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How-to Guide

The following are addressed in this document.

1. What is a simple inquiry & how do | execute it?

N

. I received a payment but don’t know what it is for.

w

. I received a “No Data Found” message. What should | do?
4. What is a multi-invoice inquiry & how do | execute it?
5. How to perform a Statement Reconciliation.

6. Don’t know your vendor ID? Find it with a simple inquiry.
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FA\ Adobe

A simple inquiry occurs only when you need to look up a single invoice inquiry.
What s a simple 1. Enter two of the available fields under “Search by Invoice”

. . 2. Click “Search”
Inquiry & howdoll 3. Results of search will display
execute it? 4.

Once you have successfully received at least one valid response during the

session, you may use date ranges if desired (see below)

Invoice Payment Information
How to Use this Portal

Tips for Successful Billing
Contact Us

Update Your Company Details
(Aravo)

Get Paid Faster - Submit Your
Invoice via Ariba

Statement Reconciliation

Statement Reconciliation
Instructions.

®

Invoice Payment Information
How to Use this Portal

Tips for Successful Billing
Contact Us

Update Your Company Details
{Aravo)

Get Paid Faster - Submit Your
Invoice via Ariba

Statement Reconciliation

Statement Reconciliation
Instructions

Adobe

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

The data is updated daily and reflects the activity over the last 12 months.

Please enter data into two of the fields below.

Once you have successfully found one invoice and locked in the vendor number, you will

be able to perform date range searches.

Search by Invoice

Invoice Number:

vendor Number:

PO Number:

Invoice Amount:

Invoice Date:

Search by Payment Received
Payment Reference:

Payment Date:

Sort Report by

®_P

¥ Ascending

Adobe

v

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

Below are all the invoices received by Adobe. If the invoice you are looking for is not in the

list, please contact us at ap@adobe.com.

Search by Invoice
Invoice Number: 1234567890

Vendor Number: 967876

PO Number:

Invoice Amount:

Invoice Date:

Search by Payment Received

Payment Reference:

Payment Date TO

Sort Report by v Ascending

[ sooen J e |

Download Results in CSV Format:

@ (vores Ramer invore Date invore Amount [imorcs Carroney [imvores St~ [Posting Dot [Nt Due Dote Pyt Dotz

1234567880 08-JAN-2019

367581 HKD

Free for payment 07-JAN-2019 Net 30 days 07-FEB-2019 07-FEB-2019

Download Resuits in CSVY Format.

v

o g e

Adobe Clearing Number |Check/MWire/ACH Number |PO Number [ Supplier Number

1233344987

1233344987 3455578614 0000967878
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If you received a payment and want to research what invoices were covered

| I'ECEiVEd a under that payment:

1. Type in Payment Reference Number and Payment Date under “Search by

1
payment but don't Payment Received”
know what it is for. 2. Click “Search”

3. Results of invoices included in the payment will display

Adobe

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

Invoice Payment Information The data is updated daily and reflects the activity over the last 12 months.

Please enter data into two of the fields below.

Once you have successfully found one invoice and locked in the vendor number, you will
Tips for Successful Billing be able to perform date range searches.
Contact Us

How to Use this Portal

Update Your Company Details Search by Invoice

(Aravo)
Invoice Number:

Get Paid Faster - Submit Your

Invoice via Ariba Vendor Number:
Statement Reconciliation PO Number-
Statement Reconciliation

Instructions Invoice Amount:
Invoice Date:
@ Search by Payment Received
[ Payment Reference:

Payment Date:

Sort Report by v Ascending ¥

—— T W

Adobe

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

Invoice Payment Information Below are all the invoices received by Adobe. If the invoice you are looking for is not in the
. list, please contact us at ap@adobe.com.
How to Use this Portal
Tips for Successful Billing Search by Invoice
Contact Us
Invoice Number:
Update Your Company Details
(Aravo) Vendor Number: 967876

Get Paid Faster - Submit Your

Invoice via Ariba PO Number:

Statement Reconciliation Invoice Amount:
e Invoice Date:
Instructions

Search by Payment Received

Payment Reference: 1233344987

Payment Date: 07-February-2019 TO

Sort Report by v Ascending v
Download Results in €SV Format

1234567890 3675.61 HKD yi 1233344887 1233344937 3455578614 0000867876

Download Results in CSVY Format, 3
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1. If you receive the “No Data Found” message, your invoice may not
have been received or processed for payment.

| received a “No 2. Click on “Get Paid Faster — Submit Your Invoice via Ariba” on the
left, to learn how to upload your invoice and message Adobe with

Data Found" your inquiry.

message. What 3. If your invoice was found but unpaid and exceeds your contractual
terms, OR if your invoice was not found and Ariba is not a suitable

should I do? option for you, send a mail to ap@adobe.com to inquire about the

invoice status. IMPORTANT: Clearly state that you have already
checked the Invoicelnfo portal.

Adobe

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

Invoice Payment Information The data is updated daily and reflects the activity over the last 12 months.

Please enter data into two of the fields below.

Once you have successiully found one invaoice and locked in the vendor number, you will
Tips for Successful Billing be able to perform date range searches.
Contact Us

How to Use this Portal

Update Your Company Details Search by Inveice

(Aravo)
Invoice Number: 1234567890

Get Paid Faster - Submit Your
Invoice via Ariba Vendor Number: 987654

Statement Reconciliation PO Number

Statement Reconciliation

Instructions Invoice Amount:
Invoice Date:
Search by Payment Received
Payment Reference:

Payment Date:

Sort Report by v Ascending v

No Data Found - Please Refry Your Query
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If you are interested in inquiring about invoices for a range of dates,
. - . you must first perform the simple inquiry.
What is a multi-invoice 1. Follow the steps outlined to execute a simple inquiry.

inquiry & howdo | 2. Upon successful completion of a simple inquiry, the “date range”
49 option will be displayed. Enter the “From” and “To” dates.
execute it: 3

Click on “Date Range Search.”
4. Results will display.

Adobe

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

Invoice Payment Information Below are all the invoices received by Adobe. If the invoice you are looking for is not in the
list, please contact us at ap@adobe.com.
How to Use this Portal

Tips for Successful Billing k Search by Invoice

Contact Us
Invoice Number

Update Your Company Details

(Aravo) Vendor Number:

Get Paid Faster - Submit Your

Invoice via Ariba B0 Number

Statement Reconciliation Invoice Amount:

ol ottt Invaice Date: 01-December-2018 0 [06-February-2019 [ Oace arge searen | Gear ez |
Instructions

$earch by Payment Received

@ Payment Reference:

Payment Date: TO

Sort Report by v Ascending v

Download Results in C5V Format

imstce Number inice Dot | mupioe Amouns | mvoioe urraney nvpice iatus | osting Dt | Terms | et DusDate | avment Dte | Adobe Cieariog Number |ChecutisiACH Mummber |0 Bumber | Suppler Mumper

1234567899 05-DEC-2013 202.00 USD Fres for payment |04-DEC-2018 |Net20 days | 04-JAN-2018 |21-DEC-2018 1100098765 1100098765 2400036678 0000987654
1234567901  05-DEC-2012 433.00 USD Fres for payment |04-DEC-2012 |Net 20 days |04-JAN-2010 |21-DEC-2018 1100098765 1100098765 2400036678 0000987654
1234567952 05-DEC-2018 1487.85 USD Fres for payment |05-DEC-2013  Net30days 04-JAN-2018 | 21-DEC-2018 1100098785 1100098765 2400036678 0000987654
1234568903  08-JAN-2018 247.00|USD Free for payment |07-JAN-2018 |Net20 days 07-FEB-2019 |O7-FEB-2018 1100089101 1100099101 2400038678 0000987654
1234560012 08-JAM-2010 330,55 USD Fres for payment |O7-JAN-2010 |Net20days 07-FEB-2010 |OT-FEB-2019 1100088101 1100099101 2400036678 0000987654
1234569126 03-JAN-2018 2545.80 USD Fres for payment | 08-JAN-2018 | Net30days O7-FEE-2018 |07-FEE-2019 1100088101 1100083101 2400036678 0000987654
1234569178 05-DEC-2018 1848.11 HKD Fres for payment |04-DEC-2018 |Net 20 days |04-JAN-2018 |21-DEC-2018 1100089543 1100089543 2400029675 0000987654
1234569198 08-JAM-2010 367581 HKD Fres for payment |O7-JAN-2010 |Net20days 07-FEB-2010 |0T-FEE-2019 1100089543 1100089543 2400029675 0000987654

Download Results in €SV Format
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1. Click on Statement Reconciliation in the left-hand menu.

How do | perform
a Statement
Reconciliation?

Adobe

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

Invoice Payment Information The data 1s updated daily and reflects the activity over the last 12 months.

Please enter data into two of the fields below.

Once you have successfully found one invoice and locked in the vendor number, you will
Tips for Successful Billing be able to perform date range searches.
Contact Us

How to Use this Portal

Update Your Company Details Search by Invoice

(Aravo) i
Invoice Number:

Get Paid Faster - Submit Your
Invoice via Ariba Vendor Number:

Statement Reconciliation PO Number

Statement Reconciliation

Instructions Invoice Amount:
Invaice Date:
Search by Payment Received
Payment Reference:

Payment Date:

Sort Report by v Ascending v
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Paste or attach Ad O be Enter and

a statement confirm your
Statement Reconciliation email address

Please Fill Out the Information Below

How to Use this \ @ Your email address msmith@email.com Enter your

Tips for Successful B.NQy Confirm email address msmith@email.com vendor ID

Contact Us Vendor 1D: 1234587 Oniy ane Vengor ID per file *Don’t know
Update Your Company Details your vendor ID?
BIEE] To submit a statement, you must attach a file OR paste data

Get Paid Faster - Submit Your Invoice number required in column #1 See page 11 beIOW.

Invoice via Ariba yvoice date required in column #2
INWgJce amount required in column #3

Statement Reconciliation

Statement Reconciliation Attach file here:

Instructions
Select xlIsx, xIs, txt or csv file only

or

If you paste a

PR e e 7 statement,
. Paste data here - Example: 12345678,1/2/2017,204 95 - Data may be comma, tab, . .
|f you attach a statement’ It must be pipe delimited or copied directly from an excel spreadsheet put invoice

in xlsx, xls, txt or csv format. Column 1 numbers in
must contain the invoice nhumber, ‘ column 1,
column 2 the invoice date, and Enter date formal. MMDDYY or MMDDYYYY v invoice dates

in column 2
and invoice
amounts in
column 3.

column 3 the invoice amount.

) \/ I'm not a robot

Click “Submit

Statement”

From the drop-down menu, select the
invoice date format.

You will receive an email with the statement reconciliation
results (see image on page 9) after submitting a statement.

If you have any questions, please contact
AP@adobe.com

Ad 0 be After clicking on

“Submit Statement”
Statement Reconciliation you’ll receive an on-

screen confirmation
I \ of your submission

Invoice Payment Information Thank you for your statement submission.
Please allow one hour for our response.

How to Use this Portal




Invoice Status and Statement Reconciliation Portal

Adobe

How-to Guide

Instructions to Copy and Paste

FA\ Adobe

D= i@ HdEBE ©- G- B B B » Bookl - Bxcel MaryAmold
Insert Page Layout Formulas Data Review View Help P Tell me what you want to do
&% Calibri -1 - General A Condit\ona\Formatting' E"Inser‘t = 2 - ’;7' O
Eg- B I U- A A + $ ~% > [FFormatas Table~ X Delete + [@]r P~ % e
- He D A~ e [7 Cell Styles » ] Format~ | & - Thisa;ie e'
Clipboard Font [} Alignment [F} Number [} Styles Cells Editing WebEx ~
Al i F || Invoice Number v
o B Calibri ~|11 - A" A $ - % » B G H J K L -
1 |Invoice Number |InvoiceDate Im B 7 = - A - 7 - %8 5§
2 21821796 11/1/2017 250010
3 21005382 12/15/2017 % cut
4 21543018 1/15/2018 = B
5 21123477 1j20/2018 O P Select the data you want to
6 21898794  1/26/2018 Paste Options: . . . .
= S aaane submit, right-click with your
g ZEEEEL A mouse and click “Copy.”
q 21987620/ 2/5/2018
10 ﬁ) Smart Lockup
11- Insert...
12 Delete...
i Clear Contents
14
15 8 Quick Analysis
16 Filter b i
Sheetl )] S ' [l 5
¥ 5
Ready 57 Insert Comment 623 Count:27 Sum: 173880711 3] mo- 1 + 100%
Format Cells...
Pick From Drop-down List...
Define Mame...
pinders: 21 % Lk ’ All folders are up to date.  Connected to: Microsoft Exchanoe 1] i
Undo +
E v To paste the data, click in the
box, right-click with your
T r— .
mouse and click “Paste.”
Select all LCAPTCHA \
brivacy - Tarms
Spelicheck »
I Writing Direction »
Inspect Ctrl+Shift+
21123477 1/20/2018 56789.45 -
21898794 1/26/2018 123556.18
21823460 21172018 B65432.01
21854362 21172018 18765.89
21987620 2/5/2018 2589065 After pasting the data' click
P
the down arrow and select
Enter date format: elect Date Format v
ot Luna Fomen ——— the date format.
M/DFY or M-D-Y or M.D.Y \ @
I'mnot a YM/D or Y-M-D or Y.M.D or YY-MMM-DD
DY or D-M-Y or D.MY or DD-MMM-YY
MMDDYY or MMDDYYYY
YYMMDD or YYYYMMDD
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Statement Reconciliation Results Email

= Attachment Tools  Statemnent Match Results - First Solar (597481) - Message (..

Message Help ADOEE PDF Attachments Q Tell me what you want to do

= N D Ez‘. Reply = i Reai N Tk ;, @ &3 Mark Unread tﬁ) ye Aj C)\
] rl:q'l Reply All 3 To Manager T .m : ] Categorize ~
g@ - cte Archive - | = ; = Move Assign Translate Read Zoom
3 Forward Team Email v - Bp- Palicy ~ I* Follow Up - 5 [} * | Aloud
Delete Respond Quick Steps ] IMaowve Tags [P Editing Speech | Zoom  Salesforce
- No Reply W1 Sat 5/19
Statement Reconciliation Results o
@ 597451_3003445_20180423_162650_Test1 xlsx_output_255.csv
3KE
The statement reconciliation results
are sent as an attachment. e

Statement Reconciliation Result File Attached

Your reconciliation file was submitted on 2018-05-19 15:38:49

With the following results:
Records submitted = 8
Records matched = 4

Records unmatched =1

Data Parameters: Invoice = 1, InvDate = 2({m-d-y), InvAmt =

The summary of the results will
be in the body of the email.

If you have questions about your results, please click on the following link:
https://627489.invoiceinfo.com/contact.html

PLEASE DO NOT REPLY TO THIS EMAIL

To request a rematch of this file, click on the link below:
https://627489.invoiceinfo.com/match.php?rq=2018-05-19 15:38:498s=999999
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Statement Reconciliation Results

A ] B D £ F G H | J K L M H o P e} R 5 7
] ) . I ] ] VENDOR  TOTAL . STATUS STATUS  VENDOR  VENDOR = CHECK | CHECK | CHECK  INVOICE
Query Query Query Query INVOICE  INVOICE poc oF OF | INVOICE | INVOICE | PAYMENT = METHOD | PAYMENT = PAYMENT & AMOUNT
Vendor | Invoice | InvDate | InvAme Match Status VENDORID PO_NUMBER NUMBER AMOUNT CURRENCY FAYMENT INVOICE  DATE  DUEDATE  DATE | OFFYMT  NUMBER AMOUNT | PAID
3003445 21821796 11/1/2017  2450.78 ALLMatch-Vendor, InvNumber, Date, Amount | 3003445 4300040496 21821796  2450.78 USD PAD  Paid 1Nov-17  4Feb-18 2-Feb-13 ACHCCD | 30032340 245078 145078
3003245 21005382 12/15/2017 157§ NOMatch o o

3003445 21543018 1/15/2018 56 PARTIAL Match - Vendor, InvNumber, Date 3003445 4200040269 21543018 183456 USD PAID Paid 15-Jan-18  10-Mar-18  7-Mar-18 ACH CCD 30032580 183456 183456

3003445 21123477 1/20/2018 89.45 PARTIAL Match - Vendor, InvNumber, Date 3003445 4300040269 21123477 56785.45 USD PAID Paid 20-Jan-18  12-Mar-18  15-Mar-18 ACH CCD 30032661 56789.45 56789.45
10 | 32003245 21898734 1/26/201 3586.18 PARTIAL Match - Vendor, InvNumber, Date 3003445 4300040269 21858794 123556.18 USD PAID Paid 26-Jan-18  16-Mar-18 14-Mar-18 ACH CCD 30032644 123556.18 123556.18
12 | 3003245 21823460 2/1/: 432.01 ALL Match -Vendor, InvNumber, Date, Amount 3003445 4300040362 21823460 €5432.01 USD PAID Paid 1-Feb-18  17-Mar-18 S8-Apr-18 ACH CCD 20031060 65432.01| 43987.97
| 3003345 21854362 18765.88 ALL Match -Vendor, InvNumber, Date, Amount 3003445 4300040362 21854362 1B8765.89 USD PAID Paid 1-Feb-18  17-Mar-18  14-Mar-18 ACHCCD 20030858 18765.89 1B8765.89

6 | 3003425

s ]

21987620 25890.65 ALL Match -Vendor, InvNumber, Date, Amount 3003445 4300040459 215987620 25850.65 USD PAID Paid 5-Feb-18  15-Mar-18 15-Mar-18 ACHCCD 20030874 25890.65| 25890.65

The fields that match

indicate if there is an “All Match,”
“Partial Match” or “No Match.”

10
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*Don’t know your
vendor ID? Find it
with a simple inquiry.

A simple inquiry occurs only when you need to look up a single invoice inquiry.

1. Enter two of the available fields Under Search by Invoice
2. Click “Search”
3. Vendor number displays

Invoice Payment Information
How to Use this Portal

Tips for Successful Billing
Contact Us

Update Your Company Details
(Aravo)

Get Paid Faster - Submit Your
Invoice via Ariba

Statement Reconciliation

Statement Reconciliation
Instructions

®

Invoice Payment Information
How to Use this Portal

Tips for Successful Billing
Contact Us

Update Your Company Details.
(Aravo)

Get Paid Faster - Submit Your
Invoice via Ariba

Statement Recon tion

Statement Reconciliation
Instructions

1234567830

Adobe

Welcome to Adobe’s Invoice Status and Statement Reconciliation Portal

The data is updated daily and reflects the activity over the last 12 months.

Please enter data into two of the fields below.

Once you have successfully found one invoice and locked in the vendor number, you will
be able to perfarm date range searchas.

Search by Invoice

Invoice Number:

Vendor Number.

PO Number:

Invoice Amount:

Invoice Date:

Search by Payment Received
Payment Reference:

Payment Date:

Sort Report by v Ascending ¥

O c———p pm wm

Adobe

Welcome to Adobe's Invoice Status and Statement Reconciliation Portal

Below are all the invoices received by Adobe. If the invoice you are looking for is not in the
list, please contact us at ap@adobe.com.

Search by Invoice

Invoice Number: 1234567890

Vaiidor NimBEE 967876 — @ Vendor Number Displays
PO Number.

Invoice Amount:

Invoice Date:
Search by Payment Received

Payment Reference:

Payment Date o [ G|

Sort Report by v Ascending ¥

Download Results.in CSV Format

1233344987 1233344987 3455578614 0000967876 1 1

Download Results in CSV . Format




