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What is Tungsten?

Tungsten is a third-party portal used by HH Global, to manage supplier invoices. It is a Global
supplier used by many businesses across the world.

Tungsten benefits
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errors before you checking means see when you will  document thatcan  convert them into
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invoice exceptions more quickly

Getting Started

Please follow the steps below to start sending invoices

Tungsten Network offers two methods of sending your invoices: a fully automated process
that integrates with your billing system (Integrated Solution), or an easy-to-use free online
portal (Web Form).

Please follow the steps below under ‘Register Account” to register for a Web Form account.

For more information on the Integrated Solution go to Integrated Solution.

Register Account

New in Tungsten

Please follow the steps to register an account:

Tungsten Registration

For more details and instructions click here


https://www.tungsten-network.com/customer-campaigns/hhglobal/integrated-solution/
https://registration.tungsten-network.com/start
https://tungsten-network.force.com/contactCustomerSupport/s/article/Register-Account?recordId=ka04I000000AJz2QAG&language=en_US
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If your company is not new in Tungsten and already has an account

If your company already has an account on Tungsten, then just follow step 3 and set up a
relationship with HH Global (AAA286339486 HH Associates US, Inc.).

Configure Account

How to access your company’s existing account

¢ If you are not setup as a user

Contact your Admin User and request they add you as a Portal User. A video guide on how they
can add you as a User can be found here

e If you do not know who the admin user is
Contact Tungsten Support here and Tungsten will provide you the Admin User details.
¢ If the Admin User is no longer an employee or changed position

Complete the form that Tungsten requests to change the Administrator of your account here

Set up a Relationship between your company and HH
Global in Tungsten

If your company does not have a previously requested connection with HH
Global

1. Go to the Customers section on your Tungsten homepage and select '+New Connection'.

- ~

CONNECTED (15) INVITATION RECEIVED (2)®  PENDING REQUESTS (1) @ new connecTion

Qe consany o grovp
Customer name 01 : Custonver name 02 : Customer name 03
— " —— VAT artn Cowntty [ p—
Umted Kngdom GBO00O000 Usited npdom GHO000000. CB0D. Unied Kngdom GBL00M000

Smay b Trwine Neary te Tramsart ety ve Trasaact
AAADOS00200 02 May 2018 ARADONOO00 02 May 2018 AAADIOON000 02 May 2018



https://tungsten-network.force.com/contactCustomerSupport/s/contactcustomersupporthome?language=en_US
https://tungsten-network.force.com/contactCustomerSupport/s/article/How-to-add-a-new-user-to-your-company-account?recordId=ka04I000000IzKPQA0&language=en_US
https://tungsten-network.force.com/contactCustomerSupport/s/article/Local-Support-Phone-Numbers?recordId=ka04I000000AK1dQAG&language=en_US
https://tungsten-network.my.site.com/contactAccountAccess/s/?language=en_US
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2. You will be directed to the search page where you can find HH Global by Name, TN account
number, or Tax ID.

earch and find YOour Customer 1o send a new con nection request

(¥ s)

Search by Caurtry Find a custamer

3. Select the company below:

Tungsten
Account

Company Name Address Country Tax ID Number

HH Associates US, 520 Lake Cook Road, Suite
AAA286339486 Inc. 680 Deerfield, IL 60015 us 98-0532401

4. The vendor code was sent to you in the welcome email or along with the registration
instructions. Please enter it in this section. If you do not have this information, please proceed
without filling it in.
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You've selected HH Associates US, Inc.

Please add 2 vendor code before sending your connection request, it will speed up the process.

Customer TH [AAL] numier Tax I0 rumber Vendorozde )

HH Associates US, Inc AAAZE63394B6 93-03324M Optionzl

520 Lake Cook Road, Suite 680, Deerfield , IL, 60015

5. Once you have selected and confirmed the company, you will have the option to attach any
document that verifies the relationship between us (HHG) and your company. It can be a
previous invoice, a PO, etc.

Your customers require additional information

Asgivonal Information )

Gustomes

COMPANHIA ENERGETICA DE MINAS GERAIS ~ CEMIG
United Kingdom

Drag & Drop files here or Frowse e

SEND DO IT LATER  DELETE

COMPANHIA ENERGETICA DE MINAS GERAIS - CEMIG

6. Once files have uploaded successfully, click SEND
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COMPANMIA ENIRGETICA DE MINAS GERALS ~ COMIG B +30 aares 0% o
Ukited Kingdom Vn

COMPANIEA ENCRGETICA DE MINAS GERAIS < COMIG © Toe same 01 pe n
Urnted States Deng & Dip Mes bare

DOITLATER  DELETE

COMPANIEA ENERGETICA DE MINAS GERAIS ~ COMIG
Spon

DOITLATER DELETE

If you choose to ‘DO IT LATER’ those connection requests will be saved in the ‘DRAFTS’ folder
which will only appear if there are any unsent requests

CONNECTED (15) INVITATION RECEIVED (2) PENDING REQUESTS (3)

Q search company or group Sortby Latestfirst v Y FILTER

Customer name 00

ountry VAT number
United Kingdom GBDO00DOO
TN oumber ast updated
AAAD0000000 15Sep 2019

@ NOT BEEN SENT YET OPEN

Once you have sent your new connection request successfully, HH Global will review and either
Approve or Decline it.

Each Tungsten supplier account has one Admin User who can add/delete users and is responsible
for granting access. Your Tungsten account can be set up with as many users as required by your
organization: How to add a new user to your company account?

How to send HH Global Invoices

HH Global is currently in the process of transitioning its entire operation to Hub and Tungsten for a
more streamlined and efficient workflow.

Only purchase orders raised on Hub, indicated by PO numbers beginning with USP##### (e.g.,
USP1234567), will be processed through Tungsten for invoicing.

For any POs generated on the VALO platform or the INWK portal, we kindly request that you
continue to invoice them through their respective portals:

e For POs beginning with 4, 5, or 6, please upload invoices through the
https://suppliers.inwk.com/ portal.

¢ VALO POs with numbers starting as 1000 should be invoiced through
https://valo.inwk.com/#/



https://tungsten-network.my.site.com/contactCustomerSupport/s/article/How-to-add-a-new-user-to-your-company-account?recordId=ka0Py0000002JwDIAU&language=en_US
https://suppliers.inwk.com/
https://valo.inwk.com/#/
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e If you receive PO#'s for the Canada entity (starting with CAP###HHHHE), those invoices need
to be sent to apamericas@hhglobal.com

IMPORTANT: If you will be invoicing the PO partially, it's important to consider the following.

e In order to invoice a PO partially, this request must have been previously approved in Hub. If
you have any questions about this process, please contact hhqvendorgovernance@hhglobal.com

e The PO will appear active in Tungsten for you once the HH buyer/PM has approved the
proof of shipment in Hub for any of the deliveries.

o If you upload the invoice for one of the deliveries, the PO will be closed and will reopen
when a new delivery is approved, then you will be able to upload another invoice.

o If all deliveries were approved at the same time, you will see the complete PO in Tungsten.

o You can only invoice the complete PO (in a single operation/invoice) or each
delivery separately. You cannot combine invoices into a single operation.

To submit an invoice for a Purchase Order in Tungsten:

1. Log in to Tungsten and click on Purchase Orders in the navigation bar to review your available
POs.

2. In the "Criteria" section, you will have a broad menu of search options, but please only select
these two filters:


mailto:apamericas@hhglobal.com
mailto:hhgvendorgovernance@hhglobal.com
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Criteria

Select customer country

Fleaze select -

Select customer state

Fleaze select -

Customer VAT/GST number

Customer

ALL -

PO number

Status

Please select - PO status definitions

Include Hidden
]

PO conversion status

Al -

Select PO date range

Fleaze select -

Customer: HH Associates US, Inc. - AAA286339486

Select PO date range: Last 12 months

2. Click the Get my POs button.
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3. All the available POs for invoicing will be displayed on your screen as you scroll down. Once you
identify the one you want to invoice, click on the PO#.

Active purchase orders

PO number Updated Customer Customer TH Status First line description Lines Invaices Matvalue
FO date Number
@ CAP3001207 2023-09- AAATL0646B46  Accepted Tungsten Canada o 20,000.00
29 Test...
2023-09- HH Global Marketing AAAT40646846  Accepted Tungsten Canada o 660.0
29 Services (Canada) Inc. - Test...
TEST
& CAP3001204 202309 HH Global Marketing AAAT40646846  Accepted Tungsten Canada o 44,000.00
29 Services (Canada) Inc. - Test...
TEST
& CAP3001903 2023-09- g AAATL0646846  Accepied Tungsten Canada o 335,000.00
29 Ine. - Test...
4. Click on the Convert PO button to convert the PO into an invoice.
Help with this page
PO Convert #CAP3001915 Sh b
Current Status:  Accepted
Y
PO NUMBER CAP3001915
TN Buyer Number:
AAA149646846
PO Date: 29 September 2023
Currency: Canadian Dollar
PO FROM Reference numbers
HH Global Marketing Services (Canada) Inc. - i i
TEST Supplier Information
TEST
40 King Street West
Suite 5800
Toronto
OM
ADDITIONAL INFORMATION
Local Currency CAD
PO Vendor Number SASTLO0O1 >
Purchase Order Ref. STD

- CONVERT PO . DOWNLOAD BACK

5. Enter the invoice number related to this PO.

PO Convert #USP2479640

Create invoice

Enter invoice number*

123456
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6. In this section, you should check the box indicated for each line of the PO (it's important to select all
lines to be reflected in the invoice).

Select PO line items to use

PO Line Mumber [Part code Description GOty Uah Unit price Net amount I O I Oty Unit price

1 PRPRIT0100 Postage .. 1.000 Each 26,184.02000 26,184.020 93.000 785

m CREATE INVOICE

7. Click the Create Invoice button.

Select PO line items to use

PO Line Mumber [Part code Description Qty UoM Unit price Met emount O Oty Unit price

1 PRPRITO100 Postage... 1.000 Each 26,184.02000 26,184.020 93.000 783

8. The PO Conversion details will display. Click the Confirm button.

@ Help with this page

PO Convert #USP3348090

Create invoice

Invaice number

123634
PO Line Number Part code Description Oty UoM Unit price Met amount Gross amount
2 PRPRIT10100 Element 2 130.000 Each 1.97700 257.0 257.m

Summary

No. of lines 1

Net total USD 257.01

Tax total UsD 0.00

Gross total UsSD 257.01

I CONFIRM I
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9. The invoice information page will display. You don't need to fill in anything at this step, as all the
information is pre-filled for you.

Invoice #: 123654 © Help with tis page

[¥] How to create an invoice of credit note

Your details Invoice details
Vour name @ Inveice numb-er*
Start typing te search @ 123634 Ef
Supplier Information
Your tel PP Document type
nvoice
. . Invoice date* @
Your email
3/7/2024 =
Are 'Ship from’ details the same or different to the Tnvoice from’ details? Please ensure you enter the
correct "Ship from' details to prevent invoice processing delays. Advence payment date @
Mo - They're the same - @ @
Payment dus date §
Who you are invoicing 3
Neme @ HH Assccites US, Inc. - TEST Dalivery datz @
Start typing to search @& 920 Leke Cook Road @
Suite 630
Ts Deerfield Currency® @
Ilingis |
600135 US Dollar w
UNITED STATES
Emazil Purchase order {PO) number
Are 'Ship 1o details the same or different to the Invoice 1o details? Please ensure you enter the e —
correct "Ship to’ details to prevent invoice processing delays. ST
Mo - They're the same - @
@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc

10. To submit an invoice for multiple PO Numbers, follow the procedure in the Multiple POs section
below. Otherwise, proceed to step 12 to invoice a single PO.

11. Click the Send button.

Summary
Inveice ($)
Total net 257.01
Total tax 0.00
Undo changes
Total gross 257.01

12. A success message will display once the invoice is successfully submitted.

Invoice Submitted

° Invoice submitted successfully

CONTINUE
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e Submit an Invoice with Multiple PO Numbers

After steps 1-10 from the above procedure are completed, additional POs can be added to a single
invoice if necessary.

1. On the invoice information page, click on the Add button in the Invoice ltems section.

Yaur te Document type
Supplier Information nvoice
Your email
3/7/2024 |
Are 'Ship from’ detzils the same or different to the Tnvoice from’ detzils? Flease ensure you enter the
correct "Ship from’ details to prevent invoice processing delays. Advance payment date @
No - They're the same ~ @ ™
Payment due date @
Who you are invoicing a
Heme @ Dlivery date &
Start typing to search @ a
T Deerfield Currency* @
Iinois - -
60015 US Collar -

UNITED STATES

Email Purchase order (PO) number §

Are 'Ship 1o’ details the same or different to the Invoice 1o details? Plezss ensure you enter the
cormect ‘Ship to' details to prevent invoice processing delays.

USP3248458
No - They're the same v @

(¥).Click here for additional header fields such as Delivery/GRN number. Cost centre etc

Invoice items

Item Quantity / Unit Price Line amourt Total
ice: For Element 2 112 / Each 1.93333 216.33 216.53 [Egx]

o1 PRPRI10100 - Se

ADD

2. Complete the required fields as shown below

Invoice items

Item Quantity / Unit Price Line amount Total

01 PRPRIAD10D - Service: For Element 2 112/ Each 1.83333 216.53 21653

Ling item type @

Goods w
Product code @ Product description® @ Unit* @ Quantity* Price” @
FRPRIT0100 Materials ® Each - @ 1.000 20.82000
@ Click here for sdditional line level information such &5 PO/Delivery details discounts, and other additional information

Line amount 2082

W00

SAVE LINE ITEM CANCEL Total 2082

o Under the Line Item Type dropdown menu, select Goods.
o Inthe Product Code field, enter your own product code or use the code PRPRI10100.

o Inthe Product Description field, enter your own product description or copy the description listed
on the PO in HHub.
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o From the Unit dropdown menu, select Each.
o Inthe Quantity field, provide the quantity according to the PO
o Inthe Price field, add the unit price.
3. Click on the Plus (+) button to enter additional line level information.

Invoice items

ltem Quantity / Unit Price Line amount Total

01 PRPRITD100 - Service: For Element 2 112/ Each 1.93333 216.33 216.33

Line item type @

Goods -
Product code @ Product description® @ Unit* @ Quantity* Price” @
PRPRI10100 Materials @ Ezch - @ 1.000 20.82000

@ Click here for zdditional line level information such a5 PO/Delivery details, discounts, and other additionzl infarmation

Linz amount  20.82

oliEEan 20

SAVE LINE ITEM CANCEL Total 2082

4. Enter the PO Number and PO Line Number for the additional PO being included on the invoice.

PO number @ PO line number @ Additional information €

Discount @
USP3205569 1

0.0
A

Discount % @
Delivery note number & 0.00
Delivery start date Delivery end date

=] -]

The fields below have been added by your buyer.
Line amount  20.82

GL number € Cost center Part category Part number

elizooz 000

Total 2082

European Article Mumber  «

SAVE LINE ITEM CANCEL
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PO Convert #USP2496709

ot Surtos

Accepted

ADDITIONAL INFORMATION

Loc

Supplier Information

tion Num
Supplier Tax Registration Num

PO HEADER TEXT
Poyment Terms 1

ES0 90 days Poating- 45 doys 4.5%

of Lowe s USD Ktting Resett00622 (From Febd)

T T T TR

5. When all necessary details for the additional PO are entered click the Save Line Item button

Please select

SAVE LINE ITEM CANCEL

6. A success message will display indicating the additional invoice item was added.

Invgice items
. em Quantity / Unit Price Line amaunt Total
a1 PRERI G100 - Production - For Lowe's UED iitting Resstfddd 22 [From Feb| K Each i B2 24000 . E2824 ) Bh 24 ) 4]
az PRPRITOTO0 - Materials 1/ Each I8 5000 I8 ¥y Lk E‘ﬂ
| o Inveice saved
7. To add additional POs to the invoice, repeat steps 1-5 of this procedure.
8.

Review the information on the page to confirm that all invoice details are correct. If so, click the Send
button.

Summary

Invoice ($)
Total nat 23735
Total tax 0.00

Undo changes
Total gross

237.35

SAVE AS TEMPLATE SAVE @

A success message will display once the invoice is successfully submitted.
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Invoice Status and Invoice Rejections

If your invoice is missing key information it may lead to a failure notice. This can result in Tungsten
Network being unable to accept your invoice, or your invoice might be accepted into Tungsten
Network but subsequently rejected by HHG. In either case, you should receive a failure reason or
an HHG rejection reason in the Tungsten portal. This information will guide you in resolving the
issue and resubmitting the invoice for payment processing. Please refer to our video tutorial for
further assistance.

For now, you'll receive email naotifications if the invoice is rejected by Tungsten. You won't be
notified if HHG rejects it, so it's crucial to regularly check the status of your invoices on your
portal to make necessary changes promptly.

Invoice Status

For actual payment status and dates please reach out to our Accounts Payable Team
APAmericas@hhglobal.com

Please access the link here to learn how to check the status of your invoices. In the HH Global
process, you can see the following statuses:

o Accepted: The invoice has been processed successfully and is awaiting invoice conversion

o Failed: This means that the invoice failed the process, and Tungsten has not been able to
process it. This is usually due to missing information or your invoice exceeding the total of the
PO. To upload the invoice again (correcting these errors), please reactivate it following these
steps here

o Rejected: HH Global has rejected the invoice. You can view the reason for rejection under the
invoice status, and you can try uploading your invoice again, correcting these errors, as the PO
will remain active until an approved invoice is registered. If you have more questions about this,
please contact HHGVendorGovernance@hhglobal.com

e Delivered: The invoice has been successfully delivered

e Received: HH Global has acknowledged receipt of the invoice

e Approved: HH Global has approved the invoice for payment

e Paid: HH Global has paid the invoice or marked the invoice for payment
¢ Invoice Rejections

Please access the link here to see what to do next if your invoice was rejected.


mailto:APAmericas@hhglobal.com
https://tungsten-network.my.site.com/contactCustomerSupport/s/article/How-to-check-the-status-of-your-invoices-What-does-each-invoice-status-mean?recordId=ka04I000000J0HjQAK&language=en_US
https://tungsten-network.my.site.com/contactCustomerSupport/s/article/How-can-I-reactivate-my-invoices?recordId=ka04I000000J0HkQAK&language=en_US
mailto:HHGVendorGovernance@hhglobal.com
https://www.tungsten-network.com/customer-campaigns/hhglobal/invoice-status-service/
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Extra set up in your account (if needed)

If you require a second account on Tungsten (multiple country registration)

e e-lnvoicing via Tungsten when your company is VAT registered in multiple countries.

The VAT registration number you have provided on your Tungsten account determines the VAT
rates you are able to select when invoicing HH Global.

Therefore, if your company is VAT registered in multiple countries, you will require a Tungsten
account (AAA account) per VAT registration number.

Please note that e-invoices submitted with the incorrect VAT rate may be rejected by HH Global.

If you are using the Web Form solution to send e-invoices

e How to register for an additional Tungsten account

1.

Register for a second TN account at Tungsten Network Portal - Registration (tungsten-
network.com)

Do not use an email address already linked to your existing AAA account. Once registered
access can be granted to this user if needed, see point 6.

Search for your company, you can choose to enter company details manually

Include the country of your VAT reg. number in the country field, even if the actual address
country is different

During registration include your new VAT reg. number

Once registered, use the Customer Connect section in your new account to request the
setup for the HHG entity you need to invoice. HHG will review and confirm the request.

a. Customer Connect guide How to connect with your customers on the network |
Tungsten Network (tungsten-network.com)

b. List of HHG entities can be found here Entities | Tungsten Network (tungsten-
network.com)

Once you have confirmation of your new AAA number and if you would like the same users
to have access to both your accounts, please log a Tungsten Support ticket and request for
your existing and your new account to be grouped so that the same users can have access.

Reports

Reports can help you find the following information at any time:

e |nvoices submitted status
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e POs received

See below screenshots with the step by step to see the reports.

Connect with your customers Send invoices . Check the status of your invoices

Search and connect to more of your customers in a few Create your invoice online in a few clicks Track the latest status of your invoices in real-time

Invoices .
L] clicks

© Purchase Orders
‘ CONNECT TODAY VIEW AL CREATE INVOICE [ WHERE IS MY INVOICE?
© tomers !

Saved invoices
Number
02101992 AAA290775956 828,24

test 2 AAA200775956 9.00

123456

—
- UPGRADE TO INTEGRATED SOLUTIC
I@II Connect with your customers - =| Send invoices

Search and connect to more of your customers in a few Create your invoice online in a few clicks
clicks

‘ CONNECTTODAV‘ ‘ VIEW ALL ‘ CREATE INVOICE

Home

Invoices

Purchase Orders

Customers
& Reports
Saved invoices View all

My reports

Number Buyer Amount
Invoices submitted

02101992 AAA290775956 828.24
POs received

test 2 AAA290775956 319.00

Invoices submitted status

In the criteria section, enter the available information to generate a report of the submitted invoices.
Then, click on 'Run’

Invoice submitted © Help with this page

B Invoices Criteria Saved report name @
chase O

© Purchase Ord Select date category Select date range @ [Default] Invoices Sent (7 Days) BE

=1 Customers Submission date v Last 12 months v
[Default] Invoices Sent (This Month) BE

Reports Select customer
HH Associates US, Inc. - TEST - N/A - AAAT
My reports
Select invoice status
Involces submitted 15 selected * | Invoice status definitions
POs received >> More fields

289 bis partner

Tungsten Network billing EXPORT RESET
= UPGRADE TOINTEGRATED SOLUTION
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After filling in the information, you can view a report at the end of the page. Please refer to the
example below:

Report results
Ticket Invoice Invoice Invoice number Invoice Invoice Submission date Collection date
files date status type

0 a & 8/2/2022 test Received Invoice 8/8/2022

o aQ & 5/20/2022 589438test Delivered Invoice $/23/2022 5/23/2022
a 4/27/2022 283848test Failed Invoice S$M12/2022
(7] 3/10/2022 4567test Failed Invoice 3n7/2022
aQ 3/10/2022 4568test Failed Invoice 3/17/2022

0 (7] & 3/7/2022 123 Delivered Invoice 3/7/2022 3/7/2022

O a & 3/3/2022 4897 Delivered Invoice 3/3/2022 3/4/2022

I < 1[2 > | Pegesie 0 v Displaying page 1 0f2, i

POs received

The criteria may vary, so fill in the fields for which you have information. It's not mandatory to
complete all of them:

Criteria Saved report name @

Select PO date PO number No records found.

Last 12 months

Select Tungsten Network accounts Select report content @

KDM POP Solutions Group - TEST - 31-11205 v 9 selected -
Customer Name PO status

HH Associates US, Inc. - TEST- N/A- AAA ~ 4 selected -

Report results
= pg)

Key links and FAQs

¢ HHG Micro site: here

e Tungsten Video Library: here


https://www.tungsten-network.com/customer-campaigns/hhglobal/
https://tungsten-network.my.site.com/contactCustomerSupport/s/?language=en_US
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Who to contact at HH Global

Purchase Order queries: contact your HHG production contact (the PO creator/requester)

Invoice Payment queries: APAmericas@hhglobal.com

Additional Supplier Support | North America: HHGVendorGovernance@hhglobal.com

How to get help in Tungsten

Tungsten Network Support is ticket based and a self-ticketing service which is accessed from your
Web Portal account. All support tickets are given a unique reference number for easy tracking and
are handled within 48 hours — Tungsten Support

Back Phone

You can request a call back from TN Support to the number they are calling from or to provide an
alternative number. Local phone numbers as well as local business hours for Support can be found
here Local Support Phone Numbers (force.com)



mailto:APAmericas@hhglobal.com
mailto:HHGVendorGovernance@hhglobal.com
https://tungsten-network.force.com/contactCustomerSupport/s/contactcustomersupporthome?language=en_US
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftungsten-network.force.com%2FcontactCustomerSupport%2Fs%2Farticle%2FLocal-Support-Phone-Numbers%3FrecordId%3Dka04I000000AK4DQAW%26language%3Den_US&data=05%7C01%7Cadriana.aguiar%40hhglobal.com%7Cdc81e58feaac413dfdf108daad157fe3%7Ca1a56114d4734a039eb3548e1a66a8b7%7C0%7C0%7C638012605097760282%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vYcCkRmP%2FXjecB7JfITkCoYpHHinWdIUNMbriro5uxo%3D&reserved=0

