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HOW TO LOT INTO WOI

Link: https://www-01.ibm.com/procurement/esi/

United States [change] Terms of use

I 5o

Home Products Services & industry solutions Support & downloads My IBM

Supply Portal overview

sel
My | When you want to log on to the WOl application, you must first go to the IBM
Furl syupply Portal web site (www. ibm.com/procurement/esi). On this page (shown
pull here) you click on the "My Portal, My Functions” link to log in.

e o] =
MNews, A=

announcements, ptc. Welcome to the Supp|y FPortal

Contact informatjon

Help This site is a single entry point for suppliers to access various strateqgic procurement

applications.
Feedback

# The Public Portal link to the left will lead vou to a list of unrestricted procurement
applications. Mo action is required to gain access to those applications.

Related links
"IBMregistration L o ey Portal: My Functions)link to the left will lead you to a customized list of

?l;';gi:f'::n:ﬂﬁ procurement applications and user functions. After clicking on this link, you will be

. Global Procurement asked for a user ID and password.

- Global help desk o First time wusers: RFegister for your user ID and password at the IBM

- Other application help registration site. In the future, this will be your single identity for accessing
» Import compliance IBM systems over the intermmet. If you already have an IBM registration user

guidelines ID and password, you do not have to obtain another.,

® Once you have access to 'My Portal: My Functions', the 'User functions' will allow
wou to complete administrative tasks, such as requesting access to a specific
procurement application or changing yvour user profile.

About TBM Privacy Contack


https://www-01.ibm.com/procurement/esi/

United States [change]

Terms of use

Search

Home Products

Select a language

My Portal: My
Functions

Public Portal

MNews,

announcements, etc.

Contact information
Help
Feedback

Related links

- IBEM registration

« Change password

= Forgot passwo

» Glabal Procurement

- Glabal help desk

« Other application help

« Import compliance
guidelines

=1

About IBM

Services & industry solutions Support & downloads My IBM

You will receive a user name and password when you register for the WOl application. Registration is done
at the IBM supply Fortal page: www ibm.com/procurement/esi.

When you log on to the Supply Portal site, yvou will be asked for a user name and passwaord. In this case
you can enter any details you like, since it is only a simulation. For mare information about registration for

ownload the Supply Portal Application Help module, or contactthe WOl helpdesk.

e R T |
01, |.|bn:l:hb U

Privacy

Tt T

UL LR ERY Gonnect to www-0dkibmbe.. [ ? [X]

=
Thisilsite. is a single r:"l' W, A first visit to WOI
applications. 4 | T
PP P Enter a user name of your chaoice
_ and press Tahb.

' The.F‘LII:I.IIC Fll If‘prl:":urement L=} I. l_'\'\_ll: 'JIU L el I ) e R I
applications. plicatipns.

User name: (ﬂ test@companyname, com D-] ] )

s The My Port: customized list of
procurement| Password: (_""""| re—nk, yvou will be
asked for a L —

o First t @Qemember my password A first wisit to WO
registi Please enter a password of your
IBM sy choice and click the "0K” button.
ID and [ QK ] [ Cancel

® Once you have access to 'My Portal: My Functions', the "User functions' will allow
you to complete administrative tasks, such as requesting access to a specific
procurement application or changing your user profile.

Contact



Home

Select a lan

My Portal: M A first visit to WOI

Functions
Public Porta

Hﬂw’r

Products

QilAan&S

Services & industry solutions Support & downloads My IBM

- My Portal: My Functions

VWhen you are logged on to the Supply Portal page, click

Web Order and Involce”,

announcemengs, etc.

Contact infornjation

Help
Feedback

Related links
IBM 1 JiIStrat
Change passwprd
Fargo scewokd
Global Procurgment
help dek

« Import com

guidelines

About TBM

- application help

f‘
AR

Hello, Test User

This is your customized page of procurement user functions and applications.

Function family Function Function

Search ® Display Application News & Ucer
L ] (=4 agnaratio

User - - -
- -
. rta

Applications

Application name Application description Application

phignce news/expanded
description

Restrictad/Unrastricted

Emptoris Sourcing Portfolio Emptoris Sourcing Portfolio L=
provides the solution for
Global Application for
Frocurament Sourcing.

Supplier Resource Manager SAEM-Replenishment tool for & nawe
FPackaging and non MRP .
commodities

Supply Chain Process Manager (SCPM) Strategic Web-based tool for |5|| g
supply collaboration, supply ———
assessment and materials
replenishment

Enrollable

rWEb Order and Invoice _] Web Order and Invoice L P
L S h=8  E]

Privac

Contact



Ireland [change Terms of use

Search

Products

Mews

WoOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Inwvoice outsourcing
agreement

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links

- Supply portal

- IBM Privacy
Statement

= Instructions for
exports to IBM

Services & industry solutions

Support & downloads

My account

Web Order and Invoice (WOQI)

Welcomenewuser @company . comto WOI

If you are notnewuser@compary. comclick here to return to the
supply portal

[continue]
When you access the WOl application for the first time, you will be asked to acceptthe Terms and T
Conditions. Please take note of the following: ng
: : = hut
a)You must have the appropriate level of access to accept the terms and conditions.
5 S0
k) When a new version of the Terms and Conditicns becomes available, you will be presented with that
version. You must always acceptthe most recentversion of the terms and conditions. b
rd
c) AllIBM suppliers must accept the terms and conditions in order to register for W3l access. e,
on

d} Should you have questions about the Terms and Conditions, please contact the WOl helpdesk.

Purchase orders
Sort, search, list

and print purcha| After you have accepted the Terms & Conditions,
vou will see the WOl (supplier) screen.

create advance

A first visit to VWOI

WOTRSLaLlonn to
access WOIL.

[continue]

aplier

notifications and Tvolces TroTT
purchase orders.

Invoices and credits

Sort, search, list, save (as
default or draft), update,
submit, print, and delete
invoices. Also create invoices
from scratch,

Rejected invoices
Sort, search, list, delete, and
print rejected inwvoices.

Remittance advices
Sort, search, list, delete, and
print remittance advices.

L= W ) I
Send comments or questions to
the site managers.

Help

Get help in using WOI, including
overview information on the
application and a "how to"
index,

Contacts

View information about how to
contact people for assistance or
additional information on WOL.

Glossary
View the application glossary of



PURCHASE ORDERS — SEARCH AND SORT

Terms of use

Search

Mews

WOI terms and
conditions

l:l;u rchase orders

Inveoices and credits
Rejected invoices
Remittance advices
Protocol reports

Inwvoice outsourcing
agreement

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links
= Supply portal

- IBM Privacy
Statement

= Instruction=s for
exports to IBM

Services & industry solutions

Support & downloads My account

Web Order and Invoice (WOI)

Welcome newuser@company . comto WOI

If vo

suppl Currently, the Wal homepage is displayved. To start chapter 2 (Purchase Orders), click on the

Web
for pe,

FPurchase orders link at the left side of your screen.
_ Mote: Purchase Crders and Purchase Order Changes are both referred to as "Purchase Orders”.

management of generated purchase orders. It also allows
suppliers to invoice for goods and services.

Latest news items

There is no current news to report.

Site navigation

WOI terms and conditions
View and print WoOI terms and
conditions.

Purchase orders

Sort, search, list, accept,
and print purchase orders.
create adwvance shipment
notifications and invoices from
purchase orders.

reject
Also,

Invoices and credits

Sort, search, list, save (as
default or draft), update,
submit, print, and delete
invoices., Also create invoices
from scratch.

Rejected invoices
Sort, search, list, delete,
print rejected invoices.

Remittance advices
Sort, search, list, delete,

privacy, once you
hawve finished using
WOI, you must shut
down all web
browser windows so
that you will be
logged off the IBM
Internet Password
system. Otherwise,
some other person
could use your
workstation to
access WOIL.

Invoice outsourcing agreement
Wiew and print invoice
outsourcing agreement.

Supplier profile
Wiew and change your supplier
profile.

Feedback
Send comments or questions to
the site managers.

Help

Get help in using WOI, including
overview information on the
application and a "how to"
inde:x,

Contacts

Wiew information about how to
contact people for assistance or
additional information on WoI.

Glossary



ange]

Terms of use

Search

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Inwvoice outsourcing
agreeament

Supplier profile
Customer care
Feedback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links

« IEM Privacy Statement
« Supply portal

« Instructions for exports

to IEM

Services & industry solutions

Purchase orders

Identify the appropriate =search criteria below i

list of purchaze orders=.

Support & downloads

My account

[continue]

You will find search functions throughout the WaIl application. Use
the search functions to find the documents you are loaking for.

Search on

Status

|:| Mot viewed |:| @ Help

Search for

]
J

J Open

@# View printer friendly H

m
J

o Simulate create invoice from purchase order

™
H

4]

Purchase order search results

Purchase a
order
number

4601920214

4601976352

4602026757

Supplier &

number

1000236178

1000236178

1000018468

Buying &
company _
name

IEM France
GF

IEM France
GF

IEM Germany
GF

Original &
purchase _
order

date

11/0ctf2007
at 01:00

02/Jan/2008
at 01:00

ii/Mar/2008
at 01:00

Last &
change
date

24/Dec/2007
at 20:37

i12/Mar/2008
at 16:30

Status

Not
viewsd

Not
viewsd

Not
viewsd

Accepted
purchase
order item
changes

Inwvoicing
status

0 item(s)
accepted
of 2 Ttem
total

0 itemi(s)
accepted
of 1 Item
total

0 itemi(s)
accepted
of 3 Ttem
trital



Search on — select search criteria

Terms of use

Ireland [ change]

Search

My account

Products Services & industry solutions Support & downloads

Purchase orders

News [continue]

Identify the appropriate search criteria below in or

WOI terms and list of purchase orders.

conditions
Purchase orders

Invoices and credits

-
Search on

Search for

specific fields within documents (such as dates).

Search On: This function allows you to search an |

Status Mot viewed @ Help
Rejected invoices

Select all
Remittance advices Furchase ocrder number

- ;
Protocol reports HUFFIIEF number Hiendly Help

Invoice outsourcing
agreament

Supplier profile

Customer care

Corporation name

Buying company name

La=zt change date

Status

pm purchase order

[11]

Purchase order search results

Feedback Purchase &« Supplier &« Buying _ Original &« Last & Status Accepted Inwvoicing
Help ordar - numbear company _ purchase _ change purchase status
number name order date order item
Contacts date changes
et () 4601930214 1000236178 IBM France 11/0ct/2007 24/Dec/2007 MNot 0 item(z)
Recomsrce hnlks GF at 01:00 at 20:37 viewed accepted
of Z Tkem
Purchase order terms total
and conditions
{:} 46015976352 10002326178 IEM France 02/Jan/2008 Mot 0 itemis)
GP at 01:00 viewed accepted
of 1 Item
Related links total
* [BM Privacy Statement () 4602026757 1000018468 IBM Germany 11/Mar/2008 12/Mar/2008 Not 0 itemn(s)
* Supply "Tt:l_ GF at 01:00 at 16:30 viewed accepted
= Instructions for exports of S Ttemn

tn TRM

b |



Search for — intorduce specific search parametes

Terms of use

Search

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreement

Supplier profile
Customer care
Feedback
Help

Contacts
Glossary

Resource links

Purchase order terms

and conditions

Related links
= IBM Privacy Statement
« Supply portal

« Instructions for exports

to IEM

{1 T Ny [ 1

Products

Services & industry solutions

Purchase orders

Support & downloads

My account

[continue]

Identify the appropriate search c
list of purchase orders.

Search on

Status

J Open

Search for: This function allows you to choose or enter specific search parameters.
In this example the search function will only return “iewed” purchase orders.

e

J View printer frrendly

Search for

Not viewed [0

Mot viewed

@ Help

SEE

o Simulate create invoice from purchase order

Help

Purchase order search results

Purchase .
order
numbar

D 4801920214

{:} 4601976352

{:} 4602026757

Supplier &

numbear

1000238178

1000236178

i0o00ig46a

Buying -
company
name

IEM France
GF

IEM France
GF

IEM Germany

GF

Original &«
purchase _
order

date

11/0ct/2007
at 01:00

0zflan/2008
at 01:00

11/Mar/2008
at 01:00

Last -
change
date

24/ Dec/2007
at 20037

12/Mar/2008
at 16:30

Status

Mot
viewed

Mot
viewed

Mot
viewed

Accepted
purchase
arder item
changes

Invoicing
status

0 item(s)
accepted
of 2 Item
total

0 itemis)
accepted
of 1 Item
total

0 itermis)
accepted
of § Item
total



Column headings — basic information about purchase orders

ang

a] | Terms of use

Search

Hews

WOI terms and
conditions

Purchase orders
Invoices and credits
Rajected invoices
Remittance advices
Protocol reports

Inwvoice outsourcing
agreement

Supplier profile
Customer care
Feedback
Help

Contacts
Glossary

Resource links

Purchase order terms

and conditions

Related links

to IBM

Services & industry solutions

Purchase orders

Support & downloads

My account

Identify the appropriate search criteria below in order to display the desired
list of purchase orders.

Search on

Status

J Open

J Viev

Search for

|:| Mot viewed |:| @ Help

[continue]

o Simulate create invoice from purchase order

Purchase order search results

Purchase Supplier & Buying - Original Last & Status Accepted Inwoicing
order number company _ purchase _ change purchase status
number name order date order item
data changes
O 4501930214 1000236178 IBM France 11,/ 0ct/ 2007 24/Dec/2007 Mot 0 itemis]
GF at 01:00 at 20:37 viewed accepted
of 2 Ttem
total
{:} 45601976352 1000226178 IBM France 0z2/lan/2008 Mot 0 itemis)
GF at 01:00 viewed accepted
of 1 Item
total
{:} 4602026757 1000018468 IBM Germany 11/ Marf2008 12/Mar/20028 HNot 0 itemis)
GF at 01:00 at 16:350 viewed accepted
of 8 Item
total
{:} 4502066170 1000018468 IBM Germany 10/ May/Z008 Mot 0 itemis)
GF at 01:00 viewed accepted
of 3 Item

total



Organize the purchase orders in ascending or descending order by different criteria

Ireland [ change] | Terms of use

Search

My account

Services & industry solutions Support & downloads

Purchase orders

MNews
Identify the appropriate search criteria below in order to display the desired
WOI terms and

conditions

Purchase orders

Invoice outsourcing
agreement

Supplier profile

Customer care

te IEM

list of purchasze orders.

J Simulate create invo

Purchase orde searcn resumns

Ioroioms aesd credis Search on Search for

Rejected invoices Status Mot viewed @ Help

Remittance advices

Protocol reports a# Open g View prir [contiriue]

You can use these arrows to sortthe document

list in ascending or descending order.

Feedback Purchase Supplier Buying Original Last Status Accepted Inwvoicing
Help order e number a company a purchase change a purchase  status
number name arder date order itam
Contacts date changes
s () 4601930214 1000236178 IBM France 11/0ct/2007 24/Dec/2007  Not 0 itern(z)
Recmarcelhnis GP at 01:00 at 20:37 viewed accepted
of 2 Item
Purchase order terms botal
and conditions
D 4601976352 1000236178 IBM France 02/lan/2008 MNot 0 itemi(s)
GP at 01:00 viewsd accepted
of 1 Item
Related links total
Ll s () 4602026757 1000018468 IBM Germany 11/Mar/2008 12/Mar/2008 Mot 0 itemiz)
= Supply ::—I:EI_ GP at 01:00 at 16:50 viewed sccepted
= Instructions for exports of 5 Tkem

total



See all pages of the purchase orders

Ireland

[ change]

Terms of usa

Search

Home

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Inwvoice outsourcing
agreement

Supplier profile
Customer care
Feedback
Help

Contacts
Glossary

Resource links

Purchase order terms

and conditions

Related links

- IBEM Privacy Statement

- Supply portal

= Instructions for export
to IBM

Products

Services & industry solutions

Purchase orders

Support & downloads

My account

Identify the appropriate search criteria below in order to display the desired
list of purchase orders.

Search on

Status

ai Open

a Simulate create invoid

i View printg

Atthe bottom ofthe list you may see
links to the next pages of the list.

Search for

Mot viewed

[eontinue]

Purchase order search results

Purchase &
order
number

4501920214

4501376352

45020267357

4502066170

4502102429

Supplier

number _

1000226178

10002326178

1000018458

1000018468

1000018468

Buying b Original &
company | purchase
name order
date

IEM France 11/ Cctf 2007
EF at 01:00
IEM France 0z2/lan/2008
GF at 01:00
IEM Germafy 11/Mar/Z008
GF at 01:00
IEM Germahy 10/ May/ 2008
GF at 01:00
IEM + =
GP 1234 | Mex

Fage: 1 of 4

Last -
change  _
date

24/ Dec/2007
=t 20:27

12/Mar/2008
at 16:50

Status

Mot
viewad

Mot
wiewad

Mot
wiewad

Mot
viewead

Mot
viewad

Accepted Invoicing
purchase status
order item

changes

0 itemis)
acceptad
of 2 Item
total

0 itemni(s]
accepted
of 1 ITtem
total

0 itemi(s)
accepted
of 3 Tkem
total

0 item(s)
accepted
of 3 Item
total

O itemi(s)
acceptad
of 1 Ttkem
total



PURCHASE ORDER FUNCTIONS

The buying party (IBM) will send purchase orders to the vendor using the WOI application. The vendor may
accept/reject and invoice these orders using WOI.
The availability of buttons/functions depends on your level of access. For more information about access roles,
please, go to the Supply Portal Application Help module.

Terms of usa

Search

Products

Mews

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Inwvoice ocutsourcing
agreament

Supplier profile
Customer care
Feedback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links

= Instructions f
to IBM

Services & industry solutions

Purchase orders

Support & downloads

My account

Identify the appropriate =search criteria below in order to display the desired
list of purchaze ocrders.

Search on

Status

|

|:| Mot wviewed |:| @ H

Search for

[11]

[continue]

t Open: Use this button to cpenfview a purchase order. Once the order
iz opened you can acceptireject/print ar invoice the purchase order.

@ Simulate create invoice from purchase order

1]

Purchase order search results

Purchase a
order -
number

4501520214

4501576352

4502026757

Supplier &

number _

1000226178

1000226178

1000018468

Buying -
company
name

-

IBEM France
GF

IBEM France
GF

IBEM Germany
GP

Original &
purchase _
order

date

11/ Ot/ 2007
=t 01:00

02/Jan/2008
at 01:00

11/ Mar/2008
at 01:00

Last Y
change
date

24/ Dec/ 2007
at 20:37

12/Marf2008
at 16:350

Status

Mot
wiewead

Mot
wviewead

Mot
wiewead

Accepted
purchase
order item
changes

Inwvoicing
status

0 itemi(s)
accepted
of 2 Item
total

0 itemis]
accepted
of 1 Item
total

0 itemis]
accepted
of 3 Item
total



How to print a purchase order

Ireland [ change] | Terms of usa

I -

Home Products Services & industry solutions Support & downloads My account

Purchase orders

News
Identify the appropriate search criteria below in order to display the desired

WOTI terms and list of purchase orders.
conditions

Purchase orders

Invoices ard credsts Search on Search for
o [ L '-_u'. W
Rejected invoices 2l Not viewed
Remittance advices m : . z :
View printer friendly: Use this button to display the |
Protocol reports a# Open | W@ View printer friendly =ip ' purchase order in a format that can easily be printed. |1
Invoice outsourcing
agreement a# Simulate create invoice from purchase order

Supplier profile

(1]

Customer care Purchase order search results

Feadback

Purchase a Supplier & Buying i Original Last &« Status Accepted Inwvoicing
Help order - number _ company _ purchase _ change _ purchase  status
numbear name order date order item
Contacts date changes
il () 4601930214 1000236178 IBM France 11/0ct/2007 24/Dec/2007 Not 0 item(z)
Becniarce hnls GE at 01:00 at 20:37 viewed accepted
of 2 Ttem
Purchase order terms total
and conditions
@ 4601976352 1000236178 IBM France 02/Jan/2008 Mot 0 itemis)
GP at 01:00 viewed accepted
of 1 Item

Related links total



How to start to create an invoice from an already accepted purchase order

Tarms of use

Ireland [ change]

Search

My account

Services & industry solutions Support & downloads

News

WOI terms and

Supplier profile

to IEM

LT T BENy IR

Purchase orders

Identify the appropriate search criteria

list of purchase orders.

[continue]

Create invoice from purchase arder: Use this button to start the invoice
creation process. You can only create invoices from accepted purchase

(J Simulate create invoice from purchase nrder]

conditions orders. The use of this button will be illustrated
Purchase orders

Irrenioes aed credts Search on Search for

Rejected invoices Status |:| Mot viewed |:| @ Help

Remittance advices

Protocol reports ¥ Open ¥ View printer friendly Help

Invoice outsourcing

agresment

Help
STEATTEIESE Purchase order search results
Feedback Purchase .  Supplier »  Buying s DOriginal . Last a Status Accepted Inwvoicing
Help order - number _ company purchase _ change P“":hi_'!“! status
number name order date order item
Contacts date changes
Glossary {:} 4601930214 10002326178 IBM France 11/0ct/ 2007 24/Dec/2007  Not 0 itermi(s)
Recossrce Enlks GP at 01:00 at 20:37 viewed accepted
of 2 Itemn
Purchase order terms total
and conditions
@ 46501976352 1000226178 IBM France 02/Jan/2008 Not 0 item(s)
GP at 01:00 viewed accepted
of 1 Itemn
Related links total
- IBM Privacy Statement .
- D 4602026757 1000018468 IBM Germany 11/Mar/2008 12/Mar/2008 HNot 0 itemis)
* Supply pcrtal_ GP at 01:00 at 16:50 viewed accepted
» Instructions for exports of 9 Item

total



How to check the status of a purchase order

Ireland [ change] | Terms of use

Search

Hews

WOI terms and
conditions

Purchase orders
Inwvoices and credits
Rejected invoices
Remittance advices
Protocol reports

Inwvoice outsourcing
agreament

Supplier profile
Customer cara
Feedback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links

- IBM Privacy Statement

= Supply portal

» Instructions for exports
to IBEM

- Web reporting

Support & downloads

My account

Services & industry solutions

Purchase orders

Identify the appropriate search criteria below in order to display the desired
list of purchase orders.

Search on

Search for

: Purchase Order Functi continue
Status Not viewed @ Help Functions [continue]
The "Status” box shows if a purchase
order has been viewed already.
¥ Open ¥ View printer friendly Help

o Simulate create invoice from purchase order

Purchase order search results

Purchase .  Supplier »  Buying &  DOriginal . Last a |Status | Accepted Inwvoicing
order - number company _ purchase _ change purchase status
numbear name ordar date order itam
date changes
{:} 4501920214 1000226178 IBM France 11/ Ot/ 2007 24/Dec/Z007 | Not 0 item(s)
GF at 01:00 at 20:37 viewad | accepted
of 2 Ttem
total
@ 4601976352 1000236178 IBM France 02/1an/2008 Mot 0 item(s]
GP at 01:00 viewed | accepted
of 1 Item
total
{:} 4602026757 1000018468 IBM Germany 11/Mar/2008 12/Mar/2008 | Mot 0 itemis]
GP at 01:00 at 16:50 viewed | accepted
of 3 Item
1 total
{:} 45020686170 1000018468 IBM Germany 10/May/2008 Mot 0 item(s)
GF at 01:00 viewad accepted
of 3 Item

total



How to print a purchase order

Ireland [ change

] | Terms of usa

Search

Products

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreement

Supplier profile
Customer care
Feedback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links
IBM Privacy Statement
» Supply portal
« Instructions for exports
to IBM

Services & industry solutions

Purchase orders

list of YU Can view a purchase order before you accept or invoice it. Ta

Support & downloads

My account

[continue]

esired

da this, select the order and click the "View printer friendly” button.

Search on

Status

Search for

Ed | not viewed B2 @ Help

a# Open (J View printer friendlﬁ,r] Help

o Simulate create invoice from purchase order

e
|

1]

Purchase order search results

Purchase &
order
number

D 4601930214

4601976352

D 4602026757

Supplier

number

1000236178

1000236178

1000018468

Buying -
company
name

IEM France
GFP

IBM France
G

IBM Germany
GE

Original
purchase _
order

dats

11/0ctf 2007
at 01:00

02/Janf2008
at 01:00

11/Marf2008
at 01:00

Last ™
change
date

24/ Decf2007
at 20:37

12/Marf2008
at 16:30

Status

Mot
viewsd

Mot
viewsd

Mot
viewsd

Accepted
purchase
order item
changes

Inwvoicing
status

0 itemi=s)
accepted
of 2 Ttem
total

0 itemi=s)
accepted
of 1 Ttem
total

0 itemi=s)
accepted
of 9 Ttemn
total



How to open the purchase order

Ireland [ change]

Terms of use

Search

Mews

WOI terms and
conditions

Purchase orders
Inwvoi

Rejed

Products

Services & industry solutions

Purchase orders

Support & downloads

My account

Identify the appropriate search criteria below in order to display the desired
list of purchase orders.

Qpening the purchase order: Selectthe purchase order
Remif val want to opentiew by clicking the button next to it.

Protocol rEpn:rrtEI

Inwoice outsourfing

agreement
Supplier profile
Customer care
Feedback
Help

Contacts
Glossary
Resource links

Purchase order
and conditions

O

[Eerms

Related links

 aUppPIYy

O

o Open

o Simulate create invoice from purchase order

Purchase &
ordar

-
number

4501530214

. 4601976352

4602026757

Supplier «

number

1000236178

1000236178

1000018468

Search for

Mot viewed

a# View printer friendly Help

Buying .
company _
name

IEM France
GP

IEM France
GP

IEM Germany
GF

e

Original &
purchase _
arder

date

11/0ct/2007
at 01:00

02f1an/2008
at 01:00

11/Mar/2008
at 01:00

1]

Last -
change
date

24/Dac/2007
at 20037

12/Mar/2008
at 16:30

Status

Mot
viewed

Mot
viewed

Mot
viewed

Purchase order search results

Accepted
purchase
order item
changes

Inwvoicing
status

0 itemis)
accepted
of 2 Item
total

0 itemis])
accepted
of 1 Item
total

0 itemis)
accepted
of 9 Item
total



Ireland [ change] | Terms of use

I -

Home Products Services & industry solutions Support & downloads My account

Purchase orders

News -
Purchase Order Functions riteria below in order to display the desired
WOI terms and

conditions Maow that you have selected the purchase

arder, click the "Cpen” buttan to view it.
Purchase orders

Sedrch on Search for

Mot viewed @ H

Inwvoices and credits

n
T

Rejected invoices
Remittance advices

Protocol reports

g View printer friendly Help

Invoice outsourcing
agreament g# Simulate create invoice from purchase order

Supplier profile

[11]

Customer care Purchase order search results

Feedback

Purchase » Supplier « Buying &«  Original . Last « Status Accepted Inwoicing
Help order - number _ company _ purchase _ change _ purchase  status
number name order date order item
Contacts date changes
Glossary () 4601930214 1000236178 IBM France 11/0ct/2007 24/Dec/2007 Not 0 itemn(z]
Re=ource hinlks GP at 01:00 at 20:37 viewed accepted
of 2 Item
Purchase order terms total
and conditions
@ 4601976352 1000226178 IBEM France 02/Jan/2008 Not 0 itemis])
GP at 01:00 viewed accepted
af 1 Ttem
Related links total
« IEM Privacy Statement N . . . . . o
S {:} 4602026757 i00o01i8468 IBM Germany 11/Mar/2008 12/Mar/2008 Not 0 itemi(=)
' Supply po t=|_ GF at 01:00 at 16:50 viewed accepted
» Instructions for exports of S Ttem

to IEM total

S0 I T



Purchase order details

Ireland [change] Terms of use
I oo
Home Products Services & industry solutions Support & downloads My account
Purchase orders
MNews . .
Details =FE AL
WOI terms and [continue]
conditions When you have cpened the purchase order, vou will see a screen like the one
Purchase orders krelow. The buttons/options available ta you depend on the purchase order and
Invoices and credits your level of access (access role).
Rejected invoices ] . ]
Basic purchase order information
Remittance advices .
Buying company name IEM Germany GP
Protocol reports Purchase order number 4602008123
Invoice outsourcing  griginal purchase order 13/Feb/2008 at
agreement date 01:00
SR Status Not viewed Help
Customer care
Feedback
Help
Contacts Supplier
Glossary Supplier name TEST SUPPLIER
Resource links ,
Supplier number 1000236178 Help
Purchase order
terms and conditions
Related links Payment information
- Supply portal Currency EUR
- IBM Privacy Exchange rate 1.00000
TATEMAEnT




Terms of use

Search

Home Products

News

WOI terms and
conditions

Purchase orders
Inveices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreement

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links

= Supply portal

- IBM Privacy
Statement

- Instructions for

exports to IBM

Services & industry solutions Support & downloads My account

Purchase orders

Details

Atthe top ofthe screen you will find general information such as
the arder number, date, etc.

Details akout the actual order can be found at the bottom of the
screen. Please scroll down now.

Basic purchase order information
Buying company name IEM Germany GP

Purchase order number 4502008123
Original purchase order 13/Feb/2008 at
date 01:00
Status Mot viewed Help
[continue]
. Fayment Infarmation
Supplier :

Currency: EUR, This depends on the country in which your company resides.
Exchange Rate: Exchange rate for the currencies of the invoice and the
purchase arder.

Payment Terms: The number of days within which IBM will make pavment

| upen receipt of avalid invoice.

Supplier name

Supplier number

Payment information

Currency EUR
Exchange rate 1.00000
Payment terms Met due 45 days




TErMSs ana Conaimons

Related links

* Supply portal

- IBEM Privacy
Statement

« Instructions for
exports to IBM

Payment information
Currency

Exchange rate
Payment terms

Purchase Order Details

EUR
1.00000

[tems View:

View of items list | PO total
d‘ Set as preferred view

[continue]

Here yvau will find information about the goodsiservices that have been
ardered. In this case, the items view shows sample details

Ll=le

-~
Purchase Item Purchase
order status order date
item
number
ooool Mot 14/Feb/2008
Wiewed, at16:31
Mot
accepted

00002 Mot 14/Feb/2008
Wiewed, at16:31
Mot
accepted

L.

Brief Quantity Unit of Basis
description ordered measure of
unit

price

TEST 1 PCE 1.00

C364T

SWITCH

RHS

GBIC SFP 2 PCE 1.00

SXE MMF

350M LC

COMM RHS

PO total items view

T =Ty

Unit Extended

price

1,757.80

223.80

Total
extended
price

price

1,757.80

457.60

2,215.40

Purchase order header text



How to open a line of a purchase order

Helated links FayYTmMenT INTOFImation

= Supply portal Currency EUFR

; g?tg]cepg-i;:tﬂ Exchange rate 1.00000

- Instructicns for Purchase Order Details 5 days

exports to IBM

This particular line item has not been viewed and

has not been accepted. G @

To see maore information abaut the line item, click on
the number (0001},

Help
PO total items view
Purchase Item Purchase Brief Quantity Unit of Basis Unit Extended
order status order date description ordered measure of price price
item unit
number price
Mot 14/Feb/2008 TEST 1 PCE 1.00 1,757.80 1,757.80
Viewed, at16:31 C364T
Mot SWITCH
accepted RHS
oooo2 Mot 14/Feb/2008 GBIC SFP 2 PCE 1.00 228.80 457.60
WViewed, at 16:31 =X MMF
Mot 550M L
accepted COMNMN RHS
Total 2,215.40
extended
price

Purchase order header text



Terms of use

Ireland [change]

Search

Home Products Services & industry solutions Support & downloads My account
[continue]
2n this screen you will find more details regarding
the ardered goodsiservices.
News PU rChase OrderS You will always find details such as unit prices,

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agresment

Ssupplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links

Item detail

gquantities and and descripticns an this page.

* Return

* Purchase order item text

r'I_Z'*ur-::hasne order summary
Purchase order number
Purchase order date

Status

Currency

Purchase order item number
Quantity ordered

Unit of measure

Basis of unit price

Unit price

Extended price

Brief description

Requisition tracking number
Requisition item number

.

4502008123

13/Feb/2008 at 01:00

Mot Viewed, Mot accepted
EUR

00001
1

PCE

1.00

1,757.80

1,757.80

TEST (C364T SWITCH RHS
E42C59001L

0




Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links

» Supply portal

« [BM Privacy
Statement

» Instructions for
exports to IEM

Purchase order item number Qo001
Quantity ordered

_ Purchase Order Details [continue]
Unit of measure

] ] ] Schedule of Delivery:
BE_S'S D_f unit price In these fields, you will see delivery dates (required
Unit price by- dates). In the case of a services purchase order
Extended price {eq. temporary hire of staff, consultancy) the delivery
Brief description dates can be ignored.
Requisition tracking number E42C59001L
Requisition item number 0

Schedule of delivery

Delivery date Delivery time Request gquantity
2003-02-28 1.00000

Buyer information

Contact information Elena Andreeva
Phone 35924009354
E-mail address elena.andreeva@bg.ibm.com

Ship to address informatio

Purchase Order Details [continue]

Name/Address Contact Information:

Name2 Here you will see contact informaticn forthe person
within IBM that requested the goodsiservices.

Address1 Contact this person if you have gquestions/concerns

Address2 that are specific to the purchase order.

Address3 Attn: Schwenne, Dirk



- Supply portal
- IBM Privacy Schedule of delivery
Statement Delivery date Delivery time Request quantity

Instruchions for
exports to IBM 2008-02-28 1.00000

Purchase Order Details [continue]
Buyer informati| Ship To Address Information:
Contact informatd Here you will find the delivery address. In the case of an
arder for semnvices (non-deliverable) this will contain the
general address for IBM.

Phone
E-mail address

F.__"-hip to address information

D Eﬂ}ah:'aﬁ;:ech.(;mbH&Co KG
MName2

Addressi Kar-Ferdinand-Braun-5Str. 9
AddressZz

Address3 Attn: Schwenne, Dirk

PO box

City Backnang

District

State/Region/Province Baden-wWilrttemberg({08)
Postal code 71522

Country/Region Germany{DE)

Internal recipient Schwenne
kInt:—:trnaI address MNSA

Schedule of pricing information

Unit price Validity range start date Validity range end date

: 1,757.80 13/Feb/2008

Purchase Order Details [continue]

Purchase order item te
Header text/Item text Schedule of Pricing Information:

TEST ©C3264T swiTcy |For pricing agreements that have a limited validity,
the pricing details will be shown in the fields below.




Please, scroll to the top of the page

Ireland Terms of use

[change]

Search

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreement

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links
* Supply porta
« IBM VaCY

Services & industry solutions

Purchase orders

Item

Mow you have viewed the line item
information, click the "Return”link toga | ,
back to the main purchase order page

Support & downloads My account

! * Return I

Purchase order item text

Purchase order summary
Purchase order number
Purchase order date

4602008123
13/Feb/2008 at 01:00

Status Mot Viewed, Not accepted
Currency EUR

Purchase order item number 00001

Quantity ordered 1

Unit of measure PCE

Basis of unit price 1.00

Unit price 1,757.80

Extended price 1,757.80

Brief description TEST (C364T SWITCH RHS
Requisition tracking number E42C59001L

Requisition item number 0

Schedule of delivery



PURCHASE ORDER CHANGES

When the buying party changes a purchase order, you will receive the changed purchase order in the WOI
application. When a purchase order is changed, you must accept the changed purchase order before you can
invoice it. Please note, all line items must be accepted even if you will use only 1 purchase order item for the

invoice.

.,New” purchase orders (unchanged orders), do not need to be accepted.

Terms of use

Search

Home Products

Mews

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Inwvoice outsourcing
agreament

Supplier profile
Customear care
Feedback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links

= Instructions fo
to IEM

Services & industry solutions Support & downloads My account

Purchase orders

Identify the appropriate search criteria
list of purchase orders.

You can identify a changed purchase arder by its change date.
Mew” orders do not have a change date. In this example, order

Seprch on S€3 Lumber 4501930214 IS a changed purchase order.
Status Edl |No| Piease select order number 4601930214
Open @ View printer friendly Help

Simulate create invoice from purchase order

Purchase order search results

Purchase . Supplier . Buying - Original = Status Accepted Inwvoicing
order - number _ company _ purchase _ change P“rChE_l5'E status
number name order date order item
date changes
4601930214 10002256178 IBM France 11/ 0t/ 2007 24/ Dec/2007 Mot 0 itemis)
GP at 01:00 at 20:327 viewed accepted
of 2 Item
total
{:} 4501976352 1000235178 IBM France 0z2/lan/2008 Mot 0 itemis)
GP at 01:00 viewaed accepted
of 1 Item
total
{:} 46020267357 1000018468 IBM Germany 11/Mar/2008 12/Mar/2008 Mot 0 itemis)
GP at 01:00 at 16:50 viewed accepted

of 9 I[tem
total



Ireland [ change] | Terms of use

Search

Home Products

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreement

Supplier profile
Customer cara
Feedback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links

Services & industry solutions

My account

Support & downloads

Purchase orders

Identify the appropriate search criteria below in order to display the desired
lit of purchaze ordere.

Search on

Stat]

1=

o Open

Click the "Cpen” button to open
the changed purchase arder.

@ View printer friendly Help

o Simulate create invoice from purchase order

1]

Purchase order search results

O

Purchase .
order

-
numbear

4601530214

4601976352

Supplier « Buying &« Original &+ Last « Status Accepted Invoicing
number company _  purchase _  change purchase  status
name order date order item
date changes
1000236178 IEBM France 11/0ct/2007  24/Dec/2007  Not 0 itemnis)
GP at 01:00 at 20137 viewed accepted
of 2 Ttem
total
1000226172 IEM France 02/Jan/2008 Mot 0 itemis)
GP at 01:00 viewed accepted
of 1 Item
total



How to accept the changed purchase orders

Ireland [change]

Terms of use

Search

Home Products

News

WOI terms and
conditions

Purchase ocrders
Inveoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreesment

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links

» Supply portal

- IBM Privacy
Statement

» Instructions for

exports to IBM

Services & industry solutions

Purchase orders

Details

Support & downloads

My account

+ Return
& Printable version
* purchase order header text

Basic purchase order information

Buying company name
Purchase order number

original purchase order
date

Last change date
Status

IEM France GP
4501930214
11/0ct/2007 at
01:00

24/Dec/2007 at 20:37

Mot viewed Help

To view the changes an the purchase

SUPP_I'Er arder, click "View change summary™.

Suppller name TEST SUFPPLIER

Supplier number 1000235178 Help
Payment information|

Currency EUR

Exchange rate 1.00000

Payment terms

(J View change summary ]

Met due 45 days

Help



Terms of use

Search

Home Products Services & industry solutions

You can view any changes made to the
purchase order an this page. Click the "Return
link to go back ta the previcus page.

Purchase orders

News
Change summary

WOI terms and
conditions * Return

Purchase orders Basic purchase order information

Invoices and credits Buying company name IBM France GP
: : : Purchase order number 4501930214
Rejected invoices ) )

- - Purchase order date 11/0ct/2007 at 01:00
Remittance advices | ¢ hange date 24/Dec/2007 at 20:37
Protocol reports
Invoice outsourcing
agreement
Supplier profile Search criteria
Customer care View item All [+
Feedback Change date Current |:|
Help Field name All [+
Contacts
Glossary
Resource links Use search criteria to update list of changes. @ Help

Purchase order
terms and conditions

Help
Related links
) 'ﬁﬂ"-'m:l'f_l:: tal Purchase Change « Field + Value after Value
« IBM Privacy order item date -~ Name -~ Cchange before

Statement number change



Related links

* Supply portal Payment information

« IEM Privacy Currency EUR
Statement H

- Instructions for Exchange rate 1.00000

exports to IBM Payment terms Met due 45 days

d‘ View change summary

Purchase Order Changes Help
To accept the changes, you mustfirst open the line item. :
Tao da this, click the line item number (00001). =MS VIEW @ @

J Set as preferred view

Help
PO total items view
Purchase Item Purchase  Brief Quantity Unit of Basis Unit Extended
order status order date description ordered measure of price price
item unit
number price
00001 Mot 24/Dec/2007 MISE EN 1 PCE 1.00 54,413.00 54,413.00
Viewed, at 20:37 DEUVEE IF
Mot TELEPHOMY
accepted,
Changed
o002 Mot 24/Dec/2007 Suplement 1 PCE 1.00 123.00 123.00
Viewed, at20:37 de
Mot transport
accepted,
Changed

Total 54,536.00
extended

nrire



News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agresment

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links

» Supply portal

- IEM Privacy
Statement

 Instructions for
exports to IBM

Purchase orders

Item detail

P
orad

Purchase order summary
Purchase order numhber
Purchase order date

Last change date

Status

Currency

* Return

* Purchase order item text

45601930214

11/0ct/2007 at 01:00

24/Dec/2007 at 20:37

Mot Viewed, Mot accepted, Changed
EUR

Purchase order item number
Quantity ordered

Unit of measure

Basis of unit price

Qo001

Purchase Order Changes

Click the "l accept this iterm™ buttan

Unit price
Extended price

Brief descfiption

Requisition tracking number
Requisition item number

to acceptthe changes.

54,413.00

MISE EMN QEUNWRE IP TELEPHOMY
E3TLHGOOZ2L

0

Schedule of delivery

Delivery date

2007-10-1F

! | accept this item ||
Buyer information

Contact information
Phone

Delivery time

Request quantity
1.00000

| do not accept this item

Borislaw Mikitow
359-24039557



Home | Products & services | Support & downloads | My account

Select a country lobal procurement = Procurement portal = Web Order and Inveice (WO = Purchase orders = Purchase Order Detail:
=

Weh Order and Immice Pu rc h as5¢e o rd ers

{(WOI) Confirm acceptance [(CTA) Purchase Order Changes
=0

Confirm vaur acceptance by
Wl tarms and conditions clicking the "OK” button now.

Furchase orders

lrwoices and credits Purchase Order Number: 45000104689

Purchase Order kem Humber: nooo
Fejected invoices

Femittance advices

Click here

Click"Ok" below to confirm acceptance of chahogss *o - e jtam.
Protocol reports T

Supplier profile Ik, Cancel |

Feedhack
Help

Contacts



The purchase order change has now been accepted. Scroll down this page.

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Related links

« Supply portal

- IBM Privacy
Statement

* Instruchions for
exports to IBM

Last change date 24/Dec/2007 at 20:37
Status Mot viewed Help
Supplier

Supplier name TEST SUPPLIER

LIMITED
Supplier number 1000236178 Help
Purchase Order Changes [continue]
Because the changed purchase arder has
now been accepted, you have the option to
Payment information create an invoice.
Currency EUR
Exchange rate 1.00000
Payment terms Met due 45 days

@ View change summary

lF N e
(o Simulate create invoice from purchase order ]7 lelp

View of items list | PO total items view (v @
a Set as preferred view

PO total items view

Help

Purchase Item Purchase Brief Quantity Unit of Basis Unit Extended
order status order date description ordered measure of price price
item unit
number price
poo01 Mot 24/Dac/2007 MISE EN 1 PCE 1.00 54,£413.00 54,413.00

Viewed, at 20:37 QEUVRE IP



INVOICES AND CREDITS

When you create a new invoice or credit, you must always start at the purchase order.

ange]

Terms of use

Search

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreement

Supplier profile
Customer care
Feedback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links
- IBM Priv

cy Statement

Services & industry solutions

Purchase orders

Iden
list o

Support & downloads

In this lessan you will create a sample invoice
for purchase order number 4802072808
To do this, select the order first.

SEE L= h g )l
Select all [+ Invoices and Credits
J Open J View printer frrenary §l=]]

My account

Mow click the "Create invoice from® button
to start the invoice creation process.

er to dizplay the desired

(J Simulate create invoice from purchase c:rder]

[11]

H

Purchase order search results

Purchase .
order

-
number

4602073806

4501455201

Supplier .
number

1000255680

1000255660

Buying i
Company
name

IEM Belgium
BEO40IS 12236

IEM Belgium
BEO40S912336

Original &
purchase
order

date

22/ May/2008
at 01:00

18/0ct/2005
at 01:00

Last
change
date

F

Status

Viewead

Viewsd

Accepted
purchase
order
item
changes

1 itemis)
acceptad
of 1 Item
total

1 itemis)
accepted
of 1 Item
total

Invoicing
status

Arrived



Terms of use

Ireland [change]

I -

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreament

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary

Purchase order
and conditions

Services & industry solutions

II Invoice type® |

Invoice Date:
Resource links | Tax Date:

Invoice Type:

Support & downloads My account

. . Invoices and Credits
|”V0|GES and GrEd |t5 You are now on the main invoice screen. Since the invoice is

Initial definitions (BE) created from the purchase order, you will see that a number

of fields are already completed for you.

Mote - This browser session will be terfmmaeo woere 15 10 QoLIvILy WWILIIT
30 minutes.

The fields indicated with an asterisk (*) are reguired.

Bill to name IEM Belgium BEQ405912336
Furchase order number 4602073806
22 May 2008

5 B4 /| Aaugust (B4 /| 2008 B3
s B4 7| august B4 7| 2008 B3

--Select one-- |:|

] e i
(é Simulate cuntinu% Credit Help
Invoice

Cate of the invoice. This date can be changed. The current date is the default date.

Furcha=se order date

{Supplier invaoice date™® ]

[continue]

Date after which the buying party can claim back VYAT. Itis not necessary for you to change this date. |

Invoice or Credit. The default wvalue faor this field is "Invoice™. When you want to create a credit note, then
select "Credit” in this field.



Invoices and Credits [cantinue]

Invoice Number: Number you specify to identify the invoice. This number should be a unique number (once used on
one invoice, it may not be used on another invoice). The invoice number should match invoice
recards in your internal administration.

Exchange Rate: The rate of exchange between the currency of the order and the currency of the invoice. In most
cases the currencies are the same, therefore the exchange rate is 1.00 .

Copy Text: Place a check mark () in this field to copy the purchase order text (descriptions) to the invoice.

Products Services & industry solutions Support &

Invoices and credits

Processing options (BE)

- Invoices and Credits [continue]
01 terms and Mote - This browser session will be terminated if there is no activi 5 ; R
nditions 30 minutes. The Invoice Item Number is used to denote the sequence in which items
. . . s . appear on your invaice. In this example there is only ane line to invoice,
The fields indicated with an asterisk (*) are required. B AR ;
I ®) | therefore the invoice line item number is 1
voices and credits Usually the invoice item number is the same as the purchase order item
sjected invoices Bill to name IBM Belgium BE0405912336 number. ltems are numbered sequentially. The first itern you invoice is always
) : Purchaze order number 4602073806 number 1, the second is always number 2, etcetera.
smittance advices
: Purchase order date 22 May 2008
'otocol reports L :
i : Supplier invoice date 05 August 2008 Invoices and Credits [cantinug)
voice °"t‘5°"ff'"! Tax date 05 August 2008 . .
A Invoice type Invoice Invoice Quantity. : : :
ipplier profile Here you can see the required quantity. Ifthe unit of measure
" is PCE (Pieces) or HUR (Hours), then the quantity is the
ISCOMer Cafe 1 H H =3 & s s
(SUF'F*“EF invoice number® |12345678test ] number of pieces or hours. In this case the unit of measure
tedback Currency EUR is UL (Unitless). In such cases the quantity is always 1.
dp Exchange rate 1.00000 EUR You can change the quantity (eg part invoice) when the unit
intacts Supplier number TEST SUPPLIER ) of measure is not UL
pssary Tax country Belgium-Domestic invaice Invoices and Credits [continue]
ssource links opy purchasze order items text to invoice items Uniit Price:
irchase order terms The unit price is the price per item (price per piece, hourly rate,
id conditions A tab h der it — th h T E———— etc). When the unit of measure is UL {unitless) the unit price is
Cccepiable purchase order imems. Mark o copy the purchase order 1iem o the Involice. thetmal 'll'a“..lE Ufthe Urder.
Purchase Brief description Invoice  Invoice Unitof  Basis Unit price WOI Tax rate
slatad links order item gquantity measure of quantity {amount
[EM Privacy Statement item number unit invoiced to date
_ number price
Supply portal
Instructions f e 71po001  463BBETSCA08210079 ) Piace 1.000 0og|0-000/0.00 —Select one-- |: |
:,: I;'H s e Project management ! L (PCE) b Selec:t one
Wab reporting and engineering H% SRR |1/0ices and Credits [continue]
i ' comtinue . ;
O sclectall Help Imvoices and Credits [cantinug] %;3% B Tax Rate:
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Invoices and Credits [continue]

Invoice Number: Mumber you specify to identify the invoice. This number should be a unique number (once used on
one invoice, it may not be used on another invoice). The invoice number should match invoice
records in your internal administration.

ment porta Exchange Rate: The rate of exchange between the currency of the order and the currency of the invoice. In most

edits cases the currencies are the same, therefore the exchange rate is 1.00 .

Copy Text: Place a check mark () in this field to copy the purchase order text (descriptions) to the invoice.

Home Products Services & industry solutions Support &

nvoices and ¢

Processing options (BE)

- Invoices and Credits [continue]
01 terms and Mote - This browser session will be terminated if there is no activi z : : T
nditions 30 minutes. The Invoice ltern Number is used to denote the sequence in which items
o . N . appear on your invoice. In this example there is only one line to invoice,
The fields indicated with an asterisk are required. S g :
N ) a therefore the invoice line item number is 1’
voices and credits Usually the invoice item number is the same as the purchase order item
sjected invoices Bill to name IEM Belgium BE0405912336 number. ltems are numbered sequentially. The first item you invoice is always
) _ Purchase order number 4602073806 number 1, the second is always number 2, etcetera.
:mittance advices
Purchase order date 22 May 2008
DTl Supplier invoice date 05 August 2008 icee G
IR ""t‘f'""'ﬁ"! Tax date 05 August 2008 _ :
I Invoice type Invoice Invoice Quantity: : : ;i
ipplier profile Here you can see the required guantity. Ifthe unit of measure
- e = is PCE (Pieces) or HUR (Hours), then the quantity is the
. (SUPpl'Er invoice number® |12345678test ] number of pieces or hours. In this case the unit of measure
tedback Currency EUR is UL (Unitless). In such cases the quantity is always 1.
ilp Exchange rate 1.00000 EUR You can change the quantity (eg part invoice) when the unit
ntacts Supplier number TEST SUPPLIER . of measure is not UL.
ossary Tax country Belgium-Domestic invoic Invoices and Credits [cantinue]
wource links opy purchase order items text to invoice ite Uniit Price:
irchase order terms The unit price is the price per item (price per piece, hourly rate,
id conditions etc). When the unit of measure is UL (unitless) the unit price is
H EpLAIEe [ d £ 0 O E £ d Op £ D d £ 0 1]~ £ [ - [ £
the total value of the order.
Purchase Brief description Invoi Invoj Unit of Basis Unit price WO Tax rate
slated links order i quan measure of ntity /amount
[EM Erivacy Statement G T LiE nvoiced to date
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i ' continue 73% ;
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Quantity | Amount Invoice to Date: 3% Luxembourg - Here you will need to choose the tax (VAT) rate for the
° ) . This is a "counter” which keeps track of quantities and 6% goods/senices you invoice. Please note, that in some
Simulate continue | (gdBack QY cand oo by you. 6% Luxembourg -| cases you may have tax rates available for selection
12% that are not valid for your country.
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Homea Products

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreament

Supplier profile
Customer care
Feadback

Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links

= IBM Privacy Statement

« Supply portal

+ Instructions for exports
to IBM

» Web reporting

Services & industry solutions

Invoices and credits

Create from PO (BE)

Support & downloads

My account

Taxes have been calculated automatically.

Ireland [change]

Terms of use

Search

Mote - This browser session will be terminated if there is no activity within

30 minutes.

The fields indicated with an asterisk (*) are required.

Bill to name

Purchase order number
Purchase order date
Supplier invoice date
Tax date

Invoice type

Supplier invoice number
Currency
Exchange rate

Supplier number

Tax country

IBM Belgium BED405912336

4602073806

22 May 2008
05 August 2008
05 August 2008
Invoice

12345673TEST
EUR
1.00000 EUR

Help

[continue]

You will see that the invoice and tax amounts have been
calculated by the WOl application. You have already entered

these amounts

Should you want to chanage any details, then click the "Edit [tems
button. When vou do not charge WAT / Tax, then vou must enter a

reason for not doing so. This is also done on the Edit ltems

screen. Click the "Edit ltems™ button to see how you can change

itern information.

1000295660 TEST SUPPLIER

Belgium-Domestic invoice

Invoice items (1)

Invoice Purchase Brief
item order description
number item
number
oo1 oooo1 Project
management
and

engineering

(J Simulate edit items]

Invoice

quantity

1.000

Unit of Basis Unit price WOI Item
measure of guantity /amount total
unit invoiced to date

price
FPiece 1.000 2,720.000 0.000/0.00 3,720.00
(PCE)
Help

Help
Currency (EUR)

Tax Tax
rate amount

21%  781.20




Invoice total

Invoice items total
Tax total

Invoice total

Currency (EUR)
3,720.00
781.20

4,501.20

Invoices and Credits [continue]

Contrel amounts

Control tax value™®

Control total invoice value®

The invoice totals have now been calculated and 2 extra fields have now appearad on the

781.20 invoice form: "Control Tax Value" and "Control Total Invoice Value". You must complete

BEniET & these fields manually. In the field "Control Tax Value” you must enter the tax amount as it
L —— is calculated on the invoice. In the field "Control Total Invoice Value” you must enter the

total amount of the invoice (inclusive of tax).

Buying company tax information
VAT registration number BED405912336

Invoices and Credits [continue]

Here you can find VAT/Tax information from IBM or

Supplier tax information

the IBM subsidiary that sent the purchase order.

@AT reqgistration number®

BEOD87654321 |

Structured communication number

Administrative contact

The fields indicated with an
transaction; other fields are

the required information, please use the "Back” button on yvour browser to
return to the previous page, or close the window or browser session that is

displaying this page.

Invoices and Credits

[continue]
VAT Registration Humber: Here you must specify your VAT
registration number. This is a legal requirement. Invoices not
quoting a vendor VAT registration number will be rejected by IBM.

Invoice Instructions: Here you can add comments or instructions
to the invoice. Itis not mandatory to do s0.

asterisk (*) are required to complete this
optional. If yvou do not want to provide us with

Name™®
Communications method*

Phone number or e-mail™

Contact Person

Contact by E-mail [

Invoices and Credits [continue]

contact@company.com In these fields you should enter your contact

details. These contact details will only be

Invoice instructions

Header text (F)

usedin case of questions relating to the
invoice.

Sourcing Buyer: Steven Bauweraerts Izh



Invoice issuer address

Country/Region™

Mame/Address®

Belgium(BE)

TEST SUPPLIER

20

MNamez ) =
Invoices and Credits

[continue]

Addressl LONG STREET 62.

In these fields you should enter your
company address information. In most
cases these fields will be completed for you.

Addressz

Address3

Address4

PO box

City BRUXELLES

District

State/Region/Province (]

FPostal code™ 1070

Bill to address
Country/Region
Mame/Address
Mame2
Addres=1
Address2
Addres=3
Address4

PO box

City Bruxelles/Brussel
District
State/Region/Province
Postal code

Belgium{BE)

IBM Belgium nwv/=a

IEM Belgium NV/SA

Avenue du Bourget (Iaan) 42

Invoices and Credits

This is the Bill To Address. You can not
change the Bill To Address details.

[continue]

B-1130



Ship to address
Country/Region*®

Name/Address*
Name2
Address1
Address2
Address3
Address4

PO box

City

District

State/Reqgion/Province

Postal code™

Belgium(BE)

IBM

Bourgetlaan 42

Attn: Mathieu, Anouchk

Brussel

Vlaams Brabant(VBR)

1130

<o

Invoices and Credits

[continug)

This is the Ship To Address.
Where goods are ordered, this will be
the same as the delivery address.

Invoices and Credits

Submit:
Save as draft:

Save as default:

Cancel:
Reset:

/

° Simulate submit G Back a Cancel 0 Reset elp

o Simulate save as draft a Simulate save as a default

[continue]

Use this button to send the invoice to IBM.
This button saves the invoice without submitting it. Saved invoices can be refrieved from the
‘Invoices and Credits" section on the main WOI screen.
This button will save the default information (Tax registration number, Name, Address, etc). Once
saved, this information will be displayed automatically on any next invoice.
This button will not save or submit the invoice. It will take you directly to the WOI main screen.
This button will clear any details you have entered on the invoice.

*** Be careful when using the Cancel and Reset buttons. ***




Terms of use

N -

Home Products Services & industry solutions Support & downloads My account

Invoices and credits

Confirm submission (BE)

News
WOI terms and Mote - This browser session will be terminated if there is no activity within
conditions 30 minutes.
Purchase orders A= a reminder, you are responsible for storing a copy of the invoice for

) ) audit purposes. Flease print a copy of the invoice, or download an electronic
Invoices and credits copy of the invoice for future reference.

e Furchase order number 46020733806

Remittance advices Supplier invoice date 05 August 2008

Protocol reports Supplier invoice number 12345678TEST

T Inwvaice total 4,501.20 (EUR)

agreement Exchange rate 1.00000

Supplier profile Warning messages :

Customer care Message 1: The item text for item 001 has not been edited.

Feedback Co-contractant statement Mo

Help Tax to pay by the co-contractant. VAT Code art 515 2

Contacts

Glossary (o Simulate Dq (-o Simulate ok and print o Back 'E:fncel

Resource links

Purchase order terms
and conditions

2n this screen you are asked to confirm that
you wish to submit this invoice to IBM.
Click the "OK” button to submit your invoice.

Related links
« IBEM PFrivacy Statement

* Supply portal

» Instructions for exports



The invoice has now been sent to IBM and you have returned to the WOI main screen. Save and/or sent invoices
can be retrieved by clicking ,Invoices and Credits”.

Terms of use

Search

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsouwrcing
agreement

Supplier profile
Customer care
Feadback
Help

Contacts
Glossary
Resource links

Purchase order terms
and conditions

Related links

- IBM Privacy S5tatement
= Supply portal

= Instructions
to IBM

- Web reporting

Services & industry solutions

for exports

Support & downloads My account

Invoices and credits

Thi= Web page supports the creation of new invoices or credits to the buying
company. In addition, previously created invoices and credits may be
viewed by identifying the appropriate search criteria.

The fields indicated with an asterisk (*) are required.

Bill to name --Select one--

Supplier number 1000132944 TEST SUPPLIER
To create an invoice for a purchase order, go to: Furchaze orders

o Simulate create invoice from scratch Help

Search on
Select all

@ Help

g View printer friendly o Simulate edit i Simulate copy to new invoice

o Download signed/stored invoice a7 Simulate delete Help

Help
Invoice and credit search results

Supplier " Supplier . Supplier Purchase . Buying - Status .
invoice invoice invoice order company
number - date T submitted number name ¥ ¥
date
O 1000018468 02/1an/2008 02f]an/2008 45601969555 IEM Arrived
at 15:10 Germany GPF  Signed
{:} 1000018468 0z/1an/2008 0z2/Jan/2008 46501969516 IEM R.ejectad
at 15:51 Germany GP  Signed

Mark
for
deletion

]
[]



SUPPLIER PROFILE

Ireland [change] Terms of use

I -

Home Products Services & industry solutions Support & downloads My account

Supplier profile

News

WOI terms and This IWeb page allows a supplier to set several parameters for a

conditions specific supplier number.

ol The Supplier Profile [continue)

Invoices and credits 1@ fields indicated with an asterisk (*) are fon o056 vour Supplier number from the drop-down list,

Rejected invoices In most cases there is only one number to choose from.
(éupplier number™

Remittance advices
1000132344‘ SUPPLIER Cathedral The S‘mpmﬁla [I:il:lrltirIUE]

Protocol reports

Invoice outsourcing (SEt GMT OffEEt:':}
agreement

“GMT Offzet”|s the time zone where you are, Since the WOl
application is a globally used tool, your setting in this field

Supplier profile GMT Dublin,Lisbon, London (GMT) | |will determine the timestamps of documents as they appear
- - on your WO screen.
Customer care Set e-mail alert™
Feedback ®ves ONo The Supplier Profile [continuge]
Help "'-~.._____ Should you like to receive an e-mail notification when you
— Distribution list for e-mail alerts receive new documents (such as purchase orders) in your
WOl “mailbox” then select *Yes", Enter the e-mail address
Glossary userl@company.com, user2@company.com where you want the notification to be sentto in the box
Resource links b ’ below. You can enter several addresses, provided they are
Purchase order separated by a comma.

terms and conditions

Click the ,Save profile change” button to save your profile.



PROTOCOL REPORTS

Ireland [change] Terms of use

I

Home Products Services & industry solutions Support & downloads My account

Web Order and Invoice (WOI)

Welcomenewuser@company. comto WOI

News

WOI terms and If you are notnewuser@company. comclick here to return to the

conditions supply portal

Purchase orders — .

Invoices and credits ¢, p M I==11 protect your
Rejected invoices man; T privacy, once you

In this lesson you will learn how you can create protocol reports. Such
Remittance advices reports are a legal requirement in a number of European countries.

(ﬁmtncm rEpu,.ts)_El If you are invoicing on behalf of a company residing in Switzerland,
Belgium, The Metherlands, Germany or France, then these protocol

supp have finished using

I WOI, you must shut

down all web
browser windows so

Invoice outsourcing

reports are applicable to you. If you are not invoicing on behalf of a .
agreement Ther| f€p s | o that you will be
; ; company residing in any of these countries, you may skip this lesson. I d off the IBM
S U m Click the “Pratocol reports” link to start I Iugtge ':p © q
Customer care — . _ nerne EISSWEI.I‘
WOI terms and conditions Invoice outsourcing agreement system. Otherwise,
Feedback View and print WOI terms and  View and print invoice some other person
Help conditions. outsourcing agreement, could use your
workstation to
Contacts Purchase orders supplier profile WOI
h, list, accept, reject +; - access ]
Glossary Sort, search, list, pPt, re] View and change your supplier

and print purchase orders. Also, profile,
create advance shipment
Purchase order notifications and invoices from  Feedback

Resource links



Ireland [ change] | Terms of use

I

Home Products Services & industry solutions Support & downloads My account

Protocol reports

News

Protocol reports are legally required for certain geographies. Identify the
WDI_"F’“‘““" appropriate search criteria below in order to display the desired list of
conditions protocol reports.

Purchase orders

In this lesson you will learn how to create a protocol report.
[‘, Simulate create new protocol report|Help | Click the "Create new protocol report” button to start

Invoices and credits

Rejected invoices

Remittance advices

Search on Search for
Protocol reports :
Status Not viewed @ Help
Invoice outsourcing
agreement
Supplier profile ° Open Help

Customer care



Ireland | ] Terms of use

Search

News

WOI terms and
conditions

Purchase orders

Services & industry solutions Support & downloads My account

Protocol reports
Create
The fields indicated with an asterisk (*) are required.

Invoices and credits

Rejected invoices

Remittance advices

Protocol reports

Invoice goutsourcing

agreement
Supplier profile
Customer care
Feedback

Help

Contacks
Glossary
Rescource links

Purchase order

terms and conditions

Related links

* Supply portal

- IBM Privacy
Statement

- Instructions for
exports to IBEM

About IBM

Buying company name™ IBM United Kingdom GP D @

Purchasing tax entity™ United Kingdom GB107328000 D

. — : Protocol Reports [continue]
Adl'l“ll?lStI‘EIthE R You should enter your details as
Name™ New User illustrated below.
Communications method™ Contact by E-mail D

Phone number or e-mail™ newuser@company.com

i

rin'n.lﬂl::lrit::a submission date range Protocol Reports [continue]
Start date™ 01 D J | Jun D J/ 2008 D | A start- and end date for your report
End date* 30 0/ [ Jun 2]/ |2008 [ must be selected.

N

Protocol report create date 06 August 2008
Protocol software version

ooz
number

@ Simulate submit-] J Cancel @y Reset Help

Privacy

Click the "Submit” button to generate
the protocol report.

Contact



Ireland [change] Terms of use

I -

Home Products Services & industry solutions Support & downloads My account

Protocol reports
Confirm submission Please scroll down this page.

WOI terms and _ . .

L Buying company name IBM United Kingdom GP

Purchase orders

e s Administrative contact

Rejected invoices Name New User

Remittance advices Communications method Contact by E-mail

Protocol reports Phone number or e-mail newuser@company.com

Invoice outsourcing

agreament

Supplier profile Invoice submission date range

Customer care Start date 01 June 2008

Feedback End date 30 June 2008

Help

Contacts

Glossary Bill to address

- MName/Address IBM UK

Resource links MName?2 IBM United Kingdom Limited

r:rrr‘r:lga::duggr?sitiuns Address1 PO Box 41
Address2 North Harbour
Address3

Related links PO box

: ISE%'I"IL:'I":FHI City Portsmouth

Statement District Hampshire




- Instructions for State/Region/Province

exports to IBM

Postal code
Country/Region

POE& 3AU
United Kingdom{GB)

Buying company tax information

Buying company VAT number

Buying company SIRET number

GB107328000

Protocol report create date

Protocol software version

number

Number of reports to be

created

ooz

06 August 2008

The protocol report will reflect a status of submitted on the
Protocol report screen until the actual report is created. At that

time, the

This rept

There is

Protocol Reports

Click the "OK” button to
generate the protocol report.

flect not viewed.

to the buying company.

2port,

ﬁ—

(° Simulate DI-:] J Cancel Help

About IBM Privacy Contact



Ireland [ change] | Terms of use

B -

Home | Products  Services & industry solutions | Support & downloads = My account

Protocol reports

News {'Sirnulated request submission completed successfully.
WOI terms and
conditions Protocol reports are legally required for certain geographiks. Identify the

appropriate search criteria below in order to display the dekired list of
protocol reports.

 Simulate create new protocol report Help _

Purchase orders

Invoices and credits

Rejected invoices

Remittance advices The request for generating a protocol report has now
Protocol reports been submitted. It may take up to 48 hours before you
R Search on can view the actual protocol report in the WO application.
agreement Select all @—e: Click the "GO button to view existing protocol reports.

Supplier profile

Customer care o )
Open Help
Feedback




Terms of use

Search

Home Products

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice outsourcing
agreement

Supplier profile
Customer care
Faedback
Help

Contacts
Glossary
Resource links

Purchase order terms

and candidane-

Services & industry solutions Support & downloads My account

Protocol reports

Frotocol reports are legally required for certain geographies. Identify the
appropriate search criteria below in order to display the desired list of
protocol reports.

@# Simulate create new protocol report Help

Search on

Select all Click the "Open” button to view the

protocol report.

o Simulate archive Help

Help

Protocol report search results

Buying &« Purchasing .  Supplier »  Start &+ Enddate » Status »  Generation .
company . VATnumber _  number _  date - - »  method
name

MLOO1475253B01 1000058852 01/Jun/2008 20/Jun/2008 Not viewed Automatic

Metherlands

GP



Ireland | Terms of use

Search

Home Products

News

WOI terms and
conditions

Purchase orders
Invoices and credits
Rejected invoices
Remittance advices
Protocol reports

Invoice ocutsourcing
agreement

Supplier profile
Customer care
Feedback

Help

Contacts
Glossary
Resource links

Purchase order
terms and conditions

Services & industry solutions

Protocol reports
Details

Generation method
Batch number

Batch sequence number
Buying company name

Administrative contact
MName

Communications method
Phone number or e-mail
Supplier number

Support & downloads My account

At the top of the protocol report you will find general
information about the protocol report (name, date
ranges etc). Please scroll down.

Automatic

&7

44

IBM Netherlands GP

Mew User
Contact by E-mail

newuser@company.com
1000058853

Invoice submission date
range

Start date

End date

01 June 2008
30 June 2008



Related links

» Supply portal

« IBM Privacy
Statement

- Instructions for
exports to IBM

Bill to address
Mame/Address
MName2
Address1
Address2
Address3

FO box

City

District

Postal code
Country/Region

IBM Metherlands
IBM Mederland BV
Johan Huizingalaan 765

Amsterdam

1066 VH
Metherlands{ML)

Protocol Reports

Here you can find the company details of
both the buying party and the invoicing party.
Please scroll down again.

Buying company tax information

Buying company VAT number MNLOD1475253B01
Protocol report create date 04 July 2008
Protocol software wersion 002

number

Invoice issuer address

MName/Address TEST SUPPLIER
Mame2

Address1

Address2

Address3

PO box 1083

City MIEUWEGEIM
District

Postal code 3430 BB
Country/Region MNetherlands{ML)




Supplier tax information

Supplier VAT number NLO0O000000B00
EUR
Previously Document Supplier Supplier Submission Sent Net Tax NCU Exchange
reported type invoice invoice date/time date/time amount amount tax rate
number date amount
Credit total 0 0 0

Invoice 45610445194 13/May/2008

Invaice 4551044968  30/Jun/2008

18/Junf2008 18/Jun/2008 4,306.20 81318 818.18

at 09:33 at 09:35

30/Junf2008 30/Jun/2008 549.00 10431 104.31

at 17:56 at 18:05
Invoice total 4,855.20 92249 922,49

Balance 4,855.20 92249 922.49

Count of credits/invoices for N1 OOODNOO00ORN0

s 2
Count of all credit/invoices 2
a Download report to my computer Helg

Protocol Reports [continue]

Here you will find the actual protocol report: a list of
invoices and credits that were submitted during the
reporting period.

Where protocol reports are a legal requirement,
Customs and Excise Authorities may require you to
produce such a report.

1.00000

1.00000

Gross
amount

0
5,124.38

653.31

5,777.69
5,777.69
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