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Create an Iinvoice or credit note T“NGSTENNETW"RK




Hello, this video was designed to show you how easy it is to submit invoices and credit notes via the Tungsten Network portal

Tobegi n, cinvicegk f Comatke home page. You also have the optio
“Creaté.invoi ce

\('][\ Welcome Elise & My Account  Help & Support > Log Out

Adams Office Supplies (IT) - Test Search for your invoice by invoice number, PG, trx number @

Invoicing  ~ My POs Customers ~ Reporting ~ Early payment

Create invoice

Template management Send invoices

Check the status of your invoices

Invoice status . . . . . B .
Create your invoice online in a few clicks Track the latest status of your invoices in real-
. time
Purchase Tungsten Network transactions
CONNECT TODAY VIEW ALL | CREATE INVOICE | WHERE IS MY INVOICE?
Failed invoices View all Saved invoices View all
MNumber Supplier Buyer MNumber Buyer Amount
ShuchitestPayment1 Adams Office Tungsten Network - 1234778 AMAT162858005 14.25
Supplies (IT) - Test Demo Account
MYiest AAATE8149359 0.00

Last refresh: 0 min ago Last refresh: 0 min ago
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To begin, select your customer by clicking ltihae circlelocated under the customer section. Once your customer has been
selected, please choose if you are submitting an invoice or credit note from the drop down menu. After entering your unique
Il nvoice or credit note number, click “Create”

ﬁ We‘COme E| 1SE = My Account  Help & Support*  Log Out Select Customer
Adams Office SLIppliES (|T) - Test Search for your invoice by invoice number, PO, trx number @ Qo
Invoicini v My POs Customers ~ Reportin Early payment . .
’ ! perind yee CPW Mexico S de RL de CV - Test Hewlett-Packard Australia Pty
) Limited.
. . @ Help with this page AAAT55782703 Boulevard Miguel de
C[eate Involice " ; CMES30401H? gg;vantes Saavedra N. AAA260532263 353 Burwood Hwy
Create or update a new invoice or credit note [*] How to create an invoice or credit note o ABN 74 004 394 763 Forest Hill
. PB, Torre Sur

74004 394 763 3131 Victoria

Caolonia Granada Victori
Select account ictoria

Delegacion Miguel
Adams Office Supplies (IT) - Test - GB999999999 - AAAB338(~ Hidalgo

CDMX AUSTRALIA

Australia

transactions MEXICO
Customer®
es

Select option® i Purchase history
New invoice 3 m;::ze mere Prestige Worldwide Tungsten Network - Demo Account

a AAA162858005 PO. Box 446 AAATEE140359 1040 Crowne Point Pkwy

New invoice

New credit note

MN/A N/A Suite 350
Dallas

/ /
N/A Wi Atlanta

GA
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Please enter your name, phone
number and email address in the
Your
name, phone number and email
address for your customer contact
I n the “Who you
section.

TungsterNetwork also gives you
the ability to save contact details.
Tosave a contact that will be
referenced on future submissions,
click theblue circlenextto* Yo ur
d e t aandl $hyou are

I n v o isectionsg ”

d et &ntdr he S ¢

Your details

Your name @

Adams Office Supplies (UK)
© [ 4 St James’ Street
nig. Newcastle Upon Tyne
4ST

Elise $edgewick

¢t o -

Your tel UNITED KINGDOM
(978) 448-6562

VAT reqgistration number GB665501132
Your email

[l pemipuin

~ Click here if the 'Ship from' gptails are different to the "Invoice from' details. Please ensure

n V O/OLI enteehe bmmshgmm' details to prevent invoice processing delays.

Who you are invoicing

Name @ Tungsten Network - Demo Account

Lioyd Wright 1040 Crowne Point Pkwy
Suite 350
Atlanta

Tel GA

608-453-5986 30338
UNITED STATES

Email

Lwright@bandm.com . - e : - - - 3 -
Click here if the 'Ship to' details are different from the 'Invoice to' details. Please ensure

you enter the correct 'Ship to' details to prevent invoice processing delays.

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

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

Invoice details

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

Purchase order (PO) number @
BMMO043815-2
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If shipping products, please enter theS h i pand’ rSohm aoldressolfthe | nv o i &nd’ § hriopaddressesrare the

same, or you have not shipped products, do not click the box to enter tBeh i paddres Tahgsten Network also gives you

the ability to save shipping addresses. To save a shipping address for future use, pleaseldlekdinelenexttothe® Shi p t o
section you would like to update.

Your details Invoice details Your details Invoice details
Your name @ i - 5 .
. o fgaj:‘:egg'ﬁrgg Supplies (IT) - Test \;éog\csggrger" Your name @ Adams Office SuPplles (|T) - Test Invoice number*
Newcastle Upon Tyne Start typing to search © 4 St James Street 789456
Yourtel ng Document type :Ewcastle Upon Tyne
§ Document type
UNITED KINGDOM nvolce M i 07310 L
’ UNITED KINGDOM invaice Y
Your email VAT registration number GB999995999 Invoice date* @
i Click here if the 'Ship from' details are different to the Invoice from' details. Please ensure R = Your email VAT registration number GB999999999 Invoice date* @
you enter the correct 'Ship from' details to prevent invoice processing delays. N 07/06/2018
TGRS w Click here if the 'Ship from’ details are different to the Invoice from' details. Please ensure o =
-] you enter the correct 'Ship from' details to prevent invoice processing delays.

Tax point date* @

Who you are invoicing

Advance payment date @ . . -
) Where were the items/services supplied from? u
Name @ Winston Normandy & Sons - TEST =
Start typing to search [+] :*;f:dygyc”‘ Road T Company name* Advance payment date @
Tel London & Start typing to search L
WLL
UNITED KINGDOM Delivery date* @ Country* Payment due date @
Email . 8 Please select v L]
1 Click here if the 'Ship to' details are different from the Invoice td details. Please ensure you
enter the correct 'Ship to' details to prevent invoice processing delays. Currency* @ s Delivery date* @
Pound Sterling v
@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc L]
Purchase order (PO) number @
Address 2 LB
Pound Sterling 4
Address 3 Purchase order (PO) number @
Address 4
Address 5
Postcode

Are you VAT registered? @
o Yes g No
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When creating an invoice or create
not e, It s i
document type is correct. If you
would like to update the document
type,
“Credit note”
menu. Please make sure the Invoice
date, Paymentiue dateand Delivery
date are selected using the calendar.
This will ensure your date is in the
correct format upon submitting your
invoice or credit note,

Your currencyhas been preselected
for you based on the country shown
in“ Your seetionali chasging
the currency, you must enter the
currency exchange rate located at
the bottom of the page. If the
country shown in the invoice from
address is invalid, please visit My
Account located at the top of the
page to update vy
“Invoice from’ a

MmpPpor t a e

pl easeorsel ec twm”
f r O madamst@aol,ﬁ e

0l
d «

(Y
Your details Invoice details
t 0 aenddfiGsupits® t h e ook ke’
Elise Sedgewick © 4S5t James' Street INVO1222
Newcastle Upon Tyne
NE1 4ST
D t i
Youe el UNITED KINGDOM octmenthyps
(978) 448-6562 Invoice v
VAT registration number GBG§5501132
I n V Invoice date* @
Click here if the 'Ship from' details are different to the 'Invoice from' details. Please ensure
dym‘enler& ctpd ‘Ship frd' dﬁls thﬂ invoice processing delays. 11/08/2007 |
Tax point date* @
-]
Who you are invoicing
Advance payment date @
Name @ Tungsten Network - Demo Account a8
Lloyd Wright © 1040 Crowne Point Pkwy
Suite 350 Payment due date @
Atlanta
Tel GA &
608-453-5986 30338 . -
UNITED STATES Delivery date @
Email &
wmightgbendm.com Click here if the 'Ship to' details are different from the "Invoice to’ details. Please ensure Currency* @
you enter the correct ‘Ship to' details to prevent invoice processing delays.
Pound Sterling v
@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc
Purchase order (PO) number @
. _ BMMO043815-2
Bill of lading @ Account code @ Notes to your customer @
Delivery note number @ Cost centre @
Payment reference

Invoice foreign exchange

Provide the exchange rate OR tax amount for your own 1ax records.

Exchange rate (LVL /£) 0.00 Net (£)

0.0000000000 o 0.00 Tax (£)

0.00 Gross (£)
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Many customers receiving invoices from Tungsten Network require only one purchase order number per invoice or credit siote. It
best to become familiar with your Buyer’s requirement as
per invoice or credit note. If your customer does not require a purchase order number, please bypass the purchase order numbe
field.

Your details Invoice details
Your name @ Adams Office Supplies (UK) Invoice number*
Elise Sedgewick © 4st James' Street INV01222
Newcastle Upon Tyne
NE1 4ST
D t
Youere UNITED KINGDOM il Lo
(978) 448-6562 Invoice v
VAT registration number GB665501132
Your email - - . - ; : y Invoice date* @
adeé1 @eckcorn Click here if the 'Ship from' details are different to the "Invoice from' details. Please ensure
: you enter the correct 'Ship from' details to prevent invoice processing delays. 11/08/2017 &
Tax point date* @
&
Who you are invoicing
Advance payment date @
Name @ Tungsten Network - Demo Account a8
Lloyd Wright @ 1040 Crowne Point Pkwy
Suite 350 Payment due date @
Atlanta
|
Tel GA &
608-453-5986 30338 3 -
UNITED STATES Delivery date* @
Email &
lL.wright@bandm.com E 5 e 2 = - - - -
Click here if the 'Ship to' details are different from the 'Invoice to’ details. Please ensure Currency* @
you enter the correct ‘Ship to' details to prevent invoice processing delays. :
Pound Sterling v
@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc
Purchase order (PO) number @
) BMMO043815-2
Bill of lading @ Account code @ Notes to your customer @
Delivery note number @ Cost centre @
Payment reference
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To enter a |line item, EEigy, s

-
Your name @ Adams Office Supplies (IT) - Test Invaice number*

Select the line item type from the st @ AStJamesStet 7804501

Your tel AK Document type

drop down menu. Your first line item - e

must be a " Good” or “sService&rnTlThe .. .
item. After you have satisfied the U S e e e
requirement, you are allowed to P—

Name @ Winston Normandy & Sons - TEST =

enter other line item types such as Sontpm s |0 48 Al R e

Specialineitems. Enter the line item T o i
description and code or part number e e

if applicable. The system requires et o S e s o e b ot :
your unit of measurement, quantity E—

and unit price.

Invoice items

Invoice items

Service unit* @ Quantity*® Price* @
“Admin Charge ping to search [+] Please select v | @ 1.000 0.00000
Carriage

Credit / Discount Tax type* Tax amount @
Demurrage

Freight Please select v 0.00
Fuel Surcharge

Green Tax

'"5'-'kra”°E ation such as PO/Delivery details, discounts, and other additional information

Packing

Rounding Line
Special Charge

Line amount 0.00
Discount 0.00
Tax 0.00

SAVE LINE ITEM CANCEL Total 0.00
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If referencing tax on your invoice
or credit note, select the tax type
from the drop down menu. Some

users may not have the option to

enter tax at the line level as they

. . Line item type @
are located in a region where tax ... .
must be entered at the

Product code @ Product description* @ Unit* @

“Summary” | evel . s Satbpnotosecarnh @ Please selec
Se |l e c theregfdl additoohkal TR
|l 1T ne | evel Il nformation” | f 0O U Spymiems
to add additional information i ftional lie level informat ivery details,di
and/or a date range to your line TR PO line number @ Additonl infommation @
item. Once all line item details R —

have been entered, cli1 ck “Save

| I ne I tem” . Delivery start date Delivery end date

| timpsrtant to note you have ) )

Quantity*
1.000

Price* @
0.00000

Tax amount @
0.00

Discount @
0.00

Discount % @
0.00

the option to add additional line The fields below have been added by your buyer.

items or you can continue to pree® S A e
create your invoice or credit note

as the system does allow entry of

multiple line items per invoice or
credit note

Line amount  0.00
Discount 0.00
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When submitting a credit note, please ensure to provide the original invoice number, original invoice date and reason for you
credit note submission. In the invoice line item section, do not enter negative values in the quantity or unit pricd fields.

system does not allow the entry of negative signs. When the line item is saved, the document will be treated as a credit note
Thegross amounwill reflect as a positive value.

\A Welcome Elise = My Account ~ Help & Support > Log Out
Adams Ofﬁce Supplies (UK) Search for your invoice by invoice numbec PQ trx number @

Inwoicing ~ Cust g Y v Early payment

lnvoice #: INVO] 222 »] How to create an invoice or credit note
Your details Invoice details
Your name @ Adams Office Supplies (UK) Credit note numper
Elise Sed " 4 St. James' Street
koo Sedgewic © Newcdatie Uson Tyne INVO1222*
NE] 4ST
SR UNITED KINGDOM LoPSRe b
(978) 448-6562 Credit Note v
VAT registration number GB665501132
Your email
= Click here if the 'Ship from' details are different to the “Invoice from' details. Please ensure Original invoice number*
lams | @aol.com

you enter the correct 'Ship from' details to prevent invoice processing delays.

Original invoice date @

S a
Who you are invoicing
Credit reason* @
Name @ Tungsten Network - Demo Account
Lioyd Wright 1040 Crowne Point Pkwy
: ©  gutesso
Tel Sl:nu Invoice date* @
608 4535386 30338 03/08/2017 a8
UNITED STATES
Email Tax point date* @
kwright@bendsm.com Click here if the 'Ship to' details are different from the ‘Invoice to' details. Please ensure 04/08/2017 a4
you enter the correct 'Ship to' details to prevent invoice processing delays.
Advance payment date @
© Click here for additional header fields such as Delivery/GRN number, Cost centre etc 05/08/2017 &
Payment due date @
16/08/2017 a
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If you have an attachment, please upload prior to submitting your invoice or credit notatfBleamentoption should be used for

supporting documentation that is required to approve your invoice or credit note. Please do not attach an additionalaopy of
Invoice.

Ifrequesti ng ear | yadmseyntfe early, payméht ctko “eAptpelry your early payment

Additional information

Attachments @ File types we accept @
Your customer allows a maximum of 4 attachments.
The maximum file upload size is 12 MB.
Please note that the digitally signed pdf created by Tungsten Network will be the legal invoice document.

In erder to avoid any tax risk at audit, please do not attach any duplicate invoices.
In case attachments are necessary please ensure they are clearly marked as “copy and not for tax
purposes”.

Withholding tax @
0.00

Cash accountinge

[I]

Margin scheme @

=
Payment terms

Early payment discount @
@® Mo discount for early payment
o Apply a discount for early payment

Late payment conditions @
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d étevaii e ws”,
your iti nvoi

your remit
submit

| f you would |i ke to make changes to
to ensure all information entered is accuraté.e x t click “Send” to
note has been submitted successfully

O Expand

to" details This is not a tax invoice.
Credit Note

it to" address

"Remit to" bank @

10002.12

<en Street Bank name Middlesex savings Bank Invoice from Invoice to Invoice details
Sort code/BIC 45-1432-3243 Adams Office Supply Demonstration Example Buyer Original invoice number
chusetts Bank account number 961234245 Pountey Hill House PO.Box 446 1000212
Account name Adams Receivables &Laurence Pountney Hil
) STATES st Louis Original inveice date
Manage default settings Missouri
EC4R 0BL 63166-0442 Credit reason
UNITED KINGDOM UNITED STATES Payment
VAT regisiration number: GB123456789 VAT registration number: NiA Invoice date

Invoice (£)

ship from ship to Advanee payment date
‘Adams Office Supply Demenstration Example Buyer

Total net 000 Pountney Hill House PO.Box 446 Tax point date
6 Laurence Pountney Hill 26 January 2017

Total tax 0.00 v

St Louis
Undo changes Missouri Gurrency
EC4ROBL 63166-0442 GBP
UNITED KINGDOM UNITED STATES
Total gross 0.00
9 VAT registration number: NiA Payment due date -

VAT registration number: GB123456788

26 January 2017

Sedgewick & Sons Technologies Search for

Customers ~ Reporting ~ Early payment ~

Invoice.

o Invoice submitted successfully

CONTINUE
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Tungsten Network allows you to track the A Welcome Elise s My Account Help & Spport~  Log 0t
progress of your invoice once submitted. To Adams Office Supplies (IT) - Test Seuetfor o it e mambes P e @

a C C e S S I n V O | C e S t a t u S {ome Irvoiciny = Cvstomer; - Reporting  ~ Early payment
on the main menu and se | B voi ce status” R
Once you Sme|t your InVOICe Or Credlt note, rccess the Template management luding what hanpens next. [] How to check invoice status

. @ Please visit our Help & Support section.
Invoice status

it will be validated to ensure it is legally
compliant and that it has all the required
fields as requested by your customer. During
this time, your invoi clGMwi | | be in a “Sent?”

status. Once the validation check is complete, o e g sy e et mlomsnem oo ity e

you will receive an-enail confirmation E————
notifying you if the invoice has been accepted

Find invoic Purchase Tungsten Network transactions

. . . . H T k If your invoice fails 1o reach the next
or failed, and the invoice status will be e

* Failed

om
follow differen

rkfloy

updated accordingly. If your invoice has failed, @
it will not be passed 4«0~y o-ur cust o

your responsibility to correct any errors and m Wi TungsenNetuork

resubmit, if appropriate. If accepted, Tungsten  _ wmyr"

Network will deliver your invoice or credit - inerror

note to your customer within 24 hours and
update the invoice status accordingly.

Submittinginvoices and credits notes via
Tungsten Network is very easyr more
information, you may also visit tHédelp &
Support"section.
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For more information,
and to view more

videos, please visit the
Help & Support section




