


WEBINAR INSTRUCTIONS

Instructions:
v'Q/A session will take place in the end of this presentation

v'You can use the Q/A section for questions

v'Do not share confidential company information on this call

Al-Powered Procurement & Supply Chain Transformation: Helping Leading Enterprises Worldwide Achieve Extraordinary Results 2 Copyright © 2024 GEP. All rights reserved.



TABLE OF CONTENT

} INTRODUCTION TO GEP
+ BENEFITS TO SUPPLIERS
@® A\CCOUNT CREATION
-

6 CONTACT UPDATE

PURCHASE ORDER (PO)

INVOICES

CREDIT MEMO

NON-PO INVOICES

’) Q&A

Al-Powered Procurement & Supply Chain Transformation: Helping Leading Enterprises Worldwide Achieve Extraordinary Results 3 Copyright © 2024 GEP. All rights reserved.

m [ B 6




INTRODUCTION TO GEP

GEP - GLOBAL LEADER IN SUPPLY CHAIN TRANSFORMATION

A trusted strategic partner to the world’s best companies

END-TO-END,
COMPREHENSIVE, UNIFIED
SOLUTIONS

e Full spectrum of supply chain management —
plan, procure, make, deliver

Highly dedicated and well-
trained global team

=

Unified Best Practices,

Unified Supplier Enablement
Methodology Across Regions
and Projects, Maximizing
Adoption

* Al-powered, cloud-native, supply chain and
procurement software (Top-ranked by Gartner,
Forrester, IDC, Spend Matters)

INDUSTRY-LEADING
SOFTWARE PLATFORMS

® Pioneer in harnessing new technologies — Al,
DIGITAL TRANSFORMATION analytics, loT, cloud — that deliver outsized

CHAMPION gains in speed, productivity and savings, and
reduced risk

Global Time zones and
Language coverage

Reporting, Communication,
Education and Change
Management

DIVERSE BUSINESS ® Minority- and woman-owned, NMSDC-certified
ENTERPRISE organization

N D 2 2

< BACKTO TABLE OF CONTENT
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BENEFITS TO SUPPLIERS

No Fees

Unified Platform Greater Transparency Dedicated Support

*  Harmonized platform for all *  Historical view of transactions
rties invol with Irwin Mitchell — online *  Highly trained customer support . .
parties invo \./ed . . shly PP *  No transactional / setup / license
*  Reduced offline communication repository team foes
back & forth *  Accessible for anyone in your e 24/5 Customer Support
. Faster processing times organization that needs to

< BACKTO TABLE OF CONTENT
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REGISTRATION WORKFLOWS

GEP Registration Email

e/?(irset?:]w;;p No Email is Non-Editable and
2 used as Username

Follow slides 19 to 25

A 4

User?

Registration page with

RIS AR Note: In case, you have not received the
registration email OR want to get added as a
contact on your supplier profile, please reach out
to Purchase.Ledger@irwinmitchell.com

Follow slides 8 to 18

< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION EMAIL

Registration Email Registration Form > Verification > Account Created Successfully >

Onboarding Supplier for a Relationshi
g-°upp P An email to register on GEP Business Network is

o Reply | ) ReplyAll | — Forward ] received
Uat1comms@smartprocurement.irwinmitchell.com [® © Reply | 9 Renly o @ E]
To © Stalin Pereira

Fri 6/27/2025 5:18 PM
@ If there are problems with how this message is displayed, click here to view it in a web browser.

. Click on “Click Here” text in the body of the
tis safe. email

Ecm'xon: This email originated from outside of the organization. Do not click links or open attachments

Stuart Sharma

Irwin Mitchell has identified you as a prospective supplier. and would
platform.

The following steps below are required ?

Step 1: Create your account.

Step 2: Complete your registration for IRWINMITCHELL by filling out all details.

Access the following URL to register on the GEP Business Network, and create yol. Click Here

https://businessnetworkuat.gep.com/BusinessNetwork/Index?oloc=570&bpc=NzAwMjl00TM1&culture=en-US&spc=NTUyMTcx0&scc=NTUyMTcxMDQwMDAWMDI1

Note: Do not forward this email as the link in the email is unique for each email address
< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

You’ll be routed to GEP Business Network
registration page

Since you already have an account with GEP,
1 you'll see this prompt
Click on “Proceed”

@ Confirmation

Since it is a single username, we are linking this new account to your existing username and auto-registering you for Business Network.

Proceed ‘

< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

Enter the existing username to which you
want this new account to be tagged to

@GEP @ English ~

Register for Business Network

(*Nindicates required fields

*Username *Work Email
abhijeet.albal@gep.com

Get Discovered

*Legal Company Name
bndemo9820

*First Name *Last Name
Abhijeet A

* Password * Confirm Password

Disclaimer :

By registering and using the GEP Business Metwork you hereby agree that GEP Business
network will create a profile of your company with some basic information that will be
available to GEP Customers when you are listed as a potential or current supplier to GEP
Customers which utilize the Service. The visibility of your profile is optional, and your
company can optout anytime by hiding your company profile information on the network.
You acknowledge and consent to GEP's use of your data in accordance with the Terms of
Use and Privacy Statement of GER.

|:| | have read and agree to GEP Terms & Conditions & Privacy Policy

For helpsupport@gep.com | +1-732-382-6565

< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

In case you do not remember your username, please
follow below steps

Go to https://businessnetwork.gep.com/)

English

9GEP.QUANTUM

Forgot username?
b _

gital

1 Click on “Forgot Username”

Username
efficiency and provide real-
. operational efficiency and
Next

Click here to register as a supplier

MNeed help? If you are a Supplier click here

Privacy statement « Terms of use

9GEPINEXXE « 9GEP|SIMART « 9GEP|CLICK
© Copyright GEP 2025

< BACKTO TABLE OF CONTENT
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https://businessnetwork.gep.com/

[EXISTING USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

1 Enter your email address

English

@GEP&‘QUFIDTUI’I’I
2 Click on the “Submit” button

Forgot password Forgot username

3 Click “OK” on the pop-up confirmation

_st.ahiiﬁ_p-ereifa@gep_coni

cognitive technologies

Meed help? If you are a Supplig

o Verify Email

Username details will be sent to your user email if it is registered with us. If you don't
get it, please contact - support@gep.com

Privacy statement « Termg

9GEPINEXXE « 9GEPISIMART| 3
© Copyright GEP 204

< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM

Registration Email Registration Form Verification >

Account Created Successfully >

Aftention: Username Information

0 nexxeuat@gep.com ‘© E I Hiﬁ “

To @ Stalin Pereira Wed 3/5/2025 7:27 PM

@ If there are problems with how this message is displayed, dick here to view it in a web browser,

cmmr This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe.

Hi SMART User,
The following information is in regard to your request for UserName recovery.

The Usernames associated with your registered User Email are,

1. stalpereira@gep.com

Thank you,

The GEP Team

If you have any questions please contact us on support@gep.com or call our helpline number mentionad below. Our customer support team would help you get started.
Helpline :

USA: +1 732 428 1578
Asia: +91 22 61 372 148

You will receive an email with all the
usernames associated with your email
address

Europe: +42 022 59 86 501

< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

he
ESS N ETWO RK @GEP - @ English ~
j P P L I E RS R I:ilnedgall:t:'irefdc::d?umness Network

*Username *Work Email
C i B stalin.pereira@gep.com

1 Enter the username that you wish to use

*First Name *Last Name
Test Test

[ *Password ] [ *Confirm Password

Disclaimer

By registering and using the GEP Business Network, you agree to be listed as a potential or
current supplier to GEP Customers which utilize the Service. For potential new business
opportunities through the GEP Business Network, GEP will utilize your supplier profile
information to create a profile of your company with some basic information. This basic
company information will be available to GEP customers of the GEP SaaS applications,
including the GEP Business Network. The visibility of your profile is optional, and your
company can optout anytime by hiding your company profile information on the network.
You expressly agree and acknowledge that you are subject to, bound by, and will comply
with the GEP Terms of Use. By registering with the GEP Business Network and using the
service, you acknowledge and consent to GEP's use of your data in accordance with the
Terms of Use and Privacy Statement of GEP.

|:| | have read and agree to GEP Terms & Conditions & Privacy Policy

For help: Supplier FAQs: Quick Guide

< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM @GEP

Registration Email Registration Form Account Created Successfully

Click on “Yes”

Confirmation

username mat

< BACKTO TABLE OF CONTENT
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[EXISTING USER] VERIFICATION

Registration Email > Registration Form Verification Account Created Successfully >

An (OTP) One-Time-Passcode will be triggered to the
email provided

O9GEP

1 Enter the OTP

Code Verification: Verify your Identity 2 || Click on “Verify Code”

Flease enter the (OTP) One-Time-Passcode that has been sent 1o the email provided.

25 Seconds

< BACKTO TABLE OF CONTENT
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[EXISTING USER] VERIFICATION

Registration Email > Registration Form Account Created Successfully >

The success prompt will confirm that your
OTP has been verified

9GEP

Code Verification: Verify your Identity

| @ The (OTP) One-Time-Passcode has been verified.

< BACKTO TABLE OF CONTENT
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[EXISTING USER] ACCOUNT CREATED SUCCESSFULLY

Registration Email > Registration Form > Verification Account Created Successfully

H Home . .
e [ Logout /,.-—..\\ You would be logged into GEP Business Network
. Monday | June 30, 2025
Client list
Registration(s Bookmark the link for future use

IRWINMITCHELL g ( ) (https://businessnetwork.gep.com/)

IRWINMITCHEL ;

Register
MID western1( PC-2025.003770 ) o5l P
My Profile
Complete Your Profile, View Now.
Other Links :
= My Task; How to
S Tutorial about this platform portal
My Tasks
You're all caught up!
@ English ~ No new tasks yet.
GEP
< BACKTO TABLE OF CONTENT
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[NEW USER] REGISTRATION EMAIL

Registration Email Registration Form > Verification > Account Created Successfully >

Onboarding Supplier for a Relationshi
g-°upp P An email to register on GEP Business Network is

S Reply | ) ReplyAll | = Forward ] received
Uat1comms@smartprocurement.irwinmitchell.com [® © Reply | 9 Renly o @ E
To @ Stalin Pereira

Fri 6/27/2025 5:18 PM|
@ If there are problems with how this message is displayed, click here to view it in a web browser.

. Click on “Click Here” text in the body of the
tis safe. email

Ecm'xon: This email originated from outside of the organization. Do not click links or open attachments

Stuart Sharma

Irwin Mitchell has identified you as a prospective supplier. and would
platform.

The following steps below are required ?

Step 1: Create your account.

Step 2: Complete your registration for IRWINMITCHELL by filling out all details.

Access the following URL to register on the GEP Business Network, and create you.e. Click Here

https://businessnetworkuat.gep.com/BusinessNetwork/Index?oloc=570&bpc=NzAwMjl00TM1&culture=en-US&spc=NTUyMTcx0&scc=NTUyMTcxMDQwMDAWMDI1

Note: Do not forward this email as the link in the email is unique for each email address
< BACKTO TABLE OF CONTENT
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[NEW USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

@GEP @ English ~ You'll be routed to GEP Business Network

elcome he . . registration page
Welcorme to the Register for Business Network

BUSINESS NETWORK

kescbehzlm @decodewp.com kesobehdfm decodewp.com

Your email will serve as the “Username” and
1 .
FOR SU PPLIERS ' would be non-editable
*First Name (1) ‘ *Last Name (1)
. ] John |

Little

Tasks Single L

*Country Code (D v ‘ *Phone Number (D)

*Password () ‘ *Confirm Password (7)

Disclaimer

By registering and using the GEP Business Network, you agree 1o be listed as a potential or
current supplier to GEP Customers which utilize the Service. For potential new business
opportunities through the GEP Business Network, GEP will utilize your supplier profile
information to create a profile of your company with some basic information. This basic
company information will be available to GEP customers of the GEP Saa$S applications,
including the GEP Business Network. The visibility of your profile is optional, and your
company can optout anytime by hiding your company profile information on the network.
You expressly agree and acknowledge that you are subject 1o, bound by, and will comply
with the GEP Terms of Use. By registering with the GEP Business Network and using the
service, you acknowledge and consent 1o GEP’s use of your data in accordance with the
Terms of Use and Privacy Statement of GEP.

D | have read and agree to GEP Terms & Conditions & Privacy Policy

< BACKTO TABLE OF CONTENT
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[NEW USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

@GEP @ English ~

Register for Business Network

(*indicates required fields

1 Add the basic fields and create password

*Username *Work Email (i
kesobeh401@decodewp.com kesobeh401@decodewp.com
* First Name (1) *Last Name (1)

John Little

* Country Code (1) *Phone Number (1)

+91 (India) ~ 1234567890

© »password 0 @ +confirm Password D

Disclaimer

By registering and using the GEP Business Network, you agree 1o be listed as a potential or
current supplier to GEP Customers which utilize the Service. For potential new business
opportunities through the GEP Business Network, GEP will utilize your supplier profile
information to create a profile of your company with some basic information. This basic
company information will be available to GEP customers of the GEP SaaS applications,
including the GEP Business Network. The visibility of your profile is optional, and your
company can optout anytime by hiding your company profile information on the network.
You expressly agree and acknowledge that you are subject 1o, bound by, and will comply
with the GEP Terms of Use. By registering with the GEP Business Network and using the
service, you acknowledge and consent to GEP's use of your data in accordance with the
Terms of Use and Privacy Statement of GEP.

| have read and agree to GEP Terms & Conditions & Privacy Policy

For help: Supplier FAQs: Quick Guide

< BACKTO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

Click on the checkbox to accept GEP T&C and
Privacy Policy

@GEP @ English ~

Register for Business Network

(*indicates required fields

*Username *Work Email (i

kesobeh401@decodewp.com kesobeh40T@decodewp.com 2 Click on “Submit”

*First Name (1)
John ‘

*Last Name (1) ‘

Little
| = Country Code (1) | [*Phone Number (T '
+91 (India) N ‘ ‘ 1234567890
© +password (1) ‘ © +confirm Password () ‘
Disclaimer

By registering and using the GEP Business Network, you agree 1o be listed as a potential or
current supplier to GEP Customers which utilize the Service. For potential new business
opportunities through the GEP Business Network, GEP will utilize your supplier profile
information to create a profile of your company with some basic information. This basic
company information will be available to GEP customers of the GEP SaaS applications,
including the GEP Business Network. The visibility of your profile is optional, and your
company can optout anytime by hiding your company profile information on the network.
You expressly agree and acknowledge that you are subject 1o, bound by, and will comply
with the GEP Terms of Use. By registering with the GEP Business Network and using the
service, you acknowledge and consent to GEP's use of your data in accordance with the
Terms of Use and Privacy Statement of GER.

| have read and agree to GEP Terms & Conditions & Privacy Policy

For help: Supplier FAQs: Quick Guide

< BACKTO TABLE OF CONTENT
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[NEW USER] VERIFICATION

Registration Email > Registration Form Verification Account Created Successfully >

An (OTP) One-Time-Passcode will be triggered to the
email provided

O9GEP

1 Enter the OTP

Code Verification: Verify your Identity 2 || Click on “Verify Code”

Flease enter the {OTP) One-Time-Passcode that has been sent to the email provided.

25 Seconds

< BACKTO TABLE OF CONTENT
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[NEW USER] VERIFICATION

Registration Email > Registration Form Account Created Successfully >

The success prompt will confirm that your
OTP has been verified

9GEP

Code Verification: Verify your Identity

| @ The (OTP) One-Time-Passcode has been verified. |

< BACKTO TABLE OF CONTENT
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[NEW USER] ACCOUNT CREATED SUCCESSFULLY

Registration Email

Registration Form

Verification

Home
Client list

[RWINMITCHELL

Other Links

:= My Tasks

@ English ~

GEP

Home

Monday | June 30, 2025

Registration(s)

IRWINMITCHEL
MID western1( PC-2025.003770 )

My Tasks

You're all caught up!

No new tasks yet.

[> Logout

Register

Stalin Pereira

My Profile
Complete Your Profile, View Now.

How to
Tutorial about this platform portal

Account Created Successfully

You would be logged into GEP Business Network

Bookmark the link for future use
(https://businessnetwork.gep.com/)

< BACKTO TABLE OF CONTENT
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REACH SUPPLIER PROFILE

Reach Supplier Profile

Update Contact Information

Submit Changes

HOmE rome 5 Logout
Monday | June 30, 2025 1 Select the name of your client from “Client
Client list ! List”
1 | RWINMITCHELL Registration(s)
IRWINMITCHELL2 :
MID western1( PC-2025.003770) Regiater . .
: Stalin Pereira
My Profile
Complete Your Profile, View Now.
Other Links
= My Task How to
=l Tutorial about this platform portal
My Tasks
o
You're all caught up!
@ English ~ No new tasks yet.
9GEP
< BACKTO TABLE OF CONTENT
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REACH SUPPLIER PROFILE

Reach Supplier Profile

Update Contact Information

Submit Changes
H Home/Client List
e e @© HelpCenter @ | & Logout @ 1 Click on “Review Profile” to update your
Clientlist (@ supplier profile with Irwin Mitchell
IRWINMITCHELL
Profiles: TEST RAJ SUPPLIER @ GE P
Prafile Remind}er : - : 1 ®  Review Profile My Tasks ©
Access your client-specific profile by clicking ‘Review Profile
Other Links 7
= My Tasks Relationship Summary
Invoice (44)
@
You're all caught up!
No new tasks yet.
@ Links & Documents
@ English + ©
powered by :
’ GEP Business Network User Manual
9GEP B
User Manual on how to use the platform
< BACKTO TABLE OF CONTENT
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MAKE REQUIRED UPDATES

Reach Supplier Profile Update Contact Information Submit Changes

(IM}irwinmitchell Catalogue  Sourcing  Contract  Purchasing  Invoice [SIIIEM Auction  Analytics g | & (® e

Workbench / Supplier Profile The Supplier profile opens up
TEST RAJ SUPPL|ER £ Discussion Forum 1

In case you would like to make changes to
SECTIONS (©  ~ Basic Details 1 any information in the profile, click on “Edit
Profile”

* Basic Details * Indicates required fields

*Idenification Information *| egal Company Name (1) Formerly Known As Doing Business As Partner Status Does your company have a DUNS number? (i)

TEST RAJ SUPPLIER - = GEP Registered Select
*Business Information

*Contact Information (4) : . .
v |dentification Information

*Location
@ For UK registered providers, where possible in the first instance please provide either a VAT Registered Number, or Company Registration Number. Other should only be used where one of these options is not
Related Content available
*Diversity & Certificates
Notes and Attachments

~ Business Information

Banking Information

* Disability Owned #LGBT+ Owned *Ethnic Minority- Owned

Yes Yes Yes

* Small Medium Enterprise (SME) *Veteran- Owned *Women- Owned

Yes Yes Yes

Currency Annual Revenue (in millions) Total No of Employees Date of Incorporation Detailed Description of Service (i)
- 0 0 - -

Website Supported Language

< BACKTO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Waorkbench / Supplier Profile &3 oiscussionFor m
IScussion Forum Cance “ . ”
TEST RAJ SUPPLlER 1 Checvk and update “Contact Information” if
required
supplier

SECTIONS (® v Contact Information (4) QO mvtesupplier  (®) Add [i] Delete

*Basic Details
@ The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile

*|dentification Information

*Business Information

+ContactInformaion (2 A Select 4t m:fa:: *First Name 4t *Last Name 41 *Emailld 41 Code W Status 41 Designation 41 Primary Phone4* Save It Invite 1
9 Rajalakshmi Supplier rajalakshmi.yer.. ~ CC-2025.004458 Registered 478184918 E
*Location O =p J pp j i 2 q 7 B
1 0 LO‘& Shubhangi Supplier shubhangikara..  CC-2025.004573 Registered )
Related Content
0 LOé, Stalin Pereira stalin.pereira@g..  CC-2025.004584 Registered )
*Diversity & Certificates
(] Ey John Little kesobehd01@d..  CC-2025.004585 Registered B
Notes and Attachments
{ D b
*Banking Information
Location @ Manage Location Defaults () Add  [u] Delete
A Select *Location Name W= | Type 1*=  Location Code 1= Phone Numbers W=
O Location LC.2025-132388 Remit To Location +2 More LC.2025-132388
O Location LC.2025-788505 Enabled for Payment +3 More LC.2025-788505

< BACKTO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Waorkbench / Supplier Profile S I
iscussion Forum Cancel
TEST RAJ SUPPLIER CEITEE -m - m

SECTIONS (® v Contact Information (4) 9, \nviteSu @ Add [ Delete

*Basic Details o : : : : 1 Click on “Add” button
@ The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile

Contact Information

To add team member(s) in the profile

*|dentification Information

*Business Information

«Contact Information (4 A& Select g‘::a:: “FirstName t= “LastName 1= “Emailld 1= Code M= | Status 1= | Designation (1= | PrimaryPhoneit=  Save T Invite T
0 Rajalakshmi Supplier rajalakshmiiyer..  CC-2025.004458 Registered 478184918 = ’
*Location d cp ) pp ] ) g B S,
O ,Qy Shubhangi Supplier shubhangikara.. ~ CC-2025.004573 Registered [l _
Related Content
O 8y Stalin Pereira stalinpereira@q..  CC-2025.004584 Registered ) oy
*Diversity & Certificates .
0 ,Qéa John Little kesobehd01@d..  CC-2025.004585 Registered [ _
Notes and Attachments
{ D b
*Banking Information
Location @ Manage Location Defaults () Add  [u] Delete
A Select *Location Name W= | Type 1*=  Location Code 1= Phone Numbers W=
O Location LC.2025-132388 Remit To Location +2 More LC.2025-132388
O Location LC.2025-788505 Enabled for Payment +3 More LC.2025-788505

< BACKTO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Workbench / Supplier Profile

: B Discussion Forum - “ m
TESTRAJ SUPPUER m - A line gets added where you need to fill in
% mandatory details

SECTIONS (9w Contact Information (5) 0, InviteSupplier () Add  [i] Delete

*Basic Details
@ The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile

Contact Information

*|dentification Information

*Business Information

Mark as . . S . .
) Select 1t . “FirstName 1=  *LastName 1= *Emailld (*= | Code M= | Status = | Designation 1=  PrimaryPhonelt=  Save It Invite Ut
*Contact Information (5) 8 Primary o i
*Location O 5 Rajalakshmi Supplier rajalakshmiiyer.. ~ CC-2025.004458 Registered 478184918 5
O 5, Shubhangi Supplier shubhangikara.  CC-2025004573  Registered B 5
Related Content
O 5 Stalin Pereira stalin.perelra@g..  CC-2025.004584 Registered El O,
*Diversity & Certificates -
O [0] lohn Little kesnhehA01 ) CC-2025 004585 Begisterar @ Q
Notes and Attachments
H a & o A A Non-Invited B 9
*Banking Information
>
Location § ManageLocation Defauts () Add  [u] Delete
4 Select “Location Name L= Type = | Location Code = | Phone Numbers =
O Location LC.2025-788505 Enabled for Payment +3 More LC.2025-788505
O Location LC.2025-132388 Remit To Location +2 More LC.2025-132388
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Workbench / Supplier Profile 63 Discussion’ m
iscussion Forum Cance
TEST RAJ SUPPLIER geiEEeE! 1 Enter the team member(s) contact details
SECTIONS (®  + Contact Information (5) 0, Invite Supplier (@) Add  [f] Delete
* Basic Details
@ The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile
*|dentification Information
*Business Information
+ Contact Information (5) A Select 4t m?::r: *FirstName (1= | ‘LastName {t= *Emailld {t= | Code W= Saws = | Designation (1=  PrimaryPhoneit=  Save It Invite Ut
< Losation O S Rajalakshmi Supplier rajalakshmiiyer..  CC-2025.004458 Registered 478184918 El 4
O 5, Shubhangi Supplier shubhangikera. ~ CC-2025004573  Registered = o
Related Content
0 LQﬁ Stalin Pereira stalin.pereira@g..  CC-2025.004584 Registered El 9,
*Diversity & Certificates :
O ,__Q“a John Little kesobeh401@d.. ~ CC-2025.004585 Registered El _/
Notes and Attachments
1 a & Test User testuser@gmail... Non-nvited B o
*Banking Information
»
Location © ManageLocation Defaults () Add  [i] Delete
A Select *Location Name L= Type 4T= | Location Code 4= Phone Numbers e
O Location LC.2025-788505 Enabled for Payment +3 More LC.2025-788505
O Location LC.2025-132388 Remit To Location +2 More LC.2025-132388
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UPDATE CONTACT INFORMATION

Reach Supplier Profile

Update Contact Information

Submit Changes

2 Contact Inf tion (5) 0 invite Suosli @ [ Dol In case you would like to delete any contact from
© + Contact Information ), Invite Supplier clete .
= =2 “Contact Information”
The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile
1 Select the checkbox for the contact you
would like to delete
A Select 7 :?:aar: *FirstName +*=  *LastName ‘7= *Emailld it= Code 1= | Status 7= | Designation (7=  Primary Phoneit= | Save I  Invite T
O oS Rajalakshmi Supplier rajalakshmiiyer.. ~ CC-2025.004458 Registered 478184918 = jor
2 Click on “Delete”
O o Shubhangi Supplier shubhangikara..  CC-2025.004573 Registered El ok
O o Stalin Pereira stalin.pereira@g..  CC-2025.004584 Registered B 9
Q John Linle L | 2 ol Fa LaValal =4 nr\‘:n:_ L ol . . . . .
g = Y 3 A confirmation pop-up will confirm deletion
Success
1 S Test User 3
Record(s) deleted successfully
Qg Invite Supplier @ Add ] Delete
Location
acts, define roles and designate any contact as primary to the supplier profile
4 Select *Location Name L= | Ty
D L AT IIGR R ElE *Emailld 1= Code rt= Status  LT= Designation 47 = Primary Phone it = Save AT Invite LT
O Location LC.2025-132388 Rell  rajalakshmiiyer.. CC-2025.004458 Registered 478184918 B O
shubhangikara..  CC-2025.004573 Registered =) ek
stalin.pereira@g.. = CC-2025.004584 Registered E per
kesobeh401@d..  CC-2025.004585 Registered EX pef
< BACKTO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

If you would like to send registration email to your
® v Contact Information (4) 2 0, Invite Supplier () Add i Delete team member(s), you must Invite them
@ The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile
- 1 Select the check box
4 Select U7 Ld:nr.lk:r; “FirstName 7= | *LastName it= *Emailld 7= Code = | Satus 7= Designation {t= | PrimaryPhonelt= = Save 1 Invite 1
. “ . . "
O 9 Rejalakshmi Supplier rajalakshmiiyer..  CC-2025.004458 Registered 478184918 B of 2 Click on “Invite Supplier
O 5 Shubhangi Supplier shubhangikara..  CC-2025.004573 Registered E 5
1
O 9 Stalin Pereira stalinpereira@g..  CC-2025.004584 Registered El &
O Qﬁ John Little kesobeh401@d..  CC-2025.004585 Registered = &
4 G >
Location ® Manage Location Defaults
A Select *Location Name = Type *= | Location Code = | Phone Numbers =
O Location LC.2025-132388 Remit To Location +2 More LC.2025-132388
O Location LC.2025-788505 Enabled for Payment +3 More LC.2025-788505
< BACKTO TABLE OF CONTENT
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SUBMIT CHANGE REQUEST

Reach Supplier Profile

Update Contact Information Submit Changes

(II_JIjirw'lnmitcheII Catalogue  Sourcing  Contract  Purchasing  Invoice [EIDMISM Auction  Analytics o9 [| @ e 1 Once all the required changes are made, click
on “Submit”
Workbench / Supplier Profile

TEST RAJ SUPPLIER ) 53 DiscussionFour [ sumi |

2 A success prompt shows up

SECTIONS (© v Basic Details

*Basic Details * Indicates required fields

*|dentification Information

*Legal Company Name (1)
TEST RAJ SUPPLIER

Formerly Known As @es your company have a DUNS number? (1)

Select v

More « } [ Cancel ] m

*Business Information

(= Discussion Forum
* Contact Information (4)

*Location
Related Content _ —
*Diversity & Certificates .‘ © Success
T e s, define roles and designate any contact as primary to the supplier profile Profile has been submitted successfully.
*Banking Information
*LastName (7=  *Emailld 41= | Code 4r= | Status 4t=  Designation +t= | Primary Phonelt= Save 41 Invite 4T
*small Medium Enf Supplier rajalakshmi.iyer..  CC-2025.004458 Registered 478184918 E] _f
Yes
Supplier shubhangi.kara..  CC-2025.004573 Registered = s
Currency Pereira stalin.pereira@g.. CC-2025.004584 Registered E] —'/
| Litle kesobeh401@d..  CC-2025.004585 Registered A
User I testuser@gmail.... Non-Invited = pLops
< BACKTO TABLE OF CONTENT
Al-Powered Procurement & Supply Chain Transformation: Helping Leading Enterprises Worldwide Achieve Extraordinary Results 36

Copyright © 2024 GEP. All rights reserved.



& BACK TO TABLE OF CONTENT OGEP

PURCHASE ORDERS (PO)



ACCESSING THE PO

Reach PO Check Details >

B Logout o Log-in to GEP Business Network

Home Home/Client List

[RWINMITCHELL

® HelpCenter ®

Clientlist ()
Bookmark the link for future use

IRWINMITCHELL (https://businessnetwork.gep.com/)

Profiles: TEST RAJ SUPPLIER @ G E P

1 Click on “Purchase Order”
L Remmd.er . . ‘ Review Profile My Tasks © Ll
Access your client-specific profile by clicking 'Review Profile
A P0-2025-008244 Pending since 164 days
Relationship Summary Purchase Order Action Pending
A P0-2025-008245 Pending since 164 days
Contracts (13) Purchase Order Action Pending
fivnice (k) A P0-2025-008246 Pending since 164 days Note: All POs sent by Irwin Mitchell will be auto
Purchase Order Action Pending acknowledged and will be in “Accepted” status
1 Purchase Order (100) A P0-2025-008246 Pending since 162 days
Purchase Order Action Pending
A P0-2025.008302 Pending since 160 days
Purchase Order Action Pending

@ Links & Documents
® English + @
pawered by

B & GEP Business Network User Manual

Suppliers will also get an email (PO Notification) from the system along with PDF copy of the Purchase order
< BACKTO TABLE OF CONTENT
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https://businessnetwork.gep.com/
https://businessnetwork.gep.com/

ACCESSING THE PO

Reach PO Check Details

(IM Ji irwinmitchell Catalogue Sourcing Contract Purchasing Invoice Supplier Auction Analytics

The “Purchasing” workbench opens up
Purchase Order Workbench

Purchase Order

Q, search T

Accepted 96 ‘

Cancelled 3 ‘

Closed 1 ‘

< { Order Name ] [ Order Number v ] [ Item Number v ] [ Supplier ltem Number v ] [ Created By Vv ] [ Match Type ] [ Created Between ] [ Need By Date v ] [ Purchase Type Vv ] Stat

Order Number 4t= Order Name 4= | Created By = | Created On ir=  Supplier Name L= | Supplier Contact it
O P0-2025.010087 P0-2025.010087 William Heathfield 07/01/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.010079 P0-2025.010079 william Heathfield 06/30/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.010040 Copy of Copy of Rl test Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.010037 Copy of Rl test Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.000936 Copy of Rl test cancellation of the Rajalakshmi lyer 06/20/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
[0  P02025.009913 Rl test Rajalakshmi lyer 06/19/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.000868 Amended PO Shubhangi Karande 06/16/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.000861 Test Purchase Order Manika 1Business User 06/13/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

Suppliers will also get an email (PO Notification) from the system along with PDF copy of the Purchase order
< BACKTO TABLE OF CONTENT
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ACCESSING THE PO

Reach PO Check Details

(IM J] irwinmitchell Catalogue Sourcing Contract Purchasing Invoice Supplier  Auction Analytics
You can filter your PO(s) using the filtering

Purchase Order Workbench functionality
Purchase Order

Accepted 9H ‘ Cancelled 3 ‘ Closed 1 ‘

Q Search m Manage Columns Mass Upd

< Order Name Order Number v Item Number Supplier ltem Number Created By Vv Match Type Vv Created Between Vv Need By Date Vv Purchase Type Vv Status Vv Order Line Sub >

Order Number Order Name = | Created By = | Created On Supplier Name Supplier Contact Currency =

O  Po-2025.010087 P0-2025.010087 William Heathfield 07/01/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier GBP
a P0-2025.010079 P0-2025.010079 William Heathfield 06/30/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier GBP
[0  PO-2025.010040 Copy of Copy of RItest Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier usD
[0  PO-2025.010037 Copy of Rl test Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier usD
[0  P0-2025.009936 Copy of Rl test cancellation of the Rajalakshmi lyer 06/20/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier EUR
O  P0-2025.009913 Rltest Rajalakshmi lyer 06/19/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier usb
O  Po-2025.009868 Amended PO Shubhangi Karande 06/16/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier EUR
[0  Po-2025.009861 Test Purchase Order Manika 1Business User 06/13/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier GBP
O P0-2025.009848 Rl test order workbench DAC, GR«  Rajalakshmi 1Business User 06/13/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier GBP

Suppliers will also get an email (PO Notification) from the system along with PDF copy of the Purchase order
< BACKTO TABLE OF CONTENT
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ACCESSING THE PO

Reach PO Check Details >

'(IM A irwinmitchell Catalogue Sourcing Contract Purchasing Invoice Supplier Auction Analytics

Purchase Order Warkbench

Purchase Order

1 Click on the “Order Number” to open it

- - [

Q. Search

Cancelled 3 ‘

Closed 1 ‘

My Tasks

< [ Order Name ] [ Order Number ] [ Item Number ] [ Supplier Item Number ] [ Created By v ] [ Match Type W ] [ Created Bety

Order Number = Order Name = Created By = Created On T = Su|

1 P0-2025.010087 P0D-2025.010087 William Heathfield 07/01/2025 TE
O PO-2025.010079 P0-2025.010079 William Heathfield 06/30/2025 TE
O P0-2025.010040 Copy of Copy of Rl test Rajalakshmi lyer 06/27/2025 TE
O P0-2025.010037 Copy of Rl test Rajalakshmi lyer 06/27/2025 TE

Suppliers will also get an email (PO Notification) from the system along with PDF copy of the Purchase order
< BACKTO TABLE OF CONTENT

Al-Powered Procurement & Supply Chain Transformation: Helping Leading Enterprises Worldwide Achieve Extraordinary Results 41 Copyright © 2024 GEP. All rights reserved.



CHECK DETAILS

Reach PO Check Details

(IM ] irwinmitchell Catalogue  Sourcing Contract Purchasing Invoice  Supplier  Auction  Analytics Search
: The PO opens up
Workbench / Edit Purchase Order 5 h Total Amount
Comments & Attachments
P0-2025.010087 GBP 1,000
SECTIONS ® v Basic Details

1 The PO is divided into multiple sections
*Basic Details

* Indicates Required Fields

*Supplier Details

Order Number Version Order Author * Order Name Created On
1 P0-2025.010087 0000 William Heathfield P0-2025.010087 07/01/2025
*Delivery and Invoicing Details
*Currency *Order Contact *Purchase Type *Unit
‘Line Details GBP : British Pound . GBP Caroline Jones 6L Irwin Mitchell LLP

Terms & Conditions

+ Supplier Details

* Indicates Required Fields

*Supplier Name Supplier Code Supplier Phone Supplier Email Id Supplier Contact
TEST RAJ SUPPLIER PC-2025.004142 478184918 rajalakshmi.iyer@gep.com Rajalakshmi Supplier
*Remit To Remit To Address Remit To Location Phone
Location LC.2025-132388 GEPRI hwkfjgfn India =
*Ordering Location Order Location Address
Location LC.2025-132388 GEPRI hwkfjgfn India
Payment Term Name * Payment Terms Code
Pay When Paid 16
< BACKTO TABLE OF CONTENT
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CHECK DETAILS

Reach PO Check Details

(IM ] irwinmitchell Catalogue  Sourcing Contract Invoice  Supplier  Auction  Analytics Search

Workbench / Edit Purchase Order Total Amount

P0-2025.010087 1 Comments & Attachments GBP 1 '000 .

SECTIONS (® v BasicDetails Click on “Basic Details” to view the general

+Basic Detai details
Gasmiasts * Indicates Required Fields

*Supplier Details

Order Number Version Order Author *Order Name Created On
P0-2025.010087 0000 William Heathfield P0-2025.010087 07/01/2025
*Delivery and Invoicing Details
. *Currency *Order Contact *Purchase Type *Unit
“Line Details GBP : British Pound . GBP Caroline Jones 6L Irwin Mitchell LLP

Terms & Conditions

w CQunnlier Nataile

v Basic Details

*Indicates Required Fields

Order Number Version Order Author *QOrder Name Created On Interface Status
P0-2025.010087 0000 William Heathfield P0-2025.010087 07/01/2025 AcceptedByERP
*Currency * Qrder Contact #*Purchase Type *Unit

GBP : British Pound . G.. Caroline Jones GL [rwin Mitchell LLP

< BACKTO TABLE OF CONTENT
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CHECK DETAILS

Reach PO Check Details

Workbench / Edit Purchase Order

1 Comments & A
P0-2025.010087
SECTIONS ®© + Supplier Details
*Basic Details * Indicates Required Fields . . . . .
1 Click on “Supplier Details” to view the details
) Suppller Details * Supplier Name Supplier Code Supplier Phone Supplier Email Id
TEST RAJ SUPPLIER PC-2025.004142 478184918 rajalakshmi.iyer@gep.com
*Delivery and Invoicing Details
. : *Remit To Remit To Address Remit To Location Phone
*Line Details Location LC.2025-132388 GEPRI hwkfigfn India -
Terms & Conditi . .
v Supplier Details
* Indicates Required Fields
* Supplier Name Supplier Code Supplier Phone Supplier Email Id Supplier Contact
TEST RAJ SUPPLIER PC-2025.004142 478184918 rajalakshmi.iyer@gep.com Rajalakshmi Supplier
* Remit To Remit To Address Remit To Location Phone
Location LC.2025-132388 GEP Rl hwkfjgfn India -
* Ordering Location Order Location Address
Location LC.2025-132388 GEP Rl hwkfjgfn India
Payment Term Name * Payment Terms Code
Pay When Paid 16
< BACKTO TABLE OF CONTENT
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CHECK DETAILS

Check Details

v Delivery and Invoicing Details

* Indicates Required Fields

Adhoc ShipTo
Add

Contact Email

Reach PO
Workbench / Edit Purchase Order Total Amount
&« 7 Comments & Attachments
P0-2025.010087 g GBP 1,000 v
SECTIONS (© v Delivery and Invoicing Details
*Basic Detals * Indicates Required Fields
*Supplier Details *ship To Ship To Address Adhoc ShipTo
[rwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT Add
*Delivery and Invoicing Details
: : *Bill To Bill To Address Contact Email Contact Phone
*Line Details Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT
Terms & Conditions

Click on “Delivery and Invoicing Details” to
view the details

Contact Phone

Deliver To

< BACKTO TABLE OF CONTENT

*Ship To Ship To Address

Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT

*Bill To Bill To Address

Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT
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CHECK DETAILS

Reach PO Check Details

Workbench / Edit Purchase Order e © Attact Total Amount Click on “Line Details” to view the line item
omments & Attachments 1 details
P0-2025.010087 =2 GBP 1,000 -
*Ship To Ship To Address Adhoc ShipTo
SECTIONS ® Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT Add
*Basic Details *Bill To Bill To Address Contact Email Contact Phone
Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT = -

Note: For any changes required on the PO, you
need to reach out to your Irwin Mitchell Order

*Delivery and Invoicing Details . . Contact
v g + Line Details

*Supplier Details

*Line Details

Terms & Conditions

a [ Line Number 1| *Item Name it lten Requisition Link Referenced Documents | Stah
w Line Details @ Manage Columns
: - g = Document
al d Line Number 4T *ltem Name 41 Item Description 41 Requisition Link Referenced Documents Status Hierarchy
O 1 Laptops View Accepted View

< BACKTO TABLE OF CONTENT
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CHECK DETAILS

Reach PO

Check Details

Workbench / Edit Purchase Order

P0-2025.010087 O Comments & Attachments GBPT;UE‘]BHE;U\T

v Delivery and Invoicing Details
SECTIONS ®

* Indicates Required Fields
+Basic Details

*Ship To Ship To Address

Adhac ShipTo Click on “Terms & Conditions” to view the
+Supplier Detals Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT Add 1 T&C if any
*Delivery and Invoicing Details *Bill To Bill To Address Contact Email Contact Phone Deliver To
Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT -
*Line Details
Terms & Conditions w Line Details T@ Manage Columns
. — L Document
A ‘ O Line Number 41 *ltem Name 41 ltem Description 41 Requisition Link Referenced Documents | Status S
O 1 Laptops View Accepted View
4 D »
v Terms & Conditions
O Name 1t= | Added By 1= AddedOn =
O T&Cs 04/28/2025 6:58 AM
< BACKTO TABLE OF CONTENT
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PURCHASE ORDER STATUSES

PO STATUSES EXPLANATION

Accepted Purchase Order is sent to the supplier in accepted state
Closed Purchase Order is closed for invoicing
Cancelled Purchase Order has been cancelled by the buyer

< BACKTO TABLE OF CONTENT
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INVOICES



CREATE DRAFT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice
Purchase Qrder Workbench
Purchase Order
Click on the PO number to open it up
Purchase Order
Accepted 96 ‘ ‘ Cancelled 3 ‘ Closed 1 ‘
Q Search T(\a Manage Columns
< | Order Name Vv | ‘ Order Number v | | Item Number v | | Supplier ltem Number v | | Created By Vv | | Match Type Vv | | Created Between v ‘ | Need By Date Vv | | Purchase Type Vv ‘
Order Number 4r= Order Name it= | Created By = | Created On it= | Supplier Name Lt= | Supplier Contact
O P0-2025.010087 P0-2025.010087 William Heathfield 07/01/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.010079 P0-2025.010079 William Heathfield 06/30/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.010040 Copy of Copy of Rl test Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.010037 Copy of Rl test Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
O P0-2025.009936 Copy of Rl test cancellation of the Rajalakshmi lyer 06/20/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
0 @ P0-2025.009913 Rl test Rajalakshmi lyer 06/19/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier
[0  P0-2025.009868 Amended PO Shubhangi Karande 06/16/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

< BACKTO TABLE OF CONTENT
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CREATE DRAFT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

{IM J] irwinmitchell Catalogue  Sourcing  Contract

Invoice  Supplier  Auction  Analytics o [ = (O ° 1 To create an invoice, the PO needs to be in
“Accepted” status
Workbench / Edit Order Total Amount
& 1 Comments & Attachments .

SECTIONS (©  ~ BasicDetails

2 Click on “Create Invoice” button

*Basic Details +Indicates Required Fields

=Supplier Details

Order Number Version Order Author *Order Name Created On Interface Status
P0-2025.010087 0000 William Heathfield P0-2025.010087 07/01/2025 AcceptedByERP
*Delivery and Invoicing Details
. . *Currency * Order Contact *Purchase Type *Unit
*Line Details GBP : British Pound . GBP Caroline Jones 6L Irwin Mitchell LLP

Terms & Conditions

v Supplier Details

* Indicates Required Fields

*Supplier Name Supplier Code Supplier Phone Supplier Email Id Supplier Contact
TEST RAJ SUPPLIER PC-2025.004142 478184918 rajalakshmi.iyer@gep.com Rajalakshmi Supplier
*Remit To Remit To Address Remit To Location Phone

Location LC.2025-132388 GEPRI hwkfjgfn India

*Ordering Location Order Location Address
Location LC.2025-132388 GEPRI hwkfjgfn India

Payment Term Name *Payment Terms Code
Pay When Paid 16

< BACKTO TABLE OF CONTENT
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CREATE DRAFT INVOICE

Create Draft Invoice Add Details > Add Attachment > Submit Invoice >

1 Click “Yes” on the confirmation pop-up

@ Confirmation

All eligible lines will be flipped to an Invoice. Do you want to proceed with the action?

< BACKTO TABLE OF CONTENT
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CREATE DRAFT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

Invoice Workbench / Invoice Total Amount \
& . {1 Comments & Attachments more v ‘ m m
Test Invoice (3 GBP 1,000.00 _

An invoice in “Draft” status opens up

SECTIONS v Scanned Invoice ' . o
@ The different sections of the invoice can be

navigated from the left panel

Scanned Invoice

Upload your files
*Basic Details

*Supplier Details

Click here to select your files

*Payment and Delivery Details
/ / Limited tofile(s) of 10MB each | Maximum 1 file(s) can be uploaded at a time |

1 Stakeholder Details Supported file formats: PDF | Attachment name length is limited to 100 characters Note: If you need to save progress while
entering details, you can click on the “Save”
Line Details button and continue later
N

v Basic Details

*Indicates Required Fields

*Invoice Name | *Invoice Number [ *Invoice Amount Currency Invoice Type ' *Supplier Invoice Number
Test Invoice INV-2025.003227 0 GBP:British Pound . GBP Standard 123456

< BACKTO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice

+ Basic Details

* Indicates Required Fields

Add Details

Add Attachment

Submit Invoice

The second section is “Basic Details”

"+ Invoice Name . *Invoice Number [ *Invoice Amount Currency Invoice Type * Supplier Invoice Number
Test Invoice INV-2025.003227 0 GBP:British Pound . GBP Standard 1 123456
' : 1 Enter “Supplier Invoice Number” as
Invoice Creation Date * Supplier Invoice ... (0 Supplier Name [ order Number Purchase Type Scheduled Payment Date generatEd in your system
07/02/2025 8 07/02/2025 TEST RAJ SUPPLIER P0-2025.010087 GL 11/16/2052
Net P; T . . .
1%039'“9" ) Enter “Supplier Invoice Date” as generated in
your system
+ Supplier Details
* Indicates Required Fields
Order Location Order Location Address
Location LC.2025-132388 GEP Rl,hwkfjgfn,India
- . ; Note: All other details (including line level details)
* Remit To Location Remit To Address Remiit To L ion Ph ill i f h
LC.2025-132388 : Loc... GEP Rlhwkfjgfn,India emit To Location Fhone will be flipped from the PO
Supplier Contact Supplier Email Supplier Phone No.
Rajalakshmi Supplier rajalakshmi.iyer@gep.com 478184918
‘Supplier Tax Identifi... O~ ‘
< BACKTO TABLE OF CONTENT
54 Copyright © 2024 GEP. All rights reserved.

Al-Powered Procurement & Supply Chain Transformation: Helping Leading Enterprises Worldwide Achieve Extraordinary Results



ADD DETAILS

Create Draft Invoice

Add Details

Add Attachment

>

Submit Invoice >

v Stakeholder Details

*Indicates Required Fields

Order Contact Buyer Email / Phone
Manika 1Business User manika.sharma@gep.com
v Line Details

A Select 1 LineNumber (t= ItemType W= LinaType 1=
0 1 Material Material
0 2 Material Material
0 3 Material Material
0 4 Material Material
{ G

P Add 1

PricaBasis (1=

Quantity

Quantity

Quantity

Quantity

[y Export Data

PO Line Number

L

Item Number {+=

T Manage Columns ~ [7

Supplier Item Number 41 =

Item Name
test
test
test
test
b

The fifth section is “Line Details” which will be
flipped from the PO

You can download the line details by clicking
on “Export Data”
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

v Stakeholder Details For partial invoicing

*Indicates Required Fields

Order Contact Buyer Email / Phone 1 Select the line(s) you would like to delete
Manika 1Business User manika.sharma@gep.com

Click on “Delete” button to delete the line(s)

v Line Details 2 | [ Delete [ Export Data @ Manage Columns [ Duplicate Invoice 2 from the invoice. Deleted line(s) would be
available to invoice next time

A Select 4t | LineNumber t= Item Type = | LineType 4t=  PriceBasis 1= PO Line Number 7= ltemNumber = = Supplier ltem Number (7=  Item Name
1 1 Material Material Quantity 1 test
O Z Material Material Quantity 2 test
O 3 Material Material Quantity 3 est
O 4 Material Material Quantity 4 test
4 G ;
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

In case of Services, you can update the “Start

i i 1
Bill TO . Bl” To ﬁ.\ddless : Date” and uEnd Dateu
Irwin Mitchell LLP Riverside East,2 Millsands,Sheffield,GB,S3 80T
Bill to email Bill To Phone Payment Terms ' Bank Details
Pay When Paid View Information
v Stakeholder Details
* Indicates Required Fields
Order Contact Buyer Email / Phone
Rajalakshmi lyer rajalakshmi.iyer@gep.com
v Line Details @ Add [y ExportData [T} Manage Columns  [*
A Select 47 | Line Number L= egory = | UOM 4= StartDate 4+= EndDate t= | NeedByDate W= | Item Source = UnitPrice W=
O 1 DIT SERVICES Day 01/19/2025 Hosted and Internal 150
O 2 TOP te e | 07/03/2025 & | 07/04/2025 Hosted 106,459.65
All the details are flipped from PO
< BACKTO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >
Irwin Mitchell LLP Riverside East,2 Millsands,Sheffield,GB,S3 8DT In case of Material, you can make changes in
1 “Quantity”
Bill to email Bill To Phone Payment Terms ' Bank Details
- Pay When Paid View Information

In case of Services, you can make changes in
“Unit Price”

v Stakeholder Details

* Indicates Required Fields

Order Contact Buyer Email / Phone
Rajalakshmi lyer rajalakshmi.iyer@gep.com
v Line Details @ Add [ ExportData [ ManageColumns  [*

A Select it | LineNumber (= yDate W= ltem Source = UnitPrice 1= | Quantity = | Sub-Total Lt=  Taxes = | Line Total
O 1 2025 Hosted and Internal 150 1.00 AddTaxes 130
O 2 Hosted B 106,450.65 1.00 106459.65 AddTaxes  106,459.65
4 L] b

All the details are flipped from PO
< BACKTO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

Fdy ¥iiigii raiu VICW i iauu
1 To add VAT to a line, click on “Add Taxes”
button under the Taxes column

v Stakeholder Details
* Indicates Required Fields
Order Contact Buyer Email / Phone
Manika 1Business User manika.sharma@gep.com
v Line Details Q—) Add ]E[ Delete ﬁla Export Data @ Manage Columns [“D Duplicate Invoice
A Select 41 Line Number 7= lyDate 1= Item Source = UnitPrice = Quantity = | Sub-Total 1=  Taxes 7= | Line Total

1 2025 Manual 100 1000 1,000 B Add Taxes | 1,000

O 2 2025 Manual 100 1000 1,000 Add Taxes 1,000

O 3 2025 Manual 100 1000 1,000 Add Taxes 1,000

O 4 2025 Manual 100 1000 1,000 Add Taxes 1,000

4 ] [

All the details are flipped from PO
< BACKTO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

|
&=z| Taxes % . . .
TAX 15 cq A dialogue box will open allowing you to add taxes
= on the selected line item
P Add [[u] Delete
Tax Code taxType Tax Description Tax Rate Tax Amount i " ”
1 Click on “Add” button to add tax
Enter Tax Code | VAT ~ Input-12.5% IM UK 12.5 0
1o
0
1100 ) Select the applicable tax code from the drop-
2 | 01 down menu
1102
1104
— 3 Click on “Apply”
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

===| Taxes
TAX x
12.5% To delete any added taxes
]ﬁ[ Delete
asainia e Wi bl | REATE 1 Select the tax by clicking on the check box
7 ~ VAT ~ Input-12.5% IM UK 12.5 125
2 Click on “Delete” button

< BACKTO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

c Invoice Workbench / Invoice e ” Total Amount
Test |nvoice OMMENSEALE 1 GBP 4,12500 v m

Go back to the “Basic Details” section

SECTIONS ®

Click here to select your files

Limited to file(s) of 10MB each | Maximum 1 file(s) can be uploaded at a time | 1
Supported file formats: PDF | Attachment name length is limited to 100 characters

Enter the “Invoice Amount” as shown in the
header. This should be the Gross Total,
including VAT.

Scanned Invoice

*Basic Details

*Supplier Details
*Payment and Delivery Details

Stakeholder Details

Note: For any invoicing related queries, kindly
reach out to Purchase.Ledger@irwinmitchell.com

Line Details . )
v Basic Details

* Indicates Required Fields

[+ Invoice Name |+ Invoice Number *Invoice Amount Currency Invoice Type *Supplier Invoice Number
Test Invoice INV-2025.003231 1 4125 GBP:British Pound . GBP Standard 123456
Invoice Creation Date *Supplier Invoice D... (D) Supplier Name Order Number Purchase Type Scheduled Payment Date
07/03/2025 B 07/03/2025 TEST RAJ SUPPLIER P0-2025.009848 GL 11/17/2052
Net Payment
4125

v Supplier Details
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ADD ATTACHMENT

Create Draft Invoice

Add Details Add Attachment

{IM h irwinmitchell Catalogue

Invoice Workbench / Invoice

¢ :
Test Invoice E23

SECTIONS
Scanned Invoice
*Basic Details
*Supplier Details
*Payment and Delivery Details
Stakeholder Details

Line Details

Sourcing  Contract [MAI(=EEGIEM Invoice  Supplier  Auction  Analytics

Total Amount

*) Comments & Atiachments GBP 4'1 25.00 ~

(© v Scanned Invoice

Upload your files

Click here to select yourﬁles" Browse ‘

Limited to file(s) of 10MB each |Maximum 1 file(s) can be uploaded at a time |
Supported file formats: PDF | Attachment name length is limited to 100 characters

v Basic Details

* Indicates Required Fields

*Invoice Name
Test Invoice

*Invoice Number *Invoice Amount . Currency Invoice Type
INV-2025.003231 4125 GBP:British Pound . GBP Standard

*Supplier Invoice Number
123456

Submit Invoice

Use “Scanned Invoice” section to upload the pdf
copy of your system generated invoice

Click on “Browse” and locate the pdf copy
1 from your system / You can also do “Drag and
Drop”

Note: It is mandatory to upload the soft copy of your
invoice for submission

< BACKTO TABLE OF CONTENT
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ADD ATTACHMENT

Create Draft Invoice > Add Details Add Attachment Submit Invoice >

The pdf copy would get uploaded

v Scanned Invoice

Upload your files
Click on bin icon to delete and reupload file (if

1
INV234,pef required)
1 II
\ Uploaded: 214.658 KB -
\ Click here to select your files | Browse

|
| 2 Click on “Done”

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at atime | Supported file formats: PDF

v Basic Details

* Indicates Required Fields

* [nvoice Name * Invoice Number * Invoice Amount Currency Invoice Type * Supplier Invoice Number
Invaice for Screenshot |NVGFP 2025 002724 3877 [ISN-LIS Nollar Standard [NY?34

< BACKTO TABLE OF CONTENT
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ADD ATTACHMENT

Create Draft Invoice Add Details Add Attachment Submit Invoice

Invoice Workbench / Invoice Total Amount
& q 3 Comments & Attachments m m
Test Invoice 23 GBP 4,125.00

The uploaded invoice pdf copy would show up

SECTIONS (©  + Scanned Invoice

Scanned Invoice
Upload your files
*Basic Details

*Supplier Details

Click here to select your files

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at a time |
Supported file formats: PDF | Attachment name length is limited to 100 characters

*Payment and Delivery Details

Stakeholder Details

Line Details

172 < ? “\ fj\ LDJ ‘O:' ‘b;:' @

{IM, irwinmitchell

All invoices must contain the Purchase Order Number quoted below
Purchase Order (‘PO’) Request

To:

Supplier Name and Address: TEST RAJ SUPPLIER

< BACKTO TABLE OF CONTENT
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SUBMIT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

A Invoice Workbench / Invoice Total Amount
. © Comments & Attachments m 1 . . . . .
Test Inv0|ce GBP 4,125.00 v - o 1 Click on “Submit” to submit the invoice

v Basic Details
SECTIONS ©
Scanned Invoice * Indicates Required Fields
+Basic Details *Invoice Name *Invoice Number *Invoice Amount Currency Invoice Type *Supplier Invoice Numb...
Test Invoice INV-2025.003231 4125 GBP:British Pound . GBP Standard 123456
*Supplier Details
Invoice Creation Date *Supplier Invoi... (7) Supplier Name Order Number Purchase Type Scheduled Payment Date
*Payment and Delivery Details 07/03/2025 8 07/03/2025 TEST RAJ SUPPLIER P0-2025.009848 GL 11/17/2052
Stakeholder Details Net Payment
4125
Line Details
v Supplier Details
* Indicates Required Fields
Order Location Order Location Address
Location LC.2025-1323... GEP RLhwkfjgfn,India
*Remit To Location Remit To Address . .
LC.2025-132388: .. GEP RLhwkfigfn, India Remit To Location Phone
Supplier Contact Supplier Email Supplier Phone No.
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SUBMIT INVOICE OGEP

Create Draft Invoice Add Details Add Attachment Submit Invoice

A confirmation pop-up comes up

Click on “Yes” to confirm

0 Confirmation

Please confirm that you are processing with 4 line(s) on this invoice

o
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SUBMIT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

{IM J] irwinmitchell Catalogue  Sourcing Contract Invoice  Supplier  Auction  Analytics
The invoice would get submitted successfully for

Invoice Workbench further processing
Invoice

Supplier Invoice Supplier Credit Memo Supplier Non-PO Invoice

Processing In Progress 22 ‘ ‘ Exception 11 ‘ Draft § ‘ Paid 3 ‘ ‘ Rejected 2 ‘ ‘ Sent For Payment 2 ‘ ‘ Sent For Processing ‘
Q Search E Manage Columns ma Export Data
¢ ‘ Supplier Name v ‘ | Invoice Source V' | ‘ Invoice Creation Date Vv | | Invoice Number | ‘ Supplier Invoice Number v ‘ | Supplier Invoice Date v | | Invoice Total v | | Order Number v ‘ “_ > Reset Save AllFilters
Invoice Number 4= Invoice Name = Invoice Type 4t=  Supplier Name 4= Document Hierarchy Status Duplicate Invoice =
INV-2025.003231 Test Invoice Standard TEST RAJ SUPPLIER @ Sent For Processing
INV-2025.003227 Test Invoice Standard TEST RAJ SUPPLIER @ Draft
INV-2025.003181 Rl test Standard TEST RAJ SUPPLIER @ Processing In Prog...
INV-2025.003170 Test Purchase Order Invoicing Co... Standard TEST RAJ SUPPLIER @ Exception
INV-2025.003168 Invoice on Rl test automation tea.. ~ Standard TEST RAJ SUPPLIER @ Exception
INV-2025.003145 Rl retest scenario 4 Standard TEST RAJ SUPPLIER @ Exception
INV-2025.003146 Rl retest scenario 4.1 Standard TEST RAJ SUPPLIER @ Processing In Prog...

< BACKTO TABLE OF CONTENT

Al-Powered Procurement & Supply Chain Transformation: Helping Leading Enterprises Worldwide Achieve Extraordinary Results 68 Copyright © 2024 GEP. All rights reserved.



INVOICE STATUSES

INVOICE STATUSES EXPLANATION

Draft Invoice is created and pending submission
Processing in Progress Invoice has been sent for further processing
Exception Invoice has an exception and is waiting resolution
Sent For Payment Invoice is sent for payment but not yet paid
Rejected Invoice has been rejected by the buyer

Paid Invoice is paid
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& BACK TO TABLE OF CONTENT OGEP

CREDIT MEMO



CREATE DRAFT CREDIT MEMO

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

IMjlrwmmltchell Catalogue Sourcing Contract Purchag 1 Supplier Auction Analytics 1 Reach the Invoice workbench

Invoice Workbench

Invoice

Click on “Supplier Invoice” to view all your

- " 2 L
Supplier Invoice Supplier Credit Memo Supplier Non-PO Invoice Invoices
‘ Processing In Progress 23 ‘

Q) search

Exception 717 H Draft § H Paid 3 H Sent For Payment 3 H Rejected 2 |

< [ Supplier Name ] [ Invoice Source ] [ Invoice Creation Date v ] [ Invoice Number v ] [ Supplier Invoice Number Vv ] [ Supplier Invoice Date ] [ Invoice Total

Invoice Number = Invoice Name = Invoice Type LT = Supplier Name = Supplier ID

INV-2025.003246 RI test Credit memo PO invoice Standard TEST RAJ SUPPLIER PC-2025.004142
INV-2025.002476 P0-2025-008245 Standard TEST RAJ SUPPLIER PC-2025.004142
INV-2025.003231 Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142
INV-2025.003227 Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142
INV-2025.003181 Rl test Standard TEST RAJ SUPPLIER PC-2025.004142
INV-2025.003170 Test Purchase Order Invoicing Co... Standard TEST RAJ SUPPLIER PC-2025.004142
INV-2025.003168 Invoice on Rl test automation tea... Standard TEST RAJ SUPPLIER PC-2025.004142
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CREATE DRAFT CREDIT MEMO

Create Draft Credit Memo

Add Details

Add Attachment

Submit Credit Memo

Invoice Workbench

Invoice

B0 Supplier CreditMemo  Supplier Non-PO Invoice

You can filter by invoice statuses

You can filter invoices by listed attributes as
well

1 . Processing In Progress 23 ‘ Exception 11 ‘ . Drat § ‘ . Paid 3 ‘ Sent For Payment 3 ‘ Rejected 2 ‘
Q, Search @ Manage Cc
2 Supplier Name v Invoice Source W Invoice Creation Date v/ Invoice Number Supplier Invoice Number v Supplier Invoice Date v Invoice Total Vv Order Number v Payment Status Vv Invoice St 2
Invoice Number 1= Invoice Name 1= | Invoice Type 1= | Supplier Name Supplier ID Document Hierarchy Status
INV-2025.003246 Rl test Credit memo PO invoice Standard TEST RAJ SUPPLIER PC-2025.004142 @ Sent For Payment
INV-2025.002476 P0-2025-008245 Standard TEST RAJ SUPPLIER PC-2025.004142 @ Draft
INV-2025.003231 Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142 @ Processing In Prog...
INV-2025.003227 Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142 @ Draft
INV-2025.003181 Rltest Standard TEST RAJ SUPPLIER PC-2025.004142 @ Processing In Prog...
INV-2025.003170 Test Purchase Order Invoicing Co..  Standard TEST RAJ SUPPLIER PC-2025.004142 @ Exception
INV-2025.003168 Invoice on RI testautomation tea..  Standard TEST RAJ SUPPLIER PC-2025.004142 ® Exception
INV-2025.003145 RI retest scenario 4 Standard TEST RAJ SUPPLIER PC-2025.004142 @ Exception
< BACKTO TABLE OF CONTENT
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CREATE DRAFT CREDIT MEMO

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

(IM jirwinmitchell Catalogue Sourcing Contract Purchasing Invoice Supplier  Auction Analytics Search
Credit Memo can be created against an invoice in

Invoice Workbench “Sent For Payment” OR “Paid” status
Invoice

Supplier Invoice Supplier Credit Memo Supplier Non-PO Invoice

Q_ search (I8 ManageC

Select the invoice you want to create credit
memo against

Processing In Progress 23 \

Exception 17 l

Draft § \

Pad 3 |

Sent For Payment 3 \

Rejected 2 \

4 [ Supplier Name v ]

Invoice Source Vv ]

Invoice Creation Date V] [ Invoice Number V] [ Supplier Invoice Number ] [ Supplier Invoice Date v ] [ Invoice Total Vv ] [ Order Number ] [ Payment Status V] [ Invoice St >

Invoice Number 4= Invoice Name W= | Invoice Type 4T=  Supplier Name 4T= | Supplier ID 4T=  Document Hierarchy Status
NV-2025.003246 Rl test Credit memo PO invoice Standard TEST RAJ SUPPLIER PC-2025.004142 @ Sent For Payment
INV-2025.002476 P0-2025-008245 Standard TEST RAJ SUPPLIER PC-2025.004142 @ Draft
INV-2025.003231 Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142 @ Processing In Prog...
INV-2025.003227 Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142 @ Draft
INV-2025.003181 Rl test Standard TEST RAJ SUPPLIER PC-2025.004142 @ Processing In Prog...
INV-2025.003170 Test Purchase Order Invoicing Co... Standard TEST RAJ SUPPLIER PC-2025.004142 @ Exception
INV-2025.003168 Invoice on RI test automation tea... Standard TEST RAJ SUPPLIER PC-2025.004142 @ Exception
INV-2025.003145 RI retest scenario 4 Standard TEST RAJ SUPPLIER PC-2025.004142 @ Exception
INV-2025.003146 Rl retest scenario 4.1 Standard TEST RAJ SUPPLIER PC-2025.004142 @ Processing In Prog...
INV-2025.003141 P0O-2025.009727 Standard TEST RAJ SUPPLIER PC-2025.004142 @ Processing In Prog...
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CREATE DRAFT CREDIT MEMO

Create Draft Credit Memo Add Details Add Attachment

Submit Credit Memo

(IM)irwinmitcheII Catalogue  Sourcing  Contract  Purchasing WMGIGICCEN Supplier  Auction  Analytics & @ o

Invoice Workbench / Invoice

Total Amount
RI test Credit memo PO invoice EmEmm 7 conmens LA 6B 9 00000 1

The invoice opens up

SECTIONS © v CreditSettlements 1 Click on the “Create Credit Memo” button
Credit Settlements

Credit Memo Number = Credit Memo Amount W= | Credit Settled 1= | Remaining Invoice Amount L= | Credit Settlement Date 1=
Scanned Invoice

*Basic Details

*Supplier Details

) ' w Scanned Invoice
*Payment and Delivery Details

Stakeholder Details Pages 1 /1 < Previous Next > @ aQoE®

Line Details

Sample
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CREATE DRAFT CREDIT MEMO

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

l(IM jirwinmitchell Catalogue  Sourcing  Contract  Purchasing [ML\GIEMM Supplier  Auction  Analytics g @ °
c Invoice Workbench / Invoice Total Amount
q I} Comments & Attachments m m
Test Credit Memo [E23 GBP 2,000.00 »

Processing Approval ERP Integration Payment Integration

A credit memo in “Draft” status opens up

Sections (®  + Scanned Invoice

Scanned Invoice
Upload your files
*Basic Details

*Supplier Details

Click here to select your files

' Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at a time | Note: If you need to save progress while
Supported file formats: PDF | Attachment name length is limited to 100 characters entering details you can C"Ck on the ”Save"
7

button and continue later

Pages 1 /1 < Previous Next > QamomeE®

*Payment and Delivery Details

Line Details

*Stakeholder Details
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ADD DETAILS

Create Draft Credit Memo

Add Details

Invoice Workbench / Invoice

é .
Test Credit Memo GE3

) @ 1 Total Error(s) : Please correct the errors to continue.

Sections

Scanned Invoice

*Basic Details

*Supplier Details

*Payment and Delivery Details
Line Details

*Stakeholder Details

©

*Indicates Required Fields

Add Attachment

>

Submit Credit Memo

>

Total Amount

(7 Comments & Attachments GBP 2100[]00 v

[ *Credit Memo Name | Credit Memo Number *Credit Memo Amount Currency Credit Type
Test Credit Memo CM-2025.000275 0 GBP:British Pound . GBP Standard
Memo Creation Date *Supplier MemoD... (D (| *Supplier Name Order Number Supplier Invoice Number
07/07/2025 07/07/2025 TEST RAJ SUPPLIER P0-2025.010264 679839141
Purchase Type Scheduled Payment Date Net Payment
GL 11/21/2052 2,000

v Supplier Details

* Indicates Required Fields

Order Location Order Location Address

Location LC.2025-132368 GEP RIhwkfigfn,India

*Remit To Location Remit To Address . :

LC.2025132388  Locaton.. femitTo Location Phne

GEP Rlhwkfigfn,India

Prev | Next »

*Supplier Memo Number

Enter Supplier Memo Number

Invoice Number
INV-2025.003246

The second section is “Basic Details”

1 Enter “Supplier Memo Number” as generated
in your system

Enter “Supplier Memo Date” as generated in
your system

Note: All other details (including line level details)
would be flipped from the Invoice
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ADD DETAILS

Create Draft Credit Memo Add Details Add Attachment > Submit Credit Memo >
*Bill To Bill To Address
Irwin Mitchell LLP Riverside East,2 Millsands,Sheffield,GB,S3 8DT The fifth section is “Line Details”
Bill to email Bill To Phone Payment Terms  Bank Details
- - Pay When Paid View Information

1 You can download the line details by clicking
on “Export Data”

v Line Details W De 1 5y Export Data E‘} Manage Columns

A | B4 S.. 4t | Line Number 1= Line Type = ltemType 1= | Price Basis 41= | Invoice Line ltem Number = | POLineN
1 Service Service Item Rate 1 1
4 G L
w Stakeholder Details
* Indicates Required Fields
*Qrder Contact Buyer Email / Phone
Rajalakshmi 1Business User Shubhangi.Karande@gep.c...
€ BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Credit Memo Add Details Add Attachment > Submit Credit Memo >
*Bill To Bill To Address
Irwin Mitchell LLP Riverside East,2 Millsands,Sheffield,GB,S3 8DT To submit a Partial Credit against an invoice
Bill to email Bill To Phone Payment Terms  Bank Details
- - Pay When Paid View Information
1 Select the line(s) you would like to delete
v Line Details [ Delete [0y Export Data E‘} Manage Columns
Click on “Delete” button to delete the line(s)
@ 2 from the credit. Deleted line(s) would be
available to credit next time

A | B4 S.. 4t | Line Number 1= Line Type = ltemType 1= | Price Basis 41= | Invoice Line ltem Number = | POLineN
1 Service Service ltem Rate 1 1
4 G »

v Stakeholder Details

* Indicates Required Fields

*Qrder Contact Buyer Email / Phone
Rajalakshmi 1Business User Shubhangi.Karande@gep.c...
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ADD DETAILS

Create Draft Credit Memo Add Details Add Attachment > Submit Credit Memo >

. In case of Materials, you can update the
Bill to email Bill To Phone Payment Terms Bank Details 1 “Credit Quantity”
- - Pay When Paid View Information
) In case of Services, you can make changes in
: : = “Unit Price”
v Line Details 0] Delete [ ExportData [T Ma

Al B4 S.. 4t | Line Number = = | ltem Source = Unit Price = Credlt_ L= | Credit Amount =
Quantity
1 Manual B 100 20.00 B
4 L]
+ Stakeholder Details
* Indicates Required Fields
*Order Contact Buyer Email / Phone

Rajalakshmi 1Business User Shubhangi.Karande@gep.c...
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

To add taxes to a line, click on “Add Taxes”
button under the Credit Taxes column

Bill to email Bill To Phone Payment Terms

Pay When Paid View Information

Bank Details ‘ 1

v Line Details [l ExportData @ Manage Columns

g — _ | Invoice Special — | Invoice Freight _ | Credit _ ; : _ o

A [] S.it  Line Number 1= oice Amount = Handling = Charges = Taxes r= | Special Handling = | Credit
O 1 00.00 0.00 0.00 Add Taxes || Add 2,000

4 | [

v Stakeholder Details

* Indicates Required Fields

*Order Contact Buyer Email / Phone
Rajalakshmi 1Business User ~ Shubhangi.Karande@gep.c..

All the details are flipped from PO
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

[?| Taxes . . .
TAX 15 cq X A dialog box will pop open allowing you to add taxes
= on the selected line item
P Add [[u] Delete
Tax Code taxType Tax Description Tax Rate Tax Amount i " ”
1 Click on “Add” button to add tax
Enter Tax Code | VAT ~ Input-12.5% IM UK 12.5 0
1o
0
1100 ) Select the applicable tax code from the drop-
2 | 01 down menu
1102
1104
— 3 Click on “Apply”
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

===| Taxes
TAX x
12.5% To delete any added taxes
]ﬁ[ Delete
asainia e Wi bl | REATE 1 Select the tax by clicking on the check box
7 ~ VAT ~ Input-12.5% IM UK 12.5 125
2 Click on “Delete” button
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ADD DETAILS

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

Goto

c SRl Dench / Invoice Total Amount
previous . 7 Comments & Attach m m m
e dit Memo E23 1 |GBP 2,000.00 « -

Go back to the “Basic Details” section

e o] I Basic Details
Enter the “Credit Memo Amount” as shown in
Scanned Invoice *Indicates Required Fields 1 | | the header. This should be the Gross Total,
. _ including VAT.
+Basic Details *Cradit Memo Name *Credit Memo Number *Credit Memo Amount Currency Credit Type *Supplier Memo Number
Test Credit Memo CM-2025.000275 1 2,000 GBP:British Pound . GBP Standard 123124342
*Supplier Details _
Memo Creation Date +Supplier MemoD... () | *Supplier Name Order Number Supplier Invoice Number Invoice Number
+Payment and Delivery Details 07/07/2025 A 07/07/2025 TEST RAJ SUPPLIER P0-2025.010264 679839141 INV-2025.003246
Line Details Purchase Type Scheduled Payment Date Net Payment Note: For any queries kindIy reach out to
GL 11/21/2052 2,000 . q
: Purchase.Ledger@irwinmitchell.com
*Stakeholder Details
v Supplier Details
* Indicates Required Fields
Order Location Order Location Address

Location LC.2025-132388 GEP Rl hwkfjafn,India

*Remit To Location Remit To Address Remit To Location Ph
LC.2025132388 :Location .. GEP Riwikfjgfnjndia emit fo Location Fhone
Supplier Email Supplier Contact Supplier Phone No.

rainlaliahmai var@aan Anm Nainlalrahmi Connliae A70104010
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ADD ATTACHMENT

Create Draft Credit Memo

Add Details Add Attachment

(IM)irwinmitcheII (o=I:ILLII  Sourcing  Confract  Purchasing  Invoice  Supplier

Invoice Workbench / Invoice

e
Test Credit Memo [EE3

Processing Approval

SECTIONS (©  + Scanned Invoice

Scanned Invoice
Upload your files
*Basic Details

*Supplier Details

*Payment and Delivery Details

Line Details

*Stakeholder Details T

v Basic Details

* Indicates Required Fields

*Credit Memo Name | *Credit Memo Number
Test Credit Memo CM-2025.000275

Submit Credit Memo

Auction Analytics ol [| @ o

Total Amount

) Comments & Attachments GBP 2'00[]00 v

ERP Integration Payment Integration

Click here to select yourﬂles\: Browse |

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at atime |
Supported file formats: PDF | Attachment name length is limited to 100 characters

*Credit Memo Amount ] Currency Credit Type *Supplier Memo Number ]
2,000 GBP:British Pound . GBP Standard 123124342

Use “Scanned Invoice” section to upload the pdf
copy of your system generated credit memo

Click on “Browse” and locate the pdf copy
from your system

Note: It is mandatory to upload the soft copy of your
credit memo for submission
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ADD ATTACHMENT

Create Draft Credit Memo > Add Details Add Attachment Submit Credit Memo >

Approval ERP Integration Payment Integration

The pdf copy would get uploaded

+ Scanned Invoice

Click on bin icon to delete and reupload file (if
Upload your files required)

Credit Memo 24534 pdf B i
Uploaded: 392.362 KB )
i 2 Click on “Done”
: Click here to select your files| Browse

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at a time |
Supported file formats: PDF

v+ Basic Details

* Indicates Required Fields

[P N T LA awao o _an. L LA Mawao o a_..a Ao A JERP S S T T
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ADD ATTACHMENT

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

omments & Attachments Submit
GBP 2,000.00 - -

The uploaded credit memo pdf copy would show up

+ Scanned Invoice

Upload your files

Click here to select your files

Limited to file(s) of 10 MB each |Maximum 1 file(s) can be uploaded at a time |
Supported file formats: PDF | Attachment name length is limited to 100 characters

1/2 < > @ Q o © @ @

IM , irwinmitchell

All invoices must contain the Purchase Order Number quoted below
Purchase Order (‘PQ’) Request

To:

Supplier Name and Address: TEST RAJ SUPPLIER

GEPRI, -

hwkfjgfn, -
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SUBMIT CREDIT MEMO

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

Invoice Workbench / Invoice

Total Amount
Test Credit Memo O Comments & Attachments GBP 2,000.00 + ‘ m 1 Click on “Submit” button to submit the credit

memo

v Basic Details
SECTIONS G)

Germed e * Indicates Required Fields

+Basic Details *Credit Memo Name *Credit Memo Number [ Credit Memo Amount ] Currency Credit Type [+ Supplier Memo Number
Test Credit Memo CM-2025.000275 2,000 GBP:British Pound . GBP Standard 123124342
=Supplier Details )
Memo Creation Date *Supplier Memo D... (1) *Supplier Name Order Number Supplier Invoice Number Invoice Number
. ) 07/07/2025 B 07/07/2025 TEST RAJ SUPPLIER P0-2025.010264 679839141 INV-2025.003246
*Payment and Delivery Details J
Line Details Purchase Type Scheduled Payment Date Net Payment
GL 11/21/2052 2,000
*Stakeholder Details
~ Supplier Details
* Indicates Required Fields
Order Location Order Location Address
Location LC.2025-132388 GEP RI,hwkfjgfn,India
*Remit To Location Remit To Address ) :
LC.2025132388 : Location..  GEP Rihwikfjafnndia RemitTo Location Phone
Supplier Email Supplier Contact Supplier Phone No.
rajalakshmi.iyer@gep.com Rajalakshmi Supplier 478184918

+ Payment and Delivery Details
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SUBMIT INVOICE OGEP

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

A confirmation pop-up comes up

Click on “Yes”

0 Confirmation

Please confirm that you are p
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SUBMIT CREDIT MEMO

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

{IM} irwinmitchell Catalogue Sourcing Contract Purchasing Invoice Supplier Auction Analytics Search . .
The credit memo would get submitted successfully
T —— for further processing
Invoice

Supplier Invoice Supplier Credit Memo Supplier Non-PO Invoice
‘ Processing In Progress 10 H Rejected 1 ‘

Q_ search

< | Supplier Name v | | Credit Memo Source Vv | ‘ Memo Creation Date v ‘ | Invoice Number v | | Credit Memo Number | | Supplier Invoice Number v | | Supplier Memo Date | |_C
Credit Memo Number W= Credit Memo Name = Credit Memo Type 1= Invoice Number = Supplier Name = Status
CM-2025.000275 Test Credit Memo Standard INV-2025.003246 TEST RAJ SUPPLIER Processing In Progress
CM-2025.000242 Rl test CM Standard INV-2025.002525 TEST RAJ SUPPLIER Processing In Progress
CM-2025.000269 Rl test credit memo scenario Standard INV-2025.003152 TEST RAJ SUPPLIER Processing In Progress
CM-2025.000270 CreditMemo 6/3/2025 7:42:43PM Standard INV-2025.003147 TEST RAJ SUPPLIER Rejected
CM-2025.000268 CreditMemo 6/1/2025 1:35:18 PM Standard INV-2025.003139 TEST RAJ SUPPLIER Processing In Progress
CM-2025.000267 CreditMemo 5/30/2025 10:37:05... Standard INV-2025.003138 TEST RAJ SUPPLIER Processing In Progress
CM-2025.000263 CreditMemo 5/22/2025 7:43:19 AM Standard INV-2025.003118 TEST RAJ SUPPLIER Processing In Progress
CM-2025.000261 CreditMemo 5/22/2025 7:26:26 AM Standard INV-2025.003116 TEST RAJ SUPPLIER Processing In Progress

LA oonC nonnCrs aas iAo nnnr a aC ao Dy Ciomgdorl TN LW Tate Y = aTa'te e 1o ILCT DAL CIIDDIICD [ i lo D
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CREDIT MEMO STATUSES

CREDIT MEMO STATUSES EXPLANATION

Draft Credit memo is in draft and pending submission
Processing in progress Credit memo has been sent for further processing
Rejected Credit memo has been rejected by the buyer
€ BACK TO TABLE OF CONTENT
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& BACK TO TABLE OF CONTENT OGEP

NON-PO INVOICES



CREATE DRAFT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

Invoice Workbench

. Create Non-PO Invoice
Invoice -
SupplierInvoice  Supplier Cre{ 9

Q Search @ Manage Columns fﬂa Export Data

(IM)irwinmitcheII Catalogue  Sourcing  Contract  Purchasint Supplier ~ Auction  Analytics

Navigate to the invoice workbench

1 Click on “Supplier Non-PO Invoice”

Processing In Progress 2() ‘

Draft 13 ‘

Paid?‘

Review Pending 3 ‘

Rejected 2 H Sent For Payment 1 ‘

4 [ Invoice Source V] [ Invoice Creation Date V] [ Invoice ID V] [ Supplier Invoice Number V] [ Supplier Invoice Date V] [ Total Cost V] [ Order ID V] [ Payment Status V] [ Status V] [ Invoice Total Currency V] E > Reset Save Al Filers

Supplier Invoice

Invoice Number L= Invoice Name L= | Invoice Type 4= Supplier Name 1= | SupplieriD W= Number AT= | Currency L= | Invoice Total Document Hierarchy
INV-2025.003171 Invoicing of Computers Standard TEST RAJ SUPPLIER PC-2025.004142 13 GBP 1,000 @
INV-2025.003169 Rl test delegation Standard TEST RAJ SUPPLIER PC-2025.004142 456898 usD 1,000 @
INV-2025.003167 Invoicing of Computers Standard TEST RAJ SUPPLIER PC-2025.004142 888 usD 1,000 @
INV-2025.003166 Shubhangi Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142 123343 usD 20,000 @
INV-2025.003131 Invoice 5/26/2025 11:37:26 AM Standard TEST RAJ SUPPLIER PC-2025.004142 3793 GBP 200 @
INV-2025.003134 Invoice 5/29/2025 11:05:16 AM Standard TEST RAJ SUPPLIER PC-2025.004142 0987 GBP 200 @
INV-2025.003142 Invoice 6/2/202512:47:24PM Standard TEST RAJ SUPPLIER PC-2025.004142 9876 usD 400 @
INV-2025.003147 Rl test scenario 5 Standard TEST RAJ SUPPLIER PC-2025.004142 3728894274 usD 200 @
INV-2025.003152 Rl test non po invoice happy path Standard TEST RAJ SUPPLIER PC-2025.004142 6198741 usD 1,000 @
Standard TEST RAJ SUPPLIER PC-2025.004142 674892742 EUR 1,000 @
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CREATE DRAFT INVOICE

Create Draft Invoice Add Details

Add Attachment

Submit Invoice

VA
M ] irwinmitchell

Catalogue  Sourcing  Contract Purchasing OV Supplier  Auction  Analytics

Create

Invai
moiee WELCI  Supplier Non-PO Invoice

Non-PO Invoice

Create o G
Invoice Creation Page
2 2

Analytics

Draft 13 ‘

Paid7‘

Review Pending 3 ‘

Rejected 2 H Sent For Payment 1 ‘

Opportunity Finder

My Tasks
| Creation Date V] [ Invoice ID V] [ Supplier Invoice Number V] [ Supplier Invoice Date V] [ Total Cost V] [ Order ID V] [ Payment Status V] [ Status V] [ Invoice Total Currency V] >

Supplier Inveice

lice Name M= Invoice Type = | Supplier Name = | SupplierID W= Number = Currency W= | Invoice Total
hicing of Computers Standard TEST RAJ SUPPLIER PC-2025.004142 13 GBP 1,000

st delegation Standard TEST RAJ SUPPLIER PC-2025.004142 456898 usD 1,000

hicing of Computers Standard TEST RAJ SUPPLIER PC-2025.004142 888 usD 1,000
bhangi Test Invoice Standard TEST RAJ SUPPLIER PC-2025.004142 123343 usD 20,000

hice 5/26/202511:37:26 AM Standard TEST RAJ SUPPLIER PC-2025.004142 3793 GBP 200

hice 5/29/202511:05:16 AM Standard TEST RAJ SUPPLIER PC-2025.004142 0987 GBP 200

hice 6/2/202512:47:24PM Standard TEST RAJ SUPPLIER PC-2025.004142 9876 usD 400

st scenario 5 Standard TEST RAJ SUPPLIER PC-2025.004142 3728894274 usD 200

st non pa invoice happy path Standard TEST RAJ SUPPLIER PC-2025.004142 6198741 usD 1,000

@ Manage Columns

[l Export Data
Reset Save AllFilters

Document Hierarchy

@

@
@
@
@
@
@
@
@

There are two methods for creating Non-PO Invoice

1 Method 1 — “Create Non-PO Invoice” button

Method 2 — Create = Invoice = Non-PO
Invoice

< BACKTO TABLE OF CONTENT

Al-Powered Procurement & Supply Chain Transformation: Helping Leading Enterprises Worldwide Achieve Extraordinary Results 93

Copyright © 2024 GEP. All rights reserved.



CREATE DRAFT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

fIMjirwinmitcheII Catalogue  Sourcing  Contract  Purchasing WMGIGICEMN Supplier  Auction  Analytics

e Invoice Workbench / Invoice ) Total Amount
- 0 Co &A1
Invoice 7/1/2025 2:11 rmens AT FUR © 0.00 v m m

1 An invoice in “Draft” status opens up

The different sections of the invoice can be
navigated from the left panel

Fa)

SECTIONS ® w Scanned Invoice

Scanned Invoice
Upload your files
*Basic Details

5 * Stakeholder Details s . Click here to select your files | Browse
l/

“Supplier Details !

\
1
a
i

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at a time | Supported File Formats: PDF |

4
) e Attachment name length is limited to 100 characters
*Payment and Delivery Details T

Line Details

Note: If you need to save progress while
entering details, you can click on the “Save’
button and continue later

4

v Basic Details

* Indicates Required Fields

#*Invoice Name * Invoice Number *Invoice Amount ¥ Currency Invoice Type . ) )
Invoice 7/1/2025 2:11:57PM INV-2025.003222 0.00 EUR:Euro . EUR Standard S e
* Supplier Invoice Date *Supplier Name *Purchase Type Scheduled Payment Date Net Payment
8 07/01/2025 TEST RAJ SUPPLIER GL = 0
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

Invoice Workbench / Invoice

. Total Amount -
Test Non-PO Invoice EE3 EUR - 0.00
The second section is “Basic Details”
» @ 1 Total Error(s) : Please correct the errors to continue. Prev | Next >
SECTIONS OW - ndcaes Required Fields
. Enter “Supplier Invoice Number” as

Scanned Invoice * Invoice Name *Invoice Number * Invoice Amount *Currency Invoice Type 1 ) ‘ ‘ 1 .

Test Non-PO Invaice INV-2025.003222 0.00 EURET . EUR Standard g R generated in your system
*Basic Details Enter supplier invoice number

* Supplier Invoice Date *Supplier Name *Purchase Type Scheduled Payment Date Net Payment
* Stakeholder Details 07/01/2025 TEST RAJ SUPPLIER GL S 0
) Enter “Supplier Invoice Date” as generated in
*Supplier Details your system
*Payment and Delivery Details v Stakeholder Details
Line Details * Indicates Required Fields
Buyer Email / Phane

*Qrder Contact _

v Supplier Details

* Indicates Required Fields

* Qrder Location Order Location Address

Location LC.2025-132388 GEP Rlhwkfjgfn,India

* Remit To Location Remit To Address Remit To Location Phone

LC.2025-132388 : Location .. GEP RIhwkfjqfnIndia

Supplier Email Supplier Contact ] Supplier Phone No.

rajalakshmi.iyer@gep.com Rajalakshmi Supplier -
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

L Invoice Workbench / Invoice Qe & Attach Total Amount
. omments & Attachments
Test Non-PO Invoice R EUR + 0.00 v m m . L. .
- The third section is “Stakeholder details”
) @ 2 Total Error(s) : Please correct the errors to continue. Prev | Next >
Stakeholder Details Lo
SECTIONS C) I 1 Select Irwin Mitchell Order contact for your
invoice
Scanned Invoice * Indicates Required Fields

*Basic Details Buyer Email / Phone
1 *Order Contact )

*Stakeholder Details Enter Order Contact

D
EEEELE v Supplier Details

*Payment and Delivery Details
i

Line Details . . .
F SECTIONS @ Indicates Required Fields
1
- . Order Contact Buyer Email / Phone
Scanned Invoice o
A a -
*
L *Basic Details
N Name Email
g Stakeholder Details N
il Admin Account vishal.bhujbal@gep.com
*Supplier Details
Deepak Khati deepak khati@gep.com
*Payment and Delivery
1 Details Test User 1 sachi.upasani@gep.com
) . abama,United States of
*Line Details test user 2 sachi.upasani@gep.com

*

Taxes and Other Charges View All Results Remit To Location Phone

abama,United States of -
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

Invoice Workbench / Invoice Total Amount W
. ) Comments & Attachments - m m
- Draft . Lo . .
Test Non-PO InVOICE EUR - 0.00 v The fifth section is “Payment and Delivery Details”

4 @ 2 Total Error(s) : Please correct the errors to continue. Prev | Next >
Supplier Email Supplier Contact Supplier Phone No.
rajalakshmi.iyer@gep.com Rajalakshmi Supplier -

SECTIONS ©® Select “Payment Terms” from the dropdown

as aligned with Irwin Mitchell

Scanned Invoice

+ Payment and Delivery Details

*Basic Details o

* Indicates Required Fields
*Stakeholder Details

.*ShipTo Ship To Address Deliver To
Irwin Mitchell LLP Riverside East, 2 Millsands, Sheffield, United Kingdom -

*Supplier Details

*Payment and Delivery Details & [+Bill To Bill To Address
Irwin Mitchell LLP ‘ Riverside East, 2 Millsands, Sheffield, United Kingdom
Line Details '
Bill to email Bill To Phone Bank Details
*
i 1 Payment Terms Please Select

Enter Payment Term

v Line Details @ Add [ ExnortData  r[7] ShowFullSereen [T Manaae Columns [2

|
. Sheffield, United Kingdom

* Payment Terms Bank Details
6 months from Invoice date Please Select
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

*Payment and Delivery Details The sixth section is “Line Details”

Irwin Mitchell LLP Riverside East, 2 Millsands, Sheffield, United Kingdom

*BillTo ‘ Bil To Address

Line Details '
Bill to email Bill To Phone '*PaymemTerms | 1 Click on “Add” button to add line
6 months from Invoice date
v Line Details D ® Add [y Export Data Show Full Sc

A Select ¢t LineNumber {7= Line Type = ltemType 1= Price Basis i
O 1 Material v Material Quantity
4 G
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

*Bill To ‘ Bill To Address 1 Select “Line Type” — Material/Service

Irwin Mitchell LLP Riverside East, 2 Millsands, Sheffield, United Kingdom

- - - Select “Price Basis” — Quantity for Material

Bill to email Bill To Phone *Payment Terms Bank Details 2 and Amount/Rate for Services
6 months from Invoice date Please Select
v Line Details @ Add [y Export Data Show Full Screen E Manage Columns [
A| Select !t LineNumber {*=  LineType 1= ltemType 1= | Price Basis = |tem Number 1= | Supplier [tem Number *
O 1 Material v Materia B Quantity v
1 .
Service — )
Material
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ADD DETAILS

Create Draft Invoice Add Details

* Indicates Required Fields

Advanced York Office Moorside, Monks Cross Drive, York, United Kingdom

*Bill To
Irwin Mitchell Scotland

ils Bill To Address

1st Floor, 1 West Regent Street, Glasgow, United Kingdom

Add Attachment >

Submit Invoice >

*Ship To ' Ship To Address Deliver To

Bill 1o email Bill To Phone ' *Payment Terms
3 months from Invoice date

Bank Details
Please Select

v Line Details @ Add [l Export Data

/A SEmor(s) | Line 1: item Name cannot be empty

Show Full Screen E Manage Columns  [*

{ »  Seelines with errors only

Fill in rest of the mandatory details for line(s)

* Item Name
* Item Description

* Category
e UOM

* Unit Price
* Quantity

A | Select /? | LineNumber {*=  |tem Name 1= ltemDescription {t= = Category UOM 4t=  Unit Price = Quantity t= | Sta
H O 1 F'y A | Category A ” 0A n 04A
4 ] ]
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

Fdy ¥iiigii raiu VICW i iauu
1 To add taxes to a line, click on “Add Taxes”
button under the Taxes column

v Stakeholder Details
* Indicates Required Fields
Order Contact Buyer Email / Phone
Manika 1Business User manika.sharma@gep.com
v Line Details @ Add [ Delete %, Export Data @ Manage Columns [y Duplicate Invoice
4| Select 4t Line Number I7= lyDate W= | Item Source W= UnitPrice W= | Quantity = Sub-Total 4= | Taxes {*= | Line Total

1 2025 Manual 100 1000 1,000 B Add Taxes | 1,000

O 2 2025 Manual 100 1000 1,000 Add Taxes 1,000

O 3 2025 Manual 100 1000 1,000 Add Taxes 1,000

O 4 2025 Manual 100 1000 1,000 Add Taxes 1,000

4 ] [

All the details are flipped from PO
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

[?| Taxes . . .
TAX 15 cq X A dialog box will pop open allowing you to add taxes
= on the selected line item
a P Add [[u] Delete
Tax Code taxType Tax Description Tax Rate Tax Amount i " ”
1 Click on the “Add” button to add tax
Enter Tax Code | VAT ~ Input-12.5% IM UK 12.5 0
1o
0
1100 ) Select the applicable tax code from the drop-
2 | 01 down menu
1102
1104
— 3 Click on “Apply”
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

===| Taxes
TAX x
12.5% To delete any added taxes
]ﬁ[ Delete
i B | e Teimon i i 1 Select the tax by clicking on the check box
7 ~ VAT ~ Input-12.5% IM UK 12.5 125
2 Click on the “Delete” button
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ADD DETAILS

Create Draft Invoice

Invoice Workbench / Invoice

¢ .
Test Non-PO Invoice

4 @ 1 Total Ermor(s) : Please correct the errors to continue.

* Indicates Required Fields

@ .*Invoice Name
Test Non-PO Invoice

SECTIONS

Scanned Invoice

*Supplier Invoice ...

*Basic Details o 03/07/2025

Stakeholder Details

w Stakeholder Details

*Supplier Details

*Payment and Delivery Details * Indicates Required Fields

Order Contact
Admin Account

*Line Details

Taxes and Other Charges

Approval Summary v Supplier Details

* Indicates Required Fields

" Order Location
Location LC.2024-6163

| Remit Ta Location

Add Details

Add Attachment

Submit Invoice

) Comments & Attac|

Total Amount

USD 950 -
*Invoice Number *Invoice Amount . Currency Invoice Type
INVGEP2025.002725 0 USD:US Dollar Standard
Enter correct invoice amount :
*Supplier Name Purchase Type Scheduled Payment Date Total Credit Settled
CDW Int. Standard 03/27/2025
Buyer Email / Phone
vishal.bhujbal@gep.com
Order Location Address
200 N Milwaukee AveN, fdd,lllinois,Alabama,United States
of America,60061
Remit To Address Remit To Location Phane

*Supplier Invoice Nu

Net Payment
950

Go back to the “Basic Details” section

Enter the “Invoice Amount” as shown in the
header
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ADD ATTACHMENT

Create Draft Invoice

Add Details Add Attachment

{IM h irwinmitchell Catalogue

Invoice Workbench / Invoice

¢ :
Test Invoice E23

SECTIONS
Scanned Invoice
*Basic Details
*Supplier Details
*Payment and Delivery Details
Stakeholder Details

Line Details

Sourcing  Contract [MAI(=EEGIEM Invoice  Supplier  Auction  Analytics

Total Amount

*) Comments & Atiachments GBP 4'1 25.00 ~

(© v Scanned Invoice

Upload your files

Click here to select yourﬁles" Browse ‘

Limited to file(s) of 10MB each |Maximum 1 file(s) can be uploaded at a time |
Supported file formats: PDF | Attachment name length is limited to 100 characters

v Basic Details

* Indicates Required Fields

*Invoice Name
Test Invoice

*Invoice Number *Invoice Amount . Currency Invoice Type
INV-2025.003231 4125 GBP:British Pound . GBP Standard

*Supplier Invoice Number
123456

Submit Invoice

Use “Scanned Invoice” section to upload the pdf
copy of your system generated invoice

Click on “Browse” and locate the pdf copy
from your system

Note: It is mandatory to upload the soft copy of your
invoice for submission
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ADD ATTACHMENT

Create Draft Invoice > Add Details Add Attachment Submit Invoice >

The pdf copy would get uploaded

v Scanned Invoice

Upload your files
Click on bin icon to delete and reupload file (if

1
INV234,pef required)
1 II
\ Uploaded: 214.658 KB -
\ Click here to select your files | Browse

|
| 2 Click on “Done”

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at atime | Supported file formats: PDF

v Basic Details

* Indicates Required Fields

* [nvoice Name * Invoice Number * Invoice Amount Currency Invoice Type * Supplier Invoice Number
Invaice for Screenshot |NVGFP 2025 002724 3877 [ISN-LIS Nollar Standard [NY?34
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ADD ATTACHMENT

Create Draft Invoice Add Details Add Attachment Submit Invoice

Invoice Workbench / Invoice Total Amount
& q 3 Comments & Attachments m m
Test Invoice 23 GBP 4,125.00

The uploaded invoice pdf copy would show up

SECTIONS (©  + Scanned Invoice

Scanned Invoice
Upload your files
*Basic Details

*Supplier Details

Click here to select your files

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at a time |
Supported file formats: PDF | Attachment name length is limited to 100 characters

*Payment and Delivery Details

Stakeholder Details

Line Details

172 < ? “\ fj\ LDJ ‘O:' ‘b;:' @

{IM, irwinmitchell

All invoices must contain the Purchase Order Number quoted below
Purchase Order (‘PO’) Request

To:

Supplier Name and Address: TEST RAJ SUPPLIER
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SUBMIT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

Invoice Workbench / Invoice

Total A
s 1 Comments & Attachments SO m
Test Invoice B3 UsD v 1,000.00 v

SECTIONS (© v BasicDetails

Once the invoice Amount is entered

Scanned Invoice * Indicates Required Fields

*Basic Details *Invoice Name * Invoice Number * Invoice Amount *Currency Invoice Type * Supplier Invoice Number 1 Clle on llsubmit” to submit the inVOice
Test Invoice INV-2025.003031 1,000.00 USD:US Dollar . USD Standard 7197481414
*Stakeholder Details
. . * Supplier Invoice Date *Supplier Name *Purchase Type Scheduled Payment Date Net Payment
*Supplier Details B | 041502005 TEST RAJ SUPPLIER Disbursement 07/14/2025 1,000
*Payment and Delivery Details
Line Details w Stakeholder Details

* Indicates Required Fields

Note: For any invoicing related queries, kindly
reach out to Purchase.Ledger@irwinmitchell.com

* Order Contact Buyer Email / Phone
Rajalakshmi lyer rajalakshmiiyer@gep.com

v Supplier Details

* Indicates Required Fields

*Order Location Order Location Address
Location LC.2025-132388 GEP Rihwkfjgfn,India

*Remit To Location Remit To Address Remit To Location Phone
LC.2025-132388 : Location... GEP Rl hwkfjgfn,India -

Supplier Email

Supplier Contact | Supplier Phone No.
rajalakshmi.iyer@gep.com -

Rajalakshmi Supplier
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SUBMIT INVOICE OGEP

Create Draft Invoice Add Details Add Attachment Submit Invoice

A confirmation pop-up comes up

Click on “Yes”

6 Confirmation

Please confirm that you are processing with 1 line(s) on this invoice
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SUBMIT INVOICE

Q) Search

< [ Invoice Source v ] [ Invoice Creation Date v ] [ Invoice ID Vv ] [ Supplier Invoice Number V] [ Supplier Invoice Date Vv ] [ Total Cost W ] [ Order ID Vv ] [ Payment Stal

Invoice Number

NV-2025.003031

INV-2025.003248

INV-2025.003242

INV-2025.003241

INV-2025.003222

INV-2025.003171

INV-2025.003169

INV-2025.003167

=

Invoice Name LT =
Test Invoice

RI non po invoice QM test

RI test non po invoice QM

ri TEST Queue non po invoice
Invoice 7/1/2025 2:11:57 PM
Invoicing of Computers

Rl test delegation

Invoicing of Computers

Invoice Type LT =
Standard
Standard
Standard
Standard
Standard
Standard
Standard

Standard

Supplier Name

TEST RAJ SUPPLIER
TEST RAJ SUPPLIER
TEST RAJ SUPPLIER
TEST RAJ SUPPLIER
TEST RAJ SUPPLIER
TEST RAJ SUPPLIER
TEST RAJ SUPPLIER

TEST RAJ SUPPLIER

=

Supplier ID

PC-2025.004142
PC-2025.004142
PC-2025.004142
PC-2025.004142
PC-2025.004142
PC-2025.004142
PC-2025.004142

PC-2025.004142

=

Supplier Invoice
Number

7197481414
6788923
84902875

6742988741

13
456898

888

Create Draft Invoice Add Details Add Attachment Submit Invoice
rIM J] irwinmitchell Catalogue Sourcing Contract Purchasing Invoice Supplier Auction Analytics
The Non-PO invoice is submitted successfully
Invoice Workbench
Invoice
Supplier Invoice Supplier Credit Memo
‘ Processing In Progress 22 ‘ ‘ Draft 14 ‘ ‘ Paid 8 ‘ ‘ Review Pending 3 ‘ Rejected 2 | ‘ Sent For Payment ] ‘
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NON-PO INVOICE STATUSES

INVOICE STATUSES EXPLANATION

Draft Invoice is created and pending submission
Processing In Progress Invoice has been sent for further processing
Review Pending Invoice is pending for buyer’s review
Rejected Invoice has been rejected by the buyer
Sent For Payment Invoice is sent for payment but not yet paid
Paid Invoice is paid
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Q&A

If you encounter any challenges in the registration process or need assistance, please refer
to our


https://businessnetwork.gep.com/BusinessNetwork/FAQ?culture=en-US#/BN-FAQ

INTELLIGENCE
DRIVES

OGEP i

GEP® delivers Al-powered procurement and supply chain solutions that help global enterprises become more agile and resilient, operate more efficiently and effectively, gain competitive
advantage, boost profitability and increase shareholder value.

Fresh thinking, innovative products, unrivaled domain expertise, smart, passionate people — this is how GEP SOFTWARE™, GEP STRATEGY™ and GEP MANAGED SERVICES™ together
deliver procurement and supply chain solutions of unprecedented scale, power and effectiveness. Our customers are the world’s best companies, including more than 550 Fortune 500 and Global
2000 industry leaders who rely on GEP to meet ambitious strategic, financial and operational goals.

A leader in multiple Gartner Magic Quadrants, GEP’s cloud-native software and digital business platforms consistently win awards and recognition from industry analysts, research firms and
media outlets, including Gartner, Forrester, IDC, ISG, and Spend Matters.

GEP is also regularly ranked a top procurement and supply chain consulting and strategy firm, and a leading managed services provider by ALM, Everest Group, NelsonHall, IDC, ISG and HFS,
among others. Headquartered in Clark, New Jersey, GEP has offices and operations centers across Europe, Asia, Africa and the Americas. To learn more, visit www.gep.com.

9GEP @ 9GEP NEXXE 9GEPGREEN

GEP SMART™ is an Al-powered, cloud-native software for GEP NEXXE™ is a unified and comprehensive supply chain GEP GREEN is an Al-powered,

direct and indirect procurement that offers comprehensive platform that provides end-to-end planning, visibility, execution and comprehensive ESG management solution that
source-to-pay functionality in one user-friendly platform, collaboration capabilities for today’s complex, global supply chains. helps enterprises measure, track and report
inclusive of spend analysis, sourcing, contract management, their sustainability performance.

supplier management, procure-to-pay, savings project Built on a foundation of big data, artificial intelligence and machine

management and Savings tracking, invoicing and other Iearning, GEP NEXXE is next-generation software that helps

related functionalities. enterprises make supply chain a competitive advantage.

100 Walnut Avenue, Clark, NJ 07066 | P 732.382.6565 | info@gep.com www.gep.com
Clark, NJ | Austin | Chicago | Atlanta | Toronto | Mexico City | San Jose | Sdo Paulo | Dublin | London | Amsterdam | Frankfurt | Prague | Cluj-Napoca, Romania | Pretoria | Abu Dhabi | Mumbai |

Coimbatore | Hyderabad | Kuala Lumpur | Singapore | Surabaya, Indonesia | Shanghai | Dalian | Tokyo | Sydney
Copyright © 2024 GEP. All rights reserved.
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