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Invoice Management — Invoice for Materials

STEP 1. To create a PO-Flip invoice, please log in to your Business Network account and select proper Purchase order
number (you can also access this PO through the e-mail notification by selecting “Process order” button inside the e-mail).

SAP Business Network ¥ Standard Account Upgrade @) T
|
Home Enablement Workbench Order fillmen I Catalogs u
Workbench 494 Customize

1

Rejected invoices

Last 31 days

New orders (2)

> Edit filter | Save filter |

Order Number

04_05_2021 02

04_05_2021_01

2

0

/

New orders Changed orders
&
Last 31 days Last 31 days
Last 31 days| |New
Your purchase orders
Customer Amount
Test Buyer $400.00 USD
Test Buyer $400.00 USD

2

Orders to invoice

Last 31 days

Date 4
May 5, 2021

May 4, 2021

2

Orders

Last 31 days

Order Status
New

New

1

Invoices

Last 31 days

(e of4

Amount Invoiced Actions

$0.00 USD
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STEP 2. Select the , Create Invoice” button and then choose ,Standard Invoice”.

Purchase Order: 8000165605

v

Create Order Confirmation v H Create Ship Notice eate pice Hide

| Standard Invoice |

Order Detail Order History Credit M
redit Memo

From:

Takeda Pharma Sp. z o0.0.
ul. Ksiestwa Lowickiego 12

+48 46 830 92 18

99-420 Lyszkowice

Poland
Phone: +48 (22) 6081399
Fax: +48 (46) 8309218

Frint Download PDF Export cXML

To:

Takeda - Tomasz - TEST
Sterlinga 8a

91-425 todZ

todz

Poland

Phone 777 4
Fax:

Email: tomasz.konieczny@takeda.com

Download CSV

Resend

NOTE that invoice is automatically pre-populated with the PO data filled by Takeda requester. Complete all fields

marked with an asteriskand add taxas applicable.
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STEP 3. Please fillin all the required data in the ,Summary” section. Fill in the invoice number up to 16 signs.

¥ |nvoice Header * |ndicates required field Add to Header v

Summary

Purchase Order: PO2017-06-05VV0011D01 Subtotal: 450.00 EUR

Total Tax: 3.00 EUR
Amount Due: 459.00 EUR

View/ dresses
Invoice #* | INV ID001

Invoice Date:* | 5 Jun 2017

Here on “Invoice Header”}level you can
Supplier Tax ID: 1234567890

e RO I add an attachment —sele¢t for MORE

Madrid

Spain
Bill To:  Buyer ABC (B)

Muenchen

Germany

STEP 4. Please choose ,Header level shipping” in ,,Shipping” section.

Shipping
@ ' Header level shipping (D Line level shipping (0
Ship From:  ACME-VV001 Inc Ship To:  Buyer ABC View/Edit Addresses
Muenchen
Madrid
Germany
Spain Deliver To:  Klaus Mueller
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STEP 5. Complete all necessary fields in the ,Additional Field” section:
* Inthefield,Choose Address Customer” please choose Takeda from the dropdown list.

* Inthefield,Email” please enter e-mail address of requester from Takeda.

Additicnal Fields

Indormation Only. Mo action is required fram the customar

Customer Ralenanca

Supplier Referanca

Fayment Mabs

Hank |1y

Supgilier

Bill Fram

Marck Export GmbH.TKDTEST
Drarmestadi

Gremany

Merck Export GmbH-TEDTEST

Darmestadi

Germany

Service Slan Date

Sarvice End Date

= I

T TAR RN PR T e

Choose Mddress lakeda Fharma AS

Taasirg
Dienmark
—

Emes jahn smithiliskada com

STEP 6. Pleasefillin all therequired datain, Supplier VAT” section.
NOTE: If you are not VAT registered, please put,,0” in the Supplier VAT/Tax ID field, otherwise you will not be able to issue an invoice.

Supplier VAT

Supplier VAT Tax 1D:

Supplier Commercial
|dentifier:

Supplier Commercial
Credentials:

Customer VAT

Wiew'Eot Addressas

Wiew'Edt Addressas

Customer VAT Tax |1D:

DE123456789
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STEP 7. Tick Tax Category and choose tax from the dropdown menu.

NOTE: If you cannot find your tax on thelist, please configure your own TAX data in TAX configuration section.

Line ltems

Insert Line ltem Options l

\/ Tax Category: VAT
No. Include Type Part #
¥ 1 Mot Available
No. Include Type Part #
v 1 @ SERVICE

Service Period

Tax

Service Start Date:

Line Item Actions

Delete

[

Taxes

0% VAT / BLA

[

Standard Tax Selections

Sales
VAT
GST
HST
PST
QsT
Usage

Withhelding Tax

Oher Tax

Configure Tax Menu

You can also issue an invoice with another TAX,
please check TAX configuration section.
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STEP 8. ,Include” button shows which item will STEP 9. In the ,Line Items” section please tick the line item. Select
be invoiced. the ,Line Item Actions” button and choose , Tax”.

Here you can choose which position will be included in the

invoice. Select the button to close/openthe position.

Mo Include Type
Mo. Include Type - \/ 3 - MATERIAL
1 % TERIAL
Tax
Tax - L |‘ Delete Add
MNo. Include Type Edit
2 ® TERIAL Add

Shipping Documents

Special Handling
Discount
SAP . Allowance
raoosiE Charge FENaneca com ) 1asi visiked 29 Jan
SAP Ank closure Terms of Use
Comments

Aftachment
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STEP 10. When new window pops up:
 pleasechoosethe same category fortax as chosen before and fill in ,Rate(%)” field (then Tax Amount field is autopopulated);
* thenclick , Next”.

Category:* | VAT v Taxable Amount: | 10.00 EUR

Tax Rate Type:

For 0% VAT please also 0 -
acaton:
fill the description field N
and tick proper Exempt ‘ Descriprion: | test il
Deta i | Regime: N a Tax Amount: 0.00 EUR
‘ Exempt Detail: | Zero Rated

Date Of Supply: | 26 Nov 2019

Date Of Pre-Payment:

. Triangular Transaction
Law Reference:
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STEP 11. If any other charges are necessary (e.g. for shipping), please select ,,Add to Header” button and choose ,Special Handling”
from the dropdown list.

Indicates required field I &Add to Header »

Shipping Cost
Shipping Tax
Shipping Documents

Special Handling .

Special Handling Tax

Discount

Allowance

Charge

Additional Reference Documents and Dates
Comment

Attachment

STEP 12. Underthe ,Shipping” section, new section ,Special Handling” appears. Please enter the costs.

Special Handling

Special Handling Amount: 10
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STEP 13. If necessary, please select ,,Add to Header” button and choose , Special Handling Tax” to add the taxation.

STEP 14. When new section ,Special Handling Tax” appears, please choose the tax category and enter all required information.

* Indicates required field Add to Header «
Special Handling Tax
Shipping Cost
Category:* | 0% Sales Tax / sales tax 096 WV Taxable Amount: *
Shipping Tax
Shipping Documents T .
. ax Rate Type:
Location: P
Special Handling Tax
- - Rate(%e): 0
Dizcount Description: | sales tax 0% l:
Allowance Tax Al t:
REEiI‘I‘iE-Z v ax Amounit:
Charge
Additional Reference Documents and Dates

Comment

Attachment
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STEP 15. If all necessary information is complete, please select,,Next” button.
Here you can preview yourinvoice. If all the dataincluded on theinvoiceis correct, choose ,Submit” to send the invoice.

Comfiam and sibmit this d it il ba &l ically signad aocondisg b de com plionos meg sed your custiomaers inveice nobes. This Monsoctos ¥ Theat
docammn's origisatiosg country is: Spain. The deumants & country is: v
1T oo il et Eriwoiicas 10 b Stonad im oo Arits bodey saam o Sruing, you cin suliscaibe 10 an archiviey sevice. Ross dat you will sk b sbls don old inveicds onoe
o st it B Wi dchuing Service.

u Freica Confirmation Email I |H I Statys Email

Standard Invoica

11

reice & 0 I OD Loyl 4.0 ELR
wazice Dot - Monday §.Jun 2017 11:84 S0 GMT=05-00 Total Tax 280 ELR
Crigral Purchass Ordar - PO 7-06-D5%WDHIDN Amount Dee 14261 FUR
REMIT TO: BELL TO: SUPPLIER:
ACMEAI0T Inc Buyear ADIC 1} ALMEANI Inc

Fresial Addrass:

Pastal fddrese (defaul])

Hosial Addrass:

2000 Sres ADC XYL Sir 20 2000 Streat ADL
I Kadnd D001 Musrec b O Madnd
Span Germany Span

Tax 10 af Supplar 1234505 M9

Addrazs L BilTo 1)

AILL FROM: CAISTOMER:
ACMEAIDT Inc Buysar ABC (5}
Prestal Addrass: Pastal Address
2000 Sireai ABC Eakfio Sir 50
WA Madid BI001 Musarec beari
Spain Germany

Hddrass O sakiToln]
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STEP 16. After submitting yourinvoice, you can see the details of the PO and the status.
Remember that submitted invoice is always attached to the PO as a related document.

Purchase Order: PO2017-06-05VV0011D01

¢ Create Order Confirmation w | |#] Create Ship MNotice | |& Create Invoice »| | Prnt~ | Download PDF | Download C5V | Resend
Order Detail Order History
From: To: Purchase Order
Customer ACMENVO01 Inc (Invoiced)
Buyer ABC (S) 2000 Street ABC P0O2017-06-05VVv0011D01
Soldto Str. 50 14000 Madrid Amount: 450.00 EUR

80001 Muenchen

Spain
Germany Phone:
Email: Contact FEX:. . .
Phone: +1 (610) 4816648 Email: vinoth visvanathan@sap.com

Address 1D: soldTo123

Payment Terms "{

Routing Status: Acknowledged
0.5% 10 NET 30

Related Documents: =1 NV 1D001
W

,,FAQ Content”

12
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Tax Configuration

If you create aninvoice and the appropriate tax categoryis not available, you can add a new category.

STEP 1. At the bottom of the invoice creation page please choose ,,Configure Tax Menu” from the dropdown list.

Line ltems

Insert Line ltem Options

J Tax Category: VAT -
Taxes

Mo. Include Type Part # [ 0% VAT { BLA

v 1 Not Available | Standard Tax Selections
No. Include Type Part # [ Sales
J 1 )] SERVICE VAT
GST
Service Period Service Start Date: HST
PST
Tax ast

Usage

L Withholding Tax
Line ltem Actions Delete

Other Tax

Configure Tax Menu -

14



Tax Configuration

STEP 2. You will be moved to the next page. Please select ,Create” button to provide a new tax item. Fill in all necessary fields —
“Tax Category” with VAT, “Rate” and “Tax description”. Then press , 0K”".

Configure Tax I oK |
* Tax Category * Rate Tax Description f

VAT

VAT

VAT

9

< < < <
(%)
S

GS

VAT ' 0 % VAT 20%

Sales Tax e

¥
=
<
=
L]
=
B

% ‘ sales tax 0%

VAT e

petete || | ceme ] - “Create” button

MNEW TAX

r I'\._ .r'l I'\. _./'I I\. - ./I I'\._ ./'I I'\. _./'I "\. - ./'I I'\ _ /'I

STEP 3. You will be moved to the previous page. Newly created tax item will appear on thelist

Add to Header Taxes

0% VAT [ VAT 0 %
Line ltems 0% GST/ GST 0%
0% Sales Tax / sales tax 0%

Insert Line Item Options 106 VAT / NEW TAX -
IZI Tax Category:

0% Sales Tax / sales tax 0% 200 VAT ! VAT 2006

23% VAT / VAT 23%

l:‘ No. No. No. Include Type
24% VAT [ VAT 24%
1 Mot Available PRANIE
Standard Tax Selections
l Line [tem Actions l { Delete Sales

15



How to Add an
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How to Add an Attachment?

STEP 1. Please select the ,Add to Header” button and choose option ,Attachment” from the dropdown menu.

IMPORTANT: Attachments should be added ONLY ON “INVOICE HEADER” LEVEL. Please don’t add them on “Line Item” section as
in such cases Takeda will not be able to process your invoice.

17

v Invoice Header _ Please add an attachment * Indicates required field Add to Header v
only on “Invoice Header” level
Summary

Purchase Order: 8000040441 Subtotal: 1,000.00 EUR View/Edi resses

i N Total Tax: 0.00 EUR

Invoice #. Total Gross Amount. 1,000.00 EUR

) Total Net Amount:  1,000.00 EUR

(7 15Jan 2019 :
Invoice Date: (@ an Amount Due: 1,000.00 EUR
Service Description:

Supplier Tax ID: | ATU65136400 )
E Send a PO-based inv,

Remit To 33 Donaufeldstrasse ~

Add to Header

sl _Homr dn Leraata mory

Tax 3s
STEP 2. When a new part of invoice header appears please press ,,Browse” and Shipping Cost -
choose your file. Shipping Documents
Special Handling tu
Attachments ,
Discount
The total size of all attachments cannot exceed 99MB Additional Reference Documents and Dates ta
| Browse.. || | Add Attachment Comment |
Attachment n




