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Introduction

Procure-to-Pay Process

This document contains the requirements and training for your organization
to create and submit invoices online to MetLife via the Ariba Network.

MetLife requires suppliers enabled on Ariba Network to submit electronic
invoices through Ariba Network.

Note: Suppliers uploading CSV Invoices or utilizing cXML or EDI technologies
should refer to the specification documents available on the MetLife Supplier
Information Portal.
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MetLife project specifics:

Tax data is accepted at the header/summary level or at the line item level of the invoice.
Shipping data is accepted at the header/summary level or at the line item level. If Collaborative Supply
Chain is enabled, Shipping details are added at the header/summary level of the invoice.

SUPPORTED

Purchase Order Confirmations (optional)
Apply against a whole PO or line items

Advance Shipment Notices (optional)
Apply against PO when items are shipped

Detail Invoices
Apply against a single purchase order
referencing a line item

Partial Invoices
Apply against specific line items from a single
purchase order

Service Invoices
Invoices that require service line item details

Credit Invoices
Item level credits; price/quantity adjustments

NOT SUPPORTED

Summary or Consolidated Invoices
Apply against multiple purchase orders; not
accepted by Metlife

Invoicing for P-Cards

Duplicate Invoices

A new and unique invoice number must be
provided for each invoice; MetLife will reject
duplicate invoice numbers unless resubmitting a
corrected invoice that previously had a failed
status on the Ariba Network

Header Level Credit Memos
The Header Level Credit Memo feature is not
supported by MetLife

Non-PO Invoices
Apply against a PO not received through the
Ariba Network

Contract Invoices
Apply against contracts

© 2014-2016 SAP Ariba. All rights reserved.
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Customer Invoice Rules

Company Settings v .! jU-LV8bBbt565589df . v * Help Center

jUnitOrg - LV8b&fbt...

These rules determine what you TASKS  REPORTS AN Ao Create
can enter when you create o o
InVOICeS' Service Subscriptions BEE‘ T:el:!s
1. Login to your Ariba Network Li Account Setlings
accou I’lt Customer Relationships
2. Click on the Administration
Notifications

Navigator on the top right hand
corner and then on Customer

. . s Approve Rej
Relationships under Account | [_roee
Settings.
Current
3- A ||St Of your CUStomerS |S Customer Approved Date |} Routing Type
displayed_ C||Ck the name of jUnitOrg - 5WQzy9IVD565589621009590920 25 Nov 2015 Default
your customer Metlife to view b [ Reee—]

their invoice rules.
Invoice Setup

4.  Scroll down to the Invoice setup
section and view the invoice

General Invoice Rules
rUIeS' Allow suppliers to send invoices to this account. Yes
5. If Metlife enabled COUntry'BaSEd Ignore country-based invoice rules. Yes
InVOICe RUIeS then you WI" be Allow suppliers to send inveices with service information No
able to choose your Country in
Originating Country of Invoice Hlowsupplers o send fuice stachments e
from the drop down menu Allow suppliers to send non-PQ invoices Yes
6. Clle Done When f|n|Shed Allow suppliers to send invoices with a contract reference Yes
Require suppliers to create an order confirmation for the PO before creating an invoice. (i No
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Electronic Invoice Routing and notifications

jUnitOrg - LVBbafhbt...
ANID: AN020033803458
Standard Package

1. Click on Electronic Invoice Company Profile
Routing at Administration Senice Subscriptions
N&VIgatOf'. ; Account Settings

2. Choose one of the following Customer Relationships
Invoice routing methods Users

Motifications

O n I i ne Account Hierarchy
CXM L View All
EDI

3. Configure Notifications to
emails (the same way as in

Network Settings

_ Electronic Order Routing

Electronic Invoice Routing

Order Routing). I I
General Tax Invoicing and Archiving
Capabilities & Praferences 1
Sending Method
Document Type Routing Method

Invoices : Quoline ; Return to this si
Online

Customer Invoices Save in my onli
TXWT
EDI

Notifications
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Invoice Archival

In the Electronic Invoice Routing section, Tax Invoicing and Archiving tab you
have two options to set up archiving of invoices:

To export invoices to your system for To use integrated archiving solution subscribe in the Long-Term
legal compliance define the Invoice Document Archiving section. Please read the applicable
Archival section: terms and policies and supported list of countries.
1. Select frequency (Weekly, After you enable the service you have access to Document
Biweekly or Monthly), choose Archive tab where you can search and view Archived
Archive Immediately to archive Documents and request to download multiple documents.
without waiting 30 days, and click
Start.

Long-Term Document Archiving

2. If you want Ariba to deliver
automatically archived zip files to
you a.ISO enter an Arc h IVe _I Enable long-term invoice archiving. See the terms and policies for the optional document archiving service. To view the list of countried
Delivery URL (otherwise you can

download invoices from your ) ) | G —
- . H n Out Cat R rt ocumen rcnive
OUtbOX, section Archived ome. b DUibox Latdlogs  REports
. Archived Documents Download Status
Invoices).

Invoice Archival

@ weekly
Biweekly
Monthly
Y| Archive Immediately
Stop | Update Frequency | Requeue M | Set Start Time
The next archive file will be available on 12/05/2013
Archive Delivery URL: i || Save Delivery URL

© 2014-2016 Ariba - An SAP Company. All rights reserved. Public
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PO Flip Invoice

2

To create a PO-Flip Invoice Orders and Releases

Orders and Releases ltems to Ship

1. Selectthe PO Invoice link under
the Create Invoice section in the

» Search Filters

navigation menu on the left. PO Invoice Orders and Releasss (3)
2. For PO Invoice select a PO Non-PO Invoice -
number Order | DO10688114 Jsuvl\]l(t)g;%\-r[)565589b21009590920
3 Click on the Create Invoice Credit Memo Order  DO10686035 jsuvcictg;%\_msessssb21009590920
button and then choose
Standard Invoice Catalog

L 3

7 sunnyvale, GA
y9VD565589b21009590920 United States

Mraata Invnire w Hide Res:
Standard Invoice

Credit Memo

o
[1:]
=1
o
w
=
[1:]

Line-ltem Credit Memo
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PO Flip Invoice - Header

Invoice is automatically pre-populated with the PO v Invoice Header @
data. Complete all fields marked with an asterisk

and add tax as applicable. ndlcstes required field
Summary

1. Enter an Invoice # which is your unique Purchase Order: DO10686114 Tax
number for invoice identification.

Shipping Cost

. . nvoice Date* 11 Feb 2016 = Shipping D

The Invoice Date* will auto-populate. ’ : pping Bocuments
. Supplier Tax ID Special Handling

SeIeCt Remlt'TO address from the drop down Remit To:  jUnitOrg - LV8b&fbt565589df1009590921 Discount

box if you have entered more than one. S— bayment Tem

5 . . United States
SRS and Shlppln.g can be entered a:t elthel" BilTo. Acme Additional Reference Documents and Dates
the Header or Line level by selecting the Sunnyvale, CA
United States Comment

appropriate radio button.

5. You can also add some additional information Tax
to the Header of the invoice such as: ® Header level tax Line level tax \

* Special Handling

« Payment Term
¢« Comment Location
* Attachment** Description

* Shipping Documents

6. Then Scroll down to the Line items section to
select the line items being invoiced. Shipping

Note: Support of Addt’| Reference Documents & nticsieslos inping Line level shipping
Dates is applicable for CSC customers only

**Attachment file size should not exceed 40MB.

*Buyers can allow suppliers to create future dates on invoices submitted

© 2014-2016 SAP Ariba. All rights reserved. Public



PO Flip Invoice — Line Items

Line Items section shows the line @

items from the Purchase Order. Line ltems T e e e
1. Review or update Quantity for Insert Lineem Options

each line item you are invoicing. e I N

. . . - No nclude Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal

2. If Ilne Item ShOUId nOt be InVOIced, D 1 MA‘TER\AL AX4518 BULLNOSE SHELVES 4 PK [ 7 PK $31.20 USD $218.40 USD

click on the line item’s Green

check mark to exclude it from the

invoice OR click the check box on

the left of the item and click Delete {]}

to remove the line item from the

invoice. You can generate another Tax

invoice later to bill for that item. ® Header level tax Line level fax
3. Select the line item to which tax is Category:* Standard Tax Selectione @

to be applied using the Line ltem #

checkbox. To apply the same tax to Location Sales

multiple line items select those line Desciption Z’; e e

items to be taxed at the desired Redime

rate . Insert Line ltem Options - HST

Tex Categor PST Addto Included Lines

4. To configure additional Tax Options o asT

within the Tax Category tool, use o [T Shipping Usage L =i

the Configure Tax Menu option. v |t @ paaty inces ® ' Header level shipping Line level Shipt ik o1ing Tax §3420USD 520520 USD
5. Check Tax Category and use the Ship From:  jUnitOrg - OynCyo1H56558c491009598%  Other Tax

drop down to select from the {\g/} e . AR

displayed options. Click Add to

Included Lines. (see Slide 15 for
additional details) {%}

© 2014-2016 SAP Ariba. All rights reserved. Public




PO Flip Invoice — Additional Tax Options & Line Iltem

Shipping

To configure additional tax options click Configure Tax Menu under the Tax Category drop down. Create new tax

categories and as needed.

1. To apply different tax rates to each line item select the Line Item.

2. Click Line Item Actions > Add > Tax. Upon refresh, the Tax fields will display for each selected line item.

3. Within each line item, select Category, then either populate the Rate(%) or Tax Amount. Click Update.

Tax
Header level tax
Category:*
Location
Description
Regime
Shipping

Configure Tax

4.  Shipping: If line level
shipping has been selected at
the line level, enter shipping
cost to the applicable line
items.

© 2014-2016 SAP Ariba. All rights reserved.

Line level tax

Standard Tax Selections Taxable Amount | $205.20 USD

Sales Rate(%)

VAT Tax Amount
GST

HST

PST

QsT

Usage

Withhelding Tax

Other Tax Ship To: Acme

Sunnyvale, CA
Configure Tax Menu

United States
Ine Smith

Ship From:  jUnitOrg - OynCyo1H56558c491009590540 Ship To:

Shipping Arkansas City, AR

United States

Deliver To:

Acme
Sunnyvale, CA
United States
Joe Smith
Mailstop M-543

Remove

To remove a
tax line item,
click Remove.

View/Edit Addresses

View/Edit
Addresses

Shipping Cost Shipping Amount* | $0.00 USD

Shipping Date

Public




PO Flip Invoice — Detalil Line Items

5. Additional information can be viewed at the Line Item Level by editing a Line Item

Line Items

Insert Line ltem Options

Tax Cate

Add

Shipping Documents
Special Handling
Discount

Comments

14-2016 SAP Ariba. All rights reserved.

Shipping Documents

Special Handling

No Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 @ Partially Invoiced MATERIAL AX4518 BULLNOSE SHELVES 4 PK 6 PK $34.20 USD $205.20 USD
Create Invoice
* Indicates required field
= Invoice Item Line Item Actions *
* Quantity: [50] Part #: VCT12303
Units e Auxdliary Part ID: EA
Unit Price: $99.95 USD
Subtotal: $4,997.50 USD
DESCRIPTION Description: Victar Technalogy Desktop Calculator - 12-Digit; Two-Color Print/Display
SHIP NOTICE DETAILS ship Notice #: 123-456 Ship Notice Line : 1
Inspection Date: &=
SHIPPING Ship From: KK DG Sherpa LLC - TEST Ship To: Los Gatos View/Edit
Los Gatos, CA Addresses
Pittsburgh, PA United States
United States Deliver To: Test User - sshah

SHIPPING COST

ACCOUNTING REFERENCE

*+ Shipping Amount:

Reference ID:

$0.00 USD

Shipping Date:

Description:

Los Gatos

Public



PO Flip Invoice — Line Item Comments

6. To add comments at the line items select Line Items, then click at Line Item Actions >Add >
Comments.

Upon refresh, the Comments field will display. Enter applicable Comments in this field.
Click Next.

P T

Edit

uu oL

Add

Tax ‘ Update ‘ ‘ save ‘ ‘ o ‘ “

Shipping Documents

Special Handling

Discount

DataPo offtse
Comments

Remove
Comments

© 2014-2016 SAP Ariba. All rights reserved.
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PO Flip Invoice — With Allowances and Charges

If Allowances and
Charges are
included in the
PO, these will
convert to the
Invoice at either
Invoice Header or
Lined Item Level
based on where
the information is
on PO

Header

Allowance

and
Charges

= Invoice Header

SUMMARY
Purchase Order:

*Invoice #:

*Invoice Date:

Supplier Tax 1D

Remit To:

* Category:
Location:
Deseription:

Regime:

SHIPPING

Ship From:

POTLC7515004
987654321
19 May 2015

145N Supplier 8
Pittsburgh, PA
United States
Santa Clara
Shailesh

Santa Clara, CA
United States

® Header level tax

® Header level shipping
145N Supplier 8

Pittsburgh, PA
United States

Subtotal:
Total Tax:
Total Charges:

e Total Gross Amount:
Total Allowances:
Total Net Amount:
Amount Due:

Line level tax

Taxable Amount:

Rate(%):

Tax Amount:

Line level shipping

Ship To:

Deliver To:

$5,100,000.00 USD
$260,630.00 USD
$2,100.00 USD
$5,362,930.00 USD
$1,600.00 USD
$5,361,330.00 USD
$5,381,330.00 USD

$5,100,000.00 USD
5.5
: $280,500.00 USD

Santa Clara
sunnyvale, CA
United States
Rashm:

Add to Header

View/Edit
Addresses

Remove

View/Edit
Addresses

ALLOWANCES AND CHARGES

Add Tax

Service Code Description AllowanceDescription1
End Date: 17 Apr 2014
Start Date: 16 Apr 2014 =
Allowance: $100.00 USD
LINE ITEMS ZLnel=m
Insert Line Item Options Service Code Description: ChargeDescriptioni
I . End Date: 17 Apr 2014
Tax Category: [ shipr Start Date: 16 Apr 2014 i) -
Documents
O Na. Include Part # Description C charge: $300.00 USD
O 1 4 MATERIAL update-Part-0001 update-Clock
ALLOWANCES i i
Service Code: Description: || " i
AND CHARGES p LineltemAllowanceDescriptig
i End Date: |17 apr 2014
Start Date: |46 apr 2014 =
Allowance: $600.00 USD
Service Code: Description: || ineltemChargeDescriptien fﬁ?
End Dater (17 apr 2014 ]
Start Date: |16 apr 2014 i
Charge: $800.00 USD

© 2014-2016 SAP Ariba. All rights reserved.

Line level
Allowance
and
Charges
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PO Flip Invoice — Against Goods Recelpt
1

You are reqL”red to include Select the Receipt(s) that will be invoiced [Cancel |
only received quantities on E—
INvVOICES. Receipt Number Customer Date Routing Status
GRN.GRNFlip.01 Buyer Ruiz 29 Oct 2014 3:50:28 PM Sent
GRN.GRNFlip.02 Buyer Ruiz 29 Oct 2014 3:51:38 PM Sent
1. From the Purchase
Order, Create Invoice,  Cance |

select the Receipt(s) that
will be invoiced.

2. The invoice is now pre-
populated with the items
within the Goods Receipt.

GOODS 3 Line Items 3 Included 0 Previously Invoiced

Insert Line Item Options

oMo Tax Category: [] special Handling [] Discount
You now have the ability to
Select the |temS to include g No I:Iude Receipt # l. Receipt Line #  Part # Description Quantity Unit  Original Price :I"it Price jubtctal
. 1 GRM.GRNFlip.01 1 MN160INSTLL MN160INSTLL g EA 400.00 UsSD 3,200.00 USD
and/or mOdIfy trl;]e ) . 0O « GRN.GRNFlip.0z| 1 N1GOINSTLL  N1GOINSTLL |2 EA $400.00 USD  $800.00 USD
Quantltles On t e InVOIce. [z 4 GRMN.GRNFlip.02| 2 TTTLFCTHOS  TTTLFCTHOS 20 EA $100.00 USD  $2,000.00 USD

[Line Itern Actions '] [Delete]

© 2014-2016 SAP Ariba. All rights reserved. Public



PO Flip Invoice — Against Ship Notice

. . Sel Ship Noti be | iced e
You are required to include slect Ship Notices to be Involce {1} —

only Shipped quantities on Ship Notice List
invoices.

Packing Slip ID Customer Date Routing Status
123-456 KK DG Sherpa LLC - TEST 31 Jul 2015 8:39:54 AM Sent
333-444 KK DG Sherpa LLC - TEST 31 Jul 2015 8:42:27 AM Sent

1. From the Purchase
Order, Create Invoice,
Select the Ship Notice
that will be invoiced.

e 2

Insert Line Item Options

Tax Category: [] shipping [] special O
2 Th o g g Documents Handling Discount
* e InVOICe IS nOW pre- [0 MNe. Include Part & Description Customer Part # Quantity Unit  Unit Price Subtotal
pOpU IatEd Wlth the |temS 01 d MATERIAL WCT12303 Victor Technology Desktop Calculator - 50 EA  $99.95 USD $4,997.50 USD

12-Digit; Two-Color Print/Display

within the Ship Notice. You

1l SHIP NOTICE Ship Notice #: 123-456 Ship Motice Line #:1
now have the ability to Serare
Select the |te mS to Include No. Include Part & Description Customer Part # Quantity Unit  Unit Price Subtotal
H 01 o MATERIAL WCT12303  Victor Technology Desktop Calculator - 50 EA $599.95 USD $4,957.50 USD
and/or mOdIfy the 12-Digit; Two-Color Print/Display
Quantities on the invoice. . .
SHIP NOTICE Ship Notice #: 333-444 Ship Motice Line #:1
DETAILS
No. Include Part # Description Customer Part # Quantity Unit  Unit Price Subtotal
[ 4 MATERIAL WCT12303  Victor Technology Desktop Calculator - 55 EA $5.50 USD $302.50 UsSD
12-Digit; Two-Color Print/Display
SHIP NOTICE Ship Notice #: 333-444 Ship MNotice Line #:2
DETAILS
No. Include Part # Description Customer Part # Quantity Unit  Unit Price Subtotal
[ s o MATERIAL WCT12303  Victor Technology Desktop Calculator - 10 EA $3.30 USD $33.00 USD

6 SAP Ariba. All rights reserved.

SHIP NOTICE
DETAILS

Ship Notice #:

12-Digit; Two-Color Print/Display

123-456

Ship MNotice Line #:2

Public




Credit Memo / Negative Invoice

To create a credit memo against an Invoice, ABIB A" Network

A SAP Company

1. Select your pre\/iously created invoice HOME  INBOX CATALOGS ~ ENABLEMENTTASKS  REPORTS
in your Outbox.

Invoices Order Confirmations Ship Notices Drafts

2. Click the button on the Invoice screen Invoices

for Create Line-ltem Credit Memo. .
» Search Filters

3. Complete information in the form of
Credit Memo (the amount and taxes Invoices (1)
will automatically be negative). Make
sure that all required fields marked with | 5211313 jUnitOrg - 5WQzy9VDS65589b21009590920  DO10686114  Online
asterisk are filled in.

Click Next once done.
5. Review Credit Memo.
6. Click Submit.

Data Policy  Security Disclosure  Terms of Use

5211313 jUnitOrg - 5WQzy9IWD565589b21009590920 DC
@ 18 Create Line-ltem Credit Memo | Edit | | Copy | |:

© 2014-2016 SAP Ariba. All rights reserved. Public



Service Invoices

Use Add Service Item
button in Services
section of the Invoice to
create an invoice for
Service Items.

Select either General
Service Item or Labor
Service ltem.

Enter details for
General or Labor

SERVICES

Insert Line Item Options

[ Tax Category:

No Include Part #

O

O v

SERVICE PERIOD

Service Start Date:

1 Line Items 1 Included

[ piscount

Description

Quantity

1

Line Item Actions '] [Delete]

Add Service Item

General Service Item

2

Labor Service Ttem

Service End Date:

0 Previously Invoiced

Add to Included Lines

Unit Subtotal

Unit Price

fen) 0 ED &3

Service added.
J‘A’L Insert Line Item Options
3 Tax Category [ piscount
SERVICES 1line Items 1 Included 0 Previously Invoiced ﬁw_( 0 ne Include  Part # Description Quantity Unit  Unit Price Subtotal
O x ' ADMIN 1 Administrative Assistant 1 RMB15.00CNY
Insert Line Item Options RATE
Tax Category: [ piscount Add t e e s
Day 15.00 USD Hr
[ mo Include Part 2 Description Quantity Unit Unit Price Subtotal Time Sheet Number:
Contractor Name:  [1ane poe Supervisor Name:
[ \d 123-456 Lawn Service 1 EA 50.00 USD 50.00 USD Contractor Identifier: 5
Job Description: Work Location
Address 1:
Address 2
Address 3:
City:
State: v
Zip:
Country 3
SERVICE PERIOD . . i .
Service Start Date: 30 Oct 2010 S Service End Date: 30 Oct 2010 i tion will rfresh the pag
[Line 1tem Actions ¥ | [Delete] | [Add Service tem = SERVICE PERIOD  + geryice Start Date 28 0t 2010 g Serviee End Date: 25 0t 2010 &

© 2014-2016 SAP Ariba. All rights reserved.
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CSV Invoices Upload

1 Pending Tasks

Action Required to Complete
Enablement Tasks =

Profile Completeness

35%

Enter a short
description to reach
45% >

Quick Links

View: |Last 31 days

Bi.| Purchase Orders
New (0)
Changed (0)
Failed (0)

Partially Confirmed (0)

Partially Shipped (0)
Partially Invoiced (0)

Invoices
Failed (0)
Rejected (0)

| Manage

Time & Expense Sheets

_.-"'r Create
PO Invoice
Non-PO Invoice

CSV Invoice

Contract Invoice

Purchase Orders
Order Confirmations
Ship Notices
Invoices

Payments

More...

Customer

Customer

Customer

Customer:
Order Number:

Date Range:
Last 14 days [+]

Exact Match | Search |

=R

Changed
a

0
[i]

=

Buyer-Initiated

0.00EUR

Import CSV Invoice

Confirme

1]

To access a customer’s CSV file
template, go to Administration
> Customer Relationships >
Click the customer name >
Download CSV Invoice
Template.

Populate the template and
upload it from Create> CSV
Invoice > Browse > Import.

The CSV file is processed by
Ariba Network and forwarded to
the customer in the form of
cXML message.

For more information, please
read the CSV Upload Guide
available from the Supplier
Information Portal.

# Customer: |

Ariba, Inc.

=]

#CSV invoice file path:

Browse_

Import CSV Invoice

© 2014-2016 SAP Ariba. All rights reserved.
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“Copy This Invoice”

Suppliers can copy an existing invoice to use as a basis for a new invoice. The copy includes
all fields except the invoice date, invoice number, exchange rate, and attachments. The
supplier can edit and submit the new invoice without having to reenter a lot of information.
This feature applies to standard invoices and contract-based invoices. Invoices can be copied
regardless of status.

Common uses for this feature include:
» Submitting invoices for a balance due
» Submitting corrected invoices in cases where the first attempt was rejected

Enabling This Feature
This is an out-of-the-box feature available to all customers. It requires no action to configure it.

Limitations

You cannot copy the following:

« Summary invoices (invoices that refer to multiple purchase orders)

* Credit memos and line-level credit memos

* Self-signed invoices (invoices that are digitally signed by the supplier)
* Invoices with 1000 or more invoice lines

© 2014-2016 SAP Ariba. All rights reserved. Public




How to Copy this Invoice

To copy an existing invoice in
order to create a new invoice

HOME INBOX CATALOGS ENABLEMENT TASKS REPORTS

1) On Ariba Network, go to the o G St e
OUtbOX. Invoices

2) E|ther » Search Filters

 Select the radio button for the voices (1)

invoice you want to copy, and click ,.

Ir

Copy.

OR

* Open the invoice you want to
copy, and on the Detail tab, click
Copy This Invoice

5211313 jUnit®rg - 5WQzy3VD565589b21009590920 DO10686114 Online Supplier Order 4 Dec 2015

3) Enter an |nVO|Ce number ® 5211313 jUnitOrg - 5WQzy9VD565589b21009590920 DO10686114 Online Supplier Order
4) For VAT lines, make sure the
date of supply at the line level is
correct.

5) Edit the other fields as
necessary.

6) Click Next, review the invoice,
and save or submit it.

Ly Create Line-ltem Credit Memo ‘ ‘ Edit Copy ‘ ‘ Create Non-PO Invoice

© 2014-2016 SAP Ariba. All rights reserved. Public
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PO Flip Invoice — Review, Save, Submit

Review your invoice for accuracy from Create Invoice vt D ED B3
the Review page . Scroll down the page
to view all line item details and invoice Create Invoice — In case of
tota's_ & Please correct the following errors and resubmit any errors, yOU

* Indicates required field WI" get a

: : notification in red

If no Changes are needEd,C“Ck SmeIt = Invoice Header where information
to send the invoice to Metlife. should be

SUMMARY corrected.
If changes are needed, click Previous to | pemes, 0" | 77°
return to previous screens and make rvoice Date: D e

: e nvoice Date: 18 Sep 2013 sz
corrections before submitting. *Supplier Tax ID: 123456785
Remit To TEST3 El

Alternatively, Save your invoice at AW Options... |EESESSERERRESR
anytime during invoice creation to work msapcopey  NETWOTK
on it later.

HOME INBOX CATALOGS ENABLEMENT TASKS REPORTS

YOU may resume Worklng on the InVOICG Invoices Crder Confirmations Ship Notices

by selecting it from Outbox>Drafts on Invoices

your Home page. » Search Filters
You can keep draft invoices for up

to 7 days.

Invoices (1)

© 2014-2016 SAP Ariba. All rights reserved. Public



Cancel, Edit and Resubmit Invoices

CI |C k th e O u t b oOX tab : HOME  INBOX CATALOGS ENABLEMENT TASKS ~ REPORTS R Create v

In the Invoice # column, e ol St e
click a link to view details
of the invoice.

1. Click Cancel. The e =
status of the invoice 1

Invoices

» Search Filters

a DO10686117 Online Supplier Order 19 Feb 2016 $222.40 USD Sent Sent
Changes to “Canceled.” N 312313 a DO10686116 Online Supplier Order 4 Dec 2015 $218.03 USD Sent Sent
- - J TEST1234 a DO10686117 Online Supplier Order 2 Dec 2015 $3338 USD Sent Sent
2 . CIICk the I n Vo I C e # for TEST123 a DO10686117 Online Supplier Order 2 Dec 2015 $31.20 USD Sent Sent
the failed, canceled, or
L. Create Line-ltlem Credit Memo | | Edit | | Copy ‘ Create Non-PO Invoice

rejected invoice that you
want to resubmit and click

. i
Ed It . | Create Line-ltem Credit Memo | | Copy This Invoice ‘ Cancel Print Download PDF  Export cXML

Click Submit on the T

Review page to send the
invoice.

Cancel Invoice?

ant to cancel this invoice?
‘ \\'e? ‘ ‘ \.\ ° ‘

HOME INBOX CATALOGS ENABLEMENT TASKS REPORTS CSV Documents v Create v

Invoices Order Confirmations Ship Notices Drafts

Invoices

» Search Filters

Invoices (4) =
[ J = a DO10686117 Online Supplier Order 19 Feb 2016 $222.40 USD Sent Sent
= 312313 a DO10686116 Online Supplier Order 4 Dec 2015 $218.03 USD Sent Sent
TEST1234 a DO10686117 Online Supplier Order 2 Dec 2015 $33.38 USD Sent Sent
TEST123 a DO10686117 Online Supplier Order 2 Dec 2015 $31.20 USD Sent Sent
r—
Ly ‘ Create Line-ltem Credit Memo I | Edit | I Copy ‘ | Create Non-PO Invoice |
—
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Check Invoice Status

If you configured your Invoice Notifications as noted earlier in this presentation, you will receive emails
regarding invoice status.

You can also check invoice status from the Outbox.

ROUTING STATUS INVOICE STATUS
Reflects the status of the transmission of the invoice to Reflects the status of <buyer>’s action on the Invoice.

MetLife via the Ariba Network.

Obsoleted — You canceled the invoice

Failed — Invoice failed MetLife invoicing rules.
MetLife will not receive this invoice

Queued — Ariba Network received the invoice but
has not processed it

Sent — Ariba Network sent the invoice to a queue.
The invoice is awaiting pickup by the customer
Acknowledged — MetLife invoicing application has
acknowledged the receipt of the invoice

© 2014-2016 SAP Ariba. All rights reserved.

Sent — The invoice is sent to the MetLife but they
have not yet verified the invoice against purchase
orders and receipts

Cancelled — MetLife approved the invoice
cancellation

Paid — MetLife paid the invoice or is in the process
of issuing payment. This status applies only if
MetLife uses invoices to trigger payment
Approved — MetLife has verified the invoice against
the purchase orders or contracts and receipts and
approved if for payment

Rejected — MetLife has rejected the invoice or the
invoice failed validation by Ariba Network. If MetLife
accepts invoice or approves it for payment, invoice
status updated to Sent (invoice accepted) or
Approved (invoice approved for payment)

Failed — Ariba Network experienced a problem
routing the invoice

Public



Check Invoice History

Access any invoice.

» Click on the History tab to view T
status details and invoice : e ||

h_ t Create Line-ltem Credit Memo Copy This Invoice Cancel Print Download PDF  Export cXML
istory.
. HIStory and Status CommentS for Detail Scheduled Payments History

the invoice are displayed. -

« Transaction history can be used
in problem determination for
failed or rejected transactions.

* When you are done reviewing
the history, click Done.

History
| Status Comments
The invoice was successfully received.
Sent
Comments from a: [2d4108e7: Theé décimeérit was addéd td thé pérdifig quédeé for déwriléad.]
Create Line-ltem Credit Memo Copy This Invoice Cancel Download PDF  Export cXML

2014-2016 SAP Ariba. All rights reserved. Public



Search for invoice - Quick Search and Refined Search

QUICK SEARCH

1. From the Home Tab,

2. Select Invoices in the INSOX ~ OUTBOX  CATALOGS  ENABLEMENTTASKS  REPORTS
Document type to search,

3. Select MetLife from

Invoi All Customers
T

menu.

- Network

4. Enter Document #, if
known.

5. Select Date Range, up to
90 days for Invoices.

0. Click Search. HOME  INBOX CATALOGS  ENABLEMENTTASKS  REPORTS REFINED SEARCH
Invoices Order Confirmations Ship Notices Drafts A”OWS a reﬁned SearCh Of |nV0|ceS
@ Invoices within up to 90 last days.
> Search Filters Click the arrow to expand
Invoices )
+ e s 1. Search Filters from Outbox
Q- (Invoices).
2. Enter the criteria to build the
. Sty EeEirin External Invoice Number desired Search filter.
CalzHapagy Last 24 hous ) Show Only Invoices Submitted from the Customer'sfSystem 3 CIICk SearCh o

TTFeb 2076 - T1 Feb 2076
Show only Invoices with Invoice Addendums.

Supplier Reference:
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Search for invoice - Reports

Invoice reports provide information on invoices you
have sent to customers for tracking invoices over time
or overall invoice volume for a period of time. HOME

Failed Invoice reports provide details on failed and
rejected invoices. These reports are useful for
troubleshooting invoices that fail to route correctly.

Reports can be created by Administrator or
User with appropriate permissions.

1. Click the Reports tab from the menu at the top
of the page.

2.  Click Create. Fill in required Information. Select
an Invoice report type — Failed Invoice or
Invoice.

3. Click Next.

Select (and higher) members may choose
Manual or Scheduled report. Set scheduling
information if Scheduled report is selected.

AR B A
= Network

INBOX OUTBOX CATALOGS ENABLEMENT TASKS

Enter a title and description for this report. Check the Time Zone and Language settings. You can set the Time Zone and Language for each report. Then, select the Report Type

After specifying Customer and Created Date in
Criteria click Submit.

You can view and download the report in CSV format
when its status is Processed.

For more detailed instructions on generating reports,
refer to the Ariba Network Transactions Guide
found on the HELP page of your account.

America/l os_Angeles
Langua; English
Report Ty Select
Select
Order Summary
Failed Invoice
Tax Book
Time Sheet
Remittance Advice Details
Report [YPrevious Ry Submit By Exit}
Set the parameters for this report. To save your changes and put the report into the queue to be run, click Submit. To exit without savlick Exit.
(1) Report
L Description
(@) criteria
Customer: Ariba, Inc. - TEST | Select
Invoice Number: I
Invoice Amount: o
Routing Status:
9 Any [=]
Invoice Status:
Any =]
*Invoice Date:
18 Aug 2013 B To |18 Sep 2013 E=
Max Results Returned:
100 [+]

© 2014-2016 SAP Ariba. All rights reserved.

Public




™ : % ;‘-‘":.'.." : OW taml
- 2 e i’ : : 9 o . 17
) O S o A - ) <l :
T 200 Q0VY0 -
»» TSR | S 4  — &, £ o e
: .‘A ‘ . av.

e ¢

Networ

SAP Ariba



Training and resources
MetLife Supplier Information Portal

Buyer specific information is available in one place. Select the name of your company in the top right corner
and then click the Customer Relationships link.

=== Nl . OvnCye 1HSE558c49 . - Customer Relationships ~ Users  Noifications  Account Hierarchy

Current Relationships | Potential Relationships

Manually review all relationship requests

Customer Requested Date }

=T SAP Ariba
{/]t} Select the buyer name to view transactional MetlLife
rules:

SUPPLIER INFORMATION PORTAL
Customer Invoice Rules determine what you Introduction and Overview

Dear Supplier,

can enter when you create invoices T ——————

conducting business with MetLife via the Ariba Network (AN). Your customer selected SAP Ariba as their
electronic transaction provider and will use the Ariba Network to exchange business documents with
suppliers. including purchase orders, purchase order confirmations and advance shipment notices

Select Supplier Information Portal to view the What information are you looking or?

following presentations to learn more about ' ‘
transacting with MetLife:

Welcome to Ariba Network Pricing for suppliers

Account Configuration Guide =*"Getiing Startea FHowmch dses 1 cost (o use

MetLife Purchase Order Confirmation and Ship — -

Notice Guide = g T
. . . a=al P Fe
MetLife Invoice Guide » -
Supplier Education & Support Go further with Ariba Network
Access guides, videos tutorials e Ariba Discovery

Supplier Membership Program / Supplier
Registration Guide

and support from our team e Catalogs
e ERP Integration
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Training and Resources - Ariba Network Standard Documentation

Go to

: http://supplier.ariba.com

Click Help link
Click Help Center, Then click on Learning Center to access Product Documentation

B Ansea

Supplier Login

AR B A EXCHANGE USER COMMUNITY

User Community Home

Popular Topics

Why do | get the message "The username and password pair you entered was

not found” on Ariba login page?

Question: Why do | getthe message "The username and password pair you entered was not
found” on Ariba login page? Answer You need to enter your Ariba Commerce Cloud username
and password on this page. You may be getting this error message because you entered your
buyer-specific username and

VWhy did the link in the password reset email expire?

Question: Why did the link in the password reset email expire? Answer: The link in the password
reset email notification expires in the following cases: It has been 24 hours or mere since you
requested the password reset email: Click Forgot Password again to request a new password
reset email

After clicking Forgot Password and entering my username, why does nothing
appear to happen?

Question: After clicking Forgot Password and entering my username, why does nothing appear
1o happen? Answer: After you submit your request for a password reset, Ariba sends instructions
to the email address configured for the account identified by the username. Two potential
reasons you may not

g

Orders & Invoices

Amanda Hammel
Customer Assistance
Manager

o amie A

Camille Goleb
Ariba Community
Consultant
PP

Amanda Hammel
Customer Assistance

Manager
o aniea

Customer-Generated Content Grcws

Your Business!

Did you know user-generatec content is

trusted and

of media? C ome

that comes from uther users beca

>% more mzmorable than oth

more

r forms

it give value

credibili’y and sparks online u

earn More

Help

Help Center

prefer and trust visual content

Home | Learning

documentation.

Learning Center

m Pr\%ﬁncumgmahnn and tut

The Learning Center was created for
users interested in technical product

The Learning Center was design to allow
Lyou to browse the full library of product
documentation and tutorials

Get help with\pecific problems

Q3

Learning Center

Product Documentation

P Getting Started

Registration

Registration by Invit:

n  Company Prc

Browser Gonfiguration

Contart Acconnt Administrator

Tutorials

— Forgot Usemname (1:00)
v of the Al
ler Basics (3:0
= Introduction to th

le

a Network (3:47)

r Collaboration Console (5:00)

— Change Your Account Administrator (1:32)
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Training and Resources - Ariba Network Standard Documentation

Standard Documentation can be accessed also from your account. Click on the dropdown button on Home page of your
account next to the admin name, then click My Community Profile
From your Community Profile page, choose the Learning tab

AVY UPTIONS...

Company Settings v B JUnitOrg - LV8b8fbt... v *
Logout

¢
INBOX OUTBOX CATALOGS ENABLEMENT TASKS REPORTS CSV Documents v My Account
| access the former

M c tv Profi trator's account?
vy \'4
o Y SOMIUIEY =108 1 How do | access th

trator's account? Ang

All Customers Gu Switch To administrator...

Orders and Releases

tacie Plevelich

Getting Started with Ariba Achieving the Perfect Order with SAP Ariba Collaborative Supply Chain Solution g o

Check how Ar /

b 6
YOUrBUSINESS - S yitch To Test ID

Ml 2:25 min

I 1 Get to Know Ariba

Link User IDs
— Welcome to Ar

a E _. new on AN
= Contact Administrator

ARIBA EXCHANGE USER COMMUNITY jUnitOrg - LV8b8fbt...

2 Review Ariba Fee Structure

vu 1 contact Ariba or my custt
I have a question orissue?

3 Confirm Billing Contact

very: The premier service
y business b...

4 Add Users to Your Account

How do | request a refund for
Q Home | Learning | Support Network or Ariba Discovery b

Complete Enablement Tasks

pply Chain Management

Economy. Why was my credit card chan

Ariba subscription?

jUnitOrg - LV8b8fbt565589df1009590921 lastName

How do | tell when my invoice
paid?

My Photo

How do | edit and resubmit a

How do | change my remittar
address and banking inform:

] Change...
Orders, Invoices and Payments

Upload your photo {in GIF, JPG, or PNG format)
to appear with your contributions and user
profile.

Trending Topics: December

0 0 0

Invoices Rejected Orders to Ship Pinned Doc How do | cancel an invoice?

The photo must be your likeness and comply

with the Participation Agreement. How do | access the former

Job Title |
|

Company Name
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Help Center — Helpful things to know...

Popular Topics:
Title links are selected
for you based on the
solution that you were
using when you clicked
on Help; whether or
not you are an
administrator; and your
default language.

Click on link to view
the content item. You
will be able engage
with the content:
author, how many
community users have
viewed the content,
flagged the content as
being helpful to you,
and report problems
with the content.

Search: Perform a search to find content not found under Popular
Topics. Results can be sorted or filtered

A R B A EXCHAMNGE

U%ER COMMUNITY

User Community Home

Popular Topics

g5 Seller Basics

=

Ariba Login My Account

%] Introduction to the Seller

=

Dashboards Help@Ariba

=| Supplier Received an Error During Catalog Upload, "String
shortname with value” xxx "exceeds the maximum length

limit of 50"

© 2014-2016 SAP Ariba. All rights reserved.

Company Account Setfings C.

Collaboration Console

Company Account Setffings

Sort by: | Relevance[x]

Ariba
Documentation

ARIB A

ompany Profile

Ariba
Documentation
ARIB A"

My Account Company Profile

Krishnan
Venkataramani

Senior Associate

Home | Learning | Support

Leaming Center

.[ Product documentation,

H tutorials and new features.

Support Center
Contact Ariba uem—

e

Popular Tags

Purchase Orders Invoice Status
cXML Routing cXML Invoice
Line-ltem Credit Memo PO
Invoices Error Messages

Popular Tags:
These are the tags
associated with our
most popular
content items per
solution. It is a
quick way to find
documents related
to the topic.

Discovery Postings EDI
Routing |nvoices

Company Profile  Invoice Details

Haadar | aval Mradit Mamn s 00
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Training and resources
Useful links

Useful Links

Ariba Supplier Membership page - http://www.ariba.com/suppliermembership
Ariba Network Hot Issues and FAQs - https://connect.ariba.com/anfag.htm

Ariba Cloud Statistics — http://trust.ariba.com

Detailed information and latest notifications about product issues and planned downtime—if any—
during a given day

Ariba Discovery - http://www.ariba.com/solutions/discovery-for-suppliers.cfm

Ariba Network Notifications - http://netstat.ariba.com
Information about downtime, new releases and new features

© 2014-2016 SAP Ariba. All rights reserved.
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Who should you contact?

Supplier Support During Deployment
Ariba Network Registration or Configuration Support

Please contact MelLifeEMEA@ariba.com for any questions regarding registration,
configuration, Supplier Membership Program fees, or general Ariba Network questions.

MetLife Business Process Support

Please contact the MetLife Supplier Enablement team at vikki.elliott@metlife.com_for
business-related questions.

Supplier Support Post Go-Live

Ariba Network Support for Actively Transacting Suppliers
| Region | Contact Number |

North/South America 1412222 6153

USA Toll Free 1 866 218 2155
Europe, Middle East and Africa +44 20 7187 4144
UK Toll free 0800 358 3556
Germany Toll free 0800 101 1989
France Toll free 0800 945 115
The Netherlands Toll free 0800 0200 582
Asia Pacific +65 6311 4745
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Supplier support post Go-Live
Help Center

,&\ AAAAAA Orders & Invoices

Go to http://supplier.ariba.com
If you forgot your username or password

click on the link Forgot Username or
Forgot Password.

Supplier Login

Customer-Generated Content Grows
Your Business!

To access our Help Center, log into your
account

or go to http://supplier.ariba.com

Click the Help link in top right corner.
Click Help Center and go to Support
section. ARiB A excrance USER COMMUNITY

Search for any topic you would like to . o conier
know more about. If none of the articles

I need help with [invoices

answers your query, click on Create
Online Service Request button to
contact our Customer Support. PR

=| How doss Ariba support VAT changes when tax authories give short notice?
=| The role of PDF in global compliant tax invoicing

=| The 100-year old invoice. Not much has changed

Fill out our webform. Select Problem
Type. Note MetLife in the Issue icenoser

o o Create Online Service Request
Description. .

Home | Learning

Common Troubleshooting Tags

Browser Configuration

Contact Account Administrator

trust.ariba.com

L4 Information and latest natifications about product issues and

| Need Help Now
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