(I Bristol Myers Squibb’

Guide on invoice submission with additional NORMAL PO line

This guide is applicable to you when:

- your charges related to a single PO line but are subjected to different VAT rates
- wish to segregate your expense as per your ERP, but BMS did not issue the order with
dedicated PO line for that specific expense

Please do NOT add additional NORMAL lines on your invoice submission if you need to add special
lines for freight, packaging, admin charges, fuel surcharges, carriage, insurance, or any other extra
fees that were not originally accounted for on the purchase order. For these expenses, please
select ‘Special line’ addition.

> Select ‘Convert PO’ before the invoice submission

PO Convert #0082047993 O el

i Acoepbed

PO NUMBER 0082047993
TN Buyer Number:
AAA925189235

PO Date: 28 February 2020
Currency: Pound Sterling

PO FROM POTO Reference numbers
BMS Pharmaceuticals L TAT EUROPE LIMITES Delivery Date: 30 March 2020

BIAS Pluar
ancierson Road ACCOUNTS DEPARTMENT 55 WELLS STREET
ridg LOKDOK

PO SHIP TO

BME Pharmaceuticals L
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» Fill in your invoice number and select the applicable VAT rate then click on ‘Create
invoice’

PO Convert #0082047993 i ddiloss

Create mvoice

Erter imvpice rambert

Salect PO fine iems lo use

Apoly tan code 10 telected Tems

PO Line Mumber Par code Descngtion ity Lighd Lt price et armount L Qiy Unit price Tan raieg

iy L 1 DO Linm 1,GE1 OEDD 1,587, 04 a 1,006

250 VAT o1 Z0% v

» On following screen, check the introduced details then click on ‘Confirm’

PO Convert #0082047993 Difp Wihmispue

Create imvoice

Ineoice pumber

TEST4567

PO Lne Nombar Far Cascnprion Qny Lot Linit price Taw ratm Tax amount Nt amourt GIOLT AMoanT

cods
0000 Job UK EN MER 1.000 Uni 250. 00000 20.00 5006 250,00 300.00
Summary
Niv. of =g
Nt motsl GEP 250.00
T ol GBEF 50.00
Gizes wial GEP 10000
BACK | CORE M
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> Click on below ‘Edit’ button at the end of the PO line

Invoice items

(i Bristol Myers Squibb®

Item

m Job UK EN MERCURY ELIQUIS WEBS CAP Q.M

Quantity / Unit

1/ Unit

Price Line amount Total

300.00000 300.00 300.00

> Select highlighted line: “Click here for additional line level information such as
PO/Delivery details, discounts and other additional information”

Line item type @

Goods -
Product code @ Product description® @
Star typing to sean Job UK EN MERCURY ELIOL @

Unit* @

Unit

Tax type*

Zero Rated

na

[o Click here for additional fine leve!

information such as PO/Delivery details, discou

nts, and other additional -r:"r.’r".n'.l’r—l

Quantity* Price* @
- @ 1.000 300.00000
Tax amount @

- 0.00

0

Line amount

Discount

Tax

Total

300.00

0.00
0.00

300,00

Bristol-Myers Squibb Company | EDI Web-form document submission Tungsten = 3



(i Bristol Myers Squibb®

» Take a note of the PO number and PO line number on below highlighted two fields.
These two numbers must be exactly the same on the additional PO line that you will be
adding!

° Click here for additional line level information such as PO/Delvery details, discounts, and other additional information
PO number @ PO line number @ Additional information @
Discount @

0082047993 00001

0.00
Delivery note number ig o~ Discount % @

0.00
Delivery start date Delivery end date

L] L

The fields below have been added by your buyer.
Line amount  300.00

GL number @ Cost centre Part category Part number
Discount 0.00

European Article Number Tax 0.00

Total 300.00

ove

» Click ‘Add’ displayed under the existing PO line

Imvoice flems
fem Chzandity / Unit Prce Line amourt Total
oib U EA MERCUSIY ELSGLES WEBS CAP O, M Lnn 268 OB £ £ >
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» Specify here the second line details (amount, tax, product description) then click on the
“Click here for additional line level information such as PO/Delivery details, discounts and
other additional information”

Wolce nem
------------ bty /! Linig Prca Line amount fal
L = i
Proouct code B Paoaduct descrigtion” & Diprt Crdmminty Price" &
< o
Tas Type CER L ud * J
a9
IO ] it g i : - I
L 5 U o
Diis t 0100
GANCEL Toted 15000

» Paste the PO number and PO line number on below highlighted fields (the PO number
and PO line number must match exactly with the PO and PO line number of the original
PO line, please do not overwrite these!). This step is very important for the additional line
to be recognized by Tungsten. Click on ‘Save line item’

& k hase Tar adeiinnid e kv al Al PO Dielinery fetai
PO number @ PO line nurnber @ Bodrional mformanon @ :
[ n i
alivary Faie Fumiber ) Discc A 9
) il gat K ate
= =
The fietds below have been added by your buyer
] i S0
i e i Loy coantre P& CATEQITY P& Murnbe
v nt Q.00
oo
0 15000

o SN
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» The second line will appear as shown below:

Invoice items
ftem Quantity / Unit Price Line amount Total
07 Job UK EN MERCURY ELIQUIS WEBS CAP T, M 1/ Unit 250.00000 250.00 300.00 e
02 delivery 1/ Each 150.00000 150.00 15000 e

o Invaice saved

» Click on ‘Send’

Sumimary
Invoice £E)
Totad rest £00.00
Timnl tax BE OO
0 CRAnGgE
Total gross 450.00

> You will receive a confirmation for the successful submission of the invoice

| @ imoce s s
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