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Review the Purchase Order

Review the header....

...and line level detail of the order

To

Antonigade 4, 4.NULL

From Order number
Unilever Danmark A/S 4510415275
@restads Boulevard 73

Purchase Order received from Unilever B Create vl A t v
reate Invoice cce
Denmark Other actions P

@ Received via Tradeshift — Last update: 13 days ago 1106 K@BENHAVN K 2300 Kobenhavn 5 ;);;;;]:;e EL;(r;emy
Denmark Denmark
& PO.dat attached AccountingSystemid : 0001022633 CVR : DK45963128
ok Branch : dk
A\ Only open attachments from trusted sources. Untrustworthy attachments may be harmful to your device.
Description Quantity Unit Unit price Tax Total DKK excl. taxes
TEST_257 1 LE 1.00 1.00
Subtotal excl. taxes 1.00
Total DKK 1.00

Total taxes DKK 0.00

To From Order number
Unilever Danmark A/S 4510415275
Antonigade 4, 4.NULL Drestads Boulevard 73 Vi g oa 27
1106 K@BENHAVN K 2300 Kebenhavn 5 Drderdoty Sarrtey |f yOU re h a p py, CI | Ck th (S gree n Acce pt
08705117 DKK

Denmark

AccountingSystemld : 0001022633

Denmark

CVR : DK45963128

o oo oS button to accept the order.

Note: This is only internal supplier use. PO status
change is not sent back to Unilever. BHIFI™
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Create Invoice from Purchase Order
;l;tr']cr}r}‘aaii Order received from Unilever -omEt ;m

@ Received via Tradeshift — Last update: 13 days ago
° Reject

To From i | der number
Uni ‘ Download PDF or UBL 10415275
Antonigade 4, 4 NULL @restads Bouleval a Archive document berd 5
1106 KPBENHAVN K 2300 Kebenhavn er date urrency
Denmark Denmark 08/05/17 DKK
AccountingSystemld-0001022633 CVR : DK45963128
ugls 2 H Branch : dk
To “flip” the Purchase Order
into an Invoice simply click
" H ”
the “Create Invoice” button
Item ID Description Quantity Unit Unit price Tax Total DKK excl. taxes
TEST_257 1 LE 1.00 1.00
Subtotal excl. taxes 1.00
Total DKK 1.00

Total taxes DKK 0.00
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Invoice details are copied from Purchase Order

Create invoice Autocompiete from document Details, such as Quantity, Description,

&\ This invoice has been automatically filled with information from a purchase order. Please check all details below before proceeding. P u rCh ase O rd er N um be ran d U n It

Price, are copied from PO and can be

To P P used to create the invoice.

Unilever Danmark A/S ‘

@restads Boulevard 73

2300 Kebenhavn S Issue date * Currency
Denmark

[30i08/17 [oxg -
CVR: DK45963128
Branch: dk Purchase Order Number *
Change recipient 4510415275

‘ Add optional field - ‘

‘ Add payment method - Write a message to the recipient
Price per unit
Item ID Description Quantity Unit excl. tax Tax Total excl. tax s — o
ave payment method for future invoices
0‘ ‘ ‘TE5T7257 ] ‘1 ‘ ‘LE\[ [1_00 ‘ ‘25% 1.00

Purchase 4510415275

Order Number
* Set delivery address

Order Line

Rlamher d | save notes for future invoices

Do not change recipient during PO flip .

CIETTREY v chorge dscountora Invoice should be issued to the same UL R
Subtotal excltaxes .00 entity for which PO is raised. ChooseFile &
Moms 25% of 1.00 DKK 0.25
gl 125 bix file size is 3000 kb

Total taxes DKK 0.25
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Enriching the Invoice information

Create invoice autocompiete from document

A This invoice has been automatically filled with information from a purchase order. Please check all details below before proceeding.

To

Unilever Danmark A/S

@restads Boulevard 73
2300 Kebenhavn S
Denmark

CVR: DK45963128
Branch: dk

Change recipient

Price per
Item ID Description Quantity uUnit excl. tax
[+ | |TEST 257 RE | [te T~] [1.00
Purchase [ 2510415275 |
Purchase | 10 |
Order Line

Number *

Add optional field
Add new line Add header charge, discount or tax
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Subtotal excl taxes
Moms 25% of 1.00 DKK

Total DKK

Invoice number

Mext number: 0013

Issue date * Currency
(300817 B[ |osx ~]
Purchase Order Number *

‘451 0415275

‘ Add optional field

Add optional field
Exchange rate
Delivery period
Payment due date
Delivery date
Purchase Order Number
Contract number
Cost center

Clearing Doc Number
scan D

Customer account 1D
Tax point date
Person reference

1.00
0.25

1.25

Total taxes DKK 0.25

Invoice Number
Issue date & Currency

You may add

additional relevant
fields here (for
example delivery

date, Tax point etc.)
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Complete Invoice

A single payment method per invoice is a

Unilever requirement. e — - |
] Sawe payment method for futurne rmoices

(Do not use cash as a Payment method)

Set delveny sodness.
Moms 25% of 20.00 DKK 5.00
] Total DKK 25.00

Total taxes DKK 5.00

Bank Account Write a message to the recipient

Bank name

Add payment method. You can bMondy Bank |
also save the payment method St R
[0011 I ‘ 1234567 I i 5
for future invoices. A single : — [ e neresforfunre mvoices
payment method is mandatory o= SR |
[ark Accouns -] You can add attachments here
E Save payment methods for future Invoices

Once all the required fields are a

i - >
5 Discard  Save as draft - e

complete you can Preview the

invoice or Send it
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Complete Invoice

Price per unit

Item ID Description Quantity Unit excl. tax Tax Total excl. tax
0| ] |TEST_257 | |1 \ |LE - | |1.oo | [25% 1.00 1. Provide delivery note number , wherever its
Purchase [2510415275 | relevant.
Order Number . . . . .
: 2.1f known, enrich the invoice line level with
pighes [ | additional information such as GR number as it
Number * .
helps payment on time

v Add optional field Price per unit

Discount Item ID Description Quan Unit excl. tax Tax Total excl. tax
. Charge (e.g. freight)

cxu o | of e Y E ] o]

GR Number /

: Purch
Tax exemption reason D‘:agf:imber [4510415275 / A
Model name * /

Purchase Order Number *
Purchase Order Line Number *
Cost center
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Purch

Sene /[ l
Number * /

Delivery Note | I 4 / / |
GR Number | ¥ ]
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Ad d |t| ONa | C h a rge S 1.Addition changes is provided only at header level.

2.DO NOT use FIXED Tax . Tax rate must be provided at

each line level only.

:_"_;Z'_‘l hitps://sandtbor tradeshift.com/# create/ Tradeshift invoicel GcraateTemscution=e151 Biordes P- @ G|@&wl
Fi= Edit View Favories Took Help

acid apiciana! figtd -

..... D Deseription Guanity e il Ty T T et iae
[+] V2T3B0BT - 67036937 CASE as s v 2,500.00 1] 1,250,00
burshass 1
G Hismiser
Purchas 0
Crame b
[
b i Q 000
SN TS | |
Subotsl el taten 125009
2| = ) C——
Total AUD 1,250.00
Tokal T U0 000 Add new line -+ Add header charge, discount or tax
Subtotal excl taxes 1,250.00
. _ Charge 100.00
A payrient matnods - YWrie & mstage to the racd plant Fixed Tax of 1.350.00 AUD 0.00
7] Sawe payment meshods for futee oices Total AUD 1.350.00

Total taxes AUD 0.00

S dal ey st
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Exchange Rate

(1| hitps://ssndbos tradeshift,com/creat
File Edit View Favortes Took Help

Unilever Australia Trading Ltd
Leved 17, 3-26 Park Strees MEW

Sydrey 2000

Musttala

REMN: 46136885571

Ny recigsent

- Desriptins
o W2743030 - 67035938 CASE
Purchase AB1 0SS5
e Humber
Bunhass "W
rrieny

Acd pptiansd fied -

o WZT3BOBT - GID36TIT CASE
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e/ Tradeshift Invoicel GiomateTerecition=e15 18irder O ~ B G | (i English -1

Create INVOICe rusenpiote tom documt

KN RO TMTOn B 5 PUFCRISE D7OM, Phease thath, 3 dETas biiove DeTore f¥iceeding

TGS MTDET e e LA B
IN_ALL Bank 2
e date Cummency

wny [ (a0 -
Purchase Order Numiber *

4510581534

od Tl
hangs rate
Delbiery panicd
Paymant due date
[Delivury cate
CONTact numsr

’ Cost center

Quansiny - sl [Person reterence
Clearing Do: Kumber
1 g 2,500 %ecan 1

fCumtamer aroount
T point st

0| 25000.00

2,500.00

For invoice which are issued in currency which is
not a local currency of the supplier - exchange
rate and value of converted Tax amount to local
currency should be provided on the header

Mext number: IN_AU_Bank_2

To Invoice number

Unilever Australia Trading Ltd |IN AU_Bank_2 |

Level 17, 2-26 Park Street, NSW
Sydney 2000
Australia

Nsue date * Currency
BT e~

Purchiyse Order Number *

ABN: 46136885571

Change recipient

|451 05\1 534 |

Exchange Currency

[ | [awe -]

Date of exchange Converted tax
rate total

| | |
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Real time validation of invoice information

Ta

Invoice number Mt rumibar: B, 31
Unilever Denmark |M12 oy |
tssue date * Currency
nng | [oxe -
. . . . Unilever Company Number: dk |
Tradeshift will highlight 7 Changa rechen Purchase Order Number
any corrections you s S
need to make before [pdacenarat e =]
sending the document
ttem |10 Description Quantity Unit :;:T:':m i Tam Tetal excl, tax
© [o01 |one Thing 2 [pes =] [10.00 |25% 20.00
o mber | I

M\ rvoice is not valid for dispatch

M\ The Purchase Order line reference is mandatary and must be numeric.

'8 n Froviding a customer legal entity is mandarory.

TRADESHIFIr

NB: A full list of the validation rules which apply to your invoices is available in the “Validation Rules”
section of the Support page HERE
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https://unilever.support.tradeshift.com/

You can check document status

You can check your

document status in your
Document tab. Click on a
document to view it.

In this case, PO validation
rules fails, invoice status

will show as “FAILED
DELIVERY”. Click on a
document to view error

message
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@ Filtered documents

Unilever South Africa (Pty) Ltd

FAILED DELIVERY » SALE » INVOICE #IMN_SA_BANK_ 1 » ISSUE DATE: 30/08/17

Unilever South Africa (Pty) Ltd
SENT » SALE + INVOICE #IN_SA_BANK_2 » ISSUE DATE: 30/08/17

Unilever South Africa (Pty) Ltd
DRAFT » SALE - INVIOICE #1234 « 155UE DATE: 30/0817

Unilever South Africa (Pty) Ltd
SENT » SALE « INVOICE #2 « ISSUE DATE: 28/08/17

Unilever South Africa (Pty) Ltd
SENT » SALE « INVOICE #1 « ISSUE DATE: 28/08/17

Unilever France HPC Industries St Vulbas FR21
DRAFT » SALE « INVOICE #TEST » ISSUE DATE: 25/08/17

Unilever South Africa (Pty) Ltd
FAILED DELIVERY * SALE + INVOICE #DN-TEST « ISSUE DATE: 25/08/17

Unilever South Africa (Pty) Ltd
SENT * SALE « INVOICE #DN-TEST » ISSUE DATE: 25/08/17
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| ' tat dated the d t

Conversation . . .
1nvo|ct.asentto Unilever Australia B Maikas paid Y
©® Sentvia Tradeshift — Last update: under a minte ago Other actions

& Purchase Order 4510581534 related

A

2hours ago

Purchase order sent

Tax invoice

a Purchase Order #4510581534

TOTAL COST ~AUD 32.5k

Current status of the _—

Unilever Australia Tra...

T From Invoice number
H H Unilever Australia Trading Ltd ~ VISY BOARD PTY LTD (HPC) IN_STATUS1
ISSUE DATE 17 Aug 2017
document IS VISIbIe on the TOp & Level 17, 2-26 Park Street, Nsw PRIVATE BAG 7272
Sydney 2000 LIVERPOOL BC BC 2170 e dine Cuimriey
Australia Australia 83117 AUD

right corner of the invoice.
Invoice created ; .
D by sntULsund8@iradeshi com ABN : 46136885571 VAT Reg. no. : 58005787913 Purchase Order Number

6 minutes ago 4510581534
n Invoice #IN_STATUS1
TOTAL COST ~AUD 1.3k Item ID Description Quantity Unit Unit price Tax Total AUD excl. taxes
H H H V2738087 - 67036937 CASE REXONA MEN
History of the invoice statues - P — st 05 pes 250000 0 125000
and messages can be found in 31 hug 2017 e 1 5105154
. . Requisition line number: 20
Universal Inbox. Cick on
magce #IN_STATUST sent to Unilever Australia
o 4 . .
Contact buyer” and this will B _—
b subtotal excl taxes 1,250.00
Fivarl Tav nf 1 25000 4110 ann

be displayed
p y NEW MESSAGE . .
Contactbuyer  Contact colleague
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For more information, please visit:
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https://unilever.support.tradeshift.com/

