A Step by step guide to: converting
purchase orde rstoinvoices on the

Tungsten Network Portal.




Follow this step by step ) PR ——
guide to utilize the PO h

C O n V e I’t fU I'] Ctl O ﬂ Of th e Connect with your customers Send invoices Check the status of your invoices
portal . i Home

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

B Invoices o customers in a few clicks in real-time

© Purchase Orders

This is available to you if your T e s s

customer send POs to the network and & Reports v
) For your attention
has enabled you to use the convert = e peet
. E3 Analytics v
fUI’lCtIOI’] Failed invoice
. : T 1 A AR A Failed invoices viewall  Saved invoices
To begin, click f s 1 E | ¢gAEG*x E G te

Number Supplier yer Number Buyer

located in the main menu bar on the

89800902 Ada es stralia invoice A
(UK 123

left side of the page.
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The f s T E I cgAEGDxx Ba@ds
gives you the ability to search for
purchase orders that have been
delivered to Tungsten Network
from your customer.

You can manage your purchase orders by
moving them to a different status within the
f > POGT a a A Bdction.

Updating the status of your purchase order
allows you to confirm which purchase orders

are open, closed, rejected or archived.

When your purchase order is newly created or
updated by your customer, it will appear in the

new or pending status.

Tungsten Network will send an email
confirming a purchase order is available in the
portal under H¢g x § ~ &1 & @ A Béction.
After reviewing the email, you are ready to

begin.
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ALL
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Search for your purchase order on the Purchase orders (POs)
left side of the screen. ! Home Review your purchase orders

B Invoices ~

Criteria My PO summary

@ Purchase Orders
=1 Customers

&1 Reports > PO number

Once the search has run, all purchase
orders in the status selected will be
shown at the bottom of the page.

You also have the ability to select the
blue hyperlinked text available under
f 1 &§ aaA Bdcton.

Once a selection is made, all purchase

orders in the selected status will appear

at the bottom of the page.

Status Version  First line description Lines
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E CBTestP013 02 ngster Pending
Select the purchase order by

clicking the blue link located on the

left side of the page next to the ¥ ST —

AOS

purchase order number.
PO Convert #CBTestP013 gy wtin s poge

i Home Current Status: Pending

On the next page @€ HIsG € 4 € € E & moces v

review the purchase order details \ © Purchasc Orders PO NUMBER CBTestP013
. . & Customers v TN Buyer Number:
prior to accepting your purchase AAA168149359

& Reports v PO Date: 18 July 2018

order. Currency: US Dollar

£ Early payment

E3  Analytics A
PO FROM POTO Reference numbers
Tungsten Network - Demo Account Adams Office Supplies (IT) - Test Delivery Date: 18 Ju|y 2018
1040 Crowne Point Pkwy 4 St. James' Street Ship Date: 18 JuIy 2018
Suite 350 James' House
Atlanta Newcastle Upon Tyne
GA EC2B 0BL

30338

N

The purchase order will open and, DTN AL IO AR TION

Supplier Tax Registration Num. GB 123 4567 89
th en yO u n eed tO p ress th e Supplier Company Registration Number 12345678
Buyer Tax Registration Num. 27-1234567
fACCEPT PQgcat the bottom of the
page.
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The current status of your purchase order will be
i ¢cAAaxO HE f!iixeHxOt)

If all purchase order details are valid, click
f ONVERTs g t6)

If the purchase order has been fulfilled
and will no longer be used, move the
purchase order to the archived status

by pressing the §f | E | cségijtaatton.

ROS Adams Office Supplies (UK) - Test

i Home Current Status: Accepted
B Invoices v

| © Purchase Orders

’ & Customers V.
[ Reports v

£) Early payment

£ Analytics v

PO FROM

Tungsten Network - Demo Account

Suite 350
Atlanta
GA
30338

ADDITIONAL INFORMATION

Supplier Tax Registration Num.

Supplier Company Registration Number

Buyer Tax Registration Num

AdChoices

AdChoices

POTO

Adams Office Supplies (IT) - Test
4 St. James' Street

James' House

Newcastle Upon Tyne

EC2B 0BL

GB 123 4567 89
12345678
27-1234567

PO NUMBER CBTestP013
TN Buyer Number:
AAA168149359

PO Date: 18 July 2018
Currency: US Dollar

Reference numbers
Delivery Date: 18 July 2018
Ship Date: 18 July 2018
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Thet KAij Ad ia*x xi€ldsallows entry of your

A Adams Office Supplies (UK) - Test

. . f .~ I - A A AOS
invoice number. Oncel €1 E OE¢ | InambkHIs G
has been entered, tick the box located next to PO Convert #CBTestP013 @ Help with
Net amount. This will allow you to select the PO B Home o
Create invoice
line items you would like to include in your B invoices v
Enter invoice number*

electronic invoice. © Purchase Orders

& Customers N

& Reports N Select PO line items to use

%) Early payment Apply tax code to selected items

Ed Analytics v \T

Next, enter the tax amount.

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

2.4 GHZ, 1, 12 0 1,000 20% VAT

MON20243 21 Inch 0 399,000 399 20% VAT

OFF3212 Color La

BACK

Clickf . Ex & Nix ¢ &rce al POline items have Adchoices
been

14.selected.
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Confirm that you have selected the correct purchase order line items to be included in your invoice. If not, please
foéeil o -Al ot KaGcAWUA é&/Ga Giphankroele A cél o . cAdaéEat HE €ECEI xxO

A Adams Office Supplies (UK) - Test 5= Your account | Help & Support v Log Out

AOS

PO Convert #CBTestP013

# Home

Create invoice

B Invoices v
Invoice number

. e
©@ Purchase Orders Test2349

& Customers N

[ Reports v
Description Unit price Tax rate Tax amount Net amount Gross amount
&) Eaxty poyme ST § . . = . it R . ]

Ed Analytics v 21 Inch

Color La

Summary

No. of lines 3
Sub total USD 2 147,00
Total tax USD 429,40
Net total USD 2 576,40

ﬁl UPGRADE TO INTEGRATED SOLUTION
AdChoices

erms of use r Contact Support @ O
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You can further review, edit and/or add N s onoespomesing-Tes

\OS

details on your invoice.

Invoice #: test12345
Enter your company name, phone number b
i . R B ol w3 Your details
and email address inthe ff - E OEHAEé 0 Gt
© Purchase Orders Your name @ Adams Office Supplies (UK) - Test
. 4 St James St
section. Next, enter the name, phone = —— ach
. Your tel :‘Oultou;e( ) Document type
number and email address for your & Reports v g Invoice
FRANCE
o o A R = A a f A R a 2 Earlypayment Femail Invoice date* @
CUStomer In the u- i gyDu are e A IJ C e I e A a - e VAT registration number FR12345678987 17/0
3 Analyti v
secC t| on. i Sending goods from a different address than the invoice address? Tax point date @
@
H H H Advance payment date @
E)(lou can save contact details by clicking the o e ks i
ue
X ) . = AN o A Name @ gster e cour Payment due date* @
18.+ circle located inthef - ¢ DEHA anil G te i '
~ AN Y e A AL aA % A . . ;2 Atlanta T "
f £+ cyou are € Aij € é Isecthoads This will oA Delivery date* @
a%a 9a9
a A0 ~ . BULGARIA
mean you J c A lfhh'k/e to add them agaln Email Sending goods to a different address than the invoice address? Currency* @
No - They're the same v 9 US Dollar v
Once contact details have been entered, P Purchase order (PO) number @

CBTestP0O13

exit out of the text box to continue.
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A Adams Office Supplies (UK) - Test
Al

If the shipping details | ¢ T ls&nding from
differ from your Invoice address details, Invoice #: test12345 e e o et e
please select the f - xHGAdd a i G ¢ @ EE 4 ls i Home

N 2 = PR B Invoices A
AOO E xf@ tehe drop_ down menu. Your name @ Adams Office Suppl

Create invoice o5 4 St James St
- Ryadh

Your details Invoice details

Invoice number*

You can also bypass this section if it

Template management Toulouse
PR A ~ Your tel
O C x G Aplp |y| to yo u. Haute Pynerees
Invoice status 20122
FRANCE | date* @
\ nvoice date*
@ Purchase Orders Your email
VAT registration number FR12345678987
& Customers v
Sending goods from a different address than the invoice address? Tax point date @
1 Reports v Yes o 4
Y No - They're the
=) Early payment 7 - Add a ‘ship from’ address Advance payment date @

p from’ blank
=3 i )
a Analytics It Company name*

Payment due date* @

Country*

Delivery date* @

Address 1*
Currency* @

US Dollar
Address 2

Purchase order (PO) number @

CBTestPO1:
Address

AdChoices

About Tt
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N.B.If additional header information is required by your customer, expand this section and complete the details. If | & T lufsure if this applies to
you, please ask your customer or raise a ticket for assistance. Once the details, bill of lading, delivery note number and cost centre have been
populated, please move to the next section.
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