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Cadenl' Your Gas Network

What'’s in this guide?

This guide has been produced to cover the Cadent processes supported by

SAP Ariba technology.

The guide will demonstrate the processes and requirements of suppliers to
ensure the processes run efficiently and ultimately, enables Cadent to pay
for goods and services on time.

You will find useful hints, tips and information on what happens after you
have submitted information to Cadent via Ariba within this guide.

Each section of the guide can be accessed via the quick links on the

Points of Contact:
Invoice Query Team

Purchase Order &
Master Data Support

Ariba Customer Support

Cadent Supplier Information
& Ariba Onboarding &
Sourcing Guidance

right hand side of the page

AskFinance@cadentgas.com

ProcurementServices@cadentgas.com

https://www.ariba.com/contact-us

https://cadentgas.com/suppliers

All screenshots in this guide are taken
from the Ariba test site. References
may differ to those configured in our
production system.
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What'’s in this guide?

Subject

Your Ariba Network Account

How to navigate the Ariba Network, the role of the Account Administrator, how
to change notification settings, how to find your Ariba Network ID (ANID), how
to create new user accounts

Request for Quotation (RFQ)
How to respond to a RFQ within Ariba

Managing PO’s & Invoices

An overview of the purchase to pay process, including purchase order types

Invoices with Retention

How to set out your invoice and input the data into Ariba when creating your
invoice

Service Orders

How to create an invoice from a service order

Order Confirmation

How to confirm a purchase order, this process is required for our Logistics /
Inventory Management process

Ship Notice

How to create a ship notice for a material order, this process is required for our
Logistics / Inventory Management process

Invoices via PO Flip

How to create an invoice from a material order

Credit Notes

How to create a credit note in Ariba for a material order

Managing Rejected Invoices

How to edit & resubmit a rejected invoice
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When printed, this page is for note taking
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Your Ariba Network Account

Account Type

SAP Ariba offers two types of account; Standard (provided free of charge) or Enterprise
(provided at a cost to the supplier).
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The Enterprise account gives suppliers the ability to manage transactions using the

inbox/outbox feature within the portal and to run reports. Please note the fees are charged =
on two levels: s&
« annual subscription fee 3%
 transaction fees (% of the value of purchase orders or invoices within the =
invoice period — capped at £15,500 per annum).
Cadent is not liable for any fees incurred by the supplier for the use of the Ariba Network. 5
The agreement is firmly between the supplier and SAP Ariba, to whom any fees must be gg
paid. 0
For further information on the Ariba Network accounts and pricing structure, please visit .
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
Legacy Suppliers Ariba Suppliers g
(Pre September 2020) (from September 2020)
If you are a legacy supplier (pre- If you are a supplier who has been
September 2020), when a purchase onboarded via  Ariba (Supplier e
order is created in Ariba, it is mapped to Registration/ Qualification as explained é
a temporary ANID (Ariba Network ID), later in this guide), when your account Ed
which is automatically configured as a is created in Ariba, it is created as a 3
standard account. You can chose to standard account. 3
ﬁ;ocessb the.orFier L_Jsmg_t’;]he temp_o :gry Any purchase orders created are
or ty signing In-with an existing automatically sent to your Ariba @
account. Network ID (ANID), which was created 5
Note: If accepting a purchase order during the registration process. %’
with an existing ANID, and this account
is an enterprise account, you will be
charged for the use of the service if the 5
volume and value of transactions pass 5
the required thresholds. 5
S

Do We Need an Enterprise Account?

The Standard account allows you to transact free of charge and flip a purchase order into
an invoice using the interactive email shown in the managing purchase orders and invoices
section of this guide. There are no volume restrictions.

SBjON JIpaID

Suppliers who receive more than 100 purchase orders from Cadent per year may benefit
from system integration, whereby your companies sales system is integrated with SAP
Ariba and you simply manage the transactions from your own system. If you think this may
benefit you, please contact us at ProcurementServices@cadentgas.com.
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Your Ariba Network Account

How Do | Know What Type of Account We Hold?

1. You can see the account type at the top of your screen.
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1 2

SAP Business Network v  Standard Account Upgrade

Can | Upgrade?

=
2. Yes, you can upgrade at any time by selecting the Upgrade button at the top of the Ariba §§
screen and following the upgrade steps. Please remember to check the Ariba Network 5%
Fees before you upgrade and ensure you understand and agree to the fees that will be o
charged to you.
Can | Downgrade? £2
Yes, If you have upgraded to an enterprise account and wish to return to a standard gé
account, you must firstly clear your account balance. Contact SAP via the help portal and
request that the account type is changed.
g
2
Who Can | Contact For Help? o
You can find additional support and guidance through the Ariba Help Portal. é
SAP Ariba g
3. To access the portal, go to o
httDS'//service ariba.com/ and Ariba Network - Where companies connect to 5
’ . — get the business done 3
select the ‘Supplier’ button. 5
Ariba Network is a dynamic, digital marketing serving millions of
buyers and suppliers in more than 190 countries.
2
Buyer Supplier P %
4 W]
4. This takes you to the login o %
screen. To access the help portal, 3
select the @ icon at the top of the ~ suetertoen Be a featured supplier E
Ariba Network screen. o ﬁ

SBjON JIpaID

New to SAP Business Network?

To contact Ariba Customer Support, please go to: https://www.ariba.com/contact-us
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Your Ariba Network Account

5. A menu appears on the right
hand side of the screen.

+ Common questions are answered
via FAQ and videos

» Use the search bar to search the
library by key word, results are
shown in this window

* Documentation opens the full
Avriba library in a new window e

» Support enables you to search
the Ariba knowledge base by a R
key word, providing links to FAQ’s
and videos relating to the search
and an option to get help by ===
phone or join a webinar
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Supplier Login
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Canitlog In? Lat us helg you!
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One Stop Shop

Your Ariba Network account gives you access to all documents (purchase orders,
questionnaires etc) in one place for all of your customers who are connected to the network.

uoneWLIUOY I18PIO

Use the menu at the top of the screen
to flip between:

» Ariba Discovery — can be used to - "
market your business to other Ariba SAP Bu =twork ~
customers, visit

https://my.ariba.com/Discovery for
more information (feeS may apply) Ariba Proposals And Questionnaires

* Ariba Proposals And
Questionnaires — where you will
find the registration, qualification
and bank details questionnaires
completed through the SLP
process

» Ariba Contracts — can be used to
negotiate customer contracts (fees
may apply)

+ SAP Business Network (Ariba
Network) — where you can
manage your purchase orders,
invoices and payments (please
note for the standard account you
can only see the last 200
documents here)

Ariba Discovery

@onoN diys

Ariba Contracts
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Your Ariba Network Account
Ariba Proposals and Questionnaires

The Ariba Proposals and Questionnaires area is where you will find any questionnaires
relating to your onboarding and sourcing activities, which are outlined step by step in
the Ariba Guide to Onboarding.
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=
SAP~ Ariba Proposals and Questionnaires ~  Standard Account | Upgrade |  Testmooe _ %
se
ga
® TV
(S:en::;"—?mlmy Chain Online Portal. This site helps to identifying suppliers to work with Cadent who are market Leaders in safety, quality, service, and cost. The site is administered by Ariba, Inc. to )@\ @ 2
)
Events i
Risk Assessments L 5
)
Registration Questionnaires g g
E 4 =
Qualification Questionnaires
' mmos g %
z 2
ts Qualification Surve: Doc620665927 311912021 12:24 PM Building and Construction...  View more 10 Nationa Qualified g
Questionnaires - 9
D : ommadi Re %
. ®
o
&
2
You can access the Proposals and Questionnaires area from the Ariba Network, 3
please ensure you select ‘Cadent Gas Limited’ as the customer before selecting this 3
option as each of your customers will have their own portal. 5
The events (sourcing proposals) and questionnaires can be re-visited at any time by @
selecting the blue text. Questionnaires will remain available to re-submit, should your g
organisation have any changes for 365 days from the date the request was sent to %’
you.
These changes include: 2
g
* Company Name Change %
» Postal or eMail Address Change 3
i 2
* Bank Details Change 5
Please note if your company registration or VAT registration numbers change we must o
create a new vendor record for the new identity, In this instance, please contact g
ProcurementServices@cadentgas.com. §
(7]
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Your Ariba Network Account
Ariba / SAP Business Network

The Business Network is where you will find your Ariba Purchase Orders and Invoices.
The home page provides an overview of your transactions.
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You can select which customers transactions you see by selecting them from the

=
Q
drop down 58
2 «Q
s 3
EI7  Business Network v Standard Account | Gat entorprse account | [N ® 0 O sc [
L]
Home Enablement Discovery v Fulfillment ~ Invoices Payment: Catalogs P Messages Assessment ts [= v 73
=7 I ®
Leads in Location v By Product Q
g LY
J A \ - (idig v ——

32 =
=]
<

23
7 0 11 o g9
20
Orde Invoice M a
o
=2
My widgets Cadent Gas Limited Customi
Purchase orders Last 3 months v Invoice aging Activity feed Al v View al 32
K K — o
i GBP . cep f: May 20,2025 | 11:20AM | Cadent Gas Limited - TEST 2
CR0002 £-30.00 GBP -—
casK £14K 8
e ;¢ | oo e 9
£8K CRO001 £-30.00 GBP [}
o
]
£ Invoic roves
G May 3 08:57AM | Cadent Gas Limited - TEST
0 — 956-1 £120.00 GBP
. @ Sert W Rejected W Approve
£ e Order received 9
o
[
=
(<)
) . g
elect the Workbench to view your transactions 3
=
3
EX7  Business Network *  Standard Account | Get enterprise account | IR w0 @ s 2-
o
Home Enablement Discovery Warkbench Orders ~ Fulfillment ~ Invoices ~ Payments ~ Catalogs ~ Rep Messages Assessments. Create v | wo S
Workbench 32 Customize
(]
17 7 11 =
N e}
MNew arder Ord c Iwoices Ma 2
(2]
(]
New orders (17)
~ Edit filter Save filter Last 365 days | | New
ustor rde @ Creation date nm status Company codes
Select or type selections & Typeselection | Last 365 days 3 | Select or type selections a =
@ Partisl match  (C) Exact match Last 24 hours. g
[x]
Last 7 days (]
Show more oty B
st 31 days Resend Faad Ondars @ 8
Last 90 days. . -
Customer ’Laas—l Order Status. Amount Invoiced Actions _g
Cadent Gas Limited - TEST Custom date rangs 2 New
Cadent Gas Limited - TEST £10000 GBP Feb 12, 2025 New
3000173507 Cadent Gas Limited - TEST £1536 GBP Feb 6, 2025 New 0
Q
(1]
Q
-
. . . . -4
Use the tiles to filter between orders and invoices g
5
(3
17}

The filter is restricted to 31 days — use the edit filter to view PO’s up to 365 days old,
remember to click Apply to apply the filter

e You can open the purchase order directly in the network

S32J0AU|
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Your Ariba Network Account
Ariba Network

e If you need a copy of the Purchase Order via email, select the “..." under ‘Actions’
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0 Then select ‘Send me a copy to take action’

=
_3
o i::t::as Limited - TEST E].OO::::F: ::‘:1:. 2025 j::llsytj:vswced — = g %
R %3
adent Gas Limited - TEST £2425 GBP May 16, 2025 Invoice: d ‘n"
Cadent Gas Limited - TEST £214 GBP May 16, 2025 Invoiced ot
Cadent Gas Limited - TEST £300 GBP May 13, 2025 Invoiced o §
o Q2
Cadent Gas Limited - TEST £150 GBP May 12, 2025 Invoiced g; §
S
=
Please note Cadent requires its suppliers to transact electronically via the
network, the choice of a Standard or Enterprise account is your preference. If
you choose to upgrade, please ensure you understand the fees that will be §
incurred by your organisation for the use of the Enterprise account. §
o
(7]
Please note, an Enterprise account is required for suppliers who wish to
integrate their own back-office sales system with Ariba, all other suppliers can
transact successfully with a free of charge Standard account. g
o
-
e A pop-up appears confirming the email Send me a copy to take action x g
address the copy will be sent to
Email the document to email.address@supplier.com
Q You can change the contact details by @
selecting ‘My Account’ and updating the 9 %
email address, if it changes g
m Cancel
. 5
S
3
<
(9
v
o
u
.
Hints & Tips:
I
You may need to set up the tiles in your account. You can do this by selecting ‘Customize’ at the top o
right of the screen. You will see a tile with a + symbol, click this then select the tiles you wish to add to g
your workbench. Then click apply. ad
o
o
(7]

You can change the tiles at any point in time by selecting customize at the top right of the workbench.

If you can’t see the + tile, please contact the administrator of your company account as they may need
to change your user profile.

S32J0AU|
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Your Ariba Network Account
Frequently Asked Questions
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@ What is the role of the Account Administrator?

=
Only one individual can be nominated to act as the Administrator of your Ariba gé
Network account. gé
® o
5
This individual can:
+ amend your email notification settings =
» create users within your network account § 8
Ss
» accept Trading Relationship Requests (TRR), if this has been changed 5
from the standard auto acceptance
» update your company profile m
If this individual changes job or leaves your organisation, they must create §
a new user account for a new administrator and assign the Administrator ¢
role to them.
o]
%’:
2
S

SBjON JIpaID
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Your Ariba Network Account
Frequently Asked Questions
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© How do | find my ANID?

=
Q
Log into your Ariba Network account — SAP Ariba s&
go to service.ariba.com and select gé
‘Supplier’ Ariba Network - Where companies connect to ° e
get the business done ot
Ariba Network is a dynamic, digital marketing serving millions of _
buyers and suppliers in more than 190 countries. ] g
g8
R
S
Buyer Supplier =
g
2
3
o
o
1 -
ﬂ Click on the icon at the top right of the W QR 06
page ( \ °
User Name &
o
email@supplier.co.uk :%
H
5
My Account
Link User IDs @
E
-
Contact Administrator g
TP Test Supplier 2026-2-TEST _
3
. <
e Your ANID is found here ANID: AN11252961947- §
Standard account s
3
2
Company Profile s
Settings )
s
z
Logout %

S32J0AU|
pajoalay Buibeuep
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Your Ariba Network Account
Frequently Asked Questions
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@ How do I manage email notifications?

1 5
-5
S Q
W 0 & O |sk 25
® U
. % ¢ o
0 From your Ariba Network account, o
click on the icon at the top right of the User Name
page email@supplier.co.uk
232
o Q2
My Account 38
ez
=
Link User IDs
Contact Administrator @
%
o
TP Test Supplier 2026-2-TEST s
']
ANID: AN11252961942-T
Standard account °
. o
Company Profile S
3
2
e Click ‘Settings’ Settings F s
Logout
\ / g
e In the settings menu, click ‘Notifications’ 8
Settings
5
User Preferences Account Administration Transactions Integrations Compliance é-
User Preferences §
g
User Notifications & Preferences
Q
s
Account Administration =
[]
3
1)

Customer Relationships

Manage Users
Notifications P

Generative Al

Language and Region

S32J0AU|
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Your Ariba Network Account
Frequently Asked Questions

You can select which notifications are sent via email and enter the address or
addresses of the recipients.

(od4y) uonejonp
Jo} 3sanbay

a‘-’ Business Network Standard Account | Get es @
5
Account Settings Clase _ g
S Q
5.3
Customer Relationships ~ Users  Notifications  Application i Account API 8 =
® o
o
ding en d R
Relationship
— v ilnl‘:vr;:ef:l:N;:zh:ekzlgrl;igrlg:mzalmn(l?al(sa‘radl'gre\aranshlp with my company and when that buying organization publishes a newr i erppra—— g g.
. B S /| 5end & notfication when a customer has shared or updted Master Data o Business Reguirsments on my Suppler Informatian Portal  pryprra————— §§
=
o /| Send @ notification when a supplier enablement activity is assigned or a task is overdue. .| email.addressgsuppiier.com
Other Notifications
Natwork Service Vf Senda nce of planned network downtime, unplanned doy .| email.addressgsupplier.com -
@ " fimed V’ send reminders of unconfimed orders. This natification depends upon a customer nule. .| email.address@supplier.com
Ord P! 9
@
o
=
o
°
o
)
Hints & Tips: s
r 0
Go to the ‘Network’ sub-area to choose your notification method for purchase orders. S
Information entered here will apply to all customer accounts.
Where your customer can only assign one email address in your vendor record, you can enter multiple I
email addresses in the network. Simply use a comma to separate the addresses. g
g
When you have updated the information, click ‘Save’.
5
<
S,
o
(]
<
Y
v
o
u
o
(2]
3
-3
4
o
s
(7]
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Your Ariba Network Account
Frequently Asked Questions
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© How do | create new user accounts in our Ariba account?

1 =
-
S Q
W QRO 25
® U
. % L]
0 From your Ariba Network account, o
click on the icon at the top right of the User Name
page email@supplier.co.uk
22
My Account 38
ez
=
Link User IDs
Contact Administrator @
%
o
TP Test Supplier 2026-2-TEST s
']
ANID: AN11252961942-T
Standard account °
g
. o
Company Profile S
3
2
9 Click ‘Settings’ Settings F s
Logout
(2]
h, < EA
e In the settings menu, click ‘Manage Users’ 8
Settings
5
User Preferences Account Administration Transactions Integrations Compliance é-
User Preferences §
g
User Notifications & Preferences
Q
s
Account Administration =
[]
3
1)

Customer Relationaaios
Manage Users

Notifications

Generative Al

Language and Region
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Your Ariba Network Account
Frequently Asked Questions
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e If you are creating a user for the first time or want to create a user with different
access, you need to create a role first. Click the + icon.

5
Account Settings m Clos g
g ose 5 8
55
5@
Customer Relationships ~ Users  Notifications  Application Subscriptions AP management  Generative Al 8 8
Manage Roles Manage Users Manage User Authentication Revoked Users Mare... ;
Rales (3
Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modifiad.
Filters 55
o 9
v E.. 8
=n - SE
4 >
Role Name users Assigned Actions
Administrator Sarah Remedios w
[+
Supplier User W g
(2]
(1]
S °
a
[
9
']
o
a
e Give the role a name, such as ‘Billing’ if for credit control team and add a description 2
o
=]
S
=h
. . . =
G Select the access permissions this role requires 3
5
g
=3
Note, there are multiple pages of permissions, scroll through the pages using the option
on the right of the screen
(2]
=
. 0 °
0 Click Save when you have added all access requirements z
S
2
Create Role Cancel
* Indicates a required field
New Role Information
5
<
=3
o
Descript (]
<
Y
. v
Permissions o
o 2
de SAP B torcrk & .a
Page |1 v| »
e ——
AP| Development Access Access to AP di SAP Ariba developer portal.
ccess Proposals and Contracts View your orgar ing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access to the Propesals and Contracts properties. Individual users must be approved by Ariba Sourcing buyers before they can 9
sk )
AAnalytics Dashboard Access Access the Analytics Dashboard g‘
g
Archive Access View and search archived ltems 5
Catalog Account Executive Access to manage price fls upload and customer specifc atalog upload -3
Catalog Content Manager Access to manage master content upload. price file upload and customer specific catalog upload @
Catalog Management Set up and manage catalog-related activities
oy oo petetion Access o company data conlig
Company Information Review and update company profile information
Contact Administration Maintain information for account contact personnel

S32J0AU|
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Your Ariba Network Account
Frequently Asked Questions
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@ The new role is now available

Account Settings m Close

Q
3
Customer Relationships Users Notifications  Application Subscriptions APl management  Generative Al 5 «Q
EX-)
53
Manage Roles Manage Users Manage User Authentication Revoked Users. More... o
® U
L]
")
Roles [« go
Create and manage roles for your account. You can edit the role and add users ta a role. The Administrator role can be viewed, but cannot be madified.
Filters
Permission
22
- 39
28
3
= 7]
Qs
+ = S =
=2
Role Name Users Assigned Actions
Administrator Sarah Remedios.
Supplier User W
w
_ARIBA_SOURCING_ACCESS_CUSTOM_ROLE_ Test-User Account ‘20
@ 8
8 =
o
]
®
]
=]
3 3 %
elect the ‘Manage Users’ ta 9
(<)
o
=1
=
Click the + icon to create the user 3
0
=5
o
=]
Account Settings Close
Customer Relationships gtifications Application Subscriptions API management Generative Al
(]
Manage Roles lage User Authentication ~ Revoked Users  More. =
e}
4
3
Users(2) =1
(2]
(]
\Ey._,kv rs with limited acce
Filter
Usemame v } +
=]
<
o
(2]
(]
= <.
Y
Username Email Address FirstName  LastName  SAP Business Network Discovery Contact  Role Assigned Authorization Profies Assigned  Customer Assigned ANAccess  Actions 8
i o procurementservices @cadentgas.com Test-User Account No Proposals and Contracts Access All1) Yes Actions v 3
T
sarah remedios(@cadentgas.com Sarah Remedios No HERAASE_PERIISIONS, All(1) Yes
L Add to Contact List Remove from Contact List
()
=
(1]
=
S
4
[}
g
(3
17}
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Your Ariba Network Account
Frequently Asked Questions
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m Enter the user details, mandatory fields are marked with a *

Important Note: the username must be unique, if you operate more than one Ariba =
Network account, you cannot use the same username in more than one ANID. s&
o3
. . 8.3
The username must be unique i.e. Joe.Bloggs2026-1@company.com. 83
4
@ Select the role
@ Choose whether the user can access all customers accounts or specific accounts 23
L=
@ Click Done $g
S
Create User Cance
New User Information m %)
o
o Q
&
1
et US:‘\ W 9
Q
Role Assignment Q
o
- g
Supplier User §
Proposals and Contracts Access. Access Propesals and Contracts. E’.
= g
| AP Team =]
Customer Assignment
Assign to Customer: (@) All Customers ?
Select Customers g
Es
4
g
2
0 The new user is now listed in your user data. Click Save.
[T Business Network Standard Account Get enterprise account | I @ 5
<
Account Settings wc ose %
L]
s
o
Customer Relationships Users. Notifications Application Subscriptions API management Generative Al o
o
Manage Roles Manage Users Manage User Authentication Revoked Users More... 3
.
Users
o
o
=2
4
Y
)
+ 8 =
|ames.flack@cadentgas.com I James Flack No AP Team AlfL) Yes Actions ¥

L | Addto Contact List Remov Contact List
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Request for Quotation (RFQ)

Cadent has implemented the functionality for requisitioners to request a quotation from approved
suppliers via the Ariba Network.
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RFQ Process

Create RFQin Accept / Receive PO

Ariba Guided Receive RFQ Complete F.{FQ - Reject Create PR f(.)r when PR 5

. & Submit . Accepted Bid E

Buying Quotation Approved 58
52
I 2w
Key: [l Cadent .
RFQ - . %

Templates B supplier

5
)

g8

=
The RFQ process is designed for anyone in Cadent to request specific good and/or services from gs
suppliers who have been qualified for the commodity code. 7

Each commodity would have its own template and sits in the Guided Buying area of Ariba.

Requisitioners must complete the template and submit the request to the approved supplier(s). ”
[+

Suppliers will be able to view and respond to the RFQ in the Ariba Proposals & Questionnaires area of %
the Ariba Network, under the section as the sourcing activities described in the previous pages. o
o

-

°

g

o

o

>

3

2

&

=3

(2]

=

T

=

g

g

5

s

8

<

Y

v

o
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E

o
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Request for Quotation (RFQ)

3
c A
o I
Cadent Gas S §
1. You will receive an email =5
. @8
from Cadent aSk| ng yOU tO Cadent Gas has invited you to participate in the following event: RFQ67- Q
- . Request for Quotation for Training. The event is set to begin on Monday, June
participate in an event. 9, 2025 al 4.00 PM, Briish Summer Time.
Use the followina username to loa in to Cadent Gas events: =
=
. . 3
2. Click on the link to access ik Hore | Socess s cven. 35
= Q
2]
® U
th e event When you click this link, log in with your username and password. You will then 2 O_
have the option to register your buyer-specific user ID with a new or existing Ariba o
Commerce Cloud account and participate in your event. R
If you do not want to respond to this event, Click Here. You must register on the
Ariba Commerce Cloud or log in using your existing Ariba Commerce Cloud
account username and password before you can indicate that you do not want
to respond to this event. 5
o <
o 9
28
Ss
:
. . SAP Ariba I'd
3. Log into the Ariba portal ]
i Ariba credential
using your Ariba credentials Supplier Login °
1
that would have been created g
. . . 1
as part of Supplier Registration User Name
‘ Password ‘ le)
g
‘-*
o
Forgot Username or Password S
=h
=
3 :
New to Ariba? Register Now 2._
(<]
=]
4. The dashboard is now open, any events or questionnaires are displayed by status =
g
=
o
Events =
Title ID End Time | Event Type Participated :<—,
o
»  Status: Completed (16) g'
¥  Status: Open (1) 5'
o
RFQ70-Request for Quotation for TrainingP Doc2587513016 14/6/2025 17:07 RFP No 2
_g
> Status: Pending Selection (58)
o
3
5. Click on the event to open it g
g
o
»
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Request for Quotation (RFQ)

Time remaining

= Doc2587513016 - RFQ70-Request for Quotation for Training 4 days 08:18:24

®

6. The event clock shows at

You must decide whether or not you intend to participate in this event.
p g p g Intend to Participate Decline to Participate Print Event Information

Event Overview and Timing Rules

Jo} 3sanbay

o
c
o
=
13
=
o
S
£
T
L

. . Ow N g
7. You must confirm if you e 2
1 1~ H o Further and Higher Education Training 86101509 5 &
intend to participate in the RFQ E 83
Publish time: 9/6/2025 17:07 @ -U
eve nt Response start date:  9/6/2025 17:07 @ o..
Due date 14/6/2025 17:07 ;
J
gs
38
= Doc2587513016 - RFQ70-Request for Quotation for Training @ 4 days 08:15:13 §
8. Click Select Lots
Download Content Select Lots Print Event Information
8
All Content = ¥
Name 1 Price Quantity %
¥ 1 Terms i g
(]
1.2 Comments | o
o
1.3 If required, attach a supporting file to your response 3.
Cadent, Pilot Way, Ansty Park 2
1.4 Ship To Coventry, WA CV7 9JU (7]
United Kingdom
15
Event Overview and Timing Rules 9
o
(]
(<)
o
2
=
3
8
g
=]
Doc2587513016 - RFQ70-Request for Quotation for Training 7
=3
. Choose the kots in which you will participate. You can cancel your intention 10 participate in a lot until you submit 3 1e5ponsa for that Iot: oNCe You SUBMIt 3 TSRONSE ¥OU CANNOL Withdraw i 4
9. The items requested for g
. . . (2]
quotation are listed here, tick o
the items you wish to quote for Lot Avaiable o Biding =
H H FQ - Traning: Thes form iS 1o réquest Lrainmg Services from approved suppliers 3
10. Click Confirm Selected e — 5
. Confirm Sele Ots/Lin Items. o
Lots/Line Items b
g
v
o
n
.
()
5
=
S
4
[}
)
17}
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Request for Quotation (RFQ)

2
& Do - -Request for Quotation for Training @ 4':":‘5";';51 02 g g
11. Complete the RFQ Doc2587513016 - RFQ70-Request y =
Y
template, mandatory fields are A conen v 8
marked with a * m —
.
-3
e
: évg
i3
(]
12. When ready, click Submit S e ] [ o
Entire Response before the o3
o 2.
event closes g8
S
=
What happens next?
g
As soon as all quotations have been received, the requisitioner will review the quotes and i
accept one, which will convert the RFQ into a purchase requisition which will follow Cadent’s g
(]
standard approval workflow.
Once the requisition is approved, the winning supplier will be sent a purchase order. 9
]
(2]
. . . . f . . . ]
Please see our supplier guide to transacting in Ariba, which is on our website S
https://cadentgas.com/about-us/suppliers 3
(=]
=]
(2]
=
T
=
)
2
5
S
8
<
Y
v
o
2
.
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Managing Purchase Orders and Invoices

Purchase to Pay Process

Cadent operates a standard purchase to pay process via SAP Ariba as outlined below.

(o4) uonejonp
1o} )3sanbay

Purchase Aporoval Purchase Receipt / Invoice Pavment
Requisition PP Order Service Entry* Reconciliation v

=
o
S
58
2
o3
g3
¢ o
i
3

Mandatory for Stock Process

uonusley
U}IM S8210AU|

. Created by Cadent i Created by Supplier

Suppliers must not supply goods or services without a valid purchase order (or BPO),
invoicing without a valid purchase order will lead to the invoice being returned, unpaid.

Stock & Non-Stock Purchase Orders

Cadent operates an internal logistics warehouse process, enabling our field force to
order key operational materials via our Direct Order Delivery Service (DODS).
Suppliers will receive purchase orders for either stock, non-stock or both processes.

S19piQ 99IAI9g

Purchase orders numbers are 10 digits long, for stock starting with ‘30’; for non-stock
starting with ‘32’.

uonewWIUOY J3PIO

Blanket Purchase Orders (BPO)

Blanket purchase orders are typically created for services invoiced on a consolidated
basis. This requires the supplier to provide a summary invoice with backing data in a
standard format, which Cadent will use to journal the costs to the appropriate
business area.

sanoN diys

Any such arrangement would be made as a result of a tender event.

The process for creation of a blanket purchase order excludes the purchase
requisition. The reference of the blanket purchase orders will start ‘BPO’. The email
output and suppliers process is the same for a blanket purchase order as described
above.

dil4 Od el 9210AU]

The Commodities typically associated with this process includes; Fleet Management,
Travel, Plant Hire, Traffic Management, Temporary Labour, Mobile Phone Airtime.

S8JON 1IpaID
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Managing Purchase Orders and Invoices

Important Checks When Receiving A Purchase Order
You should not accept a purchase order if:

» the order is incomplete, i.e. if delivery charge is to be invoiced it must be on the
purchase order as a line item

+ if any information such as price is incorrect, as this will cause your invoice to
be sent back to you, unpaid

« if the format of the purchase order does not enable you to invoice, i.e. if the
quantity on the purchase order is 1 and you need to part invoice;

Note: If the purchase order is for services, the PO may have been created as a
‘call-off’. This means that the price will be 1.00 and the monetary value is
shown in the quantity field, which will allow you to part-invoice.

You should not accept verbal changes to a purchase order. The requisitioner of the
order should amend the purchase order in Ariba, which must be approved and a new
version of the order will be sent to you.

If your company details have changed and our system needs to be updated, contact
us at ProcurementServices@cadentgas.com.

Order Type (Material / Service)

When checking a purchase order, you must note whether the ‘type’ is Service or
Material. The Ariba system has different requirements based on this category as
explained below.

Service Orders

Service orders require a Service Entry Sheet (SES) to be submitted via the Ariba
Network. From 31st March 2021 SES are automatically created based on the data
entered into an invoice, meaning suppliers only need to enter the data into Ariba
once, at the point of invoicing.

Material Orders

Material Orders can be flipped directly to an invoice. The invoice will adopt the
structure of the purchase order, so you must validate the structure when the order is
received.

© Cadent Gas Ltd 2026

N
I

o

NIOMJON BqLY JNOA

(o4) uonejonp
1o} )3sanbay

=
o
S
58
2
o3
g3
¢ o
i
3

uonusley
U}IM S8210AU|

S19piQ 99IAI9g

uonewWIUOY J3PIO

sanoN diys

dil4 Od el 9210AU]

S8JON 1IpaID

S39]0AU|
pajoafay Buibeuep


mailto:ProcurementServices@cadentgas.com
mailto:ProcurementServices@cadentgas.com
mailto:ProcurementServices@cadentgas.com

Cacleni' Your Gas Network

Managing Purchase Orders and Invoices

Order Confirmation and Ship Notice

Order confirmation (OC) and ship notices (ASN) are required for our stock ordering
process (PO with 30 prefix) to support our Logistics colleagues.

Submitting Your Invoice in Ariba

Suppliers are required to submit invoices electronically via Ariba, this simplest way to
complete the activity is to flip the purchase order to an invoice.

You must remember to attach the PDF copy of your invoice when submitting the
transaction as Cadent requires this for validation and tax purposes. Please ensure
the document name is alpha numeric and does not contain any special characters.

IMPORTANT: When creating multiple invoice records for a single Purchase Order,
please leave at least three minutes between invoice submission and creation of the
next transaction to allow the data to flow through the Ariba Network.

Construction Industry Scheme (CIS)

If your company is part of the Construction Industry Scheme (CIS), please clearly
state on your invoice the split between labour and materials.

Domestic Reverse Charge — Building and Construction Services

Cadent is a utility company receiving building and construction services as part of its
own assets construction, repair or alteration.

Cadent is an end user for the purposes of section 55A VAT Act 1994 reverse charge
for building and construction services. Please issue us with a normal VAT invoice,
with VAT charged at the appropriate rate. We will not account for the reverse charge.

More information can be found at https://www.gov.uk/quidance/vat-domestic-reverse-
charge-for-building-and-construction-services.

Supplier Integration with Ariba

Suppliers who have a high volume of transactions may benefit from integrating their
back office system with Ariba. An enterprise account is required to support system
integration and suppliers should not upgrade unless they have fully understood the
associated costs.

If you would like to discuss invoice integration please email your details including
vendor ID and ANID to ProcurementServices@cadentgas.com.

© Cadent Gas Ltd 2026
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Cadent Your Gas Network

Managing Purchase Orders and Invoices
The Purchase Order eMail

Purchase Orders are sent to suppliers via email, unless they have chosen to integrate
their own back office sales system with Ariba. The email contains:

N
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A HTML version of the purchase order, any attachments will also be accessible here
Interactive link to accept the purchase order (you need to log into your Ariba account)
Buyer and Seller details

Purchase Order (or BPO) number, Net Order Value & Order Version

Terms & Conditions / Payment Terms

Comments entered in the order by the requisitioner

7. Ariba Contract Reference (if applicable)
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[EXT]) Cadent Gas Limited sent a new Purchase Order 3200820226 g— ;
S s
Loy T )] By ¥ Farvs
R “Cadent Gas Limited <ordersender-prod@ansmip.aribacom >  Besly 52 Reply &1 # Formerd 5
Ta
() theni arw probilemi with R Bhis meiidge it diplayrd, <k here b2 veew i i 8 web Browser
\_} -Z..:c:‘:.:_wrs him - I
(7]
@
Wi Can reply 10 This e wriba M Tesr of other Ariby sl services will send your reply To the appropriste message ecipient]s) and lak it 10 s cormesponding document, SAP Afiba Sores your %
narticn {emal and raeme | scoording to 1 of h:mjjme .;.r|b.a l:urn_ll'\«_r‘l'l:\oh;h plaﬂmm!:mmfmjmfw;@quw htrmd. By resplyirg to this metsage, you're sccepling the g
=
]
= 7]
SAP Ariba /)\\
Cadent Gas Limited sent a new order g
(2]
o
=
Your customer sani you this order through Anba Network §
m :
o
5]
To acoess the Onder: Continue »
>
=
This purchase order was dalvered by Anba Mehwork,  For more information about Anba and Anba vetwork, visit fitps: Wiy, amba. com. 4
o
=
From: T Purchase Order o 3
Test Ventdor 1 - 19702/ 2021
Cadent Gas Limited Undt 1, Ashburner Way (M)
Off Bromford Gate, Bromford Lan Barrow-in-Furmss J2008 20236
Birminghamn curnbria Amouns: £10,000.00 GEP
- LA14 SUZ VerEen: 1
BOW Unitad Kingdam 5
Uritiad Kingdom FPhaonae: g
Fa: )
Emall: @
<
[
v
o
u
5
Comament Type: Terms and Conditions e
Bady: 1. Goodd supplied o services provided pursuant o this purchase onder are subject o our Standard Terma snd Conditions of
Purchase wnless any other Terms and Conditions were sgreed or stipulated as part of any tender in which case those agresd or stipulsted o
Tarms and Conditions will apply. b
2. By accepting this erder you agees to Be bound by our Standard Terms ard Conditions of Purchase. These terms will agply inall 14
instances, except as provided otherwise in Clause 1. If you do not wish to be bound by these tenms please do not process the order. -
3. Mo other conditions of contract shall apply to this Purchase Order unbess previcushy agreed in writing by our authorised representative. 4
4. For all goods supplied, or serdces provided, the laws and jurisdiction of England B Wales shall apply. %
5. You are required to foin the Ariba Metwork and manage transactions beteeen our organisations ebectronically. Onoe you haee signed »
up o the Aribs Network, amail your netwerk [0 (ANTD) 1o AdbaSuppleEnablsmentBcadent gad, com, 1o ensble ul 1o oamphate ha
cennacticn,
6. Additional information can be found at hitp:/Fcadentgas. com/tusiness-with-us/suppliers.
7. Tha Supplier agraes thal the Purchaser may use the Supplier's goods and services lor the benalit of the Purchaser's third party
oustomers and that the Purchaser may Incur boss and Rabllity to s customers (including without imitation its custome s lost reverue or
profit) becsuse of the Supplier's breach o of which shall be deemed o be recoverabile at lyw From the Supplier. You must submit your §
invoice[s] via the driba Heowork 2
E
Contrach = § 3
o910 )
88
[
2
)
<%

© Cadent Gas Ltd 2026



Caclenl' Your Gas Network

Managing Purchase Orders and Invoices
The Purchase Order eMail

Other Information e

Company Code: 1035
Legal Terms and A copy of the Standard Terms and Conditions of Purchase is available at:
Conditions of http://cadentgas.com/business-with-us/suppliers#futherinfo.
Purchase:
Invoicing Terms and 1. You must submit your invoice(s) via the Ariba Network, manually via the standard or enterprise account or automatically via
Conditions of system integration. The method of invoice submission within the Ariba Network is your choice. Cadent will not be liable for any
Purchase: fees charged by Ariba for your use of the Ariba Network.
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2. Unless otherwise specified, payment or part payment (as appropriate) shall be made on the first Thursday following forty two =
(42) days of receipt of a valid invoice, together with appropriate supporting documentation, in the Ariba system. Failure to submit g
your invoice via the approved channel, quote an order number or providing an incorrectly drawn inveice may result in the return of 5 [
an invoice and delay in payment. < Q
3. Payment shall be by BACS transfer unless otherwise agreed. o, (g
e e — o
o
O “3
Ship All Items To Bill To Deliver To o
Cadent Gas Limited Cadent Gas Limited @cadentgas.com R
Off Bromford Gate,Bromford Lan Off Bromford Gate,Bromford Lan Cadent Gas Limited
Birmingham Birmingham
B24 §DW B24 8DW
United Kingdom United Kingdom
Ship To Code: 1000 5
Email: {@cadentoas.com A g
o 9
Line Items g 8
Line # No. Schedule Lines Part # |/ Description Type Return Qty (Unit) Need By Unit Price Subtotal g ;
1 SES_TEST Material 10,000 (EA) 30 Apr 2021  £1.00 GBP £10,000.00 GBP S =
Test Services for SES =
Other Information
Req. Line No.:1
Requester:
PR No.:PR21474
Contract ID:C910 @
Classification Domain:unspsc 2
Classification Code:80101601 o
o
Order submitted on: Thursday & Apr 2021 5:53 AM GMT- 9
07:00 =3
Received by Ariba Network on: Thursday 8 Apr 2021 5:53 Sub-tetal: £ 10,000.00 GBP 5
GMT-07:00
This Purchase Order was sent by Cadent Gas Limited
AN01428874750-and delivered by Ariba Metwork.
o
=
o
)
=
&
Questions or comments for your customer? Post message Process order El
Ed
3
=
o
5]
About this email
If you have any questions, contact Cadent Gas Limited. If you're not the correct person to receive this email, forward it to the appropriate person in your company.
Note: All transactions relating to your customer's purchase orders are solely between you and your customer and are subject to the terms of your existing ()
g ; . ] >
agreement(s) with your customer. Ariba is not an agent for your customer, and i1s not responsible for anything contained in the purchase order submitted on behalf 5
of your customer. =
2
A= Q
5 | 8
Ga Mobhile
Ariba, Inc., 3420 Hillview Ave, Bldg3, Palo Alto, CA 94304, USA 5
<
SAP Ariba Privacy Statement | Ariba Data Policy | Help Cenfer %
o
<
o
3
8. Shipping Address, including contact email address for the requisitioner — please note the !
Shipping Address is displayed at item level and may differ for different lines on the order
9. Billing Address for your invoice. You must remember to provide a PDF tax invoice from your
sales system when submitting an invoice to Cadent. g
o
. . . . =
10. Line items on the purchase order. Please ensure you check the items for accuracy: o
g
)

* Only items on the purchase order can be supplied, if a delivery fee is to be applied it
must be listed on the purchase order

* The format of the items must enable you to invoice

« All prices are excluding VAT, VAT should be added to your invoice as per tax
legislation.

© Cadent Gas Ltd 2026
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Managing Purchase Orders and Invoices
Invoices with Retention
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If you are under contractual agreement that includes retention, i.e. where part of the invoice value
is retained by Cadent to be released at a later pre-agreed date, you must ensure your tax invoice
and the Ariba record include the value of the retention to ensure you are paid correctly.

=
D
3
3 Q
z S
o 3
g
® Qo
=
go

Example Invoice Template:

0 Description of goods/services

e Total amount before tax including the retention value (A)
e Retention value (B)

22
. . 39
Q VAT value — VAT can only be applied to the total amount less the retention (D) g-.z
- =
Description Net Amount Reteoztion Retention Amount | Net less Retention VAT
ervices | £ é 1,000.00 5% £ b 50.00 || £ 950.00 | £ é 190.oo| @
ler 1 £ - 0% £ - £ - £ - §
(1]
Tier 2 £ - 0% £ - £ - £ °
Qo
Tier 3 £ - 0% £ - s - 1= 3
o
A Net Total £ 1,000.00 g
B Retention Total £ 50.00 o
o
C Total (A - B) £ 950.00 g._
D Total VAT Amount £ 190.00 H
Total Payable (C + D) £ 1,140.00 S
g
How to enter this in Ariba: 2
=]
The Total Amount before tax (including retention), should be entered in the quantity field in Ariba. 8
Service Orders with contract: g
X
s
Test Services for SES E1.00 GBP /'t g
e Supplier: Test Viendor 1 - 18002021 - uul
| e Supgliet Pac #: SES_TEST oy | 4 Add 1o Con °
Avaitable in: 3 Day(s) —
Test Senvicas for SES )
8
Material Orders: g
Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
MATERIAL UAT 2 Test UAT ‘ 1,001 | EA £1.00GBP  £1,000.00 GBP

S32J0AU|
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Entering the VAT in Ariba:

Note: If your invoice includes a retention, VAT must only be claimed against the net invoice
value less the retention, for example if the invoice is £1,000 with a 5% retention, 1,000 would
be entered as the quantity but the VAT must be entered as a value of £190 (20% of the value
to be paid - £950)

Once you have added the quantity (net invoice value before tax), you must add the VAT >
select the line, click line item actions, select tax in the dropdown.

In Ariba, VAT is defaulted to 20% (standard UK VAT) in the Rate (%) field; You must validate

=
D
3
3 Q
z S
o 3
g
® Qo
=
go

this information against your own tax PDF invoice and change the Tax Amount to reflect the g:gT
value of VAT against the invoice value less retention: $8
S =
5
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 @ MATERIAL ‘ UAT 4 ‘ UAT Test ‘ ‘ ‘ 1_00[‘ EA  £100GBP  £1,000.00 GBP
Manual Close »
o
Contract <
8
o]
Tax Category:*‘ 20% VAT “/‘ Taxable Amount: ‘ £1,000.00 GBP ‘ Remove g
(7]
Location: ‘ ‘ Rate(%): | 20
Description: ‘ ‘ Tax Amount: | £200.00 GB o
a
ime: N Exempt Detail: | (no value) ~ o
Regime: 5
2
3
Date Of Pre-Payment: ‘ ‘ Date Of Supply: ‘21 Oct 2022 ‘ £
o
Law Reference: ‘ ‘ D Triangular Transaction s
Line Item Actions v } { Delete } { Add v } 7
_g.
=
S
2
When you have changed the invoice value to reflect the correct value of tax, click update to
refresh the page. When you are checked the values input are correct, click next and review _
g =]
the summary before submitting. s
1]
(Y
S . . 3
Once the invoice is successfully matched for payment, the system will automatically deduct n
T

the retention from the invoice value and you will be paid the total value less retention and the
VAT.

The retention should be claimed via an invoice, sent to AskFinance@cadentgas.com at the
date agreed in the contract. The invoice must list the invoices paid and value of retention to
be repaid.

SBjON JIpaID
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Cadenl' Your Gas Network

Service Orders
The Purchase Order eMail

Service orders are effectively a time sheeting process and require a Service Entry Sheet (SES)
to be submitted via the Ariba Network. The creation of a SES is automated based on the data
input into an invoice record, meaning you only need to enter the data once.

1. Service orders are identified in the purchase order email with the type ‘Service’
2. The value of the service requested
3. The service start and end date

Line Items
Line # No. Schedule Lines Part # [/ Description Return Qty (Unit) Need B Subtotal
1 SES_TEST 1(EA) 30 Apr 202§ £10,000.00 GBP £10,000.00 GBP
Test Services for SES
CONTRACT #
Co10

Service Period

Service Start Date:1 Apr 2021
Service End Date:30 Apr 2021

Other Information
Expected Value for£10,000.00 GEP
Unplanned Spend:
Classification Domain:unspsc
Classification Code:80101601

A You must validate that the purchase order includes any fees you are
supplying and intend to invoice for on receipt of the purchase order.

4. When you are ready to submit your invoice, open the purchase order in your Ariba portal.

65 6 10 0 0

Orders with service line
Orders with service line (10
> Editfilter | Save filter
R (& i
Customer it Date Order Status A [ d Actions
E 1 GBP p 022 Partially I d 00.00 GBP
TEST £10,000.00 GBP Apr 22, 2022 Partially Serviced
- TEST £100.00 GBP Apr 1, 2022 Partially Invoiced £10.00 GBP
Cadent Gas Limited - TEST £10,000.00GBP  Mar 14, 2022 News
33¢ Cad Limited - TE Mar 14, 2022 New £0.00 GBP
Cadent Gas Limited - TES 11, 202
0221 Cadent Gas Limited - TEST £1,00000GBP  Mar 8, 2022 New £560.00 GBP
Cadent Gas Limited - TEST £150,00000GBP  Feb 28, 2022 Partially Invoiced £1,000.00 GBP

© Cadent Gas Ltd 2026
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Service Orders
Creating an Invoice in the Ariba Network

5. The purchase order is now open in the Ariba Network. To create your invoice, click ‘Create
Invoice’, then select ‘Standard Invoice’ from the drop down

(od4y) uonejonp
Jo} 3sanbay

SAP Ariba Network Standard Account | Upgrade = TEST MODE )
Purchase Order: 3200820226 [ oone | =
3
2 «Q
[ Create Order Confirmation v ] [ Create Service Sheet ] [ Create Invoice v ] L (5 o g
2]
Standard Invoice 3 8
Order Detail Order History Credit Memo ;
Line-Item Credit Memo
From: To: Purchase Order
Cadent Gas Limited Test Vendor 1 - 19/03/2021 (New)
Off Bromford Gate,Bromford Lan Unit 1, Ashburner Way 3200820226
Birmingham Barrow-in-Furness Amount: £10,000.00 GBP -
Cumbria Version: 1 o 3
824 8DW LAL4 5UZ 22
United Kingdom United Kingdom 2o
Phone: =0
Fax: o <
Email: harryl.thomson@cadentgas.com S =
=
Payment Terms Routing Status: Acknowledged
NET 23 Related Documents: TEST4567_SS_1
TEST4567

Comments » Test6547_SS_1
Comment Type: Terms and Conditions ) ) More(3) » 7
Body:1. Goods supplied or services provided pursuant to this purchase order are subject to our Standard Terms and Conditions of Purchase unless any other o
Terms and Conditions were agreed or stipulated as part of ... View more » g
]
(]
&
»
6. A pop-up message will appear
stating Cadent requires service (X
sheets for service orders. When N g
creating the invoice, Ariba wil e e — 8
automatically create the Service et 2
. . ] Don't show me this message again 3
Sheet as a direct reflection of the []® ' 2
data entered >
»
EA
. . . . . . . T
7. If the purchase order has multiple line items, they will be listed here, you can only invoice z
one order line per invoice. Select the line item to invoice, if you are unclear which line to g
select, contact the Cadent requestor. Note if the purchase order has one line, go to step 10
8. Click ‘Next 5
o
g
SAP Ariba Network Standard Account | Upgrade = TEST MODE ;'
(Y
v
Select Item to Create Invoice with Auto-Generated Service Sheet 2
_g
Line Items
Line # Part ID / Description e S
1 SEs_TEST [d =
(@ =z
Test Services ior SES %
~ 2 SES_TEST [& ®
~ Test Services for SES
~ 3 ses_TesT [Fd
- Test Services for SES
LEAI. Service Sheet Required.

o]
S32J0AU|
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Service Orders
Creating an Invoice in the Ariba Network

9. The Ariba invoice template is now displayed. At the top of the page, enter your invoice
number — please note this is restricted to 16 characters and must be unique

Create Invoice I Update ‘ Save ll Exit ‘ Next

¥ Invoice Header * Indicates required field ‘ Add to Header v

Subtotal £0.00 GBP View/Edit Addresses
= Total Tax: £0.00 GBP
Invaice #:* | | Total Amount without Tax:  £0.00 GBP

: Amount Due:  £0.00 GBP

Test Vendor 1 - 19/03/2021
Barrow-in-Furmess
Cumbria

United Kingdom

BillTo:  Cadent Gas Limited

Birmingham

United Kingdom

10. Scroll down and enter the details of the approver, this will be the name and email address
of the Cadent representative listed on the purchase order, please ensure the email address
is entered accurately

Field Contractor Field Engineer

Name

‘ Name:

Email: ‘

Email: |

Phone: USA 1 v‘ | ‘ ‘ | | | Phone: UsSA 1 v‘ ‘ | | ‘
Approver
Name:* | |
Email:* |

e ot T ]

Supplier VAT Customer VAT
Supplier VAT/Tax ID: E Customer VAT/Tax ID:
Supplier Commercial
Identifier:

Supplier Commercial
Credentials

11. Enter your VAT registration ID (if applicable). Note, once entered this will automatically

populate for all future invoices

12. Click ‘Add to Header’ and select R
‘Attachment’ o

Special Handling
In Discount
Allowance
Charge

Type

Additional Reference Documents and Dates

Comment SES_TE

ine [tem Actions v J { [M J

© Cadent Gas Ltd 2026
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Caclenl' Your Gas Network

Service Orders
Creating an Invoice in the Ariba Network

13. Click on ‘Choose File’ to open the browser Attachments
and flnd the PDF Image Of your taX The total size of all attachments cannot exceed 10MB

invoice, once selected click ‘Add 13
Attach ment’ No file chosen

. Cadent requires all suppliers attach a non-editable copy
Repeat for any other atta?hments’ €. of their invoice to enable validation of the fees invoiced
timesheets, payment certificates

The document name must not include any special
characters, please ensure the naming convention is
. . , Alpha Numeric
14. Go to Line Items, select ‘Add/Update P

X 0 Line Items, O Included, 0 Previously Fully Invoiced
Line Items

Insert Line item Options

LY I Add to Included Lines
No. No. Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price ubtotal
1 SES_TEST Test Services for SES Add/Update +
B . Add ContractiCatalog Items.
Line Item Actions » | { Delete

Add General Service

Add Labor Service

Add Material

Update l Save ‘ | Exit ] m

15. If the purchase order was created from a contract record, you will now see the line items
available in the contract. Select the line to invoice against and enter the monetary value
without VAT into the quantity field (if the contract includes retentions and the rate is stated
on the line item description, you should include the retention value to this entry).

Note this line must be available on the purchase order for this process to be successfully

Create Service Sheet: Add Item ﬁﬁ|
Part No: SES_TEST, Description: Test Services for SES Contract ID: €910
Q
Browse By Category Catalog v Search by part #, supplier name, or keyword v n E G.
Management Advisory Services
1 item(s) found View: 1= Sart by: Relevance v
Management and Business Profes...
Test Services for SES £1.00 GBP

: Supplier: Test Vendor 1 - 19/03/2021
L] Supplier Part #: SES_TEST Oty:| 1 Add ta Cart I

3 Day(s)
ﬂ o

Test Services for SES

16. Click ‘Add to Cart’

17. Click ‘Done’ and go to Step 23

© Cadent Gas Ltd 2026
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Service Orders
Creating an Invoice in the Ariba Network

18. If the purchase order does not quote a contract select ‘Create a Non-Catalog item’

Create Service Sheet: Add Item m Cancel

Part No: Not Available, Description: Test Line Item - Champs Training

(od4y) uonejonp
Jo} 3sanbay

=
. D
Browse By Category Search by part #, supplier name, or keyword v n \2{ G. 5 é
<=
.3

2]
No results found for , please revise your search 3 8
&
-or- R

Create a Non-Catalog item
8 o

H
19. Complete the mandatory fields in the template: 5 s
=
=

Enter the description of services — maximum 80 characters

Enter the quantity — if a daily or hourly rate, enter the quantity being invoiced, otherwise enter ‘1’
The Unit of Measure should be defaulted from the PO, this is usually ‘Each’

Price - if a daily or hourly rate, enter the rate without VAT, otherwise enter the full price without VAT

S19pIQ 82IAIBS

20. Click Save

Create Service Sheet: Add Non-Catalog Item ﬂ ‘ Cancel

o
1
o
(]
=
— 19 8
Full Description S
e
5
3
Commeodity Code: * | Business Change Consultancy z_;
=]
Quantity: 1
Unit of Measure: Each
Price: * £0.00 GBPw (7))
=
Amount:  £0.00 GBP -;
o
=
Update Amount Q
o
Supplier Information
Supplier Part Number:
5
Supplier Part Auxiliary 1D g
o
(]
<
Y
o
o
2
5
. . . ‘ ,
21. You can now see the line in the basket, click ‘Done
Create Service Sheet: Add Item ﬁ Cancel ‘ &
' 3
=2
Part No: Not Available, Description: Test Line Item - Champs Training ;
X
1]
»

Browse By Ca[egmy Search by part #, supplier name, or keyword vn G_

No results found for , please revise your search
_or-

Create a Non-Catalog item

S32J0AU|
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Service Orders
Creating an Invoice in the Ariba Network

22. Select the line item
23. Enter the service start and end date for the period covered in the invoice

24, Select ‘Line Item Actions’

) 1Line tems, 1 Included, 0 Previously Fully Invoiced
Line Items

Insert Line item Options

P iscount .
20% VAT - | Add ta Included Lines

Mo. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
v 1 Mot Available Test Line ltem - Champs Training Add/Update v
v @ SERVICE test 1 EA g GEF £10.00 GBP
Delete Add v
Edit
Add
‘ )
25. Select ‘Tax’ from the drop down T

Shipping Documents
Special Handling
Pricing Details
Discount

Allowance

Charge

Comments

Attachment

26. VAT is defaulted to 20% (standard UK VAT) in the Rate (%) field; You must validate this
information against your own tax PDF invoice and change either the Rate(%) or the Tax
Amount if you have applied a different value of tax to your invoice.

Note: If your invoice includes a retention, VAT must only be claimed against the net
invoice value less the retention, for example if the invoice is £100 net with a 10%
retention, 100 would be entered as the quantity but the VAT must be entered as a value
of £18 (20% of the value to be paid - £90)

Tax Category:* | 20% VAT \/| Taxable Amount: | £10.00 GBP ‘
Location ‘ Tax Rate Type
Regime: ~ Tax Amount: £2.00 GBP ‘
| Exempt Detail (no value) v
Date Of Pre-Payment: Date Of Supply 1 Feb 2022

‘ D Triangular Transaction

Law Reference:

If Zero Rate VAT Applies
You must complete the ‘Description’ — enter the reason for zero rate of VAT
You must also select the ‘Exempt Detail’ from the dropdown (Zero Rated or Exempt)

Both fields become mandatory if zero is entered in the rate or tax amount

© Cadent Gas Ltd 2026
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Service Orders
Creating an Invoice in the Ariba Network

27. Click ‘Next’
Note: any errors or missing data will trigger an error message at the affected field.

(od4y) uonejonp
Jo} 3sanbay

5
Tax Category* | 20% VAT Taxable Amount: | £10.00 GBP femave 3
Se
o Tax 35
5@
R -
Descri n: 3 -U
Regime ax Amount: | £2.00 GBP S
\— Exempt Detail: | (no value) v Qo
D Pre-Pay m Date Of 1 Feb 2022 i)
ofe Tra

I Line hem Actions v | | Delete Add v = :<_s
o9
o 9
]
20

o
wane ] [ smw | [_em SE
=

You will now see a summary invoice template.

28. Review the template and when ready, click ‘Submit’

S19pIQ 99IAI9S

Confirm and submit this decument. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United Kingdom. The document's destination country is:United Kingdom. (o]
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. a
]
Standard Invoice :')
o
S
£
Invoice Number: 12345680 Subtotal: £100.00 GBP =
Invoice Date: Saturday 24 Apr 2021 5:29 PM GMT+01:00 Total Tax: £20.00 GBP §
Original Purchase Order: 3200820226 Total Amount without Tax: £100.00 GBP =
Original Blanket Purchase Order: C910 Amount Due: £120.00 GBP S
REMIT TO: BILLTO: SUPPLIER:
Test Vendor 1 - 19/03/2021 Cadent Gas Limited Test Vendor 1 - 19/03/2021
Postal Address: Postal Address (Default) Postal Address: w
Unit 1, Ashburner Way Off Bromford Gate,Bromford Lan ashbrook court E'
Barrow-in-Furness Birmingham Coventry T
Cumbria Coventry =
LA14 5UZ B24 8DW CV7 8PE o
United Kingdom United Kingdom United Kingdom g‘
Address ID: 1000 o
BILL FROM: APPROVER: FIELD ENGINEER:
5
Test Vendor 1 - 19/03/2021 oe bloggs <
Email @cadentgas.com o,
Postal Address: ]
ashbrook court <
Coventry =
Coventry
cV7 8PE s
United Kingdom o
i
=]
SAP Ariba Network Standard Account | Upgrade = TesTmope
29. The invoice is successfully submitted.
. . . . Invoice 12345680 has been submitted. 2]
=
You can print a copy of the invoice or exit 3
=2
= Print a copy of the invoice. =3
« Exit invoice creation. -4
o
-
1]
(7]

Exiting the invoice creation screen, returns you to the purchase order, where you can
repeat the process and create further invoices, up to the value of the purchase order.

S32J0AU|
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Service Orders
Creating an Invoice in the Ariba Network

30. The invoice you have just submitted is now showing in the related documents section, you
can click on this field to open the document.

Purchase Order: 3200820226 m

Create Order Confirmation ¥ Create Service Sheet | ‘ Create Invoice v

(od4y) uonejonp
Jo} 3sanbay

Order Detail Order History

S32J0AU|
® s,0d buibeuep

From: To: Purchase Order

Cadent Gas Limited Test Vendor 1 - 19/03/2021 (Partially Invoiced)

Off Bromford Gate,Bromford Lan Uniit 1, Ashburner Way 3200820226

Birmingham Furness Amount: £10,000.00 GBP
Version: 1

B24 8DW
United Kingdem

‘‘‘‘‘‘

Payment Terms ' { Routing Status:
NET 23 Related Documents: 3

o3
o 9
o 9
@
20
9 s
Sh=
5

Comments
C

Contract #
ca10

What Happens Next?

S19pIQ 99IAI9S

Ariba will automatically create a Service Entry Sheet (SES)

The Cadent requestor (PO Owner) will receive an email requesting they review the SES

The Cadent requestor reviews the SES and either approves or denies the request e
If the SES is approved, Ariba will automatically create the invoice record in the network and send §
it to Cadent’s buying & invoicing environment, if the VAT is entered at a lower amount than the §
system is expecting (usually standard 20%) due to a retention calculation, an under tax exception B
will be created and managed by the Cadent Tax team. If the value of VAT entered is incorrect the 5
invoice will be rejected and require re-processing by the supplier.

If the SES is denied, the supplier will need to re-input the information based on the feedback from °
the Cadent requestor S
=

Payment will be made on the first Thursday following the days applied in the payment terms &

Key things to remember 5

<.

Ariba will automatically create a Service Entry Sheet (SES) >

(o]

The Cadent requestor (PO Owner) will receive an email requesting they review the SES g

The Cadent requestor reviews the SES and either approves or denies the request
If the SES is approved, Ariba will automatically create the invoice record in the network and send .
it to Cadent’s buying & invoicing environment, if the VAT is entered at a lower amount than the =
system is expecting (usually standard 20%) due to a retention calculation, an under tax exception ;i
will be created and managed by the Cadent Tax team. If the value of VAT entered is incorrect the g

invoice will be rejected and require re-processing by the supplier.

If the SES is denied, the supplier will need to re-input the information based on the feedback from
the Cadent requestor

Payment will be made on the first Thursday following the days applied in the payment terms
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Managing Purchase Orders & Invoices
Order Confirmation (OC)

The Order Confirmation process is only required for our stock ordering process (30
order prefix). You must also complete a ship notice (ASN — for stock purchase orders)

(od4y) uonejonp
Jo} 3sanbay

i ‘material’ from th h der email 3
=3
1. Order for products will be of the type ‘material’ fro e purchase order emai =2
Q
. S5
2. Part number and description 5@
® TV
. ® o
3. The quantity requested @
4. The NET unit price
Line Items
Line # No. Schedule Lines Part # / Description Type eturn Qty (Unit) Need By Unit Price Subtotal —
1 Not Available Material 20 (EA) 30 Apr 2021 £150.00 GBP £3,000.00 GBP x 3
Box of Materials o© 9.
20
Other Information (] ®
qu';Linel\:u.é o S o
PR No.:PR21554 o s
Classification Domain:unspsc S =
Classification Code:14111509 =
Line # No. Schedule Lines Part # / Description Type Return Qty (Unit) Need By Unit Price Subtotal
2 Not Available Material 15 (EA) 30 Apr 2021 £234.50 GBP £3,517.50 GBP
Box of Equipment
Other Information
Req. Line N
Requester:Sarah L Crowder
PR No.:PR21554 w
Classifical ainiunspsc ()
Classifi de:14111508 2
Line # No. Schedule Lines Part # / Description Type Return Qty (Unit) Need By Unit Price Subtotal o
3 Not Available Material 1 (EA) 30 Apr 2021 £25.00 GBP £25.00 GBP @
Delivery o]
o
Other Informati )
Reg. Line No.:3 -
Requester:Sarah L Crowder (4
PR No.:PR21554
Classification Domain:unspsc
Classification Code:14111505

A You must validate that the purchase order includes any fees you are
supplying and intend to invoice for on receipt of the purchase order.

o
=
o
®
o
o
o
3
3
=
3
)
=
o
S

5. When you are ready to submit your order confirmation, open the purchase order in your

Ariba portal. 2
T
4
Workbench 494 Customize ,9,,
o
o
Orders Orders to invoice Orders with service line Invoices Pinned documents
Last 31 days Last 31 days Last 31 days Last 31 days
3
<
- e.
Orders to invoice (6) 8
> Editfilter | Save filter | [Last 31 days <
Y
Resend Failed Orders ‘ B 5 3
-n
Order Number Customer Amount  Date 4 Order Status Amount Invoiced Actions _g
3000149640 Cadent Gas Limited - TEST £6,72000GBP  Jul 7,2022 New
3000149624 Cadent Gas Limited - TEST £153000GBP  Jul 5, 2022 Changed
3000149622 Cadent Gas Limited - TEST £153000GBP  Jul5,2022 Received 9
o
=2
3000149621 Cadent Gas Limited - TEST £1,53000GBP  Jun 29, 2022 Received =
4
o
3000149620 Cadent Gas Limited - TEST £1,92000GBP  Jun 29, 2022 New T
(7]
3000149577 Cadent Gas Limited - TEST £730.00GBP  Jun 22, 2022 Partially Received
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Managing Purchase Orders & Invoices
Order Confirmation (OC)

6. The purchase order is now open in the Ariba Network. To create an Order Confirmation,
click ‘Create Order Confirmation’, then from the drop down

» Select ‘Confirm Entire Order’ to confirm the entire order as a single delivery

(od4y) uonejonp
Jo} 3sanbay

+ Select ‘Update Line Items’ to confirm part delivery with the ability to place items on =
3
back order 58
. . . . . . S.3
+ Select ‘Reject Entire Order’ if the information on the purchase order is incorrect %
® o
o
Qo
SGAP Ariba Network Standard Account | Upgrade @~ TEST MODE @)
Purchase Order: 3200820283 [ oo |
23
6 o 9
Create Order Confirmation v [ Create Ship Notice ] { Create Invoice v } L = g §
Confirm Entire Order g g
Update Line Items listory =
Reject Entire Order
From: To: Purchase Order
Cadent Gas Limited T5_! Vendor 1 - 19/03/2021 (New)
Off Bromford Gate,Bromford Lan Unit 1, Ashburner Way 3200820283 »
Birmingham Elarrow-ln-Furness Amoynt: £6,542.50 GBP ]
Cumbria Version: 1 E
B24 8DW LAL4 SUZ 3
United Kingdom United Kingdom o
Phone: 5
Fax: %
Email: harryl.thomson@cadentgas.com a

Payment Terms '/ Routing Status: Sent
NET 23

Comments

Comment Type: Terms and Conditions

Body:1. Goods supplied or services provided pursuant to this purchase order are subject to our Standard Terms and Conditions of Purchase unless any other
Terms and Conditions were agreed or stipulated as part of ... View more »

o
5
Q
]
=
(2]
o
S
=
=
3
)
=
o
S

Confirming PO Exit

(2]
If confirming the entire order: | © SB™EE Guger Confimation Heacr R E
(@) Eomode e | e §
- 3200820283 8

7. Enter the confirmation number |'“—e
8. Enter your reference = 3
Y
9. Enter the Estimated Shipping 3
. Attachments -
and Delivery Dates e S SR 5
11. Click ‘Next’ s o
” g
Line Items =
4
Line#  Part #/ Description Qty (Unity Need By Unit Price Sublotal 2
1 Not Available 20 (EA) 30 Apr 2021 £150.00 GBP £3,000.00 GBP 3

Box of Equipment
Current Order Status

15 Confirmed As Is (Estimated Delivery Date: 30 Ape 2021

Not Available 1(e8) 30 Apr 2021 £25.00 &P £25.00 GBP
Delivery

1 Confirmed As Is (Estimated Delivery Date: 30 Apr 2021)

© Cadent Gas Ltd 2026 ﬂ
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Managing Purchase Orders & Invoices

Order Confirmation (OC)

If confirming part of the order via the

Update Line Items option:

7. Enter the confirmation number

8. Enter your reference

9. Enter the Estimated Shipping
and Delivery Dates

10. Enter the quantity confirmed, on
back order or rejected

11. Click ‘Next’

© Cadent Gas Ltd 2026

Cadent

Your Gas Network

Confirming PO

Review

Confirmation

Confirmation #:

Associated 3200820283

Purchase Order

Shipping and Tax Information

| @ Update ltlem Stalus v grder Confirmation Header

Customer:  Cadent Gas Limited - TEST
Supplier
Reference:

Enter shipping and tax information at the line item level.

* indficates required field

Est. Shipping Date: =] Est. Shipping Cost
Est. Delivery Date: = Est. Tax Cost:
Comments:
Altachments.
Name Size (bytes) Cantent Type
Noitems
Browse... Add Attachment
The total size of all aitachments cannot
exceed 1048
Line Items
Lne#  Part#/ Description Oty (Unit) Need By Unit Price Subtotal
L Not Available 20(ER) 30 Apr 2021 £150.00 GBP £3,000.00 GBP
Box of Materials
Current Order Status
° 20 Unconfirmed
dconmm Backorder: Reject: Detalls
Attachments
Name Size (bytes) Cantent Type
No items
e
The total size of i alICHMEents cannol
exceed 10M8
2 Not Available 15 (ER) 30 Apr 2021 £23450 GBP £3,517.50 GBP
Box of Equipment
Current Order Status
) 15 Unconfirmed
dm.,m eackader Refct ;
achments:
Name Size (bytes) Content Type
No items
o
Tie fotal size of ail attachments cannot
exceed 10MB
N Not Avallable 1EN 30 Apr 2021 £25.00 GBP £25.00 GBP
Delivery
Current Order Status
() 1 Unconfirmed
—
dcmhm Backorder: Reject: Details 0}
Atachments:
Name Size (bytes) Content Type
No items

Browse... Add Attachment

P
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Caclenl' Your Gas Network

Managing Purchase Orders & Invoices
Order Confirmation (OC)
Confirming PO [ previous Jﬂ?]

3200820283 27.04.2021
545625611
30 Apr 2021

Review the Order Confirmation (E) uniots o seum

Attachments:

Review
Confirmation

12. Click ‘Submit’ i
. Clic ubmit
Line # Part # | Description Qty (Unit) Neea By Unit Price Subtotal
L Not Available 20 (EA) 30 Apr 2021 £150.00 GBP £3,000.00 GBP
Bax of Materials
Current Order Status:
20 Confirmed As Is (Estimated Delivery Date: 30 Apr 2021 - defaulted from Ry rquested Delivery Date in order)
2 Not Available 15 (EA) 30 Apr 2021 £234.50 GBP £3,517.50 GBP

Box of Equipment
Current Order Status:

15 Confirmed As Is (Estimated Delivery Date: 30 Apr 2021 - defaulted from Requested Delivery Date in order)

Not Available 1(EA) 30 Apr 2021 £25.00 GBP £25.00 GBP
Delivery

Current Order Status:

1 Confirmed As Is (Estimated Delivery Date: 30 Apr 2021 - defaulted from Requested Delivery

Frevos %

If rejecting the entire order: REJECT ENTIRE ORDER

Order Confirmation Number:
13. Enter the confirmation number Confirmation #: [ | @

Comments:

14. Enter comments

15. Click 'Reject Order’

15

If rejecting an order you must not provide the goods or services.

Any invoice relating to a purchase order rejected by you in the Ariba Network will be returned to
you unpaid.

Changes to Purchase Orders when Confirmed

Order Confirmation prevents some changes being made to the purchase order line, i.e. the
requestor cannot cancel the purchase order or reduce the quantity of the line item. They can
however increase the quantity on the line item or add an additional line item if required.

For Non-Stock Purchase Orders you do not need to send a Ship Notice, however, this is required
for our stock process (PO with 30 prefix)

Order Confirmation prevents the quantity on the purchase order being reduced by the requisitioner.

© Cadent Gas Ltd 2026
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Ship Notice (ASN)

Material Order - Required for stock
purchase orders with ‘30’ prefix only
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Cadent Your Gas Network
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Managing Purchase Orders & Invoices
Ship Notice (ASN)

The Ship Notice process is only required for our stock ordering process (30 order
prefix).

(od4y) uonejonp
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1. Once you have completed the Order Confirmation (OC) and are preparing to ship your

goods to Cadent, open the purchase order in your Ariba portal. 2
2 «Q
5.3
Workbench 4§74 Customize 8 =
® o
o
6 6 0 0 0 ®
Orders Orders to invoice Orders with service line Invoices Pinned documents
Last 31 days Last 31 days Last 31 days Last 31 days
Orders to invoice (6) 2 3
> Editfilter | Save filter | [Last3ldays o 9
23
=1
=0
Resend Failed Orders ‘ faa o <
Sh=
=
Order Number Customer Amount Date 4 Order Status Amount Invoiced Actions.
3000149640 Cadent Gas Limited - TEST £6,720.00 GBP Jul 7, 2022 New
3000149624 Cadent Gas Limited - TEST £1,530.00 GBP Jul 5, 2022 Changed
[72]
3000149622 Cadent Gas Limited - TEST £1,530.00 GBP Jul 5, 2022 Received 5
3000149621 Cadent Gas Limited - TEST £1,530.00 GBP Jun 29, 2022 Received 8
3000149620 Cadent Gas Limited - TEST £1,920.00 GBP Jun 29, 2022 New 3_
[
9
3000149577 Cadent Gas Limited - TEST £730.00 GBP Jun 22, 2022 Partially Received @
. . - g
2. Click ‘Create Ship Notice 3
S
Business Network Standard Account TEST MoOE € Back to classic view
z
Purchase Order: 3200820283 §
=3
o
=3

I Create Order Confirmation v Create Ship Notice Create Invoice v

Order Detail ~ Order History
Ko o Purchase Order
Cadent Gas Limited Test Vendor 1 - 19/0/2021 New
1A 3200820283
Amount: £6,542.50 GBP
Version: 1

United Kingdom

524 8
United Kingdom

Phone
Fax
Email: dontgas com

Payment Terms ! g Status: Sent

NET 23

Comments

Comment Type: Ter Conditions

Body:1. Goods supp vices provided pursuant to this purchase order are subject to our Standard Terms and Conditions of Purcha ess any other Terms and Conditions were agreed or stipulated as part of ... View more

- S
<
Q.
Q
L]
s
o
3
i
T
o
=
o
=2
~
4
o
P=3
1]
»
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Cadent Your Gas Network
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Managing Purchase Orders & Invoices
Ship Notice (ASN)

GAP" BusinessNetwork - Standard Account [\Upgrade]  resTwose

Create Ship Notice Save Exit | Next

Complete the template. —
The mandatory fields are
highlighted here, you can o [

(od4y) uonejonp
Jo} 3sanbay

complete additional B - _
information such as carrier _3
or weight if the information e 53
. . (2]
is available. e ﬂ e R 43
3. Enter the ‘Packing Slip
ID’ _
- o
N - o9
4. Enter the ‘Shipping e . . Ss
Date’ and ‘Delivery -
Date’ pr—
[72]
[+
5. Add any attachments . 2
here o
&
']
6- Enter the quantity Transport Terms Equipment Ideniification Code Geoss Volume: Unit Grass Weight Unit Sealing Party Code SealID
being shipped - o
Add Transport Term t%
» Addiional Fields o
. =]
7. Enter the production S Ed
13 ) 3
Batch |D Order & Item Part # | Description Customer Part & aty Unit Meed By Ship By Unit Price Subtotal 2‘.
8. Enter the date of O —
production o -
Line Ship Oty Supplier Batch ID Production Date Expiry Date
9. Enter the date of , 6 d_la Fa
product expiry [resonemi |
: — 3
Repeat for all items on S ——n S
the order' ::ﬁ::::::‘;nw,- DEA Total Backordered Quandity: 0 EA ﬁs)
Line Supplier Batch ID Production Date Expiry Date 8
’ —6——o
. Add Ship Notice Line ‘
10. Click ‘Next’ - W
Delivery Q
E— g
Tt Confime auartity: 0 Tt Bschorgerea Qusniy: OEA §

Line Ship Qty Supplier Batch ID Production Date Expiry Date

.
0 00— O

| Add Ship Notice Line

Ly | Add Order Line item }

S32J0AU|
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Managing Purchase Orders & Invoices
Ship Notice (ASN)

Review the Ship Notice summary

(od4y) uonejonp
Jo} 3sanbay

11. Click ‘Submit’

=
D
3
- Ex
Standard Account & Back to classic view 5
Upgrade Of «Q
11 2
. . ; ® o
Create Ship Notice Submit &
Q0
Confirm and submit this document.
SHIP FROM DELIVER TO 5
23
Test Vendor 1 - 19/03/2021 Cadent Gas Limited s o
ER
Unit 1, Ashburner Way (=3
Barrow-in-Furness Off Bromford Gate,Bromford Lan o s
Cumbria Birmingham S -
LA14 5UZ =
United Kingdom CRLEDLY
United Kingdom
Ship Notice Header
4
SHIPPING TRACKING 2
Packing Slip ID: 1234 Tracking information not provided. g'
Invoice No.: o
Requested Delivery Date: — 3
]
Ship Notice Type: - a
Actual Shipping Date: 20 Jul 2021
Actual Delivery Date: 22 Jul 2021 12:00:00 PM
Gross Volume: -
Gross Weight: — o
g
DELIVERY AND TRANSPORT INFORMATION ]
Delivery Terms: - Shipping Payment Method: Account 9
Delivery Terms Description: - Shipping Contract Number: - 3
Transport Terms Description: - Shipping Instructions: - 3
2
ADDITIONAL FIELDS =
=]

Additional information not provided.

Order Items Hide Item Details
Order # Item Part # / Description Customer Part # Qty Unit Need By Ship By Unit Price Subtotal
3200820283 1 Not Available 20 EA 30 Apr 2021 £150.00 GBP £3,000.00 GBP

Box of Materials

SHIPMENT STATUS

v 1.shipQry: 20EA Hide Details
No detail information provided. 2
=3
3
3200820283 2 Not Available 15 EA 30 Apr 2021 £234.50 GBP £3,517.50 GBP <
Box of Equipment B
v
o
SHIPMENT STATUS m
~ 1.shipQty: 15EA Hide Details =

No detail information provided.

3200820283 3 Not Available 1 EA 30 Apr 2021 £25.00 GBP £25.00 GBP (2]
b
Delivery 2
=
=z
SHIPMENT STATUS o
o
v LshipQy: 1EA Hide Details (]

No detail information provided.

S32J0AU
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Managing Purchase Orders & Invoices
Invoice Creation (Material Order)

This process should be followed for suppliers who receive purchase orders via Ariba with
a material item category. For service item category, see section ‘Service Orders’

(od4y) uonejonp
Jo} 3sanbay

For purchases for our logistics team (PO prefix '30’) an order confirmation (OC) and ship H
. . . . . . . s 9
notice (ASN) must be completed before the invoice is created. This is a requirement of 2e
. . . . . o«
the extended warehouse management process within SAP that Cadent operates within its 83
stores. @
A You must validate that the purchase order includes any fees you are 5
. . . . . A s
supplying and intend to invoice for on receipt of the purchase order. g
=1
=
1. When you are ready to submit your invoice to Cadent, open the purchase order in

your Ariba portal ”

2

Workbench 474 Customize 8

o

6 6 0 0 0 &

with service line Invoices Pinned documents @

Orders to invoice (6) 9

> Editfilter | Savefilter | [Last31days g

(2]

0 Resend Failed Orders ‘ fa o %

Order Number Customer Amount Date Order Status Amount Invoiced Actions. 5

2

3000149640 ‘Cadent Gas Limited - TEST £6,720.00 GBP Jul 7, 2022 New g.

3000149621 ‘Cadent Gas Limited - TEST £1,530.00 GBP Jun 29, 2022 Received (2]

=

i T

3000149620 ‘Cadent Gas Limited - TEST £1,920.00 GBP Jun 29, 2022 New 2

)

3000149577 ‘Cadent Gas Limited - TEST £730.00 GBP Jun 22, 2022 Partially Received §'

2. Click ‘Create Invoice’, then * Standard Invoice’ in the drop down

SAP  Business Network Standard Account | Upgrade = TEST MooE € Back to classic view ®

Purchase Order: 3200820283

=
<
=
)
o
=
o
o
(e]
)
5

Create Order Confirmation v I ‘ Create Ship Notice Create Invoice v X > =
Standard Invoice
Order Detail Order History
(2]
=
From: To: Purchase Order a
Cadent Gas Limited Test Vendor 1 - 19/03/2021 (New =
Off Bromford Gate,Bromford Lan Unit 1, Ashburner Way 3200820?83' =
Birmingham Bar s Amount: £6,542.50 GBP S
Cun Version: 1 a
B24 8DW LA14 5UZ g
United Kingdom Uni
ader
Payment Terms '/ Routing Status: Sent
NET 23
Comments

Comment Type

rovided pursuant to this purchase order are subject to our Standard Terms and Conditions of Purchase unless any other Terms and Conditions were agreed or

S32J0AU|
pajoalay Buibeuep
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Managing Purchase Orders & Invoices
Invoice Creation (Material Order)
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3. Enter the Invoice number of your sales invoice — please note this is restricted to 16
characters and must be unique

(od4y) uonejonp
Jo} 3sanbay

4. Enter the date of your sales invoice (this can be up to 365 days in the past but not in

=
the future) -3
i¢
=3
5. Click ‘Add to Header’ w
)
6. Select ‘Attachment’ to attach a PDF copy of your tax invoice
SAP~ Business Network Standard Account [\ipgrade’| TesTMooe ¢ Back to dlassic view g g
g3
Create Invoice I Update | [ Save g ;
S =
=
¥ Invoice Header * Indicates required field
S
Purchase Order: 3200820283 Subtotal: £6,542.50 GBP Special Handling (4
Total £0.00 GBP 3
Total Amount without Tax:  £6,542.50 GBP Discount g
Amount Due: £6,542.50 GBP — 8
. De Charge 9
s Additional Reference Documents and Dates. g
I. Remit To:  Test Vendor 1 - 19/03/2021 — 6 !
Barrow-in-Furmess
BT Cadent G Lo o
Birmingham g
United Kingdom o
g
5
7. Enter your VAT Registration Number )
8. Click ‘Choose File’ and using the browse box select the PDF of your tax sales invoice ”
_g.
g
9. Click ‘Add Attachment’ to attach the document to the invoice record g

Supplier VAT Customer VAT

Customer VAT/Tax ID: | GB243133345

Atachments

=
<
o
o
o
=
o
o
(e]
)
5

The total size of all attachments cannat exceed 10MB Remave

Choose File lNo file chosen Add Attachment 9

| Add to Header » ‘

S8JON paID

The document name must not include any special characters, please ensure the naming convention
is Alpha Numeric. If any special characters are found an error will appear here and the attachment will
not be added.
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Managing Purchase Orders & Invoices
Invoice Creation (Material Order)

10. Use the toggle buttons to select which items to include in the invoice

(od4y) uonejonp
Jo} 3sanbay

11. Enter the quantity you are invoicing for — if the structure of the PO does not allow
you to create the invoice record to mirror your own tax invoice please contact

=
the requestor and request this is changed. Alternatively contact sg
ProcurementServices@cadentgas.com 53
83
12. Click ‘Line Item Actions’ and select ‘“Tax’ from the dropdown "
v ' [ £ £150 5

v 10 118 N
o]
;
13. VAT is defaulted to 20% (standard UK VAT) in the Rate (%) field; You must validate 5
this information against your own tax PDF invoice and change either the Rate(%) g

or the Tax Amount if you have applied a different value of tax to your invoice.

Note: If your invoice includes a retention, VAT must only be claimed against the net

invoice value less the retention, for example if the invoice is £100 net with a 10% _%
retention, 100 would be entered as the quantity but the VAT must be entered as a z
value of £18 (20% of the value to be paid - £90) 8

Tax Category:* | 20% VAT

=
<
=
)
o
=
o
o
(e]
)
5

Y [ e temactons v | [ oetete

SBjON JIpaID

If Zero Rate VAT Applies
You must complete the ‘Description’ — enter the reason for zero rate of VAT
You must also select the ‘Exempt Detail’ from the dropdown (Zero Rated or Exempt)

Both fields become mandatory if zero is entered in the rate or tax amount

14. Click ‘Next’ at the bottom of the screen

S32J0AU|
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Managing Purchase Orders & Invoices
Invoice Creation (Material Order)

15. Review the summary and click ‘Submit’ when you are confident this record accurately
represents your tax sales invoice

(od4y) uonejonp
Jo} 3sanbay

GAP  Business Network Standard Account | Upgrade | TESTMODE & Backto classic view §
3
. . 2Q
Create Invoice Previous Save Exit S5
- J ) 2@
2
® Qo
Confirm and submit this document. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United Kingdom. The document’s destination country is:United Kingdom. o
f 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 sevice. g
Standard Invoice
Subtotal: £2,672.50 GBP 5
te: Tuesday 20 Jul 2021 5:24 PM GMT+01:00 Total Tax: £0.00 GBP g g
Orig Total Amount without Tax: £267250 GBP o g'
Amount Due: £2,672.50 GBP g b
o
REMIT TO: BILLTO: SUPPLIER: =
Test Vendor 1 - 19/03/2021 Cadent Gas Limited Test Vendor 1 - 19/03/2021
Postal Address: Postal Address (Default): Postal Address:
Unit 1, Ashbumner Way Off Bromford Gate Bromford Lan ashbrook court
Barrow-in-Fumness Birmingham Coventry g’
Cumbria Coventry 2
LA14 502 B24 8DW CV7 8PE o
United Kingdom United Kingdom United Kingdom @
Address ID: 1000 (]
o
(]
=
(")
o
=
&
H =
16. When you return to the purchase order any related documents (OC, ASN, Invoice) can s
o
be found and accessed from here Ed
5
3
SAP~ Business Network Standard Account | Upgrade = TESTMooe € Back to classic view @ g
=
Purchase Order: 3200820283 [ oo |
I Create Order Confirmation I [ Create Ship Notice Create Invoice ¥ ES 2
(7]
=3
Order Detail Order History T
4
)
From: To: Purchase Order o
Cadent Gas Limited Test Vendor 1 - 19/03/2021 (New) o
Unit 1, Ashburner Way 3200820283

Off Bromford Gate Bromford Lan

Birmingham Barrow-in-Furness Amount: £6,542,50 GBP

Cumbria Version: 1
824 8DW
United Kingdom United Kingdom
Phane:

Payment Terms |

Re Status: Sent
NET 23 Related

P

=
<
=
)
o
=
o
o
(e]
)
5

Entering your VAT Registration Number once stores the information in Ariba for any future invoice
records.

Ariba controls the format of the invoice record to mirror the format of the purchase order, if this does not
enable you to create an invoice please speak to the PO owner in the first instance.

You may receive a ‘call-off’ purchase order where the price is shown as ‘1.00’ and the monetary value
is reflected in the quantity field. When creating the invoice, treat the quantity as if it were the value.

S8JON paID

All invoice records in Ariba must exclude VAT. The system will calculate the value of expected tax and
if the record does not match will flag this to our tax team before the invoice can be matched for payment

Your invoice will be returned to you unpaid if you do not attach a PDF image of your tax invoice or if
your tax invoice does not match the invoice record in Ariba.
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pajoalay Buibeuep

© Cadent Gas Ltd 2026



Credit Notes

aaaaaaaaaaaaaaa



Cadent Your Gas Network g

}IOMJON BqUIY JNOA

Managing Purchase Orders & Invoices
Credit Notes

From time to time, suppliers may need to send a credit note to Cadent, for example if
goods have been returned by the requestor. Please note, Credit Notes can only be
created in Ariba for ‘Material’ type purchase orders.

(od4y) uonejonp
Jo} 3sanbay

=
D
3
. . 5 g
1. Open the purchase order in your Ariba network. 2¢
5@
® T
Workbench 4§} Customize ® o
()
6 0 0 )

Orde line Invoices Pinned documents

La Last 31 L Last 31

H
Orders (6) o O
=* 5
> Editfitter | Sa T Last 31 days g ®
=
o=
Resend Falled Orders B & S =
=

Order Number T Customer Amount Date Order Status Amount Invaiced Actions

3000149577 Cadent Gas Limited - TEST £73000GBP  Jun 22,2022 Partially Recelved

3000149620 Cadent Gas Limited - TEST £192000GBP  Jun 29, 2022 New @
()

Cadent Gas Limited - TEST £153000GBP  Jun 29, 2022 Recelved b

3

(]

o

&

. ‘ . ) P . y .

2

2. Click ‘Create Invoice’, then ‘ Line-ltem Credit Memo’ in the drop down @

SAP Business Network Standard Account | Upgrade | TESTMODE G =T @

Purchase Order: 3200820283 ES 9
]
=

o et . o

Create Order Confirmation v Create Ship Notice Create Invoice v i =] o
S

Standard Invoice ;"'

Order Detail Order History Credit Memo 3
-

Line-Item Credit Memo o

From: To: Purchase Order S

Cadent Gas Limited Test Vendor 1 - 19/03/2021 (Partially Invoiced)

Off Bromford Gate,Bromford Lan Unit 1, Ashburner Way 3200820283

Birmingham Barrow-in-Fumess Amount: £6,542.50 GBP

Cumbria Version: 1
B24 8DW LA14 5UZ
United Kingdom g:‘n‘:: Kingdom »
Fax 3.
Email: harryl.thomson@cadentgas.com T
4
j )

Payment Terms ' ! Routing Status: Acknowledged 5'

NET 23 Related Documents: test_789 b

abe123

Comments 80283

Comment Type: Terms and Conditions

Body:1. Goods supplied or services provided pursuant to this purchase order are subject to our Standard Terms and Conditions of Purchase unless any other Terms and Conditions were

agreed or stipulated as part of ... View more »

5
<
. . . . e.
o
3. Select the invoice you wish to credit 8
<
Y
v
o
‘ . . et
4. Select ‘Create Line-Item Credit Memo E
SAP Business Network Standard Account | Upgrade | TesTMoDE € Back to classic view ®@
Line-ltem Memo m o
=
1]
(<X
. —_ -
Invoices (3) = =
]
)
Invoice # Reference Submit Method  Origin Self Billing Source Doc  Date Amount Routing Status () Invoice Status (D) 7]
test_789 B 3200820283  Online Supplier  No Order 6 Aug 2021 £112560 GBP  Acknowledged Approved
abc123
& 3200820283  Online Supplier  No Order 21 Jul 2021 £900.00 GBP  Acknowledged Approved
3200820283  Online Supplier  No Order 20 Jul 2021 £2,67250 GBP  Acknowledged Sent
Create Line-Item Credit Memo éirsate Line-ltem Debit Memo ] [ Edit ] [ Copy ] [ Create Non-PO Invoice ] [ Create Contract Invoice

S32J0AU|
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Managing Purchase Orders & Invoices
Credit Notes

5. Enter your Credit Memo number — please note this is restricted to 16 characters
and must be unique

6. Enter the date of your sales credit note (this can be up to 365 days in the past but not
in the future)

7. Click ‘Add to Header’

8. Select ‘Attachment’ to attach a PDF copy of your tax credit note

SAP Business Network Standard Account | Upgrade = TEsTmoDE < Back to classic view @

Create Line-ltem Credit Memo [ Update H Save H Exit ]“

Credit Memo Type

You are creating a Credit Memo with Quantity Adjustment

v Invoice Header * Indicates required field Add to Header v

Shipping Cost

Summary Special Handling

Subtotal: £-2,672.50 GBP Discount
Credit Memo #:* | CR80283 Total Tax: £0.00 GBP
Total Amount without Tax:  £-2,672.50 GBP Allowance

Amount Due: £-2,672.50 GBP

Credit Memo Date:*| 15 Sep 2021

Charge 8
O L N 80283

Original Invoice Date: 20 Jul 2021

Supplier Tax ID

Remit To:  Test Vendor 1 - 19/03/2021
Barrow-in-Fumess
Cumbria
United Kingdom
BillTo:  Cadent Gas Limited
Birmingham

United Kingdom

Comment

9. Scroll down to the Comments
section. Enter the comment to
state the reason for the Credit Note

Reason for Credit Memo:*

i

Default Credit Memo
Comment Text:

i

10. In the Attachments section, click ‘Choose
File’ and using the browse box select the
PDF of your tax sales credit note

Attachments

The total size of all attachments cannot exceed 10MB

16 Choose File No file chosen Add Attachment h

11. Click ‘Add Attachment’ to attach the
document to the credit note record

The document name must not include any special characters, please ensure the naming convention
is Alpha Numeric. If any special characters are found an error will appear here and the attachment will
not be added.

© Cadent Gas Ltd 2026
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Managing Purchase Orders & Invoices
Credit Notes
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Scroll down to Line Items

(od4y) uonejonp
Jo} 3sanbay

12. Use the toggle buttons to select which items to include in the credit note

=
Q
=3
-
13. Enter the quantity you are crediting, remember to keep the minus sign (-) gg
i3
14. Select the first line you are crediting P4
15. Click ‘Line Item Actions’ and select ‘Tax’ from the dropdown
5
Line Items 2 Line Items, 1 Included, O Previously Fully Invoiced g §
o 9
R
Insert Line Item Options g §
D Ty v‘ D Shipping Decuments D Special Handling D Discount =
@ MATERIAL Not Available Box of Materials £150.00 GBP £-1,500.00 GBP (‘g’
© MATERIAL Not Available Box of Equipment £234.50 GBP £0 GBP g
Excluded line items cannot be 8
o
o
L’ liem Actions 15 5
[ Update [ Save ] [ Exit ] Next 9
Special Handling Q
°
Discoun t o
Al g
__r',' ® 20 z“a’Ee company. All rights reserved. Privacy Statement  Security Disclosure  Terms of Use §
nnnnnnn its e'.
Attachment g
16. VAT is defaulted to 20% (standard UK VAT) in the Rate (%) field; You must validate
this information against your own tax PDF credit note and change either the Rate(%) G?
or the Tax Amount if you have applied a different value of tax to your invoice. z
§".
Tax Categon 209 VAT t | £10.00 GBP
| e [ 5
' S
Exer (no valug) v 8
m ¢ Feb 2022 =) <.
Y
S
b [ line temctoms v | [ petne 3
T

If Zero Rate VAT Applies

You must complete the ‘Description’ — enter the reason for zero rate of VAT

S8JON paid

You must also select the ‘Exempt Detail’ from the dropdown (Zero Rated or Exempt)

Both fields become mandatory if zero is entered in the rate or tax amount

17. Click ‘Next’ at the bottom of the screen

S32J0AU|
pajoalay Buibeuep
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Managing Purchase Orders & Invoices
Credit Notes

18. Review the summary and click ‘Submit’ when you are confident this record accurately
represents your tax sales invoice

(od4y) uonejonp
Jo} 3sanbay

SAP Business Network Standard Account | Upgrade | TESTMODE 4 Back to classic view

=
o
. i 3
Create Line-ltem Credit Memo Submit 5 g
=€
.3
)
Confirm and submit the line-item credit memo. It will be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:United Kingdom. The document's destination country is:United ® TV
Kingdom. 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. ® o
. . )
Line-ltem Credit Memo 'Y
(Original Invoice No: 80283)
Credit Memo Number: CR80283 Subtotal: £-1,500.00 GBP
Credit Memo Date: Wednesday 15 Sep 2021 12:00 PM GMT+01:00 Total Tax: £-300.00 GBP
Original Invoice Number: 80283 Total Amount without Tax: £-1,500.00 GBP _
Original Invoice Date: Tuesday 20 Jul 2021 5:24 PM GMT+01:00 Amount Due: £-1,800.00 GBP m 3
Original Purchase Order: 3200820283 3
o 9
g8
20
REMIT TO: BILLTO: SUPPLIER: =3
S s
Test Vendor 1 - 19/03/2021 Cadent Gas Limited Test Vendor 1 - 19/03/2021 §
Postal Address: Postal Address (Default) Postal Address:
Unit 1, Ashburner Way Off Bromford Gate,Bromford Lan ashbrook court
Barrow-in-Furness Birmingham Coventry
Cumbria Coventry
LAl4 5UZ B24 8DW CV7 8PE
United Kingdom United Kingdom United Kingdom
Address ID: 1000 o
3
=
o
o
o
)
=
)
o
=
&
H =
19. When you return to the purchase order any related documents (OC, ASN, Invoice) o
=]
=
can be found and accessed from here S
3
2
- & Back to classic view =
SAP  Business Network Standard Account | Upgrade | TESTMoDE ® o
5]
Purchase Order: 3200820283 [ oore |
[ Create Order Confirmation v ] [ Create Ship Notice [ Create Invoice v ] L @2
(2]
=
Order Detail | Order History ';
o
=3
From: Tor Purchase Order 8
Cadent Gas Limited Test Vendor 1 - 19/03/2021 (Partially Invoiced)
Off Bromford Gate,Bromford Lan Unit 1, Ashburner Way 3200820283
Birmingham Barrow-in-Furness Amount: £6,542.50 GBP
Cumbria Version: 1
B24 8DW Lal4 5UZ
United Kingdom United Kingdom
Phone:
Fax: 5
Email: harryl.thomson@cadentgas.com 2
o
: o
Payment Terms '/ Routing Status: Acknowledged L
NET 23 Related Documents: CRB0283 <
test_789 o
Comments abcl23
Comment Type: Terms and Conditions More(1) » Y
Body:1. Goods supplied or services provided pursuant to this purchase order are subject to our Standard Terms and Conditions of Purchase unless any other Terms and Conditions were o
agreed or stipulated as part of ... View more » -
°
(2]
=
©
=
Once a credit note has been submitted, the ordered but not invoiced quantity on the order line is 2
A ]
updated to reflect the credit g
©
7]

S32J0AU|
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Cadenl' Your Gas Network

Managing Purchase Orders & Invoices
Managing Rejected Invoices

When your invoice has been submitted to Cadent via the Ariba Network it needs to pass
two sets of ‘rules’. The first set of rules sit in the Ariba Network, these are basic rules
such as the invoice must be created from a purchase order or BPO and must not exceed
the quantity ordered.

1. You will receive an email notification from the network stating the invoice has been
rejected and the reason for rejection:

[EXT] Rejected - Invoice 221-2 - to Cadent Gas Limited - TEST (ANID: AN01428874750-T) - Notification from Ariba Network

. € Reply | ) Reply & > Forwerd
netwark_accounts@ansmip.ariba.com <ordersender-prod@ansmtp.ariba.com> ; ;

SAP Ariba

Your customer Cadent Gas Limited - TEST updated your invoice on Ariba Network. Click View Invoice to log into your Ariba Network account (ANID: ANO1764893295-T).

Country GB

Customer Cadent Gas Limited - TEST

Invoice number 221-2

Invoice Status Rejected

Rejected Reason INV-52: The subtotal of line item 1 exceeds the buying organizations line item subtotal limits.

The second set of rules sit in Cadent’s Buying & Invoicing side of Ariba. If the invoice
passes the Network rules explained above, the invoice will be pushed to Cadent. This
creates a list of exceptions, which must be completed to match the invoice for payment.
Where these exceptions have not been automatically cleared, such as missing goods
receipt, invalid tax entry, incorrect quantity entered, the invoice will be routed to the
appropriate actor to resolve the issue or reject back to the supplier if it needs to be
amended.

2. You will receive an email notification from the network stating the invoice has been
rejected, who rejected it and their comments as to the reason for rejection:

[EXT] Rejected - Invoice 333-1 - to Cadent Gas Limited - TEST (ANID: AN01428874750-T) - Notification from Ariba Network
c network_accounts@ansmtp.ariba.com <ardersender-prod@ansmip.ariba.com> 5 Reply | % Ryl 7 foead

£ms with Bow this message is Qisplayed, dick DerE 10 View It In 3 web browser
e i R N R R R TR O KR SR R N SR FR T R R A TS TR S TR TS T R T EIIEE SR A IO 1]

SAP Ariba

Your customer Cadent Gas Limited - TEST updated your invoice on Ariba Network. Click View Invoice to log into your Ariba Network account (ANID: ANO1764993285-T).

Country GB

Customer Cadent Gas Limited - TEST

Invoice number 333-1

Invoice Status Rejected

Rejected Reason: Comment: please add VAT (Rejector Name , 2022-10-24T01:46:17-07:00)—
Partial Amount 0.00

© Cadent Gas Ltd 2026
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Cadenl' Your Gas Network

Managing Purchase Orders & Invoices
Managing Rejected Invoices

On receipt of this email, you can click on the view invoice button to open the invoice.

e you will also see the rejected invoice in the Activity Feed in the Ariba Portal

GAP  Business Network ~ Standard Account | Getenterprise account = TEST MODE

Home Enablement Workbench Cat Messages Create \

! : T T == . I I B
) Support the people of Ukraine. Update the categories and service locations in your Marketing profile and enable the Support Ukraine toggle to match buyer postings for urgently-needed humanitarian aid for
Ukraine. Learn More | Update Profile | Don't remind me again

AT LN I

Oveniew  Getting started®

73 2 8 0 .©
Orders Orders to invoice Orders with service line Invoices Pinned document More
Last 31 day Last 31 days Last 31 days
My widgets  Cadent Gas Limited - TEST v 4% Customize e
Purchase orders Last 3 months v Invoice aging Activity feed ~ All v Viewall 44
£ 1 94 K £ 5 1 7 K Invoice rejected
2212 £600.00 GBP
£200K . £5K ‘E
£150K FAX Invoice rejected &
" Oct 24, 2022 | 0952 AM | Cadent Gas Limited - TE
£100K / 3331 £1,000.00 GBP
50K
= Order received
A oct 3300000362 £100.00 GBP
@ Sere W Rejectea

e the final way to find your invoice is to see the related documents in the purchase
order screen

SAP  Business Network Standard Account  Get enterprise account  TEST MOOE @
Purchase Order: 3300000333 m
s | Create Order Confirmation - ‘ l Create Ship Notice J [ Create Invoice ~ ] L+ =

Order Detail | Order History

From: To Purchase Order

Cadent Gas Limited Test Supplier TP-TEST New)

Off Bromford Gate,Bromford Lan 1 Coventry Road 3300000333

Birmingham Coventry Amount: £50,000.00 GBP
Coventry Version: 1

B24 8DW CV114B

inited King m United Kingdom

S Kogtom Phone: Track Order

Fax e

Email: sarah. [ crowder@cadentgas.com

Payment Terms |
NET 23

Comments
Comment Type: Terms and Conditions
Body:1. Goods supplied or services provided pursuant to this purchase order are subject to our Standard Terms and Conditions of Purchase unless any other Terms and Conditions were agreed or stipulated as part of ... View more
Contract Number
cunv2
Other Inform:
Co 1035

A copy of the Standard Terms and Conditions of Purchase is available at
p:licadentgas.com/busine

ppliers#futherinfo.

ount or automatically via system integration. The method of invoice submission within the Ariba Network s

gether with appropriate supporting
in the retum of an invoice and delay in

0. in the Ariba sys
payment
3. Payment shall be by BACS transfer unless otherwise agreed

Not receiving email notifications?

Check your settings in the Ariba Network > how to change your email notifications

© Cadent Gas Ltd 2026
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Managing Purchase Orders & Invoices
Managing Rejected Invoices

(od4y) uonejonp
Jo} 3sanbay

Open the invoice and you will see a light blue box that shows the invoice was rejected.
The same process will follow for invoices rejected at the Ariba Network or manually
rejected by a Cadent representative.

=
)
-
. . 58
e Where manually rejected you will see any comments entered by a Cadent g
= Q
H o
representative &3
(o]
. . . . . . »
G Click on the Edit & Resubmit button to edit the invoice ®©
GAP Business Network Standard Account | Get enterprise account | TESTMODE
2
Invoice: 333-1 2s
=
g8
20
S s
Edit [ Create Line-ltem Credit Memo [ Copy This Invoice ] Print Download PDF + Export cXML 5
Detail Scheduled Payments History
(7]
©
2
Rejected Invoice: 9
Reasons: o)
INV-38: The invoice was successfully received. 3
DOC-52: This document has been digitally signed. o
DOC-53: This document has been digitally verified. @
INV-54: Comments from Cadent Gas Limited - TEST: Route document to end point Ariba of system id PROCLNT500 of org AN01428874750-T
DOC-1:
INV-35: The invoice status has been successfully updated to Processing by Cadent Gas Limited - TEST. Description:
Doc-1: o
INV-35: The invoice status has been successfully updated to Rejected by Cadent Gas Limited - TEST. Description:Comment: please add VAT ( Rejector Name, 2022-10-24T01:46:17-07:00) §.
o
| Comment: please add VAT ( Rejector Name, 2022-10-24T01:46:17-07:00) e o
=]
Edit & Resubmit =
3
=
o
]
You can now edit the invoice and correct the error. Refer to the Service Order or Invoice G
. . . T
via PO Flip guide: z
=
AP~ Business Network Standard Account [{\Get enterprise account |  TESTMoDE ® 9
Edit Invoice Next
V Invoice Header * Indicates required field :<,
o
&
Summary o©
Purchase Order: 3300000333 Subtotal: £1,000.00 GBP View/Edit Addrasses 5'
Invoice #:+ ‘ 3331 ‘ Tota Amount w1 £1.0§g:gg pe=a s
Amount Due: £1,000.00 GBP 0
Service Description: ‘ T
Supplier Tax ID: ‘ ‘
Remit To:  Test Supplier TR-TEST
Coventry
Coventry (e}
United Kingdom -
BillTo:  cadent Gas Limited a
Birmingham ;
United Kingdom =}
(o]
7]
Shipping
(®) Header level shipping 0 () Line level shipping (D
Ship From:  Test Supplier TP-TEST Ship To: Cadent Ansty Park View/Edit Addresses
Coventry \%/i\venw
Coventry United Kingdom
United Kingdom Deliver To:  sarah.Lcrowder@cadentgas.com

Cadent Ansty Park

5
<
=3
5]
o
)
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