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VOLVO

Freight Invoice

This is a manual aimed at VVolvo suppliers that are using the web based
application WebEDI. The purpose of the manual is to describe how to create
invoices for freight in WebEDI.
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General

A log in procedure must be performed before invoices can be created in
WebEDI.

User support

For user support concerning the log in to WebEDI please contact
cmsservices@volvo.com

For user support concerning the WebEDI application please contact
support.edi@volvo.com
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Navigation

Once logged in to WebEDI a number of different operations can be
performed in the collaboration with VVolvo. The first page consists of news
concerning WebEDI users. New postings should always be red since they
may withhold information that is important for all VVolvo suppliers using
WebEDI. To the left on the page is the menu that is used to navigate between
the different options in WebEDI; the user can always reach it during a session
(a session starts when a user logs in and ends when the user logs out).

OLVO WebEDI ver 5.0.0.0
Partner; 99999 TESTPARTMER LEVERANTOR Production 13/08/2009 13:00:05

Home Page

[#H-Purchaze order

--Logistics
[H-Technical

{ THE VOLVO GROUP

[#-Financial

Information: rS
(200-Mar-16)

Documents created in WebEDI during weekend {21-22 of March) will be transmitted to Yolvo on

onday (23 of March) due to maintenance work,

Modifications in WebEDI

(EO09- Jan-257

- Mew order bype (Category TSE) and order invoice Functionality was added to handle Truck Shop
Europe Flow, How to use this Functionality can be found in Order manual {TSE) and Order
nvoice manual (TSE)

- Freight invoice update (Volvo Logistic suppliers), It is not possible now to send an invaoice with
rvoice date older then bwo years from actual date.

Modifications in WebEDI v
P

Fanam e

Figure 1 This is the WebEDI Home Page that is reached after the login

e At the top of the menu is the link called "Home Page" it can be
clicked to return to the first page (see figure 1 above) of WebEDI at
any time

e To contact WebEDI support by e-mail click the "Contact” link that is
second from the bottom of the menu

e To get a hold of the manuals in WebEDI click the link "Help" that is
first from the bottom of the menu

e NEVER use the navigation buttons in a web browser to go back or
forward during a WebEDI session
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OLYVO WebEDI ver 5.0.0.0)
Partner: 99999 TESTRPARTMER LEVERANTOR Production 13/08f2009 13:00:05
Home Page

[#H-Purchaze order
--Logistics
--Technical

CIETT) THE VOLVO GROUP

--Despatch Inwaice -
; Information: e

[-Order Trnvoice (ZO09-Mar-18}
Documents created in WebEDI during weekend (21-22 of March) will be transmitted to Yolvo on
onday (23 of March) due o maintenance work,

[#-Administr ation
--Contact

-Help Modifications in WebEDI

(200 Jan-257

- Mews order bype (Category TSE) and order invoice Functionality was added to handle Truck Shop
Europe Flow, How to use this functionality can be found in Order manual {TSE} and Order
nvoice manual (TSE)

- Freight invoice update {volvo Logistic suppliers), It is not possible now to send an invoice with
nvoice date older then bwo years from actual date,

Modifications in WebEDI v
P
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Figure 2 Navigate to “Invoice ” by using the menu to the left on the page
How to create a Freight invoice
The invoice part of WebEDI has following functionality:
o Create Start up the registration of a new invoice.

e Inwork To continue the registration of an invoice which is not
completely finished.

e Sent To view earlier registrations of invoices.

To start creating an invoice click "Financial™ in the menu. Continue with
selecting "Invoice"” and next click "Create".
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OLYVO WebEDI ver 5.0.0.0
Partner: 99999 TESTRARTMNER LEVERANTOR Production 13/08/2009 13:00:05

Home Page

#-Purchaze order

#-Logtics Select type of invoice [ ]

AP invoice

+ - Technical
Wwhen Invoicing Automotive products,

MAP invoice

‘Wwhen Invoicing Mon Automotive products,
Ereight imvoice
‘When Invoicing Freight,

- Crder Invoice
F-Admiristr ation

-Contact

Figure 3 Choose entrance to register on

To create an invoice you must first choose what type of entrance to register
on. Choose "Freight Invoice".

OLVO WebEDI ver 5.0.0.0
Partner: 99999 TESTRPARTMER LEVERANTOR Production 13/08f2009 13:00:05
Home Page

#-Purchaze order

»}--Logistics Enter invoice
+ Technical Select buyer
: Id Name
1705 WOLVO LOGISTICS CORP,
4645 WOLVO LOGISTICS CORP,
1024 WOLVO BUS CORP BORAS/GOTHEMBURG

+-Order Invoice
+-Administr ation

-Contact

Figure 4 Choose a customer from the list

Choose customer by clicking the Volvo unit Id.
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OLVO WebEDI ver 5.0.0.0]
Partner: 99999 TESTRARTMNER LEVERANTOR Production 13/08/2009 13:00:05

Home Page

#-Purchaze order

*;---Logistics Enter invoice (freight)
+ -Technical
. ?a”CiaI Invoice number : * Invoice date : 2009-03-13 E *
=I-Invaice Terms net due: 30 % | days
~Create
—_— Buyer : Seller :
Buyer id: * Seller id 99999
+I-Despatch Irwaice 1024 - YOLYO BUS CORP BORAS/GOTHENELRG TESTPARTMER LEVERANTOR,
i--Order Invoice WIARED Yolvo IT
S Acministration 40508 40508
“ goteborg goteborg
Sweden Sweden
Payee
Contact reference: ink&pskontakt [ 1] Mainoffice location Gotheburg
VAT reg.no: SESS6197382601 VAT req.no: CEECES *
Currency SEK W Financial institute name |Swedish Bank *
WAT rate 175 % | * Bank account: 3C083023672242 *
Wab Currency Select,,, W | * Exchange rate &
Swedish YAT Amount: &
Figure 5 Fill in requested invoice header information
Invoice number: Your invoice number (only allowed to use the same
number once a year).
Invoice date: Your invoice date (current date is the default value;
possible to change to an earlier date, not to a future date).
Terms net due: Number of days from Invoice date till due date.

Buyer information

Buyer id: The customer number you have allocated for the Volvo
customer in question. Please make sure you use a number you
have agreed with Volvo.

Contact reference: Invoice receiver within Volvo organisation (usually workflow
reference, example 63029).

VAT reg. no: Buyer’s Value Added Tax humber

Currency Choose the currency.

VAT rate Choose the VAT rate that is valid for the invoice. If you

have multiple VAT rates on the invoice this will be
handled on the line level.

VAT currency Choose the VAT currency (if applicable).

Swedish VAT amount: Swedish VAT amount and Exchange rate must be
filled in when invoicing takes place within Sweden in a
foreign currency. VAT currency should be SEK.

Seller information

Seller id: Identity number of VVolvo supplier.

Payee Payee must be filled in when the payee is not the same as
the issuer of invoice.

Mainoffice location Location of the main office (enter if applicable or if
required by national legislation).

VAT reg. no: Your Value Added Tax number



Financial institute name

Bank account:
Exchange rate:

VOLVO

Name of financial institution you are using.
Your bank account number.
The exchange rate between invoicing currency and VAT

currency (if applicable).

Do not forget to change the VAT rate for different customers.

The fields below are only to be filled in the first time. The information
will be saved until the next registration.

VAT reg. no.
Currency
VAT rate

Financial institute name and Bank account (This is mandatory information,
but the payment will take place according to earlier registered information at
Volvo. If you change bank account number, you must inform Volvo about

this.)

OLVO

Partner: 99999 TESTPARTNER LEVERANTOR

Home Page
#-Purchase order
+ ~Logistics
+ -Technical

=I-Financial

Drespatch Invoice

H Crder Invoice
+ -Adrniniztr ation

E----Conlacl

Production

Enter invoice (freight)

Invoice number :

Buyer :

Buyer id:

Contact reference:
VAT reg.no:

Currency
WAT rate
Wab Currency

Swedish YAT Amount:

Figure 6 When all information is filled in, click “Next”

E234576 *

100024 *

1024 - ¥OLYO BUS CORP BORAS/GOTHEMEURG
VIARED

40505

goteborg

Sweden

ink&pskontakt
SESSA197382601
SEK M| E

175 W | *

SEK Ll

Invoice date :

Terms net due:
Seller :

Seller id :

Payee

Mainaffice location

VAT reg.na:

Financial institute name
Bank account:

Exchange rate

This is how it looks when all information has been filled in.

Press the "Next" button to proceed to the next step.

‘WebEDI ver 5.0.0.0
13/08f2009 13:00:05

2003-03-13

30 ¥ days

99999

TESTPARTMER LEVERAMTOR
Yolvo IT

40505

goteborg

Sweden

Gotheburg

CEGEEE *

Swedish Bank *
JE08302236722342 *
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OLVO WebEDI ver 5.0.0.0]
Partner: 99999 TESTRARTMNER LEVERANTOR Production 13/08/2009 13:00:05

Home Page

#-Purchaze order

*:---Logistics Enter invoice {freight)
 foice Place of departure Place of destination:
é....Create sShipment date: 2003-05-13 -
In wark Specify Yolvo contract number if available:
LTS Soment eference nunbar: g Transpert document o
i [H-Despatch Invoice
-Order Inucice Consignors reference number: L
»;f--Administration 1d of the means of transport:
;~Contact Tatal grass weight: kg  Loading meters: m
""" Help valume: .
Chargeable weight: kg  Chargeable distance: km
Chargeable number of rail wagons:
Mumber of packages:
Freight amaount: * AT 175 | *
Description:
Special services Amount YAT(%) Sum
Additional loading place | * L 0
[ sSaveand add newinvoiceline |
Figure 7 Fill in requested line information
At this screen every invoice line is handled.
The following fields are mandatory:
Consignor: Specify the consignor (name).
Consignee: Specify the consignee (name).
Freight Reference number (one of the following fields):
Shipment reference number:  Specify shipment reference number
Examples:
Trailer no + loading date e.g.
ABC123YYMMDD, Container no +
loading date e.g.
ACLU1234567YYMMDD
Transport document number:  Specify number of transport document
Examples:

AWB-no (Air freight), CMR-no/freight
note number (domestic SE), Shipment
note id/VIN-no (distribution vehicles),
Rush-no (if available), VTD no e.g.
VTD124700704011, Atlas Booking ref
no e.g. B07001234567.

Consignor’s reference number: Specify reference number of Consignor
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Examples:
Order number e.g. A12345 (export SE
General Cargo), Packaging order
number e.g. 123456-01 (packaging
material), TM-no (if available), A-
ref/Invoice Proposal number (if agreed
upon, distribution vehicles), consignor’s
reference (air).

Freight amount: Specify amount

In specific cases fill in the following fields:

Id of the means of transport: Specify the identity number.
Example: Trailer number
Total gross weight: Specify total gross weight in kilograms.
Loading meters: Specify number of loading meters.
Volume: Specify number of cubic meters.
Chargeable weight: Specify chargeable weight in kilograms.
Chargeable distance: Specify chargeable distance in
Kilometers.
Chargeable number of rail wagons: Specify number of rail wagons.
Number of packages: Specify numbers of packages.
Description: 350 characters for free text.
Place of departure: Specify place of departure (city).
Place of destination: Specify place of destination (city).

If you are unsure what freight reference to use please contact invoice receiver.

OLVO WebEDI ver 5.0.0.0
Partner: 99999 TESTPARTMER LEVERAMTOR, Production 13/08/2009 13:00:05

Home Page
+-Purch d
Hrenase arder Id of the means of transport:

+|-Logistics

-;---Technical Total gross weight: kg  Loading meters: m

_ -Financial Yalume: 10 m3

Chargeable weight: 1700 kg  Chargeable distance: km
“Creste Chargeable number of rail wagons:
-Ir wark
Mumber of packages: 1z
~Sent
. Freight amount: 3500 # 0 WAT%N 176 W | *
Drespatch Invoice
{ -Crder Invoice Here. can you fill some explanations to the
recelver
e-Admiistr ation Description: Clear fields
E----Conlacl
‘Help
Special services Amount YAT{%) Sum
Fuel surcharge W 175 * 175 W |* 2062

Mewe additional cost

< *

[ Save and add new invoice line ]

Figure 8 Add additional cost
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If further costs exist, use fields at the bottom of the screen to define them.

Special service
Amount

VAT (%)
Sum

Specify the kind of extra cost.

Fill in the amount that is connected to
the special service.

Choose VAT rate.

Sum is calculated automatically.

If more extra costs exist, press the "New additional cost" button. If the kind
of extra cost does not exist, choose "Various" from Special services list and
clarify in the "Description” field.
When the entire invoice line is ready, press the "Save and add new invoice

line" button.

OLVO

Partner: 99999 TESTPARTMER LEVERANTOR

Home Page

+-Purchaze order

+ ~Logistics

‘WebEDI ver 5.0.0.0]

Production 13/02/2009 13:00:05
Chargeable number of rail wagons: -
Mumber of packages:
Freight amount: # VAT 176 W | *
Descripkion: Clear fields
Special services Amount YAT(%) Sum
Additional loading place ik * 17.5 W |* o
i i , Place of
Remove Ship To Ship From Invoice humber A Amount
destination
O Consiqnee Cansignor 5234576 Stockhalm 3675
Sum 3675
v
< ¥
[ Save and add new invoice line ]

Figure 9 Invoice lines can be modified or deleted if needed

After the information is saved, a table is created at the bottom of the screen.
Here all the invoice lines can be changed. If some information is not correct,
press the concerned link in the "Ship to™ column in the table. All information
is then put back into fields so that they can be changed.

10
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Partner: 99999 TESTPARTHER LEVERANTOR (BPL4491)

Home Page

#-Purchaze order
+ ~Logistics
+-Technical

=I-Financial

Drespatch Invoice

H Crder Invoice
+ -Adrniniztr ation

E----Conlacl

To save changed information, press the "Save changes™ button.

Enter invoice (freight)

VOLVO

Production

Figure 10 Modify invoice line

To erase the fields, press the "Undo changes" button.

‘WebEDI ver 5.0.0.0]
13/08f2009 13:00:05

Consignar: Consigrar * Consignee: Consignee *
Flace of departure Gotheburg Flace of destination: Stockholm
Shipment date: 2009-03-13 ﬁ *
Specify Volva contract number i available:
Shipment reference number: ACLIZE1Z85453234 | ) ;L?gepro:rt dacument [1]
Consignors reference number: [i]
1d of the means of transport:
Total gross weight: 10000 kg  Loading meters: m
Walurme: 10 m3
Chargeable weight: 1700 kg  Chargeable distance: ki
Chargeable number of rail wagons:
Mumber of packages: 12
Freight amount: 2500 # VAT 176 W |
Here. can you il same explanations to the
recenrer

Descripkion:
Special services Amount YAT(%) Sum

Fuel surcharge Lk 175 * 175 W |* 20,625

Remove Ship To Ship From Invoice humber Elam_a Df. Amount

estination

B Consignee Consignar 5234576 Stockhalm 3675

Sum 3675

If you want to delete an invoice line, tick the box "Remove". One question
will then be asked: Do you really want to remove this line? Press the "OK"
button if you want to remove the invoice line, otherwise press the "Cancel

button.

Now you can continue to register the next invoice line by filling in the empty
fields in the screen.
If all invoice lines are registered and the amounts are correct, you continue to
the next step by pressing the " Next™ button.

11
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OLVO WebEDI ver 5.0.0.0]
Partner: 99999 TESTRARTMNER LEVERANTOR Production 13/08/2009 13:00:05

Home Page

+-Purchaze order

if"Logistics Enter invoice (freight)

H-Tachnical Totals for invoice 5234576

=-Financial Total fexcl, YAT) 3,675.00 SEK
Watk amaount 643.13 SEK
Tatal 4,318.13 SEK

..... Swedish VAT 0 SEK
Drespatch Invaoice
§ o -Order Invoice

+ -Adrninistr ation

E----Conlacl

Send invoice

Figure 11 Click “Adjust” to modify or click “Send invoice” 10 send the invoice to Volvo

In this step, you have the possibility to check the total amount of the invoice
before it will be sent to Volvo.

Total (excl. VAT) Total amount including additional expenses
without VAT.

VAT amount VAT amount.

Total: Total invoice amount.

If all amounts are correct, send the invoice to VVolvo by clicking the "Send
invoice" button.

If you want to modify the created invoice, click the "Adjust™ button.
This button will take you back to the first step, where you can correct
the errors.

OLYVO WebEDI ver 5.0.0.0
Partner: 99999 TESTRARTMNER LEVERANTOR Production 13/08/2009 13:00:05

Home Page

+-Purchaze order

i Enter invoice Acknowledgement B
£ ~Logistics

+ -Technical ; )

— Invoice number 5234576 has been transmitted to Yolvo

=I-Financial

i [HOrder Invoice

+ -Adrminiztr ation

E----Conlacl

Figure 12 Confirmation of the transmission

12
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At this screen it will be confirmed that the invoice has been sent to VVolvo.

From this screen you can register another invoice or you can choose to look at
the invoice that has just been sent.

To look at sent invoices, press the field "Sent" to the left in the menu.
A list over the sent invoices will be shown. Select the invoice you want to
look at and it will be opened in another screen.

Web INVOICE TRANSPORT

Buyer
Buperpo: 1024

WOLYVO BUS CORF BORAS-GOTHENEBURG
VIARED

SE 503 03 BORIS

SWEDEH

Dept. ref.

Workflow ref. inkipskontakt

Vat Curvemcy SEK

vaT ro SERS6197382601

Ship To Shipping point
Ship To s ref.

Ship From loading point

Ship From ref.

Additional text

1

Consignes Gotheburg
ACLU361285453234

Consignor Stockholm

Fuel surcharge

Invoice number: 5234576
Invoice date: 2009-08-132
Due date: 2009-09-12

Seller

Parma po: 99999
TESTPARTHER LEVERANTOR

Volvo IT

40508 goteborg

Sweden

Customer Mo at supplier.

100024

VAT mo 555555

Departure date loading meters

Transp. doc. no.
Contract no
Carriage

2009-08-13

Here can wou fill some explanations to the receiver

var
17.50

Total invoice amount excl tax amount

3.675.00

Vat amoant

643.13

Fax amount

643.12

Charg. weight

1700 EGH

Tot. gr. weight VAT 2
Amrount ({SEK)
Quantity
Mode

10000 17.50
3500

17.50 175.00

Taxable amount

3.675.00

Total invoice amount

4.318.12

Figure 13 Invoices can be printed or saved as a file

Here is the invoice that we have just registered. It can now be printed on
paper or saved as a file on your local computer. The invoices are available in

this archive for 150 days.
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