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How to register a supplier account in Tungsten.

How to request a connection with Mohawk.

How to check if a PO is available in Tungsten and submit a PO invoice.
How to submit a POA (paid on approval) invoice.

How to submit a credit note.

How to check the status of your invoice(s).

How to reactivate a failed invoice for resubmission.

How to pull a report showing the invoices submitted and/or PO’s received.
How to contact Tungsten supplier support team.

How to check your Tungsten supplier account number.

How to register a supplier account in Tungsten:

1. Go to https://registration.tungsten-network.com/start

2. Select account type (Business or Sole Trader) and enter your email in the field below. In
case the email is already registered with us you should simply sign in your existing account
or click on Forgot password if you do not remember your password.


https://registration.tungsten-network.com/start

-

@ English

TUNGSTEN NETWORK

THE SMARTER WAY TO GET PAID

Join the world's largest compliant business transaction network
Select account type and enter your email

B susivess 2 soLETRADER

MohawkTestSupplier@gmail.com

START REGISTRATION

Once registered, you will automatically receive 52 FREE transactions!

LEARN MORE

Already have an account? Sign in

3. On the next screen select your Country and Enter your business name in the Company
Search field. When typing in the system will give you some suggestions and if your
company is not among these please click on the blue label “enter details manually” to

continue.

English -
@ PORTAL REGISTRATION

TUNGSTEN NETWORK

Country

o Search your company United States

Company Search

MohawkTestSupplief x
Company information
MOHAWK ,INC
Can't find your company? Search again or enter details manually
Personal information
Already have an account? Sign ir BACK

4. On the next screen you will need to complete your Company information and Personal
information as shown below and click on Complete.



TUNGSTEN NETWORK

1 Company information is already in use. Please check if your business and VAT
registration number are correct.

PORTAL REGISTRATION

Company name

MohawkTestSupplier

Do you have a company Taxpayer ID number? Taxpayer ID number \

If your Tax
Payer ID is
already
used in
Tungsten,
this field
will
become
red. In this
case,
please
contact
Tungsten
supplier
support
team

Search your company Ven 111111111
Company address
o Company information Addresa
Test street address
stional) Flat, suite, unit, builc floor, et
Personal information il i e 0TI S
Town/City Zip Code
New York 12345
State Country
New York ~  United States
Already have an account? Sign in BACK
English -
PORTAL REGISTRATION
TUNGSTEN NETWORK You will be an administrator of your company account
First name Last name
Search your company John Smith
Username

Company information

o Personal information

Already have an account? Sign in

mohawktestsupplier@gmail.com

Password Password confirmation

®

nfirm that you have read ou

Service and Tariff by ticking the checkbox

BACK COMPLETE

5. You will receive an email from the Tungsten Network to complete your registration. In
order to do this and get your account connected with Mohawk, click on SIGN INTO THE
PORTAL and log in your account with your username (your email address) and your

password.




English

TUNGSTEN NETWORK

REGISTRATION SUCCESSFULLY COMPLETED

v

You are ready to go!
Click on the button below to sign into the Portal.

SIGN INTO THE PORTAL

TUNGSTEN NETWORK

You haven't verified your email yet.

CHECK YOUR EMAIL AND VERIFY

We have sent a verification link to
mohawktestsupplier@gmail.com

N

If you didn't receive an email, check your spam folder for
an email from support@system.tungsten-network.com

Not received the email? Resenc

6. Once you have verified your email successfully, you need to set up a 2-step verification

for improved account security. You case select to authenticate either by app or by email.
If you choose the app, we recommend Google authenticator of MS authenticator.
However, you can use any authenticator you want to. There is no restriction on that

from Tungsten Automation side.




7. Once you complete step 6, you will be logged in to your account on the Tungsten portal.

. MohawkTestSupplier
Connect with your customers E-‘a
12 rome

& nvo

[ ¢

ouraccount  Help& Suppori~ | LogOut

]

a

& cary paymen

Il. How to request a connection/connect with Mohawk.

1. Inorder to request a connection with Mohawk on the Tungsten portal, go to Customers
and the click on NEW CONNECTION as shown below:

o Mohawk test supplier

O\ Youraccount | Help & Support» Log Out

Feedback

CUSTOMERS womereaonn: | (@)
.=E Home

CONNECTED (1) PENDING REQUESTS (0) o NEW CONNECTION
B Invoices —_—
@ Purchase Orders Sherikiobiie 1R A S U L Q Sortby Newest first - Y FILTER
= Customers

Test Buyer entity
& Reports

Country Tax ID number

POLAND PL9087654321

TN (AAA) number Ready to Transact

AAA126831007 June 5,2017

2. Inthe search tab “Search by”, add the relevant Mohawk’s Tungsten account number as
specified below:



Mohawk Industries have 3 Tungsten Buyer Accounts and the PO number provided by the
buyer, will determine which account you need to bill in Tungsten. Please note, your
company may not have access to all of these buyer accounts. It depends on which divisions

of Mohawk you are doing business with.

(SAP Account)

Account Company Name Additional information
Number

If the PO starts with 4500, 4501, or 2 and is eight to
AAA613547025 Mohawk Industries, Inc. | ten digits long, or if you are given a POA SAP PO

number, please choose this account. Format for POA
is: POA-Jane_Doe-8050 or POA-Jane.Doe-8050.

Mohawk Inc. (SAP-Dal-

If the PO starts with 4500 or 4501 and is issued by the

Luxembourg S. ‘ar. I.

AAA795445733 Tile-Central FG) Dal-Tile Plannin.g DepartrTu.ent, you need to choose this
account. POs will be 10 digits long.
Mohawk 0 p These POs are only shipping to the MPD Mexicalli Pad
AAA613530054 onaw perations | pant in Mexico. The PO will start with a 2 and be eight

digits long.

You will be presented with a selection page with the relevant Mohawk entities based on the

search criteria you have selected.

Search and find your customer to send a new connection request

Search by Country

Customer name > United States

Mohawk Inc. (SAP-Dal-Tile-Central FG)

Mohawk Industries, Inc. (SAP Account)

Find a customer

v  MohawK

AAAT95445733 N/A

AAA613547025 N/A

Can't find your customer? Try again or search by TN number or Tax ID number




Once you select the desired entity, you will see the following screen where you need to
click on the CONFIRM button.

You've selected Mohawk Industries, Inc. (SAP Account).

Please add a vendor code before sending your connection request, it will speed up the process

Customer TN (AAA) number Tax ID number Vendor code

(i ]

Mohawk Industries, Inc. (SAP Account) AAA613547025 N/A ptiona

P.0. Box 1029, Chatsworth , GA , 30705

This company is part of MOHAWK GROUP. SHOW GROUP

Last but not least you will need to attach a document showing evidence for your
relationship with Mohawk and click on the SEND button. Such document could be an
invoice, PO, contract, remittance, etc.

Your customer requires supporting documents

To accept your request, your customer needs supporting evidence of your relationship. This could be an invoice, PO, contract, remittance etc
Customer Additional Information @
Mohawk Industries, Inc. (SAP Account)

Drag & Drop files here or Browse files

DO IT LATER DELETE

If everything has been completed correctly you will be presented with the screen below.
The next step will be for Mohawk to review your request and approve it.

- + Success. Your connection request has been successfully sent to your customer



[[ How to check if a PO is available in Tungsten and submit a PO invoice.

1.

2.

Active purchase orders

Mohawk is already sending your PO’s to the Tungsten Network, so you can find these on
your Tungsten portal and directly convert them into an invoice. In order to do that, go to
“Purchase Orders” and you will see the menu below:

Purchase orders (POs)

£ Home

Select accour
B invoices b

Purchase Orders

= Customers Criteria My PO summary

A Reports Customer

ALL v

£) Early payment

PO number

v PO status definitions

PO conversion status

Select PO date range

To find a specific PO, please use the "Select PO date range” dropdown, click "Last 12
months" or set Custom range and populate your PO in the "PO Number" field. Click on the
green button “_" and you will be presented with the relevant PO for Mohawk.
You will then see your PO summary as below:

PO number Updated Customer Customer TN Status First line description Line
PO date Number
@® 4501679819 11/14/2022 Mohawk SAP Test AAAS553808016  Accepted QUARTZ GRANULED
[
@® 4501676586 11/14/2022 Mohawk SAP Test AAAS553898016  Accepted NATURAL 6X36R
AMERIC..
® 11/14/2022 Mohawk SAP Test AAAS553898016  Accepted DCB205-2 BATTERY
LI-
@® 4501678450 11/14/2022 Mohawk SAP Test AAA553898016  Accepted NATURAL 6X36R
AMERIC.

You need to click

on the [HoMnlIS@NIME to open the PO. Please review it to ensure everything is as expected.



3. Once you have reviewed the PO click on [CONVERT PQ as shown below).

Number of lines 1
Net total $1,100,000.00

www.tungsten-network.com

CONVERT PO DOWNLOAD BACK HIDE

4. The next step is to select which lines from this PO you want to invoice. Additionally, you
will need to add the invoice number:



PO Convert #4500254016 @ Help with this page

Ef Home

Create invoice

B Invoices
Enter invoice number*

@ Purchase Orders

& Customers

&1 Reports Select PO line items to use

<9 Early payment
No Part code Description Qty UoM Unit price Net amount Qty Unit price
10 7 9999568233 V 9999568233 V 5.000 Each 49.76000 V 248.800
30 9999568234 9999568234 2.000 Each 229.33000 458.660 v

the “Qty” field. Once completed, click on the CREATE INVOICE button.

You will see again the details you have selected, and will need to confirm these as

indicated below (CONFIRM):

PO Convert #4500254016 © Help with this p

# Home .
Create invoice

§ Invoices
Invoice number

Tes vi_Invoic
Purchaso Ordais est_Mohawk_Invoice

S Customers

Reports
Line Description Qty UoM Unit price Net amount Gross amount
9 Early payment 10 9999568233 5.00C Each 49.76000 248.80
30 9999568234 2.000 Each 229.33000 458.66 458.66
Summary
No. of lines 2
Sub total USD 707.46
Total tax UsD 0.00
Net total USD 707.46

v

6. Finally, when you click the confirm button you will be redirected to a generaltemplate
page for invoice submission with the information from your PO already populated on
the invoice.

6.1. Please start with the general invoice details on the right:



Invoice details

Invoice number*
Test_Mohawk_Invoice [

Document type
Invoice

Invoice date* @
3/10/2020 ]
Advance payment date @

Payment due date @

As this is a PO
& invoice, this field is
already filled in.

Delivery date @

Currency* @

US Dollar ~

Purchase order (PO) number @

4500254016 4

6.2.Then you can review “Your details” and Mohawk details under “Who you are invoicing”,
which are already filled in from the PO.

Invoice #: Test_Mohawk_Invoice

2 ; Your details
B Invoices
o Your name @ Mohawk SAP Test Vendor
Create invoice
Start typing t [+] 123 Any Street
Il
Template management Dakias
Texas
Your tel
. 12345
Invoice status UNITED STATES
© Purchase Orders ——
Are 'ship from' details the same or different to the 'Invoice from' details? Please ensure you enter
=1 Customers the correct "Ship from’ details to prevent invoice processing delays.
No - They're the same v e
E1 Reports
<3 Early payment
Who you are invoicing
Name @ Mohawk SAP Test
Start typing to s [+ P.0. Box 1029
Chatsworth
Tel Georgia
30705

UNITED STATES

Are 'Ship to' details the same or different to the ‘Invoice to’ details? Please ensure you enter the

Emai correct "Ship to' details to prevent invoice processing delays.

Yes - Add a ‘ship to’ address v|@

6.3.Fill in any required fields, marked with “*”:



Where were the items/services delivered to?

Home
Company name*

B Invoices Mohawk Test supplier ©

Create invoice Country*

Template management UNITER'STAREES ¥

s Street number and name*
Test address

@ Purchase Orders

Address line 2

Z1 Customers 981083311

&3 Reports Address line 3

=5 Early payment

City*

State*

Washington v

Zip* @

Do you have a Tax Payer ID? @
Yes @ No

© Click here for additional header fields such as Delivery/GRN number, Cost centre etc

6.4.If you want to add some additional information on Header level. Click on the blue “+” sign
to add any of the information below:

@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc

Bill of lading @ Account code @ Notes to your customer @

Delivery note number @ Cost center @

Customs declaration date

Customs office @

Customs declaration number @

Payment reference



6.5.Should you wish to edit something on the Line level, you can still do it under the Invoice

items section:

Invoice items
Home Item Quantity / Unit Price Line amount Total
01 9999568233 - 9999568233 5/ Each 49.76000 248.80 248.80 e
B Invoices 2 02 9999568234 - 9999568234 2/ Each 229.33000 458.66 458.66 E4]

Createinvoice “

Template management

Invoice status Additional information

© Purchase Orders s
& Customers

E3 Reports

Early payment

Margin scheme @

SELECT AND UPLOAD

File types we accept @

Your customer allows a maximum of 1 attachments.

The maximum file upload size is 12 MB.

Please note that the digitally signed pdf created by Tungsten Network will be the legal invoice
document.

In order to avoid any tax risk at audit, please do not attach any duplicate invoices.

In case attachments are necessary please ensure they are clearly marked as “copy and not for tax
purposes”.

Before uploading any attachments please check that the files are not corrupt or have been write
protected. If they are, your customer will not receive them

6.6.0nce you have edited all the necessary details on the Line level, click on SAVE LINEITEM

Invoice items

Line item type @

Goods -
Product code @ Product description* @
9999568233 9999568233

@ Click here for additional line level information such as PO/Delivery details, discounts, and other additional information

9999568234 - -
- 9999568234 2/Each

unit* @

Each

229.33000

Quantity* Price* @
~Q 5.000 49.76000
i ount  248.80
Discount 0.00
Total  248.80
458.66 458.66

6.7.1f you need to add a miscellaneous line items like Freight or Carriage, you can do that by
selecting the relevant special line from the Line Item Type menu as indicated below:
6.7.1  Click on the ABB button to create a new line.

B Invoices - 02 999b568234 - 9999568234

Create invoice

Template management

Invoice status Additional information

Invoice nﬁms
Ite\n Quantity / Unit Price Line amount Total
01 9999568233 - 9999568233 5/ Each 49.76000 248.80 248.80 e4<]
2/ Each 229.33000 458.66 458.66 [E4x]

© Purchase Orders Attachments @

=1 Customers

& Reports

Early payment

Margin scheme @

SELECT AND UPLOAD

File types we accept @

Your customer allows a maximum of 1 attachments.

The maximum file upload size is 12 MB.

Please note that the digitally signed pdf created by Tungsten Network will be the legal invoice
document.

In order to avoid any tax risk at audit, please do not attach any duplicate invoices.

In case attachments are necessary please ensure they are clearly marked as “copy and not for tax
purposes’

Before uploading any attachments please check that the files are not corrupt or have been write
protected. If they are, your customer will not receive them



6.7.2 Select the relevant Special line from the list (Freight, Carriage, etc.).

Line item type @

Goods v
Normal line

g:rzcij:?e escription* @ Unit* @
Special line ng to search (+] Please select

Admin Charge
Advance Recycling Fee
Carriage

Demurrage
Freight

Fuel Surcharge
Green Tax
Insurance

Packing
Rounding Line
Special Charge

Credit / Discount such as PO/Delivery details, discounts, and other additional information

Quantity*
v 1.000

6.7.3 Add the relevant details for the special line including description, quantity

and unit price and click the _ button.

Line item type @
Freight
Description Quantity
1.000

Service delivery start date

Price @
0.00000

Service delivery end date
L]

6.8. Make sure that you have the relevant Remit to address information. In case you have not
added the full data when you registered in Tungsten, make sure this is completed before
you submit your first invoice from the menu “Your account” -> “Remit address” -> “Remi

to address information”.



Payment terms

Early payment discount @
® No discount for early payment
Apply a discount for earty payment

#f Home
B Invoices
Late payment conditions @
Create invoice

Template management

Invoice status

Payment terms @

© Purchase Orders

& Customers ol

1 Reports v
"Remit to" details

<5 Early payment

Remit to” address Remit to" bank

12345 Any Street

Dalton Manage default settings
Georgia

123451234

UNITED STATES

Summary
Invoice ($)
Total net 707.46
Total tax 0.00

Undo changes

Total gross 707.46

v

SAVE AS TEMPLATE
Cookie Consent

6.9.Now that all other details are completed, you can proceed-with your final step on the
Summary level. Please add your tax in the field “Total Tax”, if applic . Should you wish
to preview prior to sending you can do this as by pressing Preview. Once submit
your invoice by clicking on the - button. You will be presented with the screen below

confirming that your invoice has been succesfully submitted to Mohawk.

o Invoice submitted successfully

Home

Invoices

Purchase Orders

Customers

Reports

Early payment




Iv. How to submit a POA (paid on approval) invoice.

1. From the general menu go to Invoices -> Create invoice.

2. Click on customer and select the relevant Mohawk’s elnvoicing account. Then select New
invoice and populate the invoice number. Once complete, click on -

2 Home

B Invoices

Create invoice
Template management
Invoice status

@ Purchase Orders
=1 Customers

1 Reports

=5 Early payment

Mohawk SAP Test Vendor

Create invoice

New invoice

Customer*
Please select

Select option*

New invoice I

Invoice number* @

> :

3. You will be presented with a general template for invoice submission where you need to
add the details for your invoice submitted to Mohawk. Please start with the general

invoice details on the right:



Invoice details

Invoice number*

Test_Mohawk_Invoice_1 £

Document type
Invoice

Invoice date* @

3/11/2020

Advance payment date @

Payment due date @

Delivery date @

Currency* @
US Dollar

Purchase order (PO) number @

A

They are:

There are two different POA PO formats.

- POA-FirstName LastName-CCCC
- POA-FirstName.LastName-CCCC

*CCCC is the relevant company code.

4. Then you need to complete “Your details” and Mohawk details under “Who you are

invoicing”.

B Invoices

Create invoice
Template management
Invoice status

@ Purchase Orders
& Customers

3 Reports

<5 Early payment

Invoice #: Test_Mohawk_Invoice_1

Your details

Your name @
Start typing to searck

Your tel

Your email

Who you are invoicing

Mohawk SAP Test Vendor
123 Any Street

Dallas

Texas

12345

UNITED STATES

Are 'ship from’ details the same or different to the 'Invoice from' details? Please ensure you enter
the correct ‘Ship from' details to prevent invoice processing delays

No - They're the same v @

Name @

Start typing lo searck

el

Email

Mohawk SAP Test

P.0. Box 1029

Chatsworth

Georgia

30705

UNITED STATES

Are 'Ship to' details the same or different to the Invoice to’ details? Please ensure you enter the
correct 'Ship to' details to prevent invoice processing delays

No - They're the same v @

© Click here for additional header fields such as Delivery/GRN number, Cost centre etc



If you want to add some additional information on Header level. Click on the blue “+” sign
toadd any o i tion below:

@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc

Bill of lading @ Account code @ Motes to your customer @
Delivery note number @ Cost center @

Customs declaration date

Customs office @

Customs declaration number @

Payment reference

5. Now that you have completed all your data on Header level, you can move ahead and add
the relevant information an Line level by clicking on the green - button under Invoice
items. You can also add some itional information like Attachments or payment terms
if applicable.

Invoice items

Additional information

i Home

B Invoices

Create invoice

Template management

Attachments @ File types we accept @

invoice status Your customer allows a maximum of 1 attachments.

The maximum file upioad size is 12 MB.

© Purchase Orders SELECT AND UPLOAD Please note that the digitally signed pdf created by Tungsten Network will be the legal invoice
document.

In order to avoid any tax risk at audit, please do not attach any duplicate invoices.

In case attachments are necessary please ensure they are clearly marked as “copy and not for tax

purposes’.

& Reports ~ Before uploading any attachments please check that the files are not corrupt or have been write

protected. If they are, your customer will not receive them.

&= Customers v

£ Early payment

Margin scheme @

Payment terms

Early payment discount @
® No discount for early payment
Apply a discount for early payment

Late payment conditions @

6. Once you have clicked on - you have the option to add the relevant line details for
your invoice -> Line item type; Product code; Product description; Unit of Measurement



(UoM); Quantity and Unit price. Under “Unit” you can find the most commonly used UoM.
However, if you want to add more, click on the “+".

Invoice items

Line item type @

Goods v
Product code @ Product description* @ Unit* @ Quantity* Price* @
Start typing to sear Start typing to search [+] Please select v Q 1.000 0.00000
© Click here for additional line level information such as PO/Delivery details, discounts, and other additional information

Line amount  0.00
Discount 0.00

SAVE LINE ITEM CANCEL Total 000

If you want to add some additional line level information just click on “Click here for
additional line level information such as PO/Delivery details, discounts, and other
additional information”. You will then be presented with the possibility to add the
following additional information:

@ Click here for additional line level information such as PO/Delivery details, discounts, and other additional information

PO number @ PO line number @ Additional information @ o
Discount

0.00
Delivery note number @ Discount % @
0.00

Delivery start date Delivery end date

The fields below have been added by your buyer.

Line amount  0.00
GL number @ Cost center Part category Part number ___Discount  0.00

European Article Number v Total 0.00

CANCEL

Once you have completed all the necessary details on Line level, just click on SAVELINE
-. You can repeat the same process to add as many invoice lines as you need. Once
you have added all the lines you want to see on your invoice submitted to Mohawk, scroll
down and make sure that you have the relevant Remit to address information.



7. Now that all other details are completed, you can proceed with your final step where on
Summary level, you can add your tax in the field “Total Tax”, if applicable. Should you
wish to preview prior to sending you can do this by pressing “Preview”. Once ready submit
your invoice by clicking on the - button.

"Remit 10" details

Remit to” address "Remit to” bahg

12345 Any Street
Dalton Manage default seltipgs

Georgia
123451234
UNITED STATES

Summary

\ Invoice (3)
&Total net 69.00

Total tax 0.00
Undo changes
Tol\a\qoss 69.00

You will then be presented with the screen below confirming that your invoice has been succesfully
submitted to Mohawk.

o Invoice submitted successfully

Home

Invoices

Purchase Orders

Customers

Reports

Early payment




V.

How to submit a credit note.

1. From the general menu go to Invoices -> Create invoice.

2. Click on customer and select the respective Mohawk elnvoicing account. Then select New
credit note and populate the credit note number. Once complete, click on -

i Home

B Invoices

Create invoice
Template management
Invoice status

@ Purchase Orders
= Customers

& Reports

=% Early payment

Create invoice

New invoice

Customer*
Please select

<

New credit note ~

Select option*

Credit note number* @

Test_Mohawk_CreditNotd

3. You will be presented with a general template for credit note submission where you need
to add the details for your credit note submitted to Mohawk. Please start with the general
invoice details on the right:



Credit note number
Test_Mohawk_CreditNote [

Document type
Credit

Original invoice number

Test_Mohawk_Invoice

4

Original invoice date @

]
Credit reason @
Invoice date* @
3/ 20 -
Advance payment date @

-]
ayment due date @

-]
Delivery date @

a
Original Delivery date @

-]
Currency* @
US Dollar ey

Purchase order (PQ) number @

invoicing”.

Your details

As this is a Credit note, you
must provide the original
invoice number here.

4. Once completed, fill in the “Your details” and Mohawk details under “Who you are

Invoice #: Test_Mohawk_Invoice_1

B Invoices

Create invoice
Template management
Invoice status

@ Purchase Orders

& Customers

& Reports

=% Early payment

Your name @

Start typing to searc

Your tel

Your email

h

Who you are invoicing

Mohawk SAP Test Vendor
123 Any Street

Dallas

Texas

12345

UNITED STATES

Are 'Ship from’ details the same or different to the 'Invoice from' details? Please ensure you enter
the correct ‘Ship from' details to prevent invoice processing delays

- @

No - They're the same

Name @

Start typing t

Tel

Email

Mohawk SAP Test

P.0. Box 1029

Chatsworth

Georgia

30705

UNITED STATES

Are ‘Ship to' details the same or different to the ‘Invoice to’ details? Please ensure you enter the
correct ‘Ship to' details to prevent invoice processing delays.

No - They're the same v @

© Click here for additional header fields such as Delivery/GRN number, Cost centre etc



If you want to add some additional information on Header level. Click on the blue “+” sign
to add any of the information below:

@ Click here for additional header fields such as Delivery/GRN number, Cost centre etc
Bill of lading @ Account code @ Notes to your customer @
Delivery note number @ Cost center @

Customs declaration date
Customs office @
Customs declaration number @

Payment reference

5. Now that you have completed all your data on Header level, you can move ahead and add
the relevant information on Line level by clicking on the green - button under Invoice
items. You can also add some itional information like Attachments or payment terms
if applicable.

Invoice items

= T 4

Additional information

B Invoices

Create invoice

Template management
Attachments @ File types we accept @

Invoice status Your customer allows a maximum of 1 attachments.
The maximum file upload size is 12 MB.

© Purchase Orders SELECT AND UPLOAD Please note that the digitally signed pdf created by Tungsten Network will be the legal invoice
document.
@ Customers v In order to avoid any tax risk at audit, please do not attach any duplicate invoices.
In case attachments are necessary please ensure they are clearly marked as “copy and not for tax
o purposes’.
i oot Before uploading any attachments please check that the files are not corrupt or have been write

protected. If they are, your customer will not receive them

< Early payment

Margin scheme @

Payment terms

Early payment discount @
® No discount for early payment
Apply a discount for early payment

Late payment conditions @

6. Once you have clicked on - you have the option to add the relevant line details for
your credit note -> Line item type; Product code; Product description; Unit of



Measurement (UoM); Quantity and Unit price. Under “Unit” you can find the most
commonly used UoM by Mohawk suppliers. However, if you want to add more, just click
on the “+” to do that.

Invoice items

Line item type @

Goods v
Product code @ Product description* @ Unit* @ Quantity* Price* @
Start typing to sear Start typing to search [+] Please select - Q 1.000 0.00000

© Click here for additional line level information such as PO/Delivery details, discounts, and other additional information

Line amount  0.00
Discount 0.00

SAVE LINE ITEM CANCEL Total 0.00

If you want to add some additional line level information just click on “Click here for
additional line level information such as PO/Delivery details, discounts, and other
additional information”. You will then be presented with the possibility to add the
following additional information:

@ Click here for additional line level information such as PO/Delivery details, discounts, and other additional infermation

PO number @ PO line number @ Additional information @
Discount @

0.00

Delivery note number @ Discount % @

0.00

Delivery start date Delivery end date

The fields below have been added by your buyer.

Line amount  0.00
___Discount  0.00
European Article Number v Total 0.00

CANCEL

GL number @ Cost center Part category Part number

Once you have completed all the necessary details on Line level, just click on

-. You can repeat the same process to add as many invoice lines as you need. Once
you have added all the lines you want to see on your credit note submitted to Mohawk,
scroll down and make sure that you have the relevant Remit to address information.



7. Now that all other details are completed, you can proceed with your final step where on
Summary level, you can add your tax in the field “Total Tax”, if applicable. Should you
wish to preview prior to sending you can do this as by pressing Preview. Once ready
submit your credit note by clicking on the - button.

"Remit 10" details

Remit to” address “Remit to” bank
12345 Any Street
Dalton Manage default settings
Georgia
123451234
UNITED STATES
Summary
\ Invoice (S)
\Total het 69.00
Total tax 0.00
Undo changes
Total gross 69.00
4
VI. How to check the status of your invoice(s)

You can always check the latest status of your invoices on the Tungsten portal. You don't need to call any
longer Mohawk AP team to ask them information about that as all the status data updates are transferred

directly to the Tungsten portal.



Once you log in to the Tungsten portal, you just need to go to “Invoices” -> “Invoice status” and put the
invoice number in the field “Find invoice”. You will then be able to see the latest status of your invoice in
Mohawk’s system.

Connect with your customers Send invoices P Check the status of your invoices

Search and connect to more of your Create your invoice online in a few clicks Track the latest status of your invoices
Bi invoices customers in a few clicks inreal-time

Create invoice

‘ CONNECT TODAY | | VIEW ALL ‘ CREATE INVOICE WHERE IS MY INVOICE?
Template management

Invoice status

For your attention Last refresh: 2 min ago

© Purchase Orders

: Help with this page
Invoice status 0 ot e e
[»] How to check invoice status
£ Home e i = S : S o @ Please visit our Help & Support section.
B invoices Find invoice @
Create invoice
Template management

Invoice status “

© Purchase Orders Tracked Invoices

You are currently viewing tracked invoices. Tracked invoices are younger than 90 days. You may mark them as untracked if you no longer want them to appear in this list or if you wish to suppress notifications

1B Customers of them. Invoices older than 90 days are available through reporting

[ Reports Tracked - Last 90 days ~

5 Early payment

: Status: Status date:
‘ Accepled 11 March 2020
Th ument has been processed suc f

VIl. How to reactivate a failed invoice for resubmission

There are certain validations created within Tungsten for every invoice submitted to Mohawk.
These checks are in place to ensure your submitted invoices contain the required and correct
information. This will contribute for a smoother approval process and avoid potential



payment delays. In case you submit an invoice in Tungsten and it fails, you will receive a
system notification email for this advising you on the failure reason.

1. On your Tungsten portal home screen, you can easily find any failed invoices, under the
section “For your attention” -> View All:

Connect with your customers Send invoices

Search and connect to more of your Create your invoice online in a few clicks
B Invoices customers in a few clicks

I CONNECT TODAY ‘ [ VIEW ALL ‘ CREATE INVOICE

Check the status of your invoices

Track the latest status of your invoices

& Home

in real-time

Purchase Orders

WHERE IS MY INVOICE?

Customers

Reports
For your attention

9 Early payment
Type Count Date Customer \

. Failed invoices 2

L] Received POs 38 ie

View details

B

Failed B

Status

Document type Document number Document date Customer Amount  Submission date Latest update

Invoice 4500551176T1 2/27/2020 Mohawk - Planners - Test Buyer 3762.77 Failed

Invoice 4500556372T1 2/27/2020 Mohawk - Planners - Test Buyer 6837.54

K < 1 ) >| Page size: [ 19 v Displaying page 1 of 1,items 1to 2 of 2

3. Information about the failure reason with an option to highlight the error on the invoice
itself is present once you go to View Error. Otherwise go straight to Reactivate Invoice.

S status:
‘ Failed

Status date:
27 February 2020

Comment

No payment status comments at this time

m VIEW ERROR RAISE A TICKET REACTIVATE INVOICE
BACK

o The failed invoice has been reactivated successfully. You can edit and resubmit the original invoice in the draft invoice list.

> Go to draft invoice list




4. Once the failed invoice has been reactivated successfully, you can correct the relevant
information and resubmit it, by going to Invoices -> Create Invoice -> Saved invoices ->
Edit:

[*] How to create an invoice or credit note

Create invoice @ Help with this page

i Home

B Invoices 3 New invoice Tungsten Network transactions

Create invoice Customer* 5

Please select F Purchase history
Template management 5 g 4

Select option* E Purchase more
Invoice status E invoices

New invoice - E

© Purchase Orders
Invoice number* @

=1 Customers

£ Early payment

Saved invoices

Invoice number Buyer name Gross amount Saved date \ Edit  Delete

4500551176T1 Mohawk SAP Test 3762.77 about a minute ago = (]
Test_Mohawk_CreditNote  Mohawk SAP Test 0.00 about 4 hours ago = (]
Test_Mohawk_Invoice_1 Mohawk SAP Test 0.00 about 5 hours ago = (]

5. The process will trigger the standard Tungsten template for invoice submission and once
the relevant invoice data corrections have been made, please click on the - button to
resubmit.

Summary
Invoice (S)
Total net 376277
Total tax 0.00
Uhdo changes
Total gross \3,762,77

VIll.  How to pull a report showing the invoices submitted and/or PO’s received.



1. Inorder to pull a report showing the invoices submitted, from the Home page of the
Tungsten portal go to Reports -> Invoices submitted.

Home

Invoices
Purchase Orders
Customers

Reports

My reports

Invoices submitted
POs received
289 bis partner

Tungsten Network billing
report

9 Early payment

2. You can then select the relevant criteria settings with additional fields present, once you
click on More Fields.

Invoice submitted

Home
§ Invoices Criteria
Purchase Orders Select dgte category Select date range @
Customers Submission date v Last 30 days i
Reports Select cystomer
3 selecled -
My reports
Select inyoice status
Invoices submitted 15 sele¢ted v| Invoice status definitions
v
POs received >> More fields

289 bis partner

Tungsten Network billing
report

<5 Early payment




Criteria

Select date category Select date range @

Submission date v Last 30 days v

Select customer

3 selected v

Select invoice status

15 selected * | Invoice status definitions

<< Less fields

Select currency

84 selected -

Select invoice type

3 selected -
Invoice number Gross amount
PO number Select report content @

18 selected v

4 4

3. Once you - the report, you can Export it.

My reports © Help with this pag

fii Home ‘
B Invoices Saved report name @
© Purchase Orders [Default] Invoices Sent (7 Day Submitted invoice B
& Customers

[Default] Invoices Sent (This Mdpth) Submitted invoice Y
& Reports

Last_30days Submitted invoice [ES FE ©

My reports
Invoices submitted
POs received

289 bis partner

Tungsten Network billing
report

In case you have saved a specific report based on the criteria selected, you will be able to run this
customized report at any time in“the future based on the specifics you have configured. You can find all
the saves reports in the menu “My reports”.



4. The same process applies to the report showing PO’s received:

POs received

i Home

B Invoices Criteria

@ Purchase Orders Select PO date PO number

&1 Customers Last 30 days >

s Reports Select Tungsten Network accounts Select report content @
Mohawk SAP Test Vendor - NJA - AAAGO525 v 10 selected -
My reports
Customer Name PO status
Invoices submitted 2 selected e 6 selected -

POs received

Tungsten Network billing
report

=9 Early payment

IX. How to contact Tungsten supplier support team

I Before contacting Tungsten supplier support team, please review this Einvoicing Guide as it contains
the answer to almost all questions you might have when it comes to the usage of the Tungsten Portal.

> If you have an existing account and you have access to the portal, open a ticket with Tungsten
support team using the following link:
https://tungsten-network.my.site.com/contactCustomerSupport/s/contactcustomersupporthome
Please make sure you provide your Tungsten supplier account number. If you are not sure how
to find this, please check section X. from this guide.

> If you do not have an account in Tungsten yet and you need assistance to register one, open a
ticket with Tungsten support team using the following link:
https://tungsten-network.my.site.com/contactAccountAccess/s/?language=en US

> Call Tungsten support at the respective dedicated line for your country. In order to get in touch
with a support agent on the phone you need to have a support ticket raised as a first step and
provide it as a reference when you call Tungsten support line. You can find a list with the
applicable helpdesk line for your country at the link below:
https://www.tungsten- network.com/resources/support/local-numbers/.

X. How to find your Tungsten supplier account number


https://tungsten-network.my.site.com/contactCustomerSupport/s/contactcustomersupporthome
https://tungsten-network.my.site.com/contactAccountAccess/s/?language=en_US
https://www.tungsten-network.com/resources/support/local-numbers/
https://www.tungsten-

Your Tungsten account number is your unique identifier in Tungsten. In order to find it, please go to
Your account and then scroll down to the bottom. Your account number starts with AAA and is followed

by 9 digits.

J
TU Mohawk PO Test vendor

Customer Dashboard

Connect with your customers

Search and connect to more of your customers in a few

# Home

B Invoices

© Purchase Orders
clicks
& Customers

&1 Reports ‘CONNECTTODAY‘ ‘ VIEW ALL ‘

Send invoices

Check the status of your

invoices
Create your invoice online in a few clicks

CREATE INVOICE

Track the latest status of your invoices in real-time

WHERE IS MY INVOICE?

J !
TU Mohawk PO Test vendor

- Update company details
- Manage security settings

# Home - Purchase Tungsten Network transactions
B Invoices

Users

@ Purchase Orders » '

View your users and their rights

&1 Customers

&1 Reports Invoice information

- Product information
Ship from details
Remit details
Static data
Units of measurement

Your Accounts

"-)\ ] Youraccount | Help & Support v

- View and pay your Tungsten charges

Contacts

- View and manage your contacts

Alerts & notifications

- Support ticket alerts
Invoices

TN account numt/ Account name

AAA456514587 Mohawk POA Test Vendor

TUNGSTEN

AUTOMATION

FORMERLY KOFAX

Account type Administrator

Useful information

Help & Support »

Log Out

Log Out

Web Form

S/
MOHAWK

INDUSTRIES, INC.



