Novartis Procure-to-Pay

PriruCka pre novych dodavatelov

Onboarding Package
Slovakia

Contact P2P Solution Center:
R2P.SK@novartis.com
+421 250 706 250
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S poteSenim vas vitame <ako nového
vazeného partnera spolo¢nosti Novartis.
Informéacie v tejto prirucke vam po
porozumiet’ nasim zasadam a pos
pri zabezpeCovani vCasnej platby
faktur.

We are pleased to welcome you as ¢
valued Partner to Novartis. This le S
intended to assist you in understand'rng\our;,g‘i
policies and procedures for ensuring_tgbl’iwely"“('
payment of your invoices. . O
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Procure to Pay
(P2P) prehlad

Proces Procure to Pay

Proces ,Procure to Pay” (skratka P2P) zacina
vytvorenim objednavky (Purchase Order — PO) a kon¢i
preplatenim faktlry. ReSpektovanie nasledujdcich
postupov ulah¢i v€asnu platbu vaSich faktiar a zaisti
dodrzanie finan¢nych a danovych poziadaviek.

Ako prebieha ,,Procure to Pay“ proces v
Novartise?

Servisné stredisko spoloc¢nosti Novartis so sidlom v Prahe
spracovéava faktlry a zabezpecuje komplexnl podporu
P2P procesu. Platby je opravnena spracovavat’ aj nasa
vlastna banka v Luxembursku, ktora funguje pod ndzvom
Novartis Investment S.a.r.l.
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BlizSie informacie o komplexnom procese P2P

Na objednéavke (PO) vvystavenej v objednavkovom systéme je
uvedeny druh, mnozstvo a dohodnutéa cena. Objednavka je
generovana automaticky po Uplnom internom schvaleni.

4 Objednéavka predstavuje zavazok spolo¢nosti Novartis zaplatit’
OBJEDNAVKA dodéavatelovi za dohodnutych podmienok uvedenych v potvrdenf{
objednavky a po potvrdeni/zaevidovani dodania tovaru/sluzieb.

Pokial budete poziadani o to, aby ste predlozili doklad o
, dodanf tovaru alebo sluzieb, uistite sa eSte pred vystavenim
DOKLAD O DODANI faktlry o tom, Ze prislusné informacie boli oznamené Vasej

TOVARU/S |_U2| EB kontaktnej osobe v spolo¢nosti Novartis, aby nedoslo k
oneskoreniu platby. Medzi doklady o dodavke patria napriklad

Casové vykazy, dodacie listy a pracovné rozvrhy.

Novartis ponika dve moznosti spracovavania faktir:
1 Ariba Network — platforma pre elektronickd fakturaciu, ktora

SPRACOVANIE umoznuje nasim partnerom vyuzivat vyhody:
- * Zabezpeceného a garantovaného dorucenia faktary
FAKTUR +  V&asné uhradenie faktury

2 Manualne spracovanie faktar

Faktlry st hradené na zéklade dojednanych platobnych

S\ podmienok uvedenych vo vasej objednéavke a ich splatnost’ sa
PLATBY pocita od datumu dorucenia faktiry do nasej podatelne. Pre
zaistenie riadnej platby uvédzajte svoje kompletné bankové

Gdaje, vratane nasledujtcich:

Meno maijitela bankového Uctu

Nazov banky

Bankovy Ucet

Koéd banky / kéd pobocky

IBAN (povinny pre EU)

SWIFT (povinny mimo EU)

Cislo ABA (povinné pre USA)
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Udaje Vv pOtvrdenll ) NOVARTIS
O bJ ed n év ky FAKTURA MUS|

OBSAHOVAT CISLO

EN

Purchase Order No : 300000(XXX NAKUPNEJ

OBJEDNAVKY

SUPPLIER ADDRESS: INVOICING ADDRESS: =
g::n:fgt;ame Novartis comapny name P OBNE
|°°“""* Sounty PODMIENKY
Supplier Mo.: xxx VAT ID: s
Zapsana v obchodnim rejstfiku vedeném u Méstského
| soudu v Praze, oddil C, vioZka . 41352
ISSUED DATE : xxax.xx PAYMENT TERMS: Within 90 Days Due Net n
DELIVERY ADDRESS: CONTACT PERSOMN: xxx
Novartis comapny name Job Title: xxx
Street, City Department: x«x
Country e-Mail @ xox
Tel & xxx
£ Part Quanity UM Description Unit Price Value| | Delivery I\ AVFA KTURE I\/l USIA
Number({SKL} wio VAT | | Date BYT UVED EN E
1 000 | EA  Goods'services A 0.00 0.00 RN J EDNOTLIVE
: 000 [ EA  Goods/services B -0 LOZKY'
VSeobecné obchodné podmienky pre nakupné objednavky e | OBJEDNAVKY
sU k dispozicii na webovych strankach Novartisu:
VSeobecné obchodné podmienky | Novartis Slovakia Allprices excl VAT : Toral _ currency o

“++This is a computer generated PO, hence to mamal signare is requied

Vystavena objednéavka je doru¢ené kazdému dodavatelovi
e-mail DPORTANT -

Please mdicate the Purchase Order number on all invoices and documents faihure to do 50 may result in payments being delayed.

OBCHODNE
PODMIENKY

THE PURCHASE ORDER STANDARD TERMS AND CONDITIONS (CONDITIONS OF PURCHASE JULY 20135 VERSION 3

Kedykol’vek bude Vytvorené nova Objednévka, bude vam ABBLY 0 THS SURCEASE DRUER. PTASE MOTE THAT 152 STANDARD TERMS AND CONGITIONS WERE LAST UBOATED Ravony

zasla ny nasled Uj uCI fO rmu |é r: Unless a separate signed contract which addresses this onder i in place between the parties it is subject o the atached Standard Terms and Conditions.



https://www.novartis.sk/dokumenty
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Pokyny pre
vystavenie faktury

Standardné platobné podmienky st 60 dni, ak nie je
zmluvne dohodnuté inak. Platobné podmienky zacinaju
plynut’ diom obdrzania faktury v P2P oddeleni
Novartisu.

V sllade s ustanovenim § 73 zédkona o dani z pridane;j
hodnoty je dodavatel — platitel DPH povinny vyhotovit’
danovy doklad najneskér do 15 dni odo dfa dodania
tovaru alebo sluzby.

Pre zaistenie hladkého priebehu prijatia, spracovania a
zaplatenia faktur, ziadame o striktné dodrziavanie
nasledujucich pokynov.

Fakturacné udaje

Iv\lovartis Slovakia s.r.o.
Zizkova 22B
811 02 Bratislava

ICO: 36723304
DIC: 2022302425
IC DPH: SK2022302425
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Moznosti zaslania
faktdry

Faktlry a vSetky pozadované prilohy zasielajte iba elektronicky.
Ponlukame dve moznosti podania faktury:

L1

Ariba Network Genericka emailova adresa
(e-invoicing solution) (invoices.slovakia@novartis.com)

Akceptované formaty dokumentov:
® PDF (nie su akceptované vlozené
subory)
® TIFF format (rozliSenie 300 DPI fix)

® Velkost’ dokumentu A4 alebo
mensia


mailto:invoices.slovakia@novartis.com
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Poziadavky
na fakturu

Pre zaistenie v€asného spracovania a Uhrady faktdr
uvadzajte vo svojich faktdrach nasledujdce Gdaje:

Obchodny néazov, adresa, ICO, DIC a IC DPH
spolo¢nosti Novartis

Obchodny nazov, adresa, ICO, DIC a IC DPH
dodavatela

Evidencné ¢islo danového dokladu

Datum vystavenia danového dokladu
Datum uskuto¢nenia plnenia alebo datum
prijatia platby (ak sa liSi od datumu
vystavenia danového dokladu)

Rozsah a predmet plnenia

Jednotkovéa cena bez dane, zaklad dane a
vySka dane

Zakladné alebo zniZena sadzba dane alebo
oznamenie, Ze sa jedna o plnenie
oslobodené od dane, pripadne uvedenie
,nie som platitel DPH"

Cislo ndkupnej objednavky (Purchase Order
— PO) — 10-miestne ¢islo zacinajuce 300*
alebo 450*

Meno kontaktnej osoby zamestnanca
spolo¢nosti Novartis v pripade, Ze &islo
objednavky nie je k dispozicii

Bankové Udaje — pre EU povinne IBAN

Opravny dafovy doklad — evidencné ¢islo
povodného dafového dokladu

Slovensky subjekt fakturujici v cudzej mene
- vycCislenie DPH v EUR.
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Faktira

C. faktiiry XXX

Dodavatel: Obchodna firma
Sidlo spolo¢nosti

PSC, Stat
ICO, DIC, IC DPH

Fakturacia: Obchodna firma
Adresa: Sidlo spolo¢nosti

PSC, Stat
ICO, DIC, IC DPH
Polozka & Popis Mnozstvo Jednotkova

cena

1 Tovar/sluzba A 0,00 0,00
2 Tovar/sluzba B 0,00 0,00
CELKEM

Na Ghradu: 0,00 MENA: XXX

Bankovy ucet: IBANXXXXXXXXXX

Datum faktlry: xx.XX.XXxx

Objednavka/
Nakladové stredisko/

Meno zamestnanca spolocnosti
Novartis

Dorucovacia adresa:

Dorucovacia adresa

PSC, Stat
Netto  pax % Dani Brutto
Ciastka Ciastka  Ciastka
0,00 20% 0,00 0,00
0,00 20% 0,00 0,00
0,00 0,00 0,00

Datum dorucenia

CiSLO A DATUM
FAKTURY

PO, CC ALEBO
MENO
ZAMESTNANCA
SPOLOCNOSTI
NOVARTIS

VSETKY
POVINNE
ADRESY

RIADKOVE
POLOZKY PODLA
OBJEDNAVKY
VRATANE DPH
INFORMACIE

FAKTURACNA MENA
BANKOVE SPOJENIE

DATUM DORUCENIA
(POVINNE, AK SA
LISI OD DATA

VYHOTOVENIA
FAKTURY)
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Vratenie faktury

Upozoriujeme, ze pokial faktlra nereSpektuje povinné
nalezitosti danovych dokladov predpisané ustanovenim
§ 74 ods. 1 zakona o dani z pridanej hodnoty,
nalezitosti Uc¢tovnych dokladov predpisané ustanovenim
§ 10 zakona o Uctovnictve alebo Pokyny pre vystavenie
faktury spolo¢nosti Novartis, faktdra bude vratena.

Faktlry posudzuje nas tim na spracovanie dokladov a
kontroluje dodrzanie definovanych faktura¢nych
pokynov spolo¢nosti Novartis. Na zaklade tohto
posUdenia méze byt z uz uvedenych dovodov faktlra
zamietnuta.

Faktlry vam moézu byt vratené z niekolkych dévodov.
Najcastejsimi dovodmi zamietnutia faktlry su:

® Nie su splnené zakonné poziadavky

® Chyba ¢islo objednavky alebo nie je platné / chyba
meno kontaktnej osoby

® Sluzba nebola realizovana alebo nebola eSte dokoncena
/ tovar nebol doruceny

Dodavatelovi sa e-mailom zaSle oznamenie s informaciou
o tom, ze jeho faktira bola z jedného z uvedenych dévodov
zamietnuta, so Ziadostou o opravu faktlry a jej opatovné
zaslanie na spracovanie/Uhradu.

Akonahle bude dorucena nova, spravna faktura, bude
zaUcCtovana a preplatend v sulade s jej datumom splatnosti.
Lehota splatnosti sa vypocita na zaklade datumu
dorucenia faktiry do P2P oddelenia spolo¢nosti Novartis.

Vacsine pripadov zamietnutia faktlry je mozné zamedzit’
implementaciou rieSenia Ariba Network.

Pri jeho pouziti systém vyplIni data faktliry, ¢im sa zabrani
fudskému pochybeniu. Udaje z objednavky st automaticky
porovnané s Udajmi na faktlre. Systém spracuje iba spravne
faktury, hned upozorni na pripadné nezrovnalosti.

Hlavnou vyhodou je skratenie doby cyklu spracovania faktur
prispievajucej k v€asnej platbe.

Dal$ou poziadavkou je dodrzanie fakturaénych pokynov a
uvedenim informéacii z potvrdenia objednavky na fakture.
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Ako Ariba Network
funguje

V ramci nasho Usilia o optimalizaciu P2P procesov
neustéale vyvijame snahu o to, aby sme nasli ¢o
najoptimalnejSie rieSenie, vdaka ktorym s nami mézu
dodéavatelia obchodovat’ efektivne, v stlade s platnymi
nariadeniami a zaroven spoésobom Setrnym k Zivotnému
prostrediu.

Co je Ariba Network?

® Jedna sa o online platformu, ktord umoznuje
zasielanie objednavok a faktir elektronicky medzi
Novartisom a nasSimi dodavatelmi.

® [Elektronické Ariba faktlry podliehaju legislative/ su
to platné danové doklady a je mozné ich pouzit na
preukazanie zhody alebo ako danové originaly
(rozhranie nepouziva ani nevyzaduje papierové
faktlry).

® [lektronicka faktlra je spolo€nosti Novartis
dorucena ako graficky a datovy subor zaroven, ¢o
zaistuje plne automatizovany proces od zaciatku
do konca.

Poznamka: Z vysSie uvedenych dévodov nie je kdpia

faktlry vo forméate PDF povazovana za skutoc¢nu
elektronicku faktaru®,

Novartis Procure-to-Pay| Onboarding Package | 13

Aké su hlavné vyhody Ariba Network?

Ariba umoznuje elektronicky prenos objednavok a faktar.
Prostrednictvom Ariba Network Novartis zasiela dodavatelovi
nakupné objednavky a dodavatel posiela spat’ faktury. Faktury
sU prenasané rovno do uctovného systému Novartis, kde sU
spracované a zaUctované.

® NiZzSie riziko oneskorenej platby vdaka okamzitému doruceniu
faktary

® Zrychlenie procesu spracovania faktlr a s tym spojené dodrzanie
platobnych podmienok

® Kompletny prehlad objednavok, faktur a platieb
® [lektronicke faktlry je mozné pouzit’ ako danovy original

® Transparetné a Standardizované cinnosti v rdmci kooperéacie so
spolo¢nost'ou Novartis

® Eliminacia vydavkov spojenych s vytvaranim a zasielanim
papierovych faktur (poStové sluzby, papier, obalky)

® Priatelsky k Zivotnému prostrediu
® Faktury su digitéalne archivované, ¢o Setri ¢as a priestor

® Moznost pouzivat rovnaké rieSenie elektronickej fakturacie pre
viac Uctovnych jednotiek spolo¢nosti Novartis
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Ako sa pripojit na
Aribu

® V pripade, Ze na Aribe eSte nie ste zaregistrovani, zaregistrujte
sa na supplier.ariba.com, kliknite na Registrovat’ (Register
Now) a dokoncite registraciu.

Prihlaseni dodavatele

UzZivatelské jméno

Heslo

Zapomenuté uZivatelské jméno nebo heslo

1)
¢ ste v SAP Business Network nové?
Registrovat or Dal3i informace

® Pri registracii obdrzite svoje Ariba Network ID (ANID), ktoré je
potrebné odoslat' na emailovl adresu:
contact.elink@novartis.com, a my zaistime dokoncenie
procesu registracie Ariba a aktivaciu zdielania nakupnych
objednavok.

Novartis Procure-to-Pay| Onboarding Package | 15

® Akonahle ndm poskytnete svoje Ariba ANID, nas tim aktivuje

spojenie na platforme a presunie vSetky otvorené objednavky
na vas Ariba UcCet. Akonahle bude vas Ariba Ucet aktivovany,
nové objednavky vam budu automaticky zasielané pomocou
Ariba Network. Nasledne svoje faktlry zasielajte nasSej
spolo¢nosti vyhradne pomocou platformy Ariba Network
pomocou tlacidla ,Spracovat objednavku® (Process Order).

Elektronické transakcie (prijem objednavok, zasielanie faktar)
cez standardny Gcet Ariba Network je ZADARMO a bez
poplatkov. Poplatky spojené s vyuzivanim Ariba Network sa
mozu vyskytnut iba v pripade, Ze svoj Standardny Gcet
upgradujete na Ariba Enterprise konto.

Viac informéacif ziskate:

® na portali Ariba Network pre dodavatelov Novartis
Supplier Information Portal alebo

® v nasom online sprievodcovi Online guides for
suppliers on Ariba Network, ktory vas prevedie
kompletnym nastavenim Gctu Ariba Network.

V pripade dalSich otazok prosim kontaktujte
contact.elink@novartis.com



https://service.ariba.com/Supplier.aw
mailto:contact.elink@novartis.com
https://support.ariba.com/item/view/187664
https://support.ariba.com/adapt/ariba_network_supplier_training/
mailto:contact.elink@novartis.com

Kam sa obratit’ ak
potrebujete pomoc?

V pripade otazok tykajucich sa dodavatelskych faktir
kontaktujte P2P Solution Center na telefébnnom Cisle
+421 250 706 250

alebo napiste na prislusnd e-mailovu adresu:
R2P.SK@novartis.com.
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Procure to Pay
(P2P) Overview

Our Procure to Pay Process

The Procure to Pay process starts with the creation of a
Purchase Order (PO) and ends with the payment of the
invoice. Adherence to the following procedures will
facilitate on-time payment of your invoices and will
ensure compliance with financial and tax requirements.

How does Novartis operate its Procure to
Pay Process?

Procure to Pay is a process, which handles supplier invoices
and supports the Procure to Pay end-to-end processes.
Payments may also be processed by our in-house bank in
Luxembourg under the name of Novartis Investment Sar.l.

Novartis Procure to Pay| Onboarding Package | 19

More detailed end-to-end Procure to Pay Process

PURCHASE
ORDER

PROOF OF DELIVERY
FOR GOODS/SERVICES

INVOICE
PROCESSING

PAYMENT

STATUS

A Purchase Order (PO) in P2P is a document that is issued by
Novartis to a Supplier, indicating types, quantities, and agreed prices
for products or services. In P2P, a PO is automatically generated
after a Shopping Cart (SC) is fully approved. A PO is a
commitment from Novartis to pay a supplier upon agreed
terms mentioned at the PO confirmation and once delivery of
goods/services has been confirmed/recorded.

If you are required to provide proof of delivery for any goods or
services, please ensure these are communicated to your local
business contact prior to invoice generation, in order to avoid
any payment delay.

Examples of proof of delivery include time sheets, delivery
notes and work schedules.

Novartis offers two invoice processing options:
1 Ariba Network — an e-invoicing platform which allows our
partners to benefit from:
» Secure and guaranteed invoice delivery

» Timely payment ensured by cost-efficient end-to-end
process

2 Manual invoice processing

Invoices are paid within the agreed payment terms outlined in
your Purchase Order and they are calculated from the date
when invoice was received in our mailroom. Toensure proper
payment, please provide your full bank data containing

Bank account holder name

Bank name

Bank account

Bank code

IBAN (mandatory for EU)

SWIFT (mandatory for non-EU)

ABA number (mandatory for USA)
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Sk PO confirmation b NOVARTIS
detalls

INVOICE MUST

Purchase Order No : 300XXXXXXX REFERENCE
PO NUMBER

SUPPLIER ADDRESS: INVOICING ADDRESS:
Company Name Movartis comapny name
Streat, City Street, City
|cwm Country

Supplier Mo.: xxx VAT ID: s

Zapsana v obchodnim rejstfiku vedeném u Méstského
| soudu v Praze, oddil C, vioZka . 41352

ISSUED DATE : xxax.xx PAYMENT TERMS: Within 90 Days Due Net
‘ PAYMENT TERMS

DELIVERY ADDRESS: CONTACT PERSOMN: xxx
Novartis comapny name Job Title: xxx
Street, City Department: xxx
Country e-Mail @ xox
Tel @ xxx
# Part Quantity T/A  Description Unit Price Value Delivery
Number(SKL]) wio VAT | |Date INVOICE MUST
1 000 | EA  Goodshservices A 000 0.00 ==y REFERENCE LINE
ITEMS
1 -
0.00 EA  Goods/services B 0.00 0.00 J—

General Purchasing Terms and Conditions are available
on Novartis website: VSeobecné obchodné podmienky |

All prices excl VAT : Total  carrency 0.00

Novartis Slovakia

“++This is a computer generated PO, hence to mamal signare is requied

The PO confirmation is delivered to every supplier and for
every single PO. The method of communication is e-mail. DEORTANT

Please mdicate the Purchase Order number on all invoices and documents faihure to do 50 may result in payments being delayed.

LEGAL TERMS AND
CONDITIONS

THE PURCHASE ORDER STANDARD TERMS AND CONDITIONS (CONDITIONS OF PURCHASE JULY 20135 VERSION 3

Whenever a PO is created, the following form will be sent to X550 TO THIS FURCEASE ORDER, LASE NOTE THAT TEE STANDARD TERMS AND CONBITIONS WERE LAST UBDATED RIS

yo u: Unless a separate sizned contract which addresses this order & in place berween the parties it is subject w the afached Stndard Terms and Conditions.



https://www.novartis.sk/dokumenty
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Invoicing
Guidelines

The standard Payment Terms is 60 days, or according
to the agreement stated on PO confirmation. Payment
terms are calculated based on invoice receipt date at
Novartis P2P Department.

In accordance with Art. 73 of the VAT Act, the vendor —a
VAT payer is obliged to issue an invoice no later than 15
days after the taxable date.

To ensure timely processing and payment of invoices, all
listed invoice requirements have to be met.

Invoicing address

Iv\lovartis Slovakia s.r.o.
Zizkova 22B
811 02 Bratislava

ICO: 36723304
DIC: 2022302425
IC DPH: SK2022302425

Novartis Procure to Pay| Onboarding Package | 23

Invoice submission
options

All invoices should be submitted electronically.
Two channels are available for submitting invoices:

L1

.Aribla.NetworK General mailbox
(e-invoicing solution) (invoices.slovakia@novartis.com)

Accepted documents formats:
® PDF (embedded files not accepted)
® TIFF format (resolution 300 DPI fix)
® Format of the invoice must be DIN

A4 letter or smaller


mailto:invoices.slovakia@novartis.com
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SK :
- Invope
Requirements

To ensure timely processing and payment of invoices,
please include the following data in your invoice:

® Name, address, registration number and VAT ID of
Novartis

® Name, address, registration number and VAT ID of
supplier

® Tax document number

® [ssue date

® Taxable date of supply or date of received
payment (if different from the issue date)

® Description of goods or services delivered

® Unit price, net price and VAT amount

® Standard or reduced VAT rate, or statement that it
is exempt from VAT, eventually statement that
»not registered for VAT“

® Purchase Order number — 10 digit number
starting with 300 or 450

® Name of the Novartis contact person or Cost
Object (CO), in case no PO number is available

® Bank account information — for EU suppliers
mandatory IBAN

® Corrective tax document (credit note, debit note) -
number of the original tax document

® Slovak supplier invoicing in foreign currency — VAT
calculation in EUR.

Novartis Procure to Pay| Onboarding Package | 25

Invoice no. XXX

Vendor: Company name
Company address
Postal code,
Country VAT

registration no.

Invoicing: Company name
Address: Company address

Country

VAT registration no

Item no. Description Qty

1 Good/service A 0.00
2 Good/service B 0.00

To be paid: 0.00 CURRENCY: XXX

Bank account: IBANXXXXXXXXXX

Invoice

Invoice date:xx.xx.xxxx

Purchase Order/
Cost Object*/

Novartis employee name

Delivery address:

Delivery address

Country
Unit Net Tax% Tax Gross
price amount amount  Amount
0.00 0.00 2% 0.00 0.00

0.00 0.00 2% 0.00 0.00
TOTAL 0.00 0.00 0.00

Deliverydate

*Cost Object: Cost Center/Project code

WBS/Internal Order

DOCUMENT TYPE

INVOICE NUMBER
AND DATE

PO,CO ORNOVARTIS
EMPLOYEE NAME

ALL MANDATORY
ADDRESSES

LINEITEM DETAILS
FROM PO
CONFIRMATION
INCLUDING VAT
INFORMATION

BILLING CURRENCY

BANK DETAILS TO
ENABLE PAYMENT

MANDATORY IF
DELIVERY DATE IS
DIFFERENT FROM
INVOICE DATE
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Returning an
Invoice

Please note that if the invoice does not meet Czech VAT
requirements prescribed by Art. 74 Par. 1 of the VAT
Act, accounting requirements prescribed by Art. 10 of
the Accounting Act, or Novartis Invoicing Guidelines, the
document will be returned.

Invoices may be sent back to you for multiple reasons.
The most common reasons for returned invoices are
the following:

® |egal requirements are not met

® PO number is missing or invalid / Cost Object or
Novartis contact employee name is missing

® Service / Goods has not been delivered or has not
yet been completed

Invoices are reviewed by our processing team for
compliance check with the Novartis defined Invoicing
Guidelines and, based on this review the invoice may be
rejected for the reasons referenced previously.

A notification is sent to the supplier via e-mail informing
that the invoice is rejected due to one of the referenced
reasons with a request to correct the invoice and resend
for processing/payment.

Once new, correct invoice is received, it will be posted and
paid according to due date. Payment terms are calculated
based on invoice receipt date at Novartis P2P Department.

The majority of the rejection causes may be avoided with
the implementation of the Ariba Network solution.

By using it the hard data of the invoice is filled by the
system, avoiding the chance of human error. The PO
details are checked against the invoice details. Only
correct invoices can be processed.

The major benefit is the reduction of invoice processing
cycle time supporting timely payments.

Another requirement is to follow all the indications
mentioned in the Invoicing Guidelines and PO confirmation.
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SK H oW AI’I ba N etWO rk What are the main benefits of the Ariba

Network solution?

WO r kS The Ariba Network enables the electronic PO and invoice

transmission.
The purchase orders are sent by Novartis to the supplier

We are committed to ensuring that we provide not only and the invoices are transmitted by the supplier to

timely and efficient payment processing for goods and Novartis through the Ariba Network. The invoices are
services to all our suppliers, but that we do this whilst transferred to Novartis accounting systems, where they are
supporting our drive towards environmental sustainability processed and posted.

through the adoption of e-solutions. ® |ower risk of delayed payment thanks to instant invoice

What is Ariba Network? delivery

® [tis an online platform, that enables exchange
of legally compliant electronic orders and
invoices between Novartis and our suppliers.

® High paid-on-time rate by decreasing invoice processing time

® Full visibility on orders, invoices and payment status
® [E-Invoices have legal validity and can be used to

prove compliance or as tax originals (the interface ® Fully compliant electronic invoices that can be used as tax
does not use or require paper-based invoices). original

® The e-invoice is delivered to Novartis as an image
and a data file, ensuring a fully automated end-to- ® |[nvoice delivery is guaranteed and confirmed, allowing full
end process. visibility as part of an end-to- end process

Note: For the above reasons, a PDF copy of the invoice

is not regarded as a true “electronic invoice”. ® Elimination of invoice exceptions and supplier inquires
' Pt ® Elimination of costs associated with the processing of paper
) NOVARTIS A Your company invoices (postal stamps, envelopes, printing)

Purchase ® Environmentally friendly
Orders

Purchase

Orders Purchase Order

Invoice data is digitally archived, saving time and space

Invoices/Credit notes with PO

Invoices Invoices

® Opportunity to use the same e-invoicing solution across
multiple Novartis entities

Invoice status

Invoices Invoices

i
Il
i
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S How to get

onboarded to Ariba

® Visit supplier.ariba.com, click on Register Now and complete

the registration.

® Once registered you will receive your Ariba Network ID (ANID),

Supplier Login
User Name

Password

Forgot Username or Password

New to SAP Business Network?
Register Now or Leam More

which you will need to share it to Novartis at:
contact.elink@novartis.com, and we will make sure to

complete the Ariba onboarding process and activate the PO

output.
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® Once activated, all new purchase orders will be sent to you via
the interactive email order, we expect you to submit all
related invoices via the Ariba Network using the “process
order” button or you can locate all your orders directly on
your Ariba account.

® Using the Standard Account is FREE and enables you to
receive orders and to submit invoices

For more info:

® Visit Novartis Supplier Information Portal.

® Check the Online guides for suppliers on Ariba
Network that should help you to configure your Ariba
Standard account.

If you have any process related questions, please reach
out to contact.elink@novartis.com



https://service.ariba.com/Supplier.aw
mailto:contact.elink@novartis.com
https://support.ariba.com/item/view/187664
https://support.ariba.com/adapt/ariba_network_supplier_training/
mailto:contact.elink@novartis.com

Where to get
support

For invoice-related inquiries, please contact the P2P
Solution Center on +421 250 706 250

or send your question to the dedicated e-mail address:
R2P.SK@novartis.com.




