


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
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INTRODUCTION TO IRWIN MITCHELL SMART PROCUREMENT

GLOBAL LEADER IN SUPPLY CHAIN TRANSFORMATION
0N GS3IAO0 LI NLYSNI (2

I GNMY¥za G SR

ENDTOEND,
COMPREHENSIVE, UNIFIE
SOLUTIONS

wFull spectrum of supply chain management

plan, procure, make, deliver

INDUSTRY.EADING
SOFTWARE PLATFORMS

AAI—powered, cloudnative, supply chain and
procurement software (Topanked by Gartner,

Forrester, IDC, Spend Matters)

DIGITAL TRANSFORMATIC
CHAMPION

GPioneer in harnessing new technologiesAl,
analytics, IoT, cloud that deliver outsized
gains in speed, productivity and savings, and

reduced risk

DIVERSE BUSINESS
ENTERPRISE

OMinority- and womanowned, NMSD<€ertified

organization

| D 2

@

Highly dedicated and well
trained global team

[

Unified Best Practices,

Reporting, Communication,
Education and Change
Management

GKS ¢g2NI RQa o0Sai

Unified Supplier Enablement
Methodology Across Regions
and Projects, Maximizing

Adoption

Global Time zones

4 BACK TO TABLE OF CONTENT
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BENEFITS TO SUPPLIERS

Unified Platform Greater Transparency

A Harmonized platform for all A Historical view of transactions
parties involved with Irwin Mitchell¢ online
A Reduced offline communication repository
back & forth A Accessible for anyone in your
A Faster processing times organization that needs to

A Highly trained customer support
team
A 24/5 Customer Support

No Fees

A No transactional / setup / license

fees

4 BACK TO TABLE OF CONTENT
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REGISTRATION WORKFLOWS

GEP Registration Email

Are you an No Email is NorEditable and
isting GEP [
existing used as Username Follow slides 19 to 25

User?

Registration page with

Username Input 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

4 BACK TO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION EMAIL

Registration Email Registration Form Verification Account Created Successfully
Action Needed: Irwin Mitchell has sent you an invitation to register with new Supplier Portal An email to register on GEP Business Network is
¢ received

comms(@smartprocurement.irwinmitchell.com © ] © Reply | © ReplyAl | > Fomard J @ E]

To @ Stalin Pereira Fri 7/25/2025 8:37 PM
@ If there are problems with how this message is displayed, click here to view it in 2 web browser.

1 /| £t A01 2y a/ ftA01 | SNB¢

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

Dear Stalin Pereira,

We hope this message finds you well.

We are writing to inform you about an exciting change to our business processes. To streamline our operations and enhance our business relationship, we have introduced a new supplier portal. This portal will enable
us to interact seamlessly, allowing you to send invoices and manage transactions more efficiently.

To continue our business activities without any interruptions, we kindly request that you register with our new supplier portal as soon as possible.

1 e click HERE of access the URL below to register on the GEP Network, and create your profile and access our new Smart Procurement platiorm.

https://businessnetworkuat.gep.com/BusinessNetwork/Index?oloc=570&bpc=NzAwMjl00TM1&culture=en-US&spc=NTUyMTY30&scc=NTUyMTY3MDQwMDAWMDM1&dt=Ny8yNS8yMDI1IDMEMDYENDnigk9QTQ2

Your prompt action to register will ensure that you have access and full visibility to purchase orders, and invoices in Smart Procurement. Should you encounter any issues or require assistance during the registration
process, do not hesitate to contact the GEP support team at support@gep.com.

Thank you for your cooperation and continued partnership.

Kind regards,

Irwin Mitchell

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

Registration Email Registration Form Verification >

Account Created Successfully >

0 Confirmation

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

7=

, 2dzQft

registration page

0SS NRdAziSR (G2 DIt

Since you already have an account with GEP

1 82d2Qff a8S (GKA& LINEYLI

I £A01 2y at NPOSSRé

4 BACK TO 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

(*lindicates required fields

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

*Legal Company Name
bndemo9820

*First Name * Last Name
Abhijeet A

* Password * Confirm Password

Disclaimer :

By registering and using the GEP Business Network 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 GEP.

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

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

a BACK TO 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 tohttps://businessnetwork.gep.com/

English

9GEP.QUANTUM

gital

1/ t6A01 2y aC2NB2G ! aSNy

Username
efficiency and provide real-
operational efficiency and
Next

Click here to register as a supplier

Need help? If you are a Supplier click here

Privacy statement « Terms of use

OGEPINEXXE e OGEPISMART e 9GEPICLICK
© Copyright GEP 2025

a BACK TO 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

9©GEP:QUANTUM
2 |/ tA01 2y GKS a{doYAdé o

Forgot password Forgot username

3 ||/ tA0O1 a&hY4pcanfrmatishS LI2 LI

—sta-lir;.;iereira@gep4con1 ‘

zognitive technologies

Need 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 e O9GEPI|SMART| 3
© Copyright GEP 204

a BACK TO 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

a BACK TO 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

a BACK TO TABLE OF CONTENT
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[EXISTING USER] REGISTRATION FORM O9GEP

Registration Email Registration Form Account Created Successfully

0 Confirmation

The entered username ma

a BACK TO TABLE OF CONTENT
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[EXISTING USER] VERIFICATION

Registration Email > Registration Form Account Created Successfully >

An (OTP) Ong&imePasscode will be triggered to th
email provided

11

9GEP

1 Enter the OTP

Code Verification: Verify your Identity 2 |/ tA01 2y GxSNATFe /2RS¢

Please enter the (OTF) One-Time-Passcode that has been sent to the email provided.

25 Seconds

a BACK TO TABLE OF CONTENT
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[EXISTING USERERIFICATION

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. |

a BACK TO TABLE OF CONTENT
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[EXISTING USER] ACCOUNT CREATED SUCCESSFULLY

Registration Email > Registration Form > Verification Account Created Successfully
Hi Home . .
e B Logout oy You would be logged into GEP Business Network

_ Monday | June 30, 2025 /
Client list
e — Registration(s) Bookmark t_hdmkfor future use
(https://businessnetwork.gep.comy/
IRWINMITCHEL ;
Register
MID western1( PC-2025.003770) ceti Paisi
My Profile
Complete Your Profile, View Now.
Other Links
‘= My Task How to
= WS Tutorial about this platform portal
My Tasks
You're all caught up!
@ English ~ No new tasks yet.
GEP
a BACK TO TABLE OF CONTENT
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https://businessnetwork.gep.com/
https://businessnetwork.gep.com/

[INEW USER] REGISTRATION EMAIL

Registration Email Registration Form Verification Account Created Successfully
Action Needed: Irwin Mitchell has sent you an invitation to register with new Supplier Portal An email to register on GEP Business Network is
¢ received

comms(@smartprocurement.irwinmitchell.com © ] © Reply | © ReplyAl | > Fomard J @ E]

To @ Stalin Pereira Fri 7/25/2025 8:37 PM
@ If there are problems with how this message is displayed, click here to view it in 2 web browser.

1 /| £t A01 2y a/ ftA01 | SNB¢

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

Dear Stalin Pereira,

We hope this message finds you well.

We are writing to inform you about an exciting change to our business processes. To streamline our operations and enhance our business relationship, we have introduced a new supplier portal. This portal will enable
us to interact seamlessly, allowing you to send invoices and manage transactions more efficiently.

To continue our business activities without any interruptions, we kindly request that you register with our new supplier portal as soon as possible.

1 e click HERE of access the URL below to register on the GEP Network, and create your profile and access our new Smart Procurement platiorm.

https://businessnetworkuat.gep.com/BusinessNetwork/Index?oloc=570&bpc=NzAwMjl00TM1&culture=en-US&spc=NTUyMTY30&scc=NTUyMTY3MDQwMDAWMDM1&dt=Ny8yNS8yMDI1IDMEMDYENDnigk9QTQ2

Your prompt action to register will ensure that you have access and full visibility to purchase orders, and invoices in Smart Procurement. Should you encounter any issues or require assistance during the registration
process, do not hesitate to contact the GEP support team at support@gep.com.

Thank you for your cooperation and continued partnership.

Kind regards,

Irwin Mitchell

Note: Do not forward this email as the link in the email is unique for each email address
a BACK TO TABLE OF CONTENT
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[INEW USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

9GEP ® Engish ~ 2d0tf 08 NRAZiSR (2 DOt

elicome LNe . . registration page
Welcome to the Register for Business Network

BUSINESS NETWORK

kescbeh40h\ )decodewp.com kesobehdfm decodewp.com 2dzNJ SYI Af GAff A8NDS

FOR SU PPI ERS l \’NOU|d be noneditable
*First Name (1) ‘ *Last Name (1) '
) . John |

Little
Unify Tasks Single L

*Country Code (D v ‘ *Phone Number ()

*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

a BACK TO TABLE OF CONTENT
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[INEW USER] REGISTRATION FORM

Registration Email Registration Form Verification Account Created Successfully

1 Add the basic fields and create password

@GEP @ English ~

Register for Business Network

(*indicates required fields

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

John Little

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

+91 (India) ~ 1234567890

© »passwo @ +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

a BACK TO TABLE OF CONTENT
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[INEW 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 kesobeh401@decodewp.com

2 ||/ ftA01 2y a{dzoYAGE

*First Name (1)
John ‘

*Last Name (1) ‘

Little
| = Country Code (1) | [*Phone Number (1) '
+91 (India) ~ ‘ ‘ 1234567890

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

a BACK TO TABLE OF CONTENT
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[INEW USER] VERIFICATION

Registration Email > Registration Form Account Created Successfully >

An (OTP) Ong&imePasscode will be triggered to th
email provided

11

9GEP

1 Enter the OTP

Code Verification: Verify your Identity 2 |/ tA01 2y GxSNATFe /2RS¢

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

25 Seconds

a BACK TO TABLE OF CONTENT
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[INEW 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. |

a BACK TO TABLE OF CONTENT
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[INEW USER] ACCOUNT CREATED SUCCESSFULLY

Registration Email > Registration Form > Verification
Home Home B Logout =
S— Monday | June 30, 2025
IRWINMITCHELL Registration(s)
IRWINMITCHEL ;
Register
MID western'( PC-2025.003770) oyalif Parira
My Profile
Complete Your Profile, View Now.
Other Links
= My Task How to
= WS Tutorial about this platform portal
My Tasks
You're all caught up!
@ English ~ No new tasks yet.
GEP

Account Created Successfully

You would be logged into GEP Business Network

Bookmark thdink for future use
(https://businessnetwork.gep.con)/

4 BACK TO TABLE OF CONTENT
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https://businessnetwork.gep.com/
https://businessnetwork.gep.com/

5 BACK TO TABLE OF CONTENT OGEP
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REACH SUPPLIER PROFILE

Reach Supplier Profile Update Contact Information > Submit Changes >
Home Home B Logout A e AR 4 oA A
- Monday | June 30, 2025 1 || {SEsS0ou UKsS ylhys 2% ez2d
Client list [ A&dé
1| IRWINMITCHELL Registration(s)
IRWINMITCHELL2 ;
MID western’ (PC-2025.003770) Regicter Stalin Perei
: alin Pereira
My Profile
Complete Your Profile, View Now.
Other Links
‘= My Task How to
S Tutorial about this platform portal
My Tasks
o
You're all caught up!
® English ~ No new tasks yet.
powered by
9GEP

a BACK TO TABLE OF CONTENT
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REACH SUPPLIER PROFILE

Reach Supplier Profile

Update Contact Information

>

Submit Changes >

User Manual on how to use the platform

Hom :‘F‘z’xl’;"&“l‘;thELL © HepCener @ | B Logou @ L1 EAO1 2y GwSOASH t NEBTF)
Clientlist ® supplier profile with Irwin Mitchell
IRWINMITCHELL

9GEP

Profile Reminder

ARRINO ©oicw Profile My Tasks ©®

Access your client-specific profile by clicking ‘Review Profile’
Other Links
= My Tasks Relationship Summary

Invoice (44)

V)
You're all caught up!
No new tasks yet.
@ Links & Documents
® English v ©
~‘«)GEP B GEP Business Network User Manual

a BACK TO 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 [SIIVIEM Auction  Analytics g | 7 (B e

Workbench / Supplier Profile The Supplier profile opens up
TEST RAJ SUPPUER £ Discussion Forum 1

In case you would like to make changes to

SECTIONS (9~ Basic Details 1 Fye AyT2N¥Yl GA2y Ay (K
t NBETAL S¢

(p))

* 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 (1)
- 0 0 - -

Website Supported Language

a BACK TO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Workbench / Supplier Profile 9 Disussion o m
iscussion Forum Cancel e . » D & d ¥
TEST RAJ SUPPLIER CEEER p ||/ KSOT Yy R dZlREGS af 2yd
required
SECTIONS (9 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
*Identification Information
*Business Information
seloct o | MAKES L ame ir= | cLastName 4= ‘Emailld v=  Cod 1= | Smus U= | Designation (1= | PrimaryPhonelt=  Save o1 Invite 41
+Contact Information (4 A Seleet VT oy irstName ¢ astName mailld & ode ¥ atus esignation rimary Phone & ave nvite
{EE O _“‘9 Rajalakshmi Supplier rajalakshmi.iyer..  CC-2025.004458 Registered 478184918
ed 1 O LOy 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 Defauts () 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
a BACK TO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Waorkbench / Supplier Profile

TEST RAJ SUPPLIER EEEE - e =l

To add team member(s) in the profile

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

“Basic Detals 1 /| £t A0 2 ! RRé¢ odzid2
@ The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile 1‘ y- )/

*Identification 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
Losston O 8y Rajalakshmi Supplier rajalakshmiiyer..  CC-2025.004458 Registered 478184918 &

0 ,Qy Shubhangi Supplier shubhangikara.. ~ CC-2025.004573 Registered ) oy
Related Content b

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

4 b
*Banking Information
Location

@ Manage Location Defaults () Add ] 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
a BACK TO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Workbench / Supplier Profile

: B Discussion Forum Cancel
TEST RAJ SUPPLIER RS 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
Losaton O 5 Rajalakshmi Supplier rajalakshmiiyer..  CC-2025.004458 Registered 478184918 &
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 @
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

a BACK TO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

Workbench / Supplier Profile .
: £ Discussion Forum m .
TEST RAJ SUPPLIER [eaiieeey 1 Enter the team member(s) contact details
SECTIONS (®  + Contact Information (5) 0, Invite Supplier (@) Add [ 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 4t= | Code W= Saws t= | Designation (1=  PrimaryPhonelt=  Save It Invite It
< Losation O S Rajalakshmi Supplier rajalakshmiiyer..  CC-2025.004458 Registered 478184918 El 4
O 5, Shubhangi Supplier shubhangikera. ~ CC-2025004573  Registered = 5
Related Content
0 LQﬁ Stalin Pereira stalin.pereira@g..  CC-2025.004584 Registered El S,
*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 = 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
a BACK TO TABLE OF CONTENT
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UPDATE CONTACT INFORMATION

Reach Supplier Profile Update Contact Information Submit Changes

In case you would like to delete any contact from
® + Contact Information (5 0, Invite Supplier 2 Delete , p o - ,
© ®) & ® W G/ 2yilOG LYF2NXEGA2YE
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 B R o
2 |/ tA01 2y 458t SGS¢
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 J h L-nl L el i ol Fa LaValal =4 nr\‘:n:_ L i ol . . . . .
g =p o e E 3 A confirmation popup will confirm deletion
Success
1 S Test User
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 7= 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
B B a BACK TO 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
(©®  + Contact Information (4) 2 | 0, InviteSupplier | (@) 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 Mt?rk & | ‘FirstName 1= | *lastName 1= *Emailld (= Code = | Satus 7= Designation {t= | PrimaryPhonelt= = Save 1 Invite 1
Primary
0 o Rajalakshmi Supplier rjalakshmiiyer..  CC-2025.004458  Registered 478184918 B ok 2|/ tAO0l 2y aLygAus { dzJLix
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

a BACK TO TABLE OF CONTENT
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SUBMIT CHANGE REQUEST

Reach Supplier Profile

Update Contact Information Submit Changes

(IMjirw'lnmitcheII Catalogue  Sourcing  Contract  Purchasing  Invoice [EIDMISM Auction  Analytics

C ARG e . Once all the required changes are made, click

2y a{dzoYAlE
Workbench / Supplier Profile

TEST RAJ SUPPLIER I 3 v (v < | [ { 1| [

SECTIONS (© v Basic Details

2 A success prompt shows up

*Basic Details * Indicates required fields

*|dentification Information

*Legal Company Name (1) Formerly Known As ) . Partner Status 'Dues your company have a DUNS number? (i)
TEST RAJ SUPPLIER - Doing Business As GEP Registered Select i
*Business Information - - -
(= Discussion Forum More w } I Cancel l m
* Contact Information (4) .
v Identifical
*Location
For UK re
Related Content , — -
available.
*Diversity & Certificates Success
pbdate supplier contacts, define roles and designate any contact as primary to the supplier profile Profile has been submitted successfully.
Notes and Attachments .
v Business
*Banking Information
* Disability Owned
Yes *Last Name 7= *Emailld = Code = Status IT= Designation 7= Primary Phonelt = Save 4| Invite 47
*small Medium Enf Supplier rajalakshmi.yer..  CC-2025.004458 Registered 478184918 E] Ao
Yes
Supplier shubhangi.kara... CC-2025.004573 Registered = _’
Currency Pereira stalin.pereira@g.. CC-2025.004584 Registered E] o
[t kesobehd401@d..  CC-2025.004585 Registered Jop
User testuser@gmail ... Non-Invited = ,_O&
a BACK TO TABLE OF CONTENT
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5 BACK TO TABLE OF CONTENT OGEP

PURCHASE ORDERS (PO)



ACCESSING THE PO

Reach PO Check Details >

[ Logout a Login to GEP Business Network

Home Home/Client List

[RWINMITCHELL

® HelpCenter @

Clientlist .
Bookmark thdink for future use

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

Profiles: TEST RAJ SUPPLIER Create @ G E P
Profile Reminder ;

: ; S e o 5 Review Profile
Access your client-specific profile by clicking ‘Review Profile

1/ 6A01 2y at dzNDKF&a$ hNR

My Tasks @ View all tasks

A P0-2025-008244 Pending since 164 days
Relationship Summary Purchase Order Action Pending
A P0-2025-008245 Pending since 164 days
Sanhsmcts (1) Purchase Order Action Pending
Invoice (44) A P0-2025-008246 Pending since 164 days Note: All POs sent by Irwin Mitchell will be auto

Purchase Order Action Pending |- (31 y 2f SRISR Ad‘CQ@ﬂédﬁ gAGE G
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

S o @ Links & Documents
glish ~

s 2 GEP Business Network User Manual

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

ACCESSING THE PO

Reach PO Check Details

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

¢CKS at dZNOKF aAy3aé g2NJ] 0o

ur
<
e

Purchase Order Workbench

Purchase Order

Accepted 96 ‘ Cancelled 3 ‘ Closed 1 ‘
Q, search T
< { Order Name ] [ Order Number v ] [ Item Number Vv ] [ Supplier ltem Number v ] [ Created By Vv ] [ Match Type ] [ Created Between ] [ Need By Date v ] [ Purchase Type Vv ] Et
Order Number 4= Order Name 4= | Created By = | Created On ir=  Supplier Name ir= | Supplier Contact i

| 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  Po-2025009913 Rl test Rajalakshmi lyer 06/19/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

[0  PO-2025.009868 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
a BACK TO 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
functionality

Purchase Order Workbench

Purchase Order

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 IT=  Order Name t= | Created By = | Created On 4r=  Supplier Name 4t=  Supplier Contact 4T= | Currency s
O  Po-2025.010087 P0-2025.010087 William Heathfield 07/01/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier GBP
O  Po-2025.01007% 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
a 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

a BACK TO 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

- - [

Q. Search

KS ahNRSNJ bd

[atN

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
a BACK TO TABLE OF CONTENT
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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
a BACK TO 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 L Eeeleth I tAO1 2y d.FAar0 58GHAE

! details
==k * Indicates Required Fields
*Supplier Details Order Number Version Order Author *Qrder 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» Qunnliar Nataile
v Basic Details
+Indicates Required Fields
Order Number Version Order Author *Qrder 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
a BACK TO 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 o , . A .
1|/ fA01 2y a{dzLdLX ASNJ 5S4
) 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
a BACK TO TABLE OF CONTENT
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CHECK DETAILS

Workbench / Edit Purchase Qrder

* P0-2025.010087 2

SECTIONS (© v Delivery and Invoicing Details

*Basic Detals * Indicates Required Fields

*Supplier Details

*ship To Ship To Address
[rwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT
*Delivery and Invoicing Details
: : *Bill To Bill To Address
*Line Details Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT
Terms & Conditions

v Delivery and Invoicing Details

* Indicates Required Fields

7 Comments & Attachments

Adhoc ShipTo
Add

Contact Email

Adhoc ShipTo
Add

Contact Email

Total Amount

GBP 1,000 v

Contact Phone

Reach PO Check Details

/I ftA01 2y a5SftAOSNE YR
view the details

Contact Phone

Deliver To

4 BACK TO 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 Total Amount It AO1 2y a[AyS 5SulAta
omments & Attachments 1 details
P0-2025.010087 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
I | Irwin Mitchell LLP Riverside East 2 Millsands Sheffield GB S3 8DT - - Note: For any Changes requ”'ed on the PO, you
i ier Detai . .
i need to reach out to yourwin Mitchell Order
«Deli i ; Contact
Delivery and Invoicing Details < Line Details
*Line Details
Terms & Conditions
a [ Line Number 1| *Item Name it lten Requisition Link Referenced Documents | Staht
w Line Details @ Manage Columns
: . - . g = Document
al d Line Number 4T *ltem Name 4 Item Description 41 Requisition Link Referenced Documents Status Hierarchy
O 1 Laptops View Accepted View

a BACK TO 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

ipTo ipTo ‘ Adhoc ShigTo /I tAO01 2y G¢SNXa 3 /[ 2yR
+Supplier Details 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 v Line Details E Manage Columns
. - L Document
A ‘ O Line Number 41 *ltem Name 41 ltem Description 41 Requisition Link Referenced Documents | Status T
O 1 Laptops View Accepted View
4 G »
v Terms & Conditions
O Name it= | AddedBy 1= | Added On =
O T&Cs 04/28/2025 6:58 AM
a BACK TO TABLE OF CONTENT
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PURCHASE ORDER STATUSES

PO STATUSES EXPLANATION

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

4 BACK TO TABLE OF CONTENT
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5 BACK TO TABLE OF CONTENT OGEP

INVOICES



CREATE DRAFT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice
Purchase Order Workbench
Purchase Order Click on the PO number to open it up
Accepted 96 ‘ ‘ Cancelled 3 ‘ Closed 1 ‘ Note: PDF copy of the invoices can be emailed
to OCRProd.IrwinMitchell@gep.com

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 Vv ‘ | 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 RI test Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

[0 | P0-2025.010037 Copy of Rl test Rajalakshmi lyer 06/27/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

[0  P0-2025.009936 Copy of Rl test cancellation of the Rajalakshmi lyer 06/20/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

O P0-2025.009913 Rltest Rajalakshmi lyer 06/19/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

O P0-2025.009868 Amended PO Shubhangi Karande 06/16/2025 TEST RAJ SUPPLIER Rajalakshmi Supplier

a BACK TO TABLE OF CONTENT
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CREATE DRAFT INVOICE

im 1irwinmitchel

Workbench / Edit

SECTIONS
*Basic Details

=Supplier Details

*Line Details

Terms & Conditions

Catalogue

Create Draft Invoice

Add Details

Add Attachment

Submit Invoice

Sourcing  Contract

Order

 po20250 1

(©  ~ BasicDetails

* Indicates Required Fields

Order Number
P0-2025.010087

*Delivery and Invoicing Details

*Currency
GBP : British Pound . GBP

v Supplier Details

* Indicates Required Fields

*Supplier Name

Invoice  Supplier  Auction  Analytics
Version Order Author
0000 William Heathfield
* Order Contact *Purchase Type
Caroline Jones GL

Supplier Code Supplier Phone

! Comments & Attachments

*Order Name
P0-2025.010087

*Unit
Irwin Mitchell LLP

Supplier Email Id

Total Amount

GBP 1,000 v
Created On Interface Status
07/01/2025 AcceptedByERP

Supplier Contact

To create an invoice, the PO needs to be in

a! OOSLIESRe adlt Gdza

Ly ¢

)2 ]

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

a BACK TO TABLE OF CONTENT
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CREATE DRAFT INVOICE

Create Draft Invoice Add Details > Add Attachment >

Submit Invoice >

0 Confirmation

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

/| £tA01 a,Saé¢ 2y -ipKS OQz2y

4 BACK TO TABLE OF CONTENT
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CREATE DRAFT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice
c Invoice Workbench / Invoice Total Amount \
. ) Comments & Attachments more v m m
Test Invoice 23 GBP 1,000.00 « = |y AY@2A0S Ay G5NI Fhé a0
Scanned Invoice

SECTIONS @ v 1 The different sections of the invoice can be

. ) navigated from the left panel

canned Invoice

Upload your files
*Basic Details

*Supplier Details

Click here to select your files

Limited tofile(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

*Payment and Delivery Details
Note: If you need to save progress while

SYGSNAYy3I RSOFAT &z &2dz
button and continue later

Stakeholder Details

Line Details

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

a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

w Basic Details
¢tKS aSO2yR asSOuAz2y Aa o.l

* Indicates Required Fields
"+ Invoice Name . *Invoice Number [ *Invoice Amount Currency Invoice Type 1 * Supplier Invoice Number

Test Invoice INV-2025.003227 0 GBP:British Pound . GBP Standard 123456 A , . . o
: : L9V USNI a{ dzZLILX ASNI Ly @2Ac
Invoice Creation Date * Supplier Invoice ... (0 Supplier Name [ order Number . Purchase Type Scheduled Payment Date generated In your SyStem

07/02/2025 2 8 07/02/2025 TEST RAJ SUPPLIER P0-2025.010087 GL 11/16/2052

Net P A . A - =
T , || 9YUSNI a{ dzLILX ASNI Ly @240

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 . : . .
LC.2025-132388 : Loc... ‘ GEP Rl,hwkfjgfn,India Remit To Location Phone will be flipped from the PO

Supplier Contact Supplier Email Supplier Phone No.
Rajalakshmi Supplier rajalakshmi.iyer@gep.com 478184918

‘Supplier Tax Identifi... O~ ‘

a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

v Stakeholder Details ¢CKS FTAFTUGK &aSOGA2Y Aa & Ay
flipped from the PO

*Indicates Required Fields

Order Contact Buyer Email / Phone 1 You can download the line details by clicking
Manika 1Business User manika.sharma@gep.com 2y GQO9ELRNIL 511 Gl ¢
v Line Details D Add 1 | [ xportdata | ([ ManageColumns  [F

A Select !1  LineNumber 7=  Item Type 1= | LineType 't=  PriceBasis *= PO Line Number = | ltemNumber = | Supplier ftem Number 4*= | Item Name
0 1 Material Material Quantity 1 1est
0 2 Material Material Quantity 2 test
0 3 Material Material Quantity 3 test
0 4 Material Material Quantity 4 test
4 G J

a BACK TO TABLE OF CONTENT
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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 i | LineNumber =  [tem Type e
1 1 Material
O Z Material
O 3 Material
O 4 Material

LineType 1=
Material
Material
Material

Material

{ G

Price Basis
Quantity
Quantity
Quantity

Quantity

=

2 EI Delete
PO Line Number
1
2
3
4

[ Export Data

s

Item Number {t=

[Ta Manage Columns

Supplier Item Number .+ =

(fy Duplicate Invoice

Item Name
test
fest
test
test
b

For partial invoicing

1 Select the line(s) you would like to delete

/| £t A01 2y aGa5StSGS¢é¢ o6dzii
2 from the invoice. Deleted line(s) would be
available to invoice next time

a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment

Submit Invoice

Bill To Bill To Address
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 it= egory = | UOM 4= StartDate 4v= EndDate t= | NeedByDate W= | Item Source = UnitPrice

O 1 DIT SERVICES Day 01/19/2025 Hosted and Internal
O 2 TOP te & 07/03/2025 & | 07/04/2025 Hosted

All the details are flipped from PO

Lo

130

106,439.63

o

-<

(et

w» O
m =

ax
- U
- O
N

Uy ¢
M- M

<
TN
Q
© —~
< 0
e Z
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

Py TR TV Terrrere

>

In case of Material, you can make changes

[rwin Mitchell LLP Riverside East2 Millsands,Sheffield,GB,S3 8DT
1 avdzl yaAlecé
Bill to email Bill To Phone Payment Terms ' Bank Details
- Pay When Paid View Information

In case of Services, you can make changes|in
a! YAl t NROSE

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 i Item Source it Unit Price 1= | Quantity W= | Sub-Total Lt=  Taxes = | Line Total

O 1 2025 Hosted and Internal 150 1.00 AddTaxes 130
O 2 Hosted 106,450.65 1.00 106459.65 AddTaxes  106,459.65

4 L] b

All the details are flipped from PO
a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

Fdy ¥iiicii raiu VICW i iduui
1 ¢2 FTRR !¢ G2 I fAyS:
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 (7= lyDate 1= Item Source 1= Unit Price = | Quantity W= | Sub-Total 1= Taxes {+= | LineTotal

1 2025 Manual 100 10,00 1,000 Add Taxes | 1,000

O 2 2025 Manual 100 1000 1,000 AddTaxes 1,000

O 3 2025 Manual 100 1000 1,000 AddTaxes 1,000

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

4 ] [

All the details are flipped from PO
a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >
[?| Taxes % . . .
TAX 15 50 A dialogue box will open allowing you to add taxes
= on the selected line item
P Add [[1] Delete
Tax Code taxType Tax Description Tax Rate Tax Amount 1 /£ A o 1 2 y_ gl R |VQ8 o lej L,J 2 )/
Enter Tax Code | VAT ~ Input-12.5%IMUK 125 0
10
0
oo , || Select the applicable tax code from the drop
2 | no down menu
1102
1104
— 3 / £tA01 2y a! LI &¢

a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

Input — Zero rate IM UK A Choose 111 for standard rated supplies to M
LLP
111 01 VAT 20 Input - Standard IM UK A Select 110 for zeroated supplies
A For standard rated supplies to Ascent
112 01 VAT 0 Input — Exempt IM UK Performance Group Ltd, use 161; .
A For zererated supplies to Ascent, pick 160.
. A Refer to the table above for other options.
114 01 VAT 0 Input — Outside Scope IM .
A If you are uncertain, please contact
UK L
Purchase.Ledger@irwinmitchell.com.
116 01 VAT 5 Input - 5% IM UK
161 06 VAT 20 Input — Standard Ascent
164 06 VAT 0 Input — Exempt IM Scotland
170 07 VAT 0 Input — Zero rated IM
Scotland
171 07 VAT 20 Input — Standard IM
Scotland
172 07 VAT 0 Input — Exempt IM Scotland
174 07 VAT 0 Input — Outside Scope IM
Scotland

a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment > Submit Invoice >

I?| Taxes

TAX X

12.5% To delete any added taxes
]ﬁ[ Delete
Tax Code Tax Type Tax Description Tax Rate Tax Amount 1 Select the tax by clicking on the check box
17 + VAT ~ Input-12.5% IM UK 12.5 125
2 |/ tA01 2y a5StSGSé odz

a BACK TO TABLE OF CONTENT
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ADD DETAILS

Create Draft Invoice Add Details Add Attachment Submit Invoice

¢ Invoice Workbench / Invoice e . Total Amount
Test Invoice EZ3 TIEEEEE 11 GBP 4,125.00 v m o i

O
N
(@]
@]
—
o=
No
[autN
ey
w»
Q
ax
>
O«
ot
w
et

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

9YGiSNJ 6KS aGLYy@2A0S 1yYyz2
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 toPurchase.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... () 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

a BACK TO TABLE OF CONTENT
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ADD ATTACHMENT

Create Draft Invoice Add Details Add Attachment Submit Invoice

(IM}irwinmitchell Catalogue  Sourcing  Contract [MGI(=EEIEN Invoice  Supplier  Auction  Analytics 5 oA , o - . <A, | A -
1asS a{OFIYyyYySR LYGB2A0S¢e asc

3 Invoice Workbench / Invoice . e o At copy of your system generated invoice
Test Invoice B3 ormenis SRS GBP 4,125.00

m
=
N O«

SECTIONS (© v Scanned Invoice

Scanned Invoice
Upload your files

*Basic Details

*Suppler Details Click here to select your files | Browse |

. ; ;
Rhablh S e 1 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 Note: It is mandatory to upload the soft copy of your

invoice for submission

Stakeholder Details

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 4125 GBP:British Pound . GBP Standard 123456

a BACK TO TABLE OF CONTENT
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ADD ATTACHMENT

Add Details

Create Draft Invoice >

v 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 atime | Supported file formats: PDF

v Basic Details

* Indicates Required Fields

INV234.pdf
Uploaded: 214.658 KB

Add Attachment

Submit Invoice >

The pdf copy would get uploaded

=

Click on bin icon to delete and reupload file (i

! required)
1 .II‘

2|/ tA01 2y 652ySé

*Invoice Name * [nvoice Number *Invoice Amount Currency Invoice Type *Supplier Invoice Number
Invoice for Screenshot [NVGFP2025.002724 3827 LJSN:11S Dollar Standard [NV234
a BACK TO 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

a BACK TO TABLE OF CONTENT
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SUBMIT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

A Invoice Workbench / Invoice Total Amount
. B G & Attach 1 i = . _ ;o P «
Test Invoice 23 omments & ATAAMENS - GBP 4,125.00 v 1] /tA0] 2y G{doYAilé G2 &

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.

a BACK TO TABLE OF CONTENT
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SUBMIT INVOICE @GEP

Create Draft Invoice Add Details Add Attachment Submit Invoice

A confirmation popup comes up

0 Confirmation

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

oe

4 BACK TO TABLE OF CONTENT
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SUBMIT INVOICE

Create Draft Invoice Add Details Add Attachment Submit Invoice

{IM)irwinmitcheII Catalogue  Sourcing Contract Invoice  Supplier  Auction  Analytics C
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 ‘ “_ > 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...

a BACK TO TABLE OF CONTENT
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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

a BACK TO TABLE OF CONTENT
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CREDIT MEMO



CREATE DRAFT CREDIT MEMO

Create Draft Credit Memo Add Details Add Attachment Submit Credit Memo

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

Invoice Workbench

Invoice

I £tA01 2y G{ dzLJLX ASNI Ly

z q 2 . .
Supplier Credit Memo Supplier Non-PO Invoice Invoices
‘ Processing In Progress 23 ‘

Q) search

Exception 17 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 Rl test Credit memo PO invoice Standard TEST RAJ SUPPLIER PC-2025.004142
INV-2025.002476 PO-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

a BACK TO TABLE OF CONTENT
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CREATE DRAFT CREDIT MEMO

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

1 You can filter by invoice statuses

You can filter invoices by listed attributes as
well

a BACK TO TABLE OF CONTENT
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