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 Table of contents
 Step 1: How to accept a Purchase Order?
 Step 2: How to submit an invoice?
 Step 3: How to check invoice status?
 Procurement One Place Team contact details
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 How to accept a Purchase Order?When a purchase order arrives in your WOI portal, you must accept it before submitting the invoice.
 Please note, that all line items must be accepted even if you will invoice 1 purchase order item.
 Click the “Open” button to open thechanged purchase order
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 To accept thechanges youmust firstopen the lineitem. To dothis click theline itemnumber(00001)
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 When a purchase order arrives in your WOI portal, you must accept it before submittingthe invoice. Please note, that all line items must be accepted even if you will invoice 1
 purchase order item.
 Click the “Iaccept thisitem” buttonto accept thechanges
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 For some countries the procedure to accept a Purchase Order is different.
 The option is “Create Purchase order Acknowledgement from Purchase Order”.
 Please go to the ‘Purchase orders’ menu and open the purchase order you would like to accept.
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 On the next page (‘Purchase orders, details’) please, scroll down until you see the button for‘Create purchase order acknowledgement from purchase order’.

Page 8
                        

© 2009 IBM Corporation8
 Please, click on ‘Create purchase order acknowledgement from purchase order’.
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 On the next page please, click on ‘Accept all’ if all items contain correct data and click ‘Continue’.
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 On the next page you can introduce any information into the ‘Acknowledgement text’ field.
 If all data is correct, please, click on ‘Submit’.
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 You will be presented a final review on the purchase order acknowledgement.
 If the details are correct, please, click on ‘I agree’.
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 Table of contents
 Step 1: How to accept a Purchase Order?
 Step 2: How to submit an invoice?
 Step 3: How to check invoice status?
 Procurement One Place Team contact details
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 You will arrive back the to initial ‘Purchase orders details’ page.
 Because the changed Purchase Order hasnow been accepted, you have the option tocreate an invoice
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 Invoice Date: The invoicedate in WOI is the invoiceissue date. The invoiceissue date is a current datethat applies at the point intime that you load yourinvoice data into the WOIsystem, ready fortransmission to IBM. Theinvoice date must not bebackdated to an earlierdate.
 Tax date: The invoice taxpoint or time of supply dateis that date when atransaction takes place forVAT purposes. The invoicetax point date may be thedate you complete yoursupply of goods or servicesto IBM, the date on whichyou receive payment fromIBM, the invoice date, orsome other date. The taxpoint date will depend onthe tax rules applicable inthe country where you areVAT registered for thepurposes of making yoursale to IBM. It is yourresponsibility to correctlyidentify the tax point date.
 Invoice type: Invoice or credit. Thedefault value for this field is invoice. Whenyou want to create a credit note, pleaseselect credit
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 Invoice create date: Date ofinvoice submission, that is thedate when the simulate submitis performed
 Invoice arrived date: Datewhen WOI has received thesuccessful posting response.
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 Table of contents
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Page 24
                        

© 2009 IBM Corporation24
 How to check if your invoice has been correctly submitted?
 - Go to “Invoices and credits”, then select “Supplier invoice number”, type your invoice numberand click on Go. You should see the invoice in status “Submitted”.
 - In 5 working days, the status should change to “Arrived Signed” - this means that it has beenaccepted by IBM and will get paid according to the payment terms of your Purchase Order.
 - If the status does not change in more than 5 days, please contact us athttp://www-304.ibm.com/partnerworld/wps/pub/pwes/SupplierWorld
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 Table of contents
 Step 1: How to accept a Purchase Order?
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 Step 3: How to check invoice status?
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 Procurement One Place Team Contact Details
 Take advantage of our tools and capabilities, available at IBM Supplier World Portal at:
 http://www-304.ibm.com/partnerworld/wps/pub/pwes/SupplierWorld
 For any technical issues in the WOI Portal and invoicing related questions, contact us, using oneof the three options below:
 - Live Chat
 - Contact us via phone
 - Submit an online request
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 THANK YOU!
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