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Creating an Invoice/Credit Note

1. Log in to your Tungsten Network account at www.tungsten-network.com and
click on ,Login". Enter your login credentials including your password.

Tl (English)
TUNGSTEN | Login |

About us

Expertise Services Knowledge base News & events

0B10 is now Tungsten Network

Trade with confidence

SECUE ‘ SMART ] FAST

Welcome to Tungsten Network Whal oo et Hink

"0OB10 was the only vendor who could prove
Tungsten Network, built on OB10 e-Invoicing, accelerates global trade by enabling the effectiveness of its supplier enrolment
touchless invoice processing, strengthened cash flow and better buying decisions campaigns and had evidence of converting

up to 70% of companies’ invoice volumes in

Email
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Forgot your details / Forgot your password
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2. Point on ,Invoicing" and click ,Create Invoice" from the main menu after you

log in.
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3. The screen below will be displayed.

My POs Customers
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Need help?
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Create invoice
Create or update a new invoice or credit note

Help with this pageo

New invoice 0B10 transactions
Customer*
:85
Select option* — Purchase history
New invoi =
‘ Fu invoics E” = Purchase more invoices
Invoice number* €
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a. Select the correct HP Inc Buyer No/Sponsor Number by clicking on the plus
under Customer. A new window listing all the Buyers that you have in
your Tungsten Network profile will be shown. If you don't find the HP Inc
on the list, please raise a support call with Tungsten Network directly via
www.tungsten-network.com/support and request Tungsten Network to
add the HP Inc Tungsten Network buyer number to your profile. Please
refer to HP’s Tungsten Network Buyer Account Number listing
(http://www.tungsten-network.com/media/16602896/HP Inc-entities-on-
tungsten.xlsx) for your reference.

If you have only one Buyer Number, this will be selected as default.

Customer*
**** OBi TestBuyer *** - AAATestBuy1

b. You can also see the number of transactions remaining on
your account.

0B10 transactions

= Purchase history

= Purchase more invoices

You need to purchase new transactions if there is no transaction left on
your account.

c. You can create a new invoice by selecting ,New Invoice" from the

.Select Option" field. You also need to enter the invoice number in the
.Invoice Number" field.



http://www.tungsten-network.com/support
http://www.tungsten-network.com/support
http://www.tungsten-network.com/media/14589587/list_of_live_hp_account_numbers_on_tungsten_network.xlsx
http://www.tungsten-network.com/media/14589587/list_of_live_hp_account_numbers_on_tungsten_network.xlsx
http://www.tungsten-network.com/media/14589587/list_of_live_hp_account_numbers_on_tungsten_network.xlsx
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d. If you have created an invoice template, you can use the template by
selecting ,New Invoice from Template" from the ,Select Option" field.
A new field ,Select Template" field will be populated and you will
need to select the template that you wish to use. Please note that a
template can only be used for the respective Buyer Number associated

with that template. You also need to enter the invoice number in the
.Invoice No" field.

Select option*
New invoice from template E

Select template
Please select[~]

Invoice number* [

| |

e. If you would like to use a saved invoice as a template select the saved

invoice from the ,Saved Invoices" section and click # . If you use a

saved invoice, a new window containing the details from the saved
invoice will be displayed.

Saved invoices

Invoice number Buyername

Gross amount Savad date

Edit Delete
;R
VA
/s R




4. Enter or update invoice data.

a. Your details and Who you are invoicing

Your details

Kevin BG Test

Your name test
ctart tvping ﬁ GERMANY
VAT registration number DES805604332
Your tel
[ Ciick here if the *Ship from’ detsils sre different to the ‘Invoce from' details.
Your email
Whoa you are invoicing
y **** OBi TestBuyer ****
LEE Melbourne House
= @ 46 Aldwych
London
WB2B 4LL
Tel UNITED KINGDOM
[ Click hare i tha 'Ship to' detailz are differant from tha 'Invoce to’ details
Email
+ Notes and reference numbers

Some parts of the “"Your Details” and "Who you are invoicing” sections
will be defaulted from your Tungsten Network profile and from HPI
Tungsten Network profile. You cannot modify these sections. It is
important that you choose the correct Buyer account number from
the previous step.

Incorrect use of HP Inc account number may result in your
invoices being returned to you and you have to resubmit to the
correct HP Inc account.
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b. Ship To and Ship From.

e wa ol VRE nutDe
€y GERMANY detostnew
VAT fogistration number DE305604832 -
Yo A e Docurment type
7] o nars 1m0 S o Satars ans @ RRrant 0 tha mios e SRS, Invoice  [=]
Your email Inveice date* B
22112012 (&

Tax pont date” i
Wnere were the flems/services supplied from?
Campany name*

(+] Payment due dale
Country* =
Please select k= Delivary dte

Adoress 1
Currency* @

Agoress 2 Pound Sterfing [
Purchase order (PO} number B

Adoress 3

Address 4

Address 5

Posteode

VAT registration number”

It is important that you provide the correct ship to address and
ship from address. Do not default the ship to address with the
invoice to address. The ship to address is where the goods/services
are delivered and the ship from address is the address where the
goods are shipped from. To enter the ship to address, check this box

] Click here if the Ship to details are different from the Invoice to details

For the ship to address, please refer to the purchase order that you
receive from HP Inc. Failure to provide the correct ship to
address may result in your invoices being returned to you and
you have to resubmit with the correct address. The same
condition applies to ship from address.




c. Invoice To Contacts and Invoice From Contacts.

Your details

Kevin BG Test

Your name @ i
~ €3 GERMANY
VAT registration number DES05604332
Your tel §
Ciick here i the 'Ship from’ details are dfferent to the 'lnvoce from!' cetails.
Your email

Wha you are invoicing

**** 0Bi TestBuyer ****

Name Melbourne House
ctart v G 46 Aldwych

London

WB2B 4LL
Tel UNITED KINGDOM

| Click here # the. *Ship to' details are differant from tha 'Inveca to' datails.

Email
+ Notes and reference numbers

Invoice to Contacts are required for non PO invoices. Enter HP Inc's
contacts that are requesting the goods/services in this section. Failure
to provide invoice to contact details for non PO invoices will result in
your invoices being rejected/returned back to you. Supplier contact
details that are issuing the invoice must be entered in the Invoice
From Contacts Section. The contact details are used by HP Inc to
return the invoice back to you if your invoice has issues and is
rejected by HP Inc for payment.




d. Invoice/Credit Note Details

Invoice details
Invoice number®
detestnew /
Document type

Invoice B2

Invoice date* I3
22112012 |

Tax point date* I

Payment due date

Delivery date

Currency* I
Pound Sterling v

Purchase order (PO) number &3

e Select Invoice/Credit Note from the Document type drop down list.

o If credit note is selected, ‘Original Invoice No’ field will be
populated automatically and the original invoice number
associated with the credit note must be entered.




Document type

Credit Note [

Original invoice number

Original invoice date I

Credit reason B

Invoice date*

22.11.2012

i

Enter invoice date in the invoice date field.

Enter Purchase Order (PO) Number in the Purchase Order (PO)
Number field. Each invoice must only reference to the same

Purchase Order number. You must reference to a valid HP Inc
Purchase Order Number. Failure to provide a valid HP Inc
Purchase Order Number will result in your invoices being

Felteinesk 19oRY- Date in the Tax Point Date field. This is required
in certain countries depending on the country tax requirements.
Enter invoice number in the Invoice No field.

Enter the invoice currency in the Currency field.
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e. Additional Information

**** OBi TestBuyer ****
Name &3 Melbourne Housz
O 46 Aldwych
London
WB2B 4LL
Tel UNITED KINGDOM

Click here if the ‘Ship o' details are different from the ‘Invoice to' details
Email

Billof Tading &3

Account code 3 Notes to your customer i3
Delivery note number i3 Cost centre &3

Payment reference

If you have the data required by this section, please enter them in
the respective fields. If not please leave them blank. For some HP
Inc businesses, delivery note number is required to be
provided in the invoice and if this is the case you must enter
the delivery note number in the Delivery Note Number field.
Please check with your HP Inc contacts if you need to provide
delivery note number in your invoice submission or not.
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f. Invoice Detail Line

Invoice tems
Line item type @
Goods [+]
Product code I3 Froduct description’ I Unit* Quanlity” Frice* @
rart typing to search || Start typ ey Please soloct [=] @ | 1,000 | | 00000
- | L
Tax type” Tax amount I3
Please select = 0.00|
[+ Discounta, notes and reference numb ]
PO number PO line number 3 Adational information __ Discount @
‘ ‘ 0.00
_ Otscount % @

Delivery note number

The fields below have been added by your buyer.
GL number @ Cost centre

Net
Part category

Part number
European Article Number |+

Tax
Total

e Enter Quantity, Unit, Price in the respective fields

e If you have entered PO number in Invoice/Credit Note Details
Section then you can leave the PO number field in this section
blank. If you enter the PO number again in this section then
you must ensure that the PO number is the same as the PO
number in Invoice/Credit Note Details section.

e Enter the PO line number from HP Inc Purchase Order in
the PO Line Number field.

e You can enter HP Inc Part Number in the Product Code field
and the part number description in the Product Description
field. If you don"t have the HP Inc Part Number, you can leave
the Product Code field blank and you only need to enter the
description of the line item in the Product Description field.

e If your invoice has more than 1 line item, click Save Line
Item and then Add to add another line item.

e To edit the line item after you save it, click on 7

e To delete the line item after you save it, click on W .

Discount

} 0,00

0,00
0,00
0,00
0,00

12
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g. Invoice Attachments

Additional infermation

Attachments [
» File types we accept 0

- Your customer allows a maximum of 1 attachments.
« The maximum file upload size is 12 MB

Select

Withholding tax i) .
0.00 |

To add attachments click on the Select button - browse your file and
select it. On the right hand side you can see useful information what
type and size of attachments is accepted. You will NOT be allowed to
submit attachment at a later stage.

h. Invoice Summary

Invoice(GBP)

Total net 0.00 ‘
Total tax 0.00 1
Undo change:;

Total gross 0,00

The ,Invoice Summary" section should be automatically calculated.

i. Send Invoice

(Savoastomplato | Save | Proiow | Send.

Click on Send when you are ready to submit the invoice. Please
ensure that you review the invoice details that you have entered to
ensure they are correct. Once you send the invoice, the invoice will
be processed by Tungsten Network. You should receive a
notification from Tungsten Network informing you if the invoice has
been successfully processed or rejected. If it is rejected, please
ensure that you review the rejection reason and correct the invoice
and resubmit. If you have any questions on the rejection notification,
please raise a support call with Tungsten Network directly via the
Help and Support section in the portal.

13
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Useful Features When Creating an Invoice/Credit Note

1. Save Invoice

If for some reasons, you don’t have the time to complete the invoice

submission, you can save the invoice. Click on m . The data that you have
entered will also be saved. You can open the saved invoice when you want to
continue.

To open a saved invoice, click ,Invoicing™ from the menu bar and select ,Create
invoice/use saved invoice" and follow step 3e as explained above.

2. Save As Template

This option is useful if you are using the same invoice data again and again
for every invoice submission. For example, if you invoice the same purchase
order number with the same description for the same HP Inc Buyer Account
Number.

You can enter the same data and leave the variable data such as invoice
number, invoice date and other relevant fields blank. You can save the invoice
as template and you can use this template and you only need to enter the

variable data and click m when you are ready to submit the invoice.
You can use the template again for future invoice submission.

To save the invoice as template click and the screen below
will be displayed.

w

ave as template

Please enter template name m Cancel

Enter the name of the template and click on m

14
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To use the template, click ,Invoicing" from the menu bar and select ,Create
invoice" and follow step 3a and 3d as explained above.

Another option to retrieve the template is to select ,Template management"
from the ,Invoicing" menu bar. The screen below is displayed.

Invoicing My POs Customers

Create invoice
N Create or work with draft invoices, credit
notes or purchase onders

Template management it
Create and manage templales for your 1
nvoices and credit notes

g

Invoice status
Sea whera your imvolces are and what
happens next

Purchase OB10 transactions
H.J',-' nyoice iransachons

Lty POs

Ternplate management

Tt
L+
Torrpdabe rarrs’ i1
Tarrplate nasg Buysr nasg Qaved data Edt  Dwleta
- " . H : * o
EF e
E e
EF @
F o
I
E @

WA (B Fegesise(m =
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The template that you have created should be listed in the ,Saved Templates"

Section. Select the template to be used by clicking on the edit button. The
invoice template is opened. You can enter the variable data in the relevant

fields. When finished, click on

You will be asked to enter the invoice number.

Use template now

Please enter invoice No. ‘

\

Click on Create an invoice.

Review the invoice data one more time and if you are satisfied, click on Send to
submit the invoice.

16
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Creating Invoice Templates

There are two ways to create invoice templates:

1. From the ,Invoicing" menu, select ,Create invoice" and follow the Create
Invoice steps as explained above and save the invoice as template.

2. Alternatively, from the ,Invoicing™ menu select ,Template management"

Template management o

Tinl il v’

Sarved Semiplatey.

Tomplate na=y Bluyer niss) Saved dats Edit Dwlets

=
&

=

=
C0ODO00O

=

o (41 B H Fasge sise | B0

Select ,Customer" and enter template name. Click on ,Create" to continue.

The ,Create Invoice" screen is displayed. Follow the Create Invoice steps as
explained above and click on ,Save As Template".

3. To use the template, please refer to Useful Features When Creating an
Invoice/Credit Note in this documentation.

17
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Purchasing More Invoices

1. To purchase more invoices, from the ,Invoicing" menu please click on
.Purchase OB10 transactions" option.

Invoicing My PO=s Customers

Create invoice
L Craate or work with draft invosces, credit

notes of purchase onders

Template management
reate and manage templates 1or your ni
nvoices and credit notes

ic

Invoice status
Sea where your involces are and what

i LR mext

Purchase OB10 transactions

Buy invoice fransactions

2. Select the account, method of payment and enter the number of invoices that
you wish to purchase. To view the pricing, click on Price list.

DE10 paymant OB10 transactions

1. Choose payment method Price 15t 0
Pay online 7
o VISA -Q : : | Py f -; E - Purchass history
|
Pay by invoice

2 Number of transachons
The cost per transachon &= subject to the quanbty purchased. Please check the price list

25

Purchasa rale {inc. VAT) 1,665
Number of ¥an3actions purchasad »
Service tolal {inc, VAT) € 41,65

Continua

18
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a. To pay by credit card select the credit card and click on ,Continue®.
You will be required to enter the information requested to complete
the purchase.

b. If you pay by Paypal you will be directed to the Paypal website
to complete the purchase.

c. If you pay by invoice, the screen below is displayed. Click on
,Continue" and you will be asked to confirm the purchase.

v The minimum inveicz purchase volume for s payment method is 125 Invoices

. Ghonse payment method srca i @
Pay onlne T : 7
- VISA -, n : PoyPal z Purchase history
Pay bty nvoice . 7
R

2. Numbs fransactions
The cost par ransaction is subject 10 he quantity purchased. Flease check e price sl
125
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My Account Menu

If you need to make changes to your Tungsten Network profile such as
changing the address, adding additional users, updating remit to details you
can do so using the ,My Account" menu

Configure Home Page Help & Support Log Out

1. My profile

To update your details information, select ,My profile" option. Make the
changes as required and click on ,Save".

My messages

2. My Company

From the ,My Company" menu you can change company details, add/change
users, add/change contacts, and manage ticket alerts.
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