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Ariba Light Introduction

This document contains the requirements and training for your organization to
create and submit invoices to Waste Management on-line via the Ariba Network.

Once enabled, only electronic invoices can be submitted.

Ariba Light is email based — save your emails!

Basic requirements for transacting on Ariba Light:

A Purchase Order is required. Once on Ariba, you can expect to receive all WM
Purchase Orders through the Ariba Network by email.

« All New, Changed and Cancelled Purchase Order Notifications will be sent to you via
email and will be available on the Ariba Network.
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Registration and Initial Order
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Recelving a Purchase Order

e You will receive an email notifying you that there is a new Order from Waste Management in
Ariba.

e Click on the Process order at the bottom of the message.

« You will be redirected to Create an Ariba Light Account.

» Note: The PO’s can only be accessed via email. We strongly advise that you keep all emails
until the PO is fully invoiced.

Waste Management - Test sent a new order

Your customer sends their orders through Ariba Network. You'll get a FREE Ariba Network, light account to process this order. If you have an

account, you can use it and log in now.
Process order

w ®

WASTE MANAGENMENT

© 2018 Waste Management. All Rights Reserved.



Sign In/Register

« If you already have an Ariba Light Account, click Log In.

* |f you do not have an Ariba account, click on Sign Up..

Join your customer on Ariba Network!

[ oo |

Already have an account?.og in

(=

Connect faster

Exchange documents electronically
and streamline communications.

Ariba Network light account is Free

Learn more
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Ariba Light Registration

Complete your Company information and make sure to fill out all mandatory fields (marked with an

asterisk *).

Ariba Network

Register

Company information

Company Mame:*  Your Company Mame

Country:* | United States [USA] R

Address:*  Your Company Address

Line 2
Line 3
City:* | Anytown

State:* | Texas v

Zip=* | TT002|
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Ariba Light Registration (continued)

Fill out your User information and all mandatory fields (marked with an asterisk *).

User account information

et Youwr Name
¢ youremadaddressficompany. com

J Use my amal a5 my wsarnane

youromaladdressRcompany com

Be sure to agree to the Terms & Conditions at the bottom of the page.

= T T - w T -
Linezn, Rumman Federshon or cifer unedicbon whemne pou ame kecabsd o A&nba ared the compaber rpsieme on whech T Anba servces sme bogbed (fecated in vancun dats
canters globally ). i ssccoe dance mrth Bha Anba Frirecy Shafamant, the Terma of Use, snd azplicatin lew.

Tou harves the might Bo- scoeas ared modiy powr pereonal dets from ssthen the applicatson,. by confacding the Anks sdmenstrefior ssthan pour crgenaratson or &nba, Inc
Thia coraent shall Be B effect from the moment & hea Been granted ard may Bo revcdced by prior wnthn, rofiscn o Amba. [F yow ere & Rumsisn offones resderg wchan the
Fuzman Federsbon, Tou slvo sxpreaaly confem thet aoy of powr perscnal dets endered or maodified ;n Bha oyabem has prevssaaly oo capfered by pour crganrafson i 8
smgarais dels repowstory resdhreg withen e lunssan Federatsen

.,,.l" I hared resd g 3res 56 Hhe Terma of mes and the dnba Prrcsoy Siabement
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Ariba Light Registration (continued)

You will receive an email to verify your email address. Please complete the request.

Ariba Commerce Cloud <ordersender-prod@ansmip.ariba.com=
To

This message contains Hlocked images.  Show Images Change this setting

Dear Your Name,

Thank you for registering your Ariba account. To complete the registration process we
just need to verify your email address. Please click on the following link to confirm your
address. This link will take you directly to yvour account where you can start using Ariba

Metwork.
Click here to activate your Ariba account. —

If vou are unable to launch a browser using this link, copy the link and paste it into
the address bar of any of the supported Web browsers to form a single-line URL.

https://service.ariba.com/authenticator.aw/ad/confirmEmail 2

key=coKrleBoEi2gZ5EUhnUuMb3sGkUxBEht&anp=~Ariba&app=Supplier

After your registration process is complete, use the following URL to log in to your
account: http://supplier.ariba.com

Sincerely,
The SAP Ariba Team
https://discovery.anba.com
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Ariba Light Registration (continued)

After completing your Registration, you will receive a confirmation email providing your Ariba
Light account information, including your Ariba Network ID (ANID).

Welcome to the Ariba Commerce Cloud
Ariba Commerce Clowd <ordersender-prod @ansmip.anba.coms

This Mesage CONMEING DIOCKEE IMB0ES.  Show Images  Change this sefting

To sign in to your account, go to Anba.com ,

Use the username and password that you created when you registered, (Your password s

Welcome to Arilka Netwaork Light Account .
encrypted, so we cannot show it here,)

Thank you for regestering for an Anba Network light account. Here is some information to
gek you started,

Things you can do

Your Account Information

when you sign in to Anba Network, you can:

Company name Your Company Mame

Administrator email youremaziladdress @ company.com ¢ Respond to any number of emailed orders.

Ariba Network 1D EUTESENEEEETEEL o View up to 20 orders on the home page.

Uszername youremailaddrezs @ company.com * Get hmited access to features that your buyer supports, hke order confirmations

and ship notices.
o Check mvoice status and create non-PO invoeces, if your buyer supports them,
* Set up your company profile to attract potential customers.
¢ Submit technical questions online,
¢ Create user accounts.

Registration is complete!
You are now ready to transact on the Ariba Light Network.
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Ariba Light — Full Account

You can upgrade to a Full Ariba Account at any time by clicking Learn More.

A rl ba N etwo rk _ Upgrade from light account

Available on Full Account (Read Terms and Conditions before accepting, Supplier fees may apply):
« Catalogs

 Integration
 Full web portal navigation
* Please Note: fees may apply
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Creating Invoices
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Initiating an Invoice

« To submit an invoice you need to access the Purchase Order email.
« Select the Process Order button to open the link to Ariba.

Note: It is essential that you keep all emails you receive from Ariba informing you of a new Waste Management
Purchase Order until the order is completely invoiced.

Waste Management sent a new Purchase Order Inbox  x

"Waste Management - <ordersender-prod@ansmtp.ariba.com:>
to me (=

Waste Management sent a new order

Process order

Your customer sent you this order through Ariba Network.
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Initiating an Invoice (continued)

 If you are unable to locate your initial email that contained the PO, you can request it to be resent
by going to your Ariba account home page and locating your PO.

* Click on Select

« Then Send me a copy.

Note:: Not all PO’s will be available for resending based on the volume of open orders from Waste Management.

Ariba Network

Orders, Invoicas and Payments All Customers Last 14 days MOW We'Te mob)|

Cheack it out

=3 8

9 Ju] 0 0
Ondiers o nvoice: Orders thal Meed Ivolces Rejecied Finned Documents.
ATlenkion

e
Ilone

2133208289 ‘Waste Management - Tesi ey £1,500.00 UZD 12 Apr 2018 2000 USD Select =

o & Waste Management - Test Partially Invoiced £1,000.00 USD 12 Apr 2018 £1.00 USD Send me a copy to fake action . .

2133208287 & ‘Washe Management - Test Miew $100.00 USD 12 Apr 218 000 usD Sedect
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Creating an Invoice

Once you click Process Order on the email, you will be routed to the Ariba page to sign in.

Supplier Login

Your company

If you don't have a user acce

is already registered.

Login

Having trouble logging in?
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Creating an Invoice (continued)

« After logging in, you will be routed to
the PO directly to submit an invoice.

e Confirm the details on the PO and click
Create Invoice

« Select Standard Invoice

w Ml © 2018 Waste Management. All Rights Reserved.
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* Create Order Confirmation « ||l Create Ship Notice | =

Order Detail Order History

From:

WM National Services, Inc.
P O Box #6700

Portland, OR 972286700
United States

hice Hide |

Standard Invoice

Line-ltem Debit Memo




Creating an Invoice

Each Invoice will automatically pre- [ Greate invoice
populate with the PO data.

* |nvosce Header

Make sure to complete all fields marked —
with an asterisk (*). = | e 3400 a0

||-_. Drale = | 18 Apr 2018 =] | . .l.||.|-:-|“-:l'.-r 5,00 W50

ubtots .00 UsD
w000 USD

1. Enter an Invoice Number. Each invoice
should have a unique invoice # to avoid a
duplicate rejection. UBTe: W Matbrm Sevrives, b

Porfland, 02
Undled Hale

2. The Invoice Date will auto-populate, please
make sure it is the correct date. R

aiegoTy Salon Tax T 50 00 LUSD

3. Complete the Tax and Shipping at the
Header.

4. You can also add additional information to
the Header of the invoice such as: sippina

B eader leved SR Lt bevel Shvigysg

« Special Handling
« Comments -
« Attachments

» Shipping Documents
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Creating an Invoice (continued)

Freight Charges

« To enter a Freight Charge, click on Add to Header

Add to Header v

Tax

Shipping Cost

BI
. . Shipping Documents

 Select Shi pping Cost Special Handing Price  Part# Auxiliary Part If

bcount $1,500.00USD  Not Available
e Scroll up to Sh|pp|ng/8h|pp|ng Cost [ Additional Reference Documents and Dates

Comment

. . . . Attachment
« Enter the Shipping Amount and Shipping Date
Shipping
@ Header level shipping (D Line level shipping ()
Ship From Ship To View/Edit Addresses

Shipping Cost

Shipping Amount

Shipping Date

Remove
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Creating an Invoice (continued)

Additional Fields

Make sure to complete all fields marked with an
asterisk (*) including:

Additional Fields
x Information Only. No action is required from the customer.

Supplier Reference:

Payment Note:

e Account Number (Your internal number for WM

Sugpler
- if no account number exists, enter “WM”

e Your Name: (contact for questions) ot o trem your®

e Your phone number:(contact for questions) YN?;f;J::j

e Your Email address: (contact for questions) YourPuione Number | USA1 v

Your Email Address: *

Payment Website

Note: DO NOT add a check mark to the Information Only. (Optonal)
This will create an invoice but will not route the invoice to
WM.
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Creating an Invoice for a Blanket Purchase Order

To invoice against a Blanket Purchase Order:

Identify the line that you are invoicing.
Click the Check Mark box on that line.
Click on Create

Select Goods

You will be routed to a new page.

Make sure to complete all fields marked
with an asterisk.(*).

Once the required fields are completed,
click Create.

w ®

WASTE MANAGENMENT

© 2018 Waste Management. All Rights Reserved.

Blanket PO ltems

Line Quantity UOM Price  Part# Auxifiary Part 1D Description Subtotal
J 1 1 EA $1,500.00USD  Not Available AL Blanket PO §1,500.00 USD
Edit Delete

Goods
Blanket PO ltem
1 1 EA §1,500.00 US; Not Available " . z::i:j PO # EUO.C-OJUQD
¥ Invoice Item Line liem Actions v

nnnnnnnn

AAAAAAAAAAA
iption

Descripfion:




Creating an Invoice for a Blanket Purchase Order (continued)

« After clicking Create, you will be routed back to the invoicing page.
« The line created will show under the PO line..
« The created line can be modified by adding a check mark and clicking Edit

* Note: DO NOT create multiple lines for one PO line.

Blanket PO ltems

Line Quantity UomM Price Part # Auxiliary Part ID Description Subtotal

v 1 1 EA $1,500.00 USD Not Available AL Blanket PO $1.500.00 USD

1.1 EA Not Available AL Blanket PO $1,500.00 USD
1 $1,500.00 US

| Create v ‘ Edit | ‘ Delete

**Skip to Submitting the Invoice section to complete the invoice
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Creating an Invoice for a Standard Purchase Order

To invoice against a standard purchase order
« Review or update Quantity and/or Amount for each line item you are invoicing.

 If you are not invoicing this line, click on the line item’s Green circle to exclude it from the invoice ( slider
will turn gray)

OR
* Click the check box on the left of the item and click Delete to remove the line item.

« Note: This item can still be included on a future invoice against the same purchase order.

. 2 Line ltems, 2 Included, 0 Previously Fully Invoiced
Line Items
Insert Line Item Options
Tax Category: ~ Shipping Documents Special Handling Discoun t

Add to Included Lines

nclude Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal

I
1 ) MATERIAL Not Available WO#999999 - Parts 1 EA $200.00 USD $200.00 USD

2 @ MATERIAL Not Available WO#999999 - Labor 1 EA $100.00 USD $100.00 USD
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Submitting the Invoice

Once you have completed all the Required lines, Click Next to continue submitting the invoice or Save to save
it for later.

Update Save Exit MNext

If you save the invoice, you will receive the following message at the top of the page.

Note: Invoice is saved for a week. To access, see page 26.

Create Invoice

Invoice "123" is saved. The saved invoice will be Kept until 25 Apr 2018.

¥ |nvoice Header

w ®

WASTE MANAGENMENT

© 2018 Waste Management. All Rights Reserved.



Accessing a Saved Invoice

Accessing a saved invoice:

.. . o ) Routing Status: Sent
» Open the original PO email notification BPO Status: Open

BPO Type: No Release Required
» Click Process Order. Amount Available: $1,500.00 USD
Effective Date: 11 Apr 2018
 Log in to Ariba Expiration Date: Perpetual

Draft Invoices: Invoice: Saved invoice

* Click link to saved invoice in the Draft Invoices.

After clicking the invoice number, you will be routed back to the Create Invoice page.

Create Invoice
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Submitting the Invoice

* Once all line items shipping, tax ,etc have been
added to the invoice, click Next.

* You will be routed to a review page.

« Confirm all the fields are correct before clicking
Submit.

 Note: If the fields need to be modified, click
Previous.

Create Invoice

Previous

Save

Exit

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of inveice. The document's originating country is: United States. The document's

destination country is: United States.

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

archiving service.

Standard Invoice

* Once the invoice is submitted, you can Print a copy

or Exit the invoice creation page

* You will also receive an email with a copy of the
iInvoice
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= Print a copy of the invoice.
= Exit invoice creation.

SAP Ariba
Your customer Waste Management
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Creating a Credit
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Submitting a Credit memo

To submit a credit memo:

* Open the original PO email notification
. ¥ Create Order Confirmation || Wl Create Ship Notice Hide |
 Click Process order

Standard Invoice

 Log in to your Ariba account Order Detail | Order History Line-item Credit Memo
* You will be routed directly to the PO.
From:
* On the Purchase Order, click on Create Invoice WM National Services, Inc.
P.O. Box # 6700
« Select Line-ltem Credit Memo. Portiand, OR 97228-6700
United States

* You will be routed to Line-ltem Memo page

w Ml © 2018 Waste Management. All Rights Reserved.
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Submitting a Credit memo

 The Line-ltem

Memo page will show a list of invoices submitted under this PO.

 Select an invoice that will be credited

 Click Create Line-ltem Credit Memo

* Note: DO NOT click on Create Non-PO Invoice. This is not an option for WM Suppliers

Line-ltem Memo

Invoices (1)
Invoice # Customer Reference Submit Method Origin Source Doc Date
: Waste Management
® = al test 1 Waste Management - Test % } online Supplier Order 17 Apr 2018 does not accept Non
L, | Create Line-ltem Credit Memo Edit Copy ‘ PO Invoices through
Ariba or Ariba Light.
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Submitting a Credit memo

) ) ] ) ¥ Invoice Header
 The information on the credit memo will be
pre-populated to match the original invoice. summary
« Add the Credit Memo # Credit Memo # *
« Reason for Credit Memo (at the bottom) CreMemoDate." | 18 Apr 2018 =
Original Invoice No:  al test 1
« Make adjustments to the line if needed Original nvoice Date: 17 Apr 2018
. CI|Ck Smelt Supplier Tax 1D:

* Note: Always verify the invoice date.

Comment

Reason for Credit Memo:*

Default Credit Memo
Comment Text:
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Canadian Sales Tax

The Canadian Taxes need to be broken out in the
appropriate tax category in the tax details section and
labeled (GST, PST, QST, etc.) Taxes should not be
entered at the invoice line level.

Note: For Provincial Carbon Tax (PCT) use tax
category PST

subitotal:  §196.00 USD
Tax $0.00 USD
ount  $196.00 USD
ount:  $196.00 USD
ue:  $196.00 USD

|

Wiew'Edil Addresses

Taxes are added at the header level
(not line item level). Additional tax
types can be added by clicking the Add
to Header button.

Tax Summary

Tax Details:
Tax Category Tax Rate Tax Rate Type
GST 10%
PST 5%

HST 10%

Taxable Amount
£5.00 CAD
$£5.00 CAD

$5.00 CAD

Tax Amount
$0.50 CAD
$0.25 CAD

$0.50 CAD
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Waste Management Invoice Practices

SUPPORTED NOT SUPPORTED
* Detail Invoices « Summary or Consolidated Invoices
> Apply against a single purchase order » Multiple purchase orders on one invoice cannot not
referencing a line item accepted by Waste Management
e Partial Invoices o Dup”cate Invoices
> Apply against specific line items from » A new and unigue invoice number must be provided
a single purchase order for each invoice.
 Contract Invoices » Duplicate invoice numbers will not be accepted unless
» Apply against contracts resubmitting a previously failed Ariba invoice
* Credit Invoices . Paper Invoices
> Item level credits; price/quantity > Paper invoices will not be accepted. All invoices must
adjustments be submitted through Ariba

e Header Level Credit Memos

» The Header Level Credit Memo feature is not
supported by Waste Management

« Service Invoices
» Invoices that require service line item details
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Common Invoicing Issues and Errors

* Original PO email is lost .
» Log into Ariba account to locate PO and choose
select, Send me a copy
Changes required on a PO
» Contact WM requestor for new/updated purchase
order

Invoices that include parts and Labor require 2
lines on the PO

If shipping partial order, please only invoice for
parts/services provided.

» A second invoice can be issued for additional

parts/services as needed.
« Select Correct Unit of Measure (UOM) on invoice
to match purchase order

» Some examples are: Each (ea), Dozen (dz), etc.]

> Labor is not taxable « Sales tax must be entered into the Total Tax field
> Request purchase order with 2 lines prior to fulfilling at the Header.
_ the or.der "Please note that a new PO will be issued » US Vendors: Enter the full taxable amount and your
* Invoice price does not match purchase order corresponding tax rate.
» Contact WM requestor provided on purchase order » The tax amount will display in the tax summary
to adjust price prior to fulfilling the order section of the invoice
« The number of purchase order and invoice » Louisiana: Add Parish tax to total sales tax
lines must match » Canadian Vendors: Click the ‘Add to Header’ button

and select Tax.

» Use attachments to provide greater detail )
. . » The taxes must be broken out to the appropriate
» If a purchase order is created for parts on 1 line tax category by clicking on the drop menu.in the

and you supply 4 parts, only include a 1 line tax detalls section; select (GST, PST, QST, etc.)

in a separate document (invoice copy) tax rate for each tax type. The taxes will display
in the tax summary section of the invoice.

» DO NOT create tax categories
For PCT, use the PST category
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Common Invoicing Issues and Errors

* Freight must be entered into the freight field. « |nvoice exceeds PO amount
> If freight was NOT included in the original invoice, » Request a change order from the WM contact listed in the
emalil for assistance in “Ship All Items To” category of the PO

submitting the freight invoice.
* Invoice submitted incorrectly

> Cc_)ntact( o ) with a request to » DO NOT submit paper invoices
reject the invoice.

: . o . » DO NOT fax invoices to PO Box
» Once WM rejects the incorrect invoice, a new invoice o )
can be submitted » Turn off automatic billing if applicable
» Paper invoices will result in a failed invoice
» Routing Status: Failed

» Note: WM may dispute the invoice amount:
« Submitting Paper Invoices

 Miscellaneous charges
» Valid miscellaneous charges (ex. environmental fees,

fuel, hazmat, mileage etc) should be included in the > Invoice Status: Rejected

special handling field of the original invoice » Submission Method: ICS PAPER
» Use the notes field to describe the special handling > Submit ALL invoices through Ariba

charges

» This field should NOT be used for price discrepancies
» DO NOT include shop charges

 Blanket Purchase Orders:
> Invoice date must match BPO date
> Ex: DO NOT submit a 2015 invoice on a 2016 BPO
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ICS Failed Invoices

 All paper invoices submitted to the
Online Capture Center (email, mail, or
fax) will fail

* Submission Method will show “ICS § Wl o S O S0 b S

F) a p e r I n VO | Ce » Waste Management (niline Supplier Order 20 Apr 2016 B0 Admowledged S

. . . . Waste Mavagesment Onlne Sugher  Order 20 Ape 2016 S0 Admoweded  Sen

* AS the pap_er IHYOI(?e IS _reJeCted ! Waste Management Onling Supber  Orfer & Mae 216 USD  Advovledped  Sent
submit the invoice in Ariba. — e S . - e

" Waste Management (infine Suppher Ordes 24 Feb 2016 USD  Admowedged S

Waste Management (e Swghr  Orfer 16 Feb 1016 S0  Adnowedd  Sent
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Ariba Network
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Ariba Support

Ariba offers support for Ariba Light via the
Help Center.

The Help Center is accessed by logging
Into your account in Ariba and searching for B——
help by tOpiC B Rogiteran sen an oxcer

" requested profile?

If you need further assistance, please send
an email to

nnnnnnnnnnnnnnnnnn
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