create an invoice/credit note

STEP 1: Select create invoice The Create Invoice button

gives you the ability to:

Pty Dy vt WG
‘ Craate invaice
nw-;f.;.?.@“%\.\lnmlce e L o | 1) Submit invoices or credit
‘ e - notes to your customer
Welco IMT;!-“TU-' Feioes arwanc i ' o " electronically via Tungsten

SO ress Parments m Network.

“¥ioa g thiy Widgols O yOUT DO pags, CTOALNG Y4 DX TEROIS v Viwing [ ————
W Purchase Tungaten Metwork Sag Duts
‘trarsactions

1 you : : lich wim e Hiolp & Sunpor pags

volcs Ty T e m 2) Add contact and shipping
| details to your electronic
Requirement(s): submission

e Click ‘Invoicing’

* Click ‘Create invoice’ 3) Add regular and special

) ) line items to your electronic
STEP 2: View your customer list

submission

Mew invoice

4) Add supportin

Customer® ] PP 9

o documentation such
as attachments to your

Select option* y

; A electronic invoice or credit
Mew Invoice bt

note submission.
Invoice number® ﬂ'

‘ To begin the submission

Create process:

I%Requirement[s]: 1) Click ‘Invoicing

2] Click ‘Create Invoice

e Click the blue symbol
3) Click the blue symbol to

select your customer

Page 1 of 11




create an invoice/credit note
To begin the creation

STEP 3: Select your customer from list process, you must select your

customer from the list.

Demonstration Example
Buyer/Customer

1) Click ‘Select customer’

*If your customer is
AAA1B2858005 333 .
unavailable, please select

NTA EElESKEQime ‘Customers’ from the main
MIA, ) menu bar. Then select
POSO ‘Connect with a customer’.
CA
24401 If you would like more

information in regards
to connecting with your

| Select Customer l customer, please visit our

Help & Support archive to

I%Requirement[s]: view the ‘How to connect with
your customer’ guide and/or

e Click ‘Select Customer’ .
video.

STEP 4: Create invoice or credit note 2) Once you have selected

PRI, your customer, you must

confirm if you are submitting

Customer* an invoice or credit note.
Demonstration Example Buyerfﬂuuinnﬁr—MA‘lﬁEﬂﬁBﬂﬂﬁo

Select option® 3) Enter the invoice or credit

Mew invoice note number.

nvolee number* &

*Tungsten Network does
not allow entry of duplicated

invoice or credit note

Create |
R numbers. Please ensure

| each document number is
Requirement(s): unique upon entry.

e Click 'Select option’

. . ) 4) Click ‘Create’ to continue
e Enter invoice or credit note number

e Click ‘Create’

with the creation process.
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create an invoice/credit note

STEP 5: Enter contact to/contact from details
Enter your contact details

Your details and/or the contact details
D';‘adwpea of your customer.
ompany contacts = Customer contacts
Salutation™
Please select = 1) Click the blue ‘+
Firat name* symbol to add contact
‘ details to the internal
Last name” template.
‘ *The internal template
Jaob title i
‘ was designed to save
time when entering
Work phone L
Who you are invoicing ‘ contact details into your
electronic invoice or
Mobile phone
‘ credit note.
Start typing to search
Fax
‘ 2) Once your contact
details have been entered
Email*
‘ into the internal template,
' click ‘Save".
B

I%Requirement[s]: 3) To populate the contact
e Select blue symbol fields, enter the contact
name in the Your name’

e Enter contact details
e Click ‘Save’

e Enter contact details in the "Your Name’ field

field.

*The Tungsten Network
system will auto complete
the section on your

behalf.
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create an invoice/credit note

STEP 6: Enter ship to/ship from details

Enter your ship to details

Demonstration Example Buyer/Customer Selar e S i Al
333 L
Lakeside Drive on your electronic invoice or
Foster City credit note.

California

94407

UNITED STATES

1) To begin, click ‘Click here

= if the Ship to/Ship from
| Click here if the ‘Ship to' details are different from the 'Invoice 1o details P P
details are different from

the invoice to/from details.

Company name* E'!:E”'f M""*—‘!
Start typing to search ‘E ) )
oy — - 2) Next, click the blue “+
Please select - Flease select T symbol to add shipping
Addrose 1* fldmes details to the internal
template.
Address 2
Address 2
Address 3 h
podeesd 3) Once your contact details
R have been entered into the
Address 4
adiress 5 internal template, click
Address 5 ‘Save’.
Postrode
Postcode
VAT ragistration number* & ) )
4) To populate the shipping
AT regitraton ke @ fields, enter the shipping
S 7] (- name in the ‘Company
I—>ReqU|rement[s] name" field.
Click “Click here if the ship to/ship from details are
different...’ *The Tungsten Network
e Select blue symbol system will auto complete

e Enter ship to/ship from details into template theisectinioniyourbehals;

e Click ‘Save’

e Enter ‘Company Name’ Page 4 of 11




create an invoice/credit note

STEP 7: Enter invoice header details IU's important to ensure

your document type, dates,
Invoice details currency and purchase order

number are valid prior to

Inwoice murmber

invooo123 &

Document type
Irvaice -

submitting your electronic

invoice or credit note.

1) Click the dropdown menu
to confirm your document

type (invoice/credit note).

2) Please use the calendar to

select the following dates:

e |nvoice date
USs Dallar

e Payment due date
Purchasa erder (PO) number €

e Delivery date

IéRequirement[s]:

3) Click the dropdown menu

e Confirm ‘Document type’ is valid to confirm your currency is

e Use the calendar symbol to enter: valid.
J Invoice date
. Payment due date 4) Enter your purchase order
° Delivery date (if applicable) number exactly as it appears

on your contract/purchase

e Confirm ‘Currency’ is valid order from your customer.

e Enter ‘Purchase order (PO) number’ [(if *if t provided
you were not proviae

applicable] a purchase order number
by your customer, please
ensure your customer’s
contact details are entered in
the ‘'Who are you invoicing’
fields.
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create an invoice/credit note

STEP 8: Enter additional invoice header information The Tungsten Network

system allows entry of
'=' Click here for addiional header fields such as Delivery/GREN number, Cost cenire etc

Account code &

additional invoice or credit

note header information.

1) To begin, click ‘Click here

for additional header fields

such as delivery/GRN, cost

I%Requirement[sl: centre, etc...
e Enter ‘Bill of lading’ (if applicable)
e Enter ‘Account code’ (if applicable) Enter data in all applicable
e Enter ‘Delivery note number’ (if applicable) fields.

e Enter ‘Payment reference’ number (if applicable)
e Enter ‘Cost centre’ (if applicable) e (e s e
e Enter ‘Notes to your customer’ (if applicable) mandatory for all invoice or

credit note submissions.

STEP 9: Adding a regular line item

1) To begin, click ‘Add’

Irvoice items

The system will then request

% line item details such as
description, quantity, unit of
l%Requirement[s]: measurement and unit price.

e Click ‘Add’
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How to...

create an invoice/credit note

ine item Type &
Goods -

[ —
IProduct code € Product iption” Unit* @
Start typing to search |C\ T yping to search (+] Please select

VAT at 20%

STEP 10: Enter regular line item details

Quantity* Frice* @
1.000 ‘ | 0.00000 |

O Click here for additional line level information such as POIDel very details, discounts, and other additional information

——
Save line item 1 Cancel
"

|+Requirement(s]:

e Confirm ‘Line item type’

Tax amount @
0.00
Line amaount. 0.00
Discount 0.00
Tax 0.0
Total 000

e Enter ‘Product code’ and ‘Product description’

e Select ‘Unit’

e Enter ‘Quantity’

e Enter ‘Price’

e Enter Tax type’ (if applicable)

STEP 11: Enter additional line item details

Line item type @
Goods

Froduct code & Froduct description &) unit* @
Start byping to search || Start typing to search [+] Please select
Tex type*

Please select

F Click here for additional line level information such as PO/Delvery details, discounts, and other additional infermation I

(oo e J et

I%Requirement[s]:

Quantity* Price* @

‘ 1.000 | 4.00000 |
Tax smount €

Line ameunt 400

Discount 0.00

Tax 0.00

Total 400

e Click ‘Click here for additional line level

information...’

NETWORK

1) Select your line item type

from the dropdown menu.

*The first line item must be
aregular line item (goods or

services).

2) The following fields are

mandatory:
¢ Product code
e Product description

e Unit (unit of

measurement)
e Quantity
e Price

e Taxtype [if applicable)

*The system will mulitply
your quantity by your price to

determine the line net.

3) If you have additional line
level information, click ‘Click
here for additional line level

information...’

4) After all line item details
have been entered, click

‘Save line item’.
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create an invoice/credit note

STEP 12: Enter additional line item details cont’'d

1) Enter all applicable

O Chek here for addibtonal ne level mformation such as PO/Delvery detalls, discounts, and other addibional mformation | n fo rm at| on | nto th e
Pa number @ P line number @ Additional information @ Discount @
| | 0.0 approperiate fields.
Delivery note number @ Discount % @
| | 0.00
service delivery star date  Service delivery end date
| __ -
The fields below have been added by your buyer. ~ *lf enterlng a date range,
Line amount 400
GL number @ Cost centre Fart catagary Part number
fropean aticeNmber = [ ] o - please use the calander to
Save line item | Cancel ieizl i select your start and end

date.
I%Requirement(s]:

e Enter additional line level information if
applicable 2) Once all additional regular

e Click ‘Save line item’ line item details have been

added, click ‘Save line item’

) e *To add additional regular
STEP 13: Adding a special line item line iterns, repeat steps 9-12

Invoice items as shown in this guide.

% To add a special line item,
click ‘Add’.

Reql‘“rement(s]: *The system does not accept

e Click ‘Add’ invoices or credit notes that

only reference special line
items. All invoices must
contain at least one regular

line item.
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create an invoice/credit note

STEP 14: Enter special line item details

Line item type &)
Special Charge =

1) Select line item type from

dropdown menu

—
e — *You must choose special
. T N o line type.
x| = i
I%Requwement[s] 2) The following fields are
Select ‘Line item type’ IR
e Enter ‘Description’ e Product description
e Enter ‘Quantity’ «  Quantity
e Enter ‘Price’ \ Fre

e Enter ‘Tax type’
yp e Tax type (if applicable)

e Enter ‘Service delivery start/end date’ (if
e Service delivery start/

applicable)
‘ end date (if applicable)
e Click ‘'Save line item’

3) Once all additional special

: line item details have been
STEP 15: Adding an attachment added. click ‘Save line item’

Addiional information

Attachments @ s File typas we accept @)

LR 50 I i f 4 attachments.
e i Tungsten Network accepts
Withholding tax @ supporting documentation

0.00
with your electronic invoice

or credit note submission.
IéRequirement[s]:

e Click ‘Select and upload’

1) To add an attachment,

click ‘Select and upload’
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How t

create an invoice/credit note

STEP 16: Selecting your attachment

0...

@Qv . ¢ Attachments

Organize = Mew folder

MName

W g
L T attachment.pdf

v| iy || search Attochmenis

Date modified I"_,up."

10/209/%141110 ..  Adobe Acrobat [...

File mame:  attachment.pdf bl

All Files [7.7]

|éRequirement[s]:

STEP 17: Preview prior to submission

I

Locate the attachment

Select the attachment

Click ‘Open’

Invoice(GBP)

Total net 17 755 80
Total tax 3 55116

Undo changes

Total gross

I%Requirement[s]:

Click ‘Preview’

21,306.96

NETWORK

Search for your attachment
on your local or shared

drive.

2) Select the attachment

3) Click ‘Open’

It's best to review your
invoice or credit note prior
to submitting to Tungsten

Network for processing.

To review your invoice or

credit note, click ‘Preview’
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create an invoice/credit note

STEP 18: Submitting your invoice or credit note 1) After reviewing your
invoice or credit note, click

Review the information you have entered

This is nol an exact representation of your final invoice. If you are hapgy with the information you have provided, click 'Send” and we will create and send your legal invoice. ‘Send U

This is not a tax invoice.

Invoice *The invoice or credit
SST072015 .
note will be processed by
Invoic_e from Invoice to Invoice details
Sedgewick & Sans Technology Mart Winston Nermandy & Sons Pt Tun gsten Network. Once
::EE':]érsD:lmet RD 46 Aldurych Road 08 September 2015
Cambidge processed, Tungsten
London Tax point date . .
Wi 08 September 2015 Network will send an email
UNITED KINGDOM UMITED KINGDOM
WAT regisiration number. GB123456759 VAT registration number: FA& g;rpr.m:y [} Cco nf' rm | n g th e Statu S Of th e

submitted invoice or credit

Payment due date

Shipped from invoice from address Shipped to invoice to address n Ote

Requirement(s):
e Click ‘Send’

*Please visit our Invoice
Status page to obtain the

most up to date information

STEP 19: Invoice or credit note submitted successfully as it relates to your

Review the information you have entered submitted invoice or credit
This is not an exact representation of your final invoice. If you afe happy with the information you have provided, click *Send’ and we will create and send your legal invoice.

note.

o Invoice submitted successfully

@_——- *If you would like more

| ) information in regards to
Requirement(s): Invoice Status Service,

e Click ‘Continue’ please visit our Help &

Support archive to view the

‘Invoice Status Service’ guide

and/or video.

2) Once the invoice or credit
note has been submitted,
click ‘Continue’ to create a

new invoice or credit note.

If you are unable to enter the required information, please contact Tungsten Network for assistance

www.Tungsten-Network.com/Support
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