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Introduction

Dollar Tree e-Procurement Process

This document contains training for your organization
around transacting purchase orders, order confirmations
and ship notices with Dollar Tree through the Ariba Network.
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- NETWORK
. \\ ARIBA Test Supplier 1 ¥

C“Ck on Inbox tab to HomeOuttJox Catalogs Enablement Tasks Reports ' - bh Content
manage your Purchase _5,

ﬂ View Purchase Orders

Orders. Pending Tasks Learn how to accelerate payment and convert your receivables into immediate cash! Click Here »
e
Enablement Tasks = Purchace Drdars |TU5t0m3r- | e I‘-.Ie: Supplier Newsletter — Subscribe j
Today!
|nb0X presented aS a. y - Order Confirmations i
. Profile Completeness ) ) Order Number: What's New in Ariba Network N
||St Of the PurChase Ship Notices | | 1) Release: 1153ANAOD. View Release [N
. 35% Invoices Date Range: Guide.
Orders received, by o i S et 3
description to reach
Dollar Tree. Ty OF ot Sups

Qui

Home Inbox Outbox Catalogs Enablement Tasks Reports [ 1

ClICk a |Ink In the Order Purchase Orders Time & Expense Sheets Early Payments and Auctior| C“Ck thls |C0n for addltlonal
Number CO|Umn tO VIeW Purchase Orders dlsplay and Gl’OUp-by Options'

the purchase order > Seerch Fiters \
detai |S. \\ Purchase Orders Total: 4 D = |
| * I Show / Hide Columns

\ ) Ver Customer Ship To Address Amount Date Order Status Settlement Balance Revision
L /’ « Order Number
~— — k. Pcoiss - EA Buyer IFF Hazlet/Union $118.81USD 7 May 2012 Shipped PCard $0.00 USD Original g
01 Beach ¥ Customer
HE_ZIEtf NI i Ship To Address
United States AR
] EA Buyer Customer, Inc. $74,625.00USD 7 May 2012 New Invoice $0.00 USD Original # Date
01 Skillman, NJ # Order Status
United States S ettiemont
«# Balance
k. PCi022502 1 EA Buyer Beaumont $7,022.50USD 7 May 2012 New Invoice $0.00 USD Original / Revicion
o1 Beaumont, CA

i Group by Column
United States

Customer
k. PC102250137 1 EA Buyer DEALER $17.99USD 7 May 2012 Mew Invoice $0.00 USD Original Ship To Address
01 SERVICES Order Status
HOFFMAN Settlement
ESTATES, IL Revision
United States Export to Excel

Export all Rows

[Create ] [Hide in Inbox] | |Resend Failed Orders]

Export Current Page

Date Display

Show Time




a Search Purchase Orders

/7 7\

Search filters allow you
to search using multiple
criteria.

Click the arrow next to
Search Filters to display
the query fields. Enter
your criteria and click
Search.

Once you find the order,
click on the order number
to view it.

AN /

ARIB A NETWORK

Test Supplier 1 ¥

Home Inbox Outbox Catalogs Enablement Tasks Reports L

Purchase Orders Time & Expense Sheets Early Payments and Auctions Scheduled Payments Remittances

Purchase Orders

» Search Filters

Notifications

| Purchase Ordells Total: 4

Ver Customer Ship To Address Amount Date Order Status Settlement  Balance

1 EA Buyer IFF Hazlet/Union PCard
01 Beach

Hazlet, N

$118.81USD 7 May 2012 Shipped $0.00 USD

I IETWORK
Test Supplier 1 +

Revision

Criginal

Home Inbox Outbox Enablement Tasks

Catalogs Reports L

Purchase Orders Time & Efpense Sheets Early Payments and Auctions Scheduled Payments Remittances HNotifications

Purchase Orders

¥ Search Filters

Customer: [ | & Min. Amount: |
Order Number: Max. Amount:
@ partial number ) Exact number Purchase Order Status: -
View:

Invoice Number: | | @ All except hidden orders () All

Last 14 days -

Date Range: [C] search only blanket purchase orders
Start Date: 25 Apr 2012 Number of Results: 100
End Date: 8 May 2012

) Only hidden orders

Purchase Orders Total: 4

\ Order Number Ver Customer Ship To Address Amount Date Order Status  Settlement Balance Revision
|
- Pcoiss | EA Buyer  IFF Hazlet/Union $118.81USD 7 May 2012 Shipped PCard $0.00 USD Original
01 Beach
Hazlet, NJ

United States

I Search I

B




a Purchase Order Detalil

//' . - 7 \
View the details of your

order.

The order header includes
the order date and
information about the buying
organization and supplier.

There are options available
for Create Confirmation,
Create Ship Notice, Create
Invoice or Print.

Additional options:

- Resend to reprocess
orders with failed status or
test changes made to order
routing settings

- Export cXML to save a
copy of the cXML source
information

- Order History for
diagnosing problems and for

- auditing. /

Resend button

Note: You can always Resend PO which was not sent to
your email address, cXML or EDI properly clicking

\

\&

Purchase Order:POLineltemCOntent:5m
de in Inbox

Prnnt Screen Contents | Export cXML | Resend

[ « Create Order Confirmation '] [“ Create Ship Notice] [ - Create Invoice *| H Print All
W EET M Order History /

From: New York Sales

Mew York, NY 10037
United States
Phone:

Fax:

DORDER DETAILS
Order submitted on;Tuesday 18 Sep 2012 10:58 PM GMT-07:00
Received by Ariba Metwork on:Sunday 14 Oct 2012 9:59 PM GMT-07:00,

PAYMENT TERMS
2 % 30 MET 45

COMMENTS
The Parent Line Itern is the result of the whole Children lines it has.
For exam)|
ox | Print*® || Export c<ML | Resend
OTHER I

Custom(H

Print All Datails

Purchase Order
{ Confirmed )
POLineermnCOntent:5m

Amounj $1500.00 USD
Version: 1

Routing Status: Acknowlelged
Related Documents;

Supplier
Document
Status

Print Screen Contents Only

You can select between printing just the screen content
or the PO details choosing accordingly in the Print
menu options.




a Purchase Order Detail

ya ™~ Show Item Details | [TT]]
" Line Items section “ o
describes the ordered $3,000.00USD
items. .
LINE ITEMS ¥1,000.004s0 Fuatils
Each line describes a e s oart # ¢ Descrigto TRt Hide Item Details | (I7T]
quantity of items Dollar = cyosvation Services s ool 2
Tree wants to purchase. Soif Removal © | 3,000.00UsD
10001 Digqing Service
You can expand or Digging @ lroie LOOR0UED SURmery
collapse the line item 10002 Dirt Rmeval Servics
details by clicking at either feing i Avey
] 10003 Stahilization Services
Show Items Details or Stabilize Walls with Spraped Conerate
Hide Item Detalils.
Set the status of each line SHbtdsl $inet Bo
item by sending order (Creste Confirmation)] (Create Ship Notics) (o3t 172 ™) | (Fidein inbox) (Prink| [EXport cXML] (REsana] e
confirmations clicking
Create Confirmation.
At the bottom of the
purchase order is the
Sub-total value.




Purchase Order Detail w/Total Landed Cost

/ N\

Line Items section

. LINE ITEMS Show Item Details [ ]|
describes the ordered
. Line # Part # / Description Qty (Unit) Need By Price Subtotal Tax
Items. 1 update-Part-0001 3 (DZ) 6 Sep 2009 $20.00USD $60.00USD $15.00USD Details

update-Clock

When a buyer SendS PO 2 update-Part-0001 3 (DZ) § Sep 2009 $20.00USD  $60.00USD | $15.00USD  Details
update-Clock
with TLC, the TLC is I

dlsplayed When VIerng Tax Category Tax Rate (%) Taxable Amount  Tax Amount  Tax Location  Description Exempt Detail

PO detalls. GST 2 $2,000.00USD $10.00USD L& Tax in Latin America Ewempt
Sales 3 $2,000.00USD $20.00US5D Great Britain  Tax in England Zero Rated
VAT 2 £60.00USD $1.20U5D

TOtal Landed COSt detalls Date of Supply: Friday 7 Sep 2012 12:00 AM GMT+05:30 Date of Pre-Payment: Saturday 1 Sep 2012 8:30 PM GMT+05:30

Triangular Transaction: yes Law Reference: 123456

appear on the PO When Additional Information:

al: Rawil

entered at the header a2: Ravi2

Additional Information:

|eve|. ai: Rawil
al: Rawvi2
9115tateTax 2 $2,000.00USD $10.00USD LA Tax in Latin America Exempt
At the bOttom Of the SalesAndUseTax 2 $2,000.00USD $10.00USD L& Tax in Latin America Exempt
purChase Order IS the 9115tateTax 2 £2,000.0005D $10.00U5D L& Tax in Latin America Exempt
L& Tax in Latin America Exempt

Sub_total Value mcludlng SalesAndUseTax 2 $2,000.00USD $10.00USD

|Ine for taX (TLC) . m— = o - = Start Date End Date Amount Percentage
Allowance discountentry ‘Yolume Discount 1 Aug 2005 3 Aug 2005 $66.00USD
Allowance discountentry Discount-Special 1 Aug 2005 3 Aug 2005 $66.00USD
Charge freightcharges Freight 12 Jan 2006 30 Jan 2006 90%
Charge rovaltiescharges Rovalties 12 Jan 2006 30 Jan 2006 80%

Sub-total: $ 132.00 USD
Total Tax: % 15.00 USD

EstGrand 1otal:
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ﬂ Create Order Confirmation

From the PO view,
click the Create
Confirmation button
and select to Confirm
All, Update with
Different Status for
individual line items or
Reject Entire Order.

This example
demonstrates the
Confirm All option.
Click Next.

(Updating with
Different Status will be
explained later in the
presentation.)

Purchase Order: 503297217

‘ v Create Order Confirmation [l. Create Ship Notu:e] = w | Hide in Inbox | Print ¥ | Export cXML | Resend
Confirm Entire Order |
Update Line Items | HiStory
Reject Entire Order
To: EATestSupplier2 Purchase Order
PO BOX 352 210 Sixth Street
BUFFALO, NY 14240 Pittsburgh, PA 15222 (New)
United States United States 503297217
Phone: Amount: $2440.3177 USD
Fax: Version: 1
Email: dgarda@ariba.com
OTHER INFORMATION Routing Status: Sent
unitNo: 643478
vendorIDNo: 049
deliveryReference: 20130213
View more =
SHIP ALL ITEMS TO BILL TO DELIVER TO
HIGH COUNTRY CONFERENCE CENTER 9999 HIGH COUNTRY CONFERENCE CENTER
201 W BUTLER AVENUE PO BOX 352
FLAGSTAFF, AZ 86001 BUFFALQ, NY 14240
United States United States
Ship To Code: 643478
Email: HECTOR.PINEDA@SODEXQ.COM
LINE ITEMS Show Item Details pPage 1 ~ » [[I]]
Line # Part # / Description Oty (Unit) Need By Price Subtotal
1 4372504 1(Cs) 13 Feb 2013 $34.35U5D $34.350SD Details
SQUASH YELLOW STRAIGHT NECK MD
2 2996445 1(Cs) 13 Feb 2013 $43.08USD $43.08USD Details
SAUCE CHILI THAI SWEET/SPICY
Confirming PO Next b
confirm Cenfirmation #: y oc123_All_DG
Entire Order
Associated Purchase Order #: 503297217
Review Order Customer: 1253 Buyer 01
Confirmation Shipping and Tax Information
Est. Shipping Date: i) Est. Shipping Cost:
Est. Delivery Date: E Est. Tax Cost:
Comments: m
Page 1 + b |%
Ttem Part # / Description Qty (Unit) Need By Unit Price Subtotal
1 4372504 1(Cs) 13 Feb 2013 $34.35UsD $34.35UsD i
SQUASH YELLOW STRAIGHT NECK MD
Current Order Status:
1 Confirmed
2 2996445 1(cCs) 13 Feb 2013 $43.08USD $43.08USD

SAUCE CHILI THAI SWEET/SPICY

Current Order Status:
1 Confirmed

m




ﬂ Create Order Confirmation

Enter Confirmation Number

Confirming PO MNext b
which is any number you use to —
. . . . T Confirm Entire ©onfirmation #: 123456
Identlfy the Order Conflrmatlon . - Order Associated Purchase Order #:  PCO153
. ] ) |zl E:}:if?rb:nggiﬁr (.:us.torner: . EA Buyer 01
If you specify Est. Shipping S e e
Date or ESt DE|IVEFy Date Est. Delivery Date: 15 May 2012 i Est. Tax Cost:
information, it is applied for all Comments:
line items.
You can group related line items temn part # / Descriptio
or klt goods and SO that they Can 1 ;::f;zgt 1 12 Sep 2012 $1,500.000U50 $1,500.00U50
be processed as a Un|t 1001 1233244 10 (EA) 17 Sep 2012 $50.00USD $25.00USD $21.25USD  $15.75USD
GLOVE FWDR-FREE LATX X5
Current Order Status:
Click the Browse button, select tom Gfoups 8 oo
the file, and then click Add i
Attachmenttoenclose ~ iwconene e _ o0
. . 0.1 Box EA $50.00USD 2 I Box
Supportlng docu mentatlon- Priceng Descnpbion: This PEQ element specfies that 1 Box s 10 EA and the unit prce i for 2 Boxes
1002 1233244 10 (E4) 12 Sep 2012 $100.00USD $50.00USD $21.25USD  $15.75US0
GLOVE PWDR-FREE LATX X35
Note: Maximum attachment size Ut o T
is 10MB.
Click Next when finished.




a Review and Submit Order Confirmation
Confirming PO

e ™ (1] Confirm Entire Confirmation Update
R . th d | — Order Confirmation #: 123456
eVIeW e Or er (7 Review Order Est. Shipping Cost:
H H H —! Confirmation )
confirmation and click Bt Tax Cost
. Comments:
SmeIt Attachments:
i . Item Part # Qty Unit Description Need By  Unit Price Extended Price
Your order Conflrmatlon 1 19313421 1 EA 3 CABLE EXTENSICON $118.81USD  $118.81USD
|S Sent to DO”ar Tree. Current Order Status:
1 Confirmed (Estimated Shipment Date: 10 May 2012 ; Estimated Delivery Date:15 May
2012)

Once the order
confirmation is submitted,
the Order Status will

display as Confirmed Purchase Order:PCO158 | | Done]
When VIerng v Create Confirmation | | Create Ship Metice | | Create invoice w | | [Hide in Inbox | [ Print | [ Export cXML] [ Resend ]
. . Order Detail Order History
documents online, links Bcutabceia
Il rel d d PURCHASE ORDER ROUTING STATUS ORDER STATUS
to aire ate Ocuments PCO158 Acknowledged Confirmed
H Version: 1
are dISpIayed. RELATED DOCUMENTS
Order Confirmation:123456
—»
Click Done to return to Order submitted on:Monday 7 May 2012 7:14 PM GMT+02:00

Received by Ariba Network-Early Access on:Monday 7 May 2012 7:58 PM GMT+02:00

the Inbox.




a Confirm Order with Different Status

\

Purchase Order: POEATST10

“ Select Update Wlth leferent | + Create Order Confirmation '] [!. Create Ship Notlce] [- Create Invoice '] Hide in Inbox | Print = Export cXML | Resend
Confirm Entics Ordar -
. istory
Status, to set the status of each I
. . rom: BAY TUWN REFINERY To: EATestSupplier2
line item. oo, T 772104646 B L ez
United States United States
Phone:

Fan:
Email: dgarda@ariba.com

Fill in the requested information S——
(the same as for Confirm All
Optlon) \Fp,\.'Z—éEE)'(s»lxlg_EBELECTRIc SUPPLY CO

DEER PARK, TX 77536
United States
Phons: + () 2814756055

Scroll down to view the line items Rdreslo) ikl

and choose among possible

Values Itemn Part # / Description Qty (Unit)
Confirm - You received the PO 1o 06000874% 1,000 (EA)

. . SCREW,LAG, 1/2 X 4 1/2,5Q HEAD.BOLT,1/2 1
and will send the ordered items.

Current Order Status:
Backorder — Items are © 1,000 Unconfirmed
. onfirm |500 ackaorder | 500 aja Detail
backordered. Once they available et Backerd Reject
H 20 0e000875X 200 (EAJ
In S:c-OCk’ tgenfratet?ﬂometr order SCREW,LAG, 1/4 X 2,50 HEAD,BOLT,1/4 IN DI
contirmation to setthem to
confirm.

Current Order Status:
@ 200 Unconfirmed

Confirm Backorder Reject 200| "

Reject — Enter a reason why
these items are rejected in the Confurn A
Comments field by clicking the
_ Details button.




n Confirm Order with Different Status - Backorder

Confirming PO

_— TS Update Item Confirmation £: OC456_PART
/ \ !
Status

Associated Purchase Order #: POEATST10

Review Customer: 1253 Buyer 03

Enter the quantity backordered ST i o i

] Enter shipping and tax information at the line item level.

in the Backorder data entry .
fleld . Est. Delivery Date: = £at. Tax Cost:

Comments: p

Click Details to enter
Comments and Estimated o e o 2 g 200 oenes roonsen

SCREW,LAG,1/2 X 4 1/2,5Q HEAD,BOLT,1/2 T

Shipping and Delivery Dates
for the backordered items on PR iy W

20 06000875X 200 (EA)

the Status Details page. SCREV,LAG,1/4 X 2,5Q HEAD,B0LT /4 T 01

Current Order Status:

30 Aug 2007 $0.25USD $58.00USD

@ 200 Unconfirmed

Cllck OK When done. Confirm |200 | Backorder Reject

L w ¢ LEsGHpLLT oy Ly neeu oy

Note: If using several statuses o

SCREW,LAG,1/2 X 4 1/2,5Q HEAD,BOLT, 1/2 1

for a line item, the sum of the
quantities for the statuses | B
Est. Delivery Date: 20 Feb 2013 1]

should equal the line item
quantity.

i Frce Suvwar

$0.61USD $610.00USD

MNew Order Status: 500 Confirmed

. Est. Shipping Date: 25 Feb 2013 4
ClICk Next. ] Est. Delivery Date: 28 Feb 2013 m
N / “Unit Price: £0.61USD
- Supplier Part: 06000874X
Comments:
Description: SCREW,LAG,1/2 X 4 1/2,50

HEAD,BOLT,1/2 [

Subtotal: $305.00USD

ok RN




a Confirm Order with Different Status - Price Change

/-

Enter the quantity in the
Confirm data entry field.

Click Details to enter the
details regarding the price
change.

Note the new price in the
Unit Price field on the
Status Details page for the
line item. Enter a Comment
regarding the price change, if
needed.

ltem substitutions for the
requested part can also be
communicated using the
Supplier Part field.

Update the Description as
needed.

Click OK when done.

~

Item

10

Part # / Description

06000874X
SCREW,LAG,1/2 X 4 1/2,5Q HEAD,BOLT,1/2 1

New Order Status: 500 Backordered

Est. Shipping Date:
Est. Delivery Date:

Comments:

New Order Status: 500 Confirmed

Est. Shipping Date:

Qty (Unit) Need By
1,000 (EA) 30 Aug 2007
15 Mar 2013 i
20 Mar 2013 i

Backordered until 3/15/13

15 Feb 2013 M

Est. Delivery Date: 20 Feb 2013 m
*Unit Price: I $0.75USD I
Supplier Part: 06000874X
Comments: Price increase effective February 1, 2013 »
Description: SCREW,LAG,1/2 X 4 1/2,5Q
HEAD,BOLT,1/2 1
Subtotal: $305.00USD

Unit Price

$0.61USD

Subtotal

$610.00USD



a Confirm Order with Different Status — Reject

Enter the quantity in the 20 06000875X 200 (EA)
RejeCt data entry f|e|d to SCREW,LAG,1/4 X 2,50 HEAD.BOLT,1/4 IN DI
reject item. Current Order Status:
_ ) @ 200 Unconfirmed
Click the Detallfs bl;]tton to I — esect 200 m
enter a reason for the
rejection in the Comments
field on the Status Details
page.
) Iten Part # / Description Oty (Unit)
Click OK when done. ) 20 06000875 200 (EA)

SCREW,LAG,1/4 X 2,5Q HEAD,BOLT,1/4 IN DI

New Crder Status: 200 Rejected

Comments: This part has been discontinued, Flease -
contact yvour Sales Representative for
acceptable substitutions.|




ﬂ Confirm Order with Different Status

Continue to update the status for each line item on the purchase order. Once finished, click Next to

proceed to the review page.

~Review the order confirmation and click Submit. Your order confirmation is sent to Dollar Tree.

Confirming PO

@ Update Item
Status

Review
Confirmation

Confirmation #:

Associated Purchase Order #: 30701793
Customer: GESOEAANAS

Shipping and Tax Information

I Enter shipping and tax information at the line iterm level.

Est. Shipping Date: [z
Est. Delivery Date: [z
Comments:
Attachrments
Marne Size (bytes)
The file size cannot exceed 10MB
Browse...
&dd Attachment
Itern Part # Oty Unit Description

1 58689407 2 CE  MNAPKIN DISP XPRESSNP MAT

Current Order Status:
@ 2 Unconfirmed

Canfirm |2 Backaordar Rajact

2 6890810 2 TS5  TOPPING PIZZA BEEF CKD
Current Order Status:
@ 2 Unconfirmed

Canfirm Backaordar Reject

Est. Shipping Cost:
Est, Tax Cost:

=

Content Type

x

Page |1 =| F ¥

Meed By Unit Price Ext. Price
24 Sep $39.29U5D $78.58USD =
2010

24 sep $22.36USD  $44.72USD
2010




a Confirm Order with Different Status

y
/

The Order Status will
display as Partially
Confirmed if items were
backordered or not fully
confirmed.

Generate another order
confirmation to set them to
confirm if needed.

Click Done to return to the
Inbox.

Purchase Order: POEATST10

l ¥ Create Order Confirmation 'l l!. Create Ship Nnﬁcel [ = Create Invaice ¥ | Hide in Inbox | Print ¥ | Export cXML | Resend

(I Order History

From: BAYTOWN REFINERY
PO Box 4646
Houston, TX 772104646
United States

PAYMENT TERMS '/
NET 27

CONTACT INFORMATION

Sales
WHOLESALE ELECTRIC SUPRLY CO
PO BOX 1813

DEER PARK, TX 77536
United States
Phone: + () 2314796055

To: EATestSupplier2
210 Sinth Street
Pittsburgh, PA 15222
United States
Phone:
Fax:
Email: dgarda@anba.com

Purchase Order

(Partially Confirmed)
POEATSTI0

Amount: $668 USD
Version: 1

Routing Status: Acknowledged
Related Documents: ¥ (C46_PART




Reject Entire Order

' From the PO view, _
lick the Create Ord Purchase Order: POEATST2 e
ClIC e Create oraer
. . I’CreateDrdarConﬁrmation'Hl CraataShipNoticaH- Create Invoice | Hide in Inbox | Print ¥ | Export XML | Resend
Conflrmatlon bUtton Canfirm Entira Order
H ate Line Items History
and select to Reject [T
Entire Order. Click " 0 Bon i o Purchase Order
Hauston, T 772104646 Bitishurgh, PA 15222 (New)
United States United Stat POEATST2
NeXt- Pl:”use: = Amount; $668 USD
Fax: Version: 1

Email: doarda@ariba.com

PAYMENT TERMS £ Routing Status: Sent
NET 27

CONTACT INFORMATION

Sales

WHOLESALE ELECTRIC SUPPLY CO
PO BOX 1913

DEER PARK, TX 77336

United States

Phone: + () 2614796055

Fax: + () 1713-431-0474
Address ID: 2019894

Purchasing Agent

HOU-BRRF BUYER2Z

Email: gsc.proc.sap.po.ob.fax@buyer.com
Phone: + () 713-680-5162

Fax: + () 713-680-6008

SHIP ALL ITEMS TO BILLTO




@ Reject Entire Order

When prompted,
enter Confirmation
Number which is
any number you
use to identify the
order confirmation.

Provide an
explanation in the
comments text box
for the rejection
reason. Click
Reject Order
button.

Purchase Order: POEATST2

[ ¥ Create Order Confirmation V] [!. Create Ship Ncrtic:e] [ =| Create Invo

ce = | Hide in Inbox | Print ¥ | Export cXML | Resend

Order Detail Order History

From: BAYTOWN REFINERY
PO Box 4646
Houston, TX 772104645
United States

PAYMENT TERMS 4
NET 27

CONTACT INFORMATION

Sales

WHOLESALE ELECTRIC SUPPLY CO
PO BOX 1913

DEER PARK, TX 77536

United States

Phone: + () 2814796055

Fax: + () 1713-431-0474
Address ID: 2019894

Purchasing Agent

HOU-BRRF BUYERZ

Email: gsc.proc.sap.po.ob.fax@buyer.com
Phone: + () 713-680-5162

Fax: + () 713-680-6008

Reject Entire Order

Order Confirmation Number: 0CS87_REIALL

Comments: Duplicate Purchase Order

I Reject Order Cancel




m Review and Submit Order Confirmation

Upon screen
refresh, the entire
order will be
rejected

Your order rejection
is sent to Dollar
Tree.

Once the rejection
is submitted, the
Order Status will
display as Rejected

Click Done to
return to the Inbox.

Purchase Order: POEATST2

[ ¥ Create Order Confirmation VJ [!. Create Ship Notice] [ Create In

oice | Hide in Inbox | Print ¥ | Export cXML | Resend

[N Order History

From: BAYTOWN REFINERY
PO Box 4646
Houston, TX 772104646
United States

PAYMENT TERMS [
NET 27

CONTACT INFORMATION

Sales

\WHOLESALE ELECTRIC SUPPLY CO
PO BOX 1913

DEER PARK, TX 77536

United States

Phone: + () 2814796055

Fax: + () 1713-431-0474
Address 1D 2019894

Purchasing Agent

HOU-BRRF BUYER2

Email: gsc.proc.sap.po.ob.fax@buyer.com
Phane: + () 713-680-5162

Fax: + () 713-680-6003

To: EATestSupplier2
210 Sinth Street
Pittsburgh, PA 15222
United States
Phone:
Fa:
Email: dgarda@ariba.com

Purchase Order
(Rejected)
POEATST2

Amount: $668 USD
Version: 1

Routing Status: Acknowledged
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ﬂ Create Ship Notice

/ 77 \
| . . Purchase Order:POLineItemCOntent:5m 0
Create Ship Notice
US|ng your Arlba [ ¢ Create Order Confirmation v]l['. Create ship Notic:e] = Create Invoice * | Hide in Inbox | Print &ll | Print Screen Contents | Export cXML | Resend
; DT M Order History
account once items _
were Sh|pped . From: New York Sales To  Supplier Purchase Order
New York, NY 10037 Mountain Yiew, C& 95124 { Confirmed)
United States United States POLinelternCOntent:5m
: : : Phone: Phone; Armount: $1500.00 USD
Multiple ship notices Fax, e ks
Emai
per purchase order
mlght be Sent ORDER DETAILS Routing Status: Acknowledged
Order submitted on;Tuesday 18 Sep 2012 10;58 PM GMT-07:00 Related Documents:
Received by Ariba Network oniSunday 14 Oct 2012 9:59 PM GMT-07:00
Click the Create Ship s
Notice button. R
\ ) COMMENTS
N S The Parent Line Itam is the result of the whaole Children lines it has,
For example, in the following scenario, the Parent Line Ttem is the S View more
OTHER INFORMATION
CustomiH): TestHeader:Sat Aug 18 22:57:02 PDT 2012




ﬂ Create Ship Notice

//

Fill out the requested
information on the Shipping
PO form.

The Packing Slip ID is any
number you use to identify the
Ship Notice.

Choose Carrier Name and
then Tracking # and
Shipping Method will appear

Enter Ship From information.
Any field with an asterisk is
required.

Check if Deliver to information
IS correct

+ Packing Slip ID:

Carrier Name:

# Tracking #:

123456

DHL

DNL123456

M | This selection will refresh the page content

Shipping Method:

Air

Invoice #:

Service Level:

Ship From
Shipping Date:

Name: Test Ariba Supplier 2 - TEST
* Address 1: 210 Sixth Avenue
Address 2:
Address 3:
* City: Pittshurgh
* State: Pennsylvania
* Zip: 15222
# Country: United States [USA] 3
Thic celection will rafrech the nage coptant
Deliver To
Delivery Date: lzz21]
Name: Fittsburgh, PA Office
Address 1: Ariba, Inc.
Address 2: 210 Sixth Ave
Address 3:
City: Bittzburgh
State: Pennsylvania
Zip: 15222
Country: United States [USA] 4

Attachments

This selection will refresh the page content

MNext b




a Delivery Terms and Transportation

N

Delivery terms and other
transportation details can be
included on all advance ship
notices to support a broader
range of shipping information
collaboration.

Note: This section may not
appear on your ship notices if
your customer has not
enabled this option for your
ship notices. If enabled, the
delivery terms and
transportation details can also
be specified at the line item
level by clicking the DETAILS
. button for the line item

\

= Ship Notice Header
SUMMARY
*packing Slip 10:
Irvwvoice #:
Ship Notice Type:
Actual Shipping Date;

Actual Delivery Date!

Ship From:

Actual -

Test Supplier
Sunnyvale, CA
United States

Details

Carner Name:

Service Level:

Deliver To:

Select -
Select
Airborne Express

FedEx
Rapidac Comeata
UPs

US Postal Service
Cither

Acmie
Sunnyvale, AL
Unitéd States

g/ Edit
Addrasies

DELIVERY AND TRANSPORT INFORMATION

*Dalivery Terms:

Delivery Terms Description:

Trangport Terms:

Despatch Condition

9

Delivery at the doorstep
Other | =

My Own Terms

Transport Terms Descoption:  Transport description

* Shipping Payment Method:

Shipping Contract Number:

Shipping Instructions:

Prepaid By Seller |« |
12345

Instructions




Details

a Create Ship Notice -

Scroll down to view line
item information and
update the quantity
shipped for each line
item.

Click the Browse button,
select the file, and then

— |

Deliver To

Delivery Date: a2

Marne: LAGRAMNGE MEMORIAL HOSPITAL

Address 1: 5101 SOUTH WILLOW SPRINGS ROAD

Address Z:

Address 3

City: LA GRAMGE

State: | Tllinois =1

Zip: AO525

Country: |United States [USA] =l

This selection will refresh the page content
attachments
Mame Size (bytes) Content Type

The file size cannot exceed 10MB

Browse...

click Add Attachment if
necessary to add
attachment.

Note: The maximum
attachment size is 10MB.

Click Next to proceed to
review your Ship Notice.

Itern
1

Add Attachment

Page [1 -| F ¥

Part # Oty Unit Description MNeed By
594050 i0 Lo CHIX BRST BMNLS SKMNLS IF 45-42 KOCH 27 Sep 202 =
Shipped:
i0 of 10 Confirmed As Is (Estimated Shipment Date: 22 Oct 2010 ; Estimated D
2 159620 1 Lo CKRA CSUT BRD SOUTHERM STYL 4-5# 27 Sep 20:
Shipped:
1 of 1 Confirmed aAs Is (Estimated Shipment Date: 22 Oct 2010 ; Estimated De
3 J24647 1 s APTZR MUSHRM BATRD 6-2# GLDMCRSP 27 Sep 20
Shipped:
1 of 1 Confirmed as Is (Estimated Shipment Date: 22 Oct 2010 ; Estimated

De
_rl_I

4| |

Mext b




n Submit Ship Notice

Shipping PO W M} "Exit |
After reviewing your Ship & S packing Slip 1D 1234w
Notice, click Submit to send tems Carrier Hame: B
. . Review Tracking #: Shipping Methad:
Shlp Notlce to DO”ar Tree Shiprnent Invoice #: Service Level:
Ship From
. . . Shipping Date:
Shlp NOtlceS prOVIde P.ddprl:essg: EE0 Te;t Supplier 2
improved communications to %ﬂf’n't#g%tl;‘t)’a -
help avoid unnecessary calls e T
to order support department. pelen pate
Purchase Order:GSOPOG6 (DEReE
After Sme|tt|ng your Sh|p e [Create Confirmation] [Create Invoice v] | [Hide in Inbex] [Print] [Exper‘t CHML] [Resend] ey
Notice, the Order Status will Order History "
be updated to Sh|pped PURCHASE ORDER ROUTING STATUS ORDER STATUS
GSOPOA Acknowledged Shipped
¥ersion: 1 st
RELATED DOCUMENTS

SmeItted Shlp NOtlceS can =i e Lo forder Confirmmation: 1234561
be viewed from Outbox or by
clicking the link under the

Qrder submitted onywednesday 22 Sep 2010 7:29 PM GMT-07:00
Received by Ariba Metwark-Ea on:Wednesday 22 Sep 2010 10:32 PM GMT-07:00

SUPPLIER BILL TO
Related Documents from the G50 Test Supplier 2 5993
. Sunnywvale, CA 940893 EﬁFBF.C\OEOSSNzY 14240
PO View. United States United States
Fhone: 555-555-5555
Fax: BEE-GEE-BEHGE
Ernail; junk@phoenix.ariba.com
Click Done to return to the SHIP ALL ITEMS TO DELIYER TO
LAGRANGE MEMORIAL HOSPITAL LAGRANGE MEMORIAL HOSPITAL
Home page. 5101 SOUTH WILLOW SPRINGS ROAD

L& GRAMGE, IL 60525
United States I

/ Ship To Code: 455540593
Ermail: MICHAELWVORE@SODEXD . COM
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MANAGE CASH

© 2011-2012 Ariba, an SAP company. All Rights Reserved. The contents of this document are confidential and proprietary information of Ariba, an SAP company.



EA Test Suppl-ierlv | Feedback | Halp = m Logout

Training and Resources
4 N e

DO"ar Tree Suppller Company Profile

|nf0rmat|0n POI’ta| vert || Account Settings r
- Customer Relationships !

) ) NETWORK o -
Supplier Information B - - ﬂ

Portal contains specific

documentation and training Account Settings Close
material from the home page Custorner Relsisnstips Hotifioations hccourt Hierarchy
Of your account. Current Relationships Potential Relationships
I prefer to receive relationship reguests as follows:
@ Automatically accept all relationship requests
Click the Administration e
Navigator and then click
the Customer Relationship
tab. Approve Reject e
The portal link is located R
next to your customers Bl casuyero: — ——
ggggr:n the middle of the 'Review the presentations to learn more about transacting with )

Dollar Tree

-~
o / Account Configuration
Dollar Tree Purchase Order Management Guide
Dollar Tree Invoicing Guide




Training and Resources
Dollar Tree Supplier Information Portal

http://dollartreeinfo.com/vendor-partners/supplies/training/

4/&@ DOLLAR TREE@ Store Locator Email Alerts
a REAL ESTATE SHOP SHOFP DEALS
INVESTOR RELATIONS  CAREER CEMTER VENDOR PARTMERS PARTNERS ABOUTUS DOLLARTREE COM ONLINE

Home Vendor Partners Supplies and Services Ariba Training Center

Vendor Partners Dollar Tree Ariba Training Center

Merchandise Welcome to the Dollar Tree Ariba Training Center where you will find information and Ready & trained?

Vendors training materials about the Ariba Network (AN). The AN allows you to electronically Log onto Ariba from here!
transact business with Dollar Tree. The information below will help you configure your

Supplies and Ariba Metwork account and manage transactions with Dollar Tree. Ariba Log In »

Services
Downloadable Ariba Training Documents Forgat your Username or Password?

Become a Supplier
Click on the "Forgot Username?” or

- Supplier Profile ?;].Ila_r Tree Infor:n?tlor: Slessmn [.pdﬂ-b e Dollar Tre Arfba iiat “Forgat Password?” links for
_ General is is a presentation to learn more about the Dollar Tree Ariba initiative. e
Info/Forms Dollar Tree Account Management Guide (pdf)
Ariba Traini Learn how to configure important settings on your account, Additional Ariba Training
riba Training . . .
. q yaur / |
Center Daollar Tree Purchase Order Management Guide { pdf) !'_I—?elm"n: our Arlba Account & dick
Early Payment Le?rn h;:v fo hha?hdleﬁpzrcrrzjaii oLders. order confirmations, and ship Ll
notices throu e Ariba Metwark. .
Program ¢ Need additional support?
o Daollar Tree Invoice Guide (.pdf) For Ariba Support
Logistics Learn how to create invoices and credit memoas through the Ariba MNetwaork. Ifyou are a supplier already registered

) : . on the Network:
California SB-657: Catalog Suppliers

Dollar Tree 1. Login here.

2. Click on the "Help” link at the
top.

Disclosure The following catalog information is applicable for suppliers that are requested to provide
catalog content to Dollar Tree.




Training and Resources
Ariba Network Standard Documentation

Go to: http://supplier.ariba.com
Click on the Help link in the upper right hand corner of the page to access Product Documentation

GO TO MY: LEADS PROPOSALS CONTRACTS ORDERS & INVOICES Feedback

NETWORK

ARIBA
Contact Support

Ariba Exchange

Ariba Login Using
‘/ S é : Join Ariba Network-Early Access! Find out how to mE]I-ce. the most
Admin Username: | | : L ; of your account. View these
ARIB A* . Register your company on Ariba Network-Early tutorials to get started.
Admin Password: | | Access, the leading supplier network with over

Introduction to Ariba Supplier

He‘p@Ari ba Netwark

Handling Purchase Orders
S
Creating a PO-Based Invoice

(Introduction)
Registering and Logging In Creating an Invoice (Advanced

P Registering with the Ariba Commerce Cloud Cloud Status and Notificaticns

Technical Requirements
» Forgot Your Password or Username? Supported Browsers
Browser Settings

Tutorials

P Registration and Mavigation Choose Language EI

} Ariba Discovery Tutorials for Buyers Download Adobe Reader here:

p Ariba Discovery Tutorials for Sellers d Adobe Reader

Links to Additional Resources

P Learn More About Ariba Discovery

P Learn More About the Ariba Network



http://supplier.ariba.com/

Training and Resources

Ariba Network Standard Documentation

Standard Documentation can be accessed also from your account. Click on Help button on Home page
of your account, click Product Documentation

Documentation is found on the Using tab. Click the Administration tab to view Ariba Network \4
Administrator's documentation

ARIBA NETWORK Test Supplier 1

Contact Administrator

Home Inbox Outbox Catalogs Enablement Tasks Reports L

Help@Ariba

Search

Ariba Exchange

ment and convert your receivables into immediate cash! Click Here

Help@Ariba Tips MNew Supplier Newsletter — Subscribe j‘i
Tips on Using Help@Ariba a‘ Today!
Ariba Network Features and nber: What's New in Ariba Netwark

P Managing Your User Account PDF | Revisions | Apr 2012 Functions 1 Release: 11s3ANAOD. View Release T_TI
Introduction to the Ariba Network

Ariba Metwork Guide to Invoicing

What's New: Ariba Commerce Cloud Release Guide for Sellers 1arz012

The Basics

. Guide.
T ge:
P Using the Test Account

o
= |
5

4

Ariba Commerce Cloud Status

» Reporting PDF | Revisions | Apr 2012 Cloud Status and Notifications Match
Frequently Asked Questions
b Tutorials Ariba Metwork Technical FAQ
Collaboration and Order Fulfillment
) Working with Purchase Orders PDF | Revisions | Apr 2012 Choose Language [~]
» Working with Collaboration Requests PDF | Revisions | Aug 2011 et F\lelaé:r‘\j L heH PLAYER {:ff
P Tracking Temporary Labor Items PDF | Revisions | Apr 2012

P Tutorials

Invoices, Payments and Remittances

» Creating and Managing Invoices PDF | Revisions | Jun 2011




Training and Resources

- .
Useful Links

Ariba Supplier Membership page - http://www.ariba.com/suppliermembership

Ariba Network Hot Issues and FAQs - https://connect.ariba.com/anfac.htm

Ariba Cloud Statistics — http://trust.ariba.com

Detailed information and latest notifications about product issues and planned downtime—if any—during a
given day.

Ariba Discovery - http://www.ariba.com/solutions/discovery-for-suppliers.cfm
Information regarding Ariba Discovery for Sellers

Ariba Network Notifications - http://netstat.ariba.com
Information about downtime, new releases and new features

- /



http://trust.ariba.com/
http://www.ariba.com/solutions/discovery-for-suppliers.cfm
http://trust.ariba.com/
http://www.ariba.com/solutions/discovery-for-suppliers.cfm

Who Should You Contact?

4 I
Supplier Support During Deployment

Ariba Network Registration or Configuration Support

Suppliers may contact Ariba for any questions regarding registration, configuration, Supplier
Membership Program fees, or general Ariba Network questions. See support numbers below.

Dollar Tree Business Process Support

Suppliers may contact the Dollar Tree Supplier Enablement team at dtsupplier@dollartree.com for
Dollar Tree business-related questions.

Supplier Support Post Go-Live

Ariba Network Support for Actively Transacting Suppliers
Have your Ariba Network ID (ANID) available. It is located at the top right corner of your account

home page
Call the specified number for your region as noted below:
US/Canada Toll Free: 1-866-31ARIBA (1-866-312-7422)
North/South America +1-412-222-6170
Europe, Middle East and Africa +44 (0) 20 7187 4185
Asia Pacific +65 6311 4585



mailto:dtsupplier@dollartree.com

Supplier Support Post Go-Live

Go to http://supplier.ariba.com
If you forgot your username or password click on the link Forgot Username? or Forgot Password?
If you need to contact support click Contact Support

GOTO MY: LEADS PROPOSALS CONTHACTS DORDERS & INVOICES Fegister Feedback Help =
ARIB A NETWORK Product Documentation
Contact Support
. . Ariba Exchange
Ariba Login Using
& - Join Ariba Network-Early Access! Find out how to make the maost
Admin Username: | | : ¥ : of your account. View these
ARIB A : Register your company on &riba Network-Early tutarials to get started.
Admin Password: | | Access, the leading supplier network with over ; : .
. . $100 billion USD in annual business across Introduction to Ariba Supplier
. L Username: | | industries, products, and services. Network
Network : - .
Register as a New Supplier - BEA = Handling Purchase Orders
> Forgot Username . !
Forgot Password Creating a PO-Based Invoice
{Introduction)

Creating an Invoice (Advanced

Topics)



http://supplier.ariba.com/

Supplier Support Post Go-Live

Ariba Network support by Web — Submit Support Ticket

Log into your account.
Click the Help link.
Click Contact Support.

Fill out web-form.

Select Category of Issue.
Note Dollar Tree in the
Issue Description.

Reference the Service
Request # in future
correspondence about the
iSSue.

Click Submit

GOTOMY:

Home

Pending Tasks

Action Required to Complete
Enablement Tasks »

CONTRACTS Test Supplierl = Feedback

LEADS PROPOSALS

NETWORK

ORDERS & INVOICES

ARIBA Test Supplier 1 ¥

Inbox Outbox Catalogs Enablement Tasks Reports

Ariba Exchange

Learn how to accelerate payment and convert your receivables into immediate cash! Click Here

Alerts and Messages 2 Itel

Customer:

| v

New Supplier Newsletter — Subscribe j
Todayv!

Purchase Orders

Profil
| &= i
e
Support
Get hilp by scceszing salf sarace help toals or submitting &0 Ariba Customar Suppost Help Reguese
El
de
a1 = Reoview the fnbs Supplsr Wetwork-Bets FAD,
1 = Search the dnba Suppher sork-Pety Knowledgebase for troubleshooting tips.
® Check the Ne1itar event welifite for recernt mobleabons regarding downbimes and new releases.
Quick

CHMNTALT ARINA

Complets the &nbs Customar Support Melp Reguest form below in ks entirety, Remsmbar that prowiding as much erformstion as possible will
help with the scouracy and the teseliness of owr response. Chek the Submit butbon to send your reguest smediately o Arnba Custormer
Zupport,

For cifier ways to contact Ariba Custamer Suppart, go to the Contaocling Customer Support page.

The preferred language far cormfmunication with techinecal duphort in Engliab.
Ariba Customer Support Form [ © Indiostes reguired feid )

Toyur Name| Renes Lim
Your Company Mame anbs Supplier Programs

Your Phone #1 +1 (000) 000D

Your afmail; Hirm@ardh & cam
Warily that yoor oanbact sl addrans i corrhet

Type: II'_Inernpmuhl -I
el Cancory I

[Seleee Custarmar =1

* Category of Issue:

Curtomer's company namse

® Issue Desonpbion: ;I
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