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Standard Accot



Introduction to Ariba

Your customer is pleased to announce a nev
accounts payable processes. By partnering wit .
Standard account via interactive email, this
automated business transactions. Since 1996,
procurement landscape for businesses of all sizes,

opportunity. .

> What is Standard account? _
Standard account on Ariba Network gives you a fast,
your customer via interactive emails.

> What does this mean for you? ~~
Transacting on Ariba Network via a FREE Standard occou I
customer's requirements to join them on Ariba Network w_|4" |

> What are the benefits?

Standard account prowdes access to quickly transact with
customers for FREE, improve customer retention, and get paid fast _



Standard Account Benefits

>
>

>

FREE for all basic transactions

Create validated, electronic invoices and
other business documents within seconds

Improve invoice accuracy and get paid
faster

Receive real-time invoice status
notifications

Increase business with existing and
future customers using Ariba
Discovery

Promote your company to other
customers on Ariba Network

Email notification and online download
provide access to invoices for your local
archiving

Enjoy a single, unified user experience using
one account for order fulfillment, selling,
and mobile access

Join Buyer ABC on Ariba Network!

ujell elidl
ARAB BANK

oon



Sign up for Sta
from a Purc



Sigh up for Standard Account from PO - When you
receive your first PO from Arab Bank

=  Open the PO in your email inbox
= Click on the Process Order Button to proceed

Man 7/3/2017 11:26 AM

"Lexicorp LAC" <ordersender-dev8@ariba.com> Purchase Orders will be
sent to your email

--- Ariba Internal Testing ---Lexicorp LAC sent a new Purchase Order 2017-07-03BeataK10SID01
o M Kortus, Beata

[P If there are problems with how this message is displayed, click here to view it in a web browser.

2017-07-03BeataK10Sl...
21KB

A

Lexicorp LAC sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network, light account to process this order. If you have an

account, you can use it and log in now.
:> Process order

gujoll elidl
ARAB BANK



Sigh up for Standard Account from PO - When you
receive your first PO from Arab Bank

= Select the Sign up option to create your Standard Account and exchange documents
free of charge on Ariba or use your existing account by clicking on Log In link

If you already created an Ariba Account when you registered your company profile with Aralb

Bank, click the ‘Log In’

Strengthen relationships
Collaborate with your customer on the

same secure network

Join your customer on Ariba Network!

Already have an account?, « EXlStl ng Use rs

<

Connect faster

Exchange documents electronically
and streamiine communications

Ariba Network light account is Free
Learn more

Reach more customers

Sign up with Anba Discovery and
increase sales leads.
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Configure Account, Accept Terms of Use, and Register
(New Users Only)

(1) Review your Company information (2) Enter your User account information

Company information User account Iinformation

beata korvsg@sap com

* Once you click Register, you will receive an email from Ariba to activate your account.
Open the email and click the link to activate your account and you will then be able to

process your Purchase Order
+ Please Note that after your Standard Account is registered, future Purchase Orders will

e sent to your designated user email account.
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Transact with Arab Bank using Standard Account

Click on Create Order Confirmation, Create Ship Notice or Create Invoice to get
started

If you need assistance, please refer to the articles in the Help Center (right-hand
side)

Purchase Order: 0170102_MEG_PO1 I/"l‘\,‘
\\\_//

To
Test suppler SMO 01-TEST
oo |

0170102 MEG_PO1
15000 Prague Amourt: $400 00 USD

As a Standard account supplier you do not have access to Inbox/Outlbox functionality but
you can see the overview of the last 50 documents in the dashboard view. You can use
the Select option to resend documents to your mailbox.

You must process all POs by going back to your email and clicking the Process Order
button.
You can't process POs by logging in directly to your supplier account
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Transact with Arab Bank using Enterprise
Account

If you have an Ariba Network Enterprise account, you will be able to see all of your
PO's directly from your Inbox on the Ariba Network

Click on the Purchase Order you want to process, and you will be able to create the
necessary documents (Order Confirmation, Advanced Ship Notice, Invoice)

Purchase Order; 0170102 MEG_PO1 _/"’i\\

—

To
Test suppher SMO 01-TEST New
Ramcxa 1 0170102_MEG_PO1

150 00 Prague Amourt $400 00 USD

Ariba Network

INBOX OUTBOX CATALOGS REPORTS

Orders and Releases ~ | [N IGE v | Order Numb
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Process Flow - Material PO

Click on the
Receive PO on Process Order Create an Order
registered email button in the Confirmation

email

Create

Get updates on Advanced Ship

Notice
(Optional)

Invoice status

. Create Invoice

It is mandatory to create an Order Confirmation before creating the Invoice. Creating
a Ship Notice is optional.
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Order Confirmation

=  Open the PO in your email inbox
= Click on the Process Order Button to proceed

Mon 7/3/2017 11:26 AM
"Lexicorp LAC" <ordersender-dev8@ariba.com>

--- Ariba Internal Testing ---Lexicorp LAC sent a new Purchase Order 2017-07-03BeataK10SID01
o MKortus, Beata

[P If there are problems with how this message is displayed, click here to view it in a web browser.

o] 2017-07-03BeataK10Sl...
‘EI 21KB

[ i il

Lexicorp LAC sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network, light account to process this order. If you have an
account, you can use it and log in now.

:> Process order

*Note if you have a Enterprise account, the PO will be accessible directly from your

Ariba Network account Inbox
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Order Confirmation

=  Open your PO from your email inbox and click Process order
= (Click Create Order Confirmation — Confirm Entire Order

Ariba Network

Purchase Order; 2018400017

OEE GO O E IRy W Create Ship Notice @ Create Invoice v Hide | Print - | Download PDF | ExportcXML | Download CSV | Resend

Confirm Entire Order

Reject Entire Order

*Note : You cannot partially confirm an order. Before rejecting an Order please
contact your buyer
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Order Confirmation

» Enter the Confirmation Number

= Enter PO Delivery Date

= Scroll to the bottom to review the items
= Click Next

Ariba Network

onfirming PO

Confirm Entire
v Order Confirmation Header

d 2018400017

i Arab Bank PLC - TEST raquirss that you fully confirm line tams before you can add them
Arab Bank PLC - TEST 10 ship nots service sheets or Invoices: if you change or reject 8 fne item It cannot be

added 1o anathel dotnent

SHIPPING AND TAX INFORMATION

Est Shippng
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Order Confirmation

= Review the Details
= Click on Submit

Confirming PO

Confirm Entire
Order

{5\ Review Order
.~/ Confirmation

Confirmation Update

Confirmation # 3456798
Supplier Reference:

Attachments:

Line Items

Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtotal

10 10000011 50 (EA) 30 Jul 2018 23.000 JOD 115.000 JOD
testsrnumberd
Current Order Status:

5.0 Confirmed With New Date (Estimated Delivery Date: 21 Jul 2018 )
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Creating ar
Ship Nc

Itis mandatory to create an Order Confirmation befa
creating the Invoice. Creating a Ship Notice is optionail.



Create an Advanced Ship Notice

=  Open the PO in your email inbox
= Click on the Process Order Button to proceed

Maon 7/3/2017 11:26 AM

N

"Lexicorp LAC" <ordersender-dev8@ariba.com>

--- Ariba Internal Testing ---Lexicorp LAC sent a new Purchase Order 2017-07-03BeataK10SIDO1
o MKortus, Beata

[P If there are problems with how this message is displayed, click here to view it in a web browser.

2017-07-03BeataK108l...
21KB

[ et

Lexicorp LAC sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network, light account to process this order. If you have an
account, you can use it and log in now.

:> Process order

*Note if you have a Enterprise account, the PO will be accessible directly from your
Ariba Network account Inbox
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Create an Advanced Ship Notice

=  Open PO from email click on Process Order
= Click Create Ship Notice

Purchase Order: 2018400017 m

“onfirmation v|® i Print Download PDF | ExportcXML | Download CSV | Resend
Order Detail Order History

From: To: Purchase Order
Arab Bank PLC Arab Bank PLC - TEST

9 Prince Shaker Bin Zaid Street 210 Sixth Ave A
Shmeisani area Amman11195 Amman15222 Amount: 115.000 JOD
Jordan Version: 1

Phone:

Fax:

Email: NoReplyAribaCS@ariba.com

Jordan

Payment Terms ' f Routing Status: Acknowledged
0.00% 0 Related Documents: |¥ 3456758

Contact Information
Supplier Address

Test company

LA Street house number 45
Amman234322

Jordan

Address ID: 0005000000

buyerlD: 5000000
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Create an Advanced Ship Notice

» Enter Packing Slip ID
»= Choose Ship Notice Type- Actual or Estimated

» Enter Delivery Date

SHIP FROM DELIVER TO

Amb Bank PLC - TEST AB : WH AL WEHDAT A8 © WH AL WEHDAT Update Address

Amman

Amiman
Jordan

Jordan

v Ship Notice Header

TRACKING

SHIPPING :

2
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Create an Advanced Ship Notice

= Scroll to the bottom and update the shipment quantities if needed

» You can add line items from other POs to this Shipping Notice by clicking on Add Order Line
Items

= Click Next to continue

Order Items

gstomer Fans ar Unit Nesa by

10000011 8 30 Jul 2018 23.000 JOD 115,000 JOD Ramovs

testsmumberd

Shipment Status

lotal Itam Due Quantity. S0 EA
Confiemation Sttus

Totsl Corfirmed Quamity 5.0 CA Totsl Dackordarad Quantity: 0 EA

Line Batch 10 Producton Date Expiry Date
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Create an Advanced Ship Notice

= Review your Shipment Notice
» Click Submit

Create Ship Notice

Confirm and submit this document.

SHIP FROM DELIVER TO
Arab Bank PLC - TEST AB : WH AL WEHDAT AB : WH AL WEHDAT
210 Sixth Ave 2960333

/J\::g;zn15222 Amman345564
Jordan

Ship Notice Header

SHIPPING TRACKING

Packing Slip ID: 213r3qfr Tracking information not provided.

Estimated
Estimated Shipping Date: -
Estimated Date: 28 Jul 2018 12:00:00 PM

Gross Volume: --
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Creating an Invoice

=  Open the PO in your email inbox
= Click on the Process Order Button to proceed

Maon 7/3/2017 11:26 AM

N

"Lexicorp LAC" <ordersender-dev8@ariba.com>

--- Ariba Internal Testing ---Lexicorp LAC sent a new Purchase Order 2017-07-03BeataK10SID01
o MKortus, Beata

[P If there are problems with how this message is displayed, click here to view it in a web browser.

2017-07-03BeataK108l...
21KB

[ et

Lexicorp LAC sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network, light account to process this order. If you have an
account, you can use it and log in now.

:> Process order

*Note if you have a Enterprise account, the PO will be accessible directly from your

Ariba Network account Inbox
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Creating an Invoice

Click on Create Invoice
Click Standard Invoice

Purchase Order: 2018400020

wation vEEKECECEZI- 3 Hide | Print

Standard Invoice

Order Detail Ort Credit Memo

From:
Arab Bank PLC
9 Prince Shaker Bin Zaid Street

Shmeisani area Amman11195
Jordan

Payment Terms '/
0.00% 0

Contact Information
Supplier Address

Test company

LA Street house number 45
Amman234322

Jordan

Address ID: 0005000000

buyerlD: 5000000

Download PDF Export cXML

To:

Arab Bank PLC - TEST

210 Sixth Ave

Amman15222

Jordan

Phone:

Fax:

Email: NoReplyAribaCS@ariba.com

Download CSV |

Resend

Purchase Order
(Shipped)
2018400020
Amount: 115.000 JOD
Version: 1

Routing Status: Acknowledged
Related Documents: ®! 213r3gfr
=l 4638826
W 5748839
More(1) »
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Creating an Invoice

= Enter Invoice Number
=  Enter Commercial Identifier and credentials

Create Invoice

¥ Invoice Header

Surmmary

Purchane Oider: 2018400020
Iy |

Mo 19 A42018

Arab Bank PLC - TEST

Amman
Joedan
o Arab Bank PLC

Shimesanl asa Amman
Jorgan
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Creating an Invoice - ADDING AN ATTACHMENT IS
NOW MANDATORY

Customer VAT = (Click on Add to Header

= Select Attachment

» Select Choose File

Supplier Commercial = Add the attachment which is the scanned
oo copy of your invoice

Supplier Commercial C“Ck :Add Attachmentr

Credentials:

Customer VAT/Tax ID: | 123456789654

*Attachments

_ The total size of all attachments cannot exceed 10MB Remove

| Choose File | iy Add Attachment

Name Size (bytes) Content Type

ARAB BANK .docx 11725 application/vnd.openxmiformats-officedocument wordprocessingmi.document
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Creating an Invoice

= Add Tax at the line item level or header level if it is not already included on the invoice or

needs to be changed
» Tick Tax Category

Insert Line Item Options

Tax Category:  Withholding Tax

No Include Type

10 @ MATERIAL

Pricing Details Price Unit

Unit Conversion

Line {tem Actions »

Taxes

-10% Withholding Tax / Withholding Tax..
-5% Withholding Tax / Withholding Tax..
0% Sales Tax / Sales Tax 0%

16% Sales Tax / Sales Tax 16%

4% Sales Tax / Sales Tax 4%

10% Sales Tax / Sales Tax 10%

5% Sales Tax / Sales Tax 5%
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Creating an Invoice

» Choose the tax category from the dropdown
» Click on ‘Add to Included Lines’

»  Tax amount will be automatically calculated
= Click Next

Insert Line Item Options

J Tax Category:  16% Sales Tax/ Sales Tax 16% Shipping Documents Special Handling Discount Add 1o Included Lines

No Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal

10 @ MATERIAL testsmumberd 10000011 5 EA 23.000 JOD 115.000 JOD

Pricing Details Price Unit.  EA Price Unit Quantity: 1.0
Unit Conversion: 1 Description

Category:*  16% Sales Tax/ Sales Tax 16% Taxable | 115.000 JOD Reowos

Amount
Rate(%). 16
Location Tax Amount  18.400 JOD

Description: Sales Tax 16%

Regime

Line ltem Actions =

= e
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Creating an Invoice

= Review and Submit

Create Invoice

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating
country is:Jordan. The document's destination country is:Jordan.

Standard Invoice

Invoice Number : 25437hre Subtotal 115.000 JOD

Invoice Date - Thursday 19 Jul 2018 12:21 PM GMT+04:00 Total Tax 18.400 JOD

Original Purchase Order - 2013400020 Total Gross Amount 133.400 JOD
Total Net Amount 133.400 JOD

Amount Due 133.400 JOD

REMIT TO: BILL TO: SUPPLIER:

Arab Bank PLC - TEST Arab Bank PLC Arab Bank PLC - TEST

Postal Address: Postal Address: Postal Address:
210 Sixth Ave 9 Prince Shaker Bin Zaid Street 210 Sixth Ave
Amman15222 Shmeisani area Amman11195 Amman15222
Jordan Jordan Jordan
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Creating an Invoice

*» Once submitted the status of the invoice will change to Invoiced

2013400013

2018400012

Arab
Bank PLC
-TEST

Arab
Bank PLC
-TEST

AB : WH AL
WEHDAT AB :
WH AL
WEHDAT
Amman
Jordan

AB : WH AL
WEHDAT AB :
WH AL
WEHDAT
Amman
Jordan

Test company
Amman
Jordan

Test company
Amman
Jordan

115.000 JOD

115.000 JOD

15 Jul 2013 Invoiced

14 Jul 2018 Invoiced
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Accessing your



Accessing your Purchase Orders

As a Standard account supplier you do not have access to Inbox/Outbox functionality but you
can see the overview of the last 50 documents in the dashboard view. You can use the Select
option to resend documents to your mailbox.

You must process all POs by going back to your email and clicking the Process Order button.
You can't process POs by logging in directly to your supplier account

If you have a Enterprise account, you will be able to access your Ariba Network Inbox and
Outbox directly from your supplier account and will have access to view and process your PO's

Send me a copy % take acton b
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