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Introduction

Procure-to-Pay Process

This document contains the requirements and training for your
organization to create and submit invoices on-line to Dollar Tree via the
Ariba Network.

Dollar Tree requires suppliers enabled on Ariba Network to submit
electronic invoices through Ariba Network.

Note: Suppliers utilizing cXML or EDI technologies should refer to the
cXML and EDI specification documents available on the Dollar Tree
Supplier Information Portal.
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ﬂ Invoice Practices

SUPPORTED

Detail Invoices

Apply against a single purchase order referencing line item
Partial Invoices

Apply against specific line items from a single purchase order
Non-PO Invoices

Apply against a PO not received through the Ariba Network
Service Invoices

Invoices that require service line item details
Contract Invoices

Apply against contracts
CSV Invoices

Comma-separated value invoices
Credit Invoices

ltem level credits; price/quantity adjustments




ﬂ Invoice Practices

NOT SUPPORTED
Summary or Consolidated Invoices
Apply against multiple purchase orders; not accepted by Dollar Tree
Invoicing for Purchasing Cards (P-Cards)
An invoice for an order placed using a purchasing card; not accepted by Dollar Tree
Duplicate Invoices:

A new and unigue invoice number must be provided for each invoice. Dollar Tree will reject
duplicate invoice numbers unless resubmitting a corrected invoice that previously had a
failed status on Ariba Network

Paper Invoices

Dollar Tree requires invoices to be submitted electronically through the Ariba Network. Dollar

Tree will no longer accept paper invoices
Header Level Credit Memos
The Header Level Credit Memo feature is not supported by Dollar Tree

A RIB A®
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a Tax and Shipping Data

TAX DATA
Tax data is accepted at the header/summary level or at the line item level of the invoice.

SHIPPING DATA
Shipping data is accepted at the HEADER LEVEL ONLY of the invoice.
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ﬂ Customer Invoi

~

Ve

These rules determine what you
can enter when you create
invoices.

Login to your Ariba Network
account,

Click on the Administration
Navigator and then click on
Customer Relationships unde
Account Settings.

A list of your customers is
displayed. Click the name of
your customer (Dollar Tree) to
view their invoice rules.

Scroll down to the Invoice setup
section and view the invoice
rules.

Click Done when finished.

\_
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ce Rules

GO TO MY:

LEADS PROPOSALS

RALCTS ORDERS & INVOICES

Home Inbox Outbox Catalogs Enablement Tasks Reports

| Profile Completeness Learn how to accelerate payment a

| 35%

Customer:

Purchase Orders
Enter a short

| Order Confirmations
Mirdar Mumhere

Test Supplierl *

Feedback

Test Supplier 1 ¥

Basic Package

Help *

ST RS R O PR

T T

Company Profile

Account Settings
Customer Relationships

Users
Netifications

Account Hierarchy

Account Settings Save
Customner Relationships Users Motifications Account Hierarchy
Current Relationships Potential Relationships
1 prefer to receive relationship requests as follows:
@ Automatically accept all relationship requests
) Manually review all relationship requests
Update
Current
Cllstomer Approved Date & Routing Type
[} Buyer 02 9 Apr 2012 Default Actions w
[} Buyer 03 9 Apr 2012 Default Actions w
[} Buyer 01 7 Apr 2012 Default Actions w
Reject

= N =

Close




ﬂ Customer Invoice Rules

ORDER CONFIRMATION AND SHIP NOTICE RULES

" N

| Allow suppliers to increase item guantities on order confirmations =

Note |f DO”ar Tree enab|Ed | Allow suppliers to increase item quantities on ship notices 0
COU ntry-Based |nv0ice COUNTRY-BASED INVOICE RULES
RUIeS then you Wl” be able to Originating Country of Invoice:| | all Other Countries -

.
choose your Country in Australia g _

Austria
. . GENERAL INVOICE RULES Belgium
Originating Country of Bulgaria
- | Allow suppliers to send invoices tph Canada
Invoice from drop down | i Cyprus
| Ignore country-based invaoice rulgs|Czech Republic
menu I Denn'!ark
| Allow suppliers to send invoices Wit Estonia
‘ ‘ I Finland
o / | Allow suppliers to send invoice atfa France
[ Germany £
I Allow suppliers to send non-PO iffv¢Hong Kong
| Hungary
l Require suppliers to create an orfle Ireland tigg an invoice. L
Italy
‘ Require suppliers to create a shig rKorea, Republic Of South Korea nwgice.
| Latvia
| Allow suppliers to send invoices if 2 ithuania the order.
| 5 Luxembourg
l Allow suppliers to send header cred Malaysia
Netherlands

I Allow suppliers to send line-item fr New Zealand L%

MNorway
Foland
Portugal
Romania
Singapore
| Slovakia

| Allow the invoice numbers of invgices in the Canceled state to be reused.

| Your procurement application car g miltipart messages).
| Require suppliers to provide a reps

l Allow suppliers to cancel invoiceg t

-

| Allow the invoice numbers of invoices in the Rejected state to be reused.
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a Customer Invoice Rules
B

Test Supplierl Feedback Help * Logout

,\‘

VAT ID
The supplier's VAT ID is only
displayed if the customer’s
invoicing rules require the
supplier's VAT IDs on invoices.
The VAT ID of the customer
receiving the products in a
triangular transaction
Note: To display VAT ID by
default on invoices VAT ID can be
added in Administration
Navigator > Company profile >
Business

CURRENCY
The currency that Ariba Network
uses in the service subscription
area of your account is controlled
by your organization’s location,
which you specify in User
Account Navigator > My
Account > Preferences
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Test Supplier 1 «

89009097559, Basic Package
[ |
Entar = mhoac dacarinbiomn fn camek

Company Profile
oy Account Settings

. Customer Relationships
Users

:l Notifications Company F’I'Oﬁ|e

Account Hierarchy

Fiscal Info

Type of Organization: Corporation -

Legal Mame: | \ |

Basic (3) Business (2} Marketing (3) Contacts Certifications (1)

State of Incorporation: Alabama -
D-U-N-S® Number: | | - [ | -
i

Vat Id:  |wAT1234 |

Feedback Help * Legout

My Account lier1 v

Switch To

~—kh Content

[ Test Supplieri
TestSupplierl
Switch To Test ID

immediate cash! Click Here »
Link User IDs

ENJENCES

Freferred Language: English

Preferred Timezone: * US/Michigan

Default Currency: * US Dollar

Select Currency




Electronic Invoice Routing

Click on Electronic
Invoice Routing at
Administration
Navigator.

Choose one of the
following Invoice routing
methods

- Online

- cXML

- EDI

Configure Notifications
to emails (the same way
as in Order Routing
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Online
EDI

)

Network Settings
Electronic Crder Routing Electronic Invoice Routing
* Indicates a required field
Capabilities & Preferences
Sending Method

Document Type Routing Method

Invoices Cnline -

Notifications

Test Supplieri v Feedback Help +

Test Supplier 1 *

85009097559, Basic Package

Ertmr = mhoek dommcimdimm e sl b

Company Profile

Account Settings
Customer Relationships
Users

I :

Motifications

]|

Account Hierarchy

Metwork Settings
Electronic Order Routing

I Electronic Invaice Routing I
Accelerated Payments

a Remittances

MNetwork Notifications

Logout

-

Save

Accelerated Payments Settlerment

Options

Return to this site to create invoices

Close

Type Send notifications when... To email addresses (one required)

Invoice Failure Send a notification when invoices are undeliverable or N |test@ariba.c:orr| |
rejected.

Invoice Status Send a notification when invoice statuses change. . |test@ariba.c0rn

Change




@ Invoice Archival

Click Weekly, Biweekly or
Monthly to indicate how often
invoices will be archived

Choose Archive Immediately to
archive without waiting 30 days, click
Start
Note: After Archive Immediately
started you can either Stop, Update
Frequency or Requeue any time

In the Archive Delivery URL enter
URL you want Ariba to automatically
deliver archived zip files

Click Save

Archived invoices are stored at
Archived Invoices in Outbox tab.
Note: Ariba Network deletes
expired transaction documents
after 18 months and archived
invoices stored in ZIP format are
automatically deleted after 3
months
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| Inwvoice Archival

Weekly
@ Biweekly

) Monthly
Archive Immediately

Start

Archive Delivery URL:

Invoice Archival

Weelkly
@) Biweekly

() Monthly

Archive Immediately

I Stop Update Frequency Regueue I | | Set Start Time
The first archive file will be available on 05/21/2012

Archive Delivery URL: i




e
/

@ Extended Profile Settings and information

Scroll down to the
Extended Profile
Settings and Information
section

Set options and enter text
to describe your invoice
document policies

Click Save

14
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Extended Profile Settings and Information

Do you provide invoices to customers through Ariba Network?
0 vYes
© No
® Ma, but I plan to start =ending invoices in:

Maonth: Select v Year: Select w

Only applicable in France

[[] Opted to pay VAT on debits

Enter additional information about your invoice process and policy.

-~

Characters left: 1300

Enter default comment text that displays on all Credit Memos.

Characters left: 1300

Enter default comment text that displays on all Invoices.

Characters left: 1300




a Configure Invoice Notifications

Ve ™~ Test Supplierl * Feedback HEIﬁ - Logout

Click on Network
Notifications at

Test Supplier 1 «

99009097559, Basic Package
Administration Navigator. ——— —
Company Profile

] ) m| Account Settings L
Note: At Invoice section [ Customer Relationshins 1
enter up to 3 emalil | veincaions
addresses, separated by . i
commas, with NO spaces o e e
between them to receive i
invoice notifications Mo
regarding the status of your = -

invoices. Be sure to check
the boxes for the types of
notifications you wish to

_ %
v
Electronic Invoice Routing
Type Send notifications when... To email addresses (one reguired)
Invoice Failure Send a notification when invoices are undeliverable or rejected. " |test@ariba.c:nrn |
Invoice Status Change B Send a notification when invoice statuses change. " |tesﬂ@ariba.cum |

15
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PO Flip Invoice

V@] =]
ARIBA Test Supplier 1 +

(] To create an invoice
agan‘]st a PO’ Select PO Ho Outbox Catalogs Enablement Tasks Reports L Eh Content
Invoice under Create on

. . Pending Tasks Learn how to accelerate payment and convert your receivables into immediate cash! Click Here »
the navigation menu. e |

Enablement Tasks = Porchace Ordars Customer: New Supplier Newsletter — Subscribe ].j

19 Today!
\ Order Confirmations
Note . You Ca,n alSO get Profile Completeness : ! Order Number: What's New in Ariba Network Release:
' o NSt l:l 8 11s3ANAOD. View Release Guide. a
to the create invoice . | 35 inveices

. Enter a short Payments Last 14 days =
Screen by gO|ng to your ggggr;ptmn to reach Mare... i Eicack i —

inbox and selecting the aeiesiia
PO. A button appears on
the PO Screen for Create Customer New Changed Confirmed Shipped Invoiced In Progress Failed

E, Purchase Orders EA Buyer 01 0 ] a o

Invoice. New (0) EA Buyer 02 0 0 o

/ Changed (0) "- EA Buyer 03 o o o o o
Failed (0)

Last Refresh: 7 May 2012 2:44:46 PM

Purchase Order Status Customers: 3 of 3

=]
=]
=]

=]
=]

FEF

(=]
=

Partially Confirmed (0)
Partially Shipped (0]

Partially Invoiced (0) Invoice Status Customers:
Customer Sent Approved Paid Rejected Failed

=3 Invoices -  EABuyero0i 0 o o g g

Failed (0) =il EA Buyer 02 o 0 o] a g

Rejected (0) :

= EA Buyer 03 a a a a a
! Create Last Refresh: 7 May 2012 2:44:46 PM
Nen-PC Invaice Early Payments Customers: 3 of 3

17



PO Flip Invoice

NETWORK
- \\ ARIBA Test Supplier 1 *

\

C“Ck on Purchase Home Inbox Outbox Catalogs Enablement Tasks Reports [ 1

H H Purchase Orders Time & Expense Sheets Early Payments and Auctions Scheduled Payments Remittances Notifications
Order link to enter its

details Purchase Orders
» Search Filters
ClICk On the Create Purchase Orders Total: 4 [
I . b d h Order Number Ver Customer Ship To Address Amount Date Order Status  Settlement  Balance Revision
nVOICe Utton an t en L.. PCO153 1 EA Buyer  IFF Hazlet/Union $118.81USD 7 May 2012 New PCard $0.00 USD  Original I EI = =
& 01 Beach
choose Standard Hozle, 1
. United States
InV0|ce. K. 4400035472 EA Buyer Customer, Inc. $74,625.00USD 7 May 2012 New Invoice $0.00 USD Original .ﬂ E 1___] -
/ ® 01 skillman, N3 .
- / United States
k. PC1022502 ; 3 EA Buyer Beaumont $7,022.50USD 7 May 2012 MNew Invoice $0.00 USD Original ﬂ EI = =
01 Beaumont, CA
United States
K. PCi02250137 1 EA Buyer DEALER $17.99UsD 7 May 2012 New Invoice $0.00 USD Original _ﬂ !J :=| -
o1 SERVICES
HOFFMAN
ESTATES, IL
United States
[Craate\] [Hide in Inbnx] | | Resend Failed Orders
\
Purchase Order:PC1022502 \ o=
[Create Cunﬁrmatiun] [Create Ship Motice [Create Invoice '] | [Hid& in Inbux] [ Print] [Expurt c:)CML] [ Resem:l]---
Order Detail Order History
PURCHASE ORDER ROUTING STATUS ORDER STATUS
PC1022502 Sent New

Version: 1

Order submitted on:Monday 7 May 2012 6:01 PM GMT+02:00
Received by Ariba Network-Early fccess on:Monday 7 May 2012 7:57 PM GMT+02:00

SUPPLIER BILL TO

EA Test Supplier 1 Southern Gas
ﬁfsf.’ﬁfhh S;fitszzz P-0-8ox 20777

. an, Los Angeles, CA 20030-077
United States United States

Ph :
Fa:::ne Phone:
Email: daarda@ariba.com Fax:

18



@ PO Flip Invoice - Header

e N

Information from the PO
defaults into invoice.
Complete all fields with
an asterisk (*)

Enter an Invoice # which is
your unique number for
invoice identification.

The Invoice Date will auto-
populate.

Select Remit-To address
from the drop down box.

Tax and Shipping should
be entered at the Header
level by selecting the
appropriate radio button.

19

+ Invoice Header

SUMMARY
Purchase Order: GSOPO1
* Invaice #: |].23456 |
# Invoice Date: |25 Oct 2010 | m
Supplier Tax 1D | |
| Remit To: GS0 Test Supplier 1 |
China
Sunnyvale
Bill To: (1010) New York Life Ins. Com
MEW YORK, NY
United States
TAX (%) Header level tax
* Category: | | \?
Location: | |
Description: |I'\-1w5t. |
SHIPPING (%) Header level shipping
Ship From: GS0 Test Supplier 1

China
Sunnyvale

Subtotal:
Total Tax:

Total Gross Amount:

Total Net Amount:
Amount Due:

) Line level tax
Taxable Amount:

Rate(%a):

Tax Amount:

() Line level shipping

Ship To:

Deliver To:

Add to Header =
§55.00USD View/Edit
$10.45U5D Addrezses
$65.45U5D
$65.45U5D
$65.45U5D
|$55.000sD | Remove
13 |
$10.45USD |
The Nautilus Group View/Edit
Addison, TX Addresses
United States
Patrick

The Nautilus Group




-
TAX

@ PO Flip Invoice - Header

m

O ln

m

—

If there is no tax applicable to

the invoice, click Remove
to remove the tax.

"0 apply tax at the header,
choose a tax Category.

You must choose GST, HST

or PST if invoicing for a
CANADIAN location,
otherwise the invoice will
be REJECTED.

-nter either the tax Rate(%)
or the Tax Amount.

S HIPPING

“hoose the Header Level
shipping radio button if
such charges to be applied
to the invoice.

Vhen the screen refreshes,
the Shipping Cost section
will be displayed.

-nter a Shipping Amount
and Shipping Date.

20

~

TAX {3) Header level tax £ O Line level tax &
Taxable Amount: Remave
+ Category: | | O £55.00USD
Rate(%): 10
Location: | |
Tax Amount: |$5.50USD |
Description: | |
SHIPPING (%) Header level shipping £ () Line level shipping £
Ship From: Test Ariba Supplier 2 - TEST Ship To: Pittsburgh, PA Office View/Edit
Pittsburgh, PA Pittsburgh, PA Addresses
United States United States
Deliver To: Chad Suvak

Pittsburgh, PA Office

SHIPPING COST

Shipping Amount:

[$10.00UsD

Shipping Date: 14 Oct 2011

Remove

NOTE: Choose Tax and Shipping at
Line Level if required. Extra lines will
disappear after page refreshes.

TAX

() Header level tax

(&) Line level tax

SHIPPING

() Header level shipping

() Line level shipping £




@ PO Flip Invoice - Header

/

/
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OTHER

You can also add some
additional information to
the Header of the
invoice such as:

Special
Handling —
please include
a description
as to why
special
handling is
being charged
or the invoice
will be
rejected.
Discount
Comment
Attachment

Note: Attachment

file size
should not
exceed 10

. Scro
down to the

* Indicates required field

¥ Invoice Header

SUMMARY

Y.

Purchase Order:
* Invoice #:

# Invoice Date:
Supplier Tax [D:

Remit To:

Bill To:

TAX

SHIPPING

Ship From:

SHIPPING COST

Shipping Amount;

G50P01

|
[27 0ct 2010 | B
|

GSO Test Supplier 1

China

Sunnyvale

(1010) New York Life Ins. Com

NEW YORK, NY
United States

(%) Header level tax

(%) Header level shipping

GS0 Test Supplier 1
China
Sunnyvale

Subtotal:
Total Tax:

Total Gross Amount:

Total Net Amount:
Amount Due:

O Line level tax

(O Line level shipping

Ship To:

Deliver To:

Shipping Date:

$55.00U5D
$0.00USD
$55.00USD
$55.00USD
£55.00U5D

The Nautilus Group
Addizon, TX

United States

Patrick

The Nautilus Group

Add to Header =

!

Tax
Special Handling
Discount

Comment
Attachment

View/Edit

Addresses

Remove




@ PO Flip Invoice - Line Items

-

\\

'Line Items section shows the

line items from the Purchase
Order.

Review or update Quantity for

If line item is not invoiced, CLWLHE ltem Actions |
the line item’s Green chetk

each line item you are

GO0ODS

Insert Line Item Options

2 Line Items 1 Included 0 Previously Invoiced

invoicing.

mark to exclude it from the
invoice OR click the check
box on the left of the item
and click Delete to remove
the line item from the invoice.

You can generate another

22

invoice later to hill for that
item.

Tax Category: O O Special Handling  [] Discount Add to Included Lines
[0 we. Include  Part # Description Quantity Unit Unit Price Subtotal
1 & ABC-123 Enter a description for this item. 1 EA £55.00USD £55.00U5D
Excluded ling items cannet pe e
—
2 4 XYZ-456 3 inch Widget 10 K | [s100.00usp]  $1,000.00USD
. A
| Delete] || (Add Item|
SERVICES OLline Items 0 Included 0 Previously Invoiced
Insert Line Item Options
Tax Category: Q [ viscount Add to Included Lines
[1 We. Include Part ¢ Description Quantity Unit Unit Price Subtotal
No Items
(Line Item Actions v | (Delete] | (Add Service Item v




@ PO Flip Invoice - Line Item Tax

/ "\\
Select the line item to which tax is to be applied using the Line Item # checkbox. To apply the same tax to multiple
line items select those line items to be taxed at the desired rate.

Check Tax Category and use the drop down to select from the displayed options. Click Add to Included Lines

_ To configure additional Tax Options within the Tax Category tool, use the Configure Tax Menu option

GOODS 2 Line Items 2 Included O Previously Invoiced

Insert Line Item Options

[ Tax category: UEEE lihg [] piscount Add to Included Lines]
19% Sales Tax  Must,
5tandard Tax Selections
No. Include  Part & D ciles Quantity Unit Unit Price Subtotal
1 L 4 |ABC-123 | Efl WAT . EA $55.00USD $55.00USD
G5T
4 [xvz-456 | ERE [10 | [k | [s100.00usp]  $1,000.00USD
PET
[Line Item Actions "] [Dele,te] | [Add ItE'.ITI] QST
Uszse
SERVICES 0 Other Tax q Previously Invoiced
Configure Tax Menu
Insert Line Item Options
|:| Tax Category: | '0 |:| Discount [Add to Included Liﬂ&S]
O No. Include Part # Description Quantity Unit Unit Price Subtotal
No [tems
[Line Item Actions v | [Delete| | [Add Service Item ~

oo 2D EB
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ﬁ PO Flip Invoice - Different Line Item Tax

/' . . . N
To apply different tax rates to each line item select the Line Item.
Click Line Item Actions > Add > Tax. Upon refresh, the Tax fields will display for each selected line item
Within each line item, Select Category, then either populate the Rate(%) or Tax Amount. Click Update
\_ )
GOODS 2 Line Items 2 Included 0 Previously Invoiced
Insert Line Item Options
[] Tax Category: | (] [ special Handling [ piscount [AI:II:I to Included Lines]
] | Me. Include Part # Description Quantity Unit Unit Price Subtotal
[N B L 4 |ABC—].23 | Enter a description for this item. EA £55.00USD
d [xrz-a56 | 3 inch widgst [10 | [Pk | [$100.00UsD] $1,000.00USD
Line Item Actions v | |Delete| | [Add Item |
Edit
SERY Add 0 Line Items 0 Included 0 Previously Invoiced
Sz::ial Handling
L= Discount = - ]
Commen ts Cakegory: | S [ Discount [Add to Included Lines]
1 Meo. Include Part # Description Quantity Unit Unit Price Subtotal
Mo Items B
L [Line Itermn Actions v] [Delete] | [Add Service Item v] @
-
O 4 [xvz-456 | 2 inch widget | 10 | [k | [$100.00usD] $1,000.00USD
TAX « Category: | | (] Taxable Amount: |$1,DDD.DDUSD | Remove
— Rate(%:): |]_D |
e I.DI'I.. | | Tax Amount: |$1DD.DDUSD |
Description: | |
L [Line Iitem Actions = | [Delete] | [Add Item |
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@ PO Flip Invoice - Additional Tax Options

To configure additional tax options click Configure Tax Menu under the Tax Category drop down. Create new

tax categories, as needed.
See the Ariba Network Transactions Guide from the Help section of your account for more detailed information

about configuring tax rates.

~

GOODS 2 Line Itemns 2 Included 0 Previously Invoiced

Insert Line Item Options

1 Tax Category:| | L] [] special Handling [ piscount Add to Included Lines
1 Mo. Include Part # Description Quantity Unit Unit Price Subtotal
1 w ABC-123 Enter a description for this item. 1 EA 55.00USD $55.00USD
1 $
2 L4 XY Z-456 3 inch Widget 10 PK $100.00USD $1,000.00USD
] 5
TAX | Taxas b [$1,000.00usD | [_gemowe N t . T
# Catb : ' .
ey 199 Sales Tax / MwSt |1D | O e. O remove a.
Location: | standard Tax Selections |- . |- k
Description: | Sales |$LDD'DDUSD | taX Ine Item, C IC
AT
L [Line Item Actions = | [Delete] | [Add tem | 2?: Remove

PST

SERVICES 0 Line Items g osT woiced
Use

Insert Line Item Options Lither Ta
Confi Tax M I

O Tax Category: | 0 I:I L R £dd to Included Lines
Configure Tax
* Tax Category * Rate Tax Description

waT - |Zer0 VAT Tax

VAT - |Reduced Tax rate

.
.
.
.

I

o o o o o
F - - &

|Default tax rate

ISaIesTax vl
IUsage vl 17.5
L |

|
|
|NY tax rate |
|
|

25




PO Flip Invoice - Line Item Comments

e o . . . . N
To add comments at the line items select Line Items, then click at Line Item Actions >Add > Comments.
Upon refresh, the Comments field will display. Enter applicable Comments in this field
- Click Next ,
A 2
MNo. Include Part & Drescription Quantity Unit Unit Price Subtotal
O A XYZ-456 | [3 inch widget | [10 | [pk | [$100.00UsD| $1,000.00USD
TAX + Category: | | Q Taxable Amount: |$L,DDD.DDUSD | Remowve
Location: Rate(%): |].D |
| | Tax Amount: |$LDD.DDUSD |

Description: | |

SHIPPING Ship From: GSO Test Supplier 1 Ship To: The Nautilus Group View/Edit

China Addison, TX Addresses
Sunnywvale United States
Deliver To: Patrick
The Mautilus Group
SHIPPING COST Shipping Amount: |$SD.DDUSD Shipping Date: |
COMMENTS Bemove
L |(Grettem Adtions = [Delete] | [Add Item ]
Edit
SER} Add 0 Line Items 0 Included 0 Previously Invoiced
Tax
Speacial Handling
s Discount 5
Comments Category: | 0 [ Discount [P«dd te Included Lines]
COMMENTS Remove

26



@ PO Flip Invoice - Review, Save, Submit

- N
ReV|9W your InVOICe for accuracy “ Generate Invoice
at REVIeW page dlsplayed' ScrO” Confirm and submit this document. It will be electronically signed according to the compliance map and your customer's invoice rules.

This transaction qualifies as Domestic Trade. The document’s originating country is: Netherlands. The document's destination country

down the page to view the line i Netherlands.
item details and invoice totals.

Generate Invoice

|f no Changes are needed’ ClICk - Welcome to the new and improved Invoice entry form. Learn More»
Submit to send the invoice to & Plazse comecthe following emors and rasubmi

DO”ar Tree. * Indicates required field

= Invoice Header

If changes are needed, click
Purchase Order: 4600000290

Previous to return to previous | | .
) & raquirsd fizl NOTE: in case on any errors, you
screens and make corrections

o will get a notification in red where
before submitting. \ information should be corrected .
Alternatively, Save your invoice at AT AT T Test Supplier 1 v
anytlme durlng InVOICe Creatlon to Home Inbox Outbox Catalogs Enablement Tasks Reports [ 1
work on it later. Resume working e Ot contmations sy e arae |

on the invoice by selecting it from Drafts
OutbOX>DraftS On your Home This page displays documents you saved in draft state. You can edit them and submit them, which removes them from this page. This page stores documents ... ¥

page Invoices |
. |
Invoice # Customer Reference Date Last Modified + Amount Status |

Delete | | View Content ‘

‘ @ Testi234 Buyer 01 4400035472 8 May 2012 1:35:38 PM Composing

Note: You can keep draft invoices

for up to 7 days.

N pd
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a Credit Memo / Negative Invoice

-

To create a credit invoice
against a PO, select PO
Invoice under Create on
the navigation menu.

Note: You can get to the
create invoice screen by
going to your inbox and
selecting the PO.

A button appears on the
PO screen for Create
Invoice.

Choose either Standard
Invoice or Credit Memo

.

28
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ARIBA

Home Outbox

Pending Tasks

Action Required to Complete
Enablement Tasks =

Catalogs

Profile Completeness
I | 35%

Enter a short
description to reach
45% >

Quick Links

E, Purchase Orders
New (0)
Changed (0)
Failed (0]
Partially Confirmed (0)
Partially Shipped (0]
Partially Invoiced (0)

[=7  Invoices
Failed (0]
Rejected (0)

Non-PO Invoice

Purchase Order:

VAL T

Purchase Orders
Order Confirmations
Ship Notices
Invoices

Payments

More...

Enablement Tasks

Reports

Customer:

Order Number:

[ |®
Date Range:
Last 14 days

[7] Exact Match

Learn how to accelerate payment and convert your receivables into i

Test Supplier 1 «

[ eh Content

diate cash! Click Here »

Alerts and Messages 2 Items

New Supplier Newsletter — Subscribe m
Today!

What's New in Ariba Network Release: a
11s3ANAOD. View Release Guide.

Purchase Order Status
Customer

K. EA Buyer 01

[: EA Buyer 02

‘_.'. EA Buyer 03

1
L

New

(=T =]

=

Customers: 3 of 3

Changed Confirmed
] o]
o a
0 o

Shipped
o
a

a

Invoiced In Progress Failed
] a o
a a ]
o o 0

Last Refresh: 7 May 2012 2:44:46 PM

Invoice Status

Customer
= EA Buyer 01
= EA Buyer 02
= EA Buyer 03

Customers:
Sent Approved
] o
a o
a o

Paid Rejected Failed
o o ]
o] o] o
o o

Last Refresh: 7 May 2012 2:44:46 PM

Early Payments

Customers: 3 of 3

Order Detail Order History

[Create Conﬁrmation] [Create Ship Notioe][[ Create Invoice v] T

[ Hide in In,qu] [ Export CXML] [ Reszend ]

Standard Invaoice
Credit Memo




a Credit Memo / Negative Invoice

Ve N
- Create Negative Invoice following , ; ,
. GO0DS 11 Line Items 1 Included 10 Previously Invoiced
steps for creating a standard (Page
invoice in the Creating Invoices Insert Line Ttem Options
SeCtIOI’] Of thIS document Tax Category: | V) [ special Handling [] Discount
On the InVOice I_Ine ItemS O MNa. Include Partz Description Quantity Unit Unit Price Subtotal
section, enter the amount of the - Vo S LT Ry | B
credit for each line item. [Line ltem Actions v (Delete] | (Add ltem) (age|2 v/
Note: Enter a Negative Quantity _
Generate Invoice [WPrevions Sl Save | B |

to issue the credit.

Confirm and submil this document.

Standard Invoice

Update any needed data in the

. . . Invoice £: 12321312 Subtotal: %-36.64U05D
Shipping and Tax sections tavoice Date: Thursday 28 0ct 2010 9:38 AN Total Tax: $0.00050
Original Purchase Order: GSOPOS Total Gross Amount: §-35.54USD

Total Met Amownt: §-35.54U50

Review your credit invoice. e

Ensure that the Total Amount
Due reflects the total credit in a
negative amount.

Click Submit to send your credit
invoice to Dollar Tree

- / NOTE: That you can create other
types of Credit Memos using the same
principal of entering negative amount
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a Credit Memo / Credit Memo

Purchase Order:

/ AN
Create Credit Memo Choosing (Crosia Confirmation) (Create.Shia Noﬁce][Creat:Im;m <) | (Fiden inbox) (Print) (Export cXML) (Resen) -

option Credit Memo in the Quieslizan, [ e ]
Create Invoice button of PO
or Create Line-Item Credit Invoice:123456
Memo button of Invoice
against Wthh Credlt Memo Create Line-Item Credit Memo | [Cancel | [Export cxML] [Register for Auction |~

Scheduled Payments History
should be created. —

Complete information in the
form of Credit Memo. Make
sure that all required fields
marked with asterisk are filled

|n. * Invoice #: |]_234

Generate Credit Memo

* Indicates reguired field

Header Information

[ 1nfarmation Only. No action i required from the custamer.

# Invoice Date: |? Dec 2011 | m Qriginal PO #: 4600000290

Supplier Account ID #: | Customer Reference:

Click Next once done.

Review Credit Memo. Click Generate Credit Memo

Su bmlt. Confirm and submit this document. It will be electronically signed according to the compliance map and your customer’s invoice rules.
This transaction qualifies as Domestic Trade. The document's originating country is: Netherlands. The document's destination country
is: Netherlands.

Credit Memo

Invoice #: 1234 Subtotal: -100.00EUR

Wednesday 7 Dec 2011 5:01 Totaliiac: 0.00EUR

Invoice Date: AM GMT-08:00

Original Purchase Order: 4600000290 TE S immE  <RTIER
Total Net Amount: -100.00EUR
Amount Due: -100.00EUR
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Non PO Invoice

To create an invoice
without a PO, select
Non-PO Invoice under
Create on the navigation
menul.

Home Inbox Outbox

Pending Tasks

Action Required to Complete
Enablement Tasks =

Catalogs

31

( Profile Completeness

L | 35%
Enter a short
description to reach
45% =

Quick Links

E Purchase Orders
New (0)
Changed (0)
Failed (0)
Partially Confirmed (0)
Partially Shipped (0)
Partially Invoiced (0)

Invoices

Failed (0)
Rejected (0)

l Create

PO Invoice

Purchase Orders
Order Confirmations
Ship Notices
Invoices

Payments

More...

Enablement Tasks

N
ARIB A Test Supplier 1 «

Reports

[ Eh Content

Learn how to accelerate payment and convert your receivables into i diate cash! Click Here »

[searcn [l lerts and messages 2 ttems

Customer: New Supplier Newsletter — Subscribe m

e
Order Number:
[ |@
Date Range:
Last 14 days v

What's New in Ariba Network Release: ﬁ
11s3ANAOD. View Release Guide.

[7] Exact Match

Purchase Order Status

Customer
E EA Buyer 01
‘_: EA Buyer 02
E EA Buyer 03

New

(=]

=]

=

Customers: 3 of 3

Changed Confirmed Shipped Invoiced In Progress Failed
] o] ] ] ] o
a a a a o] ]
1] o ] 0 2

Last Refresh: 7 May 2012 2:44:46 PM

Invoice Status
Customer

EA Buyer 01

EA Buyer 02

= EA Buyer 03

Customers:
Sent Approved Paid Rejected Failed
] o o o ]
a o o] o] o
a o o a

Last Refresh: 7 May 2012 2:44:46 PM

Early Payments

Customer:




a Non PO Invoice

select Dollar Tree ffom

the Customer dropdown

list Create Non-PO Invoice Byt
Select Standard Invoice R A TR AN e A S s B A 0 AR A iy
Customer: -

fEvpEiavocs: ® Standard Invoice

If you need to invoice a © Credit Mamo
new customer click FOR A NEW TRADING RELATIONSHIP
|nvoice NeW Customer You must have your customer's unigue code to create a non-PO invoice for a new relationship. If your customer accepts the invoice and you do not ... ¥

Invoice New Customer (Requires Customer Code)

Note: Your customer
must generate a code for
you to

create non-PO invoices SV

Test Supplieri Help »

NETWORK

" Click Next /

Invoice Web Form

Enter customer information

Private ID: AN1234
Create Invoice
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a Non PO Invoice

// \\ Generate Invoice
Complete all required
fields marked with an
asterisk (*) T

S e

Complete at least 1of the

Order Information Fields (12354 | Subtotal: $0.00UsD viewesi

=) Welcome to the new and improved Invoice entry form. Learn More»

Addresses
« d Es Total Tax: $0.00USD SRR
* Invoice Date: M
|B May 2012 | @' Total Gross Amount: $0.00USD
Supplier Tax ID: | | Total Net Amount: $0.00USD

If your customer disables Remit To b Amount Due: yosdossn
the rule you are not — e
required to enter info in

Order Information QRDER INFORMATION

SeCt|On (Enter at least one of the following)

Customer Order #: |)CVZ | Contract #:

Sales Order #: | |

Note: Add a customer S~

DDITIONAL FIELDS
Email address tO have O 1nf3 ign Only. No action is required from the customer.
Supplier Account 10 |

the document properly Customer Reference: | ‘\ |

H Supplier: Test Ariba Supplier ST : ib: - View/Edit
routed to the rlght Pittsburgh, PA \ o ;:tlsbaL:r;:::PATESt Addresses
United States Lgited Siatec

approver Email: test@ariba.com

33



a Non PO Invoice

Use Add Item or Add Service Item button to add the details of the item(s) being
invoiced.

Note: Be certain to provide COMPLETE details of the items or services provided
Add Tax and Shipping as appropriate

Click Next to continue. Then Review, Save or Submit as Standard Invoice

GOODS 0 Line Iterns 0 Included 0 Previously Invoiced

Insert Line Item Options

[T Tax Category: V] [” Special Handling [ Discount [Add to Included Lines |

[~ Mo Include Part # Description Quantity Unit Unit Price Subtotal

Mo Itermns

[Line Itern &ctions '] [Delete] |

SERYICES 0 Line Itemns 0 Included 0 Prewiously Invoiced

Insert Line Item Options

[T Tax Category: Q [ Discount [Hdd to Included Lines]

[~ Mo Include Part # Description Quantity nit Unit Price Subtotal

Mo Items

[Line 1temn actions » | [Delete] || [add Service tem =

34




“ Service Invoices

\\ SERVICES 1Line Items 1 Included 0 Previously Invoiced

e .
' Use Add Service Item

. . . Insert Line Item Options
button in Services section ] oo Gotmgony: | © [ biscount
Of the InVOICe to Create an O ne. Include Part # Description Quantity Unit Unit Price Subtotal
invoice for Service Items. o1 v | || || | 1 | |
Selec.t elther General SERVICE PERIOD  ggryice Start Date: | | Service End Date: | |
Service Item or Labor el
Service |tem General Service Item

Labor Service Itemn

L [Line Item Actions V] [Delete] |

Enter details for General

L b S . dd d \ SERVICES 1 Line Items 1 Included 0 Previously Invoiced
\\\ /’/\ Insert Line Ttem Options
— \\ _ Tove T | ] [ biscount Add to Included Lines
SERVICES \ 1Line | [] MNo. Include Part # Description Quantity Unit Unit Price Subtotal
Insert Line Item Options \ O 4 [123-a58 | [Lawn service | [x | [so.oousp | [s0.00usD
Tax Categurv:l | é
[ mNo. Include  Part # 1
] 4 ADMIN 1 |
RATE
*Term “Rate SERVICE PERIOD : . i .
Doy @ Service Start Date: 30 Oct 2010 | Service End Date: 30 Oct 2010 |
Tirme Sheset Number: | L [Line item Actions * | [Delete| | [Add Service tem ¥
Contractor Name:  [1ane Doe |
Contractor Identifier: ~|
1 ]
Address 2: [ |
Address 3: [ |
City: | |
State: -
Zip: ]
Country: -
This selection will refresh the page content
SERVICE PERIOD * Service Start Date: 55 Oct 2010 I * Service End Date: 25 Oct 2010 |
L [Line Item Actions « | [Delete] | [Add Service Item ~ |
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Test Supplier 1 +

To create a Contract
Invoice, select Contract

|nVOice under Create On Pending Tasks Learn how to accelerate payment and convert your receivables into in diate cash! Click Here »
the naV|gat|0n menu . Action Required to Complete B IR il

Home Inbox Outbox Catalogs Enablement Tasks Reports L Eh Content

Enablement Tasks = Pavchase Ordarc Customer: New Supplier Newsletter — Subscribe m
——
P . Order Confirmations
Profile Completeness e Order Number: What's New in Ariba Network Release: ﬁ
Ll N | 11s3ANAOD. View Release Guide.
k | 35% Invoices Date Range:
Pi ts
Enter a short EY e Last 14 days ~
description to reach
a5% > b (]| Exact:takin
Quick Links
View: Purchase Order Status Customers: 3 of 3
Customer New Changed Confirmed Shipped Invoiced In Progress Failed
E Purchase Orders E EA Buyer 01 o o o o o o o
New (0) [ | EA Buyer 02 [1] a 1] [1] [1] 1] ]
Changed (0) K| EABuyero: 0 0 o 0 o o o
Failed (0)

Last Refresh: 7 May 2012 2:44:46 PM

Partially Confirmed (0)
Partially Shipped (0)

Partially Invoiced (0) shb bbb Customers:
Customer Sent Approved Paid Rejected Failed
[=7 Invoices = EABuyer0i 0 0 o g &
Failed (0) EA Buyer 02 o 0 o] a g
Rejected (0) :
= EA Buyer 03 o o o o] 2
/ Create Last Refresh: 7 May 2012 2:44:46 PM
PO Invoice
Non-PO Invoice Early Payments Customer. of 3 I;
l Contract inveice l
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a Contract Invoice

Create Contract Invoices: Select Customer

=

Select Dollar Tree in the

Customer Iist them by entering the name in the Customer Name entry field.

Chek Go to open your custamer's site, Contact your customer if you ancounter any technical issuss,

Select a customer from the list below, and click Go to continue the process. If the customear = not in the hist displayed, you can ssarch for

Complete invoice entry

) h ” f |d k d . h Customer Narme: Search
aSteriSk (*) Customer Achons
Aviba, Inc. - TEST EI
INV1234-259
You can continue to edit the invoice before submitting it for approval.
Invoice Entry
w Invoice Header
Supplier Invoice #: * [1234 [Invoice Date: * |Fri, 14 Oct, 2011 |
Supplier: * Test Supplier AN01007585979 On Behalf Of:  Test
Contract: €11 [ select ] Supplier Contact:  Test Supplier [ zelect ]
Sold To Email: | Remit To Address: |TEST |Q|
Payment Terms: Met 30 [ zelect ]
My Labels:  Apply Label... [
Shipping - Entire Invoice
Ship From: | Test Q Ship To: * |e|
Header Actions [
Line Items Show Details
No. Description Contract Qty Unit Price Amount

No items

37 Line Item Actions [




Contract Invoice

’ . . D)
- There is an option to add

Tax, Shipping, Special
Handling, Discount,
Comments and
Attachments to Contract
Invoices

Add Line items to the
Invoice choosing from
Non-catalog or Catalog
options

Enter required fields
marked with an asterisk

(*)
Update Total

Click on Submit button
to submit the invoice

|Header Actions [Er

\_ J
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V4
(| Add A y
Line Items Tax Show Details :l
No. Shipping Contract O Linit Price Amnunt
Special Handling Header Actions =
Discount o it
Commen t Line Items
Line Item Actipn| Attachment No Description
Line Item Action
Add
Non-Catalog Item
Catalog Item
J
Line Items Show Details %
No. Diescription Contract Qty Unit Price Amount
1 still water 11 [100 | [Ea ) $0.20 | wsp £0.00 USD | = Lese
-(@
[I:GI'I'II'I'ICIdit\y' Code; * |Water Bottle |a| Reference Date: * !Fri, 14 Oct, 2011 | = I:}
=l
Supplier Part Number: | | Supplier Auxiliary Part ID: | |
=
Full De=scription: * |still water ]
\ ~
Bill To: | |®| Account Type: | Mo Type Defined w Add Split
Cost Center:
| |®| $20.00 USD
Company: | |@|
Shipping - by Line Item
Ship From: |Test |®| Ship To: * |@|
v
Line Item Actions [
((subtotal:  $20.00 USD)
Total Tax: £0.00 USD
Total; $20.00 USD
Update Total




a CSV Invoices Upload

i Profile Completeness
| 75%

Enter your DUNS
number to reach
B0% »

Quick Links

kj“ Purchase Orders
Mew (8)
Changed (0)
Failed (0)
| Partially Confirmed (0)
Partially Shipped (0)
Partially Invoiced (0)

=1 Invoices
Failed (0)
Rejected (2)
*‘.I.I Collaboration
Requests
Response Needed (0)

r—=%

™| Manage
Time & Expense Shests

E;/ Create

PO Invoice
|

pL 'Fe'
‘ C5V Invoice

Contract invoice

i Early Payment Ter
All Offers
Proposed Offers
Accepted Offers

Purchase Orders CHsmer: @
Order Confirmations
Order Number:

Ship Notices n

i}
Invoices Date Range:
Payments Last 31 days v
More... [] Exact Match
Purchase Order Status Customers: 8 of 37

Customer Mew Changed Confirmed

B  AEGON USA, LLC ... a ] o
k. Ariba, Inc. - G... o a ol
B  Ariba, Inc. - TEST o] o] g
K. |  Ariba, Inc. GS0... o] Q e

Invoice Status

Customer
=2  AEGON USA, LLC ...
=] Ariba, Inc. - G...
=] Ariba, Inc. - TEST
=" Ariba, Inc. G50...

Customers: 8 of 37

Sent Approve

[SITRI
| [==J = TR (¥4 I (e }

<arly Payments
Customer

AEGON USA, LLC ...
Ariba, Inc. - G...
Ariba, Inc. - TEST

Ariba, Inc. G50...

\

Customers: & of 37
Buyer-Initiated
$0.00USD
$22,847.35USD
50.00USD
$0.00USD

AN

/To download CSV file
template, go to
Administration >
Customer Relationships >
Click the customer name >
Download CSV Invoice
Template

Complete the template and
~upload it to CSV Invoice >
Browse > Import

The CSV file is processed
by Ariba Network and
forwarded to the customer
in the form of cXML

messSage

o /

Import CSVY Invoice ‘ Done
* Customer: Ariba Inc. ﬂ
+ C3V invoice file path Browse
Import CSW Invoice
Done
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3 — Modifying Invoices
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N VAV LI
ARIBA -

ﬂ Save and Restart Invoices

/7~ . L
At any point during invoice Generate Invoice = o |
creation, click Save -

(
|~) Welcome to the new and improved Invoice entry form. Learn More»

* Indicates required field

On the Exit page, click
Save the invoice. ¥ e fesier

SUMMARY
*Invoice #: 456 Subllzotal: $$0.00usn A\é‘i;w,{Edit
1 = Total Tax: 0.00USD Addresses
Click the Outbox tab. NETWORK = elGdRGEE oo
. . . Total Net Amount: $0.00USD
In the navigation bar, click Amount Due: $0.00u5D

Drafts Generate Invoice
Exit
On the EX't page, Clle Save the invoice.

Delete the invoice.

Save the |nV0|Ce Continue to work on the invoice.

[

Select an invoice and click

Edit. Amiea NETWORK

R B Home Inbox Catalogs Enablement Tasks Reports I 1

Invoices Order Confirmations Ship Notices

Test Supplier 1 «

Drafts
This page displays documents you saved in draft state. You can edit them and submit them, which removes them from this page. This page stores documents .., ¥
Invoices
Invoice # Customer Reference Date Last Modified 4 Amount Status
() Test1i234 Buyer 01 4400035472 8 May 2012 1:35:38 PM Composing
(o o) T o
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// \ NETWORK

Test Supplier 1 +

C“Ck the OUtbOX tab Home Inbox Catalogs Enablement Tasks Reports ! 1

Invoices Order Confirmations Ship Notices Drafts

In the Invoice # column, T
click a link to view details e
of the invoice

Invoices Total: 1 D

jce £ Customer Reference Submit Method Origin Source Doc Date Amount Routing Status  Invoice Status
C“Ck Cancel @ [=9)] 123456 Buyer 01 Non-PO Online Supplier Customer Order 8 May 2012 $105.00 USD Sent Sent

[ Create Line-Item Credit Mem.u] | [Generate Non-PO Invuice]

The status of the invoice
changes to “Canceled.”

ARIBA NETWORK Test Supplier 1 ¥

Invoice:123456 ' d Sore

g )

; Create Line-Item Credit Memu] [Canc&l ] Print] [ Export I:J(ML] [Register for Auction
Scheduled Payments History (
Status

Standard Invoice Invoice: Sent
Routing: Sent

Invoice #: 123456 Subtotal: $100.00USD
= 5 Tuesday 8 May 2012 11:40 Fokal Fae 5.00USD
avasee el AM GMT+02:00 $
B irchace Onder: Total Gross Amount: $105.00USD
Total Net Amount: $105.00USD
Amount Due: $105.00USD
CANCEL INVOICE?

Are you sure yg nt to cancel this invoice?
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a Edit and Resubmit Invoices

Ve N
Click the Outbox tab

Click the Invoice # for the failed, canceled, or rejected invoice that
you want to resubmit and click Edit

\

Click Submit on the Review page to send the invoice.

AN /
NETWORK
ARIBA Test Supplier 1 ¥

Home Inbox Outbox Catalogs Enablement Tasks Reports L ]
Invoices Order Confirmations Ship Notices Drafts
Invoices
P Search Filters

Invoices Total: 1 D

Invoice # Customer Reference Submit Method Origin Source Doc Date Amaount Routing Status  Invoice Status
@ [=1] 123456 Buyer 01 Non-PO Cnline Supplier Customer Order 8 May 2012 $105.00 USD Sent Sent
[ Create Line-Item Credit Memu] | [Generate Non-PO Irwuice]
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3 - Document Status,
Searches and Reports

|
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ﬂ Check Invoice Status

/ N
If you configured your Invoice Notifications as noted earlier in this presentation,
you will receive emails regarding invoice status.

L You can also check invoice status from the Outbox.

)
NETWORK
ARIB A Test Supplier 1 *
Home Inbox Outbox Catalogs Enablement Tasks Reports 1
Invoices Order Confirmations Ship Motices Drafts
Invoices
P Search Filters
Invoices Total: 1 TEge|
Invoice # Customer Reference Submit Method Origin Source Doc Date Amaount Routing Status || Invoice Statug
=7| 123456 Buyer 01 Non-PO Online Supplier Customer Order 8 May 2012 $105.00 USD |Sent Sent
Create Line-Itern Credit Memo | | [ Generate Non-FO Invoice |
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ﬂ Check Invoice Status

ROUTING STATUS
Reflects the status of the transmission of the invoice to Dollar Tree via the Ariba Network.

Obsoleted - You canceled the invoice

Failed — Invoice failed Dollar Tree invoicing rules. Dollar Tree will not receive this invoice
Queued - Ariba Network received the invoice but has not processed it

Sent - Ariba Network sent the invoice to a queue. The invoice is awaiting pickup by the customer
Acknowledged - Dollar Tree invoicing application has acknowledged the receipt of the invoice

INVOICE STATUS
Reflects the status of Dollar Tree’s action on the Invoice.

Sent — The invoice is sent to the Dollar Tree but they have not yet verified the invoice against purchase
orders and receipts
Cancelled - Dollar Tree approved the invoice cancellation
Paid - Dollar Tree paid the invoice or is in the process of issuing payment. This status applies only if Dollar
Tree uses invoices to trigger payment
Approved - Dollar Tree has verified the invoice against the purchase orders or contracts and receipts and
approved if for payment
Rejected - Dollar Tree has rejected the invoice or the invoice failed validation by Ariba Network. If Dollar
Tree accepts invoice or approves it for payment, invoice status updated to Sent (invoice accepted) or
~ Approved (invoice approved for payment)
.« Failed - Ariba Network experienced a problem routing the invoice
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a Check Invoice History

/ \ ARIBA NETWORK
Access any invoice.

. Test Supplier 1 *

Invoice:123456 ' d Done |

Click on the History tab to view
Status deta”S and |nVO|Ce h|St0ry [Create Line-Item Credit Memo] [Cancel] [ Export c:XML] [Register for Auction

Detail Scheduled Payments History
History and status comments for e = AR S
. . . Received By Ariba Network-Early 8 May 2012 11:40:19 AM
the invoice are displayed. O o
Transaction history can be used History
In prObIem determlnatlon for - ::::j;:z was successfully received. Chineg;dsf:plier 1 :::\-'32212”11?:40:29 AM e

falled Or rejected transactlons. The invoice status has been successfully updated to by EA Buyer 01.

Description: The document was added to the pending queue for
download.

PropogationProcessor-

50426235 8 May 2012 11:40:40 AM

Sent Supplier 8 May 2012 11:40:40 AM

When you are done reviewing the

[ hlstory’ Clle Done. [ Create Line-Item Credit Memu] [Can.cel] [ Export CXML] [Register for Auction
\ ] //
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Search for invoice
3 ways to locate Invoice:
Quick Search
Refined Search
Reports

/ NETWORK

QUlCK SEARCH SREEA Test Supplier 1 ¥

Home Inbox Outbox Catalogs Enablement Tasks Reports [ ksh Content

From the Home Tab, Select

Learn how to accelerate payment and convert your receivables inly diate cash! Click Here »

Pending Tasks

Invoices the Document type Adion Requirad b Camplets i
Enablement Tasks = Purchase Orders ustomer: New Supplier Newsletter — Subscribe
Cust m
to SearCh’ Order Confirmations Q T tTcn:Ia -
Profile Completeness Ship Notices Invoice Number: - Brs:r;frs e in Ariba Network
S | t D " T f —— l:l @ R 1§=3ANAOD. View Release ﬁi
elecC ollar free from . | 3o Dewghanaes EA Buyer 03
—_—— Payments Last 90 days =
Enter a short
Customer Drop down menu e i S " ] xact Mateh
. Quick Links \\ /)
Enter Document # ! If known Purchase Order Status Customers: 3 of 3
Customer Mew Changed Confirmed Shipped Inwoiced In Progress Failed
h_.._. Purchase Orders K. EA Buyer 01 3 o o 1 ] o o
Se|ECt Date Range y Up tO 90 New (3) [ EA Buyer 02 1] ] o o o 0 o
days for Invoices g () SN T o 0 0 0 0 0

Failed (0)
Partially Confirmed (0]

Last Refresh: 8 May 2012 2:07:45 PM

Partially Shipped (0)

Click Search partially Invoiced (0) Invoice Status Customers: 3 o

Customer Sent Approved Paid Rejected Failed

=1 Invoices - EA Buyer 01

=

0 ]

=1
=1
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a Search for Invoice

REFINED SEARCH

Allows a refined search of
Invoices within up to 90 last
days

Click the arrow to expand
Search Filters from
Outbox (Invoices)

Enter the criteria to build
the desired search filter

Click Search

- /

49

NETWORK
ARIBA Test Supplier 1 v

Home Inbox Outbox Catalogs Enablement Tasks Reports [ 1
Invoices Order Confirmations Ship Notices Drafts
Invoices

Invoices Total: 1 [

Invoice # Customer Reference Submit Method Origin Source Doc Date Amount Routing Status  Invoice Status
@ [=19] 123456 Buyer 01 Non-PO Online Supplier Customer Order 8 May 2012 $105.00 USD Sent Sent
[ Create Line-Item Credit Memu] | [Gen.erate Non-PO In\mice]

NETWORK
ARIBA Test Supplier 1 *

Home Inbox Outbox Catalogs Enablement Tasks Reports [ 1

Invoices Order Confirmations Ship Notices Drafts

nvoices

¥ Search Filters

Customer: l:l Q Min. Amount:
Number: » - 5
@ partial number ) Exact number Status: v
Order | | @ Numnber of 100 ~
Number: | Results:
Date Last 50 dE—l\"S - [T show Only Invoices Submitted from the Customer's System.
Range:
Start Date: 9 Feb 2012
End Date: 8 May 2012
\ [Saarch
Invoices Total: 1 D
Invoice # Customer Reference Submit Method Origin Source Doc Date Amount Routing Status  Invoice Status
(=9 123458 EA Buyer 01 Non-PO Online Supplier Customer Order & May 2012 $105.00 USD Sent Sent
Create Line-Item Credit Memu] | [Generate Non-PO Irwuice]




a Search for Invoice - Reports

/ . . . . . . \\ ARIB A NETW RS Test Supplier 1 *
/" Invoice reports provide information on invoices you
have sent to customers for tracking invoices over time | xome 1nbox  Outbox Catalogs  Enablement Tasks | Reports . !
or overall invoice volume for a period of time. Reports
Failed Invoice reports provide details on failed and e e R e N
rejected invoices. These reports are useful for
troubleshooting invoices that fail to route correctly. Report Next b
Enter a title and description for this report. Check the Time Zone and Language ¥
Note: Report can be created by Administrator or User [ A8
with appropriate permissions (@) crieria =
Click the Reports tab from the menu at the top of the Description:
page. Click Create. Fill in required Information. Select
an Invoice report type — Failed Invoice or Invoice. 3
il < Us/Michigan -
Click Next. Language: — .
Note: Premier Members may select Manual or Shopertigeer Sla
Scheduled report. Set scheduling information if
Scheduled report is selected. roE— =
After specifying Customer and Created Date in
Criteria click Submit. Report
- Report Set the parameters for this report. To save your changes and put the report inte .., ¥
You can view and download the report in CSV format Zafm
when its status is Processed. Customer: EA Buyer 01
Invoice Number: ‘
For more detailed instructions on generating reports, Invoice Amaurts | ™
refer to the Ariba Network Transactions Guide Routing Status:
| found on the HELP page of your account. | Invoice Status: -
\\\ // *+Invoice Date: E
o =

Max Results Returned:
100 =
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6 - Ariba Network Support

|
-
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EA Test Supplierl » Feedback Help * Logout

Training and Resources v ot 1+
/ \ IEAQQDDQUQ?SSQ, Basic Package |

Dollar Tree Supplier R
Information Portal vt :
- Customer Relationships I
Supplier Information amisa NETWORK s o ﬂ
Portal contains specific Pleanrt Hissaty
documentation and training :
. Account Settings save Close

material from the home page e —— T
of your account.

1 prefer to receive relationship requests as follows:
Click the Administration =S e
Navigator and then click
the Customer Relationship Fending
tab. i ot o
The portal link is located
nextto your customers B o | smr | mema e
name in the middle of the
screen /CR%W the presentations to learn more about h

transacting with Dollar Tree

—
- /

Account Configuration
Dollar Tree Purchase Order Management Guide
Dollar Tree Invoicing Guide
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Training and Resources
Dollar Tree Supplier Information Portal

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

#|§ DOLLAR TREE

o REAL ESTATE SHOP SHOP DEALS
INVESTOR RELATIONS  CAREER CENTER PARTNERS ABOUT U3 DOLLARTREE COM ONLINE

Home Vendor Partners Supplies snd 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 Metwork (AM). 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 Netwark account and manage transactions with Dollar Tree. Ariba LogIn »

Services
Downloadable Ariba Training Documents

Forgot your Username or Password?

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

- Supplier Prafile _IE_Jr?.IIa_rTreeInfor:n?tmr: Slessmn (.Ddﬂb e Dollar Tres Arloa iniiati “Forgat Password?” links for

- General is iz a presentation to learn more about the Dollar Tree Ariba initiative. e —

Info/Forms Dollar Tree Account Management Guide (.pd

e Learn how to configure important settings on your account. Additional Ariba Training
riba Training ) ) )

Center Dollar Tree Purchase Order Management Guide (.pdf) _I'_'_Té]lmntn:vourArlbaAccount&cllck

Early Payment Le?rn h;:vto hha?hdle‘\qgrc;aii r.JrKders, order confirmations, and ship

notices throu e Ariba Network. .

Pragram g Need additional support?

o Dollar Tree Invoice Guide (pd For Ariba Support
Logistics Learn how to create invoices and credit memos through the Ariba Network, If you are a supplier already registered

on the Netwaork:

California SB-657: :
Dollar Tree Catalog Suppliers 1. Login here.

Disclosure The following catalog information is applicable for suppliers that are requested to provide 2. Click on the "Help” link at the
catalog content to Dollar Tree. top.
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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

s ORDERS & INVOICES

NETWORK

ARIBA
Contact Support

Ariba Exchange

Ariba Login Using
: Join Ariba Network-Early Access! Find out how to make 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

[ Using ) Help@Ariba | bewoxk
Handling Purchase Orders
Creating a PO-Based Invoice
Introduction

Creating an Invoice (Advanced
Registering and Logging In

Topics)
P Registering with the Ariba Commerce Cloud Cloud Status and Notifications

Technical Requirements

} Forgot Your Password or Username? Supported Browsers
Browser Settings

Tutorials

} Registration and Navigation Choose Language E

p Ariba Discovery Tutorials for Buyers Download Adobe Reader here:

} Ariba Discovery Tutorials for Sellers a Adobe Reader

Links to Additional Resources

} 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 \
Administrator’'s documentation

ARIBA

NETWORK .
Test Supplier 1 v|&=————————

Contact Administrator

Home Inbox Outbox Catalogs Enablement Tasks Reports L

Help@Ariba

Ariba Exchange

ment and convert your receivables into immediate cash! Click Here

Alerts and Messages 2 Itel
=5 Mew Supplier Newsletter — Subscribe ¢
What's New: Ariba Commerce Cloud Release Guide for Sellers 1ar 2012 Help@Ariba Tips Taday!
Ti Usi Help@Arib: = 5
The Basics Ips on Using Help@Ariba What's New in Ariba Netwark
Ariba Network Features and i Release: 11s3ANAOD. View Release m
» Managing Your User Account PDF | Revisions | Apr 2012 Functions ge: Guide.
Introduction to the Ariba Network P i
) ) o lays -
P Using the Test Account Ariba MNetwork Guide to Invoicing
Ariba Commerce Cloud Status Match
» Reporting PDF | Revisions | Apr 2012 Cloud Status and Notifications
Frequently Asked Questions
b Tutorials Ariba Network Technical FAQ
Collaboration and Order Fulfillment
P Working with Purchase Orders PDF | Revisions | Apr 2012 Choose Language E
» Working with Collaboration Requests PDF | Revisions | Aug 2011 wp\ﬁlals:r\i :&%ﬁmﬁ‘
} Tracking Temporary Labor Items PDF | Revisions
} Tutorials
Invoices, Payments and Remittances

> Creatigg 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

N /

A RIB A®
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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?
h

/
[

upplier 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 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:

Contact Number

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

‘x\ Asia Pacific +65 6311 4585 ) //

ARIB A®
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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 at Help tab

GO TO MY: LEADS PROPOSALS CONTRACTS DRDERS & INVOICES Register 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: | | 3 ¥ : 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 owver . : .
™ . . $100 billion USD in annual business across Introduction to Ariba Supplier
L] B Username: | | industries, products, and services. Netwark
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)
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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

59

GO TOMY:

Home

Pending Tasks

LEADS PR Logout

1 ORDERS & INVOICES Test Supplierl * Feedback

NETWORK Product Documentation

4 : v
Test Supplier 1 Cantact Support

anta Administrator

ARIBA

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 Ttel

Action Required to Complete

Enablement Tasks »

Customer:

New Supplier Newsletter — Subscribe
Todav!

Purchase Orders

L)

Profil

==

Support

Get help by sccessing solf serace help tools ar submitting an Ariba Customer Support Help Reguest.

= Review the Ariba Suchlier Matwor Ii_,E-_.u_Eé'.:
» Search the anba Sunpher Network-Pety Knowlsdosbase for troubleshooting tps.
» Chack the Natstat ewant webhsite f\gr recant notfcatons regarding downtimes and new relsases,

COMNTALT ARIDA

Complete the Anba Customer Support Help Reguest form below in s entirety, Bemember that providing as much sformation as possible will
halp with the accuracy and the wmehreds of sur responie, Chek the Submit bubten to sand your reguett emmadiately o Anba Cuttermar
Support,

For other ways to contact Anba Customer Support, go to the Contacting Customer Suppoart page.

The preferred language far cormdunication with technical supdort s Enghsh,

Ariba Customer Support Form [ * fodosfes reguired field §

Tour Hamai Renese Lim

Tour Cofmpany RHarme: Anks Supplier Prograrms
Wour Phshe #: w1 (O00) 00060

Wour email: rl.m'aﬁha LT

Ve hat your contact
yolar Eue, To updats y

Trpe: Iﬁuvlrlunmun! =1

| Select Custormar =1

= Categary af [eiue:

Custamer's campany marme:

* Issue Description:
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