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This document shows operations from order confirmation to ship notice in the purchasing process with using Ariba.

Operation in the Supplier Side
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Delivery of the quote’s request/response is
digitized. Enter the information for the
guote on the system.
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f After you review the purchase order, click

"Create Order Confirm" on SAP Ariba to
contact that you received the order.
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On SAP Ariba, click "Create Ship Notice" to
communicate the shipping date and
delivery date. It is not eligible for any

ces that d | i |
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You can click the receipts tab to view the
orders which already have been done till
receiving process on the JAL side.
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Refer to the order information and register
the "Invoice" on SAP Ariba.
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1. Common Notes &

JAFPAN AIRLINES

1-1. Common Notes for Purchase Order, Order Confirmation and Ship Notice

* Be aware of the following when entering values in Ariba:

Example) Packing Slip ID:*

 Fields with "*" next to the input item
name are input-required items.

* If you press "Next" without entering a Example) Packing Slip ID:*
required item, the screen will not change I Required field
to the next screen but the error items are ——"& DO NOT USE=—m___
displayed in the red. e

B

/]

a 3% 1§ 1=

e Don’t use the browser’s "Back" and "Next". c
Use "Exit" or "Next" button which are top - -

right or bottom-left of the screen. S — el -
=Y
14¢”
g?géirrn1 e ¥ Order Confirmation Header Please use
these

Review Order

- : Confirmation
Confirmation 4

Associated PO1268

Purchase
Order #:
A\ BAEMZEHTD &1/ Japan Airlines Co., Ltd. requires that you fully
e . confirm line items before you can add them to ship notices,
Customer: B&FHiZE8E0 o4/ Japan Airlines Co., Ltd. ) L 4 ) _p . .
service sheets, or invoices. If you change or reject a line item, it
cannot be added to another document.
Supplier
Reference:
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2. Purchase Order 4

JAFPAN AIRLINES

This manual explains how to confirm the order from JAL on the Ariba network.

Each purchase order contains information such as the part number, quantity, unit price, and delivery date of the
ordered item, as well as information such as the shipping address and billing address.

Please write the purchase order number or the contract number in the shipping label or in the item label upon
delivery.

©Japan Airlines, ALL rights reserved. 5



2. Purchase Order e
2-1: Receive Purchase Order Mail

(1) Click "Log in to Ariba Network" in the order email when the order mail is received. The Ariba login screen is displayed.

*Please keep the purchase order mails sent from the Ariba Network carefully. You will be able to carry out the order
confirmation, creating a ship notice and creating an invoice from the purchase order mail. Please refer to p36 - p38in

the case that you lose the purchase order email.

You have received a new order PO1354

SAP Ariba

You have received a new order.

ANID: AND1642367311-T

Customer HFEMZE#HA S/ Japan Airlines Co., Ltd.

Crder Mo. PO1354

Order Date 22 Apr 2021 2:12:38 PM GMT+09:00

Supplier A Mt ASE 100TESTO01

. Total amount ¥100 JPY
Click

Log in to Ariba Network|for more information about this order.

©Japan Airlines, ALL rights reserved. 6




2. Purchase Order e
2-2: Open Purchase Order Screen

(1)Log in to the Ariba Network and open the PO screen.
(DEnter the User Name and Password that you registered in advance.
(2 After entering your login information, click "Login". After clicking it, you will transition to the PO screen.

SAP Ariba

Supplier Login

L@ Enter }

_

User Name

Password

— e

Forgot Username or Password

©Japan Airlines, ALL rights reserved.




2. Purchase Order &

JAFPAN AIRLINES

2-3: Content of Purchase Order (1/6)

(1) Check the contents of the purchase order. The information written in the purchase order is as follows.

Header Information SAP Ariba Network Enterprise Account TEST MODE

(A) Order Numbe,r , A | Purchase Order: PO1359
* Order number is displayed
In the numberlng Style’ | Create Order Confirmation L =
POXXxX. |
Order Detail Order History
(B) Status of Order
* The status such as "New",
"Confirmed", and "Partially
Confirmed" is displayed.
* The amount in the header
is displayed without tax.
* If the purchase order is T —
changed, the version
. . From: To: Purchase Order
number will be increased. ARz ) 52 MEAZE 100TESTO01 (New)
Japan Japan P0O1359 B
HR2/2-4-1 1 BHABEFEHEIL Address Version: 1
Fhone: +1 12345
Fax:

Email; anhui@cn.ibm.com

©Japan Airlines, ALL rights reserved. 8




2. Purchase Order e
2-3: Content of Purchase Order (2/6)

(1) Check the contents of the purchase order. The information written in the purchase
order is as follows.
Header Information

(C) Terms and Conditions .
. . . Payment Terms - Routing Status: Sent
There is a description of order NET 99901

conditions in the comment section. (= Comment Type: Terms and Conditions

Body: JALZ ) L— T OESEEMFE T RURLICEHD BV TT, LR UVERCEZWERET38aE. NS Ca8osfE8RLET.
URL : https:/fwww.jal.comlja/outline/client/terms.html

1 Other | i
(D) Ship All Items to Payment Terms: BF% BABIESHAEOEADEEH) WADNL-500EaREAFASLHEDSEM=2H))
G month-end closing.Payment on 15th day of the month after next (Previous working day for holidays){Payment at the end of the
following month if the delivery date is 1-15 days({Previous working day f
Company Code: J001

(E) Bi" tO Purchasing Unit Name: HBZHnZ2(E)
. Ship All ltems To Bill To Deliver To
(F)Deliver To “ D E F
BANZE (#)_FHASEXTHEIL HAZE (#) EEE_U{I&D(H}DDDI} T;;hlig[ﬁ -
. . . Japan Japan B =) _BFRA FEMEIL
It 1S dlsplayed accordlng to the 140-8656 EREI&RIIE 140-8656 ERER/IE

H HR/l2-4-1 1 FHFBEZTHEIL ER/2-4-1 1 FHFEEZEMNEIL
following rules.
Ship To Code: ADR-JO01-N-001

Receiver name _ Receiver’s phone Email: testhoshi106@gmail.com
number _ Floor number of the
building and Department name

(G) Payment Terms
For more detail explanation, go to
the next page.

* Please note how to confirm the delivery address. Please refer to p14-16.
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2. Purchase Order e
2-3: Content of Purchase Order (3/6)

(1) Check the contents of the purchase order. The information written in the purchase order is as follows.

Header Information

(G) Payment Terms
" [#}X] Payment Term4 30days" is set by default.

If the payment terms is not " [9MX] Payment Term4 30days", the correct payment terms that were modified by JAPAN
AIRLINES when ordering or registering contract term will be displayed.

©Japan Airlines, ALL rights reserved. 10




2. Purchase Order e
2-3: Content of Purchase Order (4/6)

(1) Check the contents of the purchase order. The information written in the purchase order is as follows.

Line Items Information

[ Click
(H)The part number, Line Items Sho J—

nt|t N t N |t Line # Mo. Schedule Lines Part # [ Description Type Retum Qty (Unit) Need By Unit Price Subtotal Tax N

quantity, need by date, u

price su btotal Of each |ine H 1 UT00000001_105 Material 5 (EA) 3 May 2021 ¥100 JPY ¥500 JPY  ¥50 JPY Details
’

item EIE2E-liies

Order submitted on: Thursday 22 Apr 2021 5:27 PM GMT+09:00
Received by Ariba Metwork on: Thursday 22 Apr 2021 5:27 PM GMT+09:00

(l)TOtal Of the Iine Item This Purchase Order was sent by BFZE#% T2/ Japan Aidines Co., Ltd. AND15535681828-T f I Sub-total: ¥500 JPY
. 1" RT . and delivered by Ariba MNetwork. Est. Total Tax: ¥ 50 JPY

Click "Details" on the right of et oond Toral om0 1oy

the line item to see detail

information about the item.

‘ Create Order Confirmation o =
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2. Purchase Order
2-3: Content of Purchase Order (5/6)

(1) Check the contents of the purchase order. The information written in the purchase order is as follows.

Line Items Information
(J) Status
Order status of each item

(K)Comments

Comment is displayed when
the JAL requester added a
comment on the line item.

(L)Attachment

A File is displayed when the
JAL requester attached a file
on the line item.

Line ltems
Line # No. Schedule Lines Part # [ Description Type Retumn Qty (Unit) Need By Unit Price Subtotal
1 UTOO000001L_105 Material 5 (EA) 3 May 2021 ¥100 JPY ¥500 JPY
(FIHLT5R) -+
J Status
5 Unconfirmed

Comments
K « by EREHELF03, on Thursday 22 Apr 2021 5:25 PM GMT+09:00

This is comment.

Attachment
L @ test_sample.xlsx (application/vnd.openxmlformats-officedocument.spreadsheetml.sheet)

Tax

Tax Category Tax Rate (%) Taxable Amount Tax Amount  Tax Location Description
Sales 10 ¥500 JPY ¥50 JPY EE10%
Other Information
Req. Line No.: 1
Requester: EHEHESEE03
PR Mao.: PR3277
Classification Domain:  custom
Classification Code:  Q0010001V

©Japan Airlines, ALL rights reserved.
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2. Purchase Order e
2-3: Content of Purchase Order (6/6)

(2) The status of the purchase order is as follows.

Status of Order Definition

New Initial status. The status in which an order has been received.

Changed The status in which JAL has changed or canceled the order.

Confirmed The status in which you has confirmed the contents of the order and registered the order confirmation.
The order is being processed.

Partially Confirmed When you update a part of a purchase order, the Ariba Network reports the status of the entire purchase

Partially Shipped order as "partially ...".

Partially Invoiced For example, if you confirm a part of an order and ship the ordered items which is previously confirmed

Partially Rejected or the other ordered line item, the purchase order status is set as "Partially Shipped". Until you have
confirmed all order details, you can continue to confirm the order regardless of shipping status.

Received The status that JAL have received the products or services.

Shipped The status that you has created a ship notice to JAL.

Invoiced The status that you has issued an invoice to JAL.

Failed The status in which data transmission to JAL has failed. Please send the data again.

©Japan Airlines, ALL rights reserved. 13




2. Purchase Order e
2-4: Confirm Shipping Address (1/3)

There are two patterns in which the shipping address is described, and the locations to check them are different. Please
check the address according to each pattern.

Pattern 1 : When there is an address in the "Ship All Items To".

Ship All Iitems To Bill To Deliver To

JAPAN AIRLINES CO., LTD c/o Kokusai Soko America, Inc HAEMZE(#) MikkoTaro_000000_14F Procurement Dept.

1521 Francisco Street Japan JAPAM AIRLINES CO., LTD c/o Kokusai Soko America, Inc
Unit A TORRANCE , CA 90501 140-8656 ERE RIIE

United States ER2I2 -4 -1 1 FHFHEFTTEMNEIL

Ship To Code: ADR-J001-993
Email: Tomoko.Arai2@ibm.com

Pattern 2 : When there is a description asking to check the comment in the "Ship All Items To".

Ship All Items To Bill To Deliver To
JAPAN AIRLINES CO., LTD_One

Time Address BAZE () NikkoTaro_OOOOOOOOOOO_14F"Procurement Dept.
JAPAN Japan BAEn=R)_FrA-rEEXIMEIL

NNN-0000 140-8656 ERENR/IE

To the Supplier : Please check the BR/2-4-1 1 FiAFBEFTTEMHEIL

shipping address in the comments

section.

Ship To Code : ADR-J001-999

©Japan Airlines, ALL rights reserved. 14




2. Purchase Order e
2-4: Confirm Shipping Address (pattern 1)(2/3)

In the case of pattern 1, specify Deliver To from the section of "Ship All tems To" and "Deliver to".

Ship All Items To Bill To Deliver To

JAPAN AIRLINES CO., LTD c/o Kokusai Soko BHAMZE(#) MikkoTaro_000000_14F Procurement Dept.
America, Inc Japan JAPAMN AIRLINES CO., LTD c/o Kokusai Soko
1521 Francisco Street 140-8656 EFED RIIIE America, Inc

Unit A TORRANCE , CA 90501 ERl2-4-11FRFESERTHEIL

United States
Ship To Code: ADR-JO0D1-993
Email: Tomoko.Arai2{@ibm.com

Information of Deliver To Section Name Line number Example

ZIP code Ship All Items To 4 line 90501

Company Name Ship All ltems To 1 line JAPAN AIRLINES CO., LTD c/o Kokusai
Soko America, Inc

Shipping Address Ship All Items To 3-4 line 1521 Francisco Street
Unit A TORRANCE, CA

Shipping Address(Floor Number+ Department Name) | Deliver To 1 line 14F Procurement Dept.

Receiver Name Deliver To 1 line Nikko Taro

Receiver Phone Number Deliver To 1 line 0000000

©Japan Airlines, ALL rights reserved. 15




2. Purchase Order

&

JAFPAN AIRLINES

2-4: Confirm Shipping Address (pattern 2) (3/3)

In the case of pattern 2, information such as prefecture , address and building name is written in the "comment" field.
Please specify delivery address from the section "Ship All Items To", "Deliver To", and "Comments".

Ship All ltems To Deliver To
JAPAN AIRLINES CO., LTD_One Time NikkoTaro__00000000000_14F Procurement Dept.
aness AAMZE()_FRFHEXEMEIL
000-0000

To the Supplier : Please check the shipping
address in the comments section.
Ship To Code : ADR-J001-999

Email: testhoshi1l06{@gmail.com

Information of Deliver To

Section Name Line

Comments

Comment Type:

General

Comment Body:

140-8656

Momura Real Estate Bldg., 2-4-11 Higashi-Shinagawa, Shinagawa-ku, Tokyo
Comment By:

EREHESE03

Comment Date:

2021-04-22T02:11:04-07:00

Number Example

ZIP code Comment — 140-8586

Ship-to Company Name Ship All Items To 1 line JAPAN AIRLINES CO., LTD

Shipping Address(House Number) Comments — 2-4-11 Higashi-Shinagawa, Shinagawa-ku,
Tokyo

Shipping Address(Building Name) Comments — Nomura Real Estate Bldg.

Shipping Address(Floor Number+ Department Name) | Deliver To 1 line 14F Procurement Dept.

Receiver Name Deliver To 1 line Nikko Taro

Receiver phone number Deliver To 1 line 0000000000

©Japan Airlines, ALL rights reserved.




2. Purchase Order e
2-5: Other Features: Print and Save PDF (1/2)

You can print the purchase order by the following methods.

@ Click the "Printer" mark.
@ Click "All Details" or "Print Screen Contents Only". The print screen of the browser that you are using is displayed.

SAP Ariba Network Enterprise Account TEST MODE

Purchase Order: PO1359

‘ Create Order Confirmation ‘ L2

All Details
Print Screen Contents Only

Order Detail Order History

JAFPAN AIRLINES

From: To: Purchase Order
BARRZE(HK) F A bEASE 100TESTO01 (New)
Japan Japan PO1359
140-8656 BTERR) ||X 999-9999 AICHI KEN Tokyo Amount: ¥500 JPY
2Rl 2-4-1 1 BRASEXEMNEIL Address Version: 1

Phone: +1 12345

Fax:

Cirmail: anhuifMen ibhon coem

©Japan Airlines, ALL rights reserved.




2. Purchase Order e
2-5: Other Features: Print and Save PDF (2/2)

The contents of the purchase order can be downloaded as a PDF.
@ Click the "{," mark
@ Click "Download PDF" to download the PDF version of the purchase order page.

SAP Ariba Network Enterprise Account TEST MODE @
Purchase Order: PO1359 L @Click }
‘ Create Order Confirmation ‘ 1 [
Download PDF % @ Cl |Ck }
Order Detail Order History Download CSV
Export cXML

JAPAN AIRLINES

From: To: Purchase Order
BA#ZE (1K) F2Z hMEASS 100TESTO01 (New)
Japan Japan PO1359
140-8656 S5 ||X 999-9999 AICHI KEN Tokyo Amount: ¥500 JPY
BRIN2-4-1 1 BNRBELEMEIL Address Version: 1

Phone: +1 12345

Fax:

Cimail: anhnifMen ibhm camn

©Japan Airlines, ALL rights reserved. 18
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JAFPAN AIRLINES

3. Order Confirmation

* |If there is no problem with the order contents, you will carry out order confirmation.

*JAL and JAL group requires order confirmation.
If you don’t do the order confirmation, you will not be able to perform subsequent tasks such as creating ship notice

or invoices.

* Confirm Entire Order: It is an act equivalent to "order confirmation".
*If you cannot create the order confirmation due to lack of stock etc. , please contact our requests department.

* Inthe case of providing services, please create an invoice immediately right after the service is provided.

©Japan Airlines, ALL rights reserved. 20




3. Order Confirmation e
3-1: Confirm the Entire Order (1/5)

(1) Open the purchase order screen to confirm the order. (Open the purchase order screen while referring to 1-2.)
(2) Implement the Order Confirmation.

@ Click "Create Order Confirmation".

@ Click "Confirm Entire Order". After clicking it, the screen will change to the order confirmation screen.

SAP Ariba Network - Enterprise Account TEST MODE

Purchase Order: POl@CIick }

Create Order Confirmation v l\ - 4 =

Confirm Entire Order

Update Line Items ﬁ[ @ Click }

Reject Entire Order

JAFPAN AIRLINES

©Japan Airlines, ALL rights reserved. 2 1




3. Order Confirmation e
3-1: Confirm the Entire Order (2/5)

(3) Enter the required information for confirming entire order.
@Enter the information from A to D.

SAP Ariba Network Enterprise Account TEST MODE @

(A) Enter the order confirmation
number(any number chose by Confirming PO

your company)

| @ g?géirrm Fnire v Order Confirmation Header * Indicates required field
(B) Enter the estimated shipping Review order - \ A
d ate a n d d el ive ry d ate Associated Purchase Order # pP0Q1359

A\ BAf 22tk 44t/ Japan Airlines Co., Ltd. requires that you fully confirm line
Customer: BZA#ZZHRT &=11/Japan Airlines Co., Ltd. items before you can add them to ship notices, service sheets, or invoices. If you
change or reject a line item, it cannot be added to another document.

(C) Fill in comments as needed

Supplier Reference:

Shipping and Tax Information

Est. Shipping Date: Est. Shipping Cost:
Est. Delivery Date:* Est. Tax Cost:
Comments:

©Japan Airlines, ALL rights reserved. 2 2




3. Order Confirmation e
3-1: Confirm the Entire Order (3/5)

(3) Enter the required information for confirming entire order.
@Enter the information from A to D.
@Click "Next" at the bottom right or top right of the screen to transit to the confirmation screen of the input contents.

Attachments
Name Size (bytes) Content Type
(D) Add attachments as needed .
o0 items
Browse... No file selected. Add Attachment D

The total size of all attachments cannot exceed 100MB

Line Items
Line # Part # / Description Qty (Unit) Need By Unit Price Subtotal Tax
1 UTO0000001_105 5 (EA) 3 May 2021 ¥100 JPY ¥500 JPY ¥50 JPY

(AIFAMEZR) M+

Current Order Status:

5 Confirmed As Is @CIICk }

Ew

©Japan Airlines, ALL rights reserved. 23




3. Order Confirmation e
3-1: Confirm the Entire Order (4/5)

(4) Confirm the entered contents. After the confirmation is completed, submit the order confirmation.
@ Check the displayed information.
@ Click "Submit". After clicking it, the screen will change to the purchase order screen.

GAP Ariba Network Enterprise Account  TEST MODE @

CDI"IﬁI'ITIiI'Ig PO Previous ‘ m Exit ‘

Confirm Entire . )
Order Confirmation Update

. Confirmation #  Untitled 04/22/2021
Review Order
Confirmation Supplier Reference:

Attachments:

Line ltems

Line # Part # / Description Qty (Unit) MNeed By Unit Price Subtotal Tax

1 UTO0000001_105 5 (EA) 3 May 2021 ¥100 JPY ¥500 JPY ¥50 JPY

(AU SR+

Current Order Status:

5 Confirmed With New Date (Estimated Delivery Date: 26 Apr 2021) é @
Click }

=
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3. Order Confirmation e
3-1: Confirm the Entire Order (5/5)

(4) Confirm that the status of the purchase order screen is "confirmed".

GAP Asiba Network Enterprise Account TEST MODE

Purchase Order: PO1359

‘ Create Order Confirmation ] Create Ship Notice

Create Invoice

Order Detail Order History

Confirm

[(Confirmed)

JAPAN AIRLINES

FI"D‘I'I'I: Tn: F'I.In:hEIEE
B ZE (H) 7 A HMEASE 100TESTO01 (Confirmed)
Japan Japan POI350
140-8656 EREL R/ E 999-9999 AICHI KEN Tokyo Amount: ¥500 JPY
=Rl 2-4-1 1 BHRABERTHEIL Address Version: 1

Phone: +1 12345

Fax:

Email: anhuif@cn.ibm.com

©Japan Airlines, ALL rights reserved. 25
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4, Shlp Notice "‘“‘9"‘“

Once the shipping date of the item has been decided, please contact us about the shipping information such as the
estimated arrival date and tracking number by sending the ship notice.

It is also possible to create multiple ship notices for one purchase order.
Creating a ship notice is optional, but please be sure to create a ship notice if the item you are handling is a material.
Please make the delivery note as a PDF file and attach it to the ship notice.

Please create an invoice immediately after creating the ship notice. We kindly ask for your cooperation.
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4. Ship Notice e
4-1: Create Ship Notice (1/6)

(1) Open the purchase order screen to create a Ship Notice. (Open the purchase order screen while referring to 1-2.)
(2) Create a Ship Notice.
@ Click "Create Ship Notice". After clicking it, the screen will change to Create Ship Notice screen.

SAP Ariba Network Enterprise Account TEST MODE

Purchase Order: PO1359 L (cClick }

[ Create Ship Notice /ﬂ Create Invoice

[ Create Order Confirmation w

Order Detail Order History

JAPAN AIRLINES

©Japan Airlines, ALL rights reserved. 28




4. Ship Notice e
4-1: Create Ship Notice (2/6)

(2) Create a Ship Notice.
@Enter the required information A to E to create the ship notice.

Header Information

¥ Indicates required field

(A)Packing Ship ID

SHIP FROM DELIVER TO
(Any number used by your company)
F A MMEASE 100TESTO01 Update Address BAFMZE() BRASEXEMEI Update Address
Japan Japan
(B) Sh|pp|ng Date AICHI KEN Tokyo SEpml X

¥ Ship Notice Header

(C) Delivery Date
SHIPPING TRACKING
*Other items are optional. Fcking Slip 10: A Carrier Name: v
ol - . T —— Service Level:
Please fill in them if necessary. invoice No.

Requested Delivery Date: --

Ship Notice Type | Select

Shipping Date: * B
Delivery Date: * C
Gross Volume: Unit:
Gross Weight: Unit:

©Japan Airlines, ALL rights reserved. 29




4. Ship Notice e
4-1: Create Ship Notice (3/6)

(2) Create a Ship Notice.
@Enter the required information A to E to create the ship notice.

D ATTACHMENTS
H ed d er I nformation Name Size (bytes) Content Type

No items

(D)Attachments (D Click }

If you have a delivery note, please attach
the PDF file of the delivery note.

Browse... | No file selected. Add Attachment

The total size of all attachments cannot exceed 100MB

The procedure for adding attachments is @ i Uplosd x
ATTACHMENTS
aS fO”OWS. <« v 1T « Desktop » Dummy v | O £ Search Dummy
. 1" n Organise ~ New folder - M @ Name SHE {bytES}
@ Click "Browse... ° )
. I Desktop ~ ] Name Date modified @C”Ck
@ Select the relevant file from your PC. 4 Documents I8 Dy e e
o . & Pictures
@ Make sure that the file is selected Cormmunicat
and click "Add Attachment". a0 v ‘L @SeleCt & > Browse... |test_sample..pdf Add Attachment 1
@ COnﬁrm that the attaChed f|le haS e name: ey ypes - The total size of all attachments cannot exceed 100MB
Cancel
been added.
ATTACHMENTS
Name Size (bytes) Content Type
test_sample.jpg 2739 image/jpeg

C [ osee | @Confirm}

©Japan Airlines, ALL rights reserved. 30




4. Ship Notice e
4-1: Create Ship Notice (4/6)

(2) Create a Ship Notice.
@Enter the required information A to E to create the ship notice.
@ After completing the input, click "Next" at the bottom right or top right of the screen. The screen will transition to

the confirmation screen.

» Additional Fields

Line items Information(Order Items) Order Items

(E) S h I p Qu a nt Ity Order # Item Part # / Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax

C h a n ge th e S h I p p I n g q u a nt Ity a S PO1359 1 UTO0000001_105 S EA 3 May 2021 ¥100 JPY ¥500 JPY ¥50 JPY Remove
needed. EHIRMT

Shipment Status

Total ltem Due Quantity: 5 EA

* Other items are optional.

Please fill in them if necessary. Confimation Status
Total Confirmed Quantity: 5 EA Total Backordered Quantity: 0 EA
. Line Ship Qty Supplier Batch ID Production Date Expiry Date
* The "Add Order Line Item" button E |
1 s Add Details
cannot be used.

[ Add Ship Notice Line

L Add Order Line ltem ‘ [ @C“Ck
ENEN| -
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4. Ship Notice e
4-1: Create Ship Notice (5/6)

(2) Create a Ship Notice.
@ Confirm the input contents on the confirmation screen of the ship notice.
@ If there is no problem, click the "Submit" button at the top right or bottom right of the screen.

GAP Ariba Network Enterprise Account  TEST MODE @

Create Ship Notice Previous ‘ Save Exit ‘

Confirm and submit this document. [ @C“Ck

SHIP FROM DELIVER TO
F A Mt A% 100TESTOOL BAMZE(#) BAFEEXTENEIL
Japan

999-9999 AICHI KEN Tokyo Japan

140-8656 BHRENS) I E

Add .
ress ER)I2-4-1 1 BHAHEETHEIL

Ship Notice Header

SHIFPING TRACKING
Packing Slip ID: N-PO1359 Tracking information not provided.

Invoice No.: -
Requested Delivery Date: -
Ship Motice Type: --
Actual Shipping Date: 22 Apr 2021
Actual Delivery Date: 27 Apr 2021 12:00:00 PM
Gross Volume: --

Gross Weight:  --

ATTACHMENTS

Attachments: test_sample.jpg
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4. Ship Notice e
4-1: Create Ship Notice (6/6)

(3) Confirm that the status of the purchase order screen is "Shipped".

GAP Ariba Neiwork Enterprise Account TEST MODE

Purchase Order: PO1359

Create Invoice

‘ Create Order Confirmation

Order Detail Order History

LConfirm

(Shipped)

JAPAN AIRLINES

From: To: Purchas&&()mler
HAERRZE () 7 A MMEASE 100TESTDO1 (Shipped)
Japan Japan 5 »
140-8656 ERAT R/ E 995-9999 AICHI KEN Tokyo Amount: ¥500 JPY
HR2-4-1 1 BHASERTHEIL Address Version: 1

Phone: +1 12345

Fax:

Email: anhui@cn.ibm.com
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4. Ship Notice e
Appendix: Creating a Ship Notice: When Sending a Ship Notice Partially

If you have multiple line items and you want to send a ship notice for a part of items, click "Remove" at the right end
of the line items that are not eligible for shipping to delete the item information.

» Additional Fields

Order Items
Order # Item Part # / Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal Tax
PO1359 1 UTO0000001 105 5 EA 3 May 2021 ¥100 JPY ¥500 JPY ¥50 JPY Remove

CIE/NSEN iz ﬁ\_
Shipment Status Cl iC k

Total Item Due Quantity: 5 EA

Confirmation Status

Total Confirmed Quantity: 5 EA Total Backordered Quantity: 0 EA
Line Ship Qty Supplier Batch ID Production Date Expiry Date

5 Add Details

1

[ Add Ship Notice Line

L [ Add Order Line ltem ]
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5. Other Features @
5-1: Resend Purchase Order Mail (1/4)

If you accidentally delete or lose your "Purchase Order Email", or if you want to do the "Order Confirmation" and "Ship
Notice" that you have already done once again, Ariba Network can resend you a "Purchase Order Email"

(1) Log in to Ariba Network. (https://supplier.ariba.com)

@ Enter your login information.
@ Click "Login". After clicking it,
the screen will change to the home screen.

SAP Ariba

Supplier Login

User Name

Password

[ @)Click k

Forgot Username or Password

New to Ariba?
Register Now or Learn More
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https://supplier.ariba.com/

5. Other Features @
5-1: Resend Purchase Order Mail (2/4)

(2) Resend the purchase order on the home screen.
@ Click the "Orders" tab.

SAP Business Network ~ Standard Account

Upgrade TEST MODE < Back to classic view

Home Opportunities Workbench

T NEY 8 T I i . ‘

T
/
V

‘ /\ You may experience problems with site performance Learn More

”h L

Overview  Getting started

“ New orders Changed orders Orders to invoice

c o o 0o ¢ 0 | .e

Rejected invoices Orders | More a
Last 31 days Last 31 days Last 31 days Last 31 days

Last 31 days

My W]dge’[s BHAMZEH =t/ Japan... v $76 Customize

Purchase orders Last 3 months v Invoice aging Company profile My leads
¥12.4% ¥-447 % Z
ST Py JPY ~
¥10K e ¥100K
15%
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5. Other Features &

5-1: Resend Purchase Order Mail (3/4)
(2) Resend the purchase order on the home screen.
@ Click "Actions" to the right of the order number for which you want to resend the purchase order email.
@ Click "Send me a copy to take...".
* You can change the email address from "My Account" at the top right of the home screen.
SAP  Ariba Network ~ Standard Account | Upgrade TEST MODE € Back to classic view
Home Opportunities v Workbench Catalogs
Workbench 494 Customize
New orders Changed orders Orders to invoice Rejected invoices Orders Invoices
Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days
Orders (3)
> Editfilter | Save filter | [Last 31 days
(B2 4%
Order Number Customer Amount Date ., Order Status Amount Invoiced Actions
PO1342 HAfNZ2#k =11 /Japan Airlines Co., Ltd. ¥2,500.00 JPY Apr 20, 2021 Invoiced [ @CIICk’_J ¥2,500.00 JPY @CIICk }
P0O1036 HA#ZE#k i 2xt1/Japan Airlines Co., Lid. ¥10,000.00 JPY Mar 29, 2021 Confirmed l

Send me a copy to take...
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5. Other Features @
5-1: Resend Purchase Order Mail (4/4)

You can check the sending and receiving history of the documents such as Purchase Orders, Order Confirmation, Ship
Notice, and Invoices.

Example) Purchase order history

@ Click "Order History" with the purchase order screen opened.

SAP Ariba Network Enterprise Account TEST MODE ®

Purchase Order: PO1359 m

[ Create Order Confirmation v

Order Detail Order History % @C“Ck }

[ Create Invoice

JAPAN AIRLINES
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5. Other Features s
5-2: Confirm Order History

You can check the sending and receiving history of the documents such as Purchase Orders, Order Confirmation, Ship
Notice, and Invoices.

Example) Purchase order history

@ Check the contents of the history of sending and receiving orders.

GAP Ariba Network Enterprise Account TESTMODE

Purchase Order: PO1359

Order Detail Order History
Purchase Order: PO1359 From Customer: Baf=H1.<t/Japan Airlines Co., Ltd.
Order Status: Shipped Routing Status: Acknowledged

Submitted On: 22 Apr 2021 5:27:01 PM GMT+09:00

@Confirm }

History
v
Status Comments Changed By Date and Time
The order was queued. PropogationProcessor-124999049 22 Apr 2021 5:27:03 PM
Sent The HTML order was sent to the supplier's Inbox. ANPODispatcher-125039012 22 Apr 2021 5:27.06 PM
Confirmed Untitled 04/22/2021 100TESTOO1 100TESTOO1 22 Apr 2021 5:49:35 PM
Shipped N-PO1359 100TESTOO1 100TESTOO1 22 Apr 2021 5:59:37 PM
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