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Convert purchase orders into invoices T“NGSTENNETW"RK




Hello, this video was designed to show you how easy it is to submit invoices and credit notes by utilizing the PO Chogert met

via the Tungsten Network portal
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ﬁ We|COme EHSQ = My Account  Help & Support~  Log Out
Adams Office Supplies (IT,
—
Invoicing ~ My POs Customers ~ Reporting ~ Early payment
|
@ Connect with your customers Send invoices Check the status of your invoices
Search and connect to more of your customers Create your invoice online in a few clicks Track the latest status of your invoices in real-
in a few clicks time

CONNECT TODAY VIEW ALL CREATE INVOICE WHERE IS MY INVOICE?
For your attention Last refresh: 0 min age

Type Count Date Customer
[ ] Failed invoices 1 View
MNumber Supplier Buyer Number Buyer Amount
ShuchitestPayment1 Adams Office Tungsten Metwork - shuchitestPolandinv AAA168149359 11.90
Supplies (IT) - Test Demo Account

Ve
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¢ K S daeée t hagég LJ 3 % Eek‘ﬁ@gﬂéeu e 2 dz My Account Help & Support~  Log Out
the ability to search for 5

purchase orders that have been
delivered to Tungsten Network

Adams Office Su pplles (|T) - Test Search for your invoice by invoice number, PO, trx number @

Invoicing ~ Customers ~ Reporting ~ Early payment

from your customerYoucan Purchase orders (POs) R
manage your pu rChase OrdeI‘S Review your purchase orders(POs).
by moving them to a different Select account

é l.,] I l.] dzé é 7\ L,l K }\ y L] K gamsofrémaes@)-Test-cfgggslqrggg-msssatv

summang section. Updating
the status of your purchase — : :
order allows you to confirm . rendg. :
which purchase orders are PO number Crange Requested
open, closed, rejected or At 0

R ending Acceptance
archived. Wheryour purchase staus_ e Acknowledgement

. Please select v status definitions endin
order is newly created or e o s
. PO conversion status =]

updated by your customer, it . e
WIII appear In the neW Or Select PO date range might make your search slower.
pendingstatus. Tungsten Lact 30 da .

Network will send an email
confirming the purchase order
Is available in the portal under

0 KS & sutmaryhsection.

After reVIeWIng the emall, you Select PO number PO date Customer Status Version®@  First line description Lines Invoices Net value
are ready to begin. Mo records found.
_d -“ Displaying page 1 of 1, items 0 1o 0 of 0
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Please search for your purchase
order on the left side of the
screen.Priorto completing the
search, please ensure to select
your customer or customers from
the drop down menuOncethe
report is run, all purchase orders
in the status selected will be
shown at the bottom of thepage.

Youalso have the ability to select
the blue hyperlinked text
available undetr a PO
adzyYl NE ¢
selection is made, all purchase
orders in the selected status will
appear at the bottom of the

page.

A Welcome Elise

A

Adams Office Supplies (IT) - Test

Invoicing -

Purchase orders (POs)

Review your purchase orders(POs).

Select account

Adams Office Supplies (IT) - Test - GB999999999 - AAAB338(

Customers ~

aa0UAz2y

oieie | wyrosuman

Customer
ALL

PO number

Status

CDPIease shzct y' é S PO status definitions

PO conversion status
All -

Select PO date range
Last 30 days ~

GET MY POs

w

Active purchase orders

Select PO number PO date

Customer

Early payment

Reporting ~

New 0
Pending 0
Accepted 0
Change Requested

Rejected 0
Archived 0

Pending Acceptance
Acknowledgement
pending

- Refresh PO summary

Check this option to refresh the PO summary when
performing a search. Please note that checking this option
might make your search slower.

Status Version®@  First line description

Lines

r invoice by invoice number,

My Account Help & Support~  Log Out

PO, trx number @

€ Help with this page

Invoices Net value

Mo records found.

K < 1 > 3 Pagesize:

Displaying page 1of 1, tems0to 0 of 0
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Select the purchase order by T
C I | C kl n g th e bI u e I | n k I O Cate d O n Select PO number PO date Customer Status Version  First line description Lines Invoices  Netvalue

. [+] IDODBDODGO 2/9/2015 Dana Farber Cancer Institute Accepted 0 NexiSeq"l 500 High O. 1 0 Preview [0
the left side of the page next to T R Ot poge 1 of e 110111

the purchase ordenumber. ¢ X 4
L dingpartant to review the

. . £, Welcome Elise = My Account  Help & Support > Log Out
purchase order details prior to
. Adams Ofﬁce Supplies (UK) Search for your invoice by invoice number, PO, trx number @
acceptlng your purChaWder' If Home Invoicing  ~ My POs Customers ~ Reporting ~ Early payment
the purchase order contains o
invalid or missing information, it e
may be best to reject the i B
purChase Order and nOtIfy your Sl?e Lir::r?;?eils Description Qty UoM Unit price Net amount
customer.If the purchase order lie Putvols D "B U it e
has been fulfilled and no longer Une Patcods  Descdption " o Tnitpos et armount
. 3 OFF-3212 Color Laserjet Printer 10.000 Each 499.00000 4,990.00
will be used, move the purchase Geners tex
order tO thearchlved StatUS. m” Invoice details  No Partial Shipments
purchase order details are valid, )
- - , Z A 7 , et amount
Ot AOl a/ 2y OSNU t hego TSR e 2
Net total £15,676.00
Total tax £3135.20

(= — 1
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invoice or credit note numbe©nceyour L A o
R20dzYSy i Qa ydzYoSNJ KIa 0SSy SYuSNBR
box located next to Net amounthiswill allow

you to select the PO line items you would like to A welcome Elise = MyAccount Help & Suppart > Log Ot
include in your electronic invoice or credibte.
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Adams Office Supplies (UK) Search for your invoice by invoice number, PO, trx number @
Partialbilling is accepted; please adjust the PR ST R U [ R
guantity only as the unit price has been fixed
and should not behanged. PO Convert #8BMM043815-2 s
TungsterNetwork processes invoices submitted g ) o
08 dzaSNB GKIG aLly (Ko——t—toe—mmQa AYLEZ2NIFYG 02

INV0123

ensure tax is referenced on your invoice
correctly.If operating in a region where tax is
referenced at the line item level, please select
the tax type from the drop menwext, enter P

the taxamount. Ifoperating in a region where VAT at 5%, -

tax is referenced at the summary level of the

invoice, you will have the option to enter the tax
amount prior to previewing and submitting your

No Part code Description Qty UoM Unit price Net amount Unit price Tax rate

INSP3212 2.4 GHZ,... 6000  Each 1,249.00000 7,494,000 : 1,:249.000( VAT at 5% =

invoice. |
o . 2 MON-20243 21 Inch ... 8000 Each 399.00000 3,192.000 ! 399.0000C VAT at 5% v
TungsterNetwork allows you to submit invoices . ooz coorta. 1000 Each 49300000 4990000 | J— .

against the same purchaseder. Pleasensure
to use a unique invoice or credit note number ||
for each submission.
Clicka / NBIFGS Ay@2A0S¢ 2y0S it th tAYS Al
have been selected.

(N
(0p))
<
Qx¢
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Please confirm that you have selected the correct purchase order line items to be included in your invoice aptaetinot,
LI SI asS OffIAfOf] xy FONXIGGIAZY aK2gy Aa ot ARZ Of AOj

G/ 2y TANNE

ﬁ Welcome Elise =

My Account  Help & Support~  Log Out
Adams Office Supplies (UK) Search for your invoice by invoice number, PO, trx number @
Home Invoicing ~ My POs Customers ~ Reporting ~ Early payment
PO Convert #BMM043815-2

© Help with this page

Invoice number
INV0123
S —
Line  Description Qty UoM Unit price Tax rate Tax amount Net amount Gross amount
1 2.4 GHZ,... 6.000  Each 1,249.00000 5.00 374.70 7,494.00 7,868.70
2 21Inch... 8.000 Each 399.00000 5.00 159.60 3,192.00 3,351.60
Summary
No. of lines 2
Sub total GBP 10,686.00
Total tax GBP 534.30
Net total

GBP 11,220.30

| I T |
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Please enter your name, phone
number and email address in the

G . 2dzNJ RS U INExt énter &
the name, phone number and email
address for your customer in the
G2 K2 @2dz | Ndtiok y 32
Tungsteralso gives you the ability to

Your details

Your name @ Adams Office Supplies (UK)
Sédgewick 4 St. James' Street
6€ u - 7‘\ 2 Newcastle Upon Tyne
Your tel NE1 4ST
UNITED KINGDOM
(978) 448-6562

VAT registration number GB665501132
Your email

gt " Click here if the 'Ship from’ details are different to the "Invoice from' details. Please ensure
R @a?fo you enter the correct 'Ship from' details to prevent invoice processing delays.

ER:

save contact details within the

G/ NBI S A PBEas&lickS ¢
0KS o6fdzS OANDES f
RSUOFAT&AE YR G2 K3
Ay @2 A OAY BDicecdntad O A 7

details have been entered, please
exit out of the text box to continue.

Who you are invoicing
fedle 3 S @
CROIRTRS
B 07
daid P

Lwright@bandm.com

Tungsten Network - Demo Account
1040 Crowne Point Bkwy

R UKS a,
- NB

UNITED STATES

2 dzNJ

Click here if the 'Ship to' details are different from the 'Invoice to' details. Please ensure
you enter the correct 'Ship to' details to prevent invoice processing delays.

© Click here for additional header fields such as Delivery/GRN number, Cost centre etc

Bill of lading @ Account code @ Notes to your customer @
Delivery note number @ Cost centre @
Payment reference

Invoice details

Invoice number*
INV01222
Document type
Invoice v
Invoice date* @
11/08/2017 =]
Tax point date* @
o
Advance payment date @
Eil
Payment due date @
@
Delivery date* @
8
Currency* @
Pound Sterling v

Purchase order (PO) number @
BMMO043815-2
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f the shipping location is

different from the invoice from or Your name © Adams Office Supplies (UK) feiios sl
. . . ise ewic 4 St. James' Street
invoice to location, please enter e < Nl pon Tyne INV012221
. . . . Your tel Document type
the correct shipping details in the e UNITED KNGDOM e
ap p ro p r | ate fl e I d S lf yO u are n Ot S VAT registration number GB665501132 i e
. . ademéTuolcom " Click here if the 'Ship from' details are different t.o thg "Invoice fm' details. Please ensure
S h | p p | n g p rOd u CtS y p I e ase bypass you enter the correct "Ship from' details to prevent invoice processing delays. 11/08/2017 =
this section. Teenter shipping e
. . . -]
information, tick thebox. Toadd erons
a shipping address to your profile Name © Tungsten Network - Demo Account 8
ight 1040 Crowne Poin

to be used for future el - ls\f",l?fitsso o P e den®

. . . Tel anta .
spbmlssmns, please click the blue e o e
circle located next to the - LMRECSTATES — .
d / 2 Y LJI y é y.(D mfes é -'F 7\ 8 ig'ﬁ@baR"C@ Click here if the 'Ship to' details are different from the 'Invoice to’ details. Please ensure Currency* @

. . . ou enter the correct 'Ship to' details to prevent invoice processing delays. :
shipping details have been | . ’ o : e Pound seing :
. @ Click here for additional header fields such as Delivery/GRN number, Cost centre etc Purshinsd order (PO mknbir @
entered, please_ exit out of the i e e : — i
teXt bOX tO CO ntl n u e ] Bill of lading @ Account code @ Notes to your customer @
Delivery note number @ Cost centre @
Payment reference
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Please expand the Additional header field if additional header information is required by your cusbooedetails such as bill of
lading, delivery note number and castntre have been entered, please move to the next section.

Your details Invoice details

Your name @ Adams Office Supplies (UK) TR
Elise Sedgewick 4 St. James' Street
= O eiitd o By INV01222E
NE1 4ST
Dr t
Have UNITED KINGDOM bl L
(978) 448-6562 Invoice v
VAT reqgistration number GB665501132
Your email - . . ) ; : y Invoice date* @
adams1@aol.com Click here if the 'Ship from' details are different to the 'Invoice from' details. Please ensure
: you enter the correct 'Ship from' details to prevent invoice processing delays. 11/08/2017 =
Tax point date* @
bl
Who you are invoicing
Advance payment date @
Name @ Tungsten Network - Demo Account &
Lioyd Wright [+ IOfO Crowne Point Pkwy
Suite 350 Payment due date @
Atlanta
Tel GA -
608-453-5986 30338 . 2
UNITED STATES Delivery date* @
Email &
Ewregandm Click here if the 'Ship to' details are different from the 'Invoice to' details. Please ensure Currency* @

you enter the correct ‘Ship to’ details to prevent invoice processing delays. )
Pound Sterling v

@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc
Purchase order (PO) number @

- : BMMO043815-2
Bill of lading @ Account code @ Notes to your customer @
Delivery note number @ Cost centre @
Payment reference
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~

date, payment due date and delivery o mmeo

date by selecting the calendar
f 20 SR AY (KS
section.Thiswill ensure your date is
in the correct format upon

submitting your invoiceSome

regions of the world require a tax
point date. Ifoperating in one of
these regions, you will be required

to reference this mandatory data in
0KS dac¢l E fiei® Yourd R
currency and purchase order
number should not be changedhe
invoice or credit note will be
validated against the purchase order
details available in the Tungsten
Network systemlf header and line
level details do not match the
purchase order data, your invoice is
subject to rejection by Tungsten
Network.

Elise Sedgewick

GLy@2 A O

(978) 448-6562

Your email
adams1@aol.com

Name @
Lioyd Wright

7 A
U SE
608-453-5986

Email

Lwright@bandm.com

7

°
S

©

A~ P ~ A~

U zZBR7TIAZIE

Adams Office Supplies (UK)
4 St. James' Street
Newgastle Upon Tyne

{3 vine I Af ac
VAT registration number GB665501132

" Click here if the 'Ship from’ details are different to the "Invoice from' details. Please ensure
you enter the correct "Ship from' details to prevent invoice processing delays.

Tungsten Network - Demo Account
1040 Crowne Point Pkwy

Suite 350

Atlanta

GA

30338

UNITED STATES

Click here if the 'Ship to' details are different from the "Invoice to' details. Please ensure
you enter the correct 'Ship to' details to prevent invoice processing delays.

© Click here for additional header fields such as Delivery/GRN number, Cost centre etc

Bill of lading @

Delivery note number @

Payment reference

Account code @ Notes to your customer @

Cost centre @

Invoice details
Invoice number*
INV01222
Document type
Invoice v
Invoice date* @
11/08/2017 =]
Tax point date* @
o
Advance payment date @
Eil
Payment due date @
@
Delivery date* @
8
Currency* @
Pound Sterling v
Purchase order (PO) number @
BMMO043815-2
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LT &doYAGGAY3I | ONBRA (weeymeEigeS s A (i Q4 kot ek smpn= Lo
important to ensure your document Adams Office Supplies (UK) gl v b s R e (B
GeLIS adl 0Safndt,/pbdser A ' ' - ey

aSt SO0 a/ NBRAUG Y20SénikanNr GKS RNZLJ i s
down menu under documents type

(2O GSR Ay G Keetianl y ¢ 2RSS [T S

Onced / NBRAG y208¢ Kl & 8385y -abtEBISR: 02208

please ensure to provide the original Your e UNITED KiNGDOM Ll

. . (978) 448-6562 Credit Note v
invoice number, date and reason for s VAT rgitrtion number GBE65501122

yo u r C re d It n Ote S u b m I SSI O n ] SR VOLIoM Click here if the 'Ship from’ details are different to the Invoice from' details. Please ensure Oniginal invoice number*

you enter the correct 'Ship from' details to prevent invoice processing delays.
Thea Ly @32 A0S AGSyaé¢ asSOlAzy R2Sa yz2i Orgnl e dete @
accept negative values in the quantity d

or unit price fields. In other words, the e . TungstenNetwork-Demo Accoun Credt essont ©
system will not allow the entry of = s ey —
negative signs. When the line items are —— s sz @
saved, the document will be treated as e i N
a credit note. The gross amount will R e S

ﬂeCt a negatlve Value © Click here for additional header fields such as Delivery/GRN number, Cost centre etc s .
nOt re Payment due date @

16/08/2017 8
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1 1 Item Quantity / Unit Price Line amount Total
Ite m S d etal | S S h O u I d n Ot b e """ U ] """" IN-SPSQ]EZ_d GI—;Z_ZGESD‘H_&M """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" é ‘l’E,a;;h """"""""""""""""""""""""" _i _zagl-ouuon """"""""""" 7 A-g-.li_l:ll] """"""""""" 7 ‘E-Eﬁi'a """"""""""""
modified. These details were 02 MON-20243-21 Inch Monitor 8/ Each 399.00000 3192.00 3830.40

provided to Tungsten Network by NN

your customer.TheseGood or

Senvice lines can only be Mmodified -
to provide additional information

and/or a date range. For example,  tretemtee@

Goods v
work performed between January
i 4 X  Product code @ Product description @ Unit* @ Quantity* Price* @
1St and JanuarM p u K mSt lou Q a INSP3212 2.4 GHZ, 2GB SDRAM ° Please select v 6.000 1,249.0000
follow standard invoicing practices o TR
when referencing line item i : b

discounts and/or entering
additional information at the line

PO number @ PO line number @ Additional information @

item level. : Discount @
Delivery note number @ 0.00
Discount % @
Delivery start date Delivery end date S
] &

The fields below have been added by your buyer. ,
Line amount  7,494.00

GL number @ Cost centre Part category Part numl;gr i Discount 0.00
European Article Number v ‘ Tax 37470
Total 7,868.70

swe o

02 MON-20243 -21 Inch 8/ Each 399.00000 3192.00 3,830.40
Monitor
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Adding Special Line items are allow8gecialine items are not listed on your purchase ordégou feel an additional normal line

item should be added to your purchase order, contact your customer dir@afyuesthat your PO is updated and resent to
TungsterNetwork. Once® 2 dzNJ LJIZNDKIF 84S 2NRSNJ Kl a 0SSYy dzZLJRFGSRI Al édh fLETF C
you would like assistance with updating your purchase order, please create a support ticket via the Help & @&gspditingsten
Network is more than happy to contact your customer on your behalf

Please remember to add your attachment prior to submitting your invoice or credit note. Please do not attach an addipynal co
of an invoice. Attachments should be used for supporting documentation only needed to approve your invoice.

Additional information

Attachments @ File types we accept &
Your customer allows a maximum of 8 attachments.

The maximum file upload size is 12 MB.
SELECT AND UPLOAD

Withholding tax @
0.00

"Remit to" details

‘

"Remit to" address "Remit to" bank @

422 Bridge Street Bank name Halifax
Glen Park Sort code/BIC

Cambridge Bank account number 12345678
RDY 3CQ Account name Ravi Limited
IRELAND

Manage default settings

Summary

Invoice (£)

Total net 10,686.00

Total tax 101310

Undo changes

Total gross 11,699.10
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The invoice summary contains the net, tax @mndss. Ifyou are in a region of the world where tax is referenced at the line level, tax
type and amount were entered after the purchase order wasepted. Ifyou are located in the region of the world where tax is

referenced at the summary level only, please enter the full invoice or credit note tax amount tirthiPleasét t NS GA S g € LI
submittingyour invoice or credit note.

14 &2dz Oy aSS3s O2yOSNIUAY3I &2 dzNJ DNiahi®datodraged2oNBeIhe Halp&ISuppoat &  t h
page if you need assistance navigating the Tungsten Network portal or are experiencing a technical issue using the site.

Additional information

Attachments @ File types we accept @
Your allows a d of 8
The maximum file upload size is 12 MB.
SELECT AND UPLOAD

Withholding tax @
0.00

"Remit to" details

|

"Remit to" address "Remit to" bank @

422 Bridge Street Bank name Halifax
Glen Park Sort code/BIC

Cambridge Bank account number 12345678
RDY 3CQ Account name Ravi Limited
IRELAND

Manage default settings

Summary

Invoice (£)

Total net 10,686.00

Total tax 1013.10

Undo changes

Total gross 11,699.10
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For more information,
and to view more
videos, please visit the
Help & Support section




