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Introduction

The CGI Supplier Portal allows Suppliers that invoice a Company and do not use their own software suitable for e-
invoicing to generate their invoices to the Company as genuine e-invoices, thus bypassing e.g. the printing and
posting process of paper invoices. Use of the CGI Supplier Portal is subject to the Company authorising the Supplier
to send them invoices via the CGI Supplier Portal.

Use of the CGI Supplier Portal is divided into Invoiced company (Company) and Invoicing company (Supplier)
functions:

e Invoiced company Functions:

o The Company authorises their Suppliers to generate e-invoices for them via the CGI Supplier
Portal. The Company can also remove previous authorisations.

o The Company manages their own settings.
o The Company manages their own CGI Supplier Portal users.
o The user manages their own settings.

e Invoicing company Functions:

o The Supplier uses the CGI Supplier Portal to create and send e-invoices to Companies which have
provided authorisation to do so.

o The Supplier manages their own settings.
o The Supplier manages their own CGI Supplier Portal users.

o The user manages their own settings.

The purpose of this instruction manual is to describe the aforementioned Invoicing company functions. There is a
separate guide for Invoiced company functions, “CGl Supplier Portal, User Guide — Invoiced company”.

General

Deployment

Use of the CGI Supplier Portal is subject to the Company to be invoiced being a CGI purchase invoice customer,
and the Company having agreed on the use of the CGI Supplier Portal with the Service Provider (CGl). After
deployment, the company to be invoiced independently allows selected Suppliers to create and send e-invoices to
the Company by using the CGI Supplier Portal.

Having been authorised by the Company to use the CGI Supplier Portal, the Supplier’s administrator/first user
manually adds new portal users for the invoicing company if necessary. All invoicing company’s users of the CGI
Supplier Portal are authorised to create and send e-invoice to any Company/Companies which have given the
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invoicing company access to the CGI Supplier Portal. All users can also manage the other users of the invoicing
company they represent. It is Supplier’s own responsibility to take care of needed user additions and removals.

When a Company authorises their Supplier to create and send e-invoices to the Company via the CGI Supplier
Portal, the Supplier is automatically notified of the new authorisation. The content and number of these emails
depends on whether the Supplier’s Business ID already exists in the CGI Supplier Portal or whether they are a
completely new supplier using the portal.

e  Supplier whose Business ID not yet in use in CGI Supplier Portal

o When the Invoiced company creates a new billing invitation to a supplier whose Business ID is not
yet in use in the CGI Supplier Portal, three emails as seen in the template below are sent to the
supplier’s administrator/first user specified in the new billing invitation created by the Company.
One of these emails is sent to inform the supplier that they have been authorised to create and
send e-invoices to the Company listed in the email via the CGI Supplier Portal. The two other
emails are related to the new CGI Supplier Portal User ID and password.

Email Template: New CGI Supplier Portal Billing Authorisation Notification

From: toimittajaportaali@cgi.com portaali@cgi.com>
Sent: maanantai 2. joul 914
To: Demoaja, Dema <demo.demoaia@demo.com>
Subject: Laskutuskutsu: Laskuttsja Dema Oy

Hei,

Testi Oy an lisinnyt seuraavalle laskuttajalle oikeuden luoda ja 1ahettd heille verkkolaskuja Toimittajaportaalifia:
- Laskuttaja Demo Oy

Sinulla on CGI Toimittajaportaalissa oikeus edustaa ko, laskuttajaa.
Mikali et ole aiksisemmin kiyttinyt CGI T s, hetetdin erillisissa sahkipostei 3ja ja salasana
Mikili olet aikaisemmin kiyttinyt CG1 T i i, nausee lisitty yritys i valintaan portaalissa,

Hi,
Testi Oy has added following invaice sender right to create and send them e-invoices by using Supplier Portal.
Laskuttaja Demo Oy

Yau have right to represent the above mentioned invoice sender in CGI Supplier Partal,
1f you have not used CGI Supplier Portal before, you will receive user name and password in separate emails.
If you have used CGI Supplier Portal before, will new invaice receiver he added automatically in invoice receiver selection list in partal.

Hej,
Testi Oy har lagt till atten till faljande fakturerae att skapa och skicka fakturor &t dem i Leverantérsportalen:

- Laskuttaja Demo Oy

Du har i CGls LeverantBrsportal it att representers ovannamnda fokturerare.
Ifall du inte har anvént CGls Leverantérsportal férr kommer du att f4 ditt anvindamam, samt Kisenord, | seprata e-postmeddelanden.
fall du anvint CGls Leverantisrsportal tidigare kommer den nya fakturamottagaren automatiskt att liggas tll till mottagarlistan i portalen

© 2020 CGl Inc. - Confidential



Email Template: New User ID

From: toimittsj i@cgi Ricom>

Sent: perjanta 14, joulskuuta 2018 9.50

To: Demoajs, Demo <germo, demoainEdemo com>»

Subject: Tunauksesi toimittajaportaaliin / User credentials to the supplier portal /Amlnd-wdllu leverantdrsportalen

Hel,

L6 pactaali/

Muista tallentaa finkii selaimesi kirjanmeriiksi!

Mk kirj inen i onnistu, ota yhteytts

Ystibllisin terveisin,

oGl

HUOM! Tim3 iviesti on ot isesti. ALb vastaa tihn viestii
Hi,

Your user name to the supplier portal is demo, demonsia @demo com
Your password will be defivered in a separate email, The supplier portal is available in the following link.

Supplier portal hitps.//veww laskuhotellifi/portaali/

Remember to save the link to your browsers bookmarks!

1f you are unable to log in, ph your

With best regards,
£}

NOTE! This is an sutomatic emai. Please do not reply 10 this message.

Hel,

Dint Br demo, . Com
Dt IGsenord komener att kevereras i ett skiljt med hislp av fGlande link.

fi/portaal/

Kom ihkg att spara linken | webblisarens bokmirken!

Hall du inte kan logga in, var god och kontakta di i 5

Med vinlig hilsring,
oG

NOTERA! Detta ar ett isk sant Vinligen sara is d de

Email Template: New User Password

From: toimittaj i@<gi.com <toimintaiaportasiog com>

Sent: perjantai 14, joulukuuta 2018 9,49

To: Demoaja, Demo <demo.demonia @demo.coms

Subject: Salasanasi toimittajaportaaliin / Password to the supplier portal / Lisenord till leverantdrsportalen

Uusi sl i tobmitta), taaliin on

iseen ke sinun tulee vaihitas sal

Ystivillisin terveising

i on luotu isesti, Ald vastaa tihan viestiin,

Your new password o the supplier portal is soooooons
After yau have logged in for the first time, you will be asked to change your passwiord.

With best regards,
6l

NOTE! This is an automatic email. Please do nat reply to this message.
wee

Hei,

Ditt Iasenord till leverantarsportalen ar sooooooom:

Nir du loggat in bor du byta IGsenardet.

Med vinlig halsning,

oGl

NOTERA! Detta br et sutomatiskt sant meddelans. VEnligen svara inte pd detta meddelands.

© 2020 CGl Inc. - Confidential



CaGi

e  Existing supplier with Business ID in CGI Supplier Portal

o When a Company to be invoiced creates a new billing invitation to a Supplier whose Business ID is
already in use in the CGI Supplier Portal, an email about the new billing authorisation is sent to all
Supplier’s existing CGI Supplier Portal users with the purpose of informing the Supplier that they
are now authorised to create and send e-invoices to the Company listed in the email via the CGI
Supplier Portal (see email template above: New CGI Supplier Portal Billing Authorisation
Notification). For the users who receive the email, the Company will automatically be added to
the Invoiced company selection in Create new invoice function.

2.2 Login

The CGI Supplier Portal is accessed through www.laskuhotelli.fi/portaali

The login window below will open in the browser.

Log in to Toimittajaportaall

LOG W

The CGI Supplier Portal works best with the latest versions of the Google Chrome, Mozilla Firefox and Edge
browsers.

2.3 Forgot password

In the case of a forgotten password, the user can request a new one via the Forgot Password? link in the login

window. Afterwards, the view below will open in the browser.

Forgot Your Password?

SUBMIT

Once the user ID or email address has been entered and the Submit button has been clicked, the user will receive
an email as seen in the template below.

© 2020 CGl Inc. - Confidential



2.4

From: Toimittaj

Sent: maanantai 18. marraskuuta 2019 8.08

To: Demoaje, Demo <demo.demoaja@demo.com>

Subjeet: Salasanan asetus / Reset password fAterstall lésenord

llesi Toi on pyydetty salasanan nollaus ja sen wudelleen asettaminen. Jos timd olit sinf niin klikkaa 14t linkkil asettaaksesi salasana

Linkki salasanan resetointiin

Thm4 linkki vanhenee § minuutin kulttua.

Jos et halua asettaa nutta salasanaa, voit jinid timAn viestin huomioimatta.

Someone just requested to change your Purchase lnvoice Portal account’s credentials. If this was you, click on the link below fo reset them.
Link to reset credentials
This link will expire within 5 minutes.

1f you don't want to reset your credentials, just ignore this message and nothing will be changed.

Nigon har bett nollstilining av ert ldsenord till Leverantérsportalen. Ifall Ni sjilv bett om denna nollstillning var god och anviind nedstiende Fink fr att nollstilla lsdenordet
Lank till aterstalining
Linken blir gammal om 5 minuter

1fall Ni inte vill ha eti nytt senord kan ni ignorera detta meddelande.

The Link to reset credentials link in the email allows the user to access the page seen below, where the user can
enter and confirm a new password. Link to reset credentials is valid for 5 minutes.

Update password

SUBMIT

Password format requirements for CGIl Supplier Portal are following:

- min 8 characters

contains uppercase and lowercase letters (at least 1 each)

contains at least one number

- must not be one of the previous six passwords

After a successful password change, a confirmation about the updated information is sent to the user, who will
then be able to log in to the CGI Supplier Portal with their user ID and the new password they have entered.

Changing Password

CGlI Supplier Portal requires user to change password at certain intervals. Addition to that if the user wishes to
change their password, they can do so at any time whilst logged in to the CGI Supplier Portal. Passwords can be
changed through the My details option, accessed via the user’s name in the upper right corner of the portal.

© 2020 CGl Inc. - Confidential
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CGI H Yd ra Q Myyja Testinen EfE English ~

Logout

Invoices  Settings

My details

Invoice types £ —
. A = Use template v
Invoice ~ Organizations ¥

. Users

Invoice €
Organizations

On the Password tab of the My details menu, the user can change their existing password by entering the current
password, a new password and confirmation of the new password, and clicking Save to finish.

‘ G I Go back to Purchase Invoice Portal Sign Out English

Change Password

SAVE

Password format requirements for CGI Supplier Portal are following:
- min 8 characters

- contains uppercase and lowercase letters (at least 1 each)

- contains min. one number

- must not be one of the previous six passwords

2.5 Logout

To log out of the CGI Supplier Portal, use the Logout option accessed via the user’s name in the upper right corner

of the portal.

CGI H Yd ra Q Myyjé Testinen ~ S English ~
Invoices  Settings

My details
Invoice types
5 o i Cre: Use template
Invoice ~ Organizations ¥ | {

Users

Invoice €
Organizations

© 2020 CGl Inc. - Confidential
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The portal also has an automatic logout function if the user has left it open but idle for a longer period of time.

Before the timer in the session expiration notice runs out, the user can still choose to stay logged in.

Session is about to expire
You are logged out in 105 seconds

Keep me logged in

Changing user interface language

If the user wishes to change the language of the portal, this can be done via the language selection in the upper
right corner of the portal. The available language options in the CGI Supplier Portal are Finnish, English and
Swedish.

CGI HYd ra Q, Myyjé Testinen ~ EfE English ~

. . -I— Suomi
Invoices  Settings
S  English
Invoice types = 9
t peunr Create new invoice L
Invoice ~ Organizations v
B Svenska

User interface operation

When login to the CGI Supplier Portal is completed, the main view of the system opens, with available tabs at the
top depending on the user’s access rights. In the Supplier role, the available options are Invoices and Settings. In
addition to these options, each user can also manage their own settings (My details) and other users of the
company/companies they represent (Users / Organizations via the user’s name).

CGI Hyd ra Q EEEnglish -

Notices for users may also appear at the top of the user interface. These notices are intended to inform users of
e.g. any planned longer maintenance periods.

Invoices

On the Invoices tab, user can browse for existing/created invoices and create new invoices.

© 2020 CGl Inc. - Confidential
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Invoices  Settings

Create new invoice I | Use template v

Invoice types ~ Organizations v
Invoices
Show by status: Al ~  Show bytime: Al M
ted Date Invoice numbes Sende Recipient + Statu
021220191311 02.12.2019 296337 Invoice Myyja Yritys Prod Oy Ostaja Yritys Prod AB Template Open
16.12.201913:10 16.12.2019 725100 Invoice Myyja Yritys Prod Oy Ostaja Yritys Prod AB Template Open
19.12.2019 1233 19.12.2019 474268 Invoice Myyjd Yritys Prod Oy Ostaja Yritys Prod AB Rejected Open
03.12.2019 14:32 03.12.2019 695703 Invoice Myyja Yritys Prod Oy Ostaja Yritys Prod AB Draft Open
0 - > >l

Invoices can be sorted in ascending/descending order by Created, Date, Invoice number, Type, Sender, Recipient
and Status, by clicking the heading of the desired field. The user can also limit the displayed invoices by status and
time. The number of rows to be displayed on a page can be set to 10, 30 or 100. Move to different pages using the

arrows.

The user can also choose to view only certain types of invoices, or a specific organization’s (Sender) invoices. In this
case, only the selected invoices are displayed to the user.

Invoices  Settings

nvoice types ~  Organizations = Create new invoice I I Use template +

Explanations for invoice list columns:

e Date

o Date assigned to the invoice at creation
e Invoice number

o Invoice number assigned to the invoice at creation
e Type

o Invoice type assigned to the invoice at creation

o Type can be: Invoice, Credit invoice, Payment order
e Sender

o Invoicing company/Supplier/Sender organization
e Payment receiver

o If Payment order —invoice type is selected, Payment receiver -column is visible in the Invoices
table

© 2020 CGl Inc. - Confidential

11



3.2

3.21

CaGi

o If Payment order —invoice type is not selected, Payment receiver —column is not visible

o If Invoice or Credit invoice —invoice types are selected at the same time as Payment order,
Payment receiver —column has receiver name only for Payment orders

e Recipient
o Invoice recipient/Invoiced company
e Status
o Displays the status of the invoice
o Possible statuses include the following:
= Delivered: The invoice has been delivered to the recipient
= Sent: The invoice has been sent but not yet delivered to the recipient
= In processing: The invoice is under automatic processing by the Service Provider

= |Inerror / Rejected / Validation failed: The invoice has been rejected and not been

delivered to the recipient

e This line may also include an error description/comment related to the

rejection
= Template: The invoice has been saved as an invoice template

=  Draft: The invoice has been saved as incomplete

By clicking the Open button at the end of the invoice line, the user can view the invoice, and from the page that is
opened the user can save the invoice as a template after editing, save the invoice as draft, or send the invoice.

Creating a new invoice

The user can create a new invoice via the Create new invoice and Use template options on the Invoices tab.

Invoices  Settings

Invoice types ~  Organizations = Ereate new invoice l I Use template :b

Create new invoice

The Create new invoice page allows the user to enter the invoice information, preview the invoice as a PDF, save
the invoice as draft, and send the invoice. The information fields for invoice creation depend partially on the type
of the invoice (Invoice, Credit invoice or Payment order), so the following paragraphs will outline the information

fields for Invoice, Credit invoice and Payment order.

Note: Invoice and Credit invoice are available to all Suppliers, but Payment order can only be used
if the invoiced Company has explicitly decided to offer their Suppliers the option to create and

send payment orders through the CGI Supplier Portal.

© 2020 CGl Inc. - Confidential
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3.2.1.1 Invoice

Invoice is the most commonly used invoice type in the CGI Supplier Portal. This is the so-called normal invoice. The
image below depicts the basic information fields for Invoice. Other information fields may also be visible to the
Supplier if the invoiced Company has required a different additional information field for their incoming invoices.
Mandatory information fields are marked with an asterisk.

Invoices > MNew invoice
Create new invoice

mveicing company - nvoiced compar -
Myyid Yritys Prod Oy - Ostaja Yritys Prod AB d

Invoice - Invoice date * 3] Invoice due date * a
Invoice number * +  Bankreference umbers  +

Currency invoice lanquage a the

EUR = Fimnish -

Fres text

PDF attachment
+ Add PDF attachment
Invoice rows *

m
I

- 0,00 o T 000 0,00

Add new row

VAT specification

Invoice total sum; 000
Invoice total tax free sum: 0,00
Total VAT 0,00

Preview as PDF Save as template Save as draft

Invoice information field functions:
¢ Invoicing company *

o If the user only has access to one invoicing company in the CGI Supplier Portal, the name of the
company is automatically added to the Invoicing company field

o Ifthe user has access to more than one invoicing company in the portal, the user must select the
correct invoicing company by clicking the information field

¢ Invoiced company *

o Ifthe user has invoice creation rights for only one invoiced company, the name of the company
to be invoiced is automatically added to the Invoiced company field

o Ifthe user has invoice creation rights for multiple invoiced companies, the user must select the
correct company to be invoiced by clicking the information field

© 2020 CGl Inc. - Confidential
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e Invoice type *
o Invoice
= The other invoice types are described in their own sections

e Invoice date *

o The user must click the calendar icon at the end of the information field ( ) to select the

invoice date

e Invoice due date *

o The user must click the calendar icon at the end of the information field ( = ) to select the
invoice due date

e |nvoice number *

o The user can manually enter the desired invoice number, or allow the system to create a number

by clicking the plus sign at the end of the information field ( * )
o The invoice number must be 2-20 digits long and can not include special characters (A, O, #...)
e Bank reference number *

o The user can manually enter the desired reference number (reference meant for payment), or
allow the system to create a number by clicking the plus sign at the end of the information field (
")
= If the user enters the reference number manually, the reference number must conform
to the general reference number guideline. If the reference number is not formally
correct, the user will be shown an error message (see example below)

e Currency *
o The user must select the currency for the invoice by clicking the information field.
o Available currencies: EUR, SEK, USD
e Invoice language of the recipient
o The user can select the language of the invoice (language code)
o Available languages: Finnish, English, Swedish
o Language selection also determines the pdf template language in “Preview as PDF”
o Finnish is set as default and user can change that
e VAT Reverse Charge, AVL 8c §
o The user must add a checkmark if reverse charge is to be used on the invoice

o If VAT Reverse Charge is selected, no VAT percentage can be chosen on the invoice row, 0 is
selected automatically

© 2020 CGl Inc. - Confidential
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If VAT Reverse Charge is selected, no Sales outside scope of tax can be used

e Sales outside scope of tax

o

@)

If VAT code has been given in the “Settings”, user can add a checkmark if sales is outside scope of

tax

=  “Sales outside scope of tax” selection automatically brings “Vat exempt reason” field
visible and user must give reason why invoice is outside scope of tax

If “Organization is not in VAT registry” is selected in the “Settings”, invoices are automatically
marked with “Sales outside scope of tax” checkmark and user is not able to change that

= “Vat exempt reason” field, which is visible only when “Sales outside scope of tax” is
selected, is automatically filled with “Organization is not in VAT registry” info.

If “Sales outside scope of tax” is selected, no VAT percentage can be chosen, “No tax” is selected

automatically

If “Sales outside scope of tax” is selected, no “VAT Reverse Charge, AVL 8c §” can be used

o  Free text

@)

If desired, the user can enter free text to be added to the invoice

e PDF attachment

@)

@)

If necessary, the user can click + Add PDF attachment text to add one (1) PDF attachment to the
invoice

The maximum allowed size for an attachment is 2 MB

In addition to the above information, the user must add the actual invoice row(s) to the invoice.

Invoice rows *

Add new row

0,00 0,00

On the invoice row, the user must provide the following information:

e  Product/service *

(@]

Billable product/service, e.g. Apple

e Delivered quantity *

©]
O

e  Unit*

Delivered, i.e. billable quantity

The Delivered quantity value is used to calculate the In total value

A unit describing the delivered quantity

e Value is selected from the list of most commonly used values

© 2020 CGl Inc. - Confidential
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e If none of the predetermined values is suitable, also value “Other” can be used. In that
case “Unit specifier” field activates and that needs to be filled in.

e  Price*
o Unit price of the product/service delivered

o The unit price can be represented using 4 decimal places, using a comma (,) as the decimal
separator

e Taxfree sum

o The sum without taxes is automatically calculated based on the submitted information
e Vat%*

o The user must click the field to select the VAT% for the invoice row

o Available values: 0, 10, 14, 24

o Ifreversed VAT (VAT Reverse Charge, AVL 8c §) is selected for the invoice, Vat % is not available
for the product rows, 0 is selected automatically

o If “Sales outside scope of tax” is selected for the invoice, Vat % is not available for the product
rows, “No tax” is selected automatically

e Vat amount
o VAT is automatically calculated based on the submitted information
e Intotal

o The total is automatically calculated based on the submitted information

If necessary, the user can delete an individual invoice row by clicking the recycle bin icon ( ¥ ) at the end of the
row.

The individual invoice rows are followed by a notebook icon ( | ) which can be clicked by the user to add Delivery
date and Description (additional row details).

Delivery date

Description

If more than one invoice rows is to be added, click Add new row to generate a new blank invoice row.

The amounts in the VAT specification on the bottom left of the page are updated as the invoice rows are filled in by
the user.

© 2020 CGl Inc. - Confidential
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Invoice rows *

Product / service * velivered quantity * nit Jnit price * Tax free sum Vat % * Vat amount In total

m
[ §

Omena 100 Kilogram (kg) * 10 1 000,00 14 ~ 140,00 1 140,00

1 000,00 1140,00

Add new row

VAT specification

Invoice total sum 1140,00
Invoice total tax free sum: 1 000,00
Total VAT: 140,00

PreviewasPOF  Save astemplate  Save as draf

When all required data is filled in, the user can preview the invoice in PDF format by selecting Preview as PDF. See
invoice PDF example image at the end of this guide (Attachment 1: Invoice PDF Example).

When all required information is filled in, the user can choose to save the invoice as a template, save the invoice as
draft, or send the invoice. When the user selects Send, the invoice is sent to the Service Provider for processing and
to be forwarded to the recipient (the customer to be invoiced). The user is automatically returned to the Invoices
tab in the portal, and the newly created invoice can be found on the list of invoices. To ensure the invoice is
successfully forwarded to the recipient, the user must monitor it until the sent invoice is set to Delivered status on
the Invoices tab.

When the user selects Save as template, the user must also enter a name for the invoice template and select Save.

Template name

After naming the template, the user is shown the created invoice template which can be edited by the user if
necessary, viewed as PDF, used to create an invoice based on the template, or remove the invoice template.
Section 3.2.2. Creating an invoice template describes invoice template functions in more detail.

When the user selects Save as draft, the user is shown the saved incomplete invoice which can be edited by the
user if necessary, removed, viewed as PDF, saved as a template, or sent. When the user returns to the Invoices tab,
the saved incomplete invoice is displayed in Draft status.

3.2.1.2 Credit invoice

The image below depicts the basic information fields for Credit invoice. Other information fields may also be visible
to the Supplier if the invoiced Company has required a different additional information field for their incoming
credit notes. Mandatory information fields are marked with an asterisk.
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Invoices > New invoice

Create new invoice

waicion comoary * weorced company *
Myyijd Yritys Prod Oy - Oslaja Yritys Prod AB -
Credit invoice - Invoice date * =] Invoice due date * =]
Invoice number * + Original invoice number * Bank reference number * +
EUR - Finnish -

POF anachment

+ Add POF attachment

Invoice rows *

m
O

- 0,00 o ¥ 000 000

Add new row

VAT specification

Invoice total sum: 0,00
Invaice total tax free sum. 0,00
Total VAT: 000

Credit invoice information field functions:
¢ Invoicing company *

o If the user only has access to one invoicing company in the CGI Supplier Portal, the name of the
company is automatically added to the Invoicing company field

o Ifthe user has access to more than one invoicing company in the portal, the user must select the
correct invoicing company by clicking the information field

¢ Invoiced company *

o Ifthe user has invoice creation rights for only one invoiced company, the name of the company
to be invoiced is automatically added to the Invoiced company field

o If the user has invoice creation rights for multiple invoiced companies, the user must select the
correct company to be invoiced by clicking the information field

e Invoice type *
o Creditinvoice
= The other invoice types are described in their own sections
¢ Invoice date *

—-
o The user must click the calendar icon at the end of the information field ( — ) to select the
invoice date
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Invoice due date *
o The user must click the calendar icon at the end of the information field ( — ) to select the
invoice due date
Invoice number *

o The user can manually enter the desired invoice number, or allow the system to create a number

by clicking the plus sign at the end of the information field ( * )
o Theinvoice number must be 2-20 digits long and can not include special characters (A, O, #...)
Original invoice number *
o The user must enter the number of the original invoice related to the credit invoice
o The number must not contain special characters (A, O, #...)
Bank reference number *

o The user can manually enter the desired reference number (reference meant for payment), or
allow the system to create a number by clicking the plus sign at the end of the information field (
")
= If the user enters the reference number manually, the reference number must conform
to the general reference number guideline. If the reference number is not formally
correct, the user will be shown an error message (see example below)

Bank reference number *

Currency *
o The user must select the currency for the invoice by clicking the information field.
o Available currencies: EUR, USD, SEK
Invoice language of the recipient
o The user can select the language of the invoice (language code)
o Available languages: Finnish, English, Swedish
o Language selection also determines the pdf template language in “Preview as PDF”
o Finnish is set as default and user can change that
VAT Reverse Charge, AVL 8c §
o The user must add a checkmark if reverse charge is to be used on the invoice

o If VAT Reverse Charge is selected, no VAT percentage can be chosen on the invoice row, 0 is
selected automatically

o If VAT Reverse Charge is selected, no Sales outside scope of tax can be used
Sales outside scope of tax

o If VAT code has been given in the “Settings”, user can add a checkmark if sales is outside scope of
tax
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= “Sales outside scope of tax” selection automatically brings “Vat exempt reason” field
visible and user must give reason why invoice is outside scope of tax

o If “Organization is not in VAT registry” is selected in the “Settings”, invoices are automatically
marked with “Sales outside scope of tax” checkmark and user is not able to change that

= “Vat exempt reason” field, which is visible only when “Sales outside scope of tax” is
selected, is automatically filled with “Organization is not in VAT registry” info.

o If “Sales outside scope of tax” is selected, no VAT percentage can be chosen, “No tax” is selected
automatically

o If “Sales outside scope of tax” is selected, no “VAT Reverse Charge, AVL 8c §” can be used
e  Free text

o If desired, the user can enter free text to be added to the invoice
e PDF attachment

o If necessary, the user can click + Add PDF attachment text to add one (1) PDF attachment to the
invoice

o The maximum allowed size for an attachment is 2 MB

In addition to the above information, the user must add the actual invoice row(s) to the invoice. The amount
delivered on the credit note is always automatically negative, marked with a minus (-) character.

Invoice rows *

o
[}

Testituote -1 Kilogram (kg) * 10 10,00 14 - 1,40 11,40

-10,00 -11,40

Add new row

On the invoice row, the user must provide the following information:

e Product/service *
o Billable product/service, e.g. Apple

e Delivered quantity *
o Amount to be refunded
o The amount on the Credit invoice is automatically negative, marked with a minus (-) character
o The Delivered quantity value is used to calculate the In total value

e Unit*
o Aunit describing the delivered quantity

e Value is selected from the list of most commonly used values

e If none of the predetermined values is suitable, also value “Other” can be used. In that
case “Unit specifier” field activates and that needs to be filled in.
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Price *
O

(@]

Unit price of the product/service delivered

The unit price can be represented using 4 decimal places, using a comma (,) as the decimal
separator

Tax free sum

o The sum without taxes is automatically calculated based on the submitted information
o The sum without taxes on the Credit invoice is always automatically negative, marked with a (-)
character
Vat % *
o The user must click the field to select the VAT% for the invoice row
o Available values: 0, 10, 14, 24
o Ifreversed VAT (VAT Reverse Charge, AVL 8c §) is selected for the invoice, Vat % is not available
for the product rows, 0 is selected automatically
o If “Sales outside scope of tax” is selected for the invoice, Vat % is not available for the product
rows, “No tax” is selected automatically
Vat amount
o VAT is automatically calculated based on the submitted information
o The Vat amount on the Credit invoice is always automatically negative, marked with a (-)
character
In total
o The total is automatically calculated based on the submitted information
o The In total on the Credit invoice is always automatically negative, marked with a (-) character

If necessary, the user can delete an individual invoice row by clicking the recycle bin icon ( L] ) at the end of the

row.

The individual invoice rows are followed by a notebook icon ( m ) which can be clicked by the user to add Delivery

date and Description (additional row details).

Delivery date

Description

If more than one invoice row is to be added, click Add new row to generate a new blank invoice row.
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The amounts in the VAT specification on the bottom left of the page are updated as the invoice rows are filled in by

the user.

Invoice rows *

Product / service * Delivered quantity * Unit Unit price * Tax free sum Vat%* Vat amount

Omena -100 Kilogram (kg) - 10 -1 000,00 14 T -140,00 -1140,00

L]
]

Paaryna -10 Kilogram (kg) v 12 -120,00 14 T -1680 -136,80

L]
I}

-1120,00 -1276,80

Add new row

VAT specification
Invoice total sum -1276,80
Invoice total tax free sum: -1120,00

Total VAT -156,80

Preview as PDF Save as template Save as draft

When all required data is filled in, the user can preview the invoice in PDF format by selecting Preview as PDF. See
invoice PDF example image at the end of this guide (Attachment 2: Credit invoice PDF Example).

When all required information is filled in, the user can choose to save the invoice as a template, save the invoice as
draft, or send the invoice.

When the user selects Send, the invoice is sent to the Service Provider for processing and to be forwarded to the
recipient (the customer to be invoiced). The user is automatically returned to the Invoices tab in the portal, and the
newly created invoice can be found on the list of invoices. To ensure the invoice is successfully forwarded to the
recipient, the user must monitor it until the sent invoice is set to Delivered status on the Invoices tab.

When the user selects Save as template, the user must also enter a name for the invoice template and select Save.

Template name

After naming the template, the user is shown the created invoice template which can be edited by the user if
necessary, viewed as PDF, used to create an invoice based on the template, or remove the invoice template.
Section 3.2.2. Creating an invoice template describes invoice template functions in more detail.

When the user selects Save as draft, the user is shown the saved incomplete invoice which can be edited by the
user if necessary, removed, viewed as PDF, saved as a template, or sent. When the user returns to the Invoices tab,
the saved incomplete invoice is displayed in Draft status.
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3.2.1.3 Payment order

Payment order can only be used if the invoiced Company has explicitly decided to offer their Suppliers the option

to create and send payment orders through the CGI Supplier Portal. The image below depicts the basic

information fields for Payment order. Other information fields may also be visible to the Supplier if the invoiced

Company has required a different additional information field for their incoming invoices. Mandatory information

fields are marked with an asterisk.

Create new invoice

Payment reciplent contact detalls

POF antachment
* Add PDF anachment

Invoice rows *

Add new row

VAT specification

Payment order information field functions:

e Invoicing company *

o Ifthe user only has access to one invoicing company authorised to create payment orders in the

CGlI Supplier Portal, the name of the company is automatically added to the Invoicing company

field

o If the user has access to more than one invoicing company authorised to create payment orders

in the portal, the user must select the correct invoicing company by clicking the information field

e Invoiced company *

o Ifthe user has payment order creation rights for only one invoiced company, the name of the

company to be invoiced is automatically added to the Invoiced company field
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o If the user has payment order creation rights for multiple invoiced companies, the user must

select the correct company to be invoiced by clicking the information field
e Invoice type *
o Payment order
= The other invoice types are described in their own sections
¢ Invoice date *
o The user must click the calendar icon at the end of the information field ( = ) to select the
invoice date
e Invoice due date *
o The user must click the calendar icon at the end of the information field ( = ) to select the
invoice due date
e Invoice number *

o The user can manually enter the desired invoice number, or allow the system to create a number

by clicking the plus sign at the end of the information field ( * )
o The invoice number must be 2-20 digits long and can not include special characters (A, 0, #...)
e Bank reference number *

o The user can manually enter the desired reference number (reference meant for payment), or
allow the system to create a number by clicking the plus sign at the end of the information field (
“)
= If the user enters the reference number manually, the reference number must conform
to the general reference number guideline. If the reference number is not formally

correct, the user will be shown an error message (see example below)

e Currency *
o The user must select the currency for the invoice by clicking the information field.
o Available currencies: EUR, USD, SEK
e Invoice language of the recipient
o The user can select the language of the invoice (language code)
o Available languages: Finnish, English, Swedish
o Language selection also determines the pdf template language in “Preview as PDF”

o Finnish is set as default and user can change that

The Payment recipient contact details information fields are related to the actual recipient of the payment,
indicated by the payment order.

© 2020 CGl Inc. - Confidential

24



CaGi

o Name*
o The user must provide the name of the actual payee
o Street address *
o The user must provide the street address of the actual payee
o City*
o The user must provide the name of the city associated with the street address of the actual payee
o Postal code *
o The user must provide the post code associated with the city of the actual payee
o Birthday (ddmmyy)

o Ifthe actual payee is a private individual, the user must provide the date of birth (ddmmyy) of the
actual payee

o This field is not mandatory, but either this or Y-identifier should be used
o Y-ldentifier

o If the actual payee is a company, the user must provide the payee’s Business ID

o This field is not mandatory, but either this or Birthday (ddmmyy) should be used
o Account number *

o The user must provide the actual payee’s bank account number in IBAN format
o BIC*

o The user must provide the BIC associated with the actual payee’s account number
o Payment order resolution *

o The user must provide a justification/decision associated with the payment order

The following information and functionalities are identical for all types of invoices.
e VAT Reverse Charge, AVL 8c §
o The user must add a checkmark if reverse charge is to be used on the invoice

o If VAT Reverse Charge is selected, no VAT percentage can be chosen on the invoice row, 0 is
selected automatically

o If VAT Reverse Charge is selected, no Sales outside scope of tax can be used
e Sales outside scope of tax

o If VAT code has been given in the “Settings”, user can add a checkmark if sales is outside scope of
tax

= “Sales outside scope of tax” selection automatically brings “Vat exempt reason” field
visible and user must give reason why invoice is outside scope of tax

o If “Organization is not in VAT registry” is selected in the “Settings”, invoices are automatically
marked with “Sales outside scope of tax” checkmark and user is not able to change that
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= “Vat exempt reason” field, which is visible only when “Sales outside scope of tax” is

selected, is automatically filled with “Organization is not in VAT registry” info.

o If “Sales outside scope of tax” is selected, no VAT percentage can be chosen, “No tax” is selected
automatically

o If “Sales outside scope of tax” is selected, no “VAT Reverse Charge, AVL 8c §” can be used
e Free text

o If desired, the user can enter free text to be added to the invoice
e  PDF attachment

o If necessary, the user can click + Add PDF attachment text to add one (1) PDF attachment to the
invoice

o The maximum allowed size for an attachment is 2 MB

In addition to the above information, the user must add the actual invoice row(s) to the invoice.

Invoice rows *

Product / service * Delivered quantity * Ini Init price * ax free su Vat % * Vat amount

0,00 0,00

Add new row
On the invoice row, the user must provide the following information:
e Product/service *
o Billable product/service, e.g. Apple
e Delivered quantity *
o Delivered, i.e. billable quantity
o The Delivered quantity value is used to calculate the In total value
e  Unit*
o Aunit describing the delivered quantity
e Value is selected from the list of most commonly used values

e If none of the predetermined values is suitable, also value “Other” can be used. In that
case “Unit specifier” field activates and that needs to be filled in.

e Price *
o Unit price of the product/service delivered

o The unit price can be represented using 4 decimal places, using a comma (,) as the decimal
separator

e Vatfree sum

o The sum without taxes is automatically calculated based on the submitted information
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e Vat%*

(@]

O

The user must click the field to select the VAT% for the invoice row
Available values: 0, 10, 14, 24

If reversed VAT (VAT Reverse Charge, AVL 8c §) is selected for the invoice, Vat % is not available
for the product rows, 0 is selected automatically

If “Sales outside scope of tax” is selected for the invoice, Vat % is not available for the product
rows, “No tax” is selected automatically

e Vatamount

(@]

e Intotal

(@]

VAT is automatically calculated based on the submitted information

The total is automatically calculated based on the submitted information

If necessary, the user can delete an individual invoice row by clicking the recycle bin icon ( ¥ ) at the end of the

row.

The individual invoice rows are followed by a notebook icon ( | ) which can be clicked by the user to add Delivery

date and Description (additional row details).

Delivery date

Description

If more than one invoice row is to be added, click Add new row to generate a new blank invoice row.

The amounts in the VAT specification on the bottom left of the page are updated as the invoice rows are filled in by

the user.
Invoice rows *
Product / service * Delivered quantity * Unit Unit price * Tax free sum Vat%* Vat amount In total
Omena 100 Kilogram (kg)  ~ 10 1000,00 14 ~ 140,00 1140,00 [ ] n
1000,00 1140,00
Add new row
VAT specification
Invoice total sum: 1140,00
Invoice total tax free sum: 1000,00

Total VAT:

140,00

Preview as PDF Save as template Save as draft
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When all required data is filled in, the user can preview the invoice in PDF format by selecting Preview as PDF. See

invoice PDF example image at the end of this guide (Attachment 3: Payment Order PDF Example).

When all required information is filled in, the user can choose to save the invoice as a template, save the invoice as
draft, or send the invoice.

When the user selects Send, the invoice is sent to the Service Provider for processing and to be forwarded to the
recipient (the customer to be invoiced). The user is automatically returned to the Invoices tab in the portal, and the
newly created invoice can be found on the list of invoices. To ensure the invoice is successfully forwarded to the
recipient, the user must monitor it until the sent invoice is set to Delivered status on the Invoices tab.

When the user selects Save as template, the user must also enter a name for the invoice template and select Save.

Template name

After naming the template, the user is shown the created invoice template which can be edited by the user if
necessary, viewed as PDF, used to create an invoice based on the template, or remove the invoice template.
Section 3.2.2. Creating an invoice template describes invoice template functions in more detail.

When the user selects Save as draft, the user is shown the saved incomplete invoice which can be edited by the
user if necessary, removed, viewed as PDF, saved as a template, or sent. When the user returns to the Invoices tab,
the saved incomplete invoice is displayed in Draft status.

Creating an invoice template

On the Create new invoice page, the user can save the invoice as a template by selecting Save as template once all
required information has been entered. After saving the invoice template, the user can edit the invoice template if
necessary, preview the invoice template in PDF format, or create an invoice from the template.
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Invoices > Template "Demomalli™
Template "Demomalli”

invoiced company *

- Ostaja Yritys Prod AB -
e trom invoice date i dow date
Invoice - 07052020 B 21052020 ]
eice number Bk referonce number
806253 +  ogo7062 +
P— ivolce Inguacge of e recigient
EUR ~  Finnish -

O VAT Reverse Charge, AVL B2 §
[0 ssles outside scope of 1ax

Free text

PDF anachment
+ Add PDF attachment

Invoice rows *

Product / service * Delivered quantity * Unit Unit price * Tax free sum vats e Vat amount n tota

Omena 100 Kilogram (kg) * 10 1000,00 14 ¥ 140,00 1140,00 ] m
1000,00 1 140,00
Add new row
VAT specification
Invoice total sum: 1140,00

Invoice total tax free sum:; 1000,00
Tatal VAT 14000
Preview as PDF Create invoice from template Save template medifications

If necessary, the user can also remove the invoice template by clicking the recycle bin icon in the upper right corner

of the template invoice (‘1 ). Before the final removal, the user is asked to confirm whether they truly wish to
remove the invoice template.

Are you sure you want to delete this invoice?

The invoice template can be edited on the invoice template page which opens immediately after the template is
saved, or via the Use template option in the upper right corner of the Invoices tab and clicking the desired
template (lands on the same invoice template page).

Invoices  Settings

Invoice types ~ Organizations - Create new invoice [l Use template ~

Demomalli

3.2.2.1 Creating an invoice from a template

On the Invoices tab, the user can create a new invoice using a previously created invoice template. When creating
an invoice using the Use template option, the user selects the desired previously created invoice template.
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Invoices  Settings

Invoice types = Organizations - | Coln u ook

Use template ~

On the Template page, the user selects Create invoice from template, which automatically sends the user to the
New invoice page with the invoice template information automatically entered on the invoice. The invoice
processing will then continue as when creating an invoice using the Create new invoice option.

+ Add PDF attachment

Invoice rows *

]
[

Omena 100 Kilogram (ka) * 10 1 000,00 4 ¥ 140,00 1140,00

1 000,00 1140,00

Add new row

VAT specification

Invoice total sum: 1140,00
Invoice total tax free sum: 1 000,00
Total VAT 140,00

Preview as PDF Create invoice from template Save template modifications

3.3 Settings

Users of the invoicing company can use Settings tab to view and manage the settings of the invoicing company.

CGI Hyd!‘a Q Myyja Testinen = S english ~

Invoices  Settings

Choose a company: Myyja Yritys Prod Oy >

If the user is only authorised for one invoicing Company in the CGI Supplier Portal, the Company settings will
automatically be displayed on the Settings page. If the user is authorised for more than one invoicing Company in
the CGI Supplier Portal, the user must manually select the Company to be viewed via the Choose a company menu
before the settings are automatically displayed.

If the user is authorised for both the Invoicing company and an Invoiced company, the user must select on the
Settings page which settings to view.

Invoices  Billing invitations  Settings

Invoicing company  Invoiced company
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Settings of the Invoicing company

On the Settings tab the user can manage the information, such as the postal address, contact information and VAT
code and banking details, of the invoicing company that the user is authorised for. Mandatory fields are marked
with an asterisk. On the Settings tab, the user can also add an Invoicing company logo for the invoice PDF if
desired. The Company Name, OVT code and Organization Identifier (Businessld) cannot be changed through the
CGlI Supplier Portal, and the Invoicing Company must contact the Invoiced company if changes to the information
are necessary.

Invoices Settings

Choose a company: Myy]a Yritys Prod Oy -

Settings
e Extra
Myyj# Yritys Prod Oy
R G FIOO959999 [ Organization i notin VAT registry
003700000000
Organization identfar [Businaasld !
345600000785
0000000-0
Contact Address NDEAFTHH
act nam "
Testi Henkild Katu 391 14 pv netto
tact phone e s
000 D00 0000 Helsinki 5
testihenkilo@test com Finland . Payment overdue details

If the user makes any changes to the information that can be changed on the Settings tab, the information must be
saved using the Save button.

Users

It is Supplier’s own responsibility to take care of needed user additions and removals. Supplier’s users can remove
and add new users for their represented Companies. User creation is accessed through the Users option in the
upper right corner of the portal.

CGI HYd ra Q Myyjé Testinen v Sf& English ~

Invoices Settings Logout
My details
v 4 Cre: Use template
Invoice types ~ Organizations > c
Organizations
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On Users page, the user can view and remove their represented company’s existing users and add new ones.

Users
Search by email Q
Name Email
Demo Demoaja demo.demoaja@demo.com Open

3.4.1 Add new user

It is Supplier’s own responsibility take care of needed user additions. A Company user can add new users for the
company/companies they represent by selecting Add new user. On the New user page, the user must first enter
the personal work email address of the new user, after which the system will check if an existing user with the
email address can be found in the CGI Supplier Portal.

Users > New user

New user
User info User organizations
Email * User organizations -

Cancel

If an existing user with the email address can be found in the CGI Supplier Portal, the user must select the
Company/Companies to authorise the person for, and finally click the Save button.

New user

User info User organizations

Email *

demo.demoaja@demo.com User organizations -

Cancel Save

If no existing user with the email address is found in the CGI Supplier Portal, fields for the person’s first and last
name will appear after providing the email address and can be filled in. The user must then choose which
Company/Companies the person is authorised for, and finally click the Save button.
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New user

User info User organizations

Email *

demo.demoaja@demo.com User organizations -
First name *

Last name *

Cancel

The new user will receive separate emails with their user ID and password, according to the template below.

Email Template: New User ID

From: toimittaj, I i I com>
Sent: perjantas 14, joulukuuta 2018 9.50
To: Demoajas, Demo <germo, demeain€demo,com>

Subject: Tunauksesi toimittajaportaaliin / User credentials 1o the supplier portal /wadun leverantdrsportalen

Hel,
jemo. demoajaPdemo com
ans erillisend i pad finkisth
i hetpe:/ /e U portaall
Muista tallentaa finkki selaimesi kirjanmeriiksil
I i) inen 63 oRisb, SR YMYRE
Ystheilisin terveisin,
[=<]
HUOM! Tima h on luotu s vastas i
Hi,
Your user name to the supplier portal is demo, demosia@demo. com
Your password will be defivered in a separate email. The supplier portal is available in the following link.
Supplier portal hitpn.//veww laskuhotelli fi/portaali/
Remember to save the link to your browsers bookmarks!
1f you are unable to log in, please contact your organisation sdministrator.
With best regards,
5]
NOTE! This is an automatic email. Please do not reply 1o this message.
Hel,
Ditt il Br demo, e, Com
Ditt Iésenord komener att levereras i ett skiljt med hyslp av folande lank.

hetp//vevove baskuhotelli f/portaati/

Kom ihg att spara linken | webblisarens bokmarken!

Wall du inte kan logga in, var god och

Med vilnlig hilsning,

oGl

NOTERA! Detta ar ett ik sant Vanligen sara ir 4 dett.
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Email Template: New User Password

From: tolmittajaportaali @«gi.com <toimittalaportasli# ogl com>
Sent: perjantai 14, joulukuuta 2018 9.49
To: Demoaja, Demo <demo.de: B demo.com>

Subject: Salasanasi toimittajaportaaliin / Password to the supplier portal / Lasenord till leverantirsportalen

Hei,

Ui sl i tobmittajaportaalin on

Sisadnkirjautumisen jalkeen sinun tulee vaihtas salasanasi,

Ystavillisin terveisin,
Gl

HUOMI Tami sihkapostiviesti on luotu isesti. 413 vastaa tahan viestiin,

Hi,
Your new password o the supplier portal is soooooons
After you have logged in for the first time, you will be asked to change your password.

With best regards,
Gl

NOTE! This is an automatic email. Please do nat reply to this message.

e,

Ditt lasenord till leverantarsportalen ar ooooooooo
Nar dhu loggat in bar du byta lGsenordet.

Med vinlig halsning,

Gl

NOTERA! Detta br et sutomatiskt sant meddelanse. VEnligen svara inte pd detta meddelande.

Remove Existing User

It is Supplier’s own responsibility to take care of needed user removals. A Company user can remove existing users

from their represented company/companies through the Open button on the Users page, next to the name of the

user to be removed.

Users
Search by email Q
Name Email
Demo Demoaja demo.demoaja@demo.com

Open

On the Users > Edit page, company representation rights in the CGI Supplier Portal can be removed from the

selected user by removing the required company from the user’s User organizations information, and selecting

Save.

e The User organizations information only displays the companies the removing user is also authorised to

access. The user to be removed can also have access rights to other companies, which cannot be seen on

the removing user’s User organizations list. These rights will remain unchanged despite the removal of an

access right relating to a specific company.
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Users > Edit

Demo Demoaja

User info User organizations

Email User organizations

demo.demoaja@demo.com Ostaja Yritys Prod AB -

First name Ostaja Yritys Prod AB €

Demo

Last name

Demoaja

Cancel Save

3.5 Organizations

Company’s users can view and remove company’s users and their user right also through Organizations option.

CGI Hyd ra Q Myyja Testinen « EE English «

Invoices  Settings Logout
My details

Invoice types ~ Organizations - | Cre: Use template
Users

In the Organizations page user can see companies, to which he/she have user rights. User can view and remove
users’ rights of those organizations. Note: Adding new users is done through Users —page (see chapter 3.4. Users).

Organizations

Search

Name Y-identifier

Myyja Yritys Prod Oy 003700000000 Open

lems perpage 10+

By selecting Open can be seen users that have user right for selected company in CGI Supplier Portal.
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3.6

3.6.1

CaGi

Organizations > Edit

Myyja Yritys Prod Oy

Organization info Organization users

Name Orgamzasmu users

M Myyja Testinen (+1 othe -
Y-identifier Myyja Testinen €3  Testi Testaaja (0

Cancel Save

User’s right to selected company can be removed by pressing cross sign () at the end of the user’s name. After
that user name will be removed from the view. Finally change needs to be saved by selecting Save.

User’s own details

User settings such as name, email address and account information can be viewed by the user and partially
managed in the My details menu, accessed through the user’s name in the upper right corner of the portal.

CGI Hy d ra Q, Myyijé Testinen + Sf= English ~

Logout

e e |2
Cre: Use template

Users

Invoices  Settings

Invoice types ~ Organizations X

Organizations

Account

The first tab of the My details menu contains the user’s Account. The user is able to edit everything except the
Username. To save information, user needs to click Save. To return to other functions of the portal, the user can
select Go back to Supplier Portal at the top of the page.
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CaGi

Go back to Purchase Involce Portal

cal

PASSWORD

Sign Out English

Edit Account

Emall
demo.demoaja@demo.com

First name
Demo
Lastrame

Demoaja

SAVE ‘CANCEL

3.6.2 Password

If the user wishes to change their password, they can do so whilst logged in to the CGI Supplier Portal. For more
detailed instructions on changing one’s password, refer to 2.4 Changing Password
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Attachment 1: Invoice PDF Example

Myyji Yritys Prod Oy INVOICE Page1/1
Katu 39
00200 Helsinki
Invoice date Invoice number
Ostaja Yritys Prod AB 24.1.2020 708398
Testikatu 12 Payment reference Seller reference
00100 Helsinki 45 81677 4581677
Seller contact Buyer Contact
Testi Henkilo
Due date Penalty interest
31.1.2020 5%
Payment terms
14 pv netto
Buyer
Ostaja Yritys 0000000-5
Prod AB
Article Delivered Unit price Net amount VAT VAT amount Total
amount %
Omena 100,00 kg 10,00 1 000,00 14,00 140,00 1 140,00
VAT analysis 1 000,00 14.00 140,00
TOTAL AMOUNT 1 140,00 Euro
DUE:
Myyji Yritys Prod Oy Tel: 000 000 0000 Business ID: 0000000-0 FI11 1234 5678 9012 34 / NDEAFIHH
Katu 39 Email: testi.henkilo@test.com
00200 Helsinki
Finland
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Attachment 2: Credit invoice PDF Example

Myyjé Yritys Prod Oy CREDIT INVOICE Page1/1
Katu 39
00200 Helsinki
Invoice date Invoice number
Ostaja Yritys Prod AB Lo L
Testikatu 12 Payment reference Seller reference
00100 Helsinki 4581677 4581677
Seller contact Buyer Contact
Testi Henkilo
Due date Penalty interest
31.1.2020 5%
Payment terms
14 pv netto
Buyer
Ostaja Yritys 0000000-5
Prod AB
Article Delivered Unit price Net amount VAT VAT amount Total
amount %
Omena -100,00 kg 10,00 -1 000,00 14,00 -140,00 -1 140,00
VAT analysis -1.000,00 14,00 -140,00
TOTAL AMOUNT -1 140,00 Euro
DUE:
Myyiji Yritys Prod Oy Tel: 000 000 0000 Business ID: 0000000-0 FI11 1234 5678 9012 34 / NDEAFIHH
Katu 39 Email: testi.henkilo@test.com
00200 Helsinki
Finland
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Attachment 3: Payment Order PDF Example

Testi Testinen PAYMENT ORDER Page1/1
Testikatu 1
Helsinki 00030
Invoice date Invoice number
Ostaja Yritys Prod AB 24.1.2020 353665
Testikatu 12 Payment reference Seller reference
00100 Helsinki 56 38163 5638163
Seller contact Buyer Contact
Myyja Testinen Ostaja Testinen
Due date Payment order resolution
31.1.2020 Paatos 1234
Buyer
Ostaja Yritys 0000000-5
Prod AB
Article Delivered Unit price Net amount VAT VAT amount Total
amount %
Mustik 100,00 kg 10,00 1 000,00 14,00 140,00 1 140,00
VAT analysis 1 000,00 14,00 140,00
TOTAL AMOUNT 1 140,00 Euro
DUE:
Testi Testinen 010170 FI11 1234 5678 9012 34 / NDEAFIHH
Testikatu 1
Helsinki 00030
Finland
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