mailto:SupplierSupport@bp.com
https://www.bp.com/content/dam/bp/business-sites/en/global/corporate/pdfs/who-we-are/suppliers/ariba-supplier-onboarding-pack.pdf
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4. bp Invoice
Against
Contract

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



4.1 Create Contract Invoice

4.1.1 Login to SAP Business Network Supplier (ariba.com)

4.1.2_From the home screen within your SAP Business Network account, select the Create

dropdown menu and select ‘Contract Invoice’.

w Business Network ¥  Enterprise Account -

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v More v

r .
: ] : R

© Wed like your feedback on new and upcoming features that can generate more business opportunities for you. Take survey

= 1 N

BP - TEST v Exactmatch v Order number

e

Orders and Releases v

Overview  Getting started

*120.. 1 1 1 1

Scheduled payments Approved invoices pending Orders Orders to invoice Invoices
! payment ! !
Next 90 days Last 31 days Last 31 days Last 31 days Last 31 days

My widgets  BP-TEST v 32 Customize

Invoice Against Contract
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I Create v i eee

( PO Invoice

2N\

Non-PO Invoice

I Contract Invoice I

],O

Service Entry Sheet

Create Posting

V ...a

More

Time & Expense Sheets 2

Feedback
. »


https://mcas-proxyweb.mcas.ms/certificate-checker?login=false&originalUrl=https%3A%2F%2Feur03.safelinks.protection.outlook.com.mcas.ms%2F%3Furl%3Dhttps%253A%252F%252Fservice.ariba.com%252FSupplier.aw%252F109538046%252Faw%253Fawh%253Dr%2526awssk%253DbZSeEorS%2526dard%253D1%2526ancdc%253D1%26data%3D05%257C02%257Cpeenal.mehta%2540bp.com%257Cbac3e40617674dd5a28708dcaaff07ff%257Cea80952ea47642d4aaf45457852b0f7e%257C0%257C0%257C638573259548195653%257CUnknown%257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%253D%257C0%257C%257C%257C%26sdata%3DFIA41fPpVKsZPnLYe8Dx52sfzjD74%252BZwpOnqvncyzb8%253D%26reserved%3D0%26McasTsid%3D20893&McasCSRF=c458bf9f133b2055e934397d43c4c4b3742789f05431d73a87e44fd4af06ddec

4.2 Select bp from the Customer List

4.4.1 If you supply to multiple customers, first select ‘bp’ from the list then click Next.

w Business Network Enterprise Account @

Create Contract Invoice: Select Customer Next Cancel

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 field.

Customer Name: Search

Customer t

BP

o
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4.2 Select bp from the Customer List

4.4.2 Select the relevant Contract site and click Next

w Business Network Enterprise Account

Contract Invoice: Select Customer Contract Site

Select which Business Unit Address you want to access and click Next to continue the process.

Business Unit Address 1

Contact

[ s

test user

() PDECLNT100
() PDECLNTI120
PDECLNT125
PDLCLNT120

PFECLNT100

10 Invoice Against Contract

Confidential

Aruna Madarapu

Sunbury-On-Thames
Serena Ong Jui Yuin
Serena Ong Jui Yuin

Sunbury-On-Thames

®@

Previous



4.3 Select the Contract to Invoice (1/2)

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

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

Go To Ariba Apps

Create Contract Invoice: Select Contract Next

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 #: *

. .x —
Invoice Date: ‘ ‘

11 Invoice Against Contract
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4.3 Select the Contract to Invoice (2/2)

4.3.2 Click Select next to the contract you wish to invoice and then click Done.

Choose Value for Contract

‘ ID v ‘ [ | ] [ Search
ID Title Effective Date Expiration Date Status 1
C14380 (CW75972) test IAC SAP flex Thu, 20 Apr, 2023 Wed, 1 May, 2024 Inactive
C2538-V3 (CW21824) test demo IAC sept 2 Thu, 9 Sep, 2021 Sat, 16 Sep, 2023 Inactive
C2253 (CW19275) IAC-SubAgreement Thu, 31 Dec, 2020 Wed, 2 Mar, 2022 Inactive
C2243-Test 001 (Cw18801) Test 001 Sun, 31 Jan, 2021 Sun, 28 Feb, 2021 Inactive Select
C2198-Test IAC 2101_02 SubAgreement-V2 (Cw18562) Test IAC 2101_02 SubAgreement Thu, 31 Dec, 2020 Wed, 31 Mar, 2021 Inactive
C2251-V4 (CW19266) IAC Standalone Cost Expense Thu, 31 Dec, 2020 Thu, 31 Mar, 2022 Inactive
C2534-V2 (CW21768) test demo IAC Sept Thu, 9 Sep, 2021 Sat, 10 Sep, 2022 Inactive
C15303-Test (Cws4186) Test CW Mon, 18 Mar, 2024 Fri, 31 May, 2024 Inactive
e oY T—— e S B e S e s it e

Invoice Against Contract
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4.4 Enter Invoice Detalls (1/8)

Enter the invoice information into the invoice form as follows:

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

Create Contract Invoice: Select Contract Next

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

Contract: * 2253 [ select ]

Invoice #: *

ABCDEF ‘

Invoice Date: *

Mon, 15 Jul, 2024 ‘

Sold To Email: ‘ ‘

Payment Terms: V083 - Within 45 Days Due Net

13 Invoice Against Contract
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4.4 Enter Invoice Detalls (2/8)

4.4.2 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 i1s optional and

up to each supplier to use
If they require.

14 Invoice Against Contract

EZ! ¥ Business Network

Create Invoice

v Invoice Header

Summary
Contract Number:
Invoice #:
Invoice Date:

Service Description:

Sold To Email:
Payment Terms:

Remit To:

Enterprise Account  ([IEESILEl

C2253
ABCDEF
15 Jul 2024

Subtotal:
Total Tax:
Total Amount without Tax:

Amount Due:

V083 - Within 45 Days Due Net

SoftwareONE UK Ltd-TEST
Paris

France

Confidential

Bill To:

Update

£0.00 GBP
£0.00 GBP
£0.00 GBP
£0.00 GBP

BP Oil International Limited
LONDON

United Kingdom

@

* Indicates required field Add to HeadeD

Shipping Documents

Special Handling

Discount

Allowance

Charge

Additional Reference Documents and Dates
Comment

Attachment



4.4 Enter Invoice Detalls (3/8)

4.4.3 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.

Add to Header »

Line Items

Insert Line Item Options

D Tax Category:

[ ]

No. No. No.

2% GOOD RECEIPT TAX / GOOD RECEIl

Include Part #

Type

L

Line Item Actions |

Add ltems |

15 Invoice Against Contract

Description

0 Line Items, O Included, 0 Previously Fully Invoiced

D Discount

Customer Part #

Add to Included Lines

Quantity Unit Unit Unit Price Subtotal

No item selected

Confidential



4.4 Enter Invoice Detalls (4/8)

4.4.4 Click the check box
for each item you wish to
Include on this invoice.

Make sure to update the
Qty and then click Add
ltem on each item you
are adding.

Click Done when
finished.

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

16 Invoice Against Contract

Create Contract Invoice: Add Contract Item

Contract: C2253

Browse By Category All Categories ~ Search by part #, supplier name, or keyword

0
g -

Maintenance, Repair and Operations

3 item(s) found View: 1= EEE
Services S
\_| [ Add Item ] [ Compare ltems ]
‘7| C&E- 01- with max limit
— E Supplier: SoftwareONE UK Ltd
Supplier Part #: C2253-1_MiscExpenseltem

Available in: 0 Day(s)

C&E- 01- with max limit

C&E- 02- with max limit
Supplier: SoftwareONE UK Ltd
E Supplier Part #: C2253-2_MiscExpenseltem
Available in: 0 Day(s)

C&E- 02- with max limit

Confidential

Sort by: ‘ Relevance ~ ‘

$300.00 USD / each

Qty: ‘ 1 ‘ Add Item

$10,000.00 USD / each

Qty: ‘ 1 ‘ Add Item


https://uex.ariba.com/directnode/2578/SE

4.4 Enter Invoice Detalls (5/8)

4.4.5 Click the check box next to each line item you would like to add additional detalls, such as line level tax,

line level discounts, line level special handling charges, 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 4.4.2.

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

Insert Line Item Options
I Tax Category: 2% GOOD RECEIPT TAX / GOOD RECEI \/‘ |:| Discount I Add to Included Lines

D No. No. No. Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price Subtotal

No item selected

L

Line Item Actions v Add Items

Update Save Exit m

17 Invoice Against Contract
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4.4 Enter Invoice Detalls (6/8) §:§

4.4.6 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 ltems, 2 Included, O Previously Fully Invoiced

KRC Infrastructure and Projects Private Limited 12 Ly R g a o
Pure

Shipping Documents P gs te -

18 Invoice Against Contract
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4.4 Enter Invoice Detalls (7/8)

4.4.7 Where required to

confirm service receipt,
‘signatures’ on supporting
documentation includes O]
legible hand-written -
signatures and

electronically verified

signature stamps (e.qg.,

DocuSign).

4.4.8 \When you are ready
to submit the invoice to

Classification

Agational Feelds

0m: KRC Infrastructure and Projects Private Limited

your customer, click Next
to review the invoice
before submitting.

19 Invoice Against Contract
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Pune

MH

India
r To: BF Business Solutions India Private Lid-

SEZ




4.4 Enter Invoice Detalls (8/8)

4.4.9 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

Tax Summary

Tax Details:

Invoice Summary
Subtotal: 22,042.62 INR
Total Tax:  2,204.26 INR

t T 2204262 INR
Amount Due: 24,246 88 INR

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

20 Invoice Against Contract

Eg.!-, Business Network Enterprise Account

Invoice INV123 has been submitted.

Confidential



Invoicing FAQs

* How do | know when my invoice is going to be paid?
Please register to use bp's supplier portal for read-only access to real time invoice status.

« Where is remittance information located in the portal or will it be emailed?
A notification will be generated via email to the recipients noted under the supplier's company settings in the SAP Business Network. This notification will contain a

link to the respective remittance advice that can be viewed within the SAP Business Network.

« How do | check my invoice status? (e.g. due date, approved, rejected?)
Please register to use bp's supplier portal for read-only access to real time invoice status. Refer this guide for detailed steps:

bp
g? Invoice Status [:’9 @

Supplier Portal Home My Company Information Invoice Status Support Materials My Support Tickets
Standard v Hide Filter Bar Clear Restore Filters (1)
Invoice Number: PO No / VID No: Invoice Status: BP Legal Entity: Invoice Date (Max 1 year): *
| AN Al © 9 | | Jul26,2023-Jul25,.. [ |
Clearing Date: Clearing Document No.: Supplier:
| eq.Dec2z 2024-D. B | @ | 2 |
Line Items (0) Standard ® & & &3
Invoice Number PO Number / VID Number Invoice Amount Payment Amount Invoice Date Due Date Clearing Date Invoice Status

No data found. Try adjusting the filter settings.

21 Invoice Against Contract
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https://supplierportal.bp.com/
https://supplierportal.bp.com/
https://assets.ctfassets.net/x3zdq0r5z9sh/rGlODVXH7FcT9Nm80fDbP/0aba5e03f1733e041dd92387ca03d52a/Supplier_Portal_-_Invoice_Status_User_Guide_v.3.pdf

Purchase Order FAQs {:}

| have not received an order from bp, what should | do?
Please contact the bp representative, with whom a supplier has contracted work, to confirm if an order has been

created.

What happens if the interactive email has been misplaced or deleted?
Log in to your SAP Business Network supplier portal

Click on the ‘orders’ tile.

*Check the list of POs displayed (if the PO is not displayed in the list please ensure you change the date filter to
the date range that includes the date the PO was initially sent to you).

*Go to the ‘actions’ column for the PO you want to resend and click the 3 dots ‘..." and select ‘send me a copy'.

If you are unable to locate the order using the search parameters, contact the bp supplier helpdesk and request
the order to be resent.

22 Invoice Against Contract
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https://service.ariba.com/Supplier.aw
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THE END

Finance



	Slide 1
	Slide 2: AGENDA
	Slide 3: Introduction
	Slide 4: Buying Channel Overview
	Slide 5
	Slide 6: 3. Invoice Against Contract (IAC)
	Slide 7
	Slide 8
	Slide 9: 4.2 Select bp from the Customer List
	Slide 11: 4.3 Select the Contract to Invoice (1/2)
	Slide 12: 4.3 Select the Contract to Invoice (2/2)
	Slide 13: 4.4 Enter Invoice Details (1/8)
	Slide 14: 4.4 Enter Invoice Details (2/8)
	Slide 15: 4.4 Enter Invoice Details (3/8)
	Slide 16: 4.4 Enter Invoice Details (4/8)
	Slide 17: 4.4 Enter Invoice Details (5/8)
	Slide 18: 4.4 Enter Invoice Details (6/8)
	Slide 19: 4.4 Enter Invoice Details (7/8)
	Slide 20: 4.4 Enter Invoice Details (8/8)
	Slide 21: Invoicing FAQs
	Slide 22: Purchase Order FAQs
	Slide 23

