


Nutrien

Ag Solutions-

Purpose of this Guide

This document is to provide information and training
for transacting with Nutrien Ag Solutions via the SAP
Ariba Network®. It provides step by step instructions
and procedures for Suppliers to manage purchase
orders and submit invoices to Nutrien Ag Solutions.

Suppliers must be enabled on the Ariba Network In
order to submit electronic invoices through the Ariba
Network.
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Indirect Procurement

We’re implementing SAP Ariba for Indirect Procurement. Indirect
Procurement refers to everything that we buy for our business that we do

not resell directly to our customers. This includes our purchases outside of
seed, chemical and fertilizer.

Indirect Procurement Includes

ﬁ Office supplies % Tools '{:(-);} Parts

[; Technology < Cleani'ng And many other
= Supplies purchases
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What you’ll find in this guide

01
02
X!
0z

Ariba Overview

Journey To Ariba Enablement

A Day In the Life of a Supplier

Step by Step Training Material
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About the SAP Ariba Network ® RESERS

.....

We're moving to the Ariba Network to provide an efficient electronic transaction experience
that will allow us to collaborate seamlessly with suppliers.

We understand that Ariba will be new to some of you and will change the way you normally
work with us, but it will benefit you in the long run.

Supplier onboarding began in June 2019 and will continue through 2022. Ariba went live
with Canada Retail, Loveland Products Inc (LPI), Dyna-Gro, OreGro, and Evergro in
December 2019. US Retail regions and the Loveland, Colorado corporate office will be
enabled at a future date. We will follow up with more emails detailing next steps and timing.

SAP Ariba /)\\

Learn more about SAP Ariba
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Ariba Transition RERREE

.....

In the coming months, we will be transitioning some of our Indirect Procurement activities
and Suppliers to the Ariba Network. Please continue to transact with us as you normally

would (Indirect Supplier ‘How to Get Paid’) until we contact you with a Project Notification
Letter.

During the transition, we will be transacting on multiple systems, so some suppliers may be
receiving purchase orders on multiple systems. It will be a growing pain, butitis a
temporary one and we appreciate you joining us on this journey.

p If you have any questions on the Ariba onboarding process, please contact Retalil

Indirect Procurement or the Procurement Systems Sustainment Team.
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Moving to Ariba SRS
1. You'll receive a Project Notification Letter from the Procurement Systems Sustainment Team

asking you to join the Ariba Network. Please transact with us as you normally would until you

receive this letter.

If you're already on Ariba, we’ll see you there! If you're new to Ariba, follow the steps below.
Attend a Supplier Summit.
Register with the Ariba Network.

You will need to accept the Trading Relationship Request from the Ariba Network to transact with
the business. You will have access to Nutrien Ag Solutions Supplier Information Portal with
relevant training material. For instructions on how to access the Supplier Information Portal, click
here.

6. Complete technical details on your Ariba profile such as Routing IDs and ACH account numbers
— it sounds complicated but we’re here to help you.

7. Start selling your products and service on Ariba!

a kM D

Ariba Network Supplier Guide — January 2022 8


mailto:ProcurementSystems@nutrien.com
https://service.ariba.com/Supplier.aw/125009057/aw?awh=r&awssk=qPn_VyIf&dard=1

Nutrien

Ag Solutions-

Benefits of Ariba for Suppliers

Get paid faster

Better communication on
both sides

Never lose a document
with the searchable
archive

Ariba Network Supplier Guide — January 2022

Track the status of your
Invoices

More control over order
processing

More efficient and
accurate than paper and

manual invoicing
processes

Electronic purchase
orders and invoices

Easily convert purchase
orders into invoices

Sell your products and
services to more
customers through the
Ariba Network
marketplace
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Nutrien

Ag Solutions-

How to Sell on Ariba with Nutrien Ag Solutions S

There are three paths you might take on your journey to get transacting with us on Ariba. In
this guide, we’ve outlined registering on Ariba through the perspective of three typical
suppliers. We will help you find the best path for you and your team.

Carrie
Already Transacting on Ariba

Carrie already transacts on Ariba,
and only needs to establish a

trading relationship with Nutrien
Ag Solutions to maintain
business as usual.

Ariba Network Supplier Guide — January 2022

Mike
New to Ariba, and will benefit
from Ariba’s premium features

Mike isn’t on Ariba yet, but the
premium features of an

Enterprise Account will save him
time and money. We’'ll guide you
through this if you're like Mike.

® & & & & & & & & & o s 0 80 00

Doug
New to Ariba, but only needs
the basic, free account

Doug also isn’t on Ariba, but will
get plenty of benefits from a free

Standard Account. We'll guide
you through this decision if you’re
like Doug.

11
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Suppliers Already on Ariba (Enterprise Account)

>

Carrie is Carrie receives a
already Project Notification
Transacting on Letter
Ariba

Nutrien works with Carrie to

Carrie Receives a trading

relationship request

determine the best
enablement type

through Ariba

9
050 s

Carrie may be set up to automatically accept
new trading relationship requests. If not, she
manually accepts

Ariba Network Supplier Guide — January 2022
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Go Live
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Suppliers New to Ariba (Enterprise Account)
= & i

Mike is new to Mike receives a Mike receives an Mike attends a Supplier Summit Mike Registers on Ariba throug}
Ariba, but will Project Notification invitation to a and learns about Ariba, different a link in an email from our

benefit from a Letter Supplier Summit, and account types, and gets his Procurement Systems
premium registers to attend questions answered Sustainment Team
Enterprise
Account

Nutrien works with Mike to
determine the best
enablement type

9
050 s

Mike attends functional Ariba Mike accepts the TRR Mike Reviews the Ariba
training to understand how to best Terms and Conditions
use the tool

with his organization

> 3]

2

Mike decides whether or not to fully If Mike integrates, Go Live

integrate Ariba with his ERP system additional set up may be
Ariba Network Supplier Guide — January 2022 required 13
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Suppliers New to Ariba (Standard Account)

(&)

232528

Doug attends a Supplier Summit Doug Registers on Ariba
and learns about Ariba, different  through a link in an email from
account types, and gets his our Procurement Systems

guestions answered Sustainment Team

050 s

Doug attends functional Ariba training to  Mike accepts the TRR
understand how to best use the tool

Doug is new to Doug receives a Doug receives an

Ariba, but only Project Notification invitation to a

needs the free Letter Supplier Summit, and
Standard registers to attend

Account

8883

Doug Reviews the Ariba
Terms and Conditions
with his organization

> 2

Go Live
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futrien ARSI
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Creating Catalogs SRS

.....

We'll continue transacting with you no matter which path is right for you and your team. For our partners
who will be transacting with us using a catalog via Enterprise Accounts, we’ll guide you through the
process of setting up catalogs on the Ariba Network. These catalogs will enable our employees to view
your goods and services directly from Ariba, just like they would if they were shopping online.

® & @& & & o & 0 0 0

Choosing Whether to

Create a Catalog We Will Be There Every
Step of the way

If you choose a Standard Types of Catalogs

account, you will not be able

to create a catalog on Ariba.

We’'ll guide you through the
There are two types of catalog creation process.

catalogs: Transact with us normally
1. Post a catalog hosted in until we reach out to you. If
Ariba. you ever have any
2. Configure your website qguestions, contact our
for SAP Ariba. Procurement Systems
Sustainment Team.

If you have an Enterprise
Account and catalog is the
best fit, we’'ll reach out to you
and help guide you through
the process.

Ariba Network Supplier Guide — January 2022 15
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A Day in the Life of a Supplier
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® & & & & & & & & & 0 0 0

A Typical Transaction with Nutrien Ag Solutions

After onboarding to Ariba, our transactions with you will be shaped by whether you have an
Enterprise or Standard Account and whether or not you choose to fully integrate Ariba into
your existing systems. No matter what, we can help you through this process.

Carrie Mike
Fully Integrates her Enterprise Does not integrate his
Account Enterprise Account

Carrie wants to transact
exclusively using her existing

Mike prefers to manually replicate
the orders he receives on the

systems. She’ll never have to
manually replicate data or use
the Ariba portal.

Ariba Portal into on his systems.
He relies on the benefits of his
Enterprise Account.

Ariba Network Supplier Guide — January 2022

Doug
Chooses a Standard Account
and cannot integrate

Doug loves using Ariba for free.
Ariba gets him paid faster and is
an easier invoicing process. He
doesn’t need the features of an
Enterprise Account.

17
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Fully Integrated Enterprise Account o
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Carrie has fully Receives an order Sends an Order Nutrien Ag Solutions Reviews
integrated Ariba into through her ERP Confirmation with details any potential order

her systems and system like product quantity and confirmation discrepancies

operates as she shipping date

always has

IIrar

Carrie fulfils the order

e > 15

o O

Carrie will flip that order directly into an invoice from her ERP Carrie Gets Paid

_ system. She has the option of sending an Advanced Ship
Ariba Network Supplier Guide — January 2022 Notice with tracking information 18
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Nutrien i
Ag Solutions- ..
Mike has chosen not Receives an order Sends an Order Nutrien Ag Solutions Reviews
to integrate, and to through the Supplier Confirmation with details any potential order
instead replicate Ariba Portal like product quantity and confirmation discrepancies
transactions in his shipping date
own system
Iarar
Mike fulfils the order Mike manually enters
transaction into his own
system
o o
Mike will flip that order directly into an invoice from his Supplier  Mike manually enters data Mike Get Paid

Ariba Portal. He has the option of sending an Advanced Ship into his own system
Ariba Network Supplier Guide — January 2022 Notice with tracking information 19
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Doug has chosen a Receives an order Sends an Order Nutrien Ag Solutions Reviews
Standard Account, through an interactive Confirmation with details any potential order
S0 he cannot email like product quantity and confirmation discrepancies
integrate his system shipping date
Iarar
transaction into his own
system
o o
Doug will flip that order directly into an invoice from the Doug manually enters data Doug Gets Paid

interactive email. He has the option of sending an Advanced into his own system
Ariba Network Supplier Guide — January 2022 Ship Notice with tracking information 20
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- Registering on the Ariba Network

« Purchase Order Management

« Order Confirmations and Advance Shipping Notices

Invoice Methods

« Ariba Network Help Resources
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Registering on the Ariba Network

Invitation to Regqister to Ariba

- Complete Your Profile

- Configure Your Email Notifications

- Configure Your Enablement Tasks

- Electronic Order Routing Method

- Review Customer Relationships

- Set Up User Accounts

- Enhanced User Account

Functionality

- Set Up A Test Account

- Nutrien Ag Solutions Project

Specifics




® & & & & & & & & & 0 s 00

;\’"t_"’?" Invitation to Register to Ariba R R
g Solutions

.........

Once you receive your email to register to Ariba, you will be provided with a link to complete your profile. You will = ¢+ ¢+«
also need the following information in order to properly configure your account. It might be helpful to gatherit ~ ««+«.
before you start your process. .

« VAT ID / TAX ID — select Company Settings in the top right corner, go to Company Profile and select
Business tab. In the section Tax Information enter your Vat ID / Tax ID.

® & @& & & o & 0 0 0 0

« Payment Methods — select Company Settings in the top right corner and go to Remittances. In the
EFT/Check Remittances section, select Create/Edit. In the Payment methods section choose one of the
following options: ACH, Check, Credit card or Wire. Complete the details. The Remittance ID will be
communicated to you by your buyer.

« Test Account Creation (testing is required for integrated and catalog suppliers) — To create a test account,
select your name in top right corner and select Switch to Test ID.

« Currency — The currency that Ariba Network uses in the service subscription area of your account is controlled
by your organization’s location, which you specify in User Account Navigator > My Account > Preferences.

Ariba Network Supplier Guide — January 2022 23



Nutrien

Ag Solutions. Complete Your Profile

SAP Ariba /\\

O,

Log into Ariba Network
https://service.ariba.com/Supplier.aw/124994056/aw?awh=r&awssk=NfEWA py&dard=1

On the Home Page, select Company Settings dropdown, then select
Company Profile

Supplier Login

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

Make sure Public Profile Completeness meter is to 100% by filling in the
information listed below it. When complete, select Save.

Login

Orders & INVOICES roueres by anbs netwos

Enter User Name
and Password

Having trouble Iging in?

Note: The more complete a profile, the higher the likelihood of

. . . - - - - Company Profile
increasing business with existing and prospective customers. —— — -
Basic (4) | Business (2 Marketing (3 Contacts. Certificatios Additional | Documents
+ Indicates 3 required Nizid
Overview .
@ Company Name: ¥
External Document»  CSW CLITE STNEHAND T AR IESE Y Networkld:  ANO1410662806-T (D)
Short Description: @
Company Profile
Crarscters e 100
Website:
Account Settings ‘
Public Profile:  hitp:/idiscovery.ariba.comiprofile/AND1 4106828968-T | Customize URL
Privacy Ststement | SAP Ariba Privacy Statement
£ 14 den — Customer Relationships
Last 14 days MNow we'r Address
Users
Check it Addrass 1:¢
Motifications Address 2
m Application Subscriptions e
City:
Wiew 21 Provinee:y | (o value) v
F"D‘t on Postal Code:
Country:{| Canada [CAN] w

“

' Public Profile Completeness
=
Gommodities
Short Description
Websits
Annual Revenue
Certifications
D-U-N-S Mumber
Business Type
Industries
Company Description

Company Logo

Share Your Public Profile

Click here to get your Aribs badge

Wisw Public Profile

Profile Visibility Settings

Ariba Network Supplier Guide — January 2022
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Nutrien

Ag Solutions-

Configure Your Email Notifications

The Network Notifications section indicates which system notifications you would like to receive and allows you to
designate which email addresses you would like to send them to.

1. Onthe Home Page, select
Company Settings
dropdown, select
Notifications or you can
select Network
Notifications.

2. Check the box you want to
apply to notifications. Enter
the email address you want
to use for the notifications to
be sent to. You can enter up
to 3 email addresses per
notification type. You must
separate each address with
a comma but include NO
spaces between the emails.
Once complete, select Save.

Ariba Network Supplier Guide — January 2022

EETTNET

ANID: AN01410662696-T
Company Profile
Account Settings

Customer Relationships
Users

1)
Application Subscriptions

View All
Metwork Settings

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Network Notifications o,

Audit Logs

View All

® & & & & & & & & & 0 & s 000
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e o o
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Account Settings

Customer Users Notifications
——

Relationships

Application

Subscriptions

General Discovery Sourcing & Contracts Messaging

Enter up to three comma-separated email addresses per field. Ensure that you have any required user cos

nsents before adding email addresses for sending nofifications.

The Preferred Language configured by the account administrator controls the language Used in these notiications.

Electronic Order Routing
Type

Order

Purchase Order Inquiry
Time Sheet e)
Pending Queue

Order Confirmation Failure

Collaboration Request

Send notifications when...

Send a notification when orders are undeliverable.

Send a notification when a new collaboration request against an existing order is received.

Send a notification when purchase order inguiries are received

Send a notification when purchase order inguiries are undeliverable.

Send a notification when time sheets are undeliverable.

Send a notification when items delivered through pending queue are not acknowledged.

Send a notification when order confirmations are undeliverable

Send a notification when collaboration requests are received.

To email addresses (one required)

|
I
@)||~
|

" ‘
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AN"tf’Q" Configure Your Enablement Tasks
g Solutions
1. You may have enablement tasks that still need to be

completed. On the Home Page, If you have a link
that says Enablement Tasks are pending, you can
click on the link directly to see the pending tasks.

Or, you can go to the Enablement tab. The
Enablement tab is only present if you have pending

® & & & & & &
e & o @

Tasks

1 Enablement Tasks are pending 0'
Update Profile Information

e @ o 9

e o o o 0

e o o o 0o o

* & & @ & o 0

¢ & & & & & 0 0

® & & & @& 9 0 0 0

® & & & & & & 0 0 9

® & & & & o & o & 0 0

e ® & & & & & & o 0 & 0 0 0

Enablement Tasks

View details of all pending tasks and complete them. Chck the associated hink 109“3 a lask
|9

tasks. Activity Name
Select necessary pending tasks for completion.

For example, the pending task of Purchase Order

requires you to Choose one of the following routing
methods for Electronic Order Routing and
Electronic Invoice Routing:

Online, cXML, EDI, Email, Fax or cXML pending
gueue (available for Order routing only) and configure
e-mail notifications.

Note: There may be times you see a pending task for
your customer. This will not go away until your customer
completes it.

Ariba Network

Date Due Total Tasks My Tasks
»  Account 26 Feb 2016 4 0
»  Purchase Order 1 Apr 2016 2 0
Network Settings
Electr Electron Accelerated Settlement
Ord Invoice Payments
Routing Routing
General Tax Invoicing and Archiving
Capabilities & Preferences
Sending Method
Document Type Routing Method
Invoices Online  ~ Return to this site to create invoices
Online \
Customer Invoices S my onl by
XML
EDI
Notifications

Supplier Guide — January 2022
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Ag Solutions-

3.

Ariba Network

Go to the Home Page, select the
Company Settings drop down menu,
select Electronic Order Setting

Choose one of the following routing
methods:

1. Online
cXML
EDI
Email

Fax

o 0~ W DN

cXML pending queue
(available for Order routing

only)
Configure e-mail notifications.

Supplier Guide — January 2022

ANID: AN01410662696-T
Company Profile

Account Settings

Customer Relationships
Users

Notifications

Application Subscriptions

Wiew All

Network Settings

Electronic Order Routing

Electronic Invoice Routing
Accelerated Payments
Remittances

Network Notifications
Audit Logs

View All

Electronic Order Routing Method

* o o o

e @ o 9

e o o o 0

e o o o 0o o

* & & @ & o 0
¢ & & & & & 0 0
® & & & @& 9 0 0 0

T —

Network Settings

Electronic Electronic

Order Invoice Payments

Routing Routing
—

* Indicates a required field

Capabilities Preferences
External System Integration

Configure cXML (native) integration

Configure Cloud Integration Gateway (nan-native integration)

Non-Catalog Orders with Part Numbers

Process non-catalog orders as catalog orders if part numbers are entered manually

New Orders

Document Type

Catalog Orders without
Attachments

Routing Method

2)

Online

cXML

Email
EDI
cXML Pending Queue

Fax

Save

Options

Email address:

Attach ¢XML document in the email message
@’ J Include document in the email message

Close

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

27
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Nutrien Royte Purchase Orders — Method Details

Ag Solutions-

* 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.

« Fax: Notifications of new orders are sent via Facsimile, and can include a copy of the PO as well as a cover sheet.

« cXML/EDI: Allows you to integrate your ERP system directly with Ariba Network for transacting with your customer.
Please contact ProcurementSystems@nutrien.com to be connected with a Seller Integrator who will provide more
information on configuration.

Ariba Network Supplier Guide — January 2022
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Mutrien cicctronic Order Routing Method - Notifications

Ag Solutions-

1. Scroll down to the Change/Cancel Orders.
In the Routing Method dropdown menu,
select” Same as new catalog orders
without attachments or you may set
according to your preference.

Note: if you select Email, you will need to putin
an email address

2. Inthe Other Document Types section,
select a method and a user for sending
Order Response Documents
(Confirmations and Ship Notices). Once
complete, select Save.

I Change/Cancel Orders I

Document Type \J Routing Method

Catalog Orders without Attachments Same as new catalog orders without attachments

Catalog Orders with Attachments Same as new catalog orders without attachments

Mon-Catalog Orders without Attachments Same as new catalog orders without attachments

Mon-Catalog Orders with Attschments ’3 Same as new catalog orders without attachments

® & & & & & & 5 5 0 0 & & O O O 0 0 0
® & ¢ © & & o ® & & 0 O O °
e o o o o ® o o 0 o 0 0 @
e o o o o o 0 0 o o @
® & o o o 0o o o o
s & & & & s
Other Document Types P
;
Document Type ) Routing Method r
b
;
Blanket Purchase Orders Same a5 new catslog orders without attachments b
1
1
Time Sheets Online  ~r L
;
Order Stetus Reguest Online
Order Response Documents Online
Payment Remittances Online L%
Payment Proposals Online L%
Document Status Update Online v
Receipt Online L%
Motifications
Type Send notifications when...
J Send a notification when orders are undeliverable.
Order

Purchase Order Inguiry

Time Sheet

Collaboration Request

Send a notification when a new collaboration request against an existing order is received.

Send a notification when purchasze order inquiries are received.

Send a notification when purchase order inquiries are undeliversble.

Send a notification when time sheets are undeliverable.

Send a noti ion when collab i is are

Ariba Network Supplier Guide — January 2022
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Electronic Invoice Routing Method - Methods and Tax
Details

1. Onthe Home Page, select the Company Settings drop down menu. Select the Electronic Invoice Routing.

2. Choose one of the following methods for Electronic Invoice Routing: Online; cXML; EDI.

3. Next select the Tax Invoicing and Archiving tab. Enter Tax ID, VAT ID and other supporting data. Once complete, select Save.

Company Settings v

AMID: AND1410662696-T

Company Profile

Account Seftings
Customer Relationships
Users

Motifications

Application Subscriptions

Wiew All

Metwork Settings

Electronic Order Routing

Electronic Invoice Routing

Accelerated Paymenis
Remittances

Metwork Motifications
Audit Logs

Wiew All

Zeneral Tax Invoicing and Archiving

Capabilities & Preferences

Sending Method

Document Type

Invoices

Customer Invoices

3)
2)

Cnline

Cinline

cXML

EDI

® & & o & o o & & 5 0 0 0 0 0 0 0 0
® & & & & & & & & & o 0 0 00
e & & @ © o & & o o 0 0 0
e & o o o 0 0 o ® o @
e & o 0 o 0 0 o 0
® o & o o o o o
e @ & o o 0 0
e @ & o o 0
e o o o @
e o o @
e o o
e o o
L
e o
L ]
°
General Tax Invoicing and Archiving
Tax Information
9’ Tax Classification: (no valueg) W
Taxation Type: | (no value) W

Tax ID:

Stafe Tax ID:

Regicnal Tax ID:

Wat 1D

VAT Registration Document:

Tax Clesrance Number:

Tax Clearance Document

Tax Clearance Expiry Date:

Supplier GST/HST Registration Mumber: ()
Supglier PST Registration Number: ()
o

Supplier QST Registration Mumber:

WAT Registerad

<MNo document>

Upload

Tax Clearance

<Mo document>
Upload

-
(i} Do not enter dashes
Do not enter dashes

Do not enter dashes

Ariba Network Supplier Guide — January 2022
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ﬂggﬂfn Review Customer Relationships — Current & Potential EEEREES

1. Onthe Home Page, select the
Company Settings drop down
menu. Select Customer
Relationships.

Company Settings v

H H 04 Account Settings & Clese
2. Inthe Current Relationships tab, e
select Automatically or @
M an u al Iy. Company Profile Relafionships Subsertions

Account Seffings Current Relationships Potential Relationships 6.

3. Inthe Pending section, you can B
Approve or Reject pending sers

relationship requests.

Application Subscriptions. Customer

4. Inthe Current section, you can
review your current customers’ Nework Sefings
profiles and information portals. o O Ao
You can also review rejected Electraic Invaice Rauting

NUTRIEN - TEST Trading 48ep 2012 Defauit Actions ¥

customers in the Rejected Accelerated Payments

section. e @)

Metwork Notifications

Relstianship Type Requested Dste |

- - - Rejected
5. Find potential customers in st ogs -_

® & & & & & & & & & o " 800 e e 0

Potential Relationships tab.
Once complete, select Save.
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Mutrien Set Up User Accounts — Roles & Permission Details

Ag Solutions-

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 Administrator

Ariba Network Supplier Guide — January 2022
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Nutrien
Ag Solutions-

(Administrator Only)

1. Onthe Home Page, select Company Settings drop
down menu. Select Users.

2. Inthe Role section, select Create Role. ~

3. It will take you to Create Role screen, type in the Name
of the role. In the Permissions section, add
permissions to the role by check the box that apply to
the role. Select Save when complete.

Ariba Network Supplier Guide — January 2022

Set Up User Accounts — Create Roles and Users

A R THOMSON GROUP - TESTof]

AMID: ANO1410E862696-T
Company Profile
Account Setfings

Customer Relationships

Users

Motifications

Application Subscriptions

Wiew All

Metwork Settings

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Metwork Motifications

Audit Logs

Wiew All

® & & & & & & & & & o 0 00

® & & & & & & 0 0

e & & & & ° ° 0

* & @ @ o o

e & & @

e & o

e o

L ]
Raole
Mamsa

Administrator

Create Role

Ly

Create Role

* Indicates a required field

New Role Information

Permissions

Each role must have at least one permission.

Page| 1 v | B

rder Azsignment for Users with Limited Access

Contact Administration

Description
User can assign an order to & user

Msintain information for account contact personnel

with limited access to Ariba Network

Close
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Nutrien

Ag Solutions-

4. To create a user select Create User. It will take
you to the Create User page. Fill in all relevant

information.

5. Select arole in the Role Assighment section and

select on Done.

6. You'll return to the Users screen, here you can see

the user that you just added. Select Save when

complete.

Set Up User Accounts — Create Roles and Users
(Administrator Only) cont.

Account Settings

Gustomer Users Notifications Application
Relstionships Subseriptions

Manage Users

Manage users for your Ariba account. If you enter an email alias, speciy the alias owner's name and phone number,

Ariba Discovery Contact Role Assigned

No Suyer

List ‘ | Remove from Contsct List | | Maks Administrator | | ‘ Greate User | | Export Contact Detsils ‘

® ¢ 0 0 0 0 0 0 0 0 0 0 s 0 s 0 0 0 0

® & & & & & & o & & o o 0 0 00

e & @& @ & o & & o 0 0 0 0 0

® & @ @ & & & & & ° 0 0

® @& & & & & & 0 0 0

e o e o 0 0 0 0o

e @ & & o o ° 0

e @ o o o o 0

* & & @ o o

* & o & 9

e o o 9

Create User o
i

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new user ag®
g

id

.

Mew User Information

Usemame
Email Address

@ First Name

Last Mame

Office Phone:

Role Assignment

)

Name

Buyer

-

.
This user is the Ariba Discovery Contact —
Pt
Limited access =
Couriry Area Number
UsSa 1
Description

=O

Ariba Network Supplier Guide — January 2022
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Ag Solutions-

« Select the Users tab.

to the user.
«  Other options:

. Delete User

Nutrien set Up User Accounts — Modifying User Accounts RS
(Administrator Only) Tl
«  Check the user box, select Edit. pesan e o)
+ Select Reset Password to reset the Gustemer etfieations. - Aepleaten
password of the user. An email is sent Relationships Subscriptions
Manage Users
J Username T Email Address First Mame Last Mame Ariba Discovery Contact Role Assigned

« Add to Contact List
. Remove from Contact List
. Make Administrator

Ariba Network Supplier Guide — January 2022

I s/ TH-test@nutrien.com @ MN@nutrien.com T M Mo Buyer
Delete

@ L) | Edit | Add to Contact List | Remowve from Contact List | Make Administrator | Create User | Export Contact Details

Edit User

Wiew user information, revise role assignments, assign business units or reset user passwords. Ariba recommends only using the reset password functionalty on this page when users hay|
password. VWhen you click Resat Password, Ariba resets the password and sends an email to the user with instructions to specify 2 new password and a new secret question and answer.

Selected User Information

Username: THN-test@nutrien.com
Emzil Address:  TM@Enutrien.com
First Mame: T
Last Name: M
Office Phone:

w
This user is the Ariba Discovery Contact —

6]
Limited acocess —

6’ Reset Password
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Nutrien nhanced User Account Functionality

Ag Solutions-

1. Select your User Account drop down
menu in the top right corner to access the
User Account Navigator. This enables you
to:

*  Quickly access your personal user
account information and settings

*  Link your multiple user accounts
«  Switch to your test account

* Note: After your multiple user accounts
are linked, the User Account Navigator
displays the multiple accounts.

2. Select My Account to view your user
settings.

3. Complete or update all required fields
marked by an asterisk.

* Note: If you change your username or
password, remember to use it at your
next login.

4. If you want to hide personal information
check the Hide my personal contact
information box in the Contact Information
Preferences section. Then select Save.

Ariba Network Supplier Guide — January 2022

® ® & 0 0 0 0 0 0 0 0 0 s 0 0 0 0 0
® & & & & & & & & & o 0 0 00
e & & @ © o & & o o 0 0 0
e o o 0 o 0 0 0 0 0 @
e o 0o o o 0 0 0 o
e o o ® 0 0 0o @
e @ & o o 0 0
e o o o @
o My Account o o 8 o o
Logout S
Account
e o o
My Account catings o o @
Ny Community Profile * Indicates a required field L
e o
4 - L ]
Switch To Account Information
.
Ust e o]
JU-LVEDETDLS65589d1100959... ’ Change Paseword
Aribasup@s.c
N Emsil Address:
Switch To TestID
First Name:
Link User IDs P
Imd Last N |
Contad Administrator s
B s Rol
Preferences
Preferred Language: | English v @
ez0
Contact Information
uery  aves  numesr Exmenson
Eh UsA1 v
Address 1:) 31 AVENUE
Address 2
Address 3.
City:*]| Edmonton
Province: {no value) W
Postal Cod
Country:*| Canads [CAM] ~
Contact Information Preferences
il the foliowing check box t hide al parsanal contact irmation I this Secton rom other CGANIZaNoNS, EXCERt OIGANEZANANS that You have 2 iradng relaticnship W or any You have expbelty Iniiated or raspanded to wi
ated to Ar - ms o which the Ariba services are hosted (located -
tion ar by e witn This consent shai et
ir parsonal data modifiad in tha system usly baan capturad by y
6

® & & & & & & & & & o " 800 e e 0



Nutrien s Up A Test Account B

Ag Solutions-

1. To setup your Test Account, you need to be on the tabular view of your Ariba Network Production Account.

2. Select your name drop down menu in the top right corner then select Switch to Test ID. The Switch To Test Account button is
only available to the account Administrator. The Administrator can create test account usernames for all other users needing

access to the test account.

3. Select OK when the Ariba Network displays a warning indicating you are about to switch to Test Mode.

4. Create a Username and Password for your test account and select OK. You will be transferred to your test account.

Your Test account should be configured to match your Production account. This will ensure the testing results are consistent
with what will result in Production. Once you have set up your test account, you are ready to receive a test purchase order.

Note: Test account transactions are free of charge.

My Community Profile

-

Switch To
JU.LVEDSM565589d1100959...

[swnnoren] @)
Link User IDs

Contact Administrator

Ariba Network Supplier Guide — January 2022

Create Test Account
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External Document «
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Nutrien

Ag Solutions-

Supported

Purchase Order Confirmations - Apply against
entire PO or line items

Advance Shipment Notices - Apply against PO line
items when items are shipped

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

Partial invoices - Apply against specific line items
from a single purchase order

BPO/Contract Invoices - Invoices against a blanket
purchase order or contract

Service Invoices - Invoices that require service line
item details are in scope. These invoices will auto
generate a service entry sheet that gets approved by
Nutrien. Suppliers will not be creating SES.

Credit Memos - Line item credit memo is accepted
by Nutrien

Nutrien Ag Solutions Project Specifics

® & & & & & & & & & 0

.........

Not Supported

Summary or Consolidated Invoice - Apply against
multiple purchase orders

Invoicing for Purchase cards (P-Cards) - An
invoice for an order placed using a purchasing card

Duplicated Invoices - A new and unique invoice
number must be provided for each invoice. Nutrien
will reject duplicate invoice numbers unless
resubmitting a corrected invoice that previously had
a failed status on Ariba Network

Paper Invoices - Nutrien requires invoices to be
submitted electronically on the Ariba Network; paper
invoices will no longer be accepted after go live

Service Entry Sheets - Apply against a single
purchase order referencing a line item

Credit Memos - Header credit memo

*Service Entry Sheets are not in scope yet. Nutrien will inform suppliers when these documents are available.

Ariba Network Supplier Guide — January 2022
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Nutrien N

Ag Solutions-

Purchase Order Management

- Ariba Network Navigation

- Purchase Orders Status

- Manaqing Purchase Orders




Nutrien

Ag Solutions-

https://service.ariba.com/Supplier.aw/124994056/aw?awh=r&aw

Ariba Network Navigation

ssk=NfEWA py&dard=1

- The Home tab is a snap shot of recent orders on the Ariba
Network. A complete list of purchase orders and additional
details can be viewed in the Inbox tab. A list of outgoing

documents can be view in the Outbox tab.

Ariba Network

INBOX QUTBOX CATALOGS REPORTS MESSAGES

Orders and Releases | All Customers.

Crders, Invoices and Payments

4 5 7 0 12
Mew Purchase Orders to Confirm Orders to Ship Orders that Meed Orders to Invoice
Orders Attention
Statu
4501428253 e NUTRIEN - TEST MNew
4501428261 e NUTRIEN - TEST MNew
4501428240 e NUTRIEN - TEST MNew

4501428332 NUTRIEM - TEST

SAP Ariba /\\

GREG USER (lest-QNA_Thomson_1D00ES(supplier.com) st visked 2 Apr 2019 10:06:33 AM | A R THOMSON GROUP - TEST | AND1410862696-T

‘SAP Arba Privacy Statement  Securlty Disclosure  Terms of Use

Ariba Network Supplier Guide — January 2022

Moare...

SAP Ariba

@

Orders & INVOoICES couzrcs by anbs networ

Supplier Login

Login

Having trouble logging in?

55,000.00 CAD 28 Mar 2018
$500.00 CAD 28 Mar 2018
$3,000.00 CAD 28 Mar 2018

$32,500.00 CAD

22 Mar 2018

Enter User Name
and Password

All Customers Last 14 days

Amount Invoiced Action
50.00 CAD Sedect
50.00 CAD Sedect
50.00 CAD Sedect

40

® & & & @ & & & & O 0 0 0 0 00


https://service.ariba.com/Supplier.aw/124994056/aw?awh=r&awssk=NfEWA_py&dard=1

Nutrien  pyipa Network Navigation — Inbox
Ag Solutions e
2. Select the Inbox tab to view all incoming documents. The Orders and Releases tab is a summary of all the purchase orders SENt « « «
on the Ariba Network. Only the following tabs are relevant to this training: T
Orders and Releases B
* Items to Confirm T

* Itemsto Ship

3. The Purchase Order number is listed in the Order Number column

4. The Order Status indicates the status of the Purchase Order

A r-' F.J E’t wWor k s Company Settings v  GREG USER v

I | CUTBOX CATALOGS REPORTS MESSAGES External Document v CSV Documents »

Orders and Releases Collsboration Regquests Time & Expense Sheets Eary Payments Scheduled Payments Remittances Mara.

Orders and Releases

Orderg and Releages ltems to Confirm ltemsz to Ship

Orders and Releases (1DD+M @ Page | 1 v ®» m

Type Order Mumber ar Cusiomer nquiries Ship To Address Drdering Address Collaboration Request Amount Date 4 Order Status Setilement Amount Invoiced Revision Actions

» Search Filiers

‘Vanscaoy Potash Operafions o
Order 4501435308 MUTRIEM - TEST ‘Vanscay, Sk EDMOMTOM, AB $51.60 CAD 18 Mar 2018 Mew Imvgice: 30.00 CAD Original Acfions

Canada Canada
‘Vanscoy Potash Operations "N T
Order 4501428308 NUTRIEM - TEET \anscoy, SK EDMONTON, AB 351.60 CAD 12 Mar 2010 Changed Imvoice 30,00 CAD Cancelled Acfions
Canada Canada
‘Vanscoy Potash Operafions
Order 4501428308 NUTRIEM - TEET \anscoy, SK EDMONTON, AB 351.60 CAD 12 Mar 2010 Obsoleted Imvoice 30,00 CAD Cwriginal Actions

Canada Canada

Ariba Network Supplier Guide — January 2022 41
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Nutrien  pyipa Network Navigation — Outbox R R RS
Ag Solutions-

1. Selectthe Outbox tab to view all outgoing documents. Only the following tabs are relevant to this training: s oo e e
* Invoice so e
«  Order Confirmations D
«  Ship Notices « oo
2. The Invoice number is listed in the Invoice # column (this column will show Confirmation ID’s for Order Confirmations and ° o
Packing Slip ID’s for Ship Notices). N
3. The Routing Status indicates the status of the document on the Ariba Network. .
° The Various Status’s can be Viewed by Selecting the (@ icon Queued: Ariba Network is in the process of sending the invoice to the
\/ customers system.
Sent: Ariba Network has sent the invoice to the customer's
system.
Acknowledged: The cusiomer's system has acknowledged the receipt of
the invoice.
Obsoleted: You have canceled the invoice or you have edited and
Ariba Network resubmitted the invoice, which causes the original invoice iI  CompsnySeffingsy  GREGUSERY

to be cbsoleted.

HOME INBOX CATALOGS REFORTS MESSAGES Failed: Ariba Network could not send the document to the CSV Documents v Create v
customer's system.

Invoices Order Confirmafions Ship Motices Senvice Sheels Archived Invoices Drafts

On hold: The invioice is on hold until your customer has approved
the auto-generated service sheet. R

Invaices

» Search Filters

Invoices (100+) @ @ Page | 1 v ®» =

Ay
woice # Customer Reference Submit Method Origin Self Billing Source Doc Diate Amount Roufing Stafus o Status (L)
= 456654 NUTRIEN - TEST 4501428385 Online Supplier No Order 5 Apr 2010 $1.575.00 CAD Acknowledged Approved
=l Test NUTRIEN - TEST MNon-PO Online Supplier MNo 5 Apr 2018 56,050.00 CAD Failed Rejected
= 456854 NUTRIEM - TEST 4501428385 COnline Supplier No Order 5 Apr 2018 58,575.00 CAD Ohbsoleted Canceled
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Nutrien

Ag Solutions-

Purchase Orders Status

Status Level Description

Unconfirmed The supplier has not confirmed the order. Initial state.

Cancelled Mutrien approved the invoice cancellation

Obsoleted The purchase order has been changed and the previous version of the order has
been cancelled

Rejected Mutnen has rejected the invoice or the invoice failed to validation by Anba
Network.

Confirmed The supplier confirmed the order

Backordered The supplier backordered the line item and ship when goods are available

Shipped The supplier has shipped the order

New A new purchase order has been received

Changed The purchase order was changed

Partially confirmed or shipped

Only part of the order has been confirmed or shipped

Routing Status

e @& o o 0

The routing status is the route between Nutrien and supplier via Ariba Network that the invoices, order confirmation,
shipping notices are transmitted.

Payment Status Description

Queued Ariba Network received the invoice but has not processed it

Acknowledged Mutrien invoicing application has acknowledged the receipt of the invoice

Sent Arba Network sent the invoice to queue. The invoice is gwating pickup by the
customer

Failed Invoice failed Nutrien invoicing rules. Nutrien will not receive this invoice

Rejected The order sent by Ariba Network has been rejected

Ariba Network Supplier Guide — January 2022
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Autrien \1anaging Purchase Orders in the Inbox RS EEEE
g Solutions

1 . S ear C h FI I te r S al IOW yo u to e nter CATALOGS NESSAGES External Documenty  CSW Documents » Create v
S p e C I fl C S e arC h C rlte rl a Orders and Releases Callaboration Requests Time & Expense Sheets Early Payments Scheduled Payments Remittances More...

Orders and Releases

2. Select Search for results

Crders and Releases Items to Confirm Items to Ship

Note: To search a specific PO . Fmem@
number enter the PO number in .

ustomer: | All Customers W Min. Amount: Minimum

Order Number and select the Exact o o At | womrem
number radio button Oremmmiw Qe 1 .

Search anly blanket purchase arders

3. To open a purchase order, select

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

the purchase order number in the N v S o)
Order Number column <

Orders and Releases (100)/ ' Page | 1 v » =
4. Select the purChase Order rad|0 Type Order Number \er Customer nguines Ship To Address Crdening Address Collaborafion Request Amount Date 1 Order Status Seftlement Amount Invoiced Revision Actions

Venscoy Potash

bUttOn and SeleCt requlred aCtlon Order 4501426308 NUTRIEN - Operations - 35160 CAD 15 Mar 2018 New Invaice 5000 CAD  Original Actions

OR

TEST Vanscoy. SK EDMOMNTON. AB
. Canada Canads
from corresponding buttons below Narsces Poe -
- 5 - perations . = i Actions
Order 4501428308 TEST Vanscoy, SK EDMONTON, A8 $51.60 CAD 18 Mar 2018 Changed Invoice $0.00 CAD Cancelled
Canada Canada
e Wanscay Potash
NUTRIEN - Operations . .
50 3 E1. . Actions
') Order 4501428308 TE=T Vanscoy, SK EDMONTON, AS $61.60 CAD 18 Mar 2012 Obsoleted Invoice §0.00 CAD Original
Canads Canada
Recwaier Cuerabons
Orchir 4501438310 NUTRIEM - TEST v, A5 EDMONTON, A8 $500.00 CAD 15 M 2040 Frogitid il SS000 CAD g ARG
=" Canads -
Confirm Entire Order
Ly - . . Updste Line hems
eile L al L L g Eale i W Viarage Time & Spenses Hiedi: Feseand Foled Lrders

Ship Motice

Service Entry Sheet

Standard Invoice

Ariba Network Supplier Guide — January 2022
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Nutrien

Ag Solutions-

View the details of your purchase
order under Order Detail
section.

The Order header includes the
order date and information about
the buying organization and
supplier.

Line Items section describes the
ordered items. Each line

describes a quantity and price of
items Nutrien wants to purchase.

Additional details are available
by expanding highlighted
sections

Managing Purchase Orders — Purchase Order Detail EEEEERERREES
2 e

Emsil:}

Amount: $3,000.00 CAD

Routing Stetus: Sent

H Ship All tems To Bin Deliver
eV M
I eW O re edwater Operations e
s rves: rive:
2 Loveland , CO 20538
- nited
¢ Detall =
etalls =
9} Line ltems Show lem Details =
Line# Part #/ Description Type Qty (Unit) MNeed By Unit Price
1 Mot Available Material 10.000 (EA) 28 Mar 2018 $100.00 CAD
Test PC Line 1
2 Mot Available Msterial 20.000 (EA) 28 Mar 2010 $100.00 CAD
Tast PO Line 2

Orter submitiad on: Tussday 25 Mar 2013 11:52 AM GMT-06:00

FRacalved by Ariba Network on: Tuesday 26 Mar 2018 10:52 AM GMT-06:00
This Purenase Oroar was 5201 by NUTRIEN - TEST AND1334426567-T and deivered Dy ANDa NEwork.

Sub-total- $3,000.00 CAD

Ariba Network Supplier Guide — January 2022
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Nutrien \1anaging Purchase Orders — Additional Options N

Ag Solutions-

* Order History for diagnosing problems and for auditing total value

* Download PDF for PDF copy

* Note: If the document exceeds 1000 lines or is larger than 1MB size, details are not shown in the Ul. Therefore the detail is not

included in the PDF generated.

* Export cXML to save a copy of the cXML source information

* Resend a PO which was not sent to your email address, cXML or EDI

B Creste Crder Confirmation + |ISESEE-Rb -84

COrder Detail

Order History

Ariba Network Supplier Guide — January 2022

Hide

Prirt

Downiload POF

Eport cXML

| Download C5W

Fesend
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Nutrien T

Ag Solutions-

Order Confirmations and Advance Ship
Notices

- Create Order Confirmation

- Create Ship Notice
- Submit Ship Notice




Nutrien create Order Confirmation - Confirm Entire Order

Ag Solutions-

1. Selectthe Purchase Order in the Inbox
tab.

2. Select Create Order Confirmation and
choose Confirm Entire Order from the
drop down.

3. Enter a Purchase Order Confirmation
Number.

4. Enter Est. Shipping Date (date the order
ships from your facility) and Est. Delivery
Date (date the order is expected to arrive at
Nutrien’s ship to location). This updates
every PO line.

5. Select Next when finished.

6. Review the order confirmation. To make
changes, select Previous. To submit the
final confirmation, select Submit.

Note: Order Confirmations are required prior
to Ship Notice and Invoice creations

Ariba Network Supplier Guide — January 2022
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Orders and Releases (1) o

Type Crder Nul Customer

® NUTRIEM -

Order 4501418631 TEST

Inquiries

Ship To Address

Vanscoy Potazh
Operations
Vanscoy, SK
Canada

B Create Order Confirmation w | IEeEE Rl Wit

i=l| Create Invoice

Confirm Entire Order 9
Update Line ltems 'JW

Reject Entire Order

¥ Order Confirmation Header

9' Confirmation #: |

Associated Purchase Order# 4501426242
Customer:  MUTRIEM - TEST

Supplier Reference:

SHIPPING AND TAX INFORMATION

o Est. Shipping Date:

Est. Shipping Cost:

5)

* Indicates requireu neld

Est. Delivery Date: Est. Tax Cost:
Comments:
| |
Confirmation Update ‘—J
Confirmation #  test_4501426242
Supplier Reference:
Attachments:
Line ltems
Line#  Part#f Description Customer Part # Qty (Unit) Need By Unit Price Subtotal
1 3108287, UC-210i1420-NP-MCU-BB-LL-6 0000000000003 4496 1.000 (EA) 11 Jul 2016 519,115.00 CAD 518,115.00 CAD

JOINT EXPMNSN:58", 107 FLG,2PSIG,PTFE FER~
Current Order Status:-

1.000 C ‘With New Date i d Shipment Date: 11 Mar 2018 ; Estimated Delivery Date: 12 Mar 2019 )

48

® & & & & & & & & & o " 800 e e 0



N 4 L.
utrien create Order Confirmation — Rejecting Line Items SEEEEE
Ag Solutions- R
Note: Rejecting an entire order must be done at the line item level ‘
Orders and Releases (1) o) Purchase Order: 4501416631
Type Order N-..me Customer Ingquiri W = Create Invoice w| Hide | Print~ | Download PDF | ExportcXML | Download CSW Resend
Crrder 4501418821 NUTRIEN - TEST Confirm Entire Order
I Update Line ltems I & HQJ
L’ | Create Order Confirnation | | Create Ship Motice | Reject Entire Order
Line Iltems
Line # Part#/ Description Customer Part # Qty (Unit) Meed By Unit Price Subtotal

1 B Se I ect th e P u r C h as e O r d e r | n th e I n b O X 1 Mot Available 000000000000200354 6.000 (EA) 20 Mar 2018 $6.63 CAD $32.78 CAD

GASKET.4"150LB.CCA. FLEXITALLIC
tab . Current Order Status

[ ] 5.000 Unconfirmed

2. Select Create Order Confirmation and N - Po—

choose Update Line Items from the drop 6
down menu. po— )

Name Size (bytes) Content Type

® & & & & & & & & & o " 800 e e 0

3. Scroll down to the Line Items section, . .

select Reject All. ‘

Mew Crder Status: 6.000 Rejected

4. Select the Rejection Reason drop down
menu, choose the reason for the rejection.

5. Provide additional information in the
Comments box. Once complete, select -
O K - Uns:r\e to Supply Item

Ariba Network Supplier Guide — January 2022



Mutrien crcate Order Confirmation —

Ag Solutions-

6. You will be redirected back to the Order
Confirmation screen. This now shows the

rejected line and rejection reason. Repeat
steps 3-5 for each line item being rejected. 1
Once complete, select Next.

7. Review the order confirmation. To make
changes, select Previous. To submit the
final rejection, select Submit

8. The order status now shows Rejected,

select Done.

Ariba Network Supplier Guide — January 2022

GASKET,2",300LE, CGA FLEXITALLIC

Current Order Status:

6.000 Rejected (Rejection Reason: Incorrect Price

)
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Line Items
Line#  Part#/ Description Gustomer Part # Qiy (Unit) Need By
Mot Avsilable 0000D0000000300354 6.000 (EA) 20 Msr 2019
GASKET 4"150L8 CGA FLEXITALLIC
Current Order Status
D) I 6.000 Rejected (Rejection Reascn; Incarrect Frice ) I @)
Confirm: Backorder: Detail @
Reject Al D)
Confirmstion # Untitled 03/18/2019
Supplier Reference:
Attachments:
Line ltems
ine # Part#/Deseription ~ Gustomer Part# Qty (Unit) edBy  UnitPr e  Subtotsl
1 NotAvsilsble ~ [©£DODOOODOOOOD300354 (EA) 0 Mar $5.83 CAD cAD
GASKET.4".150LE, CGA.FLEXITALLIC
Current Order Status:
6.000 Rejected (Rejection Reason: Incorrect Price )
2 Not Available 0000000000003003288 8.000 (EA) 20 Mar 2018 $2.87 CAD $17.82 CAD

¥ Create Order Confirmation H& Creste Ship Notice | | k| Creste Inval

Order Detail Order History

Nutrien

From:

Agrium Potash Ltd.
5206 Hervest Lake Drive
Loveland , CO 80528
United States.

Phane:

Fax:

ce v Hide | Printv | Download PDF | ExportcXML | Download CSV | Resend

To:

Edmonton T3B SRS
Canada

Phone:

Fax.

Email: i-

Purchase Order
(Rejected)
4301426309
Amount: $51.60 CAD
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Mutrien crcate Order Confirmation —

Ag Solutions-

1. Select the Purchase Order in the Inbox

2. Select Create Order Confirmation drop down
and select Update Line Items.

3. Fill in the requested information (the same as for
Confirm Entire Order).

4. Scroll down to Line Items section and choose
among possible values:

1. Confirm — You received the PO and will
send the ordered items.

2. Backorder — Items are backordered.
Once they available in stock, generate
another order confirmation to set them to
confirm.

3. Note: Order status will display as
Partially Confirmed if items were
backordered or not fully confirmed.

5. Select Next, Submit

6. Another Order Confirmation can be generated to
complete confirmation at a later time.
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Update Line Items
® @& & & & & & 0 0 0
® & & & & & & &
e @ o o 0 e o o
* © o o e o o
* & & @ o o
* & o & 9
[ ] e o o
e @ o o
e & o
Orders and Releases (1) o e!
e o o
B ) B Create Order Confirmation « 5 te Invoice - e ®
Type Order Nui Customer Inquiries Ship To Address
* @
‘anscoy Potash Confirm Entire Order
®  Order 4501416631 NUTRIEN - Operations - ¢
TEST Vanscoy, SK - 2r History .
Canada Update Line ltems
Reject Entire Order
Line ltems
Line # Part # / Description Customer Part # Qty (Unit) Need By Unit Price Subtotal
1 Mot Available 000000000000100000 55.000 (EA) 12 Feb 2019 510.00 CAD $550.00 CAD
BOLT:HEX_1/4" 314" UNC 31635
Current Order Status
& 55.000 Confirmed With New Date (Estimated Shipment Date: 12 Feb 2019 ; Estimated Delivery Date: 12 Feb 2019 )
Confirm: S 3 e _#’Backorder: m @
b 4 )] | oo |
[emole”
Purchase Order J . H
(Partlly Confimed) @] Note: If using several statuses for a
4501416652 . . ..
Amount: $1.200 90 CAD line item, the sum of the quantities
must equal total quantity.
Routing Status: Acknowledged
Related Documents: ¥ 4601416652_test

® & & & & & & & & & o " 800 e e 0



Nutrien create Order Confirmation — Backorder Details

Ag Solutions-

1. Enter the quantity backordered in
the Backorder data entry field.

2. Select Details to enter Comments
and Est. Shipping Date and
Delivery Date for the backordered
items on the Status Details page.

Select OK when done.

4. Select Next.
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Line Items
Line # Part # / Dezcription Customer Part # Oty (Unit) MNeed By Unit Price Subtotal
! MNet Availzble 00003000000:0100000 55.000 {EA) 12 Feb 2018 $10.00 CAD $550.00 CAD
BOLT:HEX,1/4" 3/4" UNC, 31655
Current Order Status
@ 55.000 Confimned With New Date (Estimated Shipment Date: 12 Feb 2019 ; Estimated Delivery Date: 12 Feb 2019 )
Confirm: Backorder: o' e’ 0]
Reject All (T
Est. Shipping Date: 3
Est Delivery Date =]

Unit Price: $10.00 CAD
Price Unit Quantity: *
Unit Conversion: *

Price Unit:*

Supplier Part:  Not Available
Auxiliary Part 1D
Manufacturer Part D
Manufacturer Mame:
Supplier Batch ID

Comments: *

Description BOLT:H-EX,1M"‘3.I'4“,UNC,31BSS
Pricing Description

Subtotal: @) $550.00 CAD

o

Cancel

[~ oXEm
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j\‘"t.""?n Create Ship Notice
g Solutions
1. Selectthe Create Ship Notice to enter

shipping info in Ariba. Multiple ship notices
per purchase can be entered.

If required, update Ship From and

Deliver To information by selecting
Update Address. Any field with an
asterisk is required.

In Ship Notice Header, enter a Packing
Slip ID. Optional: select Carrier Name
and then Tracking # and Shipping
Method will appear.

Choose a Ship Notice Type and enter the
Shipping Date (date the order ships from
your facility) and Delivery Date (date the
order is expected to arrive at Nutrien’s
ship to location).

Note: Order Confirmations are required
prior to Ship Notice and Invoice creations
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Orders and Releases (1) o o 8 o @
e o o @
Type Order Number Customer Inquiries o o @
e o o
(e MUTRIEMN -
| | ®
\!, Order 4301416631 TEST L)
o ’ i
‘J °
°
L" Create Order Confirmation » || Create Ship Notice |
Create Ship Notice ‘ Sav ‘ ‘ Exit ‘ Next
* Indicates required field
SHIP FROM 9’ DELIVER TO
Update Address Redwater Operations Update Address
Edmonton Redwater AB
Canada Canada
¥ Ship Notice Header
SHIPPING TRACKING
Packing SIIpID:I‘ SHIP1234 I@ Carrier Name: v
Invoice No.- Service Level:
Requested Delivery Date: —
Ship Notice Type * | Actual A4
Shipping Date:* 3 Apr 2019 = @
Delivery Date:* | 4 apr 2019 =
Gross Volume: Unit:
Gross Weight: Unit:
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Nutrien

Ag Solutions-

1. Delivery and Transportation can be included on all advance ship notices but is not mandatory unless requested by Nutrien Buyer.

Create Ship Notice — Delivery Terms and

Transportation Detalils

TRACKING

Carrier Name:;

Service Level:

Ariba Network Supplier Guide — January 2022

Manage Carrier

Preferred Camiers

Default Carmiers

Ajrborne Express
Consolidated Freightways
DHL

EGL Eagle Global Logistics
EmeryWordwide

FedEx

Linfox (Australia)
Menlo/IBM

Puralator Courier
Roadway Express

Test only

UAL Cargo

UPs

US Postal Service

Yellow Freight

Other

® & & & & & & & & 0 0 O S 0000
® @ ® & o ® ® 0 & ® 0 0 0 0 @
® o & o o o o @ o o 0 0o @
e @& o @ @ 0o & & 0 0 0
e @& & & & 0o 0o 0 0
® & & & & 0 0o 9
e o o o o o o
e o o o o o
e @& o o o
e o o o
e o o
e o o
e o
LI ]
.
L]
+ DELIVERY AND TRANSPORT INFORMATION
Delivery Terms:*| Transpert Condition v Shipping Payment Method:*| Other v
Delivery Terms Description true
Transport Terms Description Shipping Contract Number
Shipping Instructions:
Transport Terms. Equipment Identification Code Gross Volume Unit Gross Weight Unit Sealing Party Code Seal ID
Other || FCA
Select
Ex Works ]
Free on Board
Other

» Addit
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Nutrien  creaie Ship Notice - Details
Ag Solutions- .
1. Scroll down to view line item information and update the quantity shipped for each line item. ¢ oo
« Additional information can be added such as Supplier Batch ID, Production or Expiry Date o
2. Select Next to proceed to review your Ship Notice. .
Order ltems
Order # Item Part # / Description Customer Part # Qty Unit Meed By Ship By Unit Price Subtotal
4501418631 1 Not Available 000000000000100000 55.000 E& 12 Feb 2019 £10.00 CAD $550.00 CAD Remove
BOLT:HEX, 1/4",3/4" UNC 31655
Shipment Status
Total tem Due Quantity: 55 EA
Confirmation Status
Total Confirmed Quantity: 55.000 EA Total Backordered Quantity: 0 EA
Line Ship Gty Supplier Batch ID Production Date Expiry Date
1 0’ 55 E Add Détsils
Add Ship Motice Line
Ly Add Order Line tem e
Save Exxit

Ariba Network Supplier Guide — January 2022
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Nut-r’en Submlt Shlp NOtICe e @& o @ @ o & & 0 0o 0 0 0
Ag Solutions TLiiiiiin
1. Review the Ship Notice. To make changes, select Previous. To submit the final confirmation, select Submit. Ship Notice e
information can alleviate multiple phone calls/emails requesting tracking information. trttte
2. After submitting your Ship Notice, the Order Status will be updated to Shipped. .
3. Select Done to return to the Home Page. oo

COrder ltems Hide Item Details

Order # Item Part # I Desc ription Customer Part # ity Unit MNeed By Ship By Unit Price Subtotal

4501416631 1 Mot Available 000000000001 00000 55000 E& 12 Feb 2019 $10.00 CAD 5550.00 CAD

+ 1. Ship Qty: 55 EA Hide Details

No detadl information provided.

‘ Previous ‘ | Sawve

Purchase Order

 (Shipped)
e 4501416631
Amount: $550.00 CAD

Ariba Network Supplier Guide — January 2022
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Nutrien T

Ag Solutions-

Invoice Methods

Review Nutrien Invoice Rules

- Create Standard PO Invoice

. Search For Invoice

Review Invoice History

Modify an Existing Invoice

Download Invoice Reports

Invoice Archival




nutrien rcyiew Nutrien Invoice Rules

Ag Solutions-

Login to your Ariba Network account

Select the Company Settings drop down,
select Customer Relationships.

Go to Current section, a list of your customers
is displayed. Select the name of your customer
(Nutrien).

Scroll down to the Invoice Setup section and
view the General Invoice Rules. To avoid
invoice rejections, please see the next slide for
key guidelines.

If Nutrien enabled Country-Based Invoice Rules
you will be able to choose your Country in
Originating Country of Invoice from the drop
down menu.

Click Done when finished.

Ariba Network Supplier Guide — January 2022

N

Company Setfings v
1

AMID: AND1410662696-T

Company Profile

Account Settings

| Customer Relationships I
(4

Users
Motifications
Application Subscriptions

View All

Metwork Settings

Electronic Order Routing

Electronic Invoice Routing

® & & & & & &

* o o o

e @ o 9

e o o o 0

e o @ o o o

* & & @ & o 0

¢ & & & & & 0 0

® & & & @& 9 0 0 0
® & & & & & & 0 0 9
® & & & o & & & o 0
® & @ @ o & & @ o 0 0
e & & @ © & o o 0 00
® & & @ @ & & 0 0 00

® & & & & & o 0 0o 00

S Current @
Q9 | v

L, Reject

MUTRIEN - TEST

MUTRIEN - DEY

Relationship Type
Trading

Trading

Accelerated Payments
Remittances

Metwork Motifications
Audit Logs

View All

Invoice Setup e

General Invoice Rules

Allow suppliers to zend invoices to this account.

Ignore country-based invoice rules.

Allow suppliers to =end invoices with service information. ®

es

Yes

Mo
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ﬁs‘o',ﬁﬂf" Nutrien Ag Solutions Invoice Rules & Requirements N

Invoice Transaction Rules:
«  Suppliers must create an Order Confirmation for the Purchase Order before creating the invoice.
«  The line item quantity must be greater than zero on your invoices.
«  Suppliers are not allowed to increase item quantities.
«  Supplier Tax ID’s are mandatory for all invoices.
* Invoices can be back dated to a max of 7 days only.
«  The following information must be included on invoices:
« Bill To and Sold To address
* Remit To address
«  Ship From and Ship To address

Important Note:
All purchase orders issued in Ariba after go live must be invoiced in Ariba only. Do not forward paper invoices to AP.

Ariba Network Supplier Guide — January 2022
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Nutrien crcate Standard PO Invoice

Ag Solutions-

1. Selectthe Purchase Order radio button and
select Create, PO Invoice

OR

2. Select the Purchase Order Number in the Order
Number column

3. Select Create Invoice, Standard Invoice

Ariba Network Supplier Guide — January 2022

Create »

Non-PO Invoice

Contract Invoice
Service Entry Sheet
Credit Memo

Time & Expense Sheets

Catalog

® & & o & & & o 5 0 0 o o o @
® ® & o o o ° ° ® o @
e o o o o 0o o o o
e o o o o o o
® o o o o
e o o @
e e o
e o
L]
Orders and Releases
Orders and Relzases Items to Confirm Items to Ship
» Search Filters
Orders and Releases {1DD+}
Type Order Number Wer Customer Inquiries Ship To Address
Redwater
NUTRIEN Cperations
Order 4301420228 ) -TEST Redwster, AB
Canads
anscoy Potash
NUTRIEN Operations
Order 4501426224 _TEST Vansecay, SK
Canads

Create Service Sheet Create Invpice »
Standard Invwoice

9) Credit Memao

Manage Tir

Line-ltem Credit Memo

Line-item Debit Memao
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nutrien  crcaie Invoice — Invoice Details

Ag Solutions-

Fields marked with an asterisk are mandatory.

1.

Enter Invoice # and Supplier Tax ID.

* Note: The Invoice Date will auto-populate.

Remit-To will automatically populate address

* If multiple Remit To’s exist on your account a drop down box will

allow you to select the correct address.

Tax and Shipping information can be entered at either the Header or Line
item level by selecting the appropriate radio button. Do not enter taxes at

both levels.

Important Note about Tax

“Sales Tax” auto populates in the Category field. This is not a valid tax
category and MUST be changed by selecting the drop down menu and

choosing the proper tax.

® & & & & & &

* o o o

e @ o 9

e o o o 0

e o o o 0o o

* & & @ & o 0

¢ & & & & & 0 0

® & & & @& 9 0 0 0

® & & & & & & 0 0 9

® & & & & o & o & 0 0

¥ Invoice Header

Summary

Purchase Order: 4501416631

Invoice # *
]
Invaoice Date:* | 7 Mar 2018 3

Service Description:

Supplier Tax ID: *

Remit To:  ~ e

Edmonton

Canada
Bill To:  Agrium Potash Lid.

Loveland , CO
United States

Tax (0
@ Header level tax (D) Line level tax ()
Category: | Sales Tax v4| »
Location:
Description:
Regime: v

Standard Tax Selections

Sales

VAT

GST

HST

PST

QsT

Ariba Network Supplier Guide — January 2022

Pt
Tax (i

® Header level tax '3

- =
Line level tax (&)

Category:=* | GST

Location:
Description:

Regimea:

N\
/

Shipping

® Header level shipping @

Line lewvel shipping o
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Nutrien create Invoice — Taxes at the Header Level il
Ag Solutions- .
Standard Tax Selections e
1. Select Header Level Tax radio button 0) ®) resorirane ® T Sales
WAT
. Category*  gsT v @ st e Amount §500.00 CAD Remove
2. Goto Tax Category and select applicable - o Rate Type:
tax from the drop down. Reminder: do not S ot Ratec: @
USG “Sa|eS TaX” Regime: v QsT < Amount:
Usage mptDetail  (ng value)
Create Invoice Upete Save Exit m_ Withholding Tax
Cther Tax
* Invoice Header @ S — .7*::'_%5__%_ N Configure Tax Menu
Summary
Purchase Order: 4501426362 Sublotal:  §500.00 CAD @ . o 0 1
o o Tax$25.00 CAD vessisceesl 3 Enter the Tax Rate(%). This does not auto
voicE 2 Total Gross Amount  $525.00 CAD
e _ Tota Aot witout 500,00 GAD populate based on the Category selected.
- Total Mot Amount  $525.00 CAD
T e e 4. Select Update. The Total Tax is then applied in
o the Invoice Header Summary. The calculation is
— also seen in the Tax section as well.
Canada
Bl To.  Agrium Canada Partnership ..
e 5. To add additional taxes, select the Add to
e S Header and repeat steps 1-4 again.
Tax (i
@ Heaces vl tax () Ling: Wil . (0
Calegory * GsT W Tanabie Amount | g500.00 CAD Remawe
o ot ] Tax Rate Typa v
DSt D Ratel% 5
Regirme: v Tax Amount | 52500 CAD
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®

-]

) P e & & & o @ e & & @& & & 0 e ® & 9
Ngggﬁfn Create Invoice — Taxes at the Line Item Level TR
Select Line Level Tax radio Tax © 0) e ee e
bUtton n the TaX SeCtlon Of the Header level tax () @ Line level tax (& e o o o o
Invoice Header ce e
Scroll down to the line items You S e
. . Li It Sales
can include or exclude a Line Item netems e O
by selecting the line item’s green insert Lne tom Options =2 A
Slider. Tax Categow:l SalesTax\A ¢|—|> ::: s Special Handling Discount ‘ 505 1o Included Lines
SeleCt the TaX Category CheCk No. Include Type Part # Description j::ge Customer Part # Quantity Unit Unit Price Subtotal
. 1 @ MATERIAL  Not Available CLEANERDETER] ) PROC  000000000000323606 5 $100.00 CAD  $500.00 CAD
box and then select the applicable
tax from the drop down Tax @
Category. Reminder: do not use
“Sales” TaX Insert Line Item Options
Select Add to |ncluded Llnes ‘/ Tax Category. | gsT W Shipping Documents Special Handling Discount Add to Included Lines
. . No. Include Type Part # Description Customer Part # Cluantity Unit Unit Price Subtotal
-II-']he| Tax SeCtIEn WI” r?‘pE)rear under 1 @ MATERIAL  Not Available CLEANER:DETERGENTFLUID,TIDE,2.95L,.PROC  000000D00000323606 s EA $100.00 CAD  $500.00 CAD
the line item. Enter the Tax
Rate(%) Pricing Details . Price gnit: EA Price Unit Qufan.tit-;: 1
Unit Conversion: 1 Description:
- This does not auto . I I
opula‘te based on the alegory:® | GsT v Taxable Amount. | $500.00 CAD
p Location: @ Rate(%). | 5
Category selected.
Description: Tax Amount: | §25 00 CAD
SeIeCt Update Regime: ~ Exempt Detail: | {novalue) v
|
Save ‘ ‘ Exit ‘ Next




A”"‘?"?" Create Invoice — Line Items Section
g Solutions

Line Items section shows the line item
details from the Purchase Order.

1.

You can include or exclude a Line
ltem by selecting the line item’s
green slider. Alternatively, you can
select the line item check box to
the left and Delete.

Note: You can generate another
invoice later to bill for the excluded
items.

Enter the Quantity of each line
item you are invoicing. The order
quantity auto populates

To edit the Line Item further or add
additional information, select Line
ltem Actions, Edit. This is not
mandatory but can be beneficial for
providing additional details.

Once you've entered information,
select Done.
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Line ltems

Insert Line item Options

1 Line ltems, 1 Included, O Previously Fully Invoiced
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Shipping Documents
Special Handling
Pricing Details
Discount

Allowsneoe

Cherge

Comments.

Attachment

Description

Pricing Details

Shipping

Shipping Cost

Additional Fields

Accounting
Reference

e $10.00 CAD
$550.00 CAD

Frice Uit EA

-

Unit Conwersion

BOLT:HEN 1/4", 314" UNC, 31655
Description:

Price Unit Quantity:
Description

Ilnspaciion Diste:

Ship From: =

Edmonton
Cansds

I Shipping Amount:* | $0.00 CAD

Tax Category: v Shipping Documents Special Handling Discount Add to Included Lines
No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
MATERIAL Mot Available CAT 236D SKIDSTEER LOADER_test 12 EA £100.00 CAD $1,200.00 CAD
Price Unit:  EA Price Unit Quantity: 1
Unit Conversion. 1 Description:
receiverlD:
Delete
B L3)
Actions
Create Invoice =1
Add
~ Invoice ltem “ Indicates required feld
Tax
P — lil Part #: Not Awvailable
Customer Part #: 00C000000000 100000

- Wanscoy Potash Operations Wienan E dit
Wanscoy Sk Addresses
Cansda

receiverD:

=]

I Reference 1D:

m Cenes!
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Nutrien create Invoice — Line Item Comments PEEEEREEE
Ag Solutions- .
1. To add comments at the line items select the Line Items, Line Item Actions >Add > Comments. e e
2. The Comments field will display. Enter applicable comments in this field. .o
3. Select Next. .
Insert Line ltem Options
Tax Category: W Shipping Documents Special Handling Discount Add to Included Lines
No. Include Type Part # Drescription Customer Part # Cluantity Linit Unit Price Subtotal
J 1 = MATERIAL Mot Available BOLT:HEX, 1/4".3/4" UNC. 21855 0000000000004 00000 55 EA $10.00 CAD $550.00 CAD
o Pricing Details Price Unit  EA Price Unit Quantity: 1
Unit Comversion: 1 Description:
- ——
Edit .
= 3)
Tax Updata Save Exit
Shipping Documents “
Special Handling
Pricing Details
Discount
Allowance
] Remove
Charge ] Comments e’
Comments. o :
Attachment e

Ariba Network Supplier Guide — January 2022
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Nutrien create Invoice — Review, Save or Submit to Customer
Ag Solutions- I

1. When you are ready to submit ..
the invoice, select Next. tette

2. It will take you the Review Line tems
page If no Changes are e Tax Category v Shipping Documents Special Handling Discount i L
needed’ SeIeCt Smeit. No. Include Type Part # Descri tion Customer Part # Quantit Unit Unit Price uSublutaI ,

3. TO make Changes’ Select 1 @ MATERIAL Mot Available BOLTHEX, 1/4",3/4" UNC 31655 000000000000100000 55 EA §10.00 CAD $550.00 CAD
Previous. e o+ R

4. Alternatively, Save your invoice
at anytime during invoice b [neremseses + | [ omes o
creation to work on it later. \J

5. You may resume working on o [ [ = | [
the invoice by selecting it from

A e P
Outbox>Drafts on the Home Ariba Network
P ag e . 5” htﬂtal: sEED Im EAD HOME INBOX CATALOGS REPORTS MESSAGES
Total Tax: 227.50 CaAD Invoices Order Confirmations Ship Notices Service Sheets Drafts
Total Gross Amount:  5577.50 CAD Drafts 6

Total Amount without Tax: S550.00 CAD
Total Net Amount. S$577.50 CAD

This page displays documents you saved in draft state. You can edit them and submit them, which ref

Amount Due: $577.50 CAD Invoices Ship Notices Service Sheets
@‘ @‘ @‘ Invoices
. . nvoice & Customer
Previous Save Submit Exit 1234567 NUTRIEN - TEST
[ Edit | | Delete
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Nutrien

Ag Solutions-

Search For Invoice (Quick Refined) SRR REE
Quick Search: ..
1. From the Home tab on the Home Page, .

Refined Search: Allows a refined search of
Invoices within up to 90 last days.

4.
5.

select Invoices in the document type to

search. MESSAGES

INBOX

@

OUTBOX CATALOGS REPORTS

@

w | All Gustomers W

Select Nutrien from Customer drop down
menu.

Invoices Invoice Mumber

Orders and Releases All Customers

Enter Document # , if known. Select Date
Range, up to 90 days for invoices and

select Search ([JEN).

Order Confirmations MUTRIEN - DEV

Ship Motices MUTRIEN - TEST

Invoices
O, Search more

Service Sheets

Faymenis
Remittances
Time & Expense Sheet

Search Filters from Outbox tab (Invoices).

Cuollaboration Requests

Enter the criteria to build the desired

search filter. Invoices
Select Search v Search Fiters @)
Customer: | Al Customers W Min. Amount
Invoice Number: ® Max. Amount
@ Partial number Exact number External Invaice Mumber
Order Number: ® 5
Status: Al v
Date Range:| | Last 24 hours W . .
Show Only Invoices Submitted from the Customer's System.
17 Mar 2019 - 12 Mar 2019
. Show only Invaices with Invoice Addendums.
Supplier Reference: (i)
Number ofResulls: | 100 Y
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Nulrien Reyiew Invoice History — Check Status Comments REEES
Ag Solutions- e
Access any invoice: :
1. Selectthe Invoice #, then select the History tab to view status details and invoice history.
2. History and status comments for the invoice are displayed.
3. Transaction history can be used in problem determination for failed or rejected transactions.
4. When you are done reviewing the history, select Done.
Invoices (1) o
nvoice # J Customer Reference Submit Method Origin Self Billing Source Doc Date
I ® 1'=-. 4501428310 NUTRIEM - TEST 4501428210 Omnline Supplier Mao Order 18 Mar 2018
Ly Create Line-ltem Credit Memo Create Line-liem Debit Memao Edit Copy Create Mon-PO Invoice Create Contract Invoice
Detail Scnedu\deawnemsl History | @
-® = .

Ariba Network Supplier Guide — January 2022

ne-liem Credit Memo H Copy This Inveice ‘ ‘ Download FD!

mmmmmmmm
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Nutrien

Ag Solutions-

1. Onthe Home Page, select
the Outbox tab.

2. Find the invoice you want to

edit in the Invoice # column.

3. Select the Invoice # for the
rejected invoice that you
want to resubmit and select
Edit.

NOTE: Only Rejected invoices
can be edited.

Ariba Network Supplier Guide — January 2022

Invoices Order Confirmatio:

Invoices

v Search Filters

Service Sheets

Modify an Existing Invoice — Edit and Resubmit

Extemnal Document v

* o @

* o o o
e @ o 9

ocuments v

* & & @ & o 0
e & & & & & 0 0

Create v

Customer: All Customers W Min. Amount:
Invoice Number: ® Max. Amount:
@) Partial number (EER I External Invoice Number:
Crrder Number: @ Status: Al w
Dste Rangs: Last 31 day= h Show Only Invoices Submitted from the Customer's System.
17 Feb 2019 - 19 Mar 2010
Show only Invoices with Inwoice Addendums.
Supplier Reference: O
Mumber of Results: 100 hd
2
Invoices (28) l Page | 1 v ®
nvoice # Customer Reference Subm od Orig Self Bi Source Doc Date Amount Routing Status ® nvoice Status
= env_123 NUTRIEM - TEET 4501416673 Online Supplier Mo Order 10 Feb 2010 852415 CAD Acknowledged Approved
=l without_charge NUTRIEN - TEST 4501418674 Cnline Supplier Me Order 19 Feb 2010 3514158 CAD Acknowledged Approved
= rejecifest12 NUTRIEM - TEET 4501416678 Online Supplier Mo Order 10 Feb 2010 852215 CAD Acknowledged Approved
] 4501410645 NUTRIEM - TEST 4501418645 Online Supplier Mo Order 10 Feb 2010 311100 CAD Acknowledged Approved
= IkoD000 NUTRIEM - TEET 4501416605 Online Supplier Mo Order 27 Feb 2010 $5.10 CAD Acknowledged Rejected
Sl IkoDOO0 NUTRIEM - TEST 4501418605 Online Supplier Mo Order 27 Feb 2018 §5.44 CAD Acknowledged Approved
@ test456 NUTRIEM - TEET 4501426167 Online Supplier Mo Order 1 Mar 2010 $3.080.25 CAD Acknowledged Approved
[ ) 1 ] format234 NUTRIEM - TEST 4501428174 Online Supplier Mo Order 1 Mar 2018 355500 CAD Acknowledged Rejected
L) ‘ Creste Line-ltem Credit Meamo | | Create Line-ltem Debit Memao | ‘ Edit @) Copy | ‘ | Create Mon-PC Invoice ‘ | Create Confract Invoice
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Nutrien \\odify an Existing Invoice — Edit and Resubmit cont.
Ag Solutions® Tottrteees
4. The Edit Invoice page allows you to modify the invoice. When completed, select Next. R
5. Select Submit. con e
6. Reminder: Invoices can only be backdated 7 days T
Edit Invoice Update Exit Nesxt

¥ Invoice Header

Summary

Purchase Order: 4501426174

Invoice #* | format234

Invaoice Date:* | 10 Mar 2018 E

Service Description:

Supplier Tax ID:* | test0001

Reminder: Invoices can only be
backdated 7 days

Ariba Network Supplier Guide — January 2022

4)

* lndicates required fieid

Subtotal: $500.00 CAD

Total Tax:  $55.00 CAD

Total Gross Amount: 5555.00 CAD

Total Amount without $500.00 CAD
Tax:

Total Met Amount:  5555.00 CAD

Amount Due: $555.00 CAD

&

Add to Header =

View'Edit Addresses

Edit Invoice

archiving service.

E:.:it

Standard Invoice

Invoice Humber: format234 Subtotal:
Invoice Date: Tuesday 18 Mar 2018 8:41 AM GMT-06:00 Total Tax:
Criginal Purchase Order: 45301428174 Total Gross Amount:

Total Amount without Tax:
Total Net Amount:
Amount Due:

$500.00 CAD

555.00 CAD
$555.00 CAD
$500.00 CAD
$565.00 CAD
$555.00 CAD

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating country i5:Cana.(® ument's
destination country is:Canada.
If you want your invoices to be stored in the Ariba long term document archiving, you can subscribe to an archiving service. Note that you will also be able to archive old invoices once you subscribe to the
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nutrien onjoad Invoice Reports

Ag Solutions-

The Ariba Network Reports provide additional information and details on transactions from the Network in a comprehensive format.

* Invoice reports provide detailed information on invoices sent on the Ariba Network. This report is useful when tracking:

* Individual 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.

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

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

selected.

Note: For more detailed instructions on generating reports, refer to the Ariba Network Transactions Guide found on the HELP page

of your account.

1. Onthe Home Page, select the Reports tab.
2. Select Create.

Ariba Network Supplier Guide — January 2022

Ariba Network I

HOME INBOX OUTBOX CATALOGS : MESSAGES Extemnal Document »
Reports o

Use CEV reports to track information on sccount usage, such as pUrchsese orders and inveoices. Report files are UTF-2 encoded. If your application does not res|

Report Templates

te T Schedule Type Report Type Status Last Run Jext Run Created

Download | ‘ Edit ‘ | Copy | ‘ Delete ‘ | | Create | | | Refrash Status

L Run ‘

® & & & & 0 & & 0 0 ° 0 0 0 00
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Nutrien pownload Invoice Reports cont,

Ag Solutions-

3. Enter required information. Select
Report Type drop down menu —

® & & & & & &

* o o o

e @ o 9

e o o o 0

e @& o o o @

* & & @ & o 0
¢ & & & & & 0 0
® & & & @& 9 0 0 0

Failed Invoice or Invoice.
4. Select Next.

5. Specify Customer and Created Date
in Criteria.

Select Submit.

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

Enter a title and description

for thi

(4)

is report. Check the Time Zone and Language settings. You can set the Time Zone and Language for each report. Then, select the Report Type. More
Tithe:®
Description:
Time zone: CcTT W
Language: English v e)
Report Type:* Select A

Customer: All Customers Select @
Fitter Invoice By: Date Invoice Created W
Date Range: | 12 Mar 2018 B To | 19 Mar 2018 =

Ariba Network Supplier Guide — January 2022

Select
Early Payment Detail

Failed Dynamic Discounting Gredit Memo Creation

Failed Order

Open Order Report

Crder Summary

Payment Transactions
Order

Remittance Advice Detsils
SCF Trade Details Reporis
Service Sheet

Service Sheet Activity Log
Tax Book

Time Sheet
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Nutrien

Ag Solutions- InVOICe ArChlval

Configuring invoice archiving allows you to
specify the frequency, immediacy, and
delivery of zipped invoice archives.

1. Onthe Home Page, select Company
Settings dropdown menu, select
Electronic Invoice Routing.

2. Select the Tax Invoicing and Archiving
tab.

3. Scroll down to Invoice Archival and
select the link for Configure Invoice
Archival.

AMID: AND1410662696-T

Company Profile

Account Settings

Customer Relationships
Users

Motifications

Application Subscriptions

Wiew All

MNetwork Settings

Electronic Order Routing

(1)

I Electronic Invoice Routing I

Accelerated Paymenis
Remittances

Metwork Motifications
Audit Logs

Wiew All

® & & & & & &
e & o @

General | Tax Invoicing and Archiving e)

Invoice Archival

Conffigure Invoice Archival e)

Asiba Network can archive your inwoices in zip format.\ The zip files are not included in the Dista Retention service and are deleted after three months. Specify how often you want Ariba Metwork to archive your invoices. Based on the optien you hawve
selected, Ariba Metwork autormnatically waits for 2 30-day penod to collect 2l the corresponding imvoice details before it can start archiving your inwoices. If you do not want Ariba Metwork to wait for 3 30-day pericd, then additionally select the Archive
Immediately check beoc You can download archived invoices from the Outbox > Archived Inwoices page.

Ariba Network Supplier Guide — January 2022

e o & & o @0 0 0
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yUtf'Q" Invoice Archival cont.
g Solutions

4. Select frequency (Twice Daily, Daily, Weekly, Biweekly
or Monthly), check the Archive Immediately box to
archive without waiting 30 days, and select Start. Then
select Save. You can now see the report on the Report
Templates.

« If you want Ariba to automatically deliver archived zip
files, enter an Archive Delivery URL (otherwise you
can download invoices from your Outbox, section
Archived Invoices).

* Note: After Archive Immediately started you can
Stop it or Update Frequency any time.

5. You may navigate back to the Tax Invoicing and
Archiving screen in order to subscribe to Long-Term
Document Archiving for an integrated archiving
solution. (More details within the Terms and Policies
link.)

Ariba Network Supplier Guide — January 2022

® & & & & & & & & 0 0 " s 00
e & & & & & & & & &
e & & o o ° @ & 0
e @& o @ o 0o o
e @ @& @ o0
*® & o o
Invoice Archival e o o
. . S N . . . L
Ariba Network can archive your invoices in zip format | The zip files are not included in the Data Retention
Ariba Network automatically waits for a 30-day period to collect all the comesponding invoice details befors L]
“You can download archived inwoices from the Outbas > Archived Invoices page.
Twice Daily
Diaily e’
Weekly
@ [Svery Two Weeks
Maonthly
Archiving Start Time:| DAM | - cTT (D
Archilre Immediately
Start
Send archived invoice files fo the pending queue for download.
® Send srchived invoice files to the Archive Delivery URL.
Archive Delivery URL:
Report Templates
Title T Schedule Type Report Type Status Last Run Mext Run
Failed Invoice Manual Failed Invoice Processed 12 Mar 2010
L, Rum ‘ ‘ Download | | Edit | ‘ Copy | ‘ Delate | | ‘ Create | | | Refresh Status

Long-Term Document Archiving @'

Ensbling Long-term archiving of invoices allows you to archive tax invoices for the time span required by the tax authorities in your coyl
ou can view and download the archived invaices from the Document Anchive = Archived Documents page for auditing purpases.

Enable long-term invoice archiving. See the terms and policies for the optional document archiving service.
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Nutrien T

Ag Solutions-

Ariba Network Help Resources

- Customer Support

- Training & Resources

- Useful Links and Webinars Available

- Troubleshoot Your Invoice Issues




Mutrien ¢ siomer Support

Ag Solutions-

Supplier Support During Deployment

Ariba Network Registration or Configuration Support

Email SAP Ariba Enablement Team at
ProcurementSystems@nutrien.com

Registration/ Account Configuration
Supplier Fees
General Ariba Network Question

Nutrien Ag Solutions Enablement Business Process
Support

Email Nutrien Ag Solutions’ Enablement Team at
ProcurementSystems@nutrien.com.

Business-Related Questions

Nutrien Supplier Information Portal

Find your supplier information portal, sign into the Ariba Portal.

Ariba Network Supplier Guide — January 2022

Supplier Support Post Go-Live
SAP Ariba Global Customer Support

Click here to receive customer support by email or phone.

http://ari.ba/nutrien-enablement is the new buyer portal form.

You can use this link for enablement support from Ariba.

* & & @ & o 0
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mailto:ProcurementSystems@nutrien.com
mailto:ProcurementSystems@nutrien.com
https://support.ariba.com/AUC_Support_Tab/Contact_Support/?product=Ariba+Network&locale=en&persona=&visibility=&ANID=
https://urldefense.com/v3/__http:/ari.ba/nutrien-enablement__;!!DMYgIb-w!kvgQyTFws5ul1vqLVafFgR_e9mW7xyUD_medv2H-PIFRNF-eCoRMzbZwnsHpoPVPmWZa$

Nutrien

Ag Solutions-

Supplier Support Post Go-Live
SAP Ariba Global Customer Support

- Click here to receive customer support by phone or
email.

i,

| A% https://support.ariba.com/AUC_Support_Tab/Contact_Sup

- o -

File Edit View Favorites Tocols Help
- ¢ Active Influence Opportu... @ Safeguard = Jarn Site Hﬁkrih

Ariba Exchange User Community

SAP Ariba Customer Support

Choose your communication preference:

<] Get help by email

%':_ Get help by phone

Ariba Network Supplier Guide — January 2022

SAP Ariba Phone Support

Customer Support — by phone or email

%(- Provide the following information, and the next available specialist vl call you.

Problem Description

Contact Information

* Required Fields.

® & & & & & &

Short Description:

First Name:
Last Name:
Company.
Emai:

Phong:

Ariba Network ID:

e o & & o @0 0 0

’ ‘ Problems Finding my PO

* ‘ Celeste

+ONE

|
iz |
|
|

*‘celeste@nne.com

Country: *‘ Please Select v ‘

CountyCode: %  Avea Code: 412 | Number. 2079903

‘ Exlension:‘

Confirm Number. " 412-297-9903 X

* WMy phone numberts carrct

(100 not record tis phoe cal.

You expressly agree and understand that your data entered into this system wil be transferred to Arba, fic. and the Anba hosted computer systems (currently located primarly in the

.5, in accordance with the Ariba Privacy Statement and applicable éw

mpE:

Submit

| Cancel |
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https://support.ariba.com/AUC_Support_Tab/Contact_Support/?product=Ariba+Network&locale=en&persona=&visibility=&ANID=

Nutrien

Ag Solutions. Tralning & Resources

Nutrien Supplier Information Portal

1. Onthe Home Page, select the Company
Settings drop down menu and then select the
Customer Relationships.

2. Select the Customer name to view transactional
rules:
The Customer Invoice Rules determine what you
can enter when you create invoices.

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

Ariba Network Supplier Guide — January 2022
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~ e . L ]
b [Eelil Account Settings .
I
AMNID: AND1410662696-T
Custamar Relationships Ugers Molfications Accoumt Hisranchy
Company Profile 0'
Account Seffings Cumant Relationships Patential Relationships
I prefer fo receive relaionship requasts as follows
ICustn mer Relationships I
®  Aplomatically accepd all ralationshap requests Manualty restew all relationship re
Users.
y . pridate
Motifications
Application Subscriptions Pﬂndlﬂg
Wigw All Customer
MNetwork Settings
b [ wpon [ Rewa ]
Electronic Order Routing
Electronic Invoice Routing
Current
Accelerated Paymenis
. Customer )
Remittances Y L
Ariba Inc Supplier Information Porta
Metwork Motifications
Poulkol ndusiries
Audit Logs
Wiew Al "'I Riject |
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Nutrien Useful Links and Webinars Available

Ag Solutions-

Links

Ariba Supplier Pricing page
Ariba Network Hot Issues and FAOs
Ariba Cloud Statistics and Network Notification

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

SAP Ariba Discovery

Ariba Network Overview

Support Center

Learning Center

Ariba Network Supplier Guide — January 2022

Webinars

Supplier Success Sessions

» Created by Ariba Network Customer Support
« Example topics:

* Introduction to Ariba Network

» Registration

* Invoicing

» Using the help center
30 on Thursdays

 Information sessions on Supplier best practices

« Example Sessions:
* Uncover Advanced Functionality to Maximize Value
* Introduction to Supplier Electronic Integration
« Roadmap to Your Ariba Network Subscription

Live Demonstrations

* Understand SAP Ariba’s solutions
« Example Demos:
* PunchOut for e-Commerce managers
« Creating electronic catalogs
* Integrating with your customers through cXML

* & & @ & o 0
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https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://my.ariba.com/30-on-Thursdays-Webinar-Series_Registration-Page.html
https://www.ariba.com/resources/live-demos
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/subscriptions-and-pricing
https://connect.ariba.com/anfaq.htm
http://trust.ariba.com/
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/selling-on-ariba-network/sap-ariba-discovery
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/fulfillment-on-ariba-network
https://uex.ariba.com/?q=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=support-center
https://uex.ariba.com/?q=external-login&a_fenb=is&a_persona=seller&a_context=transactions&a_domn=aribanetwork&a_lgin=false&a_lang=en&a_redirect=learning-center

® & & & & & &
e & o @

nutrien 1., hleshoot Your Invoice Issues

Ag Solutions-

~N

How do | know
which type of
invoice to create?

What does this

error message
mean?

~N

How do | cancel

~N

an invoice that
I’ve sent?

~N

How do | edit and

resubmit an
invoice that I've
sent?

~N

What should | do
if my invoice has
been rejected?

Ariba Network Supplier Guide — January 2022

~N

Can |l resend a
failed or rejected
invoice with the

same invoice

number?

How do | tell when

my invoice will be
paid?

e o & & o @0 0 0
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https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1805/SE
https://uex.ariba.com/directnode/1598/SE
https://uex.ariba.com/directnode/1598/SE
https://uex.ariba.com/directnode/3211/SE
https://uex.ariba.com/directnode/3211/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/1039/SE
https://uex.ariba.com/directnode/815/SE
https://uex.ariba.com/directnode/815/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1281/SE
https://uex.ariba.com/directnode/1559/SE
https://uex.ariba.com/directnode/1559/SE

