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What is the Ariba Network?

It’s a third-party vendor that provides a platform to facilitate the exchange of documents (transactions)
electronically between Georgia-Pacific and a supplier.

Benefits of the Ariba Network: PO PO
Better collaboration with > >
Georgia-Pacific POC POC

A

A

Increased Visibility
Supplier Ariba

Transactional Efficiencies GP Purchasing .
System e e Network Portal

Streamlined procure-to-pay

processes Invoice Invoice

A

A

*Not all GP ERPs can consume ASNs
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Georgia-Pacific Adherence Policy

Order Confirmations:

Order confirmations must be submitted through the Ariba Network. The supplier should not email the buyer to update delivery
dates, prices, or quantities. If changes need to be made, it is the supplier’s responsibility to submit an additional order
confirmation.

All POs that are sent through the Ariba Network should be confirmed back through the Ariba Network within 48 business hours.

Any discrepancy between the price set forth in the supplier’s invoice and the price set forth in the PO will result in payment of the price set
forth in the PO.

Estimated Delivery Dates (EDD) should be entered with every order confirmation and should reflect when the item will arrive, not
when it is shipped.

Order confirmations are not required via the Ariba network for our Chemical, Direct Materials, Raw Materials or Outside Finished
Goods suppliers. For these categories, the supplier should email the buyer to update delivery dates, prices, or quantities.

Order Fulfillment:

It is the supplier’s responsibility to communicate to the buyer if a line item/order cannot be fulfilled or will be backordered.
If the supplier is unable to supply an item, but has a substitution available, it is their responsibility to reach out to the buyer.
Substitutions and the inability to fulfill orders should be communicated outside of the Ariba Network, directly with the buyer.
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Georgia-Pacific Adherence Policy

Invoicing:
Invoices must be submitted through the Ariba Network to process for payment. If an invoice is submitted outside the Ariba
Network for an Ariba enabled order, it will be automatically voided. The only exception is if the supplier receives a non-enabled PO
outside of the Network — in this situation you can invoice outside of the Network.

Invoices are paid from the date received by Georgia-Pacific, not the date listed on the invoice.
Chemical, Direct Material and Raw Material suppliers must include a bill of lading number on each invoice submitted.

Portal Maintenance / Account Changes:

The supplier must maintain accurate contact information in Ariba. If an employee leaves the company, the supplier must change
the email address for PO delivery within Ariba. If this information is not changed, the POs will not be received for processing.

If the supplier upgrades or downgrades their Ariba account, it is expected that they let Georgia-Pacific know of this change.
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Legacy POs

The yellow bar with the alert “This purchase order has already been fulfilled” signifies that the PO was sent to you via
email from the Georgia-Pacific buyer outside of the Ariba Network. You will not receive any notifications from the Ariba
network regarding these orders. This situation will occur during one of two scenarios:

The PO was originally created prior to your Ariba enablement go-live date
The PO is a two-way match service order created in select GP purchasing systems prior to 11/16/2025.

In either of these scenarios, you will need to email the buyer directly to confirm the order and then submit your invoice
via email to GPAP-PO@gapac.com.

Purchase Order: 01594

Print Download PDF Export cXML Download CSV Resend Copy

Order Detail Order History

— This purchase order has already been fulfilled.
From: To:
Georgia-Pacific Passport Technologies Inc
(Consumer Products)
EMAIL ONLY!
EL PASO , TX 79998-1952 United States
United States Phone: +1 (800) :

Faw: +1
Email:
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Order Confirmation General Expectations

Suppliers submit order confirmations through the DO NOT systematically backorder items.
Ariba Network for every PO line within 48 hours. If the shipment will be delayed, let the estimated delivery

. ] . date in your confirmation reflect the delay and reach out to
The Order Confirmation consists of 3 elements: your buyer to discuss.

Confirmati date of the price on PO . . .
ontirmation of tpdate of thé price on DO NOT systematically reject an entire order.

Confi . £th . If you cannot fulfill a specific line, please reach out to your
onfirmation of the quantity buyer to inform them. Rejecting in Ariba does not

Suppliers should not ask buyers to update pricing automatically cancel the line in Georgia-Pacific’s purchasing
. systems.
manually through email

Estimated delivery date

Confirrn Entire Ordar
Lpdate Line Rems

e a: ar
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Find Purchase Orders ™

Click on the Orders tab to manage your
purchase orders.

Orders presents a list of the purchase orders
received from Georgia-Pacific.

Click the link on the Order Number
column to view the purchase order
details.

Search filters allows you to search using
multiple criteria.

Click the arrow next to Search Filters to
display the query fields. Enter your
criteria and click Search.

Note: There may be a default filter that only
shows orders from the last 31 days. Adjust this
filter as needed.

Click on the Table Option icon to view
ways of organizing your Inbox.
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SAP Business Network ¥ | Enterprise Account TEST MODE

Enablement

Home Enablement Workbench

Purchase Orders

Purchase Orders Items to Confirm Items to Ship

& This page will be replaced with our new Workbench concept soon. Try the new Workbench

» Search Filters

Purchase Orders (100+)

Type Order Number Ver Customer
) order 0039572500110 Georgia-Pacific - TEST
Order 0039572500109 Georgia-Pacific - TEST

Workbench

Orders ~ Fulfillment nvoi

Retum Items

Orders v

Fulfillment ~ Invoices v Payments v Catalogs Reports v Messages

T W

s

1.

Vv Exact match

- t 3 Orders and Releases Vv Georgia-Pacific - TEST
!
) - WEXL _

o Eak

2 ts v Catelogs  Reporis v Messages
Ship To Address Ordering Address Amount Date } Order Status
BRUNSWICK CELLULOSE LLC
BRUNSWICK, GA Not Specified $1,144.82 USD 14 Feb 2022 New
United States
BRUNSWICK CELLULOSE LLC
BRUNSWICK, GA Net Specified $2,457.37 USD 3 Feb 2022 New

" _
L

b4 Order number

¥ Search Filters
Customer

Order Number.

@® Partial number Exact number

Buyer Location Code:
Invoice Number:
Show orders by: (@ Creation Date

Inquiry Date

Date Range: | Last 14 days ~

4 Jan 2017 - 17 Jan 2017

All Customers v

Max. Amount:
Order Status: | All v
View: All except hidden orders ~ ~

ch only scheduling agreement releases

Search only pinned orders

Number of Results: | 100

| [~

Show / Hide Columns

v Type
«  Order Number

Ver

+ Customer




Purchase Order- 0009406382 EN

= Create Invoice | Hide | Prini+ | Download PDF Export cXML | Download CSV | Resend

w Creale Ship Notice

View Purchase Order ==s

From: To: Purchase Order
m=| Cio GP Financial Management Georgia-Pacific LLC - TEST (New)
0009406382
El Paso , TX 79998-1956 Allanta | GA 30303 Amount: $227.82 USD

United States United States

Once you click on the Order Number, you will 0 e
be brought into the details of your order.

Payment Terms '/ Routing Status: Sent
2.000% 15 NET 60

Comments.
XX TERMS AND CONDITIONS OF PURCHASE: Supplier acknowledges it has reviewed the Terms and Conditions of Purchase available at hitps://www gp. comfterms-conditions-of-purchase (the “Terms and Conditions

The order header includes the order e G olgesiers - denees

Contact Information
Purchasing Agent

number, date, and other information vary

Email: ...,
Phone: +1()

about the buying organization. s .

Address ID: LV3
Other Information

freightTerms: FOB
deliveryTerms: ON

The line items section provides details e
around the ordered items, their
quantity, price, etc. SRR SER.

If you need to export, download, print, Line tems

or resend the order, you can click the Line# Pt #/ Descripion Type Gy (uniy Need By
respective action in the header or boocomse Vetera 0N 18 o 2016
fOOte rtoo l ba r. 2 ZCCF)’;[’:SF_’Z;W’”‘B- o s e Material 10 (BX) 18 Nov 2015

Pro Mechanical Pencil Black Barrel, 0.5mm Line Width (package 12 each)

Order submitted on: Tuesday § Oct 2015 5:00 PM GMT+02:00
Received by Ariba Network on: Friday 15 Apr 2016 2:14 Pl
Thiz Purchase Order was sent by Ariba, Inc. - TEST AND1

+02:00
S6-T and delivered by Ariba Network.

v Create Order Confirmation w ||# Create Ship Notice || Create Invoice w| Hide || Print Download PDF Export cXML | Download CSV | Resend
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Create Order Confirmation |=

You should Confirm an Entire order when all quantities
and prices are correct, and when the estimated delivery
date (EDD) is applicable for all line items on the PO.

Click Create Order Confirmation > Confirm Entire
Order

Enter Confirmation Number, which is any number
you use to identify the order confirmation.

If you specify Estimated Shipping or Estimated
Delivery Date information, it is applied for all line
items. If you are confirming a service order, please
enter the estimated completion date of the
service in the Estimated Delivery Date field.

Click Next when finished.
Review the order confirmation and click Submit.

Your order confirmation is sent to Georgia-Pacific
and the order status will display as Confirmed.

A Georgia-Pacific LLC ®

OX CATALOGS

REPORTS

Orders and Releases  Time & Expense Sheets  Early Payments  Scheduled Payments

Qrders and Releases

tems to Ship

P Search Filters

Orders and Releases (2)

Sandbox Buyer - Test
Praha

Order  20151016_KPBPO1 Ariba, Inc. - TEST
Czech Republic
Sandbox Buyer - Test
Order  20150415_PO1 Ariba, Inc. - TEST Praha

Czech Republic

nfirmation » ‘ ‘ Create Ship Notice ‘ ‘ Create Invoice v ‘ ‘

Ing Notifications M
2000EUR 17 Apr 2016 New 000 EUR
29500EUR  15Apr2016  Imoice d 25225 EUR

‘ | Resend Fall

uuuuuuuu

Confirming PO

1 Confirm Entire

Order ¥ Order Confirmation Header

Review Order Confirmation # | |
Confirmation

Associated Purchase Order #: 4500001714
Customer:  Georgia-Pacific LLC - TEST

Supplier Reference:

SHIPPING AND TAX INFORMATION

Est. Shipping Date: Est. Shipping Cost:
Est. Delivery Date:* Est. Tax Cost
Comments:
| T T T T T e e e e T T S S mmmm=— 1

. Note: Not all GP ERP systems
can consume order
confirmation comments




Purchase Order: 4500001

B Create Order Confirmation v .2

Confirm Entire Order

Create Order Confirmation

¥ Order Confirmation Header Update Line ltems pr Histo
You should Confirm/Update a Line Item when line Confmationt: || Reject Entire Order
items do not have the same estimated delivery date s TR PUTETESE— 50078 From: _
. . . Order & Plattsburgh Mill
(EDD), and/or when there is a quantity or price Cusiomer Georga Paciic LLG - TEST
discrepancy with a line item. Suppiler Reference:
Click Create Order Confirmation > Update Line e A T eI
Items to set the status of each line item. - o
nter shipping and tax information at the line item level.
Enter the Confirmation # for your reference to et Stipang Date e S Cost
identify the order confirmation. Est Delvery Date: Est Tax Cost
Scroll down to view the line items and choose
among the possible values:
Confirm: Enter quantity ordgred (you are confirming [ ems
you can supply entire quantity on the line). If you
cannot Supply the entire quantity' contact the buye r. Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtotal
BaCkorder. If the Shlpment W|” be delayed’ Iet the 10 GPO0011031 GP0O0011031 2000 (EA) 29 Mar 2019 $30.00 USD $60.00 USD
EST Delivery Date field in your confirmation reflect SWAGHLOK
the final delivery date. Do not populate the Current Order Status
Backorder field. e 2 Confirmed With New Date (Estimated Delivery Date: 31 Mar 2019 )
Details: Click here to provide an EDD at the line level :
and/or request an update to the price. Confirm: | BM

A Georgia-Pacific LLC ® m



fo
Line Items
Confirm Order .
10 GP00011031 GP00011031 2.000 (EA) 29 Mar 2019 $30.00 USD $60.00 USD
Current Orer Status
o . _ ® 2 Confimed Wi New Dale (Esimaied Defuery Do 31 i 2019)
After clicking Details from the previous e [ o .
page, enter the Est. Delivery Date.
If an order is delayed/backordered, input the EDD of
the final shipment. C Lo e o
Unit Price: Update the pricing or leave the e
current text if pricing is correct. If you do -
change the unit price, the change will be e
sent to the GP buyer for review. If they are
aligned with the price change, the PO will hyp—p
be updated, and a change order will be sent unt Comeron [ 1
back to you via the Ariba network. Please do
not confirm a unit price of SO. If you cannot
provide what is being requested, please f
email the buyer directly.
Click OK.
Note: You will not be able to adjust the total S amount of a I
service order. Please contact the buyer directly is a service order
price change is needed. Subtak © 55000 USD

A Georgia-Pacific LLC ® m



Mame Size (bytes) Content Type

Mo items.

Confirm Order

Browse...

The fotal zize of ail sffschments cannof

exceed 10ME

Continue to update the status for each line [
item on the purchase order. Once finished,
click Next to proceed to the Review Page. [ |

Review the order confirmation and click

Submit. Your order confirmation is sent to Line ltems
G eo rg ia _ Pa C i-ﬁ C Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtotal
10 GP00011031 GP00011031 2.000 (EA) 29 Mar 2019 $30.00 USD $60.00 USD

Click Done to return to the Inbox.

Current Order Status:

2 Confirmed With New Date (Estimated Shipment Date: 30 Mar 2019 ; Estimated Delivery Date: 31 Mar 2019 )

20 Not Available GP0O0011031 4.000 (EA) 29 Mar 2018 $30.00 USD $120.00 USD

Current Order Status:

4.000 Unconfirmed

30 Not Available GP0O0011031 6.000 (EA) 29 Mar 2018 $30.00 USD $180.00 USD

Current Order Status:
6.000 Unconfirmed

40 Not Available GP00011031 8.000 (EA) 29 Mar 2019 $30.00 USD $240.00 USD

Current Order Status:

8.000 Unconfirmed
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Create

CREATE

Invoice via PO Flip

MNon-PO Invoice

Orders and Releases (2)
From the dashboard of your Ariba Network account, click the Create

button and select PO Invoice. | Sandbox Buyer
Order 20151016_KPBPOA Ariba, Inc. - TEST Praha

. . Czech Republic

Select an Order number by searching for the PO you would like to | Sandbox Buyer
. . . ® Order 20150415_PO1 Arba, Inc. - TEST Praha

Invoice agalnst Czech Republic

Click on the Create Invoice button and choose Standard Invoice. S R ’—H

Standard Invoice

The invoice is automatically pre-populated with the PO data.
Complete all fields marked with an asterisk and add shipping / tax
charges as applicable. Service type orders will require that you add an

Credit Memo

Line-ltem Credit Memo

attachment before submitting. This should be a physical copy of your Create Invoice
invoice along with any applicable backup documentation.

Review your invoice for accuracy on the Review page. If no changes T ol Header
are needed, click Submit to send the invoice to Georgia-Pacific. Summary

Purchase Order: 0009508996

Invoice #* | 123456789

*Note: If the PO was received via the Ariba Network and does not have the
legacy PO flag present (see slide 7), the supplier must submit invoices
through the Ariba Network for payment.

Bethel Park , PA
United States
Bill To: clo GP Financial Management

Invoice Date:* 28 Mar 2019 =]

ElPaso, TX
United States

A Georgia-Pacific LLC ® m




Create Invoice

Invoice via PO Flip

v Invoice Header

Summary

Purchase Order: 0009508996
Invoice #:* | 123456789

The invoice is automatically pre-populated with the PO
data. Complete all fields marked with an asterisk and
add tax / shipping charges as applicable.

Invoice Date:* | 28 Mar 2019 =

Service Description:

Georgia Pacific Test Supplier Account 7 -

Remit To: TEST
Enter an Invoice # which is your unique number Bethel Park, PA
. o . . o . . . United States
for invoice identification. The Invoice Date will Tax Bil To: clo GP Financial Management
auto-populate. ®  Header level tax (D Line level tax (@ Onitod Siatse
Select Remit To address from the dropdown box —
if you have entered more than one. R o el Y
o ) ® Header level shipping © Line level shipping (O Tax

Tax and Shipping is entered at the Header level. Shipping Cost
You can also add some additional information to Shipping Tax
the Header of the invoice, such as: Special Shipping Documents
Handling, Payment Terms, Comments, Special Handling
Attachments, Shipping Documents. Special Handling Tax

Note: For service orders that can be processed via the Ariba Allowance

network, please be sure to attach all relevant documentation

ey . . . . Charge
to aid in the invoice approval process (labor sheets, material
receipts, etc.) Attachment file size should not exceed 40MB. Additional Reference Documents and Dates
. . . Comment
Scroll down to the Line-item section to select
Attachment

the line items being invoiced.

A Georgia-Pacific LLC ® m




Invoice via PO Flip

The Line Items section shows the line items from the Quantity Unit Unit Price

Purchase Order
10 BX 25.00 EUR

Review the quantity and price for each line item
you are invoicing, update as needed.

Click on the line item’s green slider to exclude it
from the invoice if the line item shoul-d not be . S . ot
invoiced OR check the box left of the item and click

Delete to remove the line item from the invoice. 2 @ MATERIAL ~ GOODS_02
You can generate another invoice later to bill for
that item.

Pricing Details Price Unit:* | B>

Unit Conversion:* | 1

L’ Line Item Actions Delete ‘

A Georgia-Pacific LLC ® m



Invoice via PO Flip

Additional information can be viewed at the Line-Item Level.

Please Note: You will not be able to change the price from the current price on the PO at this time. If you already confirmed a

new price and 2 business days have passed without receiving a change order to reflect your updated price, please contact
the buye r. Line ltems 2 Line tems, Z Included, U Previously Tnvoiced

Ly
Line ltem Actions v ‘ Delete ‘ ‘ ‘ Add v ‘ Insert Line ltem Options

Edit Tax Category: v Shipping Documents Special Handling Discount add to Included Lines

Add MNo. Include Type Part # Description Customer Part # Cluantity Unit Unit Price Subtotal
Turnon E J 1 @ MATERIAL GOODS_01 Copy Paper White, A3, 80gsm (ream 500 sheets) 5 EA 0.50 EUR 250 EUR
Hide/Shc Shipping Documents

v Invoice ltem * Indicates required field

Quantity:* | 5 Part# GOODS_01

Unit  EA
Unit Price:* | 400 EUR

Subtotal.  5.00 EUR

~ _ Copy Paper White, A3, 80gsm (ream 500 sheets)
Description Description:

Pricing Details Price Unit* | pcE Price Unit Quantity:* | 2

Unit Conversion:* | 4 Descriplion”  This field specifies that 1 Box is equivaler

Inspection Date =]

Ship From:  Ariba_TestSuppiler - TEST Ship To.  Sandbox Buyer - Test View/Edit
Praha Addresses
Shippin Praha 5
pping Czech Republic
Czech Republic Deliver To Cristian Mihalache
© 77 2ndFloor, Sl Team
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Invoice via PO Flip

If you are a Chemical, Direct Materials or Raw Materials supplier, you must include a bill of lading number (BOL #) for each

line item of your invoice.

Scroll down to the bottom of the invoice header and enter the bill of lading number in the BOL # field under each line

BLE63500708 10C W50 1635 NOM

Line ltems
I:‘ Mo. Include Type Part #
D 10 @ MATERIAL Mot available
Pricing Details Price Unit | ot

Unit Conversion: 1

GP Part # B163500708

. ) Vehicle ID #: ‘
Additional Fields

BOL # ‘

Line Item Actions ] [ Delate

A Georgia-Pacific LLC ®

Customer Part # Quantity Unit Unit Price Subtotal
B163500708 100 FOT $10USD $1,000.00 USD
Price Unit Quantity: | 1 |
Description:




|nVO|C€ Vla PO F||p *Not all Georgia-Pacific

ERP systems consume

comments
To add comments at the line items, select Line Items then click Line Item Actions > Add > Comments.
Upon refresh or Update, the Comments field will display. Enter applicable comments in this field.
Click Next.
L ‘ Line ltem Actions | Delete ‘ ‘ ‘ Add
Edit
Turn on Add
Hide/Shs
Shipping Documents
Special Handling Update Save Exit Mext
Pricing Details
Discount
Allowance
SAP. Charge
IZ.)a-la-F':* Comments of Use . o
‘ Attachment o
Remoave
Comments

B ceogaraciicuce y  sAP



Review, Save or Submit Invoice
Create Invoice Update Save Exit “

Create Invoice

Review your invoice for Accuracy from the Review
page' Scro” down the page to VleW a” ||ne Item I Please correct the following errors and resubmit
details and invoice totals.

¥ |[nvoice Header

If no changes are needed, click Submit to send the
invoice to Georgia-Pacific.

Summary

Purchase PQO&0001005

. . Order:
If changes are needed, click Previous to return to ivoico 4] |
previous screens and make corrections before | Requed Teld
SmeIttlng' InEoitce.** 22 Apr 2016

Remit To 333 MAIN ST ~~

Alternatively, Save your invoice at anytime during

invoice creation to work on it later. Manitoba B
Bank
You may resume working on the invoice by fecount
selecting it from Invoices > Drafts on your
daShboa rd. Home Enablement Workbench Orders v Fulfillment ~ Invoices v Payments v Catalogs

You can keep draft invoices for up to 7 days.

Invoices

¢ Timestamp Verification a-Pacific -
Note: In the event of errors, there will be a notification
in red where information must be corrected.

A Georgia-Pacific LLC ®
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ERS Orders

If you receive an ERS (Evaluated Receipt Settlement) PO, you should confirm that the quantity and price are correct prior to
shipping. You will not be able to create any invoices against the PO since the invoices are autogenerated for the value of
what is received. If you are an MRO/Equipment supplier and need to adjust the quantity or the price, please submit an
order confirmation via Ariba. If you are a Chemicals, Direct Materials or Raw Materials supplier, email the buyer to update
delivery dates, prices, or quantities.

Invoicing is not possible for one or more line items. Click on the line item’s warning icon to find out why.

Line ltems
Line # Mo. Schedule Linerpnm‘PErrlID Manufacturer Name Manufacturer PartiD Part # / Description Customer Part # Type Return
0 1 74673001 GEORGIA PACIFIC CESXPIPATHC Part1D: 34673001 CESXPIPATHC Material

— Invoicing not

s You can't create invoices for o=t | possible

items that are flagged for o
evaluated receipt settlement o HLzs-CT
(ERS). 10727 GEORGIA PACIFIC CB15420/218 Part 1Dt 10727 GPOB416821 Material

Invoicing not

| possible

| 110 8/44 BOW

0 1 7399 GEORGIA PACIFIC CB15301/198 Fart b 7599 GPOB365144 Material

Invaicing not

| | possible

CEB 15301/19 HDS &6/100.BOW

Order submitted on: Monday 8 Mov 2021 12:00 PM GMT-05:00
Received by Ariba Network on: Monday 8 Mow 2021 §:00 PM GMT-05:00
This Purchase Order was sent by Georgia-Pacific ANOLO02B97728 and delivered by Ariba Nebwork.
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Home Enablement Workbench Orders - Fulfillment Invoices Payments Catalogs Reports Messages

[ ]
l e a l e a l e I | M e I I l O & This page will be replaced with our new Workbench concept soon. Try the new Workbench

Invoices

¥ Search Filters

Customer: |A.. Customers v |
To create a line level credit memo against an invoice: oie Nomoer [ resrasssseiasa E

() Partial number (@) Exact number

Select the Invoices tab.

Select your previously created invoice.

Invoices (1)

U n d e r t h e I nvo i CeS Se Ct io n’ CI ick Create Li ne-ltem Invoice # Customer Reference Submit Method Origin Self Billing
cred it M em o . ! ) TEST4599951350 Georgia-Pacific - TEST 4559951350 Online Supplier Mo

Complete information for the credit memo. The b |[cesetnerten crstiieno | (| creste netiemoebtnems J [ s | [ cony ] [ cestenonromoce
amount and taxes will automatically be negative. e
Make sure that all required fields marked with W WL s SN e o A TGS © o m s sems
asterisks (*) are filled in.

Additional Fields Vehicle ID #:

Click Next.

b | Line ltem Actions v H Delete ‘

Review the Credit Memo.

Subtotal: $-91.76 USD

Click Submit to send the credit memo to Georgia- TotaTax  $0.00USD ECHIECNIECE] - |

. e Total Gross Amount: $-91.76 USD
Pacific. Total Net Amount: $-91.76 USD
Amount Due: $-91.76 USD

A Georgia-Pacific LLC ® m




Search for An Invoice

Home Enable

Quick Search:

From the Home tab, select Invoices in the
Document type to search.

Select Georgia-Pacific from the Customer
dropdown menu.

ment Workbench Orders v Fulfillment ~ Invoices v Payments v Catalogs Reports ~ Messages

— _
3.

Invoices Vv | Georgia-Pacific - TEST Vv | Exact match Vv | Invoice Number n
- T.EONDL ol Zak

Home Enablement Workbench Orders ~ Fulfillment ~ Invoices Payments Catalogs Reports Messages

& This page will be replaced with our new Workbench concept soon. Try the new Workbench

Invoices

Enter Document #, if known. Select Date Range,

up to 90 days for invoices, and click Search.

Refined Search: allows a refined search of invoices
within up to 90 days.

Open Search Filters from Invoices > Invoices.

Customer: | All Customers ~ Min. Amount
Enter the criteria to build the desired search filter. ®
@  Partial number Exact number External Invoice Number
Cl iCk Sea rc h . Order Number @ status: | Al
Date Range: | Last 24 hours v

Best practice is to utilize the “Exact Number” when
searching via Invoice Number.

A Georgia-Pacific LLC ®

» Search Filters

Invoices

v Search Filters

Show Only Invoices Submitted from the Customer's System

17 Apr 2016 - 17 Apr 2016
Show onw Invoices with Invoice Addendums

Supplier Reference @




Check Invoice Status

Check Status:

If you have configured your Invoice Notifications, you will receive emails regarding invoice status.

You can also check invoice status from the Invoices page by selecting the invoice link.

Routing Status:

Reflects the status of the transmission of the invoice to Georgia-Pacific via the Ariba Network.
Obsoleted: You cancelled the invoice.
Failed: Invoice failed Georgia-Pacific invoicing rules. Georgia-Pacific will not receive this invoice.

Queued: Ariba Network received the invoice but has not processed it.
Sent: Ariba Network sent the invoice to a queue. The invoice is awaiting pickup by the customer.
Acknowledged: Georgia-Pacific invoicing application has acknowledged the receipt of the invoice.

A Georgia-Pacific LLC ®



Check Invoice Status

Invoice Status:
Reflects the status of Georgia-Pacific’s action on the Invoice.

Sent: The invoice is sent to the Georgia-Pacific but they have not yet verified the invoice against purchase orders and
receipts.

Cancelled: Georgia-Pacific approved the invoice cancellation.

Paid: Georgia-Pacific paid the invoice or is in the process of issuing payment. Only if Georgia-Pacific uses invoices to
trigger payment.

Approved: Georgia-Pacific has verified the invoice against the purchase orders and receipts and approved it for payment.

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

Failed: Ariba Network experienced a problem routing the invoice.

A Georgia-Pacific LLC ® m



Review Invoice History

To access any invoice:
Click on the History tab to view status details and invoice history.
History and status comments for the invoice are displayed.

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

When you are done reviewing the history, click Done.

Invoice: INV_20150415 “

Create Line-ltem Credit Memo Copy This Invoice Cancel Download PDF  Export cXML
Detail Scheduled Payments History
Invoice: INV_20150415 Too Ariba, Inc. - TEST
Invoice Status: Sent Routing Status: Sent

Received By Ariba Network On: 15 Apr 2016 2:47:55 PM GMT+02:00
Submitted By: Klaus Piischel

History
Status Comments Changed By Date and Time Stack Trace
The invoice was successfully received. Ariba_TestSuppiler - TEST ;ithr 2016 2.47.57
) - ) PropogationDispatcher- 15 Apr 2016 2:48:01
This document has been digitally signed. 128491053 P
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Georgia-Pacific Supplier Information Portal

Select the Company Settings dropdown and
then click the Customer Relationships link.

Select the customer to view transactional
rules:

The Customer Invoice Rules determine what
you can enter when you create invoices.

Select Supplier Information Portal to view
documents provided by your buyer.

A Georgia-Pacific LLC ®

Account Setfings

Customer Relationships sers Motifications

Current Relationships Potential Relationships
| prefer to receive relationship requests as follows:

® Automatically accept all relationship requests

Update
Pending
Customer
L, Approve | ‘ Reject
Current
Customer
Aripa Inc.

Pouliot Industries

o o |

Account Hierarchy

Manually review all relationship req

Supplier Information Portal

Company Settingsv %
SMO Supplier 1

ANID: ANO1
Standard Package

Company Profile

Service Subscriptions

Account Settings

Customer Relationships
Users

Notifications

Account Hierarchy

View All
Network Settings

Electronic Order Routing
Electronic Invoice Routing

Accelerated Payments




Support

* Ariba Technical Questions?
* Contact Ariba Support via the Ariba Portal

Commerce Automation

* Georgia Pacific Invoice Payment Status Inquires?

* Contact APService@gapac.com

* Georgia Pacific Ariba Business Process Questions?

* First review the documentation on our supplier website:
www.gp.com/supplier/ariba-commerce-automation

* Ifyou still need assistance, contact our eProcurement team
at GP_Supplier_Enablement@gapac.com or by using our
request form: GP Supplier Enablement / Ariba Network

Support
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https://www.gp.com/supplier/ariba-commerce-automation
https://www.gp.com/supplier/ariba-commerce-automation
https://www.gp.com/supplier/ariba-commerce-automation
https://www.gp.com/supplier/ariba-commerce-automation
https://www.gp.com/supplier/ariba-commerce-automation
mailto:GP_Supplier_Enablement@gapac.com
https://forms.office.com/r/xXZD2fhGRs
https://forms.office.com/r/xXZD2fhGRs
https://www.gp.com/supplier/ariba-commerce-automation

GeorgiaPacific

Thank you for joining the Ariba Network
with Georgia-Pacific!

For any future Georgia-Pacific specific questions, please contact
GP_Supplier_Enablement@gapac.com




Appendix

GP



Georgia-Pacific Specifications

Purchase Order Confirmations: Apply against a whole PO or line items
Partial Invoices: Apply against specific line items from a single purchase order
Line Level Credit Memos: Item level credits; price/quantity adjustments

Advance Shipment Notices: Apply against PO when items are shipped
Note: Not all Georgia-Pacific ERPs can process ASNs

Georgia Pacific project specifics:
Tax data is accepted at the header/summary level. Do not add at line level.

Shipping data is accepted at the header/summary level. Do not add shipping at
the line level.
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Georgia-Pacific Specifications

Summary or Consolidated Invoices: Apply against multiple purchase orders; not accepted by
Georgia Pacific

Invoicing for Purchasing Cards (P-Cards): An invoice for an order placed using a purchasing card; not
accepted by Georgia Pacific

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

Paper Invoices: Georgia Pacific requires invoices to be submitted electronically through Ariba
Network; Paper invoices will automatically be rejected unless it is a non-enabled PO (see slide 7)

Service Entry Sheets: Apply against a single purchase order referencing a line item
Contract Invoices: Apply against contracts

Header Level Credit Memos: Apply against whole purchase orders
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Company Settings »

SMO Supplier 1

Complete Your Profile

Standard Package

Company Profile
Select Company Profile from the Company Service Subscriptions
Settings dropdown menu.

Account Settings

Complete all suggested fields within the
tabs to best represent your company.

Ariba Network
Company Profile

Fill the Public Profile Completeness meter | = s owmn s comnn oo

to 100% by filling in the information listed o e o
beIOW it. CompanyHarsect | E4O Eomgie 1 i::i:;,itsc”p:mn

Note: The more complete a profile, the higher

likelihood of increasing business with existing e
and prospective customers. S—
hddrass 1° 21 Jumgp Street m




Company Settingsv %

SMO Supplier 1

Configure Your Email Notifications o

Company Profile

The Network Notifications section indicates which Senice Subscriptions
system notifications you would like to receive and

. . . . Account Settings
allows you to designate which email addresses will be

sent the notifications. Customer Relationships
Click on Notifications under Company Settings. Users
Network Notifications can be accessed from Hotifications
here as well, or you may switch to the Network _ Account Hierarchy
. - . Account Settings
tab when in Notifications View Al
Customer Relationships Users Motifications Account Hierarchy

You can enter up to 3 email addresses per Network Settings

notification type- You must se pa rate each General Network Discovery Sourcing & Contracts |
a d d reSS W i t h a CO m m a b u t in C I u d e N O S pa C es E:t:rPruel:f:ﬁrtendrel_Eas:::an;ﬂe-:E:i;ﬂutree:dEtn:fﬂtill'l:da:clz-z:j:teapdel';i:izltiatcr contrels the language used in these notifications.
betwee n t h e ema IIS . Electronic Order Routing

J Send a notification when orders are undeliverable

Order #  junk@phoenix.ariba.com
Send a notification when a new collaboration request against an existing order is received.

Send a notification when purchase order inguiries are received.

Purchase Order Inquiry # | junk@phoenix_ariba.com
Send a notification when purchase order inquiries are undeliverable.

) Send a notification when time sheets are undeliverable. . o
Time Sheet #  junk@phoenix.ariba.com

) Send a notification when items delivered through pending queue are not acknowleged. . o
Pending Queus # | junk@phoenix_ariba.com
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Company Settingsv W

SMO Supplier 1

Select Electronic Order Routing Method T

Company Profile

Click on Tasks link to configure your account or Senice Subscriptions
click on Electronic Order Routing under
Company Settings.

Account Settings

Customer Relationships

Use the dropdown to choose one of the

. . . i Us
following routing methods: Network Settings ers
on Ii ne Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement NOtIﬁCQUOﬂS
CXML * Indicates a required field ACCOUH( Hierarchy
EDI
Capabilities Preferences View All
Email

External System Integration ]
cXML Pending Queue (available for order routing only) Network Settings

Configure cxXML (native) integration

Configure email notifications options. Non-Catalog Orders with Part Numbers Electronic Order Routing
Process non-catalog orders as catalog orders if part numbers are entered manually Electronlc |n\'r0ice Routing
New Orders Accelerated Payments
Document Type Routing Method Options

Email address:

Attach cXML document in the email message
Catalog Orders without

Attachments Email v

J Include document in the email message

Leave attachments online and do not include them with email message.
This applies to all orders with attachments that have the routing method
"Same as new catalog orders without attachments".
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Route Your Purchase Orders

Online (default): Orders are received within your AN account, but notifications are not sent out.

Email (recommended): Email notifications are sent out, and can include a copy of the PO, when orders are
received within your AN account.

cXML/EDI: Allows you to integrate your ERP system directly with the Ariba Network for transacting with
your customer.

New Orders

Document Type Routing Method Options

Email address:

Aftach cXML document in the email message
Catalog Orders without Email
Attachments h \/ Include document in the email message

Leave attachments online and do not include them with email message.
This applies to all orders with attachments that have the routing method
"Same as new catalog orders without attachments".

A Georgia-Pacific LLC ® m




Company Settingsv W

Select Electronic Invoice Routing Method [

Standard Package

Company Profile

Electronic Order Routing Electronic Invoice Routing Accelerated Payments
Service Subscriptions
. . . General Tax Invoicing and Archiving
Select Electronic Invoice Routing. Account Settings
. ) . Capabilities & Preferences
Choose one of the following Electronic Invoice e Voo T
Routing methods: J |
Online Document Type Routing Method —
Notificat
cXML Invoices Online -~ T
EDI f— Account Hierarchy

Customer Invoices

. ) e e i View All
Click on the Tax Invoicing and Archiving sub-tab e e
. EDI
to enter Tax Id, VAT ID and other supporting Network Settings
data. Tax Classification: _
Taxation Type: [«] Electronic Order Routing
Tax Id: i ) Do not enter dashes Electronic Invoice Routing
State Tax Id: Do not enter dashes
Regional Tax Id: | Do not enter dashes Accelerated Payments
vat1d: | ||

] VAT Registered
VAT Registration Docurment: <No document>
Upload...




Set Up User Accounts

Administrator:
There can only be one administrator per ANID
Automatically linked to the username and login entered during registration
Responsible for account set-up/configuration and management
Primary point of contact for users with questions or problems
Creates users and assigns roles/permissions to users of the account
User:

Up to 250 user accounts can exist per ANID

Can have different roles/permissions, which correspond to the user’s actual job responsibilities

Can access all or only specific customers assigned by the administrator
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Set Up User Accounts

Click on Users under the Company Settings. The
Users tab will load.

Click the Create Role button in the Manage
Roles section. Type in a name and a description
for the role.

Add permissions to the role that corresponds to
the user’s actual job responsibilities by checking
the proper boxes and click Save to create the
role.

To create a user: click on Create User button
and add all relevant information about the user
including name and contact information.

Select a role in the Role Assignment section and
click Done.

A Georgia-Pacific LLC ®

Company Settingsv W
SMO Supplier 1

ANID: ANO1
Standard Package

Company Profile

Service Subscriptions

Account Settings

Customer Relationships

Users
Customer Relationships Users Motifications Account Hierarchy
Manage Users
Msanage u rs for o If you enter an ema | ecify |
Users
Username t Email Address First Mame Last Name Ariba Discovery Contact
rebecca.novetny@sap.com rebecca.novotny@sap.com Rebecca Movotny Mo
L Edit ‘ ‘ Delete ‘ | Addto Contact List ‘ ‘ Remove from Contact List ‘ | Make Administrator | | ‘ Create User
Manage User Roles
ge roles for your scoount. You can view or edit the details of a role. The Administrator role can be viewed, but cannot be modified or assigned to another user.
Role
Mame Actions
Administrator Details
All Access Details Edit Delete




Account Overview

Ariba Network | TestMode | Company Seftings v Rich Worimann v < Help Center i

CATALOGS REPORTS MESSAGES External Document» CSV Documents v Create v

Orders and Releases ~  All Customers ~ | Order Number Q E—E Tl“! R(f;ah a1 neeld help accessing a sourcing
uide rends. efres! even

Getting Started with Ariba *4 I need help with invoicing

I 1 Review Ariba Fee Structure Review Subscription Pricing *2 | need help with purchase orders

2 Confirm Billing Contact »4| I need help with payment

3 Add Users to Your Account @ @ « | need help connecting with a

" customer

Network Transaction Service Bronze Silver Gold Platinum

~2 Why has my invoice or service entry
. . , o . " sheet been rejected?

Collaborate with your customers over the Ariba Network for low or no cost until you reach activity thresholds that deliver even greater business
value. Learn More.

*< How do | create an invoice?

= Training sessions with live Q&A
Review Subscription

*< When will my invoice be paid?

View more [

Orders, Invoices and Payments All Customers Last 14 days Now we're mobile.
Check it out. Free online event: Supplier Digital
45 9 2 0 ST R
Orders to Invoice Orders that Need Invoices Rejected Pinned Documents More
Attention pp Store
Order Number Customer Status Amount Date |} Amount Invoiced Action & Messages ['l] pocumentation {3 support
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Account Overview

HOME QUTBOX CATALOGS REPORTS External Documentv  CSV Documents v
Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments Remittances Inquiries Notifications More. ..
Orders and Releases
Orders and Releases ltems to Confirm ltems to Ship
» Search Filters
Orders and Releases (100+) Page 1 » =
Type Order Number Ver Customer Inquiries Ship To Address Ordering Address Amount Date Order Status Settlement Amount Invoiced Revision Actions
Georgia- Plattsburgh Mill EXXON MOBIL
Pacific (1006) CORPORATION Partially . - .
Order 4500001678 LLC - Plattsburgh, NY HOUSTON, TX $300,000.00 USD 22 Mar 2019 Invoiced Invoice $80000 USD Original Actions
TEST United States United States
S:;;gcla- Zlgggt))urgh Mill ABB INC
Order 4500001274 LLC Pl CARY, NC $50.00 USD 21 Mar 2019 Changed Invoice $0.00 USD Changed Actions
§ attsburgh, NY - jited States
TEST United States
S:g;gcla- Zlgggt))urgh Mill ABB INC
QOrder 4500001273 LLC Pl CARY, NC $80.00 USD 21 Mar 2019 Changed Invoice $0.00 USD Changed Actions
- attsburgh, NY .
; United States
TEST United States
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Account Overview

Orders and Releases Time & Expense Sheets Early Payments Scheduled Payments Remittances Inquiries Notifications More.._

Orders and Releases

Orders and Releases ltems to Confirm Items to Ship

¥ Search Filters

Customer: All Customers N Min. Amount: Minimum
Order Number: (O] Max. Amount: | Maximum
@ Partial number Exact number Order Status: All v
Buyer Location Code: @ View.  All except hidden orders  ~
Invoice Number: O] Search only blanket purchase orders

Show orders by: (@ Creation Date Inquiry Date Search only scheduling agreement releases or scheduling agreements

Search only service purchase orders

Date Range: Last 14 days ~~
9 Mar 2019 - 22 Mar 2019

Orders and Releases

Orders and Releases ltems to Confirm ltems to Ship

¥ Search Filters
Customer: | All Customers ~

Order Number: * @

Partial number @ Exact number

Page 1 v P

Orders and Releases (100+)

A Georgia-Pacific LLC ®




Account Overview

HOME INBOX CATALOGS REPORTS External Documentvy  CSV Documenis v

Invoices Order Confirmations Ship Notices Service Sheets Drafts

Invoices

» Search Filters

Invoices (100+) Page 1 v » m

(]
<]
©

Invoice # Customer Reference Submit Method Origin Self Billing Source Doc Amount Routing Status () Invoice Status (i)
Georgia-
= POFL1678 Ei’g'f_'c 4500001678 Online Supplier  No Order 22 Mar 2019 $801.00 USD  Acknowledged Sent
TEST
Georgia-
L . Pacific ICS Paper
=1 &
10923691 ¢ LLC - 4500001092 Invoice
TEST
Georgia-
TESTCHARGE Ei’g'f_'c 00222275 Paper Invoice Supplier  No Order 19 Mar 2019 $68.42 USD  Acknowledged Sent
TEST
Georgia-
= TESTCHARGE Ele_agn?c 00222278 Paper Invoice Supplier No Order 19 Mar 2019 $154500 USD Acknowledged Rejected
TEST

Supplier No Order 20 Mar 2019 $29,100.00 USD Acknowledged Approved
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Account Overview

Invoices Order Confirmations Ship Notices Service Sheets Drafts

Invoices

v Search Filters

Customer Al Customers 4 Min. Amount:
Invoice Number: ® Max. Amount:
@ Partial number Exact number External Invoice Number:
Order Number: ® Status: | Al -
Dl [Festiere: Last 24 hours ~ Show Only Invoices Submitted from the Customer's System

22 Mar 2019 - 22 Mar 2019
Show only Invoices with Invoice Addendums.

Supplier Reference: 0]
Number of Results- 100 N

Invoices Order Confirmations Ship Notices Service Sheets Drafts
Invoices

v Search Filters

Customer: = All Customers a4
Invoice Number: * ®
Partial number @ Exact number
Reset
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Electronic Order Routing

Online (default): Orders are received within your AN account, but notifications are not sent outside of the
Network.

Email (recommended): Orders are received within your AN account and email notifications are sent out and
can include a copy of the PO.

cXML/EDI: Allows you to integrate your ERP system directly with Ariba Network for transacting with your
customer. Please contact GP_supplier enablement@gapac.com to be connected with a Seller Integrator who
will provide more information on configuration.
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Electronic Order Routing

You can add up to 3 email addresses to receive notifications. The emails must be separated by a comma and

No space.
New Orders
Document Type Routing Method Options
Email address: v

Attach cXML document in the email message

Catalog Orders without - \/ Include document in the email message

Email hv

Attachments . . i . )
Leave attachments online and do not include them with email message. This
applies to all orders with attachments that have the routing method "Same as
new catalog orders without attachments".

Attach PDF document in the email message
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Electronic Invoice Routing

Online: Suppliers will convert the orders into invoices via the Ariba Network account manually.

cXML/EDI: Suppliers, that have integrated their ERP/backend, automatically post invoices to the Ariba
Network Account.

Check the box for rejection notifications and invoice status changes.

Electronic Order Routing Electranic Invoice Routing Accelerated Payments

General Tax Invoicing and Archiving
Capabilities & Preferences
Sending Method

Document Type Routing Method

Invaices Online -~ -

Online
Customer Invoices

XML

EDI
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Reporting

Reports help provide additional information and details for account usage, such as purchase orders and
invoices. Reports can be created by Administrator or User with appropriate permissions.

To generate a new report:

Click Create.

Follow the process flow to generate the report that you desire.

To run an existing report:
Click Run to update an existing report.

HOME

Reports

INBOX

QUTBOX

CATALOGS

Use CSV reports to track information on account usage, such as purchase orders and invoices. Report files are UTF-8 encoded. If your application does not read UTF-8, it might not display all Asian and  More

External Documentv CSV Documents » Create v

Report Templates
Title 1 Schedule Type Report Type Last Run Next Run Created Created By Report Size
No items
L) Run Download Edit Copy Delete ‘ Create ‘ Refresh Status
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Reporting

Report Next Exit

H ° Enter a title and description for this report. Check the Time Zone and Language settings. You can set the Time Zone and Language for each report. Then, select the More
Give the report a Title.

1 | Report Description

Title* | |
@ Criteria

Description

Select the Report Type.
Click Next.

Fill in your desired criteria for
the report.

Time zone IET %

C“Ck Smeit and th en the Language English ~
report will be created.

Report Type:* Select v

Re pOFt Previous Submit Exit Next Exit

Set the parameters for this report. To save your changes and put the report into the queue to be run, click Submit. To exit without saving changes or running this report, click Exit.

@ Report Description

Customer:  All Customers Select
2 ) Criteria
Filter Invoice By: Date Invoice Created v
Date Range: 15 Mar 2019 To 22 Mar 2019

Previous Submit Exit
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Download Invoice Reports

Reports help provide additional information and
details for transactions on the Network in a
comprehensive format. Reports can be created by
Administrator or User with appropriate permissions.

Invoice reports provide information for tracking
invoices over time or overall invoice volume for a
period of time.

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

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

A Georgia-Pacific LLC ®

A ri ba N etWO rk HH Company Settings v B JohnDoev  Help Center »

HOME INBOX OUTBOX CATALOGS ENABLEMENT TASKS : CSV Documents v Create v

Reports

Use CSV reports to track information on account usage, such as purchase orders and invoices. Report files are UTF-8 encoded. If your application does not read More

Report Templates

Schedule Type Created By

No items

Ly ‘ Run ‘ ‘ Download ‘ ‘ Edit ‘ ‘ Copy ‘ ‘ Delete ‘ ‘ Create ‘ ‘ Refresh Status




' : Ariba Network i Hi  Company Setiings v BJohnn.,ev Mo 5
Creating Invoice Reports [

CSV Documents v Create v

Reports

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

Use CSV reports to track information on account usage, such as purchase orders and invoices. Report files are UTF-8 encoded. If your application does not read  More

Report Templates
. . . . Title 1 Schedule Type Report Type Status Last Run Next Run Created Created By Report Size
Enter required information. Select an Invoice report type:
Failed Invoice or Invoice. ‘ — _
L Run ‘ | Download | | Edit | | Copy ‘ | Delete | ‘ | Create | ‘ ‘ Refresh Status |

Click Next.
Specific Customer and Created Date in Criteria.

Enter a title and description for this report. Check the Time Zone and Language setfings. You can set the Time Zone and More

CI i Ck Su b mit . 1 | Report Description

iteria e [
You can view and download the report in CSV format when @
its status is Processed. Deccrpton:

Time zone: US/Michigan v
For more detailed instructions on generating reports, refer to the Languege: | Enclsh v
Ariba Network Transactions Guide found on the HELP page of »

your account.

Early Payment Detail

Report ‘ Previous ‘ | Submit | ‘ Exit ‘ Eailed Invoice

“
Failed Order
Set the parameters for this report. To save your changes and put the report into the queue to be run, Less

click Submit. To exit without saving changes or running this report, click Exit
@ Report Description

Invoice

Order Summary

2 ) Criteria Customer: Al Customers Select

Payment Transactions
Filter Invoice By: Date Invoice Created v Order
_ - Remittance Advice Details
Date Range 21 Feb 2017 To 28 Feb 2017 = |

SCF Trade Details Reports

‘ Previous ‘ | Submit | \‘ Exit ‘ Tax Book

Time Sheet

A Georgia-Pacific LLC ® m




Invoice Archival

Invoice Archival

Ariba Metwork can archive your inveices in zip format. The 3
day pericd, then additionally select the Archive Immediately
Configuring invoice archiving allows you to specify the frequency, onoore tmvoree Archiea
immediacy, and delivery of zipped invoices archives. If you wish to

utilize it, follow the below steps: Invoice Archival

From the Company Settings dropdown, select Electronic
Invoice Routing.

Twice Daily
Select the Tax Invoicing and Archiving tab. -
Scroll to Invoice Archival and click the link Configure Invoice o
Archival. e
Monthly
Select the frequency, check Archive Immediately to archive wenwing Satime: 11 ;|0 |\ an®pu EicuTo
without waiting 30 days, and click Start. | Archive Immeciately
If you want Ariba to automatically deliver archived zip files to you,

also enter an Archive Delivery URL. Otherwise, you can download
invoices from your Outbox > Archived Invoices.
Send archived invoice files to the Archive Delivery URL.

Note: After Archive Immediately is checked, you can either stop it e Detvery URL
or update the frequency anytime.

@ Send archived invoice files to the pending queue for download.

Save Delivery Option

You may navigate back to the Tax Invoicing and Archiving
screen in order to subscribe to Long-term Document Long-Term Document Archiving
Archiving for an integrated archiving solution.

[7] Enable long-term invoice archiving. See the terms and policies for the optional document archiving
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Company Settingsv %
SMO Supplier 1

Review Georgia-Pacific Invoice Rules A

Company Profile

These rules determine what you can enter when you Service Subscriptions
create invoices. L Approve Reject Account Settings
Login to your Ariba Network account via |
. . Customer Relationships
supplier.ariba.com Current
Users
Select the Company Settings dropdown and Customer g
under Account Settings, click Customer jUnitOrg - 5WQzy9VD565589b21009590920
Relationships Account Hierarchy
) L, Reject
. . . . View All
A list of your customers will be displayed. Click
on Georgia-Pacific. Network Settings
- . Invoice Setup
Scroll down to the Invoice Setup section and Electronic Order Routing
view the General Invoice Rules. AT v
Allow supplers to send invices to this account, v ectronic Invoice Routing

Ignore country-based invoice rules.

vee Accelerated Payments
Allow suppliers to send invoices with service information. (1) No
Allow suppliers to send invoice attachments. No
Allow suppliers to send non-PO invoices. (1) Yes
Allow suppliers to send invoices with a contract reference. (i) Yes
Require suppliers to create an order confirmation for the PO before creating an invoice. (1 Mo
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GeorgiaPacific

Georgia-Pacifie LLC Ariba Network Adherence Policy

Georgia-Pacific (GP) is transforming our procure-to-pay processes by partnering with SAP Ariba to fulfil
our vision of moving away from paper and manually transmitted documents. In support of streamlining
processes and creating transactional efficiencies, Georgia-Pacific has blished an Ariba N rk
Adherence Policy defining how to execute the various processes utilizing the portal. The expactations

are detailed on the subsequent pages and supplier adherence to these policies will be tracked. Any
exceptions to this policy must be approved by the corresponding GP Purchasing or Sourcing Manager
and the Georgia-Pacific Supplier Enablement team.

Questions related to the Adherence Policy can be directed to the Georgia-Facific Supplier Enablement

team (GP_Supplier Enablement@gapaccom),

(8] i ion Adherence i

*  Within 48 business hours of receipt of a GP Purchase Order (PQ) through the Ariba Network, the
supplier must acknowledge receipt of the PO and either (i) accept the PO or (i) notify GP of any
reason(s) why the supplier cannot fulfill the PO as issued. POs not confirmed in a timely manner
will be assumed to be acceptad by supplier without medification and subject to cancellation by
GP.

*  The supplier will not be able to submit an Invoice unless an Order Cenfirmation has been
submitted.

Order Confirmation: Price

*  The supplier must confirm the correct unit price of the item via Ariba. GF will work with the
supplier to reselve any discrepancies as quickly as possible.

* Any discrepancy between the price set forth in the supplier's invoice and the price set forth in
the PO will result in payment of the price set forth in the FO.

DOrder Confirmation: Quantity

*  The supplier must confirm the correct quantity of the item wia Ariba. GP will work with the
supplier to resolve any discrepancies as quickly as possible.

Order Confirmation: Delivery Dates

*  Apart from expedite situations, the supplier must confirm the estimated delivery date [EDD) via
Ariba. EDDVs are expected to be entered with every order confirmation and should reflect when
the item should arrive, not when it is shipped. GP will work with the supplier to resohwe any
discrepancies as quickly as possible.

Order Confirmation: Order Rejection

* In the avent that the supplier needs to reject an order [or partial order) because the supplier is
unable to fulfil, it is the supplier's responsibility to communicate directly with the Georgia-
Pacific buyer. Order (or partial order) rejections are the only acknowledgement communications
that should take place outside of the Ariba Network. Once the reason for rejection has been
discussed, the buyer will then take the appropriate action based on rejection reasen. If the PO
needs to be updated, the buyer's change will then be reflected on the PO in Ariba.

* Some reasons that suppliers may need to reject include but are not limited to:

2 Good cannot be supplied by supplier and a substitution is needed
Good out of stock

2 Good is discontinued or obsolete

o Good on backorder

2 Unit of Measure to be inveiced does not match Unit of Measure on PO

Order Confirmation: Additional Changes

*  |tis the supplier's responsibility to confirm and make changes (if needed) in Ariba. If additional
changes need to be made after the original confirmation is sent, it is the supplier's responsibility
to submit an additional order confirmation with the changes.

Invoicing Adherence Policy

® Asnoted in the Order Confirmation Adherence Policy Section, the supplier will not be able to
submit an Invoice unless an Order Confirmation has been submitted.

*  Invoices must be submitted through the Ariba Network to precess for payment. If an invoice is
submitted outside the Ariba Network, it will be automatically voided.

*  |f Tax, Shipping, or 3pecial Handling/Miscellaneous Charges need to be added to the invoice, the
charges should be included at the invoice header level and must include @ comment detailing
the charge. If these charges are not placed at the header level, and/or do not have comments
associated, they will not be accepted or processed.

* Al invoices must contain a valid PO Number. Invoices without PO numbers will not be accepted
of processed.

* A new and unigue invoice number must be provided for each invoice. Georgia-Pacific will reject
duplicate invoice numbers unless reswbmitting an Invoice that has been marked in Failed or
Rejected status on the Ariba Metwork.

#*  |fthe supplier is having trouble invoicing in the Ariba Metwork for technical reasons, it iz
expected that the Supplier contact the 5AP helpdesk. The helpdesk is accessible via THE
supplier's Ariba supplier portal.

Transition/Interim Process Adherence Policy

*  POsissued to a supplier before their Go-Live date will not be uploaded to the Ariba Network and
therefore the invoices for these POz will not be processed through Ariba. Invoices for the POs
sent to a supplier prior to their Ariba Metwork usage should be submitted via the same process
that was conducted prior to transitioning. Georgia-Pacific will provide you with the open POs
that should be invoiced manually.

Ariba Account Expectations Adherence Policy

*  Georgia Pacific requires all suppliers to have a group email box for PO retrieval. This decreases
the likelihood of PO's failing since employee tumover will not affect a group email box. Georgia
Pacific recommends that at least 2 employees have access to the mailbox to further mitigate
potential issues.

o If for some reason the group mailbox needs to be changed, it is the supplier's
responsibility to maintain accurate information and update directly in Ariba.

*  |fthe supplier upgrades or downgrades their Ariba account, it is expected that the Supplier lets
Georgia-Pacific know of this change.

Education Adherence Policy

*  After the formal onboarding process with Georgia-Pacific is completed, the supplier is expected
to know how to submit order confirmations in Ariba. If new resources start at the supplier's
company, it is the supplier's responsibility to educate the new employees on how to use Ariba
and what is expected. If further assistance is needed, suppliers can utilize the following:

= The supplier informational portal inside the Supplier's Ariba account
@ The quarterly refresher trainings provided by Georgia-Pacific
= The SAP helpdesk inside the Supplier's Ariba Portal

Duestions and Assistance

*  Questions related to the Adherence Policy can be directed to the Georgia-Pacific Supplier
Enablement team (GP_Supplier Enablement@ gapac.com],

*  Questions related to Ariba Processes that are non-technical can be directed to the Georgia-
Pacific Supplier Enablement team (GP_Supplier Emablement®gapac.com).

*  Questions related to Payment Inquiries can be directed to the Georgia-Pacific Accounts Payable
Customer Support group (SPAPservice @acsap-it.com),
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