@ PUGET SOUND ENERGY

1. Login to your Ariba account and search for the Blanket Purchase Order (BPO)
https://service.ariba.com/Supplier.aw/125004057/aw?awh=r&awssk=bY dAb9U&dard=1&ancd

c=1

SAP Ariba

Supplier Login

2. Click Create Invoice at the top of screen and select Standard Invoice from drop down

Purchase Order: BPOST6 m

& SAP Ariba has partnered with Uber Freight to provide suppliers with real-time pricing and reliable capacity, especially crucial during times of disruption. Leam more

[ Create Crder Conlamation v I Create Ship Notice I Creale Invoice » l &

Order Detail Order History a edit 14
Line-ltem Credit Memo

TEST ORDER
DO NOT FULFILL

To:

; Ttem Level Blanket Purchiase Order
Puget Sound Energy Supplier Acccunt 4 - TEST (e
10885 NE 4th 5t

EPOB76

Amount: $1,000.00 USD
Version: 1

3. Select Attachment from the Add to Header drop down to attach invoice
a. Attachment section will be added near the bottom of the screen
b. Upload your file by clicking Choose File
c. Select file from computer
d. Click Add Attachment


https://service.ariba.com/Supplier.aw/125004057/aw?awh=r&awssk=bY_dAb9U&dard=1&ancdc=1
https://service.ariba.com/Supplier.aw/125004057/aw?awh=r&awssk=bY_dAb9U&dard=1&ancdc=1

Create Invoice [ Update II Save I[ Exit ]-

¥ Invoice Header * Indicates required field
Tax
Summary Shippirg Cost
Blanket Order: BPOA76 Subtotal: $0.00 USD Shipping Documents
| Total Tax:  $0.00 USD

o | Tatal Gross Amount:  §0.00 USD Special Handling

Total Net Amaunt: 50,00 USD

nuaice Dates* | 9 Sep 2020 =] Amourt Due; 80,00 USD Discount

Additianal Reference Documents and Dates

Service Description: | |

Comment

Suppdier Tax I0: | |

Remit To 10895 NE 4TH Street -

Attachments

The total size of all attachments cannot exceed 10MB

Choose File | Mo file chosen Add Attachment

taxExchangeCode: ‘ ‘

4. Enter invoice details
a. Invoice #
b. Rate (%) or Tax Amount *if non-taxable, enter 0 for Tax Amount
c. Service Start Date and Service End Date, if applicable

Create Invoice ’ Update ] [ save l’ Exit ]“—

v Invoice Header = Indlcatss required feld

Summary
Blanket Order BPOA76 Sublotal:  $0.00 USD ViewiEdit Addresses
Total Tax:  $0.00 USD
XIORXX ] Total Geass Amount: $0.00 USD
- Total Net Amaunt: - $0.00 USD
| Invcice Date:* | 9 Sep 2020 =l | Amount Due: 50,00 USD

Service Deseription

Supplier Tax 10

Remit To 10995 NE 4TH Street ~ |

Tax (0
C‘- Header level tax (1) C Line level tax (1)
; in ; I R
Category:*  Sales Tax \ Toxable Amount: | $0.00 uso | emeve
Location: Tax Rate Type:
Description: I Rate(ss): | ]
Regime: | Tax Amount: i [} I
Shipping
(@) Header tevetshipping ) () Line level shipping (1)
Ship From:  Puget Sound Energy Supplier Account 4 - TEST Ship To:  South King View/Edit Addresses
Kemil . WA
Bellevue , WA United Stales

Urited States Deliver To:  South King




Additional Fields

nformation Onby. No action &s roguired from the customer

Supplier Account 1D

Customer Reference Senvce £nd Dnte: |

Supplier Reference:

Payment Note:

. J Customer:  PSE Corporate Bellevue
v
supplier @ Beilewue , WA
United States
VANCOUVER . Wa Email

United States

Puget Sound Energy Supplier
Account 4 - TEST

Bill From:

Bellevue , WA
United States

taxExchangeCode.

View/Edit Aodresses

View/Edit Addresses

5. Check mark the box to the left of the line you want to invoice
*if invoicing multiple lines, do each one at a time

6. Click Create in bottom left and select Goods or Service from the drop down

7. Click Next

Elanket PO ltems

Cantity uou P Pann Ausdiiney Part D Dwseription

€ JODOUSD  BEDMSI-1 MiscExpiesstem At Naaced Later Bex Claasing
Ea 100 US ChanCasior Clnaning Senices
Edt et
Ipeate Sawm
|SAPAEE TE T ot ey A rgts smere

AP Aritw Frivacy Eatement

Subtotst

Ungiesssee

Undscionns

8. Enter Quantity
9. Click Create in upper right or at the bottom of the page

BAP~ Ariba Network

suandard fccourt. ipgadel| st oo

Create Invoice

Elanket PO ltem

Ling Cuanty uom Priz Pan Mseiay et 0 Desciption
2 Undisclosed [ $1.00 USD Cleaning Servces

* Inveice Item

Cancal

Sustatal

Unaisclosed



rehild
Highlight

rehild
Highlight


10. You will see your invoice line added under Blanket PO Items. If you have additional lines to
invoice, repeat steps 5-9
11. Click Next

Blanket PO Items
Lire Ouartty wom Price Pat Aziiary Part ID Deserigten Subtatal
1 [ EA WLOUSD  BPOSSI-1 MecExpenssitom As Needet Liner Box Cloaring Unsciazed
v 2 LtnSsCndand Ea $1.00 USD CleanCarBon Clearing Senices Uniisclosed
I 1 21 [ Cleanc uthicx Closring Senice $5.00 USD |
5 $1.00 U0
Create » " Edit | | Culete

E::’ € 20K SAP SE ¢ 5 SAP ity comacesy, A fighes reserved AP Asio Privecy Satement  Securty Disclosre  Teana of Use

12. Review invoice details and click Submit

Create Invoice I Previous II save I

Confirm and submit this It will not be i signed ing to the countries of origin and destination of invoice. The document's originating country is:United States. The
document’s destination country is:United States.

If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe
to the archiving service.

Standard Invoice

Invoice Number:  XXXXX Subtotal $1.00 USD

Invoice Date: Wednesday 9 Sep 2020 3:53 PM GMT-07:00 Total Tax: $0.00 USD

Original Blanket Purchase Order: BPO876 Total Gross Amount $1.00 USD
Total Net Amount: $1.00 USD

Amount Due $1.00 USD






