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Introduction

Procure-to-Pay Process

Thisdocument contains therequirements and training for your organization
to createand submitinvoiceson-lineto Waste ManagementviatheAriba
Network.

Thisdocumentisintended only for Ariba Full Automation suppliers
(see page 4.

Waste Managementrequires suppliers enabled on Ariba Network to submit
electronicinvoices through Ariba Network.

Every market areais activeon Ariba
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Introduction (cont’d)

Ariba Full Automation

Waste Management offers a Full Automation which givesour high-volume
suppliers afastand easy wayto automate order and invoice transactions.

Suppliers suitable for Full Automation can collaborate with Waste
Management electronically through our Ariba Online Portal, B2B Systems
Integrations and eCatalogs.

Before you can begin taking advantage of the many great features offered in

Full Automation,you must firstreceive aninvitation to register fromWaste
Management.

If you have not received an invitation, please contact Waste Management’s
Procurement teamthrough the Contact Us page.
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http://www.wm.com/suppliers/contact-us.jsp

Before You Begin Invoicing
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Customer Invoice Rules

These rules determine what you
can enter when you create
invoices.

1. Login to your Ariba Network
account.

2. Click on the Administration
Navigator on the top right hand
corner and then on Customer
Relationships under Account
Settings.

3. Alist of your Customers is
displayed. Click the name of
your customer (Waste
Management) to view their
invoice rules.

4.  Scroll down to the Invoice setup
section and view the invoice
rules.

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

6. Click Done when finished.
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Electronic Invoice Routing and notifications

jUnitOrg - LV3b&fbt...
ANID: AN0O2003380348
Standard Package

1. Clickon Electroniclnvoice
Routing at Administration

Company Profile

NaVigatOI’ Service Subscriptions
2. Choose one of the following Account Settings
Invoice routing methods
) Customer Relationships
Online .
Users
CXM L Motifications

ED I Account Hierarchy

3. Configure Notifications to View Al
emalls (the Same Way as In General Tax Invoicing and Archiving Network Settings
Order ROUtIng) - Capabilities & Preferences @
Sending Method Electronic Order Routing
Document Type Routing Method Electronic Invoice RDthing
Invoices ‘ Qoline ; 5 B
Online
Customer Invoices S— Remittances
I e Network Notifications
Notifications
View All
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Company Settings v ™

El eCtrO n I C Ord er RO Utl n g jUnitOrg - L\/8b&fbt...
Methods Standard Packege

Company Profile L

The method that you would like to transact business with your customers on the network can be set up
in the Electronic Order Routing section. Senvice Subscriptions

The methods available include Online (portal), cXML, Email, EDI or Fax. Account Settings

Customer Relationships
This means that the PO is sent to your Ariba Inbox without additional copies being sent elsewhere.
If you select any of the other methods, you can choose to send additional copies to the routing -
method selected (We recommend email routing). Hotifications

Account Hierarchy

Users

For e-mail routing select the check box Include

. . View All
document in the email message. r——
This will include a complete copy of the PO in the Network Settings
em all . Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement

It is recommended that you use a non- Electronic Order Routing

personalized/distribution list email in the Email Capabiltes Preforonces Electronic Invoice Routing

Address line et ,

When the Ariba Network sends purchase orders to feceered Payments

mailboxes that respond automatically with “Out of HonGataog Orders i Par Numters Remittances

Office” messages, the orders will not fail and the T ——" Network Notifications

network will indicate that it received the auto-reply New orders o

in the order history log. e e . e

Make sure to configure your e-mail inboxes et sioss| g o |

so that the Ariba Network notifications do not fall [P ——

into the junk or spam mail box
atslog s with achments Email N —— Current Routing method for new orders: Email

EDI Autschments wil be included in the order

If you prefer to Integrate your ERP system with your NonCatdogOrdrs ety || SULPETInOCue
account and need assistance, please contact us at: — e

e without attachments Current Routing method for new orders: Email

CommerceAssistance@ariba.com
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Electronic Order Routing
Notifications

Change/Cancel Orders

Catalog Orders without

For Change Orders and | " Sarme 55 new csalos orders witiout stachments Curant Roufing methor for mew ordes: Online
Other Document Types Catalog Orders with Attachments Same as new catalog orders without attachments Current Routing method for new orders: Online
you may select “Same as Non-Catalog Orders without Same as new catalog orders without attachments
new catalog orders

without attachments” to
automatically have the Other Document Types

settings duplicated or you|

may set according to your Blankst Purchase Orders Same as new catalog orders without attachments Current Routing method for new arders: Online
preference. Time Sheets Seve nmyeniine inbex

Current Routing method for new orders: Online

Mon-Catalog Orders with

A Same as new catalog orders without attachments Current Routing method for new orders: Online
Attachments

Order Status Request Online Save in my online inbox
Specify a method and a
. Order Response Documenis anline Return to this site to respond to POs
user for sending Order
Payment Remittances Online Save in my online inbox

Response Documents
(Confirmations and Ship Document Status Update online Save in my online inbox

NotlceS) Notifications

J Send a notification when orders are undeliverable

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

Send a nofification when purchase order inquiries are received.

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

Send a notification when time sheets are undeliverable.
Time Shest junk@phoenix.ariba.com
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Waste Management Assigned Tasks

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

Remittance address — select your company name in the top right
corner and go to Remittances. In the EFT/Check Remittances section
select Create and complete all required fields marked by an asterisk.

Test account creation (testing is required for integrated and catalog
suppliers) - to create a test account, select your name in top right
corner and choose “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
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Invoice Archival

In the Electronic Invoice Routing section, Tax Invoicing and Archiving tab you have two options to set up

archiving of invoices: inveice Archival
To export invoices to your system
for legal compliance define the Twice Daily
Invoice Archival section: ® weokiy
Ewvery Two Weeks
1' SeIeCt frequenCy (TWICe ﬁ-\l'cr;"ll;:".:-i'lzi;ll.“::\tal't Time: |12 H 30 A '®pM americalLos_Anageles i
Daily, Daily, Weekly, % Archive Immediately
Biweekly or Monthly), Start
choose Archive Immediately T e e e e e e
to a.rChive W|th0ut Waltlng 30 Archive Delivery URL: [www.test.com .
days, and click Start. Save pelivery Option

*  Choosing the Twice Daily To use integrated archiving solution subscribe in the Long-Term Document Archiving

or Daily option will transfer section. Please read the applicable terms and policies and supported list of

the invoice.zip files to the countries.

selected URL / Pending
Queue. It also allows the After you enable the service you have access to Document Archive tab where you

time for the transfer to be can search and view Archived Documents and request to download multiple
chosen. documents.

2. If you want Ariba to deliver Long-Term Document Archiving
automatically archived zip
files to you, also enter an

ArCh Ive Dellvery URL Enable long-term invoice archiving. See the terms and policies for the optional document archiving service. To view the list of countrieq
(otherwise you can download
invoices from your OUtbOX’ Home Inbox Outbox Catalogs Reports IDocument Archive

section Archived Invoices).

Archived Documents Download Status
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Creating Invoices
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PO Flip Invoice

To create a PO-Flip Invoice
1. Click on your Inbox

2. On PO by clicking on
PO Number

Network

g INBOX = OUTBOX  CATALOGS  ENABLEMENT TASKS  REPORTS

3. Click on “Create Invoice”
button and then choose
“Standard Invoice”

Crders and Releases (100+)

Page 1 » =
Actions
TX-1021 MAIN
Order 2133097590 1 Waste Management - Test HOUSTON, TX $23.68 USD 10 Nov 2015 Invoiced Invoice §2368 USD Original Actions
United States
TX-1021 MAIN
Order 2133097599 & 1 Waste Management - Test HOUSTON, TX $61.00 USD 11 Nov 2015 New Invoice $0.00 USD Original Actions

United States

v Create Order Confirmation || W Create Ship Notice | [z KWeEEY 0w a4 Hide | Print- | Download PDF | ExportcXML | Download CSV | Resend

Standard Invoice
Order Detail | Order History @ Line-tem Credit Memo
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PO Flip Invoice - Header &

¥ Invoice Header

Invoice is automatically pre-populated with the -
PO data. Complete all fields marked with an | .., ShipingCost
asterisk and add tax as applicable. _ I b $000USD StgpingDocumens
. . - o $0.00 USD Special Handling
1. Enter an Invoice # which is your unique ﬁ-} S
num ber for Invoice Identlflcatlon- @ 16 May 2016 s A g-'-':J'-'"J-"i-" Additional Reference Documents and Dates
The Invoice Date* will auto-populate. Conment
Attachment

Select Remit-To address from the drop down

box if you have entered more than one. {3}

4. Tax and Shipping can be entered at either R
the Header or Line level by selecting the
appropriate radio button.

5. You can also add some additional
information to the Header of the invoice such o
* Special Handling s
« Payment Term
« Comment
e Attachment**
* Shipping Documents

ales Tax £0.00 USD

6. Then Scroll down to the Line items section
to select the line items being invoiced.

Shipping

Note: Support of Addt'l Reference Documents &
Dates is applicable for CSC customers only

®  Header level shipping
Waste Management Supplier . TEST TX.1021 MAIN

**Attachment file size should not exceed 40MB. HOU

Houwston, TX L

nited Stales
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PO Flip Invoice — Line Items

Line Items section shows the line items from the Purchase Order.
1. Review or update Quantity for each line item you are invoicing.

2. Ifline item should not be invoiced, click on the line item’s Green check mark to exclude it from the invoice OR click the check box on the
left of the item and click Delete to remove the line item from the invoice. You can generate another invoice later to bill for that item.

3. Selectthe line item to which tax is to be applied using the Line Item # checkbox. To apply the same tax to multiple line ite ms select those
line items to be taxed at the desired rate.

4. Check Tax Category and use the drop down to select from the displayed options. Click Add to Included Lines. (see Slide 14 for
additional details)

Line ltems 1 Line Items, 1 Included, 1 Previously Fully Invoiced

Insert Line tem Options

Tax Category Shipping Documents Special Handling Discount Add to Included Lines
No Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
J 1 @ MATERIAL LE2411P 62" x 41" Rear Load One Piece Lid 0 EA 523,68 USD 50.00 USD
h ‘ Line ltem Actions v ‘ Delete ‘
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PO Flip Invoice — Line Iltem Comments

To add comments at the line items select Line Items, then click atLine Item Actions >Add >
Comments.

8. Upon refresh, the Comments field will display. Enter applicable Comments in this field.
9. Click Next.

Line ltems 1 Line Items, 1 Included, 1 Previously Fully Invoiced

Insert Line tem Options

Tax Category Shipping Documents Special Handling ount Add to Included Lines
Include Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal
J 1 @ MATERIAL LE2411P 62" x 41" Rear Load One Piece Lid 0 EA £23.68 USD $0.00 USD
h Line ltem Actions ¥ Delete
Edit
Add

Shipping Documents
Special Handling
Discount

Comments

Attachment
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Modifying Invoices
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PO Flip Invoice — Review, Save, Submit

Review your invoice for accuracy from
the Review page . Scroll down the page

v |nvoice Header Update H H

to view all line item details and invoice -
totals.
Summary
If no changes are needed, click Submit In case
. . Purchase Order: 2133097530
to send the invoice to Waste of any errors,
Invoice & * you will geta
Management. notification in red
| Invoice Number is required; cannot be longer than 30 characters. . Where
If changes are needed, click Previous to Invoice Date:* 16 May 2016 = 'gLogmgtg’e”
returnto previous screens and make corrected.

corrections before submitting. Supplier Tax ID:

Alternatively, Sav e your invoice at
anytime during invoice creation to work ¥ Network
on it later.

HOME INBOX CATALOGS ENABLEMENT TASKS REPORTS

You may resume Worklng On the Invo|ce Invoices Order Confirmations Ship Notices
by selecting it from Outbox>Drafts on Invoices
our Home page.
y p g p Search Filters
You can keep draft invoices for up
to 7 days.

Invoices (1)
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Credit Memo / Negative Invoice

Credit Memos are used to correct errors on invoices that have been successfully

sent to Waste Management.

To create a credit memo against an Invoice,

1. Selectyour previously created invoice in
your Outbox.

2. Click the button on the Invoice screen for
Create Line-ltem Credit Memo.

3. Complete information in the form of
Credit Memo (the amount and taxes will
automatically be negative). Make sure
that all required fields marked with
asterisk are filled in.

4. Click Nextoncedone.
Review Credit Memo.
6. Click Submit.

o

" Network

HOME INBOX

Qrder Confirmations

Invoices

» Search Filters

Invoices (1)

5211313

CATALOGS

Ship Notices

jUnitOrg - 5WQzy9VD565589b21009590920

(AW OS]

ENABLEMENT TASKS REPORTS

Drafts

DO10686114 Online Supplier Ordef

5211313

jUnitOrg - 5WQzy9VD565589b21009590920 D

% 2 [ Y Create Line-ltem Credit Memo | Edit | |
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Blanket Purchase Orders
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Blanket Purchase Orders

Blanket Purchase orders are sent for a sum of money. The supplier will invoice
back to the customer as the goods or services are provided.

Invoices (100+) Page 1 »

Source Doc 1

Waste
04112016_1 Management Contract Online Supplier Blanket PO 11 Apr 2016 520,000.00 USD Acknowledged Sent
- Test
Waste
04112016_cr Management Contract Online Supplier Elanket PO 11 Apr 2016 $700.00 UsSD Acknowledged Sent
- Test
Waste
Management Contract Online Supplier Blanket PO 16 Oct 2015 $9.408.00 USD Acknowledged Sent
- Test
Waste
check Management Contract Online Supplier Blanket PO 3 Mar 2016 $71.04 USD Acknowledged Sent
- Test
Waste
multi-line invoice Management Contract Online Supplier Blanket PO 16 Nov 2015 $127.05 USD Acknowledged Sent
- Test
W
Waste Customer

test_nonPO_PR Management Contract Online Supplier Order 12 Jan 2016 $100.00 USD Acknowledged Sent
- Dev

Aramark
F00158412
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Blanket Purchase Order
The upper right hand corner of the Purchase Order shows

The Amount and Version shows. Below are the overall statuses of the blanket
purchase order.

Blanket Purchase Order
( + Partially Invoiced)
2133097659

Araonnd T B2E OO0 001 1S
Amount: § 625,000.00 USD

A0y

Amount Remaining

Version: 2 (Previous Version)

Routing Status: Acknowledged
BPO Status: Open
EPO Type: No Release Required
Amount Available: $625,000.00 USD
Effective Date: 2 Jun 2015 Statuses
Expiration Date: Perpetual
Related Documents: = multi-line invoice
=l Aramark FO0158412
=| TST_$50TOL_AMT_BPO
More(14) »
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Blanket Purchase Order—Creating an Invoice

On the line item level, select the line item. Click the Create button
and click on Goods in the dropdown menu.

Blanket PO Items
Line Quantity UOM
1 \/ 1 1 EA
2 5 EA
2 Edit Delete
Goods

Price  Part# Auxiliary Part ID Description
$125,000.00USD  Not Available 2014 RSA Task 3 Budget
§100,000.00USD  Not Available 2015 RSA Task 3 Budget

© 2014 -2016 SAP Ariba. All rightsreserved.
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Blanket Purchase Orders—Create Invoice

Fill in the quantity (usually setto 1), the part number (can be a description of the
service provided) and enter in the unit price. Then click “Create”.

Create Invoice

Blanket PO ltem

Line Quantity UOM
1 1 EA

v [nvoice ltem

* Quantity: *

Unit:
Unit Price: *

Subtotal:

Price Part # Auxiliary Part ID Description

$125,000.00 USD Not Available 2014 RSA Task 3 Budget

$195.00000.USD

FA Customer Part #

$125,000.00 U.

$125,000.00 USD

Subtotal

$125,000.00 USD

Line Item Actions v
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Waste Management
Invoice Practices
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US Sales Tax

Tax data
US — Total sales tax should be entered into the tax header fields
Enter “$0” for taxable amount, rate and tax amount if tax does not apply

Tax
@ Header level fax (i Line level tax (i
Category:* | Sales Tax Taxable Amount: | $0.00 USD
Location: Rate(%):
Description: Tax Amount:
Regime:

US Sales Tax properly labeled in the Tax Details section of the Tax Summary. Taxes are
entered as 1 line for the full tax amount.

© 2014 -2016 SAP Ariba. All rightsreserved.
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Canadian Sales Tax

Tax data

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

For Provincial Carbon Tax (PCT) use tax category PST

Invoice #: 056230442934 Subtatal: £999.95 CAD
Invoice Date: Thursday 28 May 2015 3:16 AM GHT-05:00 I Total Tax: £120.00 CAD I
Original Purchase Order: 9133024028

Amount Due: $1,119.95 CAD

Tax amount entered in
invoice header

Submission Method: oML

Origin: Suppher

Bill To: Customer:

WASTE MANAGEMENT OF WASTE MANAGEMENT OF
CANADA CANADA

Postal Address:

Fostal Address:
CORPORATION EDI BILLING
510-5525 WEST BLVD
VANCOUVER BC VEM 3WS
Canada

CORPORATION EDI BILLING
910-5525 WEST BLVD
VANCOUVER BC V&M 3W5
Canada

Tax Summary
Tax Details: - . . . .
Canadian Tax Categories properly labeled in theTax Detsils section of the Tax Summany.
GET £5000 CAD Faderal Valus-added Taoe (GST) on Goods
PsT §70.00 CAD State/Provincal Tax

© 2014 -2016 SAP Ariba. All rightsreserved.
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Canadian Sales Tax Example - Header

Canadian Tax Example—Header Level Taxes

¥ Invoice Header * Indicafes required field Add to Header «

Summary
Purchase Order: DO10686119 TS(;ItI;IEltqal 51‘;;.1[])3 ggg View/Edit Addresses
nvoice #:* Total Gross Amount. $196.00 USD
Total Net Amount:  $196.00 USD
Invoice Date:* | 12 Apr 2016 =] Amount Due: $196.00 USD
Supplier Tax ID
Remit To:  jUnitOrg - Z0CD2sHJ56558fa11009590900 T dd d t th h d
koo, AR axes are added at the neader
United States 141
BHTe: Acme level. Additional tax types can
ey be added by clicking the Add to
1 Header button.
ax
®  Headerlevel tax G Line level tax (
Category:*  Sales Tax Taxable Amount: | $196.00 USD Remove
Location Rate(%):
- - Tax Amount:
Description
Regime
Category:* Sales Tax Remove

Taxable Amount: | $196.00 USD

. Rate(%):
Location !
- - Tax Amount:
Description
Regime
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Canadian Sales Tax Example — Summary Level

Canadian Tax Summary Level Taxes

Specific taxes like GST, PST then
show in the Tax Summary after they
are added at the header level

Tax Summary

Tax Details:

Tax Categgef Tax Rate Taxable Amount Tax Amount Tax Location Description Tax Regime Exempt Detail
GS8T 5% $196.00 USD $9.80 USD
PST 5% $196.00 USD $9.80 USD

Invoice Summary

Subtotal: $196.00 USD

Total Tax:  $19.60 USD

Total Gross Amount:  $215.60 USD
Total Net Amount:  $215.60 USD
Amount Due: $215.60 USD
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Shipping/Freight

Shipping/Freight Amount
Shipping/Freight/Delivery charges are ONLY accepted at the header/summary level.

* Invoice Header

Summary

Purchase Order: DO10686119

nvoice #*
Invoice Date:* 12 Apr 2016 -_=
Supplier Tax ID

Remit To:  jUnitOrg - ZOCD2sHJ56558fa11009590900
Arkansas City, AR
United States

Bill To: Acme

Sunnyvale, CA
United States

Tax

®  Header level tax G Line level tax (

Category:* Sales Tax

Location
Description

Regime

Category*  Sales Tax

© 2014 -2016 SAP Ariba. All rightsreserved.

T
Add to Header

Shipping Cost

Subtotal: $196.00 USD

Total Tax: $0.00 USD

Total Gross Amount:  $196.00 USD
Total Net Amount: $196.00 USD .
Amount Due: $196.00 USD Discount

Shipping Documents

Special Handling

Payment Term
Additional Reference Documents and Dates

Comment

- Remove
axable Amount: | $196.00 USD
Rate(%):
Tax Amount:
Remove

Taxable Amount: | $196.00 USD

Public




WM Contact fields — Supplier Info

Account Number: Internal number for WM, if no account number, list “WM”
Your Name: Enter your name

Your phone number: Enter your phone number
Your Email address: Enter your email address

The Portland address must be listed. If not, Ariba will send error message “Ariba does not accept the email
address”. Click “Edit/View Addresses” and add the Portland address (see next slide)
DO NOT check “Information Only. NO action required from the customer.”
Additional Fields
[ ] Information Only. No action is required from the customer.

Supplier Reference:

Payment Note:

Supplier: Waste Management Supplier - TEST Customer: Waste Management
Houston, TX Portland, OR
United States i e
Account No (from your* Email:
system) (If none — please
enter “WM™):

Your Name® (Person
creating invoice):

Your Phone Mumber: * | USA 1
Your Email Address: *

Payment Website

(Optional):
e Waste Management Supplier -
Bill From: TEST
Houston, TX

United States
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WM Contact fields — WM Info

Enter the information below and click “OK” to go back to the invoice creation page

VIEW/EDIT ADDRESSES
* Indicates required field
Supplier Customer
Name:  \Waste Management Supp Mame: = \Waste Management
Department Name: Department Name:
Address 1: 1001 Fanin St. Suvite 4000 Email:
Address 2: Address 1: | P.O. Box #6700
Address 3: Address 2:
City:  Houston Address 3:
State: | Texas City:  Portland
Zip: | T7002-6706 State: | Oregon
Couniry: | United States [USA] Zip: | 97228-6700|
This selection will refresh the page content Country: | United States [USA]
This selection will refresh the page content
“ Cancel
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Waste Management Invoice Practices

SUPPORTED NOT SUPPORTED
Detail Invoices Summary or Consolidated Invoices
Apply against a single purchase order referencing a line Apply against multiple purchase orders; not accepted by
item Waste Management
Partial Invoices Duplicate Invoices
Apply against specific line items from a single purchase A new and unique invoice number must be provided for
order each invoice; Waste Management will reject duplicate

invoice numbers unless resubmitting a corrected invoice
that previously had a failed status on the Ariba Network

Contract Invoices
Apply against contracts
Paper Invoices

Waste Management requires invoices to be submitted
electronically through the Ariba Network; Waste
Management will no longer accept paper invoices

Credit Invoices
ltem level credits; price/quantity adjustments

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

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

Mistakes on a submitted purchase order—
contact WM requestor for new/updated
purchase order

Parts and Labor invoices require 2 lines as
labor is not taxable—please request
purchase order with 2 lines prior to fulfilling
the order **Please note that a new PO will
be issued

Supplier price does not match purchase
order— contact WM requestor on purchase
order to adjust price prior to fulfilling the
order

The # of purchase order and invoice lines
must match—use attachments to provide
greater detail

i.e. If a purchase order is created for parts on
1 line and you supply 4 parts, only include a
1 line summary on the invoice. Attach detail
of the 4 parts in a separate document
(invoice copy)

If shipping partial order, please only invoice
for parts/services provided. Asecond
invoice can be issued for additional
parts/services as needed.

© 2014 -2016 SAP Ariba. All rightsreserved.

* Select Correct Unit of Measure oninvoiceto match
purchase order UOM [each (ea), dozen (dz), etc.]

e Salestax must be enteredinto the Total Tax field at
the Header.

US Vendors: Please enter the full taxable amount
and your corresponding tax rate. The tax amount
will displayin the tax summary section of the
invoice

Louisiana: Add Parish tax to total sales tax

Canadian Vendors: Click the ‘Add to Header’
button and select Tax. The taxes must be broken
out to the appropriate tax category by clicking on
the drop menu.in the tax details section; select
(GST, PST, QST, etc.) Enter the full taxable amount
and corresponding tax rate for each tax type. The
taxes will display in the tax summary section of
the invoice.

DO NOT create tax categories
For PCT, use the PST category

* Freight must be entered into the freight field. If
freight was NOT included in the original invoice,
email WMSC.AP@wm.com for assistance in
submitting the freight invoice.

Public




Common Invoicing Issues and Errors

If you submitted an invoice incorrectly,
contact WM'’s AP Department (via the
Contact Us form on their supplier portal)
with a request to reject the invoice. Once
WM rejects the incorrect invoice, a new
invoice can be submitted.

Valid miscellaneous charges (ex.

environmental fees, fuel, hazmat, mileage

etc) should be included in the special

handling field of the original invoice.
Please use the notes field to describe the
special handling charges

* This field should NOT be used for price
discrepancies

* DO NOT include shop charges

© 2014 -2016 SAP Ariba. All rightsreserved.

Blanket Purchase Orders:
* |nvoice date must match BPO date
 Ex: DO NOT submita 2015 invoice ona 2016
BPO

The amount on the invoice exceeds the amount on
the purchase order. You may need to request a
change order or the site may dispute the invoice
amount:
* Emailthe WM contact listed in the “Ship All
Items To” category of the PO
Submitting Paper Invoices
* DO NOT submit paper invoices
* DO NOT faxinvoices to PO Box
e Turn off automatic billing if applicable
* This will result in a failedinvoice
* Routing Status: Failed
* Invoice Status: Rejected
* Submission Method: ICS PAPER
* Submit ALL invoices through Ariba

Public



http://www.wm.com/suppliers/contact-us.jsp

ICS Faliled Invoices

All mailed or faxed invoices will fall
Submission Method will show “ICS Paper Invoice’

To correct

*  Go to inbox

* Locate and open PO

* Click “Create Invoice” and submit from there

6011 & Waste Management 2175136431 Online Supplier Order 20 Apr 2016 $1,093.16 USD Acknowledged Sent
6010 Waste Management 2175136466 Online Supplier Order 20 Apr 2016 §548.64 USD Acknowledged Sent
6009 & Waste Management 2175139911 Online Supplier Order 20 Apr 2016 $1,591.00 USD Acknowledged Sent
59954 & Waste Management 2175135239 Online Supplier Order & Mar 2016 $3957.49 USD Acknowledged Sent
59954 & Waste Management 2175135239 * ICS Paper Invoice Supplier 4 Mar 2016 $3361.14 USD Failed Rejected
5996an & Waste Management 2175135212 Online Supplier Order 24 Feb 2016 $2195.64 USD Acknowledged Sent
5995 & Waste Management 2175135212 Online Supplier Order 16 Feb 2016 $2016.80 USD Acknowledged Sent
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Change Orders

How to request achangeorder:

Contact the WM site that created the PO NOT WM's cooperate office
Use the “Ship all items to” address on PO when requesting changes to a PO

Ship All ltems To Bill To Deliver To

TX-1021 MAIN Waste Management Cutrer, Jan / Cutrer, Jan
1021 MAIN P.0. Box #6700 Waste Management
HOUSTON, TX 77002-6502 Portland, OR 97228-6700

United States United States

Ship To Code: 77002_0002
Email: jeutrer@wm.com

When an purchase orderis changed it becomes Changed.
Orders and Releases (100+) Page » =

Actions
Waste TX-1021 MAIN
Order 2133097590 1 Nll HOUSTON, TX §23.68 USD 10 Nov 2015 New Invoice 50.00 USD Original Actions
anagement - Test .
United States
Wasie TX-1021 MAIN
Order 2133097599 & 1 Nll HOUSTON, TX $61.00 USD 11 Nov 2015 New Invoice 50.00 USD Original Actions
anagement - Test .
United States
Waste TX-1021 MAIN
Order 2133097600 ¢ 1 M HOUSTON, TX $61.00 USD 11 Nov 2015 New Invoice 50.00 USD Original Actions
anagement - Test .
United States
Waste TX-1021 MAIN
Order 2133097600 1 M HOUSTON, TX $61.00 USD 10 Nov 2015 New Invoice 50.00 USD Original Actions
anagement - Test .
United States
Waste TX-1021 MAIN
Order 2133097603 & 2 . HOUSTON, TX $47.00 USD 11 Nov 2015 Changed Invoice %0.00 USD Changed Actions

Management - Test United States

TV ANT4 RAAIK
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Purchase Order (Change Request)

Inside the purchase order, the word will appear. The original
amount will be crossed out and the new Amount will be listed above. Version
2 will be shown and the previous version is available by clicking on the
“Previous Version” link.

Purchase Order
[+ Changed)
2133097603

.
Amount: $47.00 USD

Srmount- $61 00 1ISD

Version: 2 (Previous Version)

Routing Status: Sent

© 2014 -2016 SAP Ariba. All rightsreserved. Public




Search for Change Orders — Exact Search

Orders and Releases

EXACT SEARCH
Change orders will show up

v Search Filters

W|th qL"Ck Search Supplier: | All Customers v Min. Amount. | Minimum

Order Number: || Max Amount. | Maximum
Exact search mush be used to ,

. . @) Partial number | Exact number Order Status: | All v
display all changed versions of
the purchase Ordei‘. Date Range: | Last31days v Search only blanket purchase orders
26 Sep 2017 -26 0ct 2017 Search only scheduling agreement releases or scheduling agreements
Click inbox, search filters
! Roufing Status: | Al v

Then click “Exact Number” in
the default search view. L v m

EXACT SEARCH
Orders and Releases

v Search Filters

Enter the invoice number and click

Supplier: All Cust =3
pp All Customer: v search

Order Number: *

Partial number @ Exact number
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and Reports
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Check Invoice Status

If you configured your Invoice Notifications as noted earlier in this presentation, you will receive emails
regarding invoice status.

You can also check invoice status from the Outbox.

ROUTING STATUS INVOICE STATUS
Reflects the status of the transmission of the invoice to Reflects the status of Waste Management's action on
Waste Management via the Ariba Network. the Invoice.
Failed — Invoice failed Waste Management invoicing Sent — The invoice is sent to the Waste Management but
rules. Waste Management will not receive this they have not yet verified the invoice against purchase

orders and receipts

Paid — Waste Management paid the invoice or is in the
process of issuing payment. This status applies only if
Waste Management uses invoices to trigger payment
Approved — Waste Management has verified the invoice

invoice

Queued — Ariba Network received the invoice but
has not processed it

Sent — Ariba Network sent the invoice to a queue.

The N e cu_stor_n(—_:‘r against the purchase orders or contracts and receipts
Ack_novyledged — Waste Management invoicing and approved if for payment

application has acknowledged the receipt of the Rejected — Waste Management has rejected the invoice
Invoice or the invoice failed validation by Ariba Network. If Waste

Management accepts invoice or approves it for payment,
invoice status updated to Sent (invoice accepted) or
Approved (invoice approved for payment)

Failed — Ariba Network experienced a problem routing
the invoice
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Check Invoice History

Access any invoice (from Outbox)

* Click on the History tabto
VieW status deta”S and invoice Detail Scheduled Payments History

Cancel Print Download PDF  Export eXML

Create Line-ltem Credit Memo

(]
=

history.

* History and status comments
for the invoice are displayed.

» Transactionhistory can be
used in problem determination
for failed or rejected

transact'ons Comments from a: [2d4108e7: Thé décomeérit was addéd té thé péfdifig qiéné for déwnrléad.]

History

Status Comments

The invoice was successfully received.

Sent

* Whenyou are done reviewing
the history, click Done.

ne-ltem Credit Memo Copy This Invoice Cancel Download PDF  Export cXML
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Check Invoice Payment Status

Invoice: 27184
This functlon Only Works for enabled ‘ Create Line-ltem Credit Mem | ‘ Copy This Invoice Print Download PDF Export cXNML
Suppllers' Detail Scheduled Payments Remittance History
Go to your outbox, select the
correspondinginvoice and click on Standard Invoice
the remittance tab.
Status
Invoice: Sent
Routing: Acknowledged
Invoice: 27184
Create Line-ltem Credit Memo Copy This Invoice Download PDF  Export cXML
Detail Scheduled Payments Remittance History
0013494641 Paid 14 Mar 2016 Check 14 Mar 2016

Adiu
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Check Invoice Payment Method

- Payment method field does NOT | Invoice: 27184
determine actual payment method.
1. Go to remittance tab Create Line-ltem Credit Memo Copy This Invoice Print Download PDF  Export cXML
2.  Click on the reference number @
Detail Scheduled Pay Remittance History
3. Use reference number under

Payment Detall

4. Compare with Reference Number
Codes chart

Standard Invoice

0013494641 Paid 14 Mar 2016 Check

PAYMENT DETAIL

Payment Method: Check Routing Status : Sent
3 Reference Mumber: DD12597773 | Transaction Date: 12 May 2016
Related Payment: 0013596501

Reference Number Codes

United States Canada
Pcard B00XxXXXXXX B00XXXXXXX
@ Paper Check 001 xxxxxxx 003xxxxx
PPU (one time credit card payment) BXXXXX 5xxxxx
ACH 900xxxXXXX 900xxxxx
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WM Vendor Portal

w (]

WASTE MIANAGEMENT

Answerstoyour invoice and

P ayment qu estions are available Welcome to the Waste Management Invoice and Payment Status Portal

an ytl me on our new ven d or The data available reflects the activity over the last rolling 12 months based upon
data enfry date. The data is updated daily.
portal.

Please enter a value for at least TWO of the fields below:
To view online invoicestatus and | o wumser
payment information, please Visit | veuornumber

Invoice Number:

httD//Wm.anOlcelnfO.COm Invoice Date: MONTH v | DAY ¥ ||YEAR ¥

Invoice Amount:

Payment Amount:
Payment 1D:

Sort Report by: v | Ascending ¥
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Search for invoice - Reports

Invoice reports provide information on invoices you have AD8 A Network

An SAP

sent to customers for tracking invoices over time or overall
invoice Volume for a periOd Of tlme HOME INBOX OUTBOX CATALOGS ENABLEMENT TASKS REPORTS

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.

1. Click the Reports tab fromthe menu at the top of the

Time zone US/Pacific-Mew
page.
2. Click Create.Fillin required Information. Select an Language English
In\_/oice report type — Failed Invoice or Invoice. Report Type:* | Select
Click Next.

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

Scheduled report is selected.
3. After specifying Customer and Created Date in Criteria {é} Customer: Al Customers
click Submit.

You can view and download the report in CSV format when Filter Invoice By Date Invoice Created
its status is Processed.

For more detailed instructions on generating reports, refer Date Ran
to the Ariba Network Transactions Guide found on the
HELP page of your account.

e 9 May 2016 To | 16May 2016
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Search for invoice - Quick Search and Refined Search

QUICK SEARCH
1. From the Home Tab,

2. Select Invoices in the Document ﬁp,lﬁﬂw etk
type to search, 0 598 oty

INBOX OUTBOX CATALOGS ENABLEMENT TASKS REPORTS

3. Select Waste Management from
Customer Drop down menu.

5. Select Date Range, up to 90 days
for Invoices.

6. Click Search.

HOME INBOX CATALOGS EMABLEMENT TASKS REPORTS
{g Invoices Order Confirmations Ship Notices Drafts R E F I N E D S EARC H
Invoices Allows a refined search of Invoices

within up to 90 last days.

» Search Filters

Click the arrow to expand

S h Filt .
pfil =R L e 1. Search Filters from Outbox
ustomer (Invoices).
If¥oice Number 2. Enter the criteria to build the
@® Partial number e desired search filter.
Prder Number 3. Click Search.
Date Range Last 24 hours

TTrFreb 2076 - 11 FFeb 2016
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Search for Invoices — Exact Search

EXACT SEARCH Invoices

v Search Filters

Invoices older than 90 days will
not show up with quick search.

All Customers

Exact search mush be used.

@ Partial number Exact number
Click outbox, search filters
Then click “Exact Number” in Il‘i'?”:‘m‘"’] - Show Only Invoices Submitted from the Customer’s System
the default search view. oo Pt ' oW ool Kvoices Wil I endun
Number of Results 100
Invoices EXACT SEARCH
v Search Filters
Enter the invoice number and click
Customer All Customers search

Partial number @ Exact number

Public
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Managing Roles and Users

Automatically linked to username and login entered during registration
Responsible for account management and configuration

Primary point of contact for customer questions

Creates Roles for accounts

USER:

Created by administrator and supports admin

Responsible for updating user personal info

© 2014 -2016 SAP Ariba. All rightsreserved.
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Role and User Creation

Click on the Users tab on the
Administration Navigator.
The Users page will load.

1 First, create arole.

1. Click on the Create Role
button in the Manage Roles
section.

2. Typethe Nameanda
Description for the Role.

3. Add Permissions tothe
Role that correspondto the
user’s actual job
responsibilities by checking
the proper boxes.

4.Click Save.The new Roleis
now created.

© 2014 -2016 SAP Ariba. All rightsreserved.

Account Settings

Customer Relationships Users Notifications Account Hierarchy

Manage Users

Users
Username 1 Email Address First Name Last Name
rebecca.novotny@sap.com rebecca.novotny@sap.com Rebecca MNovotny No
L, Edit H Delete || Add to Contact List H Remove from Contact List || Make Administrato ||
Manage User Roles
Role
Mame Actions
Administrator 1 Details
All Access Details Edit Delete
L, Create Role ‘

Ariba Discovery Gon

ta 2 Role Assigne

All Access

Company Settings v

iUnitOrg - LV8b&fbt...
AMID: ANDZ2003380348
Standard Package

Company Profile

Service Subscriptions
Account Settings

Customer Relationships
Users ‘
Motifications
Account Hierarchy
Wiew All

Metwork Settings

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Metwork Motifications

WView All

2 Second, create a User.
1. Click on Create User button.

2. Add all relevantinformation about the user including name and

contactinfo.

3. Selecta role in the Role Assignment section.

4. Click on Done.

You can add up to 250 users to your Ariba Network account.
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Modify Users

1. Click on the
Administration tab.

2.Click on Edit for the
selected user.

3. Click on the Reset
Password Button to
reset the password

Account Settings

Customer Relationships Users Notifications

Manage Users

Account Hierarchy

of the user.

4. Other options:
Delete User
Add to Contact
List
Remove from
Contact List
Make
Administrator

© 2014 -2016 SAP Ariba. All rightsreserved.

Users
Username t Email Address First Name Last Name Ariba Discovery Contact Role Assigned
rebecca.novotny@sap.com rebeccanovotny@sap.com Rebecca Novotny Mo All Access
L ‘ Edit ‘ ‘ Delete H Add to Contact List ‘ ‘ Remaove from Contact List H r ‘|‘ Cre
Edit User
‘iew user information, revise role assignments, or reset Ari ECOMme I i the rese d functionality hi
Password on the Ariba log in page if they forget their password lick Reset P Ari resets the rd & ends zil

Selected User Information

ca.novotny@sap.com
ca.novotny@sap.com

Public




Ariba Network Support

SAP Ariba



Training and resources

Waste Management Supplier Information Portal

Buyer specific information is available in one place. Select the name of your company in the top right corner

and then click the Customer Relationshipslink.
E§ juoyn

Company Settings «

UnitOrg - OynCyo1H...
ANID: ANO2003380367
Standard Package

Company Profile

. Service Subscriptions

Account Settings

l Customer Relationships

Users

Customer Relationships Users

Current Relationships
| prefer to receive relationship requests as follows:

®  Automatically accept all relationship requests

Update

Notifications

Potential Relationships

Account Hierarchy

Manually review all relationship requests

Motifications

Account Hierarchy Ariba Network for Supplier discussion.

These sessions are held every 1 st and 3 rd Wednesday of the month. Register for this discussion at the following link

View All hitp:/www. ariba.com/network/suppliernetwork.cfm?demodropdown
- H Account Set up Guide
@ SeleCt the buyer name tO VI EW tran S aCtIO n al Click on the link to review the Supplier Account Set-Up Guide

rules:

PO Management Guide
Click on the link to download the PO Management Guide

Invoice Guide
Click on the link to review the Waste Management Invoice Guide

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

Invoice Guide Recording
Click on the link to review the Waste Management Invoice Guide Recording

XML Invoicing
Click on the link to review the Waste Management_cXML Specifications

Select Supplier Information Portal to view the
following presentations to learn more about
transacting with Waste Management:

EDI Invoicing
Click on the link to review the Waste Management EDL Specifications

EDI / ¢XML Supplier Training Guide

Click on the link to review the Waste ) 1t EDL/CXML Training Guides

Catalogs
Please use the links below to download the catalog support documents

Account Configuration Guide

Waste Management Purchase Order Confirmation| e e s e s i aseacc
and Ship Notice Guide Clck on the i to downiosd the i et Upisd i

Waste Management Invoice Guide

Supplier Membership Program / Supplier
Registration Guide

Testing
All suppliers transacting through the Ariba Supplier Network using one of the following methods will be required to test with Waste Management.

cXML Transactions
EDI Transactions
CSV Template Invoicing
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Training and Resources - AribaNetwork Standard Documentation

Go to: http://supplier.ariba.com
Click Help link

Click Help Center, Then click on Learning Center to access Product Documentation

,& AR B A0 Orders & Invoices -

Hel enter

Supplier Login Customer-Generated Content Grews
Your Business!

Did you know user-generated content is 50% more

trusted and 6 more memorable than other forms
of media? stomers prefer and trust visual content
that comes from ~cher : e it gives value.

togn adds credibility and sparks online use

Username or Password

AR B A EXCHANGE USER COMMUNITY

The Learning Center was created for
users interested in technical product
User Community Home documentation.

=T pETD || (oo

The Learning Center w as design to allow
Popular Topics Sont by: [Relevance ~| I-:D 'Ff“*""“""ﬂ Center , b h f " |b f d
raduct dacumentation and tutofi
ou to brow sethe full library of product

28] Why do | get the message "The username and password pair you entered was Amanda Hammel \ y . A y p

not found” on Ariba login page? Customer Assistance & docunﬂentaﬂon and tutor|a|s

GQuestion: Why do | get the message “The usemame and passwaord pair you entered was nat Support

found” on Ariba login page? Answer: You need to enter your Ariba Gommerce Cloud username ‘ ) Get help w fic probleNg

and pasaword on this page. You may be Gefting this erfor Message bacauss you enterad yaur

buyer-specific username and

Additional .
o) Why did the link in the password reset email expire? Camille Goleb L C t
B Why P p o Samile Golet g sacenan LEAINING Center
Question: Why Gi the Nk In the PasSword reset emall expire? Answer: The INK In the passwora riba Community XML Unor's o
reset email notific: *pires in the following cases: It has been 24 hours or more since you Consultant L R
oauBetaa e panowerd fonel emall Gllok Fargat basaword Agan 1 reauect  now pacewerd i wa < e
reset email : "
Product Documentation Tutorials
Popular T:
P P Getting Started - Fmgct Usemame (1:00)
After clicking Forgot Password and entering my username, why does nothing Amanda Hammael 2 Walkup R¢ -0 of the Ariba Network (3:47)
appear to happen? Customer Assistance
e o " ~ Seller Basics (3
Question: After clicking Forgot Password and entering my username, why does nathing appear anager . R _
to happen? Answer: AfLer you SUDMItyoUr request for 3 password resset, Ariba sends instructions o amim = Introduction to the Seller Collaboration Console (5:00)
to the email address configured for the account identified by the usemame. Twa potential _ o Vour A Adm -
e, e Change Your Account Administrator (1-32)
Registration by Invitation Company Prc
Browser Configuration
e T e r - N— i [ S — Cnntact Acconnt Administrator
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Sources for Help

Please contact Ariba Support by these two methods:

a. If you already have an Ariba Network account, log into the Ariba Network and click on
(also see next slide):

Help Center
Support

Get help by live chat
Get help by phone

b. Use the Help Center option:
Click on Help Center to expand help center controls
Type in “Service Request” and hit “Update”
Click “Create Online Service Request”

Ariba will provide you with a Service Request (SR#), notate it since you will need to
refer to it if you contact them again. If you utilize Waste Management’s ContactUs form
regarding this issue, you will need to provide as well.
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Contact Customer Support:

1. Click on Help Center to expand
help center controls

{ 1/6

¥
CS5V Documents « . .

How do | print a copy of my service
subscription invoice?

CQuestion: How do | print a copy of my
service subscription invoice? Answer: To
print a copy of ..

Matthew Hawk

edited Aug 12 2015

Last 12 months

Q
Purchase Order by

Volume Do | contact Ariba or my customer when

| have a question or issue?
Purchase Order by

Amount How do | edit and resubmit an invoice?

Outstanding

. How do | tell when my invoice will be
Invoices

paid?

How do | change my remittance address
and banking information?

L2016 Mar 2015 Apr 2016
Trending Topics: December 1, 2015

Supplier Basics (3.00)
How do | cancel an invoice?

How do | access the former 2. Click on support button (see
administrator's account? n . .
next slide for more instructions)

Now we're mobile.

Check it out.
What should | do if my invoice has been

View more [

l:LI Decumentation 0 Support

.
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Contact Customer Support (cont’d)

AR B A

EXCHANGE USER COMMUNITY

Sandra WM Supplier ...

q Home

Leamning | Support
Support Center

Common Troubleshooting Tags

| need help with | Start _
Invoice Status

Examples:
Account Reassignment
Options to submit Invoices
Invoice Rejection Spotiight
Update company information

nvoice Rejection Messages

Search Purchase Orders

Invoice Details Invoice History

trust.ariba.com

Information and latest notifications about
product issues and planned downtime.
Check status -7

| Need Help Now

- 3. In the new window, click “Get
, Get help by phone vh help by phone”

HA00% v
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Contact Customer Support (cont’d)

Ariba Exchange User Community Shelly Gottschalk
Q Home | Leaming | Support

SAP Ariba Phone Support
:"’ Provide the following information, and the next available specialist will call you.

Note: In 2018, SAP Ariba phone support will only be accessible via the online Help Center within your account. Familiarize yourself with this new process by completing this phone support request.
Once submitted, you will be calied by the next available specialist
Show phone numbers instead

Problem Description

Short Description: * [Modify my bid

Contact Information

First Name: *[Shelly

Last Name: * ‘Gottschalk

4. Add phone number and description (all
other details will be added automatically)

. . 5. Hit “Submit”
Email: -[sgottschalk@anba com ]

Phone: * Country: [ Please Select v Ariba customer support will call you once

Country Code: ### | Number|  |Extension:[ | they get to your position in the queue
Confirm Number: |

Ariba Network ID: *|AN01010856746 I

User ID: [chalk1@an’ba com

Company: * {Chalk

tem will be transferred to Ariba, Inc. and the Ariba hosted computer systems (curmently located primarily in the U.S), in

* Required Fields
Submit Cancel

SAP Ariba
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