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Welcome to electronic invoicing (elnvoicing) at BC Hydro. We partner with the SAP Ariba Network (Ariba) to
provide our suppliers with a cloud-based solution to manage orders and invoices centrally, and to use Early

Payment Offers (EPOs) to meet their changing cash flow needs.

As a BC Hydro supplier, you'll need an Ariba Network Enterprise Account to transact with us. If you don’t
have an account or it's not registered with us, contact our team at AccountsPayable@bchydro.com to get
started.

Remember that you always transact with BC Hydro free of charge, but you could incur Ariba fees if you use the

same account with your other customers - contact Ariba Customer Support to find out more.

IMPORTANT: As an Ariba supplier, you may receive BC Hydro purchase orders for materials and/or services.
It's important to review each order to understand its invoicing Terms & Conditions as these can vary. Knowing
how and when to submit your invoice is key to a trouble-free experience and on-time payment. We will talk more

about this in the Submitting Your Invoice section of this guide.

Ariba Basics

SIGNING IN

1. CTRL+click this link to access the SAP Business Network Supplier (ariba.com) sign-in screen OR enter
supplier.ariba.com in your web browser.

2. On the Supplier sign-on screen, follow the 7 susiness Neowork -
prompts to enter your the Username and

Password to sign in.

Supplier sign-in Share Your Success on SAP Business Network

s . . . Visit the Supplier Spotlight Program page to
- check out other suppliers stories, review the
once you re Slgned In’ you WIII See your ‘ FAQs, and then submit your own! We look

Username

Al'i ba Home Page . forward to hearing from you!

m -

Forgot usemame

New to SAP Business Network?
Register Now or Learn more

Please note: SAP is updating their supplier sign-in page. Once updated, the sign-in page will show Account
sign in instead of Supplier sign-in, but the sign-in steps are unchanged.



mailto:AccountsPayable@bchydro.com
https://service.ariba.com/Supplier.aw/109543067/aw?awh=r&awssk=qMFDBfG8&dard=1

ARIBA HOME PAGE, MENUS AND NAVIGATION

Ariba’s Navigation Bar, Workbench, Search Bar, and Overview Tile Bar are all designed to help you
navigate to the screens you need for setting up your account, your users, and for managing your orders,
invoices, and payments.

In this guide, we’ll show you how to access everything you need from the Navigation Bar (1), but we’'d
encourage you to use the Ariba Help Center to find out more about the Workbench (2), Search Bar (3), and
the Overview Tile Bar (4).

GAP  Business Network v Enterprise Account (©)] a8
) i B [ Bl B D] Geibe — T

(2) e - . RS

es WV All customers v Exact match ~ Order number E
p= — - - o
= -
- & 1 J

(4) Overview Getting started

14 18 26 1 42  ..e@

New orders Changed orders Orders to invoice Rejected invoices Orders More

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days

Navigation Bar

Home
¢ Return to the Home Page from any screen.
Orders

e View orders, send order confirmations and shipping notices.
e Submit invoices for material and invoice first suppliers.

Fulfillment

¢ View confirmed orders, service sheets, ship notices, goods receipts.
e  Submit invoices for Service Entry Sheet First suppliers.

Invoices
e View invoices, credit memos and payment status.
Payments

o View early payment discount offers (EPOs), scheduled payments and remittance advices.
Reports

¢ Run pre-configured Ariba reports.
Ariba Help Center @

e Access Ariba Support, knowledgebase articles, and the Ariba Community.
Account Settings e

¢ Update company profile, account settings, contacts, user access, and email notifications.



Setting up your Ariba Account

Once your Ariba Enterprise account is registered with us, log in and configure these Account Settings to

prepare for receiving orders.

o Tax ID Number
o Electronic Order Routing
o Notification Emails

o User Roles and Access Permissions

IMPORTANT: Only your account administrator or a user with administrator access can update your account
settings. To find your administrator’s contact information, sign into your Ariba account, then from the

Navigation Bar, click on Account Settings e > Contact Administrator.

TAX ID NUMBER

Your TAX ID Number is your Canadian Goods and Services Tax (GST) registration number, and is required for

invoicing.
1. From the Navigation Bar, click on | Q ®| a |
Account Settings e > Company Jane Smith
- Supplier. 123 @bchydro.com
Profile. My Account
Link User IDs
2. Click Business Information on the left Contact Administrator
hand pane. Setings ,
Logout

3. In the Tax Information section, enter your

Canadian GST number into the Tax ID

field. Do not include spaces, hyphens or

Jane Smith

AMNID: ANO1006567852-T = DUNS:

dashes.

EES Emplnyaes
Tax ID is a required field when submitting Power smart (B Busress Type
your invoices and can’t be left blank. P
Enter 000000000 if you're not registered | @ ovren ga Tt

for Canadian GST.

&7 Credentials

Product and Service

4. Click on Save i
- . Categories
Sustainability Ratings
= Industrial electric power distribution
i Additional Addresses
2 Business Information .
[ _euvese oo | Credentials

& Contacts
Certifications
Customer Requested

~ Click the pencil icon to add the certii
[f] Additional Documents




ELECTRONIC ORDER ROUTING

Ariba offers several Electronic Order Routing methods for receiving orders. We recommend Online or Email

routing for BC Hydro orders.

o Online: New and changed orders can only be viewed online from your Ariba account.

o Email: New and changed orders can be viewed online from your Ariba account, and a copy of the order is

also provided via email. Multiple teams can receive the order copy even without account access.

New accounts automatically default to the Online routing method. If this method meets your business needs,

nothing more is required and you can skip ahead to set up Notification Emails. Otherwise, follow these steps

to set up for Email routing.

1. From the Navigation Bar, click on Account Settings e > Settings > Electronic Order Routing.

2. Inthe New Orders section, click on the Catalog Orders without Attachment box and select Email.

3. Enter up to 5 email addresses, each MUST BE separated by a comma with no spaces (e.g.

emaill@gmail.com,email2@gmail.com,email3@gmail.com)

IMPORTANT: These email addresses must be valid, active and able to receive emails at all times,
otherwise your orders will fail to route. You can’t invoice against a failed order or receive updates for a

failed order until the fail condition is fixed. See Failed Orders.

4. Click on the checkbox for your preferred attachment option(s); we recommend the two options highlighted

for you below.

New Orders

Document Type

Catalog Orders without
Attachments

Catalog Orders with
Attachments

Non-Catalog Orders without
Attachments

Non-Catalog Orders with
Attachments
Change/Cancel Orders
Document Type

Catalog Orders without
Attachments

Routing Method

Email v

Online

XML

EDI
nithout attachments ~

XML Pending Queue

Fax
without attachments ~

Same as new catalog orders without attachments ~~ ‘

Routing Method

Same as new catalog orders without attachments ~v

Options

Email address: |

D Attach cXML document in the email message
Include document in the email message
Leave attachments online and do not include them with email message. This applies to
all orders with attachments that have the routing method "Same as new catalog orders

without attachments”.

D Attach PDF document in the email message

Current Routing method for new orders: Email

Attachments will be included in the order.

Current Routing method for new orders: Email

Current Routing method for new orders: Email

Attachments will be included in the order.

Options

Current Routing method for new orders: Email


mailto:email1@gmail.com,email2@gmail.com,email3@gmail.com

5. Your Change/Cancel Orders settings will automatically use the same New Orders settings, but you can

also configure these differently.
6. Click Save to save your settings and return to the home page.

7. If applicable, also ensure your email server allows for emails and attachments from @ariba.com.

NOTIFICATION EMAILS

Ariba provides you the option to set up email alerts for documents or tasks needing attention. These are
entirely optional but as a start, we’d recommend that you set up these five notifications and remove those you

don’t need later.

o Electronic Order Routing email alerts for new, changed or cancelled orders (note: this is simply a
notification email; the order copy is not attached).

o Service Entry Sheet email alerts for approved service sheets for invoicing.

o Electronic Invoice Routing email alerts for changes in invoice status.

o Accelerated Payments email alerts for Early Payment Offers

o Settlement (Payment Remittance) email alerts for payments issued. Please ensure your AR team is set

up to receive remittance advice notifications as this information is only available through your Ariba

account.
1. From the Navigation Bar, click on Account Settings
Account Settings e > Settings > Customer Relationships Notifications
. g - General Discovery Sourcing & Contracts Messaging
N Otlflcatl ons ’ Enter up to three comma-separated email addresses per field. Ensure that you have any required user consents before adding email address¢
The Preferred Language configured by the account administrator controls the language used in these notifications.
2. In the Network tab, |Ocate the Electronic Order Routing
EIeCtronic Order ROUting SeCtion then Type Send notifications when... To email addresses (one required)
se I ect the c h ec kbox bes |d e th e type (S) . Send a notification when orders are undeliverable.
Order . . . .
of notification to en a b I e . We !d D rSeecne(iivz(?vouncanon when a new collaboration request against an existing order is
recommen d Ch eCki ng a I I boxes to Sta rt D Send notification for new purchase orders to suppliers.
SO you don ,t miss any alerts, then D Send notification to suppliers when purchase orders are changed
ﬁ n etu n e you r p refe re n Ces |ater. D Send a notification when orders are on hold due to non-payment of fee.

3. Enter up to 5 email addresses, each
MUST BE separated by a comma with
no spaces (for example:
emaill@gmail.com,email2@gmail.com,
email3@gmail.com).

4. Next, scroll down to complete each of the Service Sheet, Electronic Invoice Routing, Accelerated
Payments and Settlement (Payment Remittance) sections the same way.

5. When all your notifications are set up, click on Save.


mailto:email1@gmail.com,email2@gmail.com,email3@gmail.com
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USER ROLES AND ACCESS

Ariba offers user roles so you can align a user’s access with their corporate function. For example, you might
have an Invoice Generator role for people who handle incoming purchase orders and create invoices. Once a

user role is created, it can be assigned to individual users and they can log into your Ariba account.

REMINDER: Only your account administrator can create user roles and grant access to your account, so it's

important to keep your administrator information accurate and current at all times.

Your Account Administrator

Ariba allows only one administrator for your account. When changing administrators, be sure to transfer the

role to the incoming administrator to avoid any account access issues.

IMPORTANT: Share your Ariba account admin username and password with a few trusted individuals to
ensure you don’t lose access to your account when the Ariba admin is away. Consider giving at least one key

user account admin access. If you do lose admin access to your account, contact the SAP Ariba Help Centre

for assistance.

1. As the outgoing administrator, log in and o ol g ser Authentcaton
from the NaVigation Bar, le [ ] Enable assignment of orders to users with limited access to Ariba Network, @'
Filter
Account Settings > Settings > Users Users (You can only search on one attribute at a time)
Username v| Enter username |
2. From the Manage Users tab, click the
checkbox for the user who will be the new toa =
. . D Usemame Email Address First Name Last Name  Role Assigned Actions
administrator. If needed, use the 4
E Jane Smith Jane Smith@ACMEInc.com Jane Smith Finance Actions v
Create User icon to add a new user. it
Delete
3. Click Actions > Make Administrator. [

4. From the Assign a Role page, select a new assignaRole

role for yourself (the outgoing Selcta newrole forour
administrator). Click Assign, then OK. Name Descrpton
Finance All Permissions
5. You’” be Iogged Out Of Arlba aS AP Developer Access to API development using the SAP Ariba developer portal.

Manage Orders & Invoices  View and action orders, service sheets, invoices, and other documents (Permissions: Inbox Access, Outbox Access)

administrator, and your new role will take

D Account Administrator All Permissions

effect with your next log in — The new m

account administrator will also receive an
email alerting them of their new

administrator role.




Create User Roles

1. Have the administrator or a user with

administrator access log into the account.

2,

From the Navigation Bar, click on Account

Settings e > Settings > Users.

3. In the Manage Roles tab, click on the 4

Create Role icon to add a new role.

4. Enter a Name and Description for the role.

5. Check the box(es) to select Permissions for

the role. Use the scroll bar and page navigator

to see all available Permissions.

6. Click on Save.

Assign User Roles

Customer Relationships Users i i i i Accoun it API
Manage Roles Manage Users Manage User Authentication
Roles (2)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Filters

Permission

Select permission assigned v

Role Name Users Assigned Actions

* Indicates a required field

New Role Information
Name:*

Description:

Permissions

Each role must have at least one permission.

Permission Description
D API Development Access Access to API development using the SAP Ariba developer portal A
D Order Assignment for Users with Limited Access User can assign an order to a user with limited access to Ariba Network
D Contact Administration Maintzin information for account contact personnel
D Goods Receipt Report Administration Access to Reporting, and Goods Recaipt report type
D Invoice Report Administration Access to Reporting, and Invoice Report type

After a user role has been set up, it can be assigned to individual users.

1.

Have the administrator or a user with

administrator access log into the account.

From the Navigation Bar, click on

Account Settingse > Settings > Users.

In the Manage Users tab, click on the -+
Create User icon to add a new user and

assign their role.

Customer Relationships ~ Users  Notifications  Application Subscriptions ~ Account Registration APl management
Users

D Enable assignment of orders to users with limited access to Ariba Network. (0

Filter

Users (You can only search on one attribute at a time)

‘EmailAddress ~ | ‘

Mo =

I:l Username Email Address First Name Last Name Role Assigned Customer Assigned Actions



4. Enter the required New User Information. |create user Ex

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new user account.
The account information entered here will not be modifiable after you click Done. However, you can modify role assignments at any time.

5. Assign at least one Role to the user, but

New User Information

you can assign as many as needed. .
6. Select the Customer Assignment option. e
If you choose Select Customers, you will el

N
D Do not allow the user to resend invoices to the buyer's account.
D This user is the Ariba Discovery Contact ®

[ inded s @

be asked to choose specific customers.

7. Click Done to save your changes. et T V||
Role Assignment

If the user’s email domain doesn’t match

Name Description

the one aSSOC|ated Wlth your aCCOunt, API Developer Access to AP development using the SAP Ariba developer portal.

. . Manage Orders & Invoices View and acti rders, , invoices, and other d it : Inbox Access, Outbox Access)
you'll receive a warning prompt. At the
prompt, click on Yes, then click on Done. Customer Assignment

—
Assign to Customer: | (@) All Customers

')
() setect Customers

8. The user will receive an email alerting

them of their role and log in details.

Keeping your Account Current

Your company information, account settings, and users will change as your company grows. We rely on this
information to do business with you, so it's important to ensure it’s all up to date in your Ariba account and in
our systems. You can update the Company Profile and Account Settings directly from your Ariba account,

but contact your BC Hydro Rep to update the information in our systems.

Update Ariba | Update Ariba [Notify your BC
Change in Company Account Hydro Rep

Profile Settings

Payment and Banking Information for invoice payments. v
Notify your BC Hydro Representative of any changes. We don’t use
the payment and banking information in Ariba.

Company Information (name, address, phone, etc.) v v
Account Administrator Role or Contact Information 4 v
Other Key Contacts (contract rep, A/R or Finance Contact) v v
Tax ID Number v v
Settlement (Payment Remittance) Notification Email v

Address

Other Notification Email Addresses (order, invoice, or 4

service sheet notification)

Electronic Order Routing Email Addresses if using the v

Email order routing method



Managing Your Orders

Ariba will send an email alert for new and changed orders if your Ariba account is configured for order

Notification Emails. Likewise, your team will receive an order copy by email if your account is set up for

Electronic Order Routing by email.

Whenever you receive a new or changed order, always review it for accuracy then confirm to let us know you
agree with its terms. If you have questions about an order or wish to reject it, contact the BC Hydro contract

administrator, representative or buyer named on the order.

SEARCH FOR ORDERS

You can view new, changed and cancelled orders within your Ariba account. Orders from the last 31 days are
automatically displayed for you, but you can change the search filters to find a specific order number, orders

in a different date range, or those matching other criteria.

Search by Date Range
1. From the Navigation Bar, click on Orders >

Home  Enablement  Workbench Fulfilment ©  Invoices ~  Payments v Catalogs  Reports v Messages
Purchase Orders.

Orders
2. Click Edit filters to expand the filters. 8 1 0 0 B
3. Under Creation Date, select the desired date
Orders (8)
range for the search.
. ) ‘59.‘9[{5/@;05-59[9;110!‘5 2 | [ 7pe setection [ o=zt o Include VH setectort
4. Click Apply to display your search results. © ot O Badmach | Loczateus
Purchasing organizations Customer locations Last 7 days Routing status
Select o type selections [y Type selection | Last 14 days All
| Last 31 days
Custom date range
Apply Cancel
5. We recommend these headings for your search S Pt e @
results. If needed, click on the EE icon to add Order Number  Version Gustomer Amaunt  Date OnterStatus  Rouling Satus 4 Amount .mm|
or remove dISplayed headings. When ready, H BC Hydro  $34,758.00 CAD  Nov 24,2022 Partially Serviced Sent
Click On the order Number to vieW order 4500002065 3 BC Hydro  $576,700.00 CAD Nov 12, 2022 Changed Sent
4500058779 1 BC Hydro $20,500.00 CAD Nov 4, 2022 Partially Invoiced Sent $1,900.00 CAD

details.

10



Search by Order Number

1. From the Navigation Bar, click on Orders >

Purchase OrderS Home Enablement

SAP Business Network ~ Enterprise Account

Workbench Fulfillment ~

Invoices ~ Payments ~ Catalogs

l (@ Need to customize your view of the dat

Purchase Orders
. save filters, and more by navigating to the Workbench

2. Click Edit filter to expand the filters, then click

Exact match under the Order numbers box. Orders

8

Orders

Last 31 days

Items to confirm

Order Inquiries

1 0

Items to ship

Last 31 days Last 31 days La

Orders (8)
v Edit filter
Customers Order numbers Creation date
| Select or type selections [y Type selection ‘ Last 31 days
(@) Partial match l(:) Exact match I
Purchasing organizations Customer locations Order type
| Select or type selections [ Type selection ‘ | All
H Orders (8)
3. Enter the order number, then click Apply to
v Edit filter
display the search results.
Customers Order numbers
‘ Select or type selections 7 I Type selection I
() Partial match () Exact match
Cancel
, .
4. We’d recommend these headings for your eentratcaoses | i
. —_—
SearCh reSUItS If needed’ CIICk on the _ﬂ; |C0n |0rderNumber Version Customer Amount  Date Order Status Routing Status Amountlnvoicedl

to add or remove displayed headers. When

4500058805 5

ready, click on the Order Number to view

order details.

$34,758.00 CAD

Nov 24,2022  Partially Serviced Sent

11



Order Details

At the top of the order you'll find header information including company names, terms and conditions,

contacts, order status and related documents. Below the header are the shipping address and order details.

U BCHydro

From: To: Purchase Order
B.C. HYDRO Accounts Payable ACME Inc (# Invoiced)
6911 SOUTHPOINT DRIVE 1171 Main St Vancouver BC V2P 5G8 4500010699
. ) Canada Amount: $300,000.00 CAD
BURNABY British Columbia V3N 4X8
Phone: +1 (604) 111-1111 Version: 2 (Previous Version)
Canada Fax
Email: ACMESal il
mai les@gmail. com Ciicko 500 rovi
versions(s)
Payment Terms = = Routing Status: Acknowledged
0.000% 30 Click to view
x ; External Document Type: BCH Fixed PO (NB)
instructions for order
NET DUE 30 DAYS confirmation, service Related Documents: BRS12
enry, invoicing and 8100032939
Comments more Such as Confirmations, 1000099734
PO REVISION: 0 Senice Sheets, Invoices, More(4) »
/ Credit Memos, etc.
ORDER CONFIRMATION INSTRUCTIONS:
Submit an Order Confirmation if you accept the terms and conditionsas stated in the PO, Otherwise contact the Buyer to adjust the PO, o1 submit your Rejecti ... View more »
Contact Information
BCH Contract Admin: John Smith BCH Rep: Dan Jones
Email: john smith@bchydro.com Additional contacts for Email: dan jones@bchydro.com
Phone: +1 (604) 699-7330 % M Phone: +1 (604) 6234234
BCH Buyer: Jane Wilson Supplier Address
Email: jane wilson@bchydro com ACME Inc )
Phone: +1 (604) 598-7169 321 No. 3 Road Richmond BC V1A 3R4 Your order address
Canada
Fax:
Other Information o
Company Code: BCHL Ship all items to the
Purchase Group: 702 displayed address, or see
Purchase Organization: BCH1 Details for the shipping
Party Additional ID: 56021101 address of each ine i the
View less » order.
Ship All Items To Bill To Deliver To
. s B.C. HYDRO Accounts Payable
Addresses available at line item level.
6911 SOUTHPOINT DRIVE
BURNABY British Columbia V3N 4X8
Canada
Phone: +1 (604) 598-7169 Buyer ID: BCH1
Email: jane.wilson@bchydro.com )
Location Code: Click to view line details
including shipping address for
. the line item -
Line ltems
Line # No. Schedule Lines Change  Part#/ Description Customer Part # Type  Retum  Qty (Unit) Need By Unit Price Subtotal Tax
Y10 1 UNAVAILABLE 96993802 Material 10,000.00 (EA) 20 May 2021 $3000CAD  $300,000.00 CAD §36,000 CAD Details
Safety PPE
10.10 UNAVAILABLE 9000169 Service 300.000 (ACT) $1,000.00 CAD  $300,000.00 CAD  $15,000.00 CAD Details
8
, N Ea
Technical & Specialized Services
18y
Order submitted on: Friday 16 Apr 2021 1:00 PM GMT-07:00 Service Sheet is l_:x Service Sheet Required.

Received by Ariba Network on: Friday 16 Apr 2021 12:19 PM GMT-07:00
This Purchase Order was sent by BC Hydro - SUSTAINMENT TEST AN01005584327-T and delivered by Ariba

Network.

requried for invoicing

12



CONFIRM OR REJECT ORDERS

When you have a new or changed order, review it then confirm it in Ariba. If you have questions about an

order or wish to reject it, contact the BC Hydro contract administrator, representative or buyer named on

order. Always confirm the entire order and only reject the entire order if directed by your BC Hydro contact.

Find Orders to Confirm

1. From the Navigation Bar, click on Orders >
Purchase Orders, then select the Items to

Confirm tile.

2. By default, orders needed in the next 90 days
are displayed.
If you don’t see order you’re expecting, expand

Edit Filter to adjust your search criteria then
click Apply to display search results.

3. Click on the Order Number to display the order

details page.

Be sure to review the entire order and for
material orders, check that all applicable freight
and special charges are included.

Confirm an Order

Home Discovery

W Business Network

Werkbench Orders v Fulfillment v

e

Purchase Orders

Order Inguiries

Requisitions Rt

Over Requests for Quotation

.

SAP~  BusinessNetwork - Enterprise Account
Home Enablement Workbench Fuffillment ~ Invoices ~ Payments v~ Catalogs

Orders

8 1 0 (

Orders Items to confirm Items to ship Returr,

Last 31 days Last 31 days Last3

Items to confirm (1)

Edit filter Last 31 days | | Next 90 days | | Exclude confirmation not all... , +1 | | Exclude fully shipped | | Exclude

v O Item No. 1 Supplier Part No. Description Need By

v Lk Customer: BC Hydro - Order No 4500058793

O 10 UNAVAILABLE ABS,PRM,15" X 18",PAD,SORBENT, GREY Dec 9, 2022

If you agree with the terms and conditions of the order, confirm it.

1. From the order details page, click Create

Order Confirmation > Confirm Entire Order.

Purchase Order: 4500051962

Create Order Confirmation

Create Invoice »

Confirm Entire Order

Update Line Items istory

Reject Entire Order

13



2. On the Confirming PO page, enter a
Confirmation # (this is your own internal
reference number so use a number that’s

meaningful to you).

3. Scroll down to the Line Items section.

4. Click Next to review the confirmation notice on

the next screen.

5. When ready, click Submit to send the

confirmation notice.

6. When viewing your order details again, you will
see the confirmation linked under Related

Documents.

Reject an Order

Confirming PO

Confirm Entire

Order

Review Order
Confirmation

s

Line Items

Line #
v 10

10.10

v Order Confirmation Header

Confirmation #: IcOnf1234 | ‘

Associated Purchase 4500002047

Order #:
Customer:

BC Hydro - SUSTAINMENT TEST

Supplier Reference; ‘

& BCHydro

To:
ACME Inc

1111 Main St Vancouver BC V2P 5G8

Canada

Phone: +1 (604) 111-1111

Fax

Part # / Description Customer Part # Type Qty (Unit) Need By Unit Pi
UNAVAILABLE §§[\éi£e“ 12 Jul
4000019982 WOSA P-group ARIBA
Current Order Status:
Confirmed As Is
F1FBH 3000038 Service 2.000 $1,905
(EA) f¢
RENEW ADJAC 1P W/TAP,CUTOUT
Purchase Order
4500001495

Amount: $300,000.00 CAD

Email: ACMESales@gmail.com

Version: 2 (Previous Version)

Routing Status: Acknowledged

External Document Type: BCH Fixed PO (NB)
Related Documents: Conf1234

If you have questions regarding the terms of the order, reach out to your BC Hydro contract administrator,

representative or buyer immediately. If they advise you to reject the order, follow the steps below.

1. From the purchase order details page, click
Create Order Confirmation > Reject Entire
Order.

Purchase Order: 4500052069

Create Order Confirmation

Confirm Entire Order

Update Line Items

istory

| Reject Entire Order |
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2. Enter a Confirmation # (this is your own
internal reference number so use a number
that’s meaningful to you) and select a suitable

Rejection Reason.

3. Enter additional notes in Comments. A
comment is required if you select the Other

rejection reason.

4. Click Reject Order.

REJECT ENTIRE ORDER

Order Confirmation Number:

Confirmation #: | |

Rejection Reason: | Please Select ~

Comments:

CREATE SHIP NOTICES FOR MATERIALS ORDERS

Ship notices are required for all materials orders to help us prepare for receiving the goods.

1. From the Navigation Bar, click on Orders >
Purchase Orders, then select the Items to
Ship tile.

2. If you don’t see your order, expand Edit Filter
to adjust your search criteria then click Apply

to display search results.

w Business Network ¥

Home Discovery Workbench Orders ~ Fulfillment ~

.

Purchase Orders

Order Inguiries

Requisitions

Requests for Quotation

SAP  Business Network ~ Enterprise Account
Home Enablement Workbench Fulfillment ~ Invoices ~ Payments ~ Catalogs R

Orders

8 1

Items to confirm

41 0

Orders Items to ship Retum item

Last 31 days Last 31 days;

Items to ship (41)
> Editfilter | | Last 365 days | | Exclude fully shipped, +1 | | Exclude fully received | | Exclude fully invoiced

Order No. Item No. Supplier Part No. Description

Customer: BC Hydro - Ship To Address: Main Distribution Centre, SURREY, BC, CAN

[ 4500035291 10

UNAVAILABLE GRP.CAB.50-64 MM COND,SUPPQRT.MED DUTY
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3. Click on the order number then click Create

ship notice to view the Create Ship Notice

page.

4. If you have different orders being shipped to
the same address, you can include these
orders in the same ship notice. Click the
checkbox next to each order number. When
ready, click Create Ship Notice to view the
Create Ship Notice page.

5. On the Create Ship Notice page, Enter the
Packing Slip ID, Shipping Date and Delivery
Date.

Enter any relevant information and add
attachments as required. To add an
attachment:

e Click Choose File to find your document.
e Then click Add Attachment.

6. In the Order Items section, complete the
Confirmation Status section for each item

included in the ship notice.
7. Click Next to review the full ship notice.

8. When you’re ready, click Submit to send the

ship notice.

Purchase Order: 4500052051

Create Order Confirmation v ] I Create Ship Notice | Create Invoice v

Order Detail Order History

Items to ship (41)

» Editfilter | | Last 365 days | | Exclude fully shipped, +1 || Exclude fully received | | Exclude fully invoiced

v [ Order No. [tem No. Supplier Part No. Description

v [ Customer: BC Hydro - Ship To Address: Main Distribution Centre, SURREY, BC, CAN *
4500035291 10 UNAVAILABLE GRP,CAB,50-64 MM COND,SUPPORT,MED DUTY
4500035292 10 UNAVAILABLE GRP,CAB,50-64 MM COND,SUPPORT,MED DUTY

¥ Ship Notice Header
SHIPPING
Packing Slip 1D: * PS78390 I

I Required field
Invoice No.:
Requested Delivery Date: --

Ship Notice Type | Select ~ |

! Required field

Shipping Date

Delivery Date:*

Gross Volume: Unit: ‘

Gross Weight:

ATTACHMENTS

Name Size (bytes)

| Choose File | no file chosen

Add Attachment

Order Items
Order # Item Part # / Description  Customer Part # Qty Unit  Need By Ship By
4500010627 30 UNAVAILABLE 97007695 20.000 EA 31 Mar 2021
BAT,DRY,1.5VDC ALKALINE,C,FLAT TERN
Shipment Status
Total Item Due Quantity: 20 EA
Confirmation Status
Total Confirmed Quantity: 0 EA Total Backerdered Quantity: 0 EA
Line Ship Qty Supplier Batch ID Production Date Expiry Date
. 20.000 | = H | Add Details
Add Ship Notice Line
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9. When viewing your order details again, you
should see a Shipped or Partially Shipped
order status, and the ship notice linked under

Related Documents.

FAILED ORDERS

To: Purchase Order

ACME Inc (Partially Shipped)

1111 Main St Vancouver BC V2P 5G8 4500010699

Canada Amount: $300,000.00 CAD

Phone: +1(604) 111-1111

Fax:

Email: ACMESales@gmail.com

Version: 2 (Previous Version)

Routing Status: Acknowledged
External Document Type: BCH Fixed PO (NB)
Related Documents: Conf1234
PS7890

You may notice the occasional order in your Ariba account showing Failed Routing Status. This means

Ariba was unable to complete order routing according to the Electronic Order Routing settings in your Ariba

Network account. While failed orders are rare, it's important to correct the issue and resend the orders right

away as you can’t submit invoices or receive updates for a failed order.

The Ariba Network recommends that you check for failed orders each time you sign into your

account. Be sure your purchase order result panel displays the Routing Status column so you can easily

locate any failed orders. If needed, you can add the column to your display.

1. From the Navigation Bar, click on Orders >

Purchase Orders.

2. Click onthe —e settings icon, then drag and
drop the Routing Status heading from the
Available Columns to the Displayed

Columns.

lcap.d

Home

Orders

Order Number

4500082864

4500082865

45000828656

4500000860

4500090861

Business Network v Enterprise Account
Enablement Discovery ~ Workbench Fulfillment ~
12 O 0
Orders ltems to confirm Itemns to ship
Last 31 days Last 31 days
Resend Failed Orders | CH F}.
Customer Amount Date T Routing Status Order Status
BC Hydro - SUSTAINMENT TEST 31800 CAD Apr23, 2024 Acknowledged Partizlly Invaiced
BC Hydro - SUSTAINMENT TEST 51800 CAD Apr 23, 2024 Failed Serviced
BC Hydro - SUSTAINMENT TEST %508.08 CAD Apr23, 2024 Acknowledged Invoiced
BC Hydro - SUSTAINMENT TEST ~ §76331.45 CAD Apr 30, 2024 Sent Partizlly Serviced
BC Hydro - SUSTAINMENT TEST  $2476.18 CAD May 2, 2024 Failed New
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Why Orders Fail

Order routing can fail due to temporary server/connectivity issues, but it's more common when electronic
order routing email addresses or server settings are incorrect, or when the receiving mailboxes are full. Refer

to the Electronic Order Routing section to check your settings, and correct them if necessary.

Once the failure condition has been corrected or resolved, you’ll need to resend any failed orders to enable

invoicing and order updates again.

Resending Failed Orders

Ariba provides 2 ways for you to resend failed orders. You can resend a single order or you can resend all
failed orders.

IMPORTANT: When your orders no longer show as failed, notify your BC Hydro contract administrator or

buyer to resend any order changes or approved service entry sheets while the order was in failed status.

If your order remains failed despite your best efforts, please contact Ariba Customer Support for assistance.

Resend a Single Failed Order

1. Click on the Order Number to view the

Order Number Amount Date T Routing Status Order Status
failed order.
AS00032864 $1800 CAD Apr 23, 2024 Acknowledged Partizlly Invoiced
If you don’t see the Routing Status heading, _
) —_ i AB00082565 $1800 CAD Apr 23,2024 Failed Serviced
clickon =~ toaddit.
2. From the Order Details tab, click on the Purchase Order: 4500082865

icon, === click Resend.

Create Order Confirmation -3

: H

Order Detail Order History Hide
AN
w BCHydro
From: To:
Customer SES First Test Supplier Purchase Order
B.C. HYDRO Accounts Payable 333 Dunsmuir St. (Serviced)
3. A successfully resent order will show as
Order Number Amount Date T Routing Status Order Status
Sent.
4500082864 51800 CAD Apr 23, 2024 Acknowledged Partially Invoiced
4500082365 31800 CAD Apr 23, 2024 Sent Serviced
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Resend All Failed Orders

1. From your Ariba Navigation Bar, select

Orders > Purchase Orders.

2. click Resend Failed Orders.

3. Use Date Range to look for new failed orders.
For example, check for orders that failed in the

Last 24 hours, Last 7 days, etc.

4. Click Search to see failed orders, if any.

5. From your search results, select the orders to
resend and click Resend, OR click Resend

All to resend all orders listed.

If you don’t see the Routing Status heading,
click on the 32 icon to add it.

IMPORTANT: If the above actions don’t fix the
issue, please create an order confirmation for the

purchase order. Refer to the Confirm or Reject

Order section for instructions.

sAP Business Network ~ Enterprise Account

Home

Orders

42 O O

Orders Items to confirm

Enablement

Last 31 days

Items to ship

Last 31 days Last 31 days

Orders (42)

> Edit filter

Order Number

4500052069

Last 31 days

Customer

BC Hydro - SUSTAINMEMNT TEST

Resend Failed Orders

Search Failed Orders

w Search Filters

Buyer Location Code: ‘

Order Number
4500058805

4500002065

Order Number: ‘

Show orders by: " Creation Date

$3,810.86 CAD

Invoices ~ Payments ~

O 1

Return items New)

Last 31 days

Resend Failed Orders

Amount Date J C

Oct 24, 2022 N

Customer: ‘ All Customers

w. Partial number | Exact number

) Inquiry Date

Date Range: Last 31 days

23 Mar 2021 - 22 Apr 2021

Number of Results: ‘ 100

Version Customer Amount  Date

5 BC Hydro §34,758.00 CAD

3 BC Hydro $576,700.00 CAD

A4

@®

®

2
Order Status ~ Routing Status {

Nov 24,2022  Partially Serviced Failed

Nov 12,2022 Changed Failed
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Submitting Your Invoice

Once the order has been fulfilled, you can start the invoicing process. At BC Hydro, we have two invoicing
processes for services orders and one invoicing process for materials orders. Look to the Terms and

Conditions section of your order.

IMPORTANT: Be sure to use the right invoicing process to ensure smooth processing and on-time payments

¢ If you see the SERVICE ENTRY INSTRUCTIONS and INVOICE INSTRUCTIONS below, refer to the

Services Sheet First (SESF) Services Invoicing section for invoicing instructions.

SERVICE ENTRY INSTRUCTIONS:
Once services have been rendered, email the Payment Request to the BC Hydro Contract Administrator for creation of the Service Sheet(s). Once
approved, the Service Sheet(s) details will be transmitted to Ariba Network and the corresponding Ariba PO will be updated.

INVOICE INSTRUCTIONS:
Submit an Invoice from Ariba only after the PO in Arba Network shows that goods have been received andlor the services have been accepted by BC

Hydro.

¢ Ifyou see the SERVICE ENTRY INSTRUCTIONS and INVOICE INSTRUCTIONS below, refer to the

Invoice First Services (IF) Invoicing section for invoicing instructions.

SERVICE ENTRY INSTRUCTIONS:
Submit an Ariba Invoice after the services have been rendered for BC Hydro. This will auto-generate a Service Sheet that will be transmitted to BC Hydro for
approval. Once the Service Sheet is approved, Ariba Network will automatically transmit the Ariba Invoice to BC Hydro,

INVOICE INSTRUCTIONS:

For material items, submit an Invoice after the PO in Ariba Network shows that goods have been received.

For service items, submit an Ariba Invoice after the services have been rendered for BC Hydre. This will auto-generate a Service Sheet that will be
transmitted to BC Hydro for approval. Once the Service Sheet is approved, Ariba Network will automatically transmit the Ariba Invoice to BC Hydro.

o If you see the INVOICE INSTRUCTIONS below, refer to the Materials Invoicing section for invoicing

instructions.

INVOICE INSTRUCTIONS:
Submit an Invoice from Ariba only after the PO in Ariba Network shows that goods have been received and/or the services have been
accepted by BC Hydro.
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SERVICE SHEET FIRST (SESF) SERVICES INVOICING

Look to the Terms and Conditions section of your order. If you see these SERVICE ENTRY
INSTRUCTIONS and INVOICE INSTRUCTIONS, you’ll need to use the SESF Services Invoicing Process

for the order.

SERVICE ENTRY INSTRUCTIONS:
Once services have been rendered, email the Payment Request to the BC Hydro Contract Administrator for creation of the Service Sheet(s). Once
approved, the Service Sheet(s) details will be transmitted to Ariba Network and the corresponding Ariba PO will be updated.

INVOICE INSTRUCTIONS:
Submit an Invoice from Ariba only after the PO in Ariba Network shows that goods have been received andlor the services have been accepted by BC

Hydro.

For this invoicing process, you’ll need to email your pro forma invoice to your BC Hydro contract
administrator once the services have been rendered. The contract administrator will create a Service Sheet

(SES). If you've set up for Service Sheet Notification Emails, you'll receive an Ariba email alert when the

SES is approved. Now you can submit your invoice from Ariba for payment as per agreed payment terms.

Email pro forma BC Hydro creates
Receive services Confirm order Render services invoice to BC and approves Receive Submit invoice BC Hydro issues
order Hydro Contract Service Sheet approved SES payment
Admin (SES)

Search by Service Sheet Number

Once your SES has been approved, you should receive an email from Ariba or from your BC Hydro contract
administrator with the service sheet number you’ll need to find the SES for invoicing. If you didn’t receive

notification or don’t recall the service sheet number, see Search Without Service Sheet Number instead.

1. From the Navigation Bar, click on BT business Network ~

Fulfi"ment > Service Sheets_ Home Discovery Workbench Orders v Fulfillment v Invoices v

Order Confirmations.

Service Sheets &)

Time and Expense Sheets |

Overview  Gettil gy Notices

Goods Receipts

Sales Orders

Orders T TInvoice <
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2. Expand the Search Filters.

Enter the full Service Sheet Number,
select Exact number, then click

Search to display your search results.

3. The service sheet status should show

as Approved (ready for invoicing).

4. Click on the service sheet number —

review it for correctness

5. if correct, click Create Invoice to

create the invoice

6. If incorrect, please contact your BC

Hydro contract administrator

Home Workbench Orders ~ Fulfillment Invoices ~ Payments
Service Sheets
¥ Search Filters
Customer: ‘AllCustomers N ‘
Service Sheet Number: * | |

Match Service Sheet Number By:

Service Sheet; 1000464404

Create Invoice

Detail History

Service Sheet

(Approved)

1000464404

Date: 24 Nov 2022

Final Service Sheet: No
Purchase Order: 4500058805
Subtotal: $11.00 CAD

Service Start Date: 24 Nov 2022
Service End Date: 25 Nov 2022

Subtotal:

$11.00 CAD

From To
ACME Supplies Ltd BC Hydro and Power Author

Supplier 4500058805
Reference:

Search Without Service Sheet Number

You can still locate the service sheet for invoicing even if you don’t have the service sheet number; it'll just

take a few extra steps.

1. From the Navigation Bar, click on

Fulfillment > Service Sheets.

2. Click the 538 Table Menu Options

icon.

Home Enablement Workbench Create v

Orders Fulfillment Invoices v

Service Sheets

» Search Filters

Service Sheets (167)

D Service Sheet # Related PO Date | Amount Routing Status Status

D 1000464404 4500058805 24 Nov 2022 $11.00 CAD  Acknowledged Approved

D 1000464403 4500058304 24 Nov 2022 $300 CAD  Acknowledged  Approved

D 1000464236 4500058770 5 Nov 2022 $950.00 CAD Acknowledged Rejected

’_| 1000464234 4500058780 5 Nov 2022 $950.00 CAD Acknowledged Partially Invoiced

22



3. From Table Menu Options, select

the Status option in the Group by

Column section.

. The service sheets will now be
grouped by their Status. Expand
the Approved grouping to view all

approved service sheets.

. Click the first service sheet number

to view the service sheet details.

Tip: If the amount showing for a
service sheet is materially different
from the invoice amount, it's not the
service sheet you need and you can

skip it.

Look at the Supplier Reference
field. This is typically the invoice
number of the pro forma invoice you
had provided to the BC Hydro
Contract Admin for service sheet

creation.

Review the Service Sheet for

correctness

If correct, and this is the invoice you
wish to submit, click Create

Invoice.

9. Ifincorrect, please contact your BC

Hydro contract administrator

Service Sheets

> Search Filters

Service Sheets (167)

Show / Hide Columns

~ Service Sheet #

Customer

~ Related PO

v Date

~ Amount

l:l Service Sheet # Related PO Date | an ¥ Routing Status
~ Status
[ ] 1000464404 4500058805 24 Now 2022 $1
Group by Column
|:| 1000464403 4500058804 24 Mov 2022 B
Routing Status
[ ] 1000006456 4500001642 14 Now 2022 =
Status
1000006453 4500001642 14 Nov 2022 54 '
Service Sheets (167)
Service Sheet # Related PO Date 1 Amount
E Status: Approved (74)
> Status: Invoiced (52)
b Status: Partially Invoiced (6)
B Status: Rejected (35)
Service Sheet # Related PO Date |} Amount Routing Status
V  Status: Approved (74)
D 1000464404 4500058805 24 Nov 2022 $11.00 CAD Acknowledged
D 1000464403 4500058804 24 Nov 2022 $3.00 CAD Acknowledged

Service Sheet: 1000464404

Create Invoice

Detail History

Service Sheet

(Approved)

1000464404

Date: 24 Nov 2022

Final Service Sheet: No
Purchase Order: 4500058805
Subtotal: $11.00 CAD

Service Start Date: 24 Nov 2022
Service End Date: 25 Nov 2022

From To
ACME Supplies Ltd BC Hydro and Power Author

Subtotal: $11.00 CAD

Supplier 4500058805
Reference:
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Submit Your Services Invoice

When you are ready to invoice click on the Create Invoice button which will open up the panel where you can

complete the invoice details and submit it for payment.

Create Invoice [ Update H Save ][ Exit ]m

1. From the Create Invoice

panel, enter the Invoice #.

o Limited to 11 characters. ¥ Invoice Header  Indicates required field

o Capital letters and numbers only.

) Summary
» No special characters or spaces. i Onder. 4500010706 cubtot $10.00CAD
Total Tax:  $1.20 CAD
I"VD‘CG::kll I Total Gross Amount: $11.20 CAD
. Total Net Amount: $11.20 CAD
2. Enter the Invoice Date. Inveice Date: Amount Due: $11.20 CAD
Service Description: | ‘
3. Supplier Tax ID is auto populated supper Tax 01 |
from your Company Profile. See TAX RemitTo. | BC Hydo v|
ID Number.
4. Click Add to Header, then click Add 1o Header +
Attachment. Click Choose File to Shipping Documents
find your PDF invoice copy, then click oot
Additional Reference Documents and Dates
Add Attachment. Comment
| Attachment
IMPORTANT: Be sure to attach your
PDF invoice copy. Submissions with Attachments
mco.rrect_or mISSIIng PDF invoice The total size of all attachments cannot exceed 100MB
copies will be rejected.
. . No file chosen Add Attachment
The PDF file name can only include
letters and numbers. Special
characters and spaces in the file name
are not allowed and will cause your
invoice to be rejected. See Invoice
Status & Rejection Reasons for more
information.
5. The attached file should now show on Attachments
your screen. |f it’S not the correct ﬁle, The total size of all attachments cannot exceed 100MB
select it and click Delete and redo the Nofile chosen  Add Attachment
steps above to attach the correct file.
Name Size (bytes) Content Type
|:| Job 16770 Invoice.pdf 737046 application/pdf
|—) Delete
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6. Scroll down to the Line Items section.

7. Ensure the Include toggle is Blue for

each line item to be invoiced.

8. The Tax Category is required for each

line item to be invoiced.

e Review the category and adjust as
needed.

o If the category has not been
specified, select one that’s
appropriate for the line item.

e DO NOT change the Taxable
Amount directly as this amount is
calculated from the Tax Category.

9. Click on Update to refresh the screen,
then click Next check the invoice

before submitting.

10. Review the Tax Summary, the
Invoice Summary, and ensure your

invoice copy is attached.

e Ensure your invoice matches the
value of the SES, PO and back up
documentation.

e For SES questions or changes,
contact the BC Hydro contract
administrator named on the order.

e If you're not ready to submit the
invoice, you can Save it and submit
it later, or Exit to start anew when
you're ready.

11. When ready, click Submit to submit

your invoice for processing.

Line ltems

Insert Line Item Options

|:| Tax Category
D Include Type

v 10
I [=®] s

12% HBC / 7% PST. 5% GST

‘v"| l:l Discount

Part # Description

UNAVAILABLE BSY CREW MATERIALS, TOOLS AND SAFETY SUP

P1 General Industrizal Supplies (GST&PST)

D Include  Type Part # Description Quantity ~ Unit  Unit Price Subtotal
v 10 UNAVAILABLE BSY CREW MATERIALS, TOOLS AND SAFETY SUP
D Q@ seruce P1 General Industrial Supplies (GST&PST) 10 LE S1CAD  $10.00 CAD

Service Sheet Details Service Sheet # 1000099838 Service Line No.: 10

Contract Number: 4440002949

Tax Category:* | HBC !.v Taxable Amount: _m 00 CAD
Taxes
Tax Rate Type:
Location
. 12% HBC / 7% PST, 5% GST Rate(%): 12.000
Description Tax Amount:  $1.20 CAD
Regime 5% GST / PST Exempt. 5% GST
7% PST/ 7% PST, GST N/A
5% GPA/ PST Self Assess, 53 GST
Comments
4
Include  Type Part # Description Quantity Unit  Unit Price  Subtotal
D SERVICE P6 General Industrial Supplies (no Tax) 0 LE $1CAD  $0CAD

Excluded line items cannot be modified.

Reset Tax from PO

Update Save Exit

Line ltem Actions v Delete

Tax Summary
Tax Details:
Tax Category Tax Rate Tax Rate Type Taxable Amount Tax Amount Tax Location Description
HBC 12% $5.00 CAD $0.60 CAD 7% PST, 5%
GST
GST 5% $2.00 CAD $0.10 CAD PST Exempt,
5% GST
NOT 0% $3.00 CAD $0.00 CAD No Taxes
Invoice Summary
Subtotal: $10.00 CAD
Total Tax:  $0.70 CAD
Total Gross Amount:  $10.70 CAD
Total Net Amount:  $10.70 CAD
Amount Due: $10.70 CAD
Attachment(s):
Name Content Type
s

(e ) (o) D
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12. You will receive confirmation of your
invoice submission. Click Exit to return

to your order.

13. The invoice will appear as a related

documents on your order.

14. See Invoice, Payment & Remittance

Status for help on track the invoice
status, view scheduled payments and

remittance details.

IMPORTANT: If your invoice is
incorrect or is missing required
supporting documentation, the
generated invoice will be rejected and
the status will show as Rejected in
Ariba. See Invoice Status & Rejection
Reasons for more information.

Invoice 1234567 has been submitted.

« Print a copy of the invoice.
. \voice creation.

Purchase Order: 4500010706

Create Order Confirmation Create Ship Notice

Order Detail Order History
)
W BCHydro
From: To:
B.C. HYDRO Accounts Payable SES Firat Test Supplier

333 Dunsmuir St.
Vancouver BC V6B 5R3
Canada

6911 SOUTHPOINT DRIVE
BURNARBY British Columbia V3N 4X8

Canada Phane: +1 (604) 222-2000

Fax:
Email: .

Payment Terms ' £
1.500% 15

0.000% 30

1.5% 15 Net Due 30 Days

Comments
ORIGINAL ORDER #: C1105630089

PO REVISION: 0

ORDER CONFIRMATION INSTRUCTIONS:

GAP Business Network Enterprise Account

Service Sheet Create Invoice w

Purchase Order

(Partially Serviced)
4500010706

Amount: $198,647.95 CAD
Wersion: 1

Routing Status: Acknowledged
External Document Type: BCH Flex.Blanket PO (FO)
Effective Date: 1 Jun 2020
Expiration Date: 31 May 2025
Related Documents: {1234567
000009530
More(2) »

Submit an Order Confirmation if you accept the terms and conditionsas stz... View more »

INVOICE FIRST (IF) SERVICES INVOICING

Look to the Terms and Conditions section of your order. If you see the SERVICE ENTRY INSTRUCTIONS
and INVOICE INSTRUCTIONS below, you'll need to invoice for this order using the Invoice First Services

Invoicing Process.

SERVICE ENTRY INSTRUCTIONS:

INVOICE INSTRUCTIONS:

Submit an Ariba Invoice after the services have been rendered for BC Hydro. This will auto-generate a Service Sheet that will be transmitted to BC Hydro for
approval. Once the Service Sheet is approved, Ariba Network will automatically transmit the Ariba Invoice to BC Hydro.

For material items, submit an Invoice after the PO in Ariba Network shows that goods have been received.
For service items, submit an Ariba Invoice after the services have been rendered for BC Hydro. This will auto-generate a Service Sheet that will be
transmitted to BC Hydro for approval. Once the Service Sheet is approved, Ariba Network will automatically transmit the Ariba Invoice to BC Hydro.

With this invoicing process, you can submit your invoice from Ariba once services have been rendered. Upon

invoice submission, Ariba will automatically generate a service sheet for BC Hydro for approval. Once

approved, payment will be issued as per the agreed payment terms.

Receive services

Confirm order Render services
order

Ariba generates
Serivce Sheet BC Hydro

Submit invoice

(SES) for BC Approves SES

Hydro approval

BC Hydro issues
payment
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1. From the Navigation Bar, click on Orders >

Purchase Orders.

2. If needed, expand Edit filter to find the order

to invoice. See Search for Orders.

3. Click on the Order Number to open the order.

4. Review the entire order to ensure this is the

correct one for your invoice.

5. Click Create Invoice > Standard Invoice.

6. Disable and close the warning message if it

appears.

Business Network v

Home Discovery Workbench

Orders v

Fulfillment v

Purchase Orders

Order Inquiries

Requisitions

Requests for Quotation

.

28

10

Orders Items to confirm
Last 31 days Last 31 days
Orders (28)
| > Editfilter | | Last31days
Order Number Customer
BC Hydro - SUSTAINMENT TEST
4500124366 BC Hydro - SUSTAINMENT TEST

Purchase Order: 4500051964

0 0

Items to ship Return items
Last 31 days Last 31 days
Amount Date
$1000 CAD Jun 4, 2025
$10 CAD Jun 5, 2025

Create Order Confirmation l | eate S

Create Invoice «

Order Detail Order History

Standard Invoice

Line-ltem Credit Memo

Line-ltem Debit Memo

%
Ll
WARNING!-

+ This customer requires service sheets for service orders. When you create an invoice without first creating a
senvice sheet, Ariba creates a service sheet for you, The invoice Is sent after the customer approves the

service sheet,

ny.l show me this mossage agair
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10.

From the Create Invoice panel, enter a

unique Invoice #

e Limited to 11 characters.
e Capital letters and numbers only.
e No special characters or spaces.

Note the Invoice Date can’t be changed.

Supplier Tax ID is auto populated from your
Company Profile. See TAX ID Number.

Click Add to Header, then click Attachment.
Click Choose File to find your PDF invoice
copy, then click Add Attachment.

IMPORTANT: Be sure to attach your PDF
invoice copy. Submissions with incorrect or

missing PDF invoice copies will be rejected.

The PDF file name can only include letters and
numbers. Special characters and spaces in the
file name are not allowed and will cause your
invoice to be rejected. See Invoice Status &
Rejection Reasons for more information.

1.

The attached file should now show on your
screen. If it's not the correct file, select it and
click Delete and redo the steps above to attach

the correct file.

Create Invoice

v Invoice Header

Summary
Purchase Order:
Invoice #:*

Invoice Date: (0

Update Save

* Indicates required field

4500090867
Subtotal:
1234560 Total Tax:
2 Jun 2024 Total Gross Amount:

Total Net Amount:

Service Description: Amount Due:
Final Service Sheet: :I
Supplier Tax ID:*] 555555555 |
Remit To:  |nyoice First Test Supplie
Add to Header v
Shipping Documents
Discount
Additional Reference Documents and Dates
Comment
Attachment
Attachments
The total size of all attachments cannot exceed 100MB
Choose File |No file chosen Add Attachment
Attachments
The total size of all attachments cannot exceed 100MB
Choose File | No file chosen Add Attachment
Name Size (bytes) Content Type
D Job 16770 Invoice.pdf 737046 application/pdf
L Delete

Exit

Next

Add to Header v

$727,538.20 CAD

$36,376.92 CAD
$763,915.12 CAD
$763,915.12 CAD
$763,915.12 CAD
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12. Scroll down to the Line Items section and

review each line.

By default, all line items and remaining
quantities from your order are included in your
invoice. You may need to manually adjust the
default quantities and/or exclude service lines
from your invoice.

13. Use the toggle to include/exclude each line
for your invoice. Be careful as many service
lines may be quite similar except for their tax

treatment.

¢ Included lines will show a Blue toggle.

e Excluded line items will show a Clear
toggle.

14. Adjust the Quantity for each included service

item line to your pre-tax amount.

This example below shows $1,000.00 entered
as a quantity of 1000 units at $1.00/unit.

15. Taxes are pre-assigned to the service lines so
please do not change the defaulted Tax
Category.

If the Tax Category or Tax Amount showing is

incorrect, contact your BC Hydro Contract
Administrator right away.

16. If instructed by your BC Hydro contact, update
the Description of the service line text to aid
with invoice approval. For example, add work

location, dates or crew information.

Line ltems

INSer une mem Upuons

J e ety 12% HBC / 7% PST, 5% GST | Discount
No Include Type Pant = Description
v 10 UNAVAILABLE  Forecasted PO Diswibution Edmonds UG
No. Include Type Part = Description
Pricing Details Price Unit  ACT
nit Conversion: 1
Service Period Service Start Date :—"‘|
ervice Star Date o=
- Category:* | ST v !
Location |
1
Description: | PST Exempt. 5% GST |
i |
Regime v ‘
No Include Type Part # Description
1020 : SERVICE UNAVAILABLE TRAFFICAITCP WILANETRUCK 6AM-6PM HR
Excluded line items cannot be modiified
No. Include Type Part # Description Customer Part#  Quantity  Unit Unit Price Subtotal {
w00 @ service uNMAILBLE | Trasic Tratic MGNT Services | 000173 ACT  SLCAD $1,000.00CAD
Pricieg Detals Price Unit.  ACT Price Unit

Unit Conversion: 1

Service Period Servic

ce Start Date - Senvice End Date

[ §

Tax
Category:* | GsT Taxeble Amount: | $1,000.00 CAD
‘ Tax Rate Type ‘
ocatio! —
— Rate(%): | 5000
Description: | PST Exempt, 5% GST J
L IS Tax Amount: | $50.00 CAD

L |
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17. After adjusting the quantities for your invoice
lines, scroll to the bottom of the screen and
click Update to refresh the service line totals,
then click Next to review your invoice before

submitting.

18. Review the Tax Summary, subtotals and
totals, ensure your PDF invoice copy and other

required supporting documents are attached.

If you're not ready to submit the invoice, you
can Save it and submit it later, or Exit to start

anew.

19. When ready, click Submit to submit your

invoice for processing.

20. You will receive confirmation of your invoice

submission. Click Exit to return to your order.

21. Both the invoice and auto-created service
entry sheet (SES) will appear as related

documents on your order

22. See Invoice, Payment & Remittance Status for

help with tracking the invoice status, and
viewing scheduled payments and remittance

details.

IMPORTANT: If your invoice is incorrect or
is missing required supporting
documentation, the generated SES will be
rejected and the invoice will show as

Rejected in Ariba. See Invoice Status &

Rejection Reasons for more information.

Update Save Exit

Tax Summary

Tax Details:

Tax Category Tax Rate Tax Rate Type Taxable Amount Tax Amount

Tax Location Description

HBC 12% $5.00 CAD $0.60 CAD 7% PST, 5%
GST
GST 5% $2.00 CAD $0.10 CAD PST Exempt,
5% GST
NOT 0% $3.00 CAD $0.00 CAD No Taxes
Invoice Summary
Subtotal: $10.00 CAD
Total Tax: $0.70 CAD
Total Gross Amount:  $10.70 CAD
Total Net Amount:  $10.70 CAD
Amount Due:  $10.70 CAD

Attachment(s):
Name Content Type
e

I Previous ' I Save I Exit

GAP Business Network Enterprise Account

Invoice 1234567 has been submitted.

« Print a copy of the invoice.

. '\.-oice creation.

Purchase Order: 4500052067

Create Order Confirmation «

Order Detail Order History

{’ BCHydro

From:

Customer

B.C. HYDRO Accounts Payab
6911 SOUTHPOINT DRIVE
BURNABY British Columbia \
Canada

Phone: + () 604-663-3572

Version: 1

Amount: $3,000.00

To- Purchase Order

CaAD

Create Invoice «

Payment Terms |
0.000% 30
NET DUE 30 DAYS

Comments
PO REVISION: 0

tus: Acknowledged
e: BCH Fixed PO (NB)
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MATERIALS INVOICING

Look to the Terms and Conditions section of your order. If you see the INVOICE INSTRUCTIONS below,

you’ll need to invoice for this order using the Materials Invoicing Process.

INVOICE INSTRUCTIONS:

accepted by BC Hydro.

Submit an Invoice from Ariba only after the PO in Ariba Network shows that goods have been received and/or the services have been

Although the instructions advise you to submit your invoice after the goods are received, you’re welcome to

submit invoices as soon as the goods are shipped. We will issue payment as per payment terms once the

invoice and the goods are received in our system.

Receive materials

Confirm order
order

1. From the Navigation Bar, click on

Orders > Purchase Orders.

2. Expand the Edit filter to find the order

to invoice. See Search for Orders.

3. Click on the order number of the order

to invoice.

4. Click Create Invoice > Standard

Invoice.

Create ship notice

BC Hydro
confirmed goods
are received

BC Hydro issues

Submit invoice
payment

Ship materials

W Business Network ¥

Home Discovery Workbench Orders v Fulfillment +

Purchase Orders

Order Inquiries

Requisitions ! ,{

Requests for Quotation

Orders

42501030

Orders Items to confirm | Items to ship Return items i |

Last 31 days Last 31 days Last 31 days Last 31 days

Orders (42)

> Edit filter| | Last 31 days
Order Number Customer Amount Date |
4500052069 BC Hydro - SUSTAINMENT TEST $3,810.86 CAD Oct 24, 2022
4500052063 BC Hydro - SUSTAINMENT TEST $2,267.09 CAD Oct 18, 2022
Purchase Order: 4500051964
Standard Invoice

Order Detail Order History Line-ltem Credit Memo

Line-ltem Debit Memo
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5. In the Create Invoice . )
Create Invoice { Update H Save H Exit

panel, enter the Invoice #

] Next
° lelted tO 11 CharaCterS' ¥ Invoice Header * Indicates required field

e Capital letters and numbers only.
e No special characters or spaces. Summary

View/Edit Addresses

Purchase Order: 4500052064 Subtotal: $40.00 CAD
Total Tax:  $2.00 CAD
| Total Gross Amount: $42.00 CAD

Invoice #:'l

6. Enter the Invoice Date.

Total Net Amount: $42.00 CAD

Invoice Date:*l || Amount Due: $42.00 CAD

7. Supplier TaX ID |S aUtO populated Service Description: ‘

from your Company Profile. See TAX Supplier Tax ID:* |

|D Number_ Remit To BC Hydro ~ ‘

8. Click Add to Header, then click Add o Header +

Attachment. Click Choose File to find Shipping Dacuments

your PDF invoice copy, then click Add prcount

Additional Reference Documents and Dates
AttaChment. Comment
| Attachment

IMPORTANT: Be sure to attach your

PDF invoice copy. Submissions with

. . . . . Attachments

incorrect or missing PDF invoice

COpieS will be rejected_ The total size of all attachments cannot exceed 100MB

The PDF file name can only include [[Choose File JNo fle chosen |  Add Attachment

letters and numbers. Special characters

and spaces in the file name are not

allowed and will cause your invoice to

be rejected. See Invoice Status &

Rejection Reasons for more

information.
9. The attached file should now show on Attachments

your screen. If it's not the correct fiIe, The total size of all attachments cannot exceed 100MB

select it and click Delete and redo the Mo file chosen Add Attachment
steps above to attach the correct file.

Name Size (bytes) Content Type

I:‘ Job 16770 Invoice.pdf 737046 application/pdf

L Delete




10. Scroll down to the Line Items section Line Items

and review each line.

Insert Line Item Options
By default, all line items and remaining D TaxCategory: | 1296 HBC / 7% PST, 5% GST v : Shipp
quantities from your order are included
in your invoice. You may need to ) No. incude Type  Paté Description
manually adjust the defaulted quantities _
and/or exclude line items from your ’ \ 10 E MATERIAL UNAVAILABLE  GGM 1VFV7 HEX BUSHING, RED BRASS
invoice.

11. Use the toggle to include/exclude e - c:::::: fA
materials lines for your invoice. Be
careful as many lines can be quite D No.  incude  Type Part & Description

similar. —
[ ] 10 :l MATERIAL UNAVAILABLE  GGM 1VFV7 HEX BUSHING, RED BRASS

¢ Included lines will should show a
Blue toggle.

e Excluded line items will show a
Clear toggle.

12. If needed, adjust the Quantity for each | Line Items

included materials line to match what

Insert Line ltem Options
yOU’Ve Shlpped |:| Tax Category: 128 HBC | 7% PST, 5% GST v| : Shipping Documents j g
Contact your BC Hydro representative [ Mo incwge Tpe  Patd Description Customer Part#  Quantly
or Buyer for price discrepancies. [ 1 @) WATERAL UNAVALABLE  GGM IVFVY HEX BUSHING, REDBRASS 98010000
Pricing Details Price Unit:  EA Price Unit Quantity: 1
Unit Conversion: 1 Beseryen;

13. Review the Tax Category for each line [ ] No. include  Type Part# Description Customer Part#  Quantiy
item to be invoiced, and adjust if ][] 10 @) MATERIAL UNAVAILABLE  GGM 1VFV7 HEX BUSHING, RED BRASS 98010000 1
needed Pricing Details PriceUnit.  EA Price Unit Quantity: 1

Unit Conversion: 1 Description:

e DO NOT change the Taxable

Amount directly as this amount is Tex category:* | HBC 1 [N Sr— ‘smm

calculated from the Tax Category. 74 PST, 5% GST

Location: : Taxf ToxRate Type: l

e Contact your BC Hydro 5% GST / PST Exempt, 5% GST :

representative if applicable freight Descripton: | 796 ST /7% PST, GSTNIA S | 2

or special charges are missing. Regime: 12 TaxAmount | $0.24CAD

14. Click on Update to refresh the screen, _ :

P [ Line Item Actions ] [ Delete } I Update I I Save I [ Exit l Next

then click Next.

33



15. Review the Tax Summary, the
subtotals and totals, and ensure your
invoice copy is attached.

e Ensure your invoice matches the

value of the Line Items, order and
back up documentation.

e For questions about the Line Items
or changes to the order, contact the
BC Hydro Buyer or Hydro Rep
named on the order.

e If you're not ready to submit the
invoice, you can Save it and submit
it later, or Exit to start anew when
you’re ready.

16. When ready, click Submit to submit

your invoice for processing.

17. You will receive confirmation of your
invoice submission. Click Exit to return

to your order.

18. The invoice will appear as a related

document on your order.

19. See Invoice, Payment & Remittance

Status for help on track the invoice
status, view scheduled payments and

remittance details.

IMPORTANT: If your invoice is
incorrect or is missing required
supporting documentation, the
generated SES will be rejected and the
invoice will show as Rejected in Ariba.
See Invoice Status & Rejection
Reasons for more information.

Tax Summary
Tax Details:
Tax Category Tax Rate Taxable Amount Tax Amount Tax Location Description
HEC 12% $5.00 CAD $0.60 CAD 7% PST, 5%
GST
GST 5% $2.00 CAD $0.10 CAD PST Exempt,
5% GST
NOT 0% $3.00 CAD $0.00 CAD No Taxes
Invoice Summary
Subtotal: $10.00 CAD
Total Tax:  $0.70 CAD
Total Gross Amount:  $10.70 CAD
Total Net Amount.  $10.70 CAD
Amount Due: $10.70 CAD

Attachment(s):
Name

INVOICE _pdf

Content Type
application/pdf

Previous I I Save ]

SAP Business Network Enterprise Account

Invoice 1234567 has been submitted.

s Print a copy of the invoice

. voice creation.

Purchase Order: 4500052064

Create Order Confirmation »

Order Detail Order History
O BCHyd
w yaro
From:
Customer

B.C. HYDRO Accounts Payable

6911 SOUTHPOINT DRIVE

BURNABY British Columbia V3N 4X8&

Canada
Phone: + () 604-663-3572
Fax:

Payment Terms £
0.0009%4 30
NET DUE 30 DAYS

Comments
PO REVISION: O

To:

SES First Test Supplier
333 Dunsmuir St.
Vancouver BC V6B 5R3
Canada

Phone: +1 (604) 222-2000
Fax:

Email:

Create Invoice »

Purchase Order

(Partially Invoiced)
4500052064
Amount: $950.000.00 CAD

Version: 1

Routing Status: Acknowledged
External Document Type: BCH Fixed PO (NB)

Related Documents:| 1234567

INVB98

More(5) »




Invoice, Payment & Remittance Status

Once an invoice is submitted, you can view its payment status and take advantage of Early Payment Offers.

FIND A SUBMITTED INVOICE

Follow these steps to find your invoice to view its status, scheduled payment date, and Early Payment Offers.

1. From the Navigation Bar, click on

Invoices > Invoices.

Invoices from the last 31 days are
automatically displayed. If you don'’t

see the invoice you need, expand Edit

filter to search by invoice number,
another date range, or other criteria.

2. If you know the exact invoice number,
enter it into the Invoice number box

and select Exact match.

Otherwise, select Partial Number to
search by other criteria such as a
partial invoice number, invoice date,
amounts, etc.

3. Click Apply to see the search results.

If you don’t see your invoice, check to
ensure the Invoice date range is
correct.

4. The search results will display
summarized invoice details along with
the invoice status and schedule

payment date.

e Credit memos show a negative (-)
amount.

e [f you don’t see these headings,
click the 32 icon to add it to your
display.

SAP Business Network ~ Enterprise Account

Home Enablement Workbench Orders ~

Fulfillment ~ Payments ~

[ (& MNeed to customize your view of the data? Create your own tiles, save filters, and more by navigating to the W

Invoices

3 0o O

Invoices Rejected invoices Qverdue invoices - Not (o]
approved
Last 31 days Last 31 days Last 31 days
Invoices (3)
V Edit filter
Customers Invoice number External invoice number .. Invoice date Payment net due date
Select or type selections [D ‘ Type selection ‘ ‘ Type selection ‘ last31days v None v
(o) Partialmatch () Exact match
Invoice type Invoice status Status change date Order number From country
‘ Al v ‘ All v None v ‘ Type selection ‘ Select or type selections ‘
To country Min amount Max amount Currency Submitted by View Routing status
Select or type selections (3 ‘ ‘ H H CAD Vv ‘ ‘ All v ‘ All v ‘ All v
Apply Cancel
Invoices (3)
> Editfilter | [Last31days
:
= (=
@ [fee
w:;‘;zr Customer Reference Invoiced Date & Amount |Invoice Status| | Payment net due date
BC Hvdro
INV409286 4500052064 Oct 24,2022 $31.50 CAD | Approved Nov 23, 2022
BC Hydre
TEST240CT 4500052697 Oct 24, 2022 $4.68 CAD | Sent Nov 23, 2022
BC Hydro .
ARIBATEST1 4500052061 Qct 19, 2022 $2.48 CAD | Paid Nov 19, 2022
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5. Click on the invoice number to view invoice, payment and remittance details, and to accept Early Payment

Offers on Approved payments.

INVOICE STATUS & REJECTION REASONS

An invoice’s status tells you how payment is progressing. If you've set up for Electronic Invoice Routing

notification emails, you’ll receive an email alert each time your invoice(s) status is updated.

There are six key invoice statuses.

I S

Sent

Approved

Paid

Rejected

On Hold

Failed

Your invoice has been submitted to BC Hydro for
processing which can take 5-10 business days to
complete.

The invoice has been approved. Payment is
scheduled as per the agreed payment terms.

Payment has been issued.

The invoice can’t be processed and has been
returned to you. Common reasons include:

e Duplicate invoice

e Missing supporting documentation

e Invoice quantity/amount/taxes differ from the
PO

The materials invoice can’t be processed due to
a variance in price or quantity, or the goods
receipt has not been acknowledged.

An Ariba Network system issue has occurred.

Invoice Rejection Reasons

If the invoice remains in Sent status beyond 10
business days, review the invoice’s History tab for
more information.

If the History tab shows the invoice is Parked, then
we’re still working to resolve an invoice variance.
No action is required of you. Once the variance is
resolved, the invoice will move to Approved status.

If the invoice is not Parked, contact
AccountsPayable@bchydro.com.

You can view the scheduled payment details and
consider accepting Early Payment Offers.

Review the payment remittance details.

If you've set up for Settlements Email Notification,
you'll receive your payment advice by email.

Look for Ariba and BC Hydro emails explaining the
rejection reasons and steps to resubmit.

Contact the buyer named on your purchase order.

Contact AccountsPayable@bchydro.com.

Invoices that can’t be processed will be rejected and returned to you. If you're set up for Electronic Invoice

Routing notification emails, you’ll receive an Ariba alert providing the error reason and additional comments to

help you rectify the issue.
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Once the rejection issue has been resolved, you can submit your invoice again for processing. Just remember

to use a unique invoice number for your new invoice (eg. 1234A, 1234R) and always attach a PDF invoice

copy, along with any other required supporting documentation, to your new Ariba invoice.

Here are some common rejection reasons, if you still need assistance, contact

AccountsPayable@bchydro.com.

INV-35 User WORKFLOW
already processing Purchasing
doc item

User ESSPROD already
processing Purchasing doc item

Purchasing document # is not yet
released

Purchasing document #, version
# in process

INV-167: Service sheet item #
which is referenced in invoice
item # has been included in other
invoice.

Your service sheet # for PO #
item # has been rejected for the
following reason: <Rejection
code and description>

The PO is occupied by
another user. Our system
doesn’t allow more than one
user to process on the PO at
one time.

The PO is being updated
and is unavailable for invoice
processing.

The service sheet used for
your SESF services invoice
was already processed for a
different invoice and can'’t be
used again.

The service sheet generated
for your Invoice First
services invoice was
rejected by BC Hydro.

There is no need for immediate
attention as the system will
continuously retry over the next 3
days.

If the invoice status still shows as
Rejected on the 4" day, resubmit
your invoice with a unique invoice
number.

Contact your BC Hydro
representative. They can advise
when the order will be ready for
invoicing.

Select a different service sheet to use
for your SESF services invoice.

Contact your Contract Administrator to
confirm the correct service sheet to
use.

Refer to the Rejection code and
decription to rectify the issue.

Contact your Contract Administrator
for additional assistance.
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SCHEDULED PAYMENT & EARLY PAYMENT OFFER

Once an invoice is approved, it will be scheduled for payment.

You can view all upcoming payments and their scheduled payment dates by following the steps below. Some

payments will be eligible for Early Payment Offers where you can opt for earlier payment in exchange for a

payment discount.

1. From the NaVigation Bal", Home  Enablement  Workbench  Orders ~  Fulfillment ~  Invoices ~ Ipaymer:s - | Catslogs ~ Reports ~  Messages

click on Payments >

(@ Need to customize your view of the data? Create your own tiles, save filters, and more by

Early Payments

h page. Go to Workbench

Scheduled Payments.

Payments

2. Expand Edit filter to set

your search criteria, then

*288K | *294K | *373

Scheduled Payments
Remittances
Early Payment Rules

—_—

Early payment offers Scheduled payments Remittances

click Apply to view your Next 90 days ; et 0 days Laot 9

scheduled payments.

3. Click on the Payment

Proposal number to view

Invoice Payment Proposal Scheduled Payment Date J

payment details. You can

INV58781 §1002251962023001 BCH1Q06 I Dec 5, 2022

also Review & Accept Early

INV464233 81002251902023001BCH1006  Dec 5, 2022

Payment Offers for

INVaB4232 81002251862023001 BCH10Q06 Dec 5, 2022
payments showing Eligible +
5300223586  81002251852023001BCH1Q06 Dec 4, 2022

Early Pay Status.

Remaining Days Amount Due
% $1,017.15 CAD
% $997.50 CAD
2% $1.312.50 CAD
235 $997.50 CAD

PRI
= 2
Status Early Pay Status

On Hoid Not Eligible

o

Scheduled Eligible

Scheduled  Eligible
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REMITTANCE DETAILS

You can view your payment remittances to help reconcile your accounts.

IMPORTANT: Please ensure your AR team is set up to receive remittance advice notifications as this

information is only available through your Ariba account.

1. From the Navigation Bar,
click on Payments >

Remittances.

2. Expand Edit filter to set
your search criteria, then
click Apply to view your

scheduled payments.

3. Click on the Transaction
number to view the

remittance details.

4. Remittance details will show:

e Payee name and details
when you click on (Show
Payee Details).

e Remittance Advice with
amount paid and payment
date.

e Invoices paid. Click on
the invoice number to
view the invoice details.

e You can print or save a
copy of the Remittance
Advice.

Early Payments

(@ Need to customize your view of the data? Create your own tiles, save filters, and more by

Home Enablement Workbench Orders ~ Fulfillment ~ Invoices Catalogs Reports ~ Messages

h page. Go to Workbench

Payments

0.0

Early payment offers

"1.44%

Scheduled payments

Next 90 days Next 80 days

Remittances (2)

> Editfilter]| |Last 365 days

Transaction Customer

Z.20221101.2001097381

Z.20221108.2001118464

BC Hydro - SUSTAINMENT TEST

BC Hydro - SUSTAINMENT TEST

& BCHydro

From

Hydro To
PAYER: BC Hydro and Power Author
(Show Payer Details)

Payment Detail

Payment Method: ACH
2001118464 (1)
Related Payment: Z.20221108.2001118464 (i)

Reference Number:

Identified Differences: None

ADDITIONAL INFORMATION (0

Line ltems (110)

Line # Payable Reference

Gross Amount

Remittances

Payment Date  Reference Number
Novl1 2022 2001097381

Nov 8, 2022 2001118464

Scheduled Payments

Remittances

Early Payment Rules

373=—

& 25

<=

Gross Discount Adjustment Net
$1.470.00CAD  $0.00CAD $0.00 CAD $1,470.00 CAD

$371,572.28 CAD  $34.98 CAD $0.00 CAD  $371,537.30 CAD

REMITTANCE ADVICE
Z.20221108.2001118464 (Paid)

$371.572.28 CAD

(334.98 CAD)
($0.00 CAD)

Gross Amount:
Discount Applied:
Withholding Tax:

Amount Paid: $371,537.30 CAD

Estimated Settlement on 8 Nov 2022

Discount

Withholding Tax

Routing Status: Sent
Transaction Date: 7 Nov 2022

Adjustment  Net Amount Paid

1 | inveice: 7098842754

$12,392.11 CAD

$0.00 CAD

siz39ziicap |

ADDITIONAL INFORMATION

8100224182
7099842754
BCH1

2023

buyerlnvoicelD:
OriginalinvoiceNo:
Company Code:
fiscalYear:

2 | nwoice: az67280270

$675.13 CAD

$0.00 CAD

$675.13 CAD |

ADDITIONAL INFORMATION

8100175218
92672680270
BCH1

2023

buyerlnvoicelD:
OriginalinvoiceNo:
Company Code:
fiscalYear.
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Correcting or Cancelling an Invoice

If you’ve made an error on a submitted invoice, you can submit a credit memo from your Ariba account to
cancel/offset the invoice. See the Credit Memo section for step by step instructions. If the credit memo is for
a service-based invoice, it's important that you also notify your BC Hydro contract administrator once the

credit memo has been submitted.

From time to time, BC Hydro may ask you to cancel or withdraw an invoice (eg. to amend an order, revise a

service entry sheet, etc). As above, you can simply submit an Ariba credit memo to cancel the invoice.

Once the credit memo shows as Approved, you can submit a corrected invoice, if necessary. Just remember
to use a unique invoice number for your new invoice (eg. 1234A, 1234R) and always attach a PDF credit

memo/ invoice copy to your Ariba submittal.

Occasionally, your invoice may be rejected by BC Hydro despite appearing accurate and complete. The most
common reasons for BC Hydro rejections are due to incorrect taxes and missing PDF invoice copies. If BC

Hydro rejects your invoice:

o You'll receive an email from Ariba if you're set up for invoice status notification emails.

o Your elnvoicing contact on record with us will receive an email from our Accounts Payable team
explaining the cancellation reason and steps for correction.

o Once the invoice status shows as Rejected, you can re-invoice according to the instructions provided.

o If you have questions about your order or your service entry sheet, contact your BC Hydro contract

administrator for assistance.

Credit Memos

A credit memo can be used to adjust the quantity or price on the submitted invoice, or to cancel the invoice
entirely. Because quantity adjustments are most common, we will only look at quantity adjustment credit

memos here. Contact AccountsPayable@bchydro.com directly for assistance with price adjustments.

When you’ve submitted a credit memo on a service-based invoice, it's important to notify your BC Hydro

contract administrator. This applies to both partial or full credits.
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1.

|nV0iceS > |nVOiceS Home Enablement Workbench Orders v Fulfillment ~ Payments ~
) : ,

(i) Support the people of Ukraine. Update the categories and service location|
Credit Memos

Invoices from the last 31 days are
automatically displayed. If you don’t see
the invoice you need, expand the Edit
filter to search by invoice number or
another date range.

Ukraine. Learn More | Update Profile

£ S\

~ Al custd

Timestamp Verification
Drafts

3 4 8

Orders and Releases pebit Memos

Overview Getting started

New orders ! Changed orders Orders to invoice
Last 31 days . Last 31 days Last 31 days
Invoice .
. . Customer Reference Invoiced Date Amount
Select the Invoice # for your credit Number
BC Hydro -
memo. INV52698 SUSTAINMENT TEST 4500052698 Sep 6, 2022 $13.65 CAD
BC Hydro -
INV52698A SUSTAINMENT TEST 4500051991 Sep 6, 2022 $10.50 CAD

BC Hydro -
INV52700 SUSTAINMENT TEST 4500052700 Sep 13, 2022 $2,100.00 CAD

Click Line-ltem Credit Memo. Invoice: INV52700

Create Line-Item Credit Memo } { Create Line-Item Debit Memo

Detail Scheduled Payments History

Standard Invoice

Select the Credit Memo Type. You can Create Line-Item Credit Memo

use either type, but these steps are only

for the more common Quantity Credit Mema Type
Adjustment type @) Quantity Adjustment i) Price Adjustment (i)
Enter the Credit Memo #. v Invoice Header
L. ) ) Summary
e Use the original invoice number Sublotal: $2,000.00 CAD
Credit Memo #:* | INV52700CR $-100.00 CAD
followed by CR. sz |
. . H - Total Net Al $-2,100.00 CAD
e Limited to 11 characters. et emo bate: 2 ountbue: $2.100.00.GAD

[} Original Invoice No:  INV52700

e Capital letters and numbers only.

Original Invoice Date: 13 Sep 2022

e No spaces or special characters. supptie T 10 [sat23054 |
Remit To | BC Hydro V.

Enter the Credit Memo Date.

Supplier Tax ID is auto populated from
your Company Profile. See TAX ID

Number.
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8. Scroll down to the Comment section and

enter the Reason for Credit Memo.

9. Click Add to Header, then select
Attachment to attach a PDF copy of your

credit memo.

10. Click Browse to select your credit memo
PDF, then click Add Attachment.

IMPORTANT: Be sure to attach your PDF
invoice copy. Submissions with
incorrect or missing PDF invoice
copies will be rejected.

The PDF file name can only include
letters and numbers. Special characters
and spaces in the file name are not
allowed and will cause your invoice to be
rejected. See Invoice Status & Rejection
Reasons for more information.

11. Scroll down to the Line Items section.

12. For each line item to include in the credit

memo.

e Click the Include button so it shows
as Blue. Excluded line items should
show as Clear.

e Ensure the Quantity is a negative
value, DO NOT change the Unit
Price.

¢ Review the Tax Category and adjust
if needed.

13. Click Update to refresh your changes,
then click Next to review the credit memo

before submitting.

Comment

Reason for Credit Memo:*

Default Credit Memo
Comment Text:

Add to Header

Discount

Attachment
Attachments

The total size of all attachments cannot exceed 10MB

Add Attachment

Line ltems

INSE une mem upnons

:I Yo Cotigony 12% HBC / 7% PST, 5% GST v| | | Discount
No Include Type Part & Description
v 10 UNAVAILABLE Forecasted PO Distribution Edmends UG
No Include Type Part= Description
L 10.20 E SERVICE  UNAVAILABLE TRAFFIC Tratfic MGMT Services
Pricing Details Price Unit;  ACT
Unit Conversion: 1
Service Period Service Start Date E|
Tax
Category:* GST
Location |
Description PST Exempt, 5% GST |
Regime
No. Include Type Part # Description
1020 : SERVICE UNAVAILABLE  TRAFFIC 1TCP W/LANETRUCK, 6AM-6PM HR

Excluded line items cannot
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14. Review the Tax Summary, the Credit Tax Summary

Memo Summary, and ensure your credit Tax Detais:

Tax Category TaxRate TaxRate Type Taxable Amount Tax Amount  Tax Location Description

memao copy is attached.

I HBC 12% $-5.00 CAD $-0.60 CAD 7% PST, 5% GST ‘
15. CIICk Smelt' Line Item Credit Memo Summary
e Your credit memo will be linked to the
Subtotal: $-5.00 CAD
order as a related document. Total Tax: $-0.60 CAD
i , . Total Gross Amount: $-5.60 CAD
e You can use Ariba’s Invoice Search to Total Net Amount: = $-5.60 GAD
Amount Due: $-5.60 CAD

find your credit memos. These will
show as invoices with a negative (-)

Artachment(s):

amount. Nam® ERRETe
st

=S - [Eslaes

Early Payment Offers (EPOs)

Our EPO program allows suppliers to take early payment in exchange for a discount. All approved invoices
are eligible. EPOs are easy to use, completely optional and can be accepted on an invoice-by-invoice basis.
Payment discounts are applied only to the EPOs you accept; if you don't want to accept the EPO, simply
ignore the offer and your invoice will be paid on your usual scheduled payment date. EPO discounts are
based on the difference between the scheduled payment date and the early payment date selected. The
calculation takes into account the appropriate dollar discount rate and the number of day’s difference.

o EPOs can provide the following benefits to our suppliers:

¢ Improved cash-flow control.
e Typically, lower rates than many alternatives (e.g., P-Card, asset-based lending, bank lines of
credit).
o EPOs have no impact on the payment terms in your contract.

o EPOs become available when invoices are approved in Ariba.

¢ You can view available EPOs in your Ariba account. See Your Early Payment Offers.

¢ You can also be notified of new EPOs via email. See Set Up EPOs.
o You can manually accept an EPO or set up rules to automatically accept EPOs based on your criteria.

o Once an EPO payment is completed, you will receive a Notice of Payment Plan Cancellation email
from Ariba.

e Because your EPO payment is now complete, this email is simply to advise that the normal
scheduled payment has been cancelled.
o If you've set up for Settlement notification emails, you will receive your remittance advice via email.




SET UP EPOS

From your Ariba account, you can view all EPOs and accept only those you want. Have your Ariba account

administrator set up these tools to help you manage your EPOs:

o Email notifications to notify you of new EPOs.

o Rules to automatically accept EPOs based on your acceptance criteria. If an EPO doesn’'t meet the
acceptance criteria, you can still accept it manually.

EPO Notification Emails

1. From the Navigation Bar, click on Account Settings e > Settings > Accelerated Payments.

Network Settings Close

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

* Indicates a required field

Notifications
Type Send nofifications when... To email addresses (one required)

J' Send a notification when your buyer initiates an early payment on a specific invoice.

* | Jane.Doe@bchydro.com
@) Send instantly for each payment
Buyer-Initiated Early Payment Offiers ]
Send a daily summary at: 01:00
Selected time; 01:00 PST

""" Send a notification when your buyer propases a new early payment term for invoices. Once you accept the buyer will

Earty Payment Offers ' apply the payment term to his/er vendor master. o | Jane.Doe@hchydo;com

2. Set up Buyer-Initiated Early Payment Offers notifications:

e Enable the notification.
e Enter up to three email addresses, each must be separated by a comma with no spaces.
e Select the notification frequency.

3. Set up Early Payment Offers notifications:

e Enable the notification.
e Enter up to three email addresses, each must be separated by a comma with no spaces.

4. Click Save.
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EPO Auto-Acceptance Rules

1. From the Navigation Bar, click on Account
Settings 9 > Settings > Remittances.

2. Click on Set up early payments auto-

acceptance rule. Then follow the prompts to

create an auto-acceptance rule with your

desired criteria.

YOUR EARLY PAYMENT OFFERS

Network Settings

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

* Indicates a required field

Set up early payments auto-acceptance rule

When an EPO becomes available, you can view it in your Ariba account and accept if you want. If you've set

up for EPO notification emails, the designated contact(s) will be notified of the new EPO via email.

1. From the Navigation Bar, click on

Payments > Early Payments.

2. Expand the Edit Filters to set your EPO

search criteria.

3. Click Apply to display available EPOs.

4. Click on the Payment ID number to view
the EPO.

Home  Ensblement  Workbench  Orders v  Fulfilment ~  Invoices - Catalogs ~ Reports ~  Messages

arly Payments|
@ Need to customize your view of the dsta? Create your oan tiles, save filters, and more by

Scheduled Payments

h page. Go 1o Workbench

Payments Remittances
Early Payment Rules
288K | "294%  "373m
Early peyment offers Scheduled payments Remitiances
Next 30 days Next 90 days Last 3L days
Early payment offers (12)
™ Edit filter
Customers Invice numbsr Payment propossl 1D Payment date range
‘ Select or type selections = ‘ ‘ Type Selection ‘ Type selection ‘ ‘ Next 90 days N
(® Partial maich () Exact match
Home  Enablement  Workbench  Orders ~  Fulfilment ~  Invoices ~  Payments ~  Catalogs  Repoms v Messages

1 @ Need to customize your view of the data? Create your own tiles, save filters, and more by navigating to the Workbench page. Go to Werkbench

e i

Remittances

Last 31 days

Payment ID

Due Date Projected Settlement Date:

Payments
"288% | 294k
Early payment offers Scheduled payments
Next 90 days Next 90 days
Early payment offers (12)
> Editfiter | [Next 30 days
O Invoice
O INV409286

81001980142023001BCH1Q0L

Nov 23, 2022 Nov 10, 2022
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5. The Review Early Payment Offer panel shows a sliding scale chart with scheduled payment dates and

the applicable discounts.

Review early payment offer cancel |

(@ Payment has been scheduled. Want to get paid faster? You may change the settlement date and accept the early payment discount initiated by the buyer. To receive offers via email, set up email notification. l

Expected settlement date Total invoice amount Discount rate Total discount amount
Total settlement amount
Dec 8, 2022 $6,046.88 CAD 0.986% $65.23 CAD
$6,881.65 CAD
Details Payment timeline and history History 4

Note: Payment will not be settled on Saturday. Sunday or holiday.

Dec 07 Dec 12 Dec I Dec 22

O Click and drag to choose your desired day/rate

Payment details Total tax adjustment NIA - A
GST
Tax category Tax location Tax amount Tax adjustment
GST CAD00OO00O $330.80 CAD N/A

Payment date T Settlement date Days early Discount rate Discount amount Settlement amount

Customer: BC Hydro - SUSTAINMENT TEST  Invoice: 8100225210  Scheduled payment: 81002252102023001BCH1Q06  Invoice amount: $6,946.88 CAD

Scheduled payment date: Dec 23, 2022

) Dec 07, 2022 Dec 08, 2022 15 0.986% $65.23 CAD $6,881.65 CAD
Dec 08, 2022 Dec 09, 2022 14 0.921% $60.93 CAD $6,885.95 CAD
Dec 08, 2022 Dec 10, 2022 13 0.855% $56.57 CAD $6,890.31 CAD

e Payment date: preferred payment date

e Settlement date: actual date of payment

e Days early: number of days paid early

e Discount rate: early payment discount percentage
e Discount amount: early payment discount amount
e Settlement Amount: actual payment amount

6. Click the button beside the Payment Date or click and drag the slider to select your preferred payment

date/discount rate.



7. Review the details on the confirmation page, then Click Done to return to the list of available EPOs. We

will begin processing an EPO as soon as it’s accepted.

Scheduled payment:81001980142023001BCH1Q01

@ The early payment proposal has been submitted. Set up an earty payment aulo-acceptance rule 1o sccept eardy payment offers * ffers via email, set up email notification
Expected setlement date Total invoice amount Discount rate Total discount amount nt Total settiement amount
Nov 11, 2022 $31.50 CAD 0.789% $0.24 CAD $3126 CAD
Status Early payment status Discount basis
Scheduled Processed (Buyer-Initiated) $30.00 CAD
Details  Payment timeline and his 2 L
Payment details Total tax adjustment NA A
Taxcategory Taxlocation Taxamount  Tax adjustment
GST cmoommD $1.50 CAD NA
Customer Invice Scheduled payment Invoice amount Daysealy  Discountrate Discount amount Semiement amount

BC Hyoro - SUSTAINMENT TEST 8100198014 2023001BCH1G01 $3150CAD 12 078 024 CAD $3126CAD

Additional information

CASH OPTIMIZER

The Cash Optimizer helps you to manage EPOs to meet your working capital requirements. Tell the cash
optimizer the amount that you need by a specific date, and it will look at the invoices already scheduled for

payment to recommend the best EPO options for your consideration.

1. From the Navigation

Bar, click on Payments —

> Early Payments.

2. Click on Use Cash e

Optimizer. S — S S —
u] iov 30, 2022 w 10,202 2, CAl
o 5110 iov 30, 2022 10,202 $10,064.15 CAL
o INOV Dec 10,202 2, Ccar $28.31 CAD 5000 CAD $212419CAD
=} 23574 Dec2,2022 Nov 10,2022 B $207,052.26 CAD. $197,19263 CAD. 1a47% $2853.38 CAD $0.00CAD $204,196.88 CAD

3. Enter the required -

(et your cs e, e co opiizer canrecommend invces o ary setement ]

amount into Working

Need by date Cash needed Total inveice amount Recommended early payments Total cash available

Capital Needed ‘11Nov,2022 $0.00 CAD + =

4. Enter the Need by Date
then click on Apply.

A list of invoices recommended for early payment will be displayed — providing you the required working

capital with the least amount of discount.
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Reporting

Ariba’s reporting templates can keep you informed about your purchase orders, invoices and payments.

These reports can be created and run by users with the appropriate reporting permissions.

1. From your Ariba Navigation Bar, select Reports
Reports . Use CSV or Excel reports to track information on account usage, such as purchase orders and invaices. Report files are UTF-8 encoded. If your applicatic

Report Templates

2. Click on Create to create a new report.

Title 1 Schedule Type Report Type Status Last Run Next Run Created Created By Rep

L Run ][ Download ][ Edit ][ Copy ][ Delete ] I Create I [ Refresh Status

3. Enter the report Title and Description. Report
Enter a title and description for this report. Check the Time Zone and Language settings. You can set the Time Zone  More
4. Click Report Type to see and select from (2) FeprtDescpen
available report templates. (2) ciers "
For example, use the Failed Invoice report eserpton

to troubleshoot failed or rejected invoices,
the Failed Order report to identify failed el G v

orders that need action, and the Order Language: | Engeh v
Summary report for an overview of orders repotpe [ 7
received.

5. Click on Next to set your report Criteria.

Each report will have different criteria.
Follow the prompts to set up your report.

6. Once your report template is created, you Reports

can Ru nare port an d Refres h |tS Use CSV or Excel reports to track information on account usage, such as purchase orders and invoices. Report files are UTF-8 encoded. If your application does

processing status, Download report data, Report Templates

an d Ed |t/ Co py/Delete atem plate Title 1 Schedule Type  Report Type Status Last Run NextRun  Created Created By

(®  Faled Orders Manual Order Processed ;g;:" ;g ZSOEP John Smith
Order Summary Manual gl"‘:;\ary Processed 552%“ géz%ec John Smith
Orders Scheculed Order Processed 10 S€P o John Smith
L |[ Run ] [ Download ] [ Edit ] [ Copy ] [ Delete ] [ Create ] [ Refresh Status
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Troubleshooting

Why does my order show Failed
Status?

Why are there so many order
versions and must all be
confirmed?

Do | need to wait for the SES
before invoicing?

How do | correct a mistake on a
submitted invoice?

Why was my invoice rejected and
how do | resubmit it?

I’m locked out of my account,
what do | do?

Our account administrator has
changed, how do | update our
account?

We've lost administrator access
to our account / our administrator
is no longer with our company,
what do | do?

See Failed Orders.

You must review and confirm all new and revised orders as they are
received. Whenever an order is amended, you will receive a new
version as all previous versions are obsoleted. Always work with
the latest version.

With SES First services invoicing, an approved SES is required for
invoice submission. However, this is not the case for the Invoice
First services invoicing as these invoices will automatically generate
a SES on invoice submission. See Submitting Your Invoice.

You'll need to submit a credit memo to cancel/offset your invoice.
Once the invoice shows as Rejected, you can submit the correct
invoice using a unique invoice number. See Correcting or
Cancelling an Invoice.

The invoice couldn’t be processed due to an error with the order,
service entry sheet, or the invoice itself. You will receive an email
with more information. See Correcting or Cancelling an Invoice.

You'll need to request username recovery or password reset for the
account.

e Go to the Ariba Supplier Login page and click on the Help
Center icon 9 located at the top-right of the page.

e Click Support then enter “Can’t log in” into the search box.

¢ From the search results, choose “Can’t Log in? Let us help you!”

¢ Follow the instructions to recover your username or to reset your
password.

Have your current administrator transfer the account administrator
role to the new administrator — see User Roles and Access, then
update the contact information in your account’s Company Profile.
See Keeping your Account Current.

If your account administrator is no longer with the company and you
have no access to your account to make changes, you'll need to
contact the SAP Ariba Help Centre for assistance. See Contact
SAPAriba Help Centre for instructions.
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If you don'’t see the answer to your question, these references/contacts can assist you.

Electronic invoicing and

s i B e BC Hydro's Electronic Invoicing for Suppliers webpage

The BC Hydro Contract Administrator, Representative or Buyer
Orders
named on the order

Service Sheets The BC Hydro Contract Administrator named on the order

Invoices or payments, Early
Payment Offers (EPO), Ariba AccountsPayable@bchydro.com
registration and supplier training

Contact Ariba Help Centre

While the BC Hydro Service Centre can assist you with the many of your Ariba enquiries, you'll need to
contact the SAP Ariba Help Centre if you've lost administrator access to your Ariba account or if your

account administrator is no longer active in this role.

Follow the instructions below to contact the SAP Ariba Help Centre. An Ariba representative will help you

regain access to your account and assign a new account administrator if needed.
1. When contacting the SAP/Ariba Help Centre, have the following information handy:

e Your Ariba account number (ANID).
¢ Name and email address of the current Ariba account administrator listed on your account.

¢ Name and email address of the new Ariba account administrator.

SAP Ariba Help Center

Select an SAP Ariba Help Center

2. Goto the SAP Ariba Help Centre page
https://support.ariba.com/help, and click

SAP Business Network. 8 8 )

SAP Business Network Ariba Discovery Arlba Sourcing.
Orers ana Invoices Leazs Proposals

)

Ariba Contract Management

Contracts
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https://support.ariba.com/help

3. From the home page, click Contact us. SAP  Hetp Center Home

Home Leaming Contact us

How can we help you?

4. Click Account Help. &%

Registration help

85

Account help

5. Scroll to the bottom of the screen and click

SN

Sign in help

fes

Invoicing help

Reassign / transfer account admin.

6. CI|Ck Create a Case. | Can't find what you're looking for?

Create a Case ”

7. Fill out all *required fields, check the | agree box, then click One last step.

Company:™ | |
Email:+ | | (3) Unable to search items from an Activated catalog
RIZTES | [y | (7) Where can | find tutorials on how to respond to my RFF,
Extension: I:I = RFl and Auction?
BT RiTEe | | @ What is the link to the Ariba Help Center?

Ariba Network |D: | |

(7) How to access the Release Communication documents
‘You expressly agree and understand that your -

this system will be
Computer systems
accordance with the SAP A

(3) How to change email address on SAP Fieldglass worker

data entered into

(7 What is the difference between Enterprise and Standard
= accounts?

(=

8. Click in the Webform circle to select contact by

email, then click Submit to submit your case. Home Learming  Contactus

Ensure you add itsm.notification-

Choose this contact method for the fastest resolution of your issue:

service@sap.com to your allowed senders

list, otherwise Ariba Support emails may be Other methods you may choose:

blocked or considered spam. [l IWZIebm
A support engineer will respond to your case by
email.

To receive communications, add itsm.notification-
senvice@sap.com to your allow lst.

| Back | Cancel

When you are contacted by the Ariba Support team, be clear about the importance and urgency of your

request to ensure the quickest possible resolution.
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