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1.Create Service Invoice

1.1. Creating an Invoice from Approved Service Confirmation Document

« Once aService Confirmation (without ERS flag checked) is approved by Ascend, the Primary
receive a notification email as the status is APPROVED

« The Supplier user needs to login to the portal to create an invoice manually with reference
to the approved Service Confirmation

Note: It's recommended to always create Service Confirmation with ERS flagged, this reduces the
manual effort to flip an approved SC into an Invoice
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Creating an Invoice from Approved Service Confirmation Document

Service Confirmation is
created in Approved
status

This SC document was
created ERS flag
unchecked and hence the
Invoice status is Invoice
Not Created

Hence suppliers need to
create an Invoice using
this approved SC
document

OGEPSMART

& SC-11:22-00721

v BASIC DETAILS

Service firmat:

SC-11:22:00721

Batch Order1 for 0057965916-80-GDLOT

Tivi Horvath (tvhorv@ascendmaterials.co.

/23202

Invoice Not Created A

Print Preview

nfirmation Name

ServiceConfirmation1 for Batch Order1 fo
usp
Lreated By

Kunal Kadam

Blanket/Service

ERS (Auto-create invoice

13245

203532
1/23/2022
lne

Status

Invoice Not Submitted

300.00 USD . |3 More

4100002386
UNIVERSAL FABRICATORS INC
ubmutted By

Kunal Kadam

0.00

"

Copy



Creating an Invoice from Approved Service Confirmation Document

To Create Invoice against

Non-ERS SC document, Aﬁ ASCEND. Catalog  Sourcing  Contract |WERTISIESH

Invoice  Supplier

A: Click on Purchasing
Section

Documents A

B: Go to ORDER

C: Select the Order against

which Service Confirmation
was submitted - _
== Manage Attributes Filters
Order Name t| Order Number Supplier Purchase Type Created By
Search 4100002386
Batch Order1 for 0057965916-80-GDLOTH7895 4100002386 c UNIVERSAL FABRICATORS Blanket/Service Tivi Horvath
i }

Rows PerPage: 10 v 1-10f1
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Creating an Invoice from Approved Service Confirmation Document

< ORDER: Batch Order1 For 005.. 15,500.00USD = bikiMare

A: Click on CREATE
INVOICE button on bottom i >. BASICOEIARS

1 Basic Details
nghbhandcorn?randthen N it
select By Selecting e Bl
Service Confirmation(s) Ty > INCO TERMS

Invoicing And Delivery

B' A pop up bOX appears Raceiving Tolo l > INVOICING AND DELIVERY DETAILS

. - ) COIVIn olerances
select the Supplier SC MR- > RECEIVING TOLERANCES (DEFAULTS) e

Line Details A

v NOTES & ATTACHMENTS

C: Click on Select to P
* Indicates mandatory fields Confirmati
proceed

CREATE INVOICE  ~

| 86 Select Service Confirmation

Supplier Service Confirmatio... Field Supervisor Submitted by Service Confirmatio

| ©] 13245 B Tivi Horvath (tvhorv@ascendmaterials com) Kunal Kadam 300.00

OGEPSMART



Creating an Invoice from Approved Service Confirmation Document

Invoice in Draft status will

be created & INV-11:22-000630 - Invoice1 For Batch Order1... (B3 300.00USD ~ |3 Mo
A: In Basic Details section, . - BASICDETALS| A s i e
fill in below Information
Basic Details * Indicates mandatory fields
. wee Name* Invoice Number voice Amoun Suppher Invoice Numbe:
1) Invoice Amount Sipolor Ditels invoice for Batch Order? for 00..  INV-11:22-000630 0.00 13245
(InVOice value+ TaXES) StakeHolder Details T ki e Supolier Name
2) Supplier Invoice —— 1/23/2022 02/21/2023 1/23/2022 UNIVERSAL FABRICATORS INC
aymen elivery = :
Number : :
3) Supplier Invoice Date Hs Dutone PR 4100002386 Batch Order! for 0057965916:80.. 203532
Purchase Type Iwolce Tyos
B: Clle on more Option and usD Blanket/Service Delivery Note Standard
select upload image option -

to add supporting
document S

Upload Image B

Export To POF

Delete

Print Invoice

OGEPSMART



Creating an Invoice from Approved Service Confirmation Document

Under LINE DETAILS

section for an approved SC
documents, suppliers can
only update Taxes by

adding it under Taxes field (If
Applicable)

Once Taxes are added,
click on Sent To Buyer

OGEPSMART

Create

ge
Supplier
Profile

Basic Details

Supplier Details

StakeHolder Details

Payment And Delivery...

Line Details

INV-11:22-000630 - Invoice1 For Batch Order1...
[ Ort

> PAYMENT AND DELIVERY DETAILS

v LINE DETAILS

LINES
Search [ Delete [T Manage Column
0 L. 1/ Type 11| Line Descript...
1 Material v Universal 18 x 42
O 2 Material v Universal 18 x 42
4

Rows Per Page: |10 v

s 1 More

Line Total

100.00

200.00

300.00USD ~ |

Indicates mandatory fields G

Taxes

0.00

Applicable Tax ...
+ Invoice Tax v
& Invoice Tax
»
Page 1 of1

Y \" 3 Send To Buyer




Create Material Invoice
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Create Material Invoice

2.1. Create Material Invoice

A. Click PURCHASING tab

,A\ ASCEND. . Catalog ~ Sourcing  Contract Invoice  Supplier Search n N0,

Documents A

B. Click on the

order in SUPPLIER
ACKNOWLEDGED status.
Invoice can be Created Via 2 ORDER  RETURNNOTE  SERVICE CONFIRMATION ~ ASN
methods :

1) By Selecting Receipts

Sent To Supplier

.. . . 1
2) By Flipping order to invoice
= Manage Attributes Y/ Filters
If the order is in SENT TO
. . Order Name 11 Order Number Supplier Purchase Type Created B Created On t| | Order Value Status
SUPPLIER status, you will first : i " ' :
Supplier
need to acknowledge the order nip - -
before creating the invoice
Order1 for DONOT USE - Test PO 2- Suppl..  P0-03:22-000695 SupplierkK Material KK Admin 03/30/2022 200.00 USD Sent To Supplier
B P0-03:22-000694 SupplierkK Material KK Admin 03/30/2022 100.00 USD Supplier Acknowledged
{ )

Rows PerPage: 10 v 1-10f1

11




2.2. Create Invoice by Flipping Order to Invoice (Option 1: Preferred)

C. Click CREATE INVOICE

Basic Detalls

rete
PO 9 - Supplie KK Adimin

nnnnnnnnn

D Click By Flipping Order to o
Invoice, to create invoice =

. Purchase Type Creation Date Origanal Issue Date Supplier Acknowledged Date
agaln St the OI'd er. Material 04/25/2022 04/25/2022 04/25/2022
Invoicing And Delivery... l
Receiving Tolerances . USD‘
Notes & Attachments
You will get a SUCCESS dialogue box Line Detalla By Selecting Receipt(s)
stating "The Invoice is created” ~ SUPPLIER DETAILS s D By Flipping Order to

Print Preview CREATE INVOICE =~

() SUCCESS!

The Invoice is created

12
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2.3. Create Invoice by Selecting Receipt (Option 2)

,A\ASCEND. Catalog Sourcing Contract m Invoice More @1, 0 2 ® @
Srtroamence marvaiacs. [UAT

Sl < ORDER: Order ForTE.. TR [ e

C. Click CREATE INVOICE = :
L] >= v~ BASIC DETAILS Manage Optional Fields
=9 Basic Details * Indicates mandatory fields
. = = S
D Click By Selectlng Receipt, to s R
i PP P0-04:22-000863 Order1 for TEST PO 8 KK Admin KK Admin
] 1 1 1 Creats IncoiFerme Purchase Type Creation Date Original Issue Date Supplier Acknowledged Date
Create mvoice agaln St th € ralsed itwoiiing And Belivery Material 04/25/2022 04/25/2022 04/25/2022
Supplier [s ney

receip t. Profile Receiving Tolerances ... U‘;; "

Additional Details

Notes & Attachments D I By Selecting Receipt(s) I

+~ SUPPLIER DETAILS By Flipping Order to

Invoice

You will get a SUCCESS dialogue box Print Preview CREATE INVOICE  ~
stating "The Invoice is created”

Line Details

() SUCCESS!

The Invoice is created

13
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2.4.

F. Select the Receipt raised
from left hand side and select
the Line Number by clicking the
check box.

G. Click on Create Invoice.

You will get a SUCCESS dialogue box
stating "The Invoice is created”

OGEPSMART

Create Invoice by Selecting Receipt

SELECT RECEIPT LINES FOR INVOICE CREATION

% X Receipt1 for Order1 for TEST PO 9 - Supplier KK

[] Select All Receipts

PO Line Number

REC-2022.000113-Rece...(. v
Search Search

F 1

<

Buyer Item Number

(D Total Order Lines Selected Against Receipt(s): 1

Rows Per Page:

LineDescription

Search

TESTPO9

. 1-10f1

SHOW SELECTED RECEIPTS (D)

Supplier Item Num...

Search

Ordered Quantity

G

Reset Cancel Create Invoice

14




2.5.

Invoice creation set up page

A. Enter INVOICE TOTAL
AMOUNT

B. Enter the unique INVOICE
NUMBER generated from
your invoice system

C. You can also change the
SUPPLIER INVOICE DATE

Note: If you create an invoice
by Flipping an order, it will
directly take you to invoice
screen in draft status.

My Tasks

+

Create

-
Supplier
Profile

Basic Details

Supplier Details

StakeHolder Details

INV-03:22-000208 - In...
[ Dot |

Payment And Delivery...

Line Details

Print Preview

15

v BASIC DETAILS
* Indicates mandatory fields

Invoice Name*

Invoice1 for Order1 for Test PO...

Invoice Creation Date

03/30/2022

[ Multi PO Invoice

Currency

usb

Invoice Number

INV-03:22-000208

100.00USD ~ |

Manage Optional Fields

A B

Invoice Amount* Supplier Invoice Number*
100.00 1234Test

Supplier Invoice Date*

03/30/2022

Order Number*

P0-03:22-000694

Purchase Type

Material

Suppl:e.r Name [ ‘Non PO vaice
SupplierkK

Order Name Supplier Code
Order1 for Test PO 1 - Supplier...  PC-2022.000174

Invoice Type

GR-IV
Standard

Send To Buyer



Invoice creation set up page

A. Scroll down to the
LINE DETAILS tab and
can select/de-select a
line item by clicking on
the CHECK MARK

B. Select the line item,
and make the changes
on UNIT PRICE or
QUANTITY

9GEP '

v LINE DETAILS

LINES

Line(3)

A Line

Tl Type Tl
Material
Material

Material

16

Item Number

1!

Line Des... 1]

Unit Price

R & o b
Quantity B
1.000
1.000
1.000




2.6. Adding taxes & freight on the line level

A. Scroll down to the LINE "
DETAILS tab and can v LINE DETAILS Indicates mandatory fields i

select/de-select a line item by
clicking on the CHECK BOX

LINES

Search ] Delete [ Duplicate Lines & More B ’P—E

B. Under the line details, you

. Line t 1 Type t, | Line Descript.. 1| T: > A 4 Other Ch A Freight
can also select the line you R B s

V\_’ant and scroll to.the right 1A Materia v TESTPOY 00 @ L v 000 0.00

side where you will see the

column to enter TAXES,

OTHER CHARGES and Rows Per Page: E’ Page 1 of1

FREIGHT in this column.

17
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2.7.

A. Click on the drop down
next to amount/currency on
top section of the screen.

B. You can enter your freight
or taxes on the header level
(This will prorate the amount
to all the available lines

equally)

C. Once the amounts are
entered you can click on the
check mark icon

Adding taxes & freight on header level

/A\ A.S CE N D. . Catalog Sourcing Contract Purchasing Supplier

& INV-05:22-000253 - Invoice1 For Order1 For T... [EZ3

= v BASIC DETAILS

Basic Details * Indicates mandatory fields

My Tasks

Invoice Name* Invoice N

Supplier Details
-
Create StakeHolder Details = .
upplier Nam
SupplierkK
Payment And Delivery...
a5

Supplier ' Currency Purchas
Line Details
Profile usD Material

INASCEND. G

< INV-05:22-000253 - Invoice1 For Order1 For T... [

v BASIC DETAILS
Basic Details * Indicates mandatory fields
Supplier Details
StakeHolder Details _—

SupplierkK
Payment And Delivery.

Line Details Sorrenoy Purchase
usb Material

~ SUPPLIER DETAILS

* Indicates mandatory fields

18

ne nbe
Invoice1 for Order1 for TES, INV-05:22-000253

O Non PO Invoice

Invoice1 for Order1 for TES. INV-05:22-000253
O Non PO Invoice

Type

Invoice Amount*
100.00

O Multi PO Invoice

Delivery Note

100.00
[ Mutti PO Invoice

Delivery Note

0 0@
A [foooouso - [EEE | voe

Manage Optional Fields

Supplier Invoice Number* nvoice Creation Date upplier Invoice Date®
123 05/02/2022 05/02/2022
Order Number* Order Name upplier Code
P0-04:22-000863 Order1 for TEST PO 8 PC-2022.000174
Invoice Type

GR-IV
Standard

Dnz@@

,m.m,l I More

Shipping & Freight (USD) 0.00 §irields

B [= |-OcC

123

Taxes & Charges (USD) 00

Invoice Total (USD) 100.00

PO-04:22-000863

Standard

Accrued Taxes (USD) 0.00

View Details | Fields



2.8. Upload image / copy on invoice

,A\ASC END. Catalog Sourcing Contract Purchasing M More O\ A £ @ @
PearoRmanct watmials VAT

@ < INV-03:22-000208 - In.. 100.00 USD ~ £ ore
A. Click on the MORE ICON >z ~ BASIC DETAILS e Maiiaige Opticnal Fields
. — * Indicat datory field
on tOp rlght corner Basic Details ndicates mandatory fields
. 5 Invoice Name* Invoice Number Invoice Amount* Supplier Invoice Number*
| SuppllerDetails AN Invoice1 for Order1 for Test PO..  INV-03:22-000208 100.00 1234Test
B. Click UPLOAD IMAGE to
upload the scan copy of & INV-03:22-000208 - In... 100.00 USD ~
e ==
mvoice
= ~ BASIC DETAILS RARIISIONR B

Basic Details * Indicates mandatory fields Delete

C. Once the image is — = e (R
. upplier Detalls Invoice1 for Order1 for Test PO...  INV-03:22-000208 100.00 123¢
uploaded, click on SEND TO et b
Invoice Creation Date Supplier Invoice Date* Supplier Name
5 [ Non PO Invoice

BUYER button _ 03/30/2022 03/30/2022 SupplierkK

Payment And Delivery...

T ] Multi PO Invoice Order Number* Order Name . Supplier Code

P0-03:22-000694 Order1 for Test PO 1 - Supplier ... PC-2022.000174
Currency Purchase Type Invoice Type SRV
. SD ial Standard

Note: It is mandatory to upload = e i

the image. C

Print Preview SAVE Send To Buyer

19




2.9. Invoice creation set up page

A. Once submitted, you will see a
confirmation message. Click YES

You will be directed to the INVOICE
screen, where you will see the
submitted invoice in APPROVAL
PENDING status

Please confirm that you are processing [1] lines on this invoice

(¥) SUCCESS!

Invoice Submitted to Buyer Successfully

20
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2.10. Invoice Statuses

e Draft: Invoice is created; however, it is not submitted to Ascend (work-in-
progress).

e Sent for Processing: pending validation with Ascend.

e Exception: Invoice is submitted, however thereis a discrepancy in the ordered quantity
or amount. This is being reviewed internally by Ascend and it will either be approved
or returned with comments.

e Matched: Invoice amount is matched to the receipt amount.
e Sent For Payment: Invoice is sent for payment.

e Invoice Paid with Remittance: You can view remittance information in the
submitted invoice.

e Cancelled: Invoice is cancelled by Ascend.

21
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Customer support

GEP Customer Support is available 24x5
support@gep.com

o Europe: +42 022 598 6501

« Switzerland: +41-445859014
o UK:+44-20-3478-6123

o USA:+1-732-428-1578

o Australia: +61-2-8518-1914
o Asia: +91-22-6137-2148

GEP SMART URL: smart.gep.com

22
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