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- 1. Roles & Descriptions

The Vendor contact who completes the registration to MyNCR will be initially
assigned administrative level access to the system. This primary point of
contact will manage the Supplier Portal account with NCR.

Supplier Portal Roles

Manages the profile information for the
supplier company. Primary tasks include
updating supplier profile information and
requesting user accounts to grant employees
access to the supplier application.

Supplier Self Service
Administrator

Manages bank account setup and
maintenance for the supplier company.
Primary tasks include adding new bank
accounts, updating bank account details, and
updating bank account payment methods.

Supplier Self Service
Bank Account Maintenance

Manages invoices and payments for the
Supplier Accounts Receivable supplier company. Primary tasks include
Specialist submitting invoices as well as tracking
invoice and payment status.

Supplier Self Service Account Individual has view only access to the
Manager information available on the Supplier Portal.
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2. Access to the NCR Supplier Portal

Process Step Description

1 Access to the Supplier Portal

Users should access the Supplier Portal through the following web address -
https://myncr.ncr.com

Existing supplier users can login with their current username and password
credentials. New suppliers will need to go through the registration process
by clicking through the prompts on the site.

SIGN IN

User Name

Password
(J Remember me

LOG IN

Forgot Username

Forgot Password

Don't have an account? Register
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Portal Screen Shots

Search HowtoBuy MyNCR

@NcE @NCR Who We Serve What We Offer About Us m

Registration

Customers

Access invoices and order history. details
Access NCR service applications orsecuredisites, ‘
Create and manage other users from your companyis.

REGISTER

For businesses interested in teaming up and becoming a For NCR Suppliers who are interested in NCR's iSupplier
NCR Partner —— -y

Become an

Join our NCR family, and together we can

Click here to go to the NCR Supplier Registration page.
e come anNCR Suppler
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Process Step

1.1

FYI: Supplier Contact User Account for

Details

Recommended Actions

Access the application.

User Account Details

Assigned Roles
Role Description

Manages

invoices and

payments for the

supplier

‘company.

. Primary tasks

‘Supplier Accounts Receivable Specialist e
submiting
invoices as wel
as tracking
invoice and
payment status.

Manages
inbound

Description

Access to the Supplier Portal

Once registration to the supplier portal is completed on MyNCR, between one
to two emails will be sent.
= The first email acknowledges receipt of the supplier registration
application.

Note: The registration expires in 30 days

ration was Created

Supplier Contact User Account for NCR Corporation was Created

Assignee  Angela Lewis Supplier TEST REGRESSION SUPPLIER

Assigned Date  4/12/22 9:01 PM Supplier Number 7700485

Expiration Date  5/12/22 9:01 PM

Task Number 324845

‘You were granted access to the supplier application for NCR Corporation. A separate email will be sent fo you with the instruction to access the application.
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Process Step Description

2 Access to the Supplier Portal

The second email is the Welcome to MyNCR! access email which contains
a link to log into the Supplier Portal for the first time.
= For new supplier users, click on Set up my account,

== The link expires in seven (7) days.

@NCR

Glad to Have You On Board!

Start enjoying an enriched NCR experience with your new account.

Set up my account

This link will expire in 7 days.

Hi Supplier,

Welcome te NCR! Please sign in to your account to complete
registration.
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Process Step Description

Access to the Supplier Portal

Users will be prompted with the page to reset their password in accordance
with the requirements. Click Continue.

Get started with your new account

1Sup, please enter your patswond 18 CReate your new
NCR accound, Mot You? Log =i

AR %
. A & 3
3
]
5
"
.
]

Process Step Description

Access to the Supplier Portal

The user will be prompted to review the Terms of Service. Click !
Agree if you choose to accept the Terms of Service.

Please review the user Terms of Service

Effective Date: June 08, 2022

"By clicking "I Agree" or by using the MyNCR Customer Portal "MyNCR", you agree
to the terms and conditions of this User Agreement "Agreement”. You further agree
that this Agreement forms a legally binding contract between "you" and NCR
Corporation "NCR", and that this Agreement constitutes a writing signed by you
under applicable law. You represent that you have been authorized by NCR and
your employer to access MyNCR. This Agreement is subject to change by NCR
without prior notice (unless prior notice is required by law), by posting of the
revised Agreement on the NCR website where you access and use MyNCR. Please
carefully read these terms.

1. Access to MyNCR

1.1 In order to use MyNCR, you must have executed a legally binding agreement
with NCR to purchase NCR products.

1.2 You agree to provide true, accurate, and complete registration information
and to maintain and promptly update your information as applicable.

By choosing | Agree, you understand and agree to NCR's User
Terms of Service & Privacy Policy. Cancel I Agree

Confidential Page | 8




Process Step

5

Description

Access to the Supplier Portal
User will be redirected to the MyNCR Home Page.

portal users to access Oracle Cloud.
@ New users will only see “NCR Cloud SP”

access to in the previous portal.

Select the NCR Cloud SP application to access the Supplier Portal.

Note — The “NCR Cloud SP” application will be available for most

@ Existing users will view existing applications that they had

@DnNCR Home

Dashboard

Process Step

My Applications~  Messages

—

APPLICATION & MESSAGES

0 System Notification
NCR ES AMER

NCR Cloud SP
iSupplier

NCR iSupplier - S
o High Priority
Messages

Description

Access to the Supplier Portal
Click on the Supplier Portal icon

Good afternoon, Kennedy Johnson!

Supplier Portal Tools Custom Portals Others

€ viNOD TEST 23mAY ~

ApRS

;

Supplier Portal

Confidential

Page | 9




Process Step Description

7 Access to the Supplier Portal

This Supplier Portal role can Search Invoices and Payments and
perform the Taslks listed: Review Consumption Advices, Create
and View Invoices and Payments, and manage the Company
Profile.
== The options available on the screen will be based on your
Supplier Portal role.

& NCR

Supplier Portal

Invoices

S s |

Consigned Inventory
Redliring Attention Recent Activity Transaction Reports
= Review Gonsumption Advices Last 30 Days Last 30 Days

Invoices and Payments,

- Create Invoice =~

- Creale Invoice Without PO No data available
- View Invoices No data available
- View Payments

« Manage Profile No data available

Company Profile

Supplier News

3. Managing Profiles

Process Step Description

1 Manage Profile

Go to Company Profile at the bottom of the list of Taslks, Select
Manage Profile to make updates to the organization, payments and
banking, tax identifiers, addresses and contacts, business
classification as well as products and services sold to NCR.
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@NCR @
Supplier Portal

Search ‘Omers v‘ Order Number | [ <

Tasks “ e

Orders

Requiring Attention Recent Activity
+ Manage Orders Last 30 Days

+ Manage Schedules
. in

4
Agreements o

)
« Manage Agreements No data available

Channel Programs »

+ Manage Programs h

/ Transaction Reports
Shipments No data available

Last 30 Days

« Manage Shipments
« Create ASN

« Create ASBN
« Upload ASN or ASBN No data available

« View Receipts

« View Returns

Supplier News
Consigned Inventory

+ Review Consumption Advices TaS kS
+ Review Consigned Inventory
« Review Consigned Inventory Transactions

Invoices and Payments

«+ Create Invoice
« Creale Involce Without PO
+ View Invoices

+ View Payments
Negotiations

+ View Active Negotiations
+ Manage Responses

Qualifications

+ Manage Questionnaires

« View Qualifications

Company Profile

+ Maflage Profile
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3.1 Adding a New User

Process Step Description

Adding a New User
The Company Profile screen tool bar list the options available to a user.
Click Contacts to add a new user.

Edit Profile Change Request: 17001 Delste Change Request  Review Changes  Save  Saveand Close  Cancel

Change Description

4

Orpanization Details ~ Tax Ideniifiers ~ Addresses Payments  Business Classifications  Products and Services

4 General

* Supplier Name | SHABAKA COMMUNITY CONGIERGE Tax Organization Type

Supplier Number 241847 Status  Active

4 |dentification
T I

D-U-N-§ Number
Customer Number
SIC
4 Corporate Profile

Year Established

e
Chief Executive Name l:]

Mission Statement

Year Incorporated

LI

Process Step Description

Adding a New User

The following profile change warning message may appear. Click ves to
continue.

£\ Warning X

POZ-2130390Making edits will create a change request for the profile. Do you want to continue?

Confidential Page | 12




Process Step Description

Adding a New User
Click Contacts then the plus “+” icon to add a contact.

Edit Profile Change Request: 17001

Delete Change Request  Review Changes Save SaveandClose Cancel

Change Description

Organization Details ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Status - Freeze (=] Detach Wrap
[rome ] <

Actions w View v Format v

Name A Job Title A Email A&7 Phone Ad%i::;:;ﬁve User Account  Status

l AL TAHER, NOUMAN

nouman.aitaher@shabaka.ae.FOO... 97145687305

(V] Active

Columns Hidden 7

Confidential

Process Step

23

Description

Adding a New User

The Create Contact window will pop-up. Update the appropriate fields
including required fields noted by an asterisk (*). Click the
Administrative Contact box. Update Contact Addresses details if
needed.

= A unique email address is required when requesting a new user

account.
Create Contact X
Salutation Pnone ‘ | 2 ” H ” |
e — v )]
R S |

mue
[w/| Administrative contact

4 Contact Addresses
E
Address

Actions w View v Format w Freeze [} Detach Wrap

Address Name Phone Status
No data to display.

Columns Hidden 5

Address Purpose

4 User Account

[] Request user account

Roles  Data Access

Actions w View w Format v Freeze [=] Detach

Role
No data to display.

&7 Description
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Process Step

Process Step

Confidential

Description

Adding a New User
If creating a new user account, click the Request User Account box.

Create Contact

Salutation
R —

|| Administrative contact

[-]| I

[-]] I

[-]] I
st [ ]

4 Contact Addresses
Actions v View v Format v

B
Address

Freeze g} Detach Wrap

Address Name

No data to display.
Columns Hidden 5

Address Purpose

4 User Account

E-mail is required when requesting a user

¢ account

Roles  Data Access

Actions v View v Format v

X B

&< Description

Freeze [ Detach Wrap
Role
I NCR Supplier Customer Service Representa... Manages inbound purchase orders and communicates shipment activities for ihe supplier company . Primary tasks include. .. i

NCR Supplier SS AR Specialist NCR Supplier SS AR Specialist Custom fole

NCR Supplier S Account Manager Custom  NCR Supplier S Account Manager

Description

Adding a New User

The listing of available roles will appear. Select the best ~ole for each user
and click the “>X icon to remove the roles not needed. Only one (1) user
role should be selected per person.

Create Contact

Salutation | Ms. v
“p
) ——
L
Job Title

| Administrative contact

4 Contact Addresses

enone [

=] [
[ I
[ I

T —
stous [rawve <]

wobile

x|

Actions v View v Format v

Address Name
No data to display.
Columns Hidden 5

4 User Account

| Request user account
Roles Data Access

Actions v View v Format w 5 Freeze [w] Detach Wrap
1
! | Role

‘&< Description
NCR Suppiier Customer Service Representa. . Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include. =

NCR Supplier SS AR Specialist NCR Supplier SS AR Specialist Custom role

NCR Supplier SS Account Manager Custom NCR Supplier SS Account Manager
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Process Step

Description

Adding a New User

Select Create Another to add another user, O< to proceed with adding the
user or Cancel to start over.

Col

Actions v View v Format v

Address Name
No data to display.

l NCR Supplier SS AR Specialist

]
Bl
Bl
ST —
satue [pve ]

|

Phone |

Salutation
e —

/| Administrative contact

Mobile |

Fax |

4 Contact Addresses

Freeze | Detach

E
Address

Wrap

Address Purpose

lumns Hidden 5

4 User Account

/| Request user account

Roles  Data Access

Actions w View v Format v Freeze =} Detach Wrap

X B
Role &7 Description
NCR Supplier SS AR Specialist Custom role

NCR Supplier Sef Service Administrator Cu...  Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and requ.

e | o

Process Step

2.7

Description

Adding a New User

When OK is selected, the screen below will appear. Select ~eview
Changes to examine the data provided and submit the new user request.

Edit Profile Change Request: 17001

Organization Details  Tax |dentifiers

Actions v View v Format v

+ 7
Name
I AL TAHER, NOUMAN

Johnson, Kennedy

Columns Hidden 7

Delete Change Reques) save Save and Close ‘ Cancel
Change Description
4
Addresses  Contacts Payments Business Classifications  Products and Services
Status Freeze = Detach Wrap
AT JobTitle av Email A Phone Administrative  yser Account  Status
nouman.altaher@shabaka.ae.FOO... 97145687305 Q Q Active
letpeti@netscape.net Q Active

[ Review Changes |

Confidential
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Process Step Description

Adding a New User

Click Submit to send the request to the NCR AP Supplier Activity Team.
Review Changes

Change Description

&
%
4 Contacts
View v Format v Freeze [} Detach Wrap
Name &7 Job Title &< Email &< Phone Adnél:rl"s:;ﬂve User Account  Status Details
+ Johnson, Kennedy letpet1@netscape.net Q Active N
Columns Hidden 7

Description

Process Step

2.9

Adding a New User

The Confirmation popup will appear when the user request is submitted
providing the change request number.

Company Profile ®

O thereisa profile change request pending approval. You may edit to make additional changes.

Cancel Change Request
Last Change Request 17001

Edit  Done

Requested By AL TAHER, NOUMAN Change Description
Request Status  Pending Approval Request Date  6/8/22

Organization Details ~ Tax Identifiers ~Addresses Contacts Payments Business Classifications  Products and Services

%
View v Format v smus (=

Freeze (=} Detach Wrap
@ Confirmation x inistrati
Name &< Phone Adm:;""::;"w User Account ~ Status
YYour profile change request 17001 was submitted for
AL TAHER, NOUMAN approval. aeF0O.. 97145687305 o (] Active
Columns Hidden 7

Confidential
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Process Step Description

2.10 Adding a New User

Once the new user request is approved by the NCR AP Supplier Activity
Team, an email will be sent to the user (Example on page 2).

Go to Manage Profile then click Contacts. A checle mark will appear in
the User Account section of the user’s profile to confirm the user’s active
status.

@NCR

Overview  Supplier: SHABAKA COMMUNITY CONCIERGE SOLUTIONS LLC x

Edit Supplier: SHABAKA COMMUNITY CONCIERGE SOLUTIONS LLC ® Save  SaveandClose  Cancel
Profle Addresses  Sites Contacts Quakfications
Actions v Vieww Fomatv 4 / [F Freeze || Detach Wrap  Status
Name Job Title Email Administative  User Account  Status
TALTAHER. NOUMAN nouman altaher@shabaka ae.FOO. o S Active
Fdohnson, Kennedy letpeti@netscape net v Actve

Columns Hidden &

3.2 Updating Payments and Banking

Process Step Description

3 Updating Payment Methods
Select Payments to update the Payment Methods and Banlk Accounts,

= The NCR preferred method of payment is Electronic and should
rarely change after set-up.

@ncr C @
Company Profile @ Delete Change Request ~ Edit  Done

© There are profile changes that are not submitted. You must edit the changes to continue.

Change Description
Last Change Request 3001 Requested By TEST, VINOD b

Request Status  Draft Request Date 4/6/22

Organization Details  Tax Identifiers Addresses Contacts Eﬂusiness Cl i Products and Services

Payment Methods  Bank Accounts

View w
Default Payment Method From Date To Date
Book Transfer 1110
Check 10/2/08
EXP_Electronic 1110
Electronic 10/2/08
‘Outsourced Check 10/2/08
Wire 10/2/08
Wire - FX 11110
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Process Step

Description

Selecting the Payment Methods
Click the right mark icon to select the Payment Method.

Edit Profile Change Request: 18002 Delete Change Request | Review Changes  Save | Saveand Close  Cancel

Payments

Payment Methods  Bank Accounts

Aclions v View w Formalv B Il Freeze () Detach Wrap
Default Payment Method

From Date To Date

I o oo 5
P—
-
Qulsoutced Check [rozoe _ fsl [maw _ fal
Process Step Description
3.2 Adding Bank Accounts
Select the Bank Accounts tab.
Click “+” to create a new bank account.
" Bank Accounts can be edited with the pencil icon 7.
@ner " @
Edit Profile Change Request: 25001 Cancel Change Request  ReviewChanges  Save  Saveand Close | Cancel
Payment:
Payment Methods
Actions w View v Formal v ®» o 7 Freeze I Wrap
I m;"y )GO.::X!:B: ' B E:'Rn"q' BA:ME':I‘J BATETDES TR.
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Process Step Description

Adding Bank Accounts

Enter Bank Account details.
Click O'< to close the window or Cancel to not save changes.

Create Bank Account
Enter account number of IBAN unless account number is marked as required

* Country | France =] FromDate 61322

Acsomtestar il )

* Bank Name [ BANQUE DE FRANCE

* Bank Branch [ BANQUE DE FRANCE00589

[] Aviow international payments

4 Additional Information

Account Name [

Atterate Account Name | Account Type [:]
O — —

Process Step Description

Adding Bank Accounts
Click Review Changes to submit the new bank account.

Edit Profile Change Request: 25001 “ " lsm Gancel

Change Description
Vi
Payments
Payment Methods ~ Bank Accounts
Adions v Vieww Fomaty 4 / X @ I Frosze o Wiap
Primary  Account Number 1BAN Currency Bank Name
I H0OXXXX3241 EUR BANQUE DE FRANCE
(] XXXXXXXB888 EUR BANQUE DU BAT ETDES TR

Columns Hidden 8

Confidential Page | 19




Process Step Description

Adding Bank Accounts
Click Submit to add the bank account.

Review Changes
4 Bank Accounts ,
+ = xz:‘;z:: r E::'My BANQUE DE FRANCE =
Process Step Description
3.6 Adding Bank Accounts
The Confirmation popup will appear when the user request is submitted
providing the change request number. The NCR AP Supplier Activity
Team will review the request for reasonableness. Click O 1< to close the
window.
@NCR @
Company Profile @ Cancel Change Request  Edit  Dgne
O mereisa a L You may ge: )

Organization Details  Taxidentifiers  Addresses Contacts Payments Business Classfications  Products and Services

Payment Methods  Bank Accounts b
View v
Default  Payment Method From Date To Date
Electronic 102008
I s @ confirmation x
BPAY 1002108
‘Your profile change request 25001 was submitted for
Book Transfer approval. "o
Chack 1002/08
EXP_Electronic e
Outsourced Check 1002108
Wire 10208
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Process Step Description

Adding Bank Accounts
Click Done to close the window.

@NCR
Company Profile @ Cancel Change Request  Edit @
© there s - L Yo o
Last Change Request 25001 Requested By ELSPASS, ANJA Change Description
Request Status  Pending Approval Request Date 61322 :
Organization Details  TaxIdenifiers ~ Addresses Conlacts Payments  Business Classifications  Products and Services
Payment Methods.  Bank Accounts
View v
Default Payment Method From Date To Date
I @  Eleclonic 1012108
BPAY 1012108
Book Transter o
1012108
EXP_Electronic 1o
Guisourced Check 1012108

3.3 Viewing & Verifying Banking Details

Process Step Description

Viewing & Verifying Banking Details
Click on Payments and Banlk Accounts on the Company Profile Page to
view the bank details.

D Cnge B im0 BgEe

Compary Profile 3

L T I e T Y [T U IRTTR I b Py RS v
[ LR I L (b

L el Sl | TPEC
Bkl Tl RTV0S

S]] W LT

I D e sarilard b I'.!IllE [T e R T LT N L R
——
hh."‘ml

s @ Towa & Timib @ DN L

e / LT [ Fotcan [lam B L fre= m

Frimidy et et ] ;._i- \empriney
Tl

. FRER R RS AARLA AR BF ChPliis  J [1F ]

1 Gk s L
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Process Step Description

41 Viewing & Verifying Banking Details

Click on the truncated Bank Account Number hyperlink to view the
various bank details in the popup.

Click Done to close the Bank Account window.

Bant Account XOXXXX0230

Courey Spom St Dt A0
Actoust Nembey 0000061209 macrve On
Barth. Nane  BARCLAYS BANK MC AN XOTO000O0OONOCUOOOONTZI0
P BARCLAYE SANK .COME Cwvmcy W
7 30w IR DO

4 Additional Information

Accogrt Mane  TYNCRECN SEAT GAL) (MADRID)

ARerrate Alcoard Name
ACCom| S
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Process Step Description

4.2 Viewing & Verifying Banking Details

IMPORTANT: In order for a payment to be issued to your company
from Oracle Cloud for the first time, you must perform the following
verification steps. Otherwise, your payments will be placed on hold.

On the Company Profile Page, click Eclit and select Organization Details,

a There are profile changes that are not submitted. You must edit the changes to continue
Change Description
Last Change Reguest 37002 Requested By BENITO, CONSUELO.

Request Status  Draft Request Date  6/27/22

Organization Detaild] Tax |dentifiers Addresses Contacts Payments Business Classifications  Products and Services

4 General
Company SYNCREON SPAIN SAU (MADRID) Tax Organization Type Corporation
Supplier Number 177374 Status  Active
Supplier Type  Supplier Attachments None

4 |dentification

D-U-N-8 Number National Insurance Number
Customer Number Corporate Web Site
SIC

4 Corporate Profile
Year Established Chief Executive Title
Mission Statement Chief Executive Name

Principal Title

4 Princinal Name
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Process Step Description

4.3 Viewing & Verifying Banking Details

After all the banking and tax details have been confirmed, select v ¢s in the
Supplier Bank Account Verified flag drop-down menu within the
Additional Information section.

REMINDER: If the banking information is incorrect or the flag is not
marked as Yes, your payments will be placed on hold until the data is
confirmed for accuracy.

Edit Profila Chango Roguast: 37002 Dniwis Changn Raguesi  Bewiew Charges. Save  Seesand Clope  Gascsl
LhEiph Desnglion I

o

Dgditgtesn Deieli  Tes Hosiied  AdSsthe  Ciilnl:  Foyfodls Detinetd Dhaifcoptnds  Podel edd Dorades
———

4 Ganaral
" Suppber ame | SYICRECH SPAT SR MADET) | Tan rpanaaton e | Canaraben .
Sepptor Nemba 771 i dstive
St T Segpler v: / ANbifimaits Mite e
4 fdditional Inforrmation
Snpplir Bk A2 il s :--.u :-
4 lgantification
NIRRT Wil hicwea drvn Puminag
£ il Mt [ ] Coopanats Wb hie I
18
4 Conporate Profile
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Process Step Description

4.4 Viewing & Verifying Banking Details

After Yes is selected in the Supplier Bank Account Verified flag field, you
will see the message confirming the verification option has been chosen.

NOTE: This selection signifies the bank account information is accurate and
payments will be successfully processed without delay.

im] | £ ERP Cloud - Finandials - Cloud - X \ i3 Counsellink Vendors Analysis po xl B Oracle Fusion Cloud Application X |+ — o x

«~ - C M@ (3 https;//ejbz-dev1.fa.usé.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=Ighki3tdp_18_afrLoop=241172012706975538 afrf5.. AY g = 2

@@NCR " ®©

Ed I‘t PI'Of"e Charlge Request: 37002 Delete Change Request ~ Review Changes Save Saveand Close  Cancel

Change Description

2l

Organization Details  Tax |denfifiers Addresses Contacts Paymenis Business Classifications  Products and Services

4 General
* Supplier Name ‘ SYNCREON SPAIN SAU (MADRID) | Tax Organization Type
Supplier Number 177374 Status  Active

Supplier Type | Supplier v Attachments None s

4 Additional Information ElplelPa St

Supplier Bank Account Verified | Yes -

4 |dentification

D-U-N-S Number ‘ | National Insurance Number | ‘
Customer Number ‘ | Corporate Web Site | ‘
SIC ‘ |

4 Corporate Profile

Voar Ectahlichad | hiaf Evarutiva Titla
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Process Step

4. Creating Invoice (Purchase Order Invoice)

Description

Creating Invoice (PO Invoice)

On the Supplier Portal homepage, go to T asks then down to the Invoices

and Payments section. Select Create Invoice.

« Manage Agreements
Channel Programs

« Manage Programs
Shipments

« Manage Shipments

« Create ASN

« Create ASBN

« Upload ASN or ASBN

« View Receipts

« View Returns
Consigned Inventory

« Review Consumption Advices

« Review Consigned Inventory

+ Review C y Ti

. Crea%lnvoioe

« Create Invoice Without PO
« View Invoices
« View Payments

« View Active Negotiations
« Manage Responses

Transaction Reports

Last 30 Days
1 I 4
7
M Invoices Overdue No data available

Supplier News

[

Confidential
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Process Step Description

Creating Invoice (PO Invoice)

Update the appropriate field including required fields noted by asterisk (*).
Click the Identifying PO dropdown to select or search for a PO.

Create Invoice @ / Invoice Actions w  Save  Save and Close  Submit cancel
* Identifying PO v | Remit-to Bank Account - * Number | \
s
Supplier | 5511780357  KJB INTEGRATED SOLUTIONSLLC  US-01COLUMBUS * Date | micryy Y
Taxpayer ID ——
Search« * Type | Invoice ~
* Supplier Site [ - | e —————————
Invoice Currency
Address Payment
Attachments None == Currency
Supplier Tax Registration Number | [ - |
Tax Control Amount
Customer
Customer Taxpayer ID = N
Address
Lines
View w Cancel Line
Purchase Order Consumption Advice =
* Number * Type Supplier item Item Description Ship-to L i Tax i I
* Number * Line * Schedule Number Line
No data to display.
- -
Process Step Description

Creating Invoice (PO Invoice)

Once selected, applicable fields from the PO will auto-populate on the
screen.

Create Invoice @ Invoice Actions v  Save  SaveandClose  Submit  Cancel
* Identifying PO [lzu117ms7 ] - ‘ Remit-to Bank Account - * Number |
Supplier KJB INTEGRATED SOLUTIONS LLC Unigue Remittance | * Date I maidlyy Y
Taxpayer ID _—
Unique Remittance -
- ) Identifier Check Digit Type | Invoice = ~
Supplier Site | us-01 CDLUM?EJS w | Invoice Currency USD - US Dallar
Address 328 BROWNSFELL DRIVE, COLUMBUS, Description =
4 -
S’ Attachments None == Currency USD - US Dallar
Supplier Tax Registration Number - ‘
L=t Tax Control Amount
Customer
NCR CORPORATI!
* Customer Taxpayer ID | 31-0387920 - Name RATION
Address
Lines
View w Cancel Line
Purchase Order Consumption Advice =
* Number * Type Supplier item Item Description Ship-to Location Tax Classifica
* Number * Line * Schedule  Number Line
No data to disnlay
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Process Step Description

Creating Invoice (PO Invoice)
Click the Remit-to Bank Account dropdown and select the bank.

Create Invoice @ / Invoice Actions w  Save  SaveandClose  Submit  Cancel
* identitying PO | 2011780357 ]v|  RemittoBankAccount e * | ]
I —— .
Supplier KJB INTEGRATED SOLUTIONS LLC Unique Remittance { 88T Remit to Bodk FEcoUft. - & ‘
Identifier | v m/dlyy ®
Taxpayer ID " = —
Unique Remittance *
- | . g
Supplier Site | US-01COLUMBUS 4 Invoice Currency USD - US Dollar
Address 328 BROWNSFELL DRIVE, COLUMBUS, Description J Fagmenk
e Attachments None == Currency USD-US Dollar
Tax Regi ] | v l
Tax Control Amount ‘
Customer
* Customer Taxpayer ID | 31-0387920 ‘ ﬂ NCRICOREORATION
Address
Lines
View w . Cancel Line
Purchase Order Consumption Advice 2
* Number * Type Supplier Item Item Description Ship-to Location Tax Classifica
* Number * Line * Schedule  Number Line

No data to display.
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Process Step

Create Invoice @

Description

Creating Invoice (PO Invoice)

Update the appropriate remaining fields including Number, Date, Type
and Customer Taxpayer 1D which are required.

* Identifying PO {2011730357

Taxpayer ID

Supplier KJB INTEGRATED SOLUTIONS LLC

Invoice Actions w Save Save and Close Submit Cancel
I - I Remit-to Bank Account | XXXXX2502 [ A4 J * Number [TESTPCH I
Unique Remittance * Date {4.'11122 E‘. ]
Unique Remittance

* Supplier Site | US-01COLUMBUS

Address

328 BROWNSFELL DRIVE, COLUMBUS,
OH 43235

" =
Identifier Check Digit s
v

Attachments None ==

Supplier Tax Registration Number ‘

Credit memo k
Description | SUPPLIER PORTAL-PO inweses Cusreney
Payment Retainage release
Currency

[~

Tax Control Amount

No data to display.

Customer
* Customer Taxpayer ID |31ma7920 ‘ v | Nati:  NCE CORPORATION
Address
Lines
View w == B cancel Line
Purchase Order Consumption Advice =
* Number * Type Supplier item Item Description
* Number * Line * Schedule  Number Line

Ship-to Location Tax Chssiﬁcal

Process Step

Description

Creating Invoice (PO Invoice)
In the [_ines section, click the Document icon to select the PO lines.

J Bete Gad ]
Taxpayer ID Unique Remittance ‘ Type Invoice
Identifier Check Digit
Supplier Site US-01COLUMBUS v ) Invoice Currency USD - US Dollar
Address 328 BROWNSFELL DRIVE, COLUMBUS, Description | SUPPLIER PORTAL-PO | Payment (o oo
OH 43235 Mtsctiants None o Currency
Supplier Tax Registration Number ] v ]
Tax Control Amount
Customer
Customer Taxpayer ID  31-0387920 v Name. :NCRCORPORATION
Address
Lines
View v == % Cancel Line
Purchase Order Consumption Advice
* Number * Type Supplier Item Item Description Ship-to Location Tax Classificatio
* Number * Line * Schedule  Number Line
1 | z
Total
‘ »
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Process Step Description

Creating Invoice (PO Invoice)
Click the PO Number to view the PO.

Select and Add: Purchase Orders

Search Results

[vsevu‘ " Detach | SelectAll

. CIC | |

Purchase Order Consumption Advice

3 m’”‘“ ltem Description  Ship-to Location
Numbera <7 Line Schedule Number Line

2011780357 1 1 KJB Q4 deliverable... NCR US 800
« | —
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Process Step Description

Creating Invoice (PO Invoice)
The PO details will pop up on the screen.

Purchase Order: 2011780357

4 General

Sold-to Legal KJB INTEGRATED
Entity 'NCR CORPORATION Supplier 56 UTIONS LLC Ordered 19,500.00 USD

Bill-to BU NCRUSBU Supplier Site US-01COLUMBUS

Supplier

Source
Corsact Agreement
Revision 4 Bill-to Supplier
Location NCRUS 800 Order

Description
Order 2011780357

Reference

Closed for Receiving Ship-to NCR US 800 Number

Location
S, Chandrasekaran

Creation Date  2/9/22

Terms Notes and Attachments

Required
Acknowledgment

Payment Terms Net 60 Days — Confirming order

None — Pay on receipt

Process Step Description

Creating Invoice (PO Invoice)
Select the PO, then Click © < to close the PO window.

Status Closed for Receiving
Buyer S, Chandrasekaran
Creation Date  2/9/22

Terms  Notes and Attachments

Required
Acknowledgment

Payment Terms Net 60 Days — Confirming order

None — Pay on receipt

Quantity Pricing
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Process Step Description

Creating Invoice (PO Invoice)
Click ~Apply to select the PO then O'< to close the PO window.

Select and Add: Purchase Orders

Search Results

View v {;j'}neucn Select All

CIC_ 01 | | |

Purchase Order mption Advice Supplier ltem

| Number | Line | Schedule| | Line Nunber

. 2011780357 KJB Q4 deliverable... NCR US 800

Item Description Ship-to Location

Process Step Description

11 Creating Invoice (PO Invoice)

Adjust the Amount or Quantity of the PO if needed for partial purchases as
per the invoice.

Customer Taxpayer M.~ -0 -
Address
Lines
View w - 3¢ [E  cancelline
umption Advice ) . N - - - Available o i 5 *
Supplier Item Item Description Ship-to Location Tax Classification Quantity Quantity Unit Price UOM Amount
Line
. KJB Q4 deliverables peratt... | NCR US 800 | v] [ | = ] 19.500.00

[~]

19,500.00

«
Summary Tax Lines

View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount

No data to display.
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Process Step Description

Creating Invoice (PO Invoice)

Example of partial invoice application. Applying $200 of $19,500 PO
(Purchase Order).

Customer Taxpayer |EEG—_——_—_— v
Address
Lines
T
ummi‘:i1 Advice Supplier ltem Item Description Ship-o Location  Tax Classification ‘};’j;'::t'; Quantity  UnitPrice UOM * Amount
ne
KJB Q4 deliverables per att... | NCR US 800 m [ |v|

[~] |+]

<4

Summary Tax Lines

View v

Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
No data to display.

Process Step Description
12 Creating Invoice (PO Invoice)
Click the “+” to add additional lines if needed i.e., freight, miscellaneous,
etc.
Lines
verw B % B
Purchase Order Consumption Advice
* Number * Type Supplier Item Item Description Ship-to Location Tax Classificatio
* Number * Line * Schedule  Number Line
2 Item v 2011780... 1 1 KJB Q4 deliverables per att... [NCRUSBOO [ vy ‘ J:

1 [ -

Total

'ﬂ ’
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Process Step Description

13 Creating Invoice (PO Invoice)

If tax is on the invoice, click the Ship-to Location dropdown to find the
delivery location. Then click the Tax Classification dropdown to get the tax
code. If the invoice does not contain tax, go to Process Step 15.

== The Ship-to Location will determine the tax code.

umption Advice Available

= Supplier Item Item Description Ship-to Location Tax Chssiﬁcaﬁ? Quantity Quantity Unit Price UOM * Amount
KJB Q4 deliverables per at... |N<:Rusaoo iv ’v I 200.00
l . ‘ Bl s ‘
Ae Ner Interface - Recovery AE NCR INTERFACE - ...
i;‘ Ae Ner Interface Rate AE NCR INTERFACER... 5.00 ‘
Ae-0% Dom AE-0% DOM 210.00
< P Ae-0% Exempt AE-0% EXEMPT = B
Ae-5% Dom-Std AE-5% DOM-STD
Summary Tax Lines
Ae-5% Import AE-5% IMPORT
View v Ae-5% Interco AE-5% INTERCO
Line * Regime * Tax Name Tax Jurisdiction * Tax Status Ae-5% Revch Gec-Input AE-5% REVCH GCC-IN.... Amount
Nodatato display. Ae-5% Revch Gee-Output AE-5% REVCH GCC-O... .
Search...

Process Step Description

Creating Invoice (PO Invoice)

Enter the search criteria to perform a Basic search or click Acdvanced to
perform an advanced search for the location code.
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Process Step Description

Creating Invoice (PO Invoice)

Enter the advanced search criteria and the key search information. Then
click Search.

Search and Select: Tax Classification

4 Search

Name | Starts with

Code | Contains

Name
No rows to display

Process Step Description

Creating Invoice (PO Invoice)
Select the Name for the appropriate tax code then click O<.

x

Basic |

Search | Reset  AddFields v | Reorder

Name Code & <7 DisplaySequence
Us Oh Tax 0% US OH TAX 0%
Us Oh Tax 6.750% US OH TAX 6.750%
bUS OH TAX 7.250%
US OH TAX 7.500%

US OH TAX 7.800%

[ eoen
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Process Step Description

Creating Invoice (PO Invoice)

Select Invoice Actions: Save or Save and Close to view later, Submit or
Cancel.

Create Invoice @ Involce Actons v Safe  Saveand Close  Submit  Cancel
Identifying PO 2011780357 v Remit-to Bank Account | XXXXX2502 | v I * Number ‘ TESTPO1 ‘
Supplier KJB INTEGRATED SOLUTIONS LLC Unique Remittance | * Date ‘ 411122 fo ‘
Identifier |
Tax| D —
peyeE Unique Remittance Type Invoice
Identifier Check Digit
Supplier Site US-01COLUMBUS v : Invoice Currency USD - US Dollar
Description | SUPPLIER PORTAL-PO
Address gZ:gF;(;sWNSFELL DRIVE, COLUMBUS, ) ::ryr:\::yt USD - US Dollar
Attachments None =j=
Supplier Tax Registration Number ’ v
Tax Control Amount
Customer
Customer Taxpayer ID 31-0387920 v Name.. ‘NCR RATION
Address
Lines

5. Creating Invoice without PO (Purchase Order)

Process Step Description

1 Creating Invoice without PO (Purchase Order)

On the Supplier Portal homepage, go to | asks then down to the Invoices
and Payments section then click Create Invoice Without PO.

Supplier News

Consigned Inventory

+ Review Consumption Advices
+ Review Consigned Inventory
« Review Consigned Inventory Transactions

Invoices and Payments
. Create Invoice

I « Create invoice Without PO I
e o

« View Payments

Negotiations

- View Active Negotiations
« Manage Responses

Qualifications

« Manage Questionnaires
« View Qualifications

Company Profile

+ Manage Profile
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Process Step

| @DNCR

Create Invoice Without PO @

Supplier CREDLY INC

Taxpayer ID

Description

Creating Invoice without PO (Purchase Order)
Enter the relevant information within the appropriate fields including
required fields noted by asterisk (*).
== A copy of the invoice is required as an Attachment,
= In the Requestor Email field, enter the NCR contact’s email address
(approver). i.e., firstname.lastname@ncr.com.

D

* Supplier Site } US-01NEW YORK

Invoice Actions w Save Save and Close Submit Cancel
Remit-to Bank Account | XXXXX4534 | - J * Number ‘ TESTNONPO1 \
Unique Remittance ‘ * pate ‘ 41122 fe ‘

[+] 2

Address 6th Floor, NEW YORK, UNITED STATES

Unique Remittance
cl

=
heck Digit Type ‘ Invoice

Supplier Tax Registration Number ‘

Description Invoice Currency

Payment

USD - US Dollar ~
RS

(]

Customer

Attachments None == USD - US Dollar

Currency

Tax Control Amount

* Customer Taxpayer ID } 31-0387920

Name NCR CORPORATION * Requester Email

Lines

View w Cancel Line

+

* Number * Type
No data to display.

Ship-to Location

N s Requester Name

Ship-from L Tax C|

* Amount Description

«m

Process Step

Create Invoice Without PO @

Supplier CREDLY INC

Taxpayer ID

* Supplier Site | US-01NEW YORK

Address 6th Floor, NEW YORK, UNITED STATES

Description

Creating Invoice without PO (Purchase Order)

Click “+” to add line items in the |_ines section. Enter the invoice detail
lines.

Invoice Actions w Save Save and Close Submit Cancel
Remit-to Bank Account | XXXXX4534 | =] * Number | TESTNONPO1
Unique Remittance - |
o= Date | 4/11/22 fe

-
Unique Remittance -
Check Type | Invoice

~]

Supplier Tax Registration Number

Customer

Digit e |
‘ Description Invoice Currency | USD - US Dollar bt
-
L Attachments None == Payment oo

Currency

Tax Control Amount

* Customer Taxpayer ID | 31-0387920

Name NCR CORPORATION * Re: o it

Lines

View w E
* Number = Type

No data to display.

Cancel Line

Ship-to Location

Requester Name

Ship-from L

* Amount Description

«
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mailto:firstname.lastname@ncr.com

Description

Process Step

5.9.

Creating Invoice without PO (Purchase Order)

If tax is on the invoice, click the Ship-to L ocation dropdown to find the
delivery location. If the invoice does not contain tax, go to Process Step

¥ The Ship-to Location will determine the tax code.

Supplier CREDLY INC

Remit-to Bank Account | XXXXX4534

| v | * Number | TESTNONPO1 |

Summary Tax Lines

TaxpayeriD Unique Remittance | | gt | PP Y
Supplier Site  US-0TNEW YORK v Uinigue Famitiance \ﬁ nvolie
Address  6th Floor, NEW YORK, UNITED STATES Identifier Check Digit ||
Invoice Currency S0 - US Dollar v
Description [ ]
Supplier Tax Registration Number \ 4 Payment
Attachments None 4= Currency USD - US Dollar
Tax Control Amount { ‘
Customer
Customer Taxpayer ID 31-0387920 v fame; (NCR RATION * Requester Email
Nass Requester Name
Lines
e+ @
* Number * Type Ship-to Location Ship-from Location Tax Classification * Amount Description
N - ) | ) | o] |
Total 100.00

Process Step

Description

Click Search to

find the location.

Creating Invoice without PO (Purchase Order)

Supplier
Taxpayer ID

CREDLY INC

Supplier Site
Address

Remit-to Bank Account

Supplier Tax Registration Number E

Customer

Customer TaxpayerI® | A8U DHABI-CENTER TOWER

ACCENTURE TECHNOLOGY

Lines ACCRA

| ACRE, VIRTUAL
. + B8 x l— ADAMSTOWN

* Number * Type

XXXXX4534 - * Number | TESTNONPO1 J
Unique Remittance -
Tentifter | Date | 411122 & |
US-01NEW YORK r— —
i Unique Remittance ‘ Type Invoice
6th Floor, NEW YORK. UNITED STATES Check Digit | A
Invoice Currency /50 - LS Dollar ~
10012 BOLLENGO (TO) - P:
ayment
=] Cumency USD - US Dotiar

6590 SHILOH ROAD-ALPHARET

6610 SHILOH ROAD-ALPHARETTA ...

ABU DHABI - NCR STORE

ABU DHABI -DUPLICATE OF TT0116

IRPORATION

* Requester Email
Requester Name

1 Item

Summary Tax Lines

P * Amount Description
~ ! < | - - I 100.00 | [
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Process Step Description

Creating Invoice without PO (Purchase Order)
Select Acdvanced for additional search options.

and Ship-to L

4 Search

No rows to display

Process Step Description

Creating Invoice without PO (Purchase Order)
Enter the Name search criteria.
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Process Step

Process Step

Confidential

Description

Creating Invoice without PO (Purchase Order)
Enter the search information then click Search.

Search and Select: Ship-to Location

4 Search

* Required

* Name | Contains v Ioh = I
-~

ﬂ!w” Add Fields v Hm]

Name Description
No rows to display

o e

Description

Creating Invoice without PO (Purchase Order)
Select the location then click O<.

Ship-to L x

Bt

* Required

Search | Reset | AddFields v  Reorder

Description
6590 SHILOH ROAD-ALPHARET
6610 SHILOH ROAD-ALPHARETTA ..
COLUMBUS OH-150 E.CAMPUS
DOHA
DOHA WAREHOUSE
HURON OH - SAWMILL PKWY.
JOHANNESBURG-RIVONIA RD
KAOHSIUNG
OHIO, VIRTUAL

PRAGUE - ROHANSKE NABREZ!
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Process Step Description

Creating Invoice without PO (Purchase Order)
Select Invoice Actions: Save or Save and Close to view later, Submit or
Cancel.
Create Invoice Without PO @ Invoice Actions v Save  Save and Close s?t cancel
Supplier CREDLY INC Remit-to Bank Account | XXXXX4534 [v] * Number | TESTNONPO' ]
D )
Taxpayer Unique Re:emer l * Date | 411122 fie |
Supplier Site  US-01NEW YORK v Unique Remittance [ Type Invoice
Address  6th Floor, NEW YORK, UNITED STATES Identifier Check Digit ||
) Description | MYNCR TEST-REVIEW TAX Invoice Currency /S0 - LS Dollar v
Supplier Tax Registration Number ‘ v I R, B J ::ryro'?:cnyt USD - US Dollar
Tax Control Amount
Customer
Customer Taxpayer ID 31-0387920 v Naine: NCRICORPORATION * Req Email | letitia.j @ncr.com
Adaress Requester Name Letitia Johnson
Lines
Vieww <= [E »  CancellLine
* Number * Type Ship-to Location Ship-from Location Tax Classification * Amount Description
I1 em v| [omo.viRrua v | | (v| |usonmxriv| | 10000 |
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Process Step

Description

Creating Invoice without PO (Purchase Order)
Once submitted, a confirmation will appear at the top of the screen.

Invoice: TESTNOWIPC @ Invoice TESTNONPO1 has been submitted.

Supplier
Taxpayer ID
Supplier Site
Address

Supplier Tax Registration Number

CREDLY INC

US-01NEW YORK
6th Floor, NEW YORK, UNITED

STATES

Customer
Customer Taxpayer ID  31-0387920
Lines
View w
Number  Type Ship-to Location
1 ITEM OHIO, VIRTUAL

Remit-to Bank Account XXXXX4534

Unique Remittance Identifier

Unique Remittance identifier
Check Digit

Attachments None

Tax Control Amount

Description MYNCR TEST-REVIEW TAX

Legal Entity NCR CORPORATION

Address

Ship-from Location Tax Classification
US OH TAX 7.250%

Total

Location of Final
Discharge

Invoice Currency

Payment Currency

Requester Email
Requester Name

100.00

Create Another Done

TESTNONPO1
41122

Invoice

uso

usoD

letitia_johnson@ncr.com
Letitia Johnson
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