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This guide supports the supplier workflow for responding to Fujifilm Business Innovation Purchase Orders including Ariba account User setup and Notifications
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ARIBA Network Dashboard

SAP  Duniness Netwmrh - st Ao Gt atmergiee sstm

Login and select
Business Network

Workbench screen

Network
Dashboard
Tiles (filtered by
dates)

® 0.0 <)
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Editing the Date Filters for the Workbench Dashboard / Workbench Tiles

Select
Workbench,
then select a
Tile to edit the
date filter

Edit Filter by
date and

expand the

date range,
then select

Apply
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Selecting an issued Purchase Order

Workbench 474 Customize
Orders to invoice Orders Rejected invoices Remittances Early payment offers Scheduled payments Invoices Pinned documents
Last 31 gays Save fiter Save fifter Last 31 days Next 90 cays Nex: 90 days L35 3 05ys
Orders (1)
) Edit filter | Save filter |  Last 365 days
Resend Failed Orders @ 878
Order Number Egusxormc Amount Date 4 Order Status Amount Invoiced Actions
Fujifitn Business Innovation $25,960.00 AUD Jan 16, 2023 Partially Invoiced $480.00 AUD

Select the
PO to take
action
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Viewing the Purchase Order Screen

Standerd Acconav

Purchase Order: FB-PO-123

SAP Businesa Netaork
/ (Optional step) After PO Confirmation,

create a ship notice upon delivery of
goods or services using a reference such

Task 1. If new / e ot

PO, review PO

data and

Create Order Prom
Confirmation & Khartm R

as POD, Consignment, Customer
Acceptance document or (proforma)
Invoice that Fujifilm can validate and
create a Goods Receipt. Alternatively, you
may email the ship notice directly to the
requestor outside of Ariba.
AR PR

FUJIFILM

FUSFUM Basiness innovation Almaralia Nonth Ryde (FEBAU-NT-MACOPARK L 0C)

Task 2. After Fujifilm has created a Goods
receipt, the function for Create Invoice
becomes available

Orhar formatom

Tramgon Terms ritsrTation

-mn

FUIFILV Muasress onovates Acsirelie Norn Ryde (FRAU NT MACGMRS. L0C)

8 hartim Romd
MACQOUASE PSan 211
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Task 1: To Create an Order Confirmation.
Click on “Create order Confirmation” from the PO screen, then select from “Confirm entire order, line item or amend order”.

Purchase Order: FB-PO-123

=1

| Confirming PO =0 “

Step 1 Input your own
reference against this PO

Confirm Entire
Order v Order Confirmation Header

™\ Review Order ociatud Fu der FB-FO-123
- Contermation

(eg Supplier Order
Number in your ERP
system) and

Step 2 confirm date
services will start.

Shipping and Tax Information

Attachments

Step 3 Not
mandatory, however

Name Size (bytes
you may add any

relevant document as
needed.

s

Once inputted, select “Next” which will take you to a Summary page for your review, before selecting “Submit”.
Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Task 2: To Create an Invoice
Note: An Invoice can only be created after a goods receipt has been created by Fujifilm. To assist with the goods receipt creation, ensure you email the

confirmation of the completion of the work, or proof of delivery of the goods or services to the requestor.

Prior to Creating an Invoice, you
may also select the Related
Documents section to view Receipts
and associated information (eg.
Quote, Invoice etc), that are
available for conversion to Invoice.
Select “More” to see the full page

SAP  Business Networs Standert Accost Gl e S000UN

Purchase Order: FB-PO-123

FUJIFILM

FUSFUM Business innovation Ausralia North Ryce (FBAU-NT-MAZOPARK.4L.0C)

Other Information

Tramgion Term rtwrranon

Detieer T

SH0 Al meres % -

FUIFILM Busrams novates: Acstrate Norh Ryde (FRAU-NT MACGRRS.L0C)
MACQUASE PSRN 1
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Select the Receipt
Related Documents (e T eo e

number to view. After

reviewing, select Poge | 1 v D
S Previous to return to the IR

PO page
o L3 L0 PN AR [~ -
RC29 18 Mar 2023 23880 AEDT Receqt
ARS43 15 Mar 2023 4.35 PM AEDT Ship Notice
ARBILS 6429, 68430 844) 649 15 Mar 2023 4:32 P\ AEDT Ship hotce
H0473 19 Mar 2023 431 PM AEDT Ship Kotice
ARGIS0 6416.6429 15 Mar 2023 4.2 #M AEDT Ship Notice
ARGl 35 Mar 2023 4.25 PM AEDT Ship hotice
AL LW 15 Mar 2023 412 P\ AEDTY
QFSG7T3I 25 Jan 2023 1200 PM AEDT

o
y
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After reviewing availahle receipts to convert, you can then Select Create Invoice

Purchase Order: FB-PO-123

Select receipls 10 be nvoced Ao

Receipt List

;

Selecting Create Invaice
will show the Receipt

references that are
available for Invoice

conversion
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SAP Buninews Network Standard Accout (Gt SR SCCDE

Important Step 1: Input the Invoice

Create Invoice

number in the exact same format as
your Supplier Tax Invoice.

v Invoice Heaoer Hint: If adding multiple invoices to
match the value of one receipt, only
Surmany . .
enter the first Invoice number.
Pt hane Ot Mo
Hint: If the Supplier
' Tax ID field is
empty, setup your
< Tax ID / ABN in the
| Company Profile.
— Look at Step 1 of ;
FLIS LN Bisrwed Fram ator Aciiltabie It the Additional
Pytie (FALL-NT MACTIER LOC)
Settings guide for
; how to do this.
shepnrg
0
' | FRAL AO-LOC
Payret Yo
Agatone Fedt
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Create Invoice

v wvolce Mesoer

Tasrveary

aroan

eyt

Adstone Fetts

GAP  Businesm Networt Cantant A | Gt —————co——

Important Step 2:

Input the Invoice
Date to be the
same as your own

Tax Invoice. This

date drives the
payment terms

for Invoice

processing.
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SAP Business Network Staretant Aot Gt . RO

Create invoice

Important Step 3:

o Mwtion SAeatise Select “Add to 33 Poeacer
Header” then
Sureary select
. Onier  FSPOLIY S Saa “Attachment” to
i SPRAMSALD be able to upload :
: m your own Tax 2
s Invoice further
down the screen
|
—
U1 M BLanest Frovanon AuEETaeg N
Fydie (FBAL-NT MACOPANE L0C)
Sworg
O .
] AL G LOC
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Important Step 4: To
upload, Select “Choose
File”. Once you have
selected the file from

your folder, click on
“Add Attachment” then
wait for the uploaded

| Ch"f{\? Flle | No file chosen Add Attachment

file to show.
Add to Header +

1 Line Items, 1 Included, O Previously Fully Invoict
Line Iltems
Insert Line item Options

% Documents | Special Handling

o
&

Add to Included Lines

L - No Include Type Part # Descnption Customes Pan # Quantity Unit Unit Price Subtotal

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Line Items

Insert Line Item Options

No. Include Type Part Description

= MATERIAL Not Avalsble EPSIOCCH

Receipt Details

Tax

Austraila - GST 109

Line Item Actions » Delete Reset Tax from PO

Hint: When performing

partial invoicing against
a multi-line PO, select
this toggle (On/Off) to
include or not include
the line for Invoice
creation.

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Important Step 5: Check the Taxable
Amount in Ariba matches the ex GST
amount of your Invoice line.

Edit the Taxable Amount as required

to match your Tax invoice.

o Amount | $254.50 AUD

ix A ¥ $25 -:Ev-‘Uf

Important Step 6: In some cases, certain
goods in a basket may be tax exempt. If
the Tax amount is incorrectly calculated
in Ariba, you can manually edit this Tax
Amount field to match your Tax Invoice.

Unit Price

$1.00 AUC

10 Incly

ed, 0 Previously Fully Invoiced

jed Lines

Subtotal
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- - - —y

Create Invoice Frovesas Eat

Corfiem and subverit (hes JDCament. It will rax be slecrarvealy s@rved sccording 10 the Courmries of orign and destisasen of wisice. The SOCHMenTT's Orgnennyg Counmy s Ausrala The SOCuments Jestinator Crary S Ausale
H you wast your Bwveices 1D be storedd it P Aridia 0ng Jer SOOment MINAMNG pta A0 BTDE 15 % Behhing Service. Nute That you Afll alsh be alde B arzhive Sl rvalces ONCe pi SuBscTle (0 the BNWINg Service

Tax Invoice
o7 Sgmiem 354 30 A
Mandley LN 00 LI PV GMT-11 O o M M ML
mroa Arsoun Due wmnae
a .
- WL e Important Step 7: Review
I PP Dussress irrrovadon Auntisle ot Wyde (PR32 IT-MACGRRIK 4.OC ] the Summary screen;
TpTT— Postal Astess (Ostaudt Potal Astions ensure the (1) invoice
L L i Roed L | . .
- MACOUARE PARE 2111 - number, (2) invoice date,
Austalis
oo A e p— (3) non-taxable and taxable

amounts match your
T 10 of Sppter N

invoice and (4) that your
Tax Invoice is attached. You

BLLFRON cusTOMER can then select Submit
| PLUSPRA Dot immcnabon Auttiakis At W pde (FIAL N T-AMACTIMARN L OL
Ponis ichdvms Prstal =3
N s racumm flosd
MACOUARE PARK 2183
Aunm ke
Austisila Adchess 10 20964

Hint: If the amounts do not
match the Invoice, select

SHIPPING INFORMATION Previous and edit the values as
shown on for Steps 5 or 6 to

match your Tax Invoice.
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Additional Settings Guide for initial Supplier Account and User Setup
1. Setting up Company Profile (Address, Tax ID/ ABN etc)

Using the Ariba Administrator account, select the “Initials” at the Top Right menu, then select “Company Profile” from the
drop down.
Fill in the various details in each tab and Save.

T

Test Test

- \‘(.\’ L""U"’ M

Lnk User IDs

Contact Admunistrator

3 O Swatch to Test Account

Test
[ i}
mpany P
f crpt
Jrofile Download app Settings >
Back to Classic Viey
We are now I R
mobile
[ arns —

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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2. Creating a Role (to manage the Purchase Orders and invoices)
Using the Ariba Administrator account, select the “Initials” at the Top Right menu, then select “Settings” from the drop
down.

Test Test

- ‘.1.“ ‘:"" ou ”

Lnk User IDs

Contact Admunistrator

3 O Swiich to Test Account

o ]| 4
Test

51 )
rofiie Download app >

We are now Back 1o Classic View

mobile

> i

[ S E R i VS —

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Select Users.

] 1
My Accoum
ACCOUNT SETTINGS Link User 1Ds
Customer Relationships Contact Administrator
D Users 'b Switch 1o Test Account
" -, 1
1o mvoice Notfications
Test
131 days 1
Account Hierarchy ANID! AND1679410305
Standaed »
Application Subscriptions
Company Profile
Account Registration
Service Subscriptions
NETWORK SETTINGS
profile Settings >

Electronic Order Routing

Elactronic Invaice Routing Back to Classic View
1
Accelerated Payments |

Logout

1 50/0 Remittances r.
Complsted N
Data Deletion Criteria Rule -

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Select Manage Roles, then select the + button.

Customer Relationships Users Notifications Atcount Hierarchy Application Subscriptions Account Registration AP1 management
Manage Roles Manage Users Manage User Authenticabion
Roles (1)

Create and manage roles for your account. You can edit the role and add users to 2 raie. The Adminstrator role can be viewed, but cannot be modified

Filters

Petmession

Sclect petrvssion assigned w
Apply ] Reset
3
b Eow Name Liiess Assigied AL

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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To Create a Role; add a Name and Description, then check the boxes on multiple pages to allocate permissions

Once completed, Select the “Save” button. You have now created a Role.
[Create Raole

* Inchcates a required feld

New Role Information

Description

Permissions
!J’:‘l TN IMUET NYés 31 ARALI DN DOTTIERLANN
Lipgrade your Ariba Network . standart scciurt 11 an sntmpriee acoount 20 sratss all purminsons [(
Page 1 v| 6 ®
Permissaon Description

AP Development Access Access to API development using the SAP Ariba developer portal
Account Higtarchy Admenestration Manage your accounts to link and sgn on to a child sccount

Cheld Accognt Access Sign on to access & child accognt

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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3. Create Users to act against Customer Purchase orders
e Select Manage Users, then Select the + button to create a user.

Manage Roles Manags User Authentication

Roles (1)

Create and manage roles for your account. You can edit the role and add users 10 a role. The Administrator role can bayiewed, but cannot be modified

Filters
Permission
Select permission assigned AV
Apply ] Reset
a
Rele Name Users Assigned Actions

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Input the New user information

FCreate User

New User Information

Role Assignment

Name Description

[

Select Save once you have finished with the Create user Screen.

Fujifilm Business Innovation Guide for Ariba Procure to Pay

12 December 2023

Input data for the four mandatory fields, then select the Role to allocate, then save by selecting “Done”.
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4. Set the Notifications to be informed of activities
o Select the Initials from the Top Right menu, select “Settings” then Select “Notifications”.

.
My Account /

ACCOUNT SETTINGS Link User 1Ds

Customer Relationships Adminstrator

D

Users Switch 1o Test Account

to invoice

Notfications
Test
p1 days AccounT Hierarchy ANID! AND1679$10305
Standaed &
Application Subscriptions
Company Profile
Account Registration
Service Subscriptions
NETWORK SETTINGS
profile

Settings >
Elecronic Order Routing

Elactronic Invaice Routing Back 1o Classic View
Accelerated Payments

Logout
l 50/0 Remittances . : .
aid N . p /
Compisted N i
Data Deletion Criteria Rule
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You can add up to 3 email addresses (separated only by a comma after the last email address), then ‘Save’ your changes.

I TTading Relationship Requests L e [ I

e Jesap.com

Supplier Enablement Activity and Task |J Send a notification when a supplier enablement activity is assigned or a task is overdue.
Reminder '

Other Notifications

Send a notification in advance of planned network downtime, unplanned downtime, and new
Network Service releases. v

P TJasap.com |

‘_ Send a notification when company certification information has expired. Examples of
company certifications include, Small and Disadvantaged Business, Minority-Owned Business,
and Veteran-Owned Business.

-

L Josapcom |

Certification Expiration Notifications

J Send reminders of unconfirmed orders. This notification depends upon a customer rule.

L Jesspcom |

Reminder of Unconfirmed Orders

‘ Send other important notifications to this email address when they do not belong to a specific
—— notification category. .

[ Jesspcom |

Other Notifications

Send password reset notification to this email address when users reset the password.

p{ __Jesap.com ]

Password Reset Notifications

‘J Send a notification when a new user registers with samﬁdomain.

pd—————J@sap.com \

Domain Registration Notifications

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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5. Set the Electronic Order Routing Workflow
e Again, select the Initials, then select ‘Settings’ then ‘Electronic Order Routing’.

T TeEN
21 et fvest com
My Accoum
ACCOUNT SETTINGS Link User IDs
Customer Refationships Contact Adownistrator
Users Swatch 1o Test Account
Notificabons -1
Test
ACcount Herarchy ANID: AND1679410308
OGtandanrd accoun

Application Subscriptions
Company Profile

Account Registration —
Service Subiscri v
WIOEK SETTOMGS
Sottings >

Electronic Order Routing

Electromc Invoice Routing Back to Classic View

Accelerated Payments
Logout

Remirtances r

Qata Delation Criteria Rule

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Scroll down to the “New Orders” section and add up to 3 email addresses (separated only by a comma) to receive
notifications of new purchase orders, then “Save” your changes.

New Orders
Document Type Routing Method Options
)
Email addresk: | 2021test@test.com
| Attach eXML document in the email message
Catslog Orders without Email 5] J Include document in the email message
Attachments
Leave attachments online and do not include them with email message. This

L} applies 1o 3ll orders with attachments that have [he routing method "Same as new
catalog orders without attachments™

[ ] Attach PDF document in the amail message

Catalog Orders with Current Routing method for new orders: Email

Same as new catalog orders without attachments v |
Attachments ¥ | A Anachmants will be incduded in the order

Non-Cataiog Orders without D) Same a5 new catalog orders without attachments Current Routing method for new orders: Email
Anachments ]

: - | Current Routing method for new orders: Email
Non-Catalog Orders with ® s o " s i 4

Note: Additional email addresses must also be a user in the Ariba account to act in the Ariba Platform.

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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6. Set the Electronic Invoice Routing Workflow

J Again, select the Initials, then select ‘Settings’ then “Electronic Invoice Routing”.

X211 st St com
My Accoum

ACCOUNT SETTINGS Link User [Ds

Customer Refationships Contact Adowstrator

Users Swatch 1o Test Acoount

Notificabons
Test 1

Account Herarchy ANID: ANT1675310308

Application Subscriptions

Company Protile
Account Registration

Service Subscriptions
NETWORK SETTINGS
Sottings > . —

Electronc Order Routing

O
N
Electromic Invoice Routing

Back to Classic View

Accelerated Payments
Logout

Remittances »

Qata Delation Critena Rule

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Add up to 3 email addresses (separated only by a comma) to receive notifications of Invoice activity then “Save” your

changes.
Invoices T Oniine  ~ | RETU [0 TS SIte 10 Create MVOILEs
Customer Invoices Online v Save in my online inbox
Notifications
Type Send natifications when To email addresses (one required)

J‘ Send a natification when invoices are undeliverable or rejected
Invoice Failure v

J Send a notification when invoice statuses change.
Invoice Status Change

J Send a notification when an invoice is created automatically on behaif of your company.
Invoice Created Automatically |

Extended Profile Settings and Information

Do you provide invoices to customers through Ariba Network? &

Yes

/ .

po[—————J@sap.com

e J@sapcom

\ o pal___ J@sap.com

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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7. Select the “Network Notifications” workflow

Again, select the Initials, then select ‘Settings’ then “Network Notifications”.
r TesrTest 1

207 Ltestftest
My Account

ACCOUNT SETTINGS Link User IDs

Customer Relationships Contact Administrator

Users Switch to Test Account

Notifications
Test

Account Herarchy ANID: ANO16794

Application Subscriptions

Company Profile
Account Registration

Service Subscriptions
NETWORK SETTINGS

Settings
Electronic Order Routing
Electronic Invoice Routing Back to Claésic View

Accelerated Payments

Remittancas ’ " > A

Data Deletion Criteria Rule

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Add up to 3 email addresses (separated only by a comma) to receive notifications of Order activity then “Save” your
changes.

Make sure the following checkboxes are ticked for Order and Purchase Order Inquiry.
[Eccount Settings

Customer Retationships Users Notifications Account Herarchy Application Subscriptions Account Registration APt management
Generat Discovery Saourcing & Contracts Messzging

Enter up 10 theee comimi-separated emall addresses por fiald. Ensure that you have anvy requited user consents before asding email addresses for senang notificatons
The Prefermed Language configured by the acoount admnistrator controls the language used in these notifications

Electronic Order Routing
Type Send notficstans when b emall addvesses (pne reQuired)
J Send a nutification when orders are undelverabile
Owoer

. Oll IS‘sap com
J nd a natification when a new collabaration request aganst an existing omder & recelved

Send notificabon for new purchase orders 10 suppbess

o

Send notifcabon 19 supplers when pwrchase orders are changed

J Serld 8 notification when purchase arder inquires are receved

J Senld a notifcation when puechase arder InQuires are undeliverable

Purchase Drdes Inqury

Sand & NOLECATON when time sheets arm undeliverabis
Time Sheet

Fujifilm Business Innovation Guide for Ariba Procure to Pay
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Add up to 3 email addresses (separated only by a comma) to receive notifications of Receipt activity then “Save” your
changes.

Make sure the following checkboxes are ticked for Receipts.

Receipt

Type Send notifica 4 To email oddresses {(one requited)

Send|a natification when & new 1eceipt iy recenwveod :n
Recegpt ] o W sap.com

I
Broadcast Status Update Request

Type Sena notificabions when To email addresses (one requied)
Send a notification when a Sroadcast Status Update Reguest is received. 4:"’
Beosdcast o P sap.com
Accelerated Payments
Tyne Send notiications when To email sddresses {one requeed)
Send a notification when your buyer intiates an early payment on a specific invaice . Dsap.com
Buyer-initistea Early Payment Offers a0,

Send a notification when your buyer proposes a new 8arly paynsent teomn Tor mvosces. Once you accept the buyer
Earty Payment Otlers T will apply the payrnent term to haher yendor master . °:®“° com

. |

Fujifilm Business Innovation Guide for Ariba Procure to Pay
Page | 32
12 December 2023



