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Positioning of This Document

This document shows operation of invoice creation in the procurement process with using Ariba.

Image Diagram Operation in the Supplier Side
Dg g_ m %qﬁ = _ | Delivery of the quote’s request/response is
I F il 8 ¢ | digitized. Enter the information for the
Z o
= o guote on the system.
E Request for R Quote %% =
= Quote | Response S After you review the purchase order, click
= I Quote = % || "Create Order Confirm" on SAP Ariba to
Information 5 0
---------- y § contact that you received the order.
-D Order > Ll - - ; -
Confirmation » || On SAP Ariba, click "Create Ship Notice" to
PurcheseOreey S || communicate the shipping date and
f— g_ . . . .
= Receive e Shipment | z dell\{ery date. It is not ellglbl.e for any
. services that do not have shipments.
eceipt —
3 > » || You can click the receipts tab to view the
= 0
Ship Notice 38 orders which already have been done till
S ™ || receiving process on the JAL side.
o N N
Invoice _ Register a _ ) ] )
Confirmation | L Invoice ﬁ § 2 Refer to the order information and register
Invoice 5 g || the "Invoice" on SAP Ariba.
—J

©Japan Airlines, ALL rights reserved. 1
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1. Notes

* Be aware of the following when entering values in Ariba: example) | Invoice # ‘
. . nkn . .
* Fields WIt!’] next fco thg input item Invoice #* ‘
name are input-required items.
exam ple) I Required field
* If you press "Next" without entering a
required item, the screen will not change ADon’t use _
to the next screen but the error items are =" e ————
displayed in the red. 4~~~ S ———) (
| ™ A Network Supplier x |+ _
° Donlt use the browserls llBack"and"NeXt" C @ https://service.ariba.com/Supplier.aw/124768063/aw?awh=r&awssk=0b6SUUZ5&awrdt=1 s O = a7 -
. . e Enterprise Account TEST MODE & Back to classic view
Use "Exit" or "Next" button which are top i N
-right or bottom-left of the screen. Confirming PO

Confirm Entire ) .
Order ¥ Order Confirmation Header

d
Use either one.

Review O':der Confirmation #: ‘
Confirmation
Associated Purchase  p01276
Order #:

/\ BA#iZEtkTat/Japan Airlines Co., Ltd. requires that you fully

confirm line 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.

Customer: HAMZH =%/ Japan Airlines Co., Ltd.

Supplier Reference: ‘

Shipping and Tax Information

Est. Shipping Date: ‘ ‘ Est. Shipping Cost: ‘ ‘

Est. Delivery Date:* ‘ ‘ Est. Tax Cost: ‘ ‘ -

©Japan Airlines, ALL rights reserved. 3
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- @
2. Create Invoice m

» Describes the procedure for creating invoices for a received purchase order. The information of the purchase order
(order content, billing information, etc.) is automatically copied to the invoice , so you can easily submit the invoice.

* The invoice has a header part and a line items part for each product. When the invoice is issued, you will need to fill
in the header and the lines parts.

* You can also split the contents of one purchase order into multiple invoices.

* Please create an invoice immediately. In the case of the delivery of goods, create invoice after the shipment is
notified. In the case of the service, do it after the service is provided.

* Please issue the invoice before the deadline (the second business day of the month
following the month of delivery).

©Japan Airlines, ALL rights reserved. 5
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JAPAN AIRLINES

2. Create Invoice

» Describes the invoice registration for the following purchasing patterns marked with red border :
’k 1. The Flow of Transactions Using Ariba (contract reference revenue) ==

k 1. The Flow of Transactions Using Ariba (Quote Purchase)
® The basic flow diagram for doing business with us is as follows: ® The basic flow diagram for doing business with us is as follows:
B - af}
vencor [ 11 e I ——— ol
= Request for I N Quote %
Specification gtcte Response Quote

| JAL
el
IR RFQ Mail
Specification . for Quote &
Dﬂ Quote R Quote
Information
Contract Notification Mail
|

Information
Order Notification Mail
&ﬂﬁ Order
Confirmatin Contract
Purck Drdher
= | Shipment
(Goods only)

Tnvoice E
Registration A
Invoice

=l

Invoice
Confirmation

Order

Purchase Order

—
LE Receive

Receipt

Shipment
Receipt’

Invoice
Registration

Billing
Confirmation
k 1. The Flow of Transactions Using Ariba (Catalog Purchase) e k 1. On the flow of transactions using Ariba (contract reference request) ~--~
® The basic flow diagram for doing business with us is as follows: ® The basic flow diagram for doing business with us is as follows:
N g = Ak
nl JAL : e i JAL :
IEE"—'L—“E Order Notification Mail m hadl mﬂm RFQ Mail m %;
A Order [EI ] for Quote =3
Order Confirmation = Quote Response ate
purchase order :‘:::::::::‘"
—
l; Receive Shipment Contract Ncation Mail
Receipt Contract
Purchase Order

Invoice Invoice o
Confirmation Registration |_/
Invoice Invoice [ Invoice @

Confirmation Registration | =/

Invoice

©Japan Airlines, ALL rights reserved. 6




2. Create Invoice @
2-1: Access Invoice Creation Screen From PO Mail (1/3)

(1) Click the "Process Order" in the order email when you receive it. The Ariba login screen is displayed.

*Please keep purchase order mails sent from the Ariba Network. You can do order confirmation, create shipment
notice and create invoice from the PO mail. If you lost the purchase order mail, see P43 to P45.

HAMZEk =1t /Japan Airlines Co., Ltd. sent a new Purchase Order PO1342 kL1 x s
"HEMEE &1t/ Japan Airlines Co., Ltd." <ordersender-prod@ansmtp.ariba.com> S 11260198 17 &
To Ba ~

HAfZE k=4t /Japan Airlines Co., Ltd. sent a new order

Your customer sent you this order through Ariba Network.

;@Click ] g

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-1: Access Invoice Creation Screen From PO Mail (2/3)

(2) Log in to the Ariba Network and open the PO screen.
@Enter the username and password that you registered in advance.
@After entering your login information, click "Login". After clicking it, you will transition to the PO screen.

SAP Ariba

Supplier Login

Your company JAL Test Supplier 001 - TEST is already registered.

If you don't have a user account, request one now.

User Name L®|npUt }

Password

B oo

J
Forgot Username or Password

©Japan Airlines, ALL rights reserved. 8




2. Create Invoice @
2-1: Access Invoice Creation Screen From PO Mail (3/3)

(1) Open the invoice screen from the PO screen.
@Click "Create Invoice" to transition to the invoice creation screen.

SAP Ariba Network Standard Account | Upgrade | TEST MoDE € Back to classic view

Purchase Order: P0O1342 m
. '] 1 ./J
Create Order Confirmation Create Invoice +§L @C“Ck } = @

Order Detail Order History

JAPAN AIRLINES
From: To: Purchase Order
BARZ(#) JAL Test Supplier 001 - TEST (Shipped)
Japan Japan P0O1342
140-8656 AN E 103-8510 TOKYO TO shil[X Amount; ¥2,500 JPY
BR/2-4-11 BRHABHEXTMHEIL Ehfrﬁﬁﬂ%mﬁﬁﬂ% Version: 1
Fax:

Email: test.takeuchi.yutaro.1@gmail.com

©Japan Airlines, ALL rights reserved.



2. Create Invoice @

2-2: Invoice Header and Line ltems
The invoice is divided into a header part and line items’ part. Please enter each required item.
L L LI L Ll L LT L e PP PP PP PP PP PP PPP PR PPIT PP TIPS I — <|nvoice Creation Screen> ...................... -
: Header 3 :
: Information on the entire Y :
invoice E!ECreate Invoice [ Update l [ Save l [ Exit l m I
E Invoice #: E!E v Invoice Header * Indicates required field
E Attachments: Please attach E!:................................................................................................................................................................:!
i the invoice in PDF as needed. i !
I (Omitted) I
e e e e eeares e rmssresseasnssrasseasinniin .| I
Line Items I ............................................................................................................................................................... I
: Informatlon on eaCh prOdUCt ;i; Line Items 2 Line Items, 2 Included, O Previously Fully Invoiced E i
i ex) \\j.i Insert Line Item Options EI
] The Subtotal of the product E. ?\. I:‘TaxCategor}r: v‘ I:‘Shipping Documents I:l Special Handling I:'Discounl Add to Included Lines
. . . il |
* 2l
(unlt prlce quantlty) :'E I:‘ No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal I
|

- Tax: In the case that the tax :i.: .
: is calculated for each product :! !
: and summed up. :

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-3: Enter Header Information (1/3)

(1)Enter the invoice header information.

. SAP Ariba Network Standard Account | Upgrade ~ TEST MoDE € Back to classic view
(A) Invoice #

Please enter an Invoice Number.
*Invoice numbers that you

have entered in the past

cannot be used.

Create Invoice

(B) Invoice Date v Invoice Header

The date on which you creat the

invoice is entered as a default date. Summary

Re-enter the billing date if required. Purchase Order: PO1342 Subtotal: ¥2,500 JPY
*The future date cannot be entered, invoice #:* A ool Groae
and the date until 28 days ago can be —— Total Net Amount: ~ ¥2,750 JPY
entered Invoice Date:*| 21 Apr 2021 B Amount Due: ¥2,750 JPY

Service Description:

Supplier Tax |D:

Remit To:  JAL Test Supplier 001 - TEST

Japan
TOKYO TO shR[E
Bill To: E]q;jﬁggtggj

Japan
Hm#mlIE

©Japan Airlines, ALL rights reserved.



2. Create Invoice @

JAPAN AIRLINES

2-3: Enter Header Information (2/3)

(1)Enter the invoice header information.

(C) AttaChment « Back to classic view
Attach the invoices that have

been PDF Update ‘ | Save ‘ | Exit ‘ m

[ ®Click

* Indicates required field + Add to Header

The attachment procedure is

as follows. —

. " " Shipping Cost
(DClick "Add to Header". Shipping Documents
@CI'Ck "AttaChment". Subtotal: ¥2,500 JPY Special Handling

. . . . Total Tax: ¥250 JPY
After clicking it, a section for Total Gross Amount:  ¥2,750 JPY Payment Term

Total Net Amount:  ¥2,750 JPY

add|ng attachments is added Amount Due: ¥2,750 JPY [ @CI < Additional Reference Documents and Dates
. . . IC
in the bottom of the invoice comment
header Attachment
Scroll down the screen to
confirm.

Go to the next page

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-3: Enter Header Information (3/3)

(1)Enter the invoice header information.

Attachments| C

(C) Attachment - _
Attach the invoices that have been PDF. | Thetotalsize 0} ®Click } exceed 100MB —
The attachment procedure is as follows. Browse...” | No file selected. ‘ Add Attachment
Click "Browse..." in the attachmets’ |
section.

<

(4)Select the appropriate file from your -
PC. P

Il
+ Q@

Aitachments ]
®Click
The total size of all attach d 100MB

@Make sure that the file is selected

and click ' Add Attachment '
Browse...  dummy.xlsx ‘ Add Attachment

(6)Confirm that the attached file has

been added.

The tota ‘ attachments cannot exceed 100MB Remove
Browse No file setected Add Attachment » .
®Confirm
V
dummy. xisx 8819 application/vnd. openxmiformats-officedocument.spreadsheetml.sheet

L Delete ‘

©Japan Airlines, ALL rights reserved.



2. Create Invoice m W

2-4: Enter Line Items Information (1/4)

Please edit the following information mainly in line item.

(1) Select the products to be included in the invoice.

(2) Select the quantity of the goods to be billed.

(3) Confirm and correct the tax amount of line UOM. (Please do not forget to do so.)

Do not edit any other part.

X 2 Line Items, 2 Included, O Previously Fully Invoiced
Line Items

Insert Line Item Options

|:| Tax Category: vy |:| Shipping Documents |:| Special Handling D Discount Add to Included Lines
D No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
D 1 @ MATERIAL Not Available test_01 5 EA ¥1,000 JPY ¥1,000 JPY
Inspection Date:
e Cate ¥ N Remove
gory:* | Sales Tax Taxable Amount: | ¥1,000 JPY
Location: Tax Rate Type:
Description: | 34EHi10% Rate(%): | 10
Regime: v Tax Amount: | ¥100 JPY

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-4: Enter Line Items Information (2/4)

(1) Select the products to be included in the invoice.

The initial values of the products in the invoice line are the same products as the products that are included in the
purchase order.

If you have any products that you do not want to bill in the purchase order, do the following actions.

(A) Include

2 Line Items, 2 Included, O Previously Fully Invoiced

Click with the mouse Line ltems
@ Insert Line Item Options
|:| Tax Category: ‘ v| D Shipping Documents D Special Handling |:| Discount Add to Included Lines
which is next to the product
n u m be r I:‘ No. Include I Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
I:‘ 1 @ A MATERIAL Not Available test_01 El EA ¥1,000 JPY ¥1,000 JPY

— It is replaced by the
following marks:

@
*If you click it again, it will
retullzn to "include" (green) Include Include
mark.

| oclick [T (@ @

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-4: Enter Line Items Information (3/4)

(2) Select the quantity of the goods to be billed.
The initial value of the product quantity in an invoice line items is the same quantity as the one in the purchase order.
If you want to change it, please do the following actions.

2 Line Items, 2 Included, 0 Previously Fully Invoiced

Line Items
(B) Qu a ntlty Insert Line Item Options
Please enter the
q ua ntlty bl I Ied . D Tax Category: W, D Shipping Documents D Special Handling D Discount Add to Included Lines
I:' No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
|:| 1 &G MATERIAL Not Available test_01 1 EA ¥1,000 JPY ¥1,000 JPY

Inspection Date: /
@Enteri Quantity Quantity

©Japan Airlines, ALL rights reserved.



2. Create Invoice
2-4: Enter Line Items Information (4/4)

m r

(3) Confirm and correct the tax amount of line UOM. * See "p. 18 ~ 21",
(Please do not forget to do so.)

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-5: Modify Tax Difference (1/4) m

If there is a difference in tax amount, you must make corrections at the line level.

(1) Before submitting the invoice, check the calculated total tax amount to see that there are any differences the
amount and the tax calculated by the supplier.

@The invoice header contains a "subtotal" and "total tax". Please verify that this tax totals and the tax total
calculated by the suppler are the same. If it does not match, you will need to modify the tax amount.

GAP Ariba Network .  Enterprise Account TEST MoDE ©)

Create Invoice ‘ Update H Save H Exit ’“

v Invoice Header * Indicates required field [ Add to Header v ]
Summary
Purchase Order: P01091 Subtotal: ¥100 JPY i
_ el ] Total Tax: ¥9 JPY [ ®Conﬂ m
Invoice #: Total Gross Amount:  ¥109 JPY ;
» = = Total Net Amount: ¥109 JPY -
Invoice Date:* | 21 Apr 2021 1] Amount Due: ¥109 JPY E-l.lhtﬂtﬂl: ¥100 JPY

Total Tax: ¥9 JPY

Service Description:

e | ) Total Gross Amount:  ¥109 JPY
upplier Tax ID: | Total Net Amount: ¥109 JPY
Remit To: 52 h A% 100TESTOO01 Amount Due: ¥109 JPY

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-5: Modify Tax Difference (2/4) m

(2) If there is a tax difference, adjust the amount in each line item.
@Fix the tax amount in the line items when there are a tax differences.
@Click on "Update".

L1 | nclude Ty Fart # Descrpton Customer Part # Ciantigy LIt Lini§ Frice Subkodad
3 > MATERILAL Mot A ailatile B T =8 " EA W34 JPY ¥4 JPY
B
fax gory Sales Tax Taxable Amaount W4 JPY "

DFix

O

Wl P

Ling Ibem Actions Delate Resatl Tax rom PO

%@Click

Coe? | o ][] N

©Japan Airlines, ALL rights reserved.



2. Create Invoice
2-5: Modify Tax Difference (3/4)

(2) If there is a tax difference, adjust the amount in each line item.
@Confirm that the tax rate is updated along with the revised tax rate.

m r

Na It d st Type Pt ¥ Do Ftair Custoimer Pam » Oueantity LA Uit Price Subtanal
3 3 MUATE RILAL bt o il S E B E (Y~ 3 1 Ed w34 JPY W34 JPY
Tax Remoye
Sales Ta W34 JPY .
®Confirm
1
AR 10 -
¥ Py
P
| Lirei liem Acions » Dedere Resel Tax from PO

©Japan Airlines, ALL rights reserved.



2. Create Invoice W

2-5: Modify Tax Difference (4/4)

(2) If there is a tax difference, adjust the amount in each line item.
@ Confirm that the tax amount in the header part has been modified.

GAP Ariba Network .  Enterprise Account TEST MODE

‘ Update ’ [ Save ’ ‘ Exit ’ “

Create Invoice

v Invoice Header * Indicates required field ‘ Add to Header v ’
Summary
Purchase Order: P01091 Subtotal: ¥100 JPY H
) » [ | Total Tax: ¥10 JPY @Conﬂ rm }
Invoice #:* | tes Total Gross Amount:  ¥110 JPY
Total Net Amount:  ¥110 JPY /

i 21 Apr 2021 : Amount Due: ¥110 JPY E-I.Ihtﬂtﬂli V¥1m JF‘I’
Total Tax: ¥10 JPY

Total Gross Amount:  ¥110 JPY

Total Net Amount:  ¥110 JPY

Amount Due: ¥110 JPY

Invoice Date:*

©Japan Airlines, ALL rights reserved.




2. Create Invoice @
2-6: Publish Invoice (1/3)

(1) Review the invoice contents and issue it.

@After you have finished entering the header and line items’ information, click the "Next" button at the top right or
bottom right of the screen.

You will transition to the confirmation screen of the invoice.

* |f the screen does not change, it is possible that the required fields have not
been entered. Scroll the screen to find out the error item in red.

Tax . Remove
Category: * | Sales Tax B4 Taxable Amount: | ¥1,500 JPY

Location: Tax Rate Type:

Description: | jE#E#10% Rate(%): | 10

Tax Amount: | ¥150 JPY

Regime: W

Line Item Actions ‘ ‘ Delete ” Reset Tax from PO

@®Click

‘ Update | ‘ Save | | Exit

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-6: Publish Invoice (2/3)

(1) Review the invoice contents and issue it.

@After the content confirmation screen is displayed, confirm it while scrolling.
@Click the "Submit" button after confirming the contents. You will transition to the screen which shows that the
invoice has been submitted.

GAP  Ariba Network Standard Account | Upgrade  TEST MODE € Back to classic view
Create Invoice [ Previous l [ Save l Submit Exit
Confirm and submit this document. It will not be el[ C f to the countries of origin and destination of invoice. The document's originating country is:Japan. The document’s destination country
is:Japan.
If you want your invoices to be stored in the Ariba Il @ O nrirm you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the archiving service.
Standard Invoice \\
Invoice Number: ¥ =2 7JLF_0421 Subtotal: ¥2,500 JPY
Invoice Date: Wednesday 21 Apr 2021 4:11 PM GMT+09:00 Total Tax: ¥250 JPY
Original Purchase Order: P01342 Total Gross Amount: ¥2,750 JPY
Total Net Amount: ¥2,750 JPY
Amount Due: ¥2.750 JPY
REMIT TO: BILL TO: SUPPLIER:
JAL Test Supplier 001 - TEST B A2 (#) JAL Test Supplier 001 - TEST
Postal Address: Postal Address (B (7 7 4/l b)) Postal Address:
Japan Japan Japan
103-8510 TOKYQ TO HsRE 140-8656 HRE R IIE 103-8510 TOKYO TO K
BFIEHEEET 19215 ERN2-4-11 FHRTEHEREHEIL BAEIERE 195215
Address ID: J00O1

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-6: Publish Invoice (3/3)

(1) Review the invoice contents and issue it.
(4)Click "Exit" to transition to the purchase order screen.

GAP Ariba Network Standard Account = i e e

Invoice ¥ = a1 7JL.A_0421 has been submitted.

int a copy of the invoice.
Exit ifwoice creation.

@Click

©Japan Airlines, ALL rights reserved.



2. Create Invoice @
2-7: Checking the status of the invoices

Confirm that the status of the purchase orders screen is "Invoiced".

SAP Ariba Network Standard Account | Upgrade  TEST MoDE e
Purchase Order: PO1342 m
Create Order Confirmation Create Invoice L =
Order Detail Order History

Confirm

(Invoiced)

JAPAN AIRLINES
From: To: T
BAfRZE(E) JAL Test Supplier 001 - TEST (Invaiced)
Japan Japan
140-8656 BERAE R E 103-8510 TOKYO TO R Amount: ¥2,500 JPY
BHRIZ2-4-11 BRFBEEZEMEIL Elh?ﬂﬁﬁﬂﬁmlgﬁﬂ% Version: 1
jone:
Fax:

Email: test.takeuchi.yutaro.1@gmail.com

©Japan Airlines, ALL rights reserved.
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3. Create Contract Invoices (Payment of Actual Cost, Deferred Payment) 9.

» Describes the invoice registration for the following purchasing patterns marked with red border :

€

k 1. The Flow of Transactions Using Ariba (Quote Purchase) . k 1. The Flow of Transactions Using Ariba (contract reference revenue)

® The basic flow diagram for doing business with us is as follows: ® The basic flow diagram for doing business with us is as follows:

i D ! % o )

B RFQ Mail 1 il

ificati =3 I AV =3

Specification Request for %Z Quote = Regl.:]eostte for Rer:?:t:se E%
Specification

il
=

H@l

Information

Quote Response | quote Quote
Information
Order &%ﬁcatlon Mail Contract Notification Mail
Order Order [
Confirmatin Contract
Purchase Order N
=Y P Drdher
LE Recelve Shipment E | (GSH;gI'“E“It )
— 00ds on
Receipt Receipt z
Billing Invoice lnvoice_ Ir:lvnioe_ @
Confirmation Registration Confirmation Registration

Invoice

k 1. The Flow of Transactions Using Ariba (Catalog Purchase) e k 1. On the flow of transactions using Ariba (contract reference request) .

® The basic flow diagram for doing business with us is as follows: ® The basic flow diagram for doing business with us is as follows:

P g = A}
a [ vercor [ ik v [T

IEE 1’1 Order Notification Mail ﬁ i gt RFQ Mail %

V4] Order = quest for Quote E’;ﬁ:

Order Confirmation _— Quote Response Quote

Specification
hi rder
purcase or Information

1111°3]

—
|§ Receive Shipment Contract Nuﬁcation Mail

Receipt Contract

Purchase Order
Invoice Invoice [
Confirmation Registration ||_/
Invoice Invoice Invoice B
Confirmation Registration | =/

Invoice

©Japan Airlines, ALL rights reserved.



3. Create Contract Invoices (Payment of Actual Cost, Deferred Payment) @

» Describes the procedure to create an invoice in the case that the payment is done based on the actual cost in
accordance with the price and conditions that are agreed in advance by contracts etc.

* When the contract terms are published, you will receive an email notification which is similar with the following.
Please create a contract reference invoice after confirming the contract number.

e Please print the contract number to the delivery label or the product label at the time of delivery.

Notification: Contract has been opened - C1293 - (CWé6681) ¥ =1 77JLA 0428 =ERLA % 5 2
Ariba Administrator JAL Group Test child1 <ne-reply@ansmip.ariba.com> 1928 (998 15
To Ba ~

SAP Ariba Contract

For your information O\ behalf of / Preparer

EREEYE / WEPBLH(S LV RB )07 (B -

This confract has been opened. BTN E S IL— 7 (TYOVAZ/L))

C1293 -[CW6681) ¥ =2 FJL.FH_0428

Click "View" to go to Contract in the SAP Arba solution.

Created
Wednesday, April 28, 2021 at 7:26 PM, JST

©Japan Airlines, ALL rights reserved.



3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)m%m
3-1: Access the Screen to Create Contract Invoice

Transition to the screen of create contract invoices .

@Click "Create" at the top right of the home screen.
@Click on the "Contract Invoice" from the list.

SAP  Ariba Network ~ Standard Account | Upgrade = TEST MODE € Back to classic view

Home Opportunities ~ Workbench

Catalogs
' | | | '}m - S
: - i : Contract Invoice !
Overview Getting e;tan‘ten‘i9
@Click
0 | 1 | 1 | 0 5 3 z . 2
New orders Changed orders Orders to invoice ’ Rejected invoices Orders More
& A% AR ' A% AR ' A% AR ' A% AR A% AR ' —
My widgets  B#miZ#t&itiapan.. v 4t4 customize
Purchase orders Last 3 months Invoice aging Company profile My leads
g
¥12.35% ¥98.25% :
e sJ JPY o & JPY ~ 2
E E
¥10K . ¥250K
AN . [ Ar-ns

©Japan Airlines, ALL rights reserved.



3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)m%m
3-2: Input Prerequisite (1/5)

(1) Select the company for which the invoice is created.

(Dselect "B AfiZE#k X &4t /lapan AirlinesCo.Ltd."
*Please select above name in order to charge to an JAL Group company also.

@Click "Next".

SAP Ariba Network Standard Account | Upgrade ~ TEST MODE € Back to classic view

@Click .

S |

Create Contract Invoice: Select Customer

Select a customer from the list below and click Next to continue the process. If the customer is not in the list displayed, you can search for them by entering the name in the Customer Name entry field.

Customer Name: Search
;CDSeIect ]

/
H#fnze#F 44 Japan Airlines Co., Ltd.

— o =
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3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)m%m
3-2: Input Prerequisite (2/5)

(2) Select the contract site.
(D) Select "CHILD1" for the business unit address.
@ Click "Next".

@cClick

SAP Ariba Network Standard Account = Upgrade @ TEST MODE € Back to classic view

Contract Invoice: Select Customer Contract Site Next ‘ Cancel H Previous

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

Business Unit Address 1 Contact
O \_CHILDL EAMEHARE BABEN
ﬁ@Select ] Mext ‘ Cancel ‘ ‘ Previous

©Japan Airlines, ALL rights reserved.



3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)m%m
3-2: Input Prerequisite (3/5)

(3) Select the contract to be billed.
@Click "Select" to the right of the contract. And you will transition to the screen where the list of contracts is
displayed.

Yamada Taro Test Site
Company Settings W

(1]
Go To Ariba Apps

Upgrade from standard account

Create Contract Invoice: Select Contract m

Enter the information requested in the fields below. Reguire ®C| ICk an asterisk (*). Click Next to continue creating the invoice.

Contract: * {no value) [ select ] ’

Invoice #:

* ‘
Invoice Date: * ‘ E ‘
Sold To Email: ‘

Payment Terms: (no value) [ select ]

Ship From: Tokyo Ship To: | (no value) A |

el - [Eew

©Japan Airlines, ALL rights reserved.



3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)m%m
3-2: Input Prerequisite (4/5)

(3) Select the contract to be billed.

@Find the contract which is to be billed by the contract number, and click "Select" on the right of the target contract.
* The project title is displayed in the contract title.

Choose Value for Contract

| D h | | | | Search
ID Title Effective Date Expiration Date Status 1 @k S~
C252 (CW3739) BRI L (#E) & O ¥ —22§)_testD2 Thu, 28 Jan, 2021 Wed, 31 Mar, 2021 Inactive | Select I |
C56 (CwW2589) YT20201204 MR NoMINEHEERER Fri, 4 Dec, 2020 Fri, 3 Dec, 2021 Open | Select |
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3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)mgm
3-2: Input Prerequisite (5/5)

(4) Enter billing information for the contract.
@Enter the information about the contract which is to be billed.
@After entering the information, click "Next". And you will transition to the screen of creating an invoice.

(A) |I1VOICE # Create Contract Invoice: Select Contract

Please enter an Invoice

Enter the information requested in the fields below. Required fields are indicat t to continue creating the invoice.
Number. DEnter
* .
Invoice numbers that Contract* C252 [select ]

you have entered in the —
past cannot be entered. ke x| | A
"| e B
| _|

Invoice Date:

(B) Invoice Date Sold To Emal:
The date on which you
created the invoice is
entered as a default date. Ship From:  Tolyo Ship To: | Joo1 (BN (HR) v |
I?ce-enter éhe billing date | |
I reqUIre ‘ Prev ance
*The future date cannot (=]
be entered, and the date

can be entered until 28

days ago.

Payment Terms:  (no value) [ select ]

©Japan Airlines, ALL rights reserved.



3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)m%m
3-3: Enter Header Information

You don’t need to enter the invoice number or invoice date as the header information of the contract reference invoice
because those information is entered on the previous screen.
Please attach only PDF file of the invoice. * Refer to the P12 - 13 for more detail procedure.

GAP Ariba Network Standard Account | Upgrade € Back to classic view

Create Invoice ‘ Update H Save H Exit ‘m

v Invoice Header * Indicates required field ‘ Add to Header v |
Summary
Contract Number: C252 Subtotal: ¥0 JPY Edit Header
Invoice #: V=2 7JLF_0421 Total Tax:  ¥0 JPY
Invoice Date: 21 Apr 2021 Total Gross Amount:  ¥0 JPY
Total Met Amount:  ¥0 JPY
Service Description: Amount Due: ¥0 JPY
Sold To Email:
Remit To:  JAL Test Supplier 001 - TEST BilTo: PEfZEH#ASHT BSTES View/Edit Addresses
Japan Japan
TOKYO TO s E TOKYOQ TO Shinagawa-ku

Supplier Tax 1D:

©Japan Airlines, ALL rights reserved.



3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)mgm
3-4: Enter Line Information (1/6)

When you create a contract invoice, you need to add the item because the items are not set automatically.

(1) Add a line item.

@Click "Add Items". After clicking it, a screen for selecting and adding the items that are assigned to the contract is
displayed.

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

Insert Line Item Options

|:| Tax Catagory- |:| SR Add to Included Lines
I:I Mo. No. Include ®CI ick Description Customer Part # Quantity Unit Unit Unit Price Subtotal
No item selected

Ld

| Line Item Actions | Add Items |

©Japan Airlines, ALL rights reserved.



3-4: Enter Line Information (2/6)

3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment) @

JAPAN AIRLINES

When you create a contract invoice, you need to add the item because the items are not set automatically.

(1) Add a line item.

@Enter the quantity on the right of the line item.
@Click "Add Line Item" after entering the quantity.

@After carrying out the step @, confirm that the quantity displayed on the cart has been updated.

@Click "Done ".

Create Contract Invoice: Add Contract Item

Contract: C252

@Confirm } e

Relevance v |

Add Item |

(@Click ]

Browse By Category _ Catalog W Search by part #, supplier name, or keyword
I_service S :
1 item(s) found View: == Sort by: ‘
(@Enter
KH - & ¥13,000 JPY
|z| Supplier: JAL Test Supplier 001 —
Supplier Part #: 202101281417 QW:‘ 1 |
Available in: 0 Day(s) : :
KH - &
®Click

©Japan Airlines, ALL rights reserved.
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3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment) @
3-4: Enter Line Information (3/6)

JAPAN AIRLINES

When you create a contract invoice, you need to add the item because the items are not set automatically.

(2) Verify that the item has been added.

@ Confirm that the selected line item has been added.

Create Invoice

» Invoice Header

Expand to view the contents of this section.

Line Items

Insert Line Item Options

D Tax Category:

o ][ ]|

Exit

=]

* Indicates required field

1 Line Items, 1 Included, O Previously Fully Invoiced

@Confirm
v ‘ I:‘ Shipping Documents I:‘ Special Handling I:' Discount l Add to Included Lines

Include Type Part #

] w
[]

1 @ MATERIAL 202101281417

Inspection Date:

Tax
Ship From: Tokyo
Shipping
Japan
HEREPRE
Shipping Cost Shipping Amount: * ‘ ¥0 JPY

Description Customer Part # Quantity Unit V Unit Price Subtotal
FH - &N 1 EA ¥13,000 JPY ¥13,000 JPY
Reference Date: ‘
Ship To: BIAHRZE(HK) View/Edit
Japan Addresses
HRERIIE
Deliver To: B (#)
‘ Shipping Date: ‘
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3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment) @
3-4: Enter Line Information (4/6)

JAPAN AIRLINES

When you create a contract invoice, you need to add the item because the items are not set automatically.

(3) Enter the tax information.
@Click on "Line Item Actions".
@Select "Tax".

Insert Line ltem Options

I:I Tax Category:

|:| Shipping Documents |:| Special Handling l:l Discount

Unit Price

¥13,000 JPY

I:' Mo. Include Type Part # Description Customer Part # Quantity Unit
|:| 1 @ MATERIAL 202101281417 *H - & 1 EA
Inspection Date: Reference Date:
@Select ]
Add
v
Tax
Ship From: Tokyo Ship To: BE&MZ#E)
Shipping Documents Japan
. . Japan HRESNE
Special Handling W chiE Deliver To: H&MZE(#)
Discount
N
Comments @CIle J ¥0 JPY Shipping Date:
Attachment

‘ Line Item Actions v/j/H Add Items | |

Change Items ‘

Add to Included Lines

Subtotal

¥13,000 JPY

View/Edit
Addresses

©Japan Airlines, ALL rights reserved.



3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)m%m
3-4: Enter Line Information (5/6)

When you create a contract invoice, you need to add the item because the items are not set automatically.

(3) Enter the tax information.
@ Enter the tax rate.
@ Click "Update".

1 Line Items, 1 Included, O Previously Fully Invoiced

Line Items

Insert Line Item Options

I:' Tax Category: 2% ‘ I:‘ Shipping Documents D Special Handling I:' Discount Add to Included Lines
D Mo. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
D 1 @ MATERIAL 202101281417 FHE - &N 1 EA ¥13,000 JPY ¥13,000 JPY
Inspection Date: Reference Date:
. GEnter )
ax . emove
Category:* | Sales Tax B Taxable Amount: | ¥13,000 JPY |
/,
Vv
Location: Rate(%):
Description: Tax Amount:
Regime: b |
@Click |

|7
‘ Update ‘ | Save ‘ ‘ Exit ‘ m
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3. Creating Contract Invoices (Payment of Actual Cost, Deferred Payment)mgm
3-4: Enter Line Information (6/6)

When you create a contract invoice, you need to add the item because the items are not set automatically.

(3) Enter the tax information.
@ Confirm that the tax amount has been updated.
For further processing, see from P18 in this manual.

Insert Line Item Options

I:I Tax Category: N I:' Shipping Documents I:‘ Special Handling I:' Discount Add to Included Lines
I:I No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
|:| 1 @ MATERIAL 202101281417 X H - &l 1 EA ¥13,000 JPY ¥13,000 JPY
Inspection Date: Reference Date:
o Category:* W p 1 Remove
gory:* | Sales Tax Taxable Amount: | ¥13,000 JPY .
®Confirm
Location: Rate(%): | 10 /
Description: Tax Amount: | ¥1,300 JPY V
Regime: N

©Japan Airlines, ALL rights reserved.
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4. Other Features @
4-1: Re-send Purchase Order Email (1/3)

If you accidentally delete or lose the "purchase order email"”, or you want to do the "order confirmation" or "shipment
notice" again even if you have already did them, you can re-submit the purchase order email from the Ariba Network.
(1) Log in to the Ariba Network. (https: //supplier.ariba.com)

@Enter the login information.

@Click "Login". After clicking it, you

will transition to home screen.

SAP Ariba

Supplier Login

[@Enter

User Name

Password

Forgot Username or Password

[ @cClick

ot

New to Ariba?
Register Now or Learn More

©Japan Airlines, ALL rights reserved.


https://supplier.ariba.com/

4. Other Features @
4-1: Re-send Purchase Order Email (2/3)

(2) Resend a purchase order from the home screen.
@Click on the "Order" tab.

SAP Ariba Network ~ Standard Account | Upgrade TEST MODE € Back to classic view

Home Opportunities ~ Workbench Catalogs
»

[
: ] (o

\ |
Click

Overview Getting started

o 1 1 0 |3] ..

New orders Changed orders Orders to invoice Rejected invoices Orders More
@ = ' E%31 A0 ' @%31 AR @x31 AR ' %31 A -
My Widgets BEMEgRStJapan... v 4% Customize

Purchase orders Last 3 months v Invoice aging Company profile My leads
g
¥12.35% ¥08.25% .
o) JPY A" ~ E
[l E

¥10K . ¥250K
PN N [ 1CnL

©Japan Airlines, ALL rights reserved.



4. Other Features @
4-1: Re-send Purchase Order Email (3/3)

(2) Resend a purchase order from the home screen.

@Click "Actions" on the right of the order whose email is needed to be sent.

@Click "Send me a copy to take action".

* You can change the e-mail 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 ~ Workbench Catalogs
Workbench 494 Customize®
New orders Changed orders Orders to invoice Rejected invoices Orders Invoices
%3180 BE31HMH %315 BE318H iBE31HMH %315
Orders (3)
> Editfilter | Save filter | |[Last31 days
(B
Order Number Customer Amount Date Order Stati @Cl ICk ’_] Amount Invoiced Actions @CIICk
PO1342 HEMZ = =4t Japan Airlines Co., Ltd. ¥2,500.00 JPY Apr 20, 2021 Invoiced Send me a copy to take...

©Japan Airlines, ALL rights reserved.
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